REGISTER IN OHIOPAYS

Ohiopays.ohio.gov is designed to provide you, a Payee', conducting business with the State of Ohio,
with convenient access to information about your organization’s financial interactions with the state.

FIRST STEP FOR USING OHIOPAYS

To begin using the Portal, State of Ohio Payees will log into the site using their OH|ID. OH|ID provides
an 8-digit user ID that allows you to login to access a variety of the State of Ohio’s online applications.
OHJID is your personal account (it is for you, not for your organization). It delivers a more secure
and private experience for users during online interactions with the state — with advanced fraud
detection, prevention, and analytics features.

SECOND STEP FOR USING THE PORTAL
Once you obtain and sign into OhioPays with your OH|ID account, you can either:
o Register as a Payee (Payees may be a business or an individual person depending on your
relationship with the state) to conduct business with the state.
¢ OR associate your personal OH|ID with one (or many) Payee(s) that are already in the state’s
accounting system to conduct business with the state.

USING THE PORTAL
With OhioPays you can...
o Register as a State of Ohio Payee.
e Add additional addresses.
o The Remit-to identifies the location where payment is received. Initial registrations
require a primary address, which may be different from a remit-to address. Additional
remit-to addresses can be added after the initial registration.

e Update your existing Payee profile.

o For banking changes, have bank verification and W9 uploaded to your computer.
¢ View information for purchase orders that have been submitted to you or your business.
¢ View status information for invoices submitted for payment view.

e Access information about payments sent to you or your business.

Follow the steps below for guidance on registering your business.

If you need assistance do not hesitate to reach out by email (ocbm.contactcenter@obm.ohio.gov) or
phone (877-644-6771).

A Payee is any individual or organization who receives funds from the State of Ohio. Some common types of Payees include anyone who
provides goods or services to a State of Ohio agency, DODD Providers, grant recipients, reimbursements from the State of Ohio (other than
state income taxes), and state fair participants/entertainers.
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REGISTER IN OHIOPAYS

How to Register

Companies, Individuals or Providers interested in doing business with the State of Ohio can register
their business in the OhioPays Portal. As financial transactions occur, you can view information about
the associated invoices, purchase orders, and payments for these transactions in the OhioPays

Portal.

Tax ID Number (TIN), Social Security Number (SSN), or Employee Identification Number

@ Before you begin registering, make sure you have:
[ ]

(EIN), and Account Name.

e The primary address information provided must match the address on the banking record
with your financial institution to complete registration.
Banking information (Bank Routing Number & Account Number).
You may be required to attach a current voided check or a bank letter on the
bank’sletterhead confirming your banking account information.

OhioPays

1. Navigate to
ohiopays.ohio.gov.
2. Click on Login.

Getting Started

GETTING HELPFUL

STARTED PAYMENT RESOURCES

RECEIVING
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REGISTER IN OHIOPAYS

@ OH|ID

Ohio's Digital Identity. One State. One Account.

Register once, use across many State of Ohio websites

( Create Account )

3. Enter your User ID,
Password, and click
Log in. Login

OH|ID

Password

Login

Forgot OH|ID? | Forgot password? | Get login help

Welcome to OhicPays New Registration Search Existing Registrations

My Apps

. Nes
4. Click New eome Jobn

«
Last Log In:2024.06-11 Business, Doing Business As (DBAJ, Request Accoss to a Payee
Days since last log in:50 Subsidiary, Individual, or

- - Government
Registration.

]Welcome
5. Select the three W

register as an Individual, Business, Business with a Doing Business As/Disregarded Entity or Government Entity you will need to know/have the
information.
checkboxes to

acknowledge you
have the required
information to

. * Information collected during this guided process will be used to create an electronic W9,
continue. _

6. Click Next.

Please ack 1

dge that you k h the information by selecting the check boxes below to continue with the registration process:
IN, SSN, or EIN and Name of the Business or Person (USA TIN Only).

Banking information Bank Routing Number & Account Number (USA Bank Only).
[ Jvou may need to attach a voided check or bank letter.

have a USA-TIN and USA-ba:
ces. Please

# OBM-5657E
on Payee Ry

1 protocols as descril

he USA" and W8 by visiting ohiopays ohio.gov and

Iy registe

one corporate and one Doing Business As/Disregarded entity at a time.
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REGISTER IN OHIOPAYS

7. Select Yes or No to
be the
administrator for
the Payee. The
administrator
handles controlling
access to the
Payees.

- Office of Budget
Ohio | mcTiamagernt

‘Starlover‘ [ < Previous ][ Next >

Welcome
Complete

Identifying Information
Visited

3 | Address and Contact
Not Started

4 | Payment Information
Not Started

Review W-9 & Submit
Not Started

An administrator will be responsible for controlling access to the Payee.
Do you wish to be the administrator for this Payee?

Follow these steps if you don’t want to be the administrator.

Follow these steps if you do want to be the administrator.
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REGISTER IN OHIOPAYS

a. If you select No,
enter the

administrator’s

email, and click
Verify Email.

NOTE: The email
entered must be
associated with an

| start over | [ < Previous l [ Next >

Welcome An ini will be ible for access to the Payee.
Complete Do you wish to be the administrator for this Payee?

® No O Yes
Identifying Information
Visited Do you have the administrator's email address?  (2)

O No @® Yes

3 | Address and Contact

Not Started Please provide the email address associated with the administrator's OHID |@yahoo.com Verify Email || @

4 | Payment Information
Not Started

Review W-9 & Submit

b. Select the type of
Payee to register.

3 | Address and Contact
Not Started

4 | Payment Information
Not Started

Review W-9 & Submit

Not Started
active OH|ID for the
person who will be
the administrator.

Start Over ‘ < Previous Next >
1 | Welcome An ini will be ible for ing access to the Payee.
Complete Do you wish to be the administrator for this Payee?
® No O Yes
E> Identifying Information
Visited Do you have the administrator's email address? (7)

O No ® Yes

Please provide the email address associated with the administrator's OHID

Dyahoo.com Verity Email | ®

What type of Payee would you like to register?

L
AEEEE——

information.

NOTE: The Taxpayer ID
and Name must match
the IRS records.

3 | Address and Contact
Not Started

4 | Payment Information
Not Started

Review W-9 & Submit
Not Started

5 Business
Not Started Government
Individual
Start Over
Welcome An i will be ible for ing access to the Payee.
Complete Do you wish to be the administrator for this Payee?
@ No O Yes
Identifying Information
Visited Do you have the administrator's email address? (%)
O No ® Yes
3 | Address and Contact
c SeleCt the TaX Not Started Please provide the email address associated with the administrator's OHID Dyahoo.com ‘ ‘ Verify Email | @
i . What type of Payee would you like to register?
C|aSSIflcatI0n 4 | Payment Information yp Y ¥ g
ot Started Individual v|
Review W-9 & Submit What Tax Classification would you use to file taxes with the
Not Started IRS?
I
Individual
Single-member LLC
Sole Proprietor
Start Over ‘ [ < Previous ] [ Next >
@ No U Yes
1 | Welcome
Complete Do you have the administrator's email address? (2)
O No (
d E nte r th e Payee Identifying Information . ; . 3 -
- o Please provide the email address associated with the administrator's OHID 2yahoo.com Verify Email | @

What type of Payee would you like to register?
| ndividual v

What Tax Classification would you use to file taxes with
the IRS?

| individual v @

Taxpayer Identification Number Name

*First Name *Last Name

E— |
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REGISTER IN OHIOPAYS

e. Click Next.

OChio Jiasem

g | Welcome
S Complite

E> Identifying Information
Visited

3 Address and Contact
Mot

4 Payment Information
Mol

5 Review W-3 & Submit
Mot od

Start Orver
Do you wish to be the administrator for this Payee? (7
® No Yes

Do you have the administrator's email address? (7)
No ® Yeg

Please provide the administrator's email address | rich@yahoo.com

What type of Payee would
you like to register?

Business ~ (B
Tax Classification

LLC - § Corporation  ~ | ()

Taxpayer Identification Name
Number

“Business Name
“EiN jeff smith
N1 @

Verity Ema
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REGISTER IN OHIOPAYS

Selecting Yes to be the Administrator

‘Starlover‘ ‘ [ < Previous ][ Next >

Welcome
Complete

An will be ible for ing access to the Payee.
Do you wish to be the administrator for this Payee?
O No © Yes

Identifying Information
Visited

[®

What type of Payee would you like to register?

a. Select the type of

3 | Address and Contact

Payee to register
" Business
4 | Payment Information Government
Not Started Individual
5 | Review W-9 & Submit
Not Started
= Office of Budget
Ohio  Tiimenen
1 | Welcome An will be ible for ing access to the Payee.
Complete Do you wish to be the administrator for this Payee?
O No © Yes

Identifying Information
Visited

[

b. Select the Tax ¢
Classification. -

Address and Contact
Not Started

Payment Information

What type of Payee would you like to register?
Business v‘

What Tax Classification would you use to file taxes with the
IRS?

Not Started ﬁ @
5 ze"';w V:'g ESHbIL C Corporation
ot Starte individual
LLC - C Corporation
LLC - Partnership
LLC - S Corporation
Other - Non-Profit
Partnership
S Corporation
Single-member LLC
Help/FAQs iﬁj’;:‘;{;’g“” dement Contact
I An official State of Oio site. Here's how you know
Ohio  Ninagern
. ‘ Start Over ‘ [ < Previous ] [ Next >
c. Enter whatis , .
Welcome ON ® ve
requested based 1 Comps o e
u pon the TaX D - What type of Payee would you like to register?
Classification C—
3 | Address and Contact What Tax Classification would you use to file taxes with the
Selected . Not Started IRS?
‘ C Corporation V‘ @
4 | Payment Information
Not Started
. Taxpayer Identification Number Name
NOTE: The Taxpayer
5 | Review W-9 & Submit “EIN *Business Name
ID and Name must [ T [ |
Y
match the IRS sreqarded ety name
records. '® |
Help/FAQs Privacy Statement Contact
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REGISTER IN OHIOPAYS

Office of Budget
and Management

Ohio

Start Over < Previous Next >

Welcome
Complete

O No ® Yes

What type of Payee would you like to register?

[ Vs

3 | Address and Contact
Not Started

d. Click Next.

‘ Business v

What Tax Classification would you use to file taxes with the

IRS?

| ¢ corporation MNG)

4 | Payment
Not Started

Review W-9 & Submit

Taxpayer Identification Number

*EIN

Name

*Business Name

Not Started @
@
Disregarded entity name
@
Help/FAQs Privacy Statement Contact
— Oifca of Budget
Chio  Maie,
Start O
[ | Welcome Address
Complate
*Country « @
Identifying Information
Complete Rdfl;::: 129 main &t @
Address
Address and Contact 4 @
B i Line2
*City |columbus (&
8. Enter the Address 4 | Payment information
» d “Postal Code |43119 {3
and Contact
H H Review W-3 & Submit “State | Ohio v {3
information then CF il !
CI|Ck Next_ “County | Frankiin w| (@
'RfmilEm;lnci; e @
Contact Information
+ | -
“First Name *Last Name
richand ¥ bell
Title [optional) “Telephone Fax Number (optional)
Bidi11-1114
“Email ID
nichilyahoo.com
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REGISTER IN OHIOPAYS

- Office of B
Ohio Z505E
Start Over £ Previous. ” MNext >
[T ] Welcome “Country t v (D
.~ Complate
“Account =
Checking v ()
9. Enter the Payment | | ientitying information Type
. . S~ Complate ‘Bank
information then Account [11111111
H Number
click Next. The 3 | Address and Contact
. S~ Complete
Bank Name will "Re-Enter
displ Payment Information Accao\:m; nitin
isplay once you Bayy Agcount
click Next. "Routing ! 55555599902
Review W-9 & Submit ABANumber
Not Started
*Re-Enter
Routing | | 22222232322
ABA Number
“Bank Name
Chio e
Start Croer Submit
-1-WU|IZDI|'|I Collanss All
Complete Review Expand Al Collapse A
[ 2 ] ?;::gl"ﬂ Infarmation + [dentifying Information
R Tax Classification Social Security Number First Hame Last Name
a | Address and Contact
x Complete Indnvighsal 1M1-11-2222 e srmith
I 4 | Paymant Information + Address
H Complate
10. Review the W-9 123 man s
. . columnbus, OH 43119
information. Review W-9 & Submit usa
Wisited {County: Frankin}
Resrt Email 1D
nchardiE gov
« Contact
First Name  Last Name Tite Telephone Fax Mumber Epnail ID
richard bell B141111-1111 richi@yahao. com
+ Payment Information
Country Bank Mame Account Type m mﬂmﬂﬂﬂﬁ
USa JP MORGAN CHASE Checlong Account 11111111 222222202
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REGISTER IN OHIOPAYS

1 | Welcome

Compiete Review =
2 I::':H:"- Infgrmation - identitying Information

Tax Classification Social Security Number First Name Last Mame

3 | Address and Contact

Commplete Irainaciual V12222 et eth
i Payment Information - Address

CTomplete

123 mn 8

columbays, OH 43119

11. Click Create W-9 ] e & e U e
to create a W-9 Remit Emad 1D
with the P uad
information you

provided.

FirstHame LastName Tide Telephone Fax Number  Emall ID

e [ sranm-1m Py A CoeT

= Payrment Information

e Bank } A T Account R T ABA
Ourtineg

USA JPAORGAN CHASE Checiong Account 11111111 FrrrrrFred

o W=9 _ Request for Taxpayer Give Form to the
(Rew. October 2018) Identification Number and Certification requester. Do not
Department of the Treasury send to the IRS.
Intarnal Revenus Servica » Go to www.irs.gov/FormWa for and the latest i i
1 Name (as shown on your income tax retum), Name is required on this ling; do not leave this line blank,
JEFF SMITH

2 Business name/disregarded entity name, Il different from abave

3 Check appropriate box for faderal tax classification of the person whose name is entared on line 1. Check only one of the | 4 Exemptions [codes apply only to
following seven boxes. certain entities, not individuals; see

instructions on pags 3
A individualisale propristoror L] © Cerperation [ 8 & O o O
single-member LLG Exempt payee code {if any)

[ Limited liability company. Enter the fax classification {C=G carparation, S=8 corporation, P=Partnership) &
MNote: Check the appropriate box in the line above for the tax classification of the single-member owner. Do not check Exemption from FATCA reporting
LLG f the LLG is classified as a single-member LLG that is disregarded from the owner unless the awnar of the LLG 15 [ oo uc o
anather LLE that is not disregarded fram the owner for U.S. federal tax purposes, Dtherwise, a single-member LLE that L
is disregarded fram the owner should check the 2ppropriate box for the tax classification of its owner.

1 [ oOther (zee instructions) » FATRI 10 DCCTLTTE MmNV Qoene it LS
1 2 . ReV|eW and Save 5 Address (number, stréet, and apl. of suile No.) See instructions Requester's name and address (optional)
123 MAIN ST

Print or type,
Sea Specific Instructions on page 3.

the W-g to your 6 City, state, and ZIP code
computer then COLUMBUS, OH 43119

. . 7 List account number(s) here (optional)
close this window.

XN Taxpayer identification Number (TIN)
Enfter your TIN in the appropriate bex. The TIN provided must match the name given on line 1 to avoid Social security number

backup withholding. For individuals, this is generally your sccial security number (SSN). However, for a
resigent alien, sole proprietor, or disregarded entity, see the instructions for Part I, later. For other 1 | 111 - -1212|2 |2
or

entities, it is your employer identification number (EIN). If you do not have a number, see How fo get a

TIN, later.

Note: If the account is in more than one name, see the instructions for line 1. Also see What Name and Employer identification number

Number To Give the Requester for guidelines on whose number to enter. —|T | | | | |
Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my comect taxpayer identification number (or | am waiting for a number to be issued to me); and

2. 1 am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal Revenue
Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am
ne longer subject to backup withhelding; and

3. 1am a U.S. citizen or other U.S. person (defined below); and

4, The FATCA codes) entered on this form {if any) indicating that | am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subjact to backup withhalding because

you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage interest paid,

acquisition or abandenment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and generally, payments

other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the instructiens for Part |1, later.
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REGISTER IN OHIOPAYS

Welcome
oo Review D EEE
@"""""""’""‘  identifying information
@ = Tax Classification  Social Security Number FirstMame  LastMame
Complate ircdvdual L ETE- o wmn
4 | Paymant Information - Address
Comglate
_ ] Wmean
13. Click Submit. EI R W 8 Subent USA i
Remt Emad 0
rehardd go
w Contact

FirstName LostName Tide Telephone Fax Mymber  Emad ID

nchang bedl S rehigyatos com
= Payment Informatien

TPt mber _...HIA
USA P MORGAN CHASE Cheding Account 11111111 prorerree]

14. Select the
checkbox and click

Conti n ue to afﬁ rm nl;mr;ggeﬂ?::ﬁﬂr:g mgt&]?r:nﬁtgled W-9 has been completed in accordance with the General
the W-9 was =3

Cancel Continue
completed -
correctly.
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REGISTER IN OHIOPAYS

15. Read the Terms &
Conditions.

16. Select the
checkbox and click
Continue to
accept the Terms
of Agreement.

o NOTE: If you are
zoomed in to the
Terms and
Conditions you will
need to zoom out
to see the
Continue button.

Terms & Conditions

Make sure you read terms of fully before itting your regi

By submitting this Payee self-registration, the Payee (hereafter, you) certify and warrant that you are -
authorized to: (i) register as a Payee for the State of Ohio; (n) file all of the information requested in this .

registration process; and (iil) enter into this Terms of Agreement with the State: of Ohio. Unless agreed to
in writing elsewhere between the parties, by submitting this Payee self-registration. you agree to the
following:

Account Information

“You will be responsible for ensuring the accuracy of your data. This includes legal business name,
address, contact information and banking information. It is important that all information is correct for
payment processing. When changes are necessary, you must take the appropriate steps to update
andfor correct the data to keep it true, accurate, current and complete. Changes to your account mustbe

Ii[:k here to accept the Terms of Agreement

-

17. Click OK to
complete
registering your
business.

NOTE: Some
registrations will
require additional
review and processing
by the state. If the
registration was not
automatically
approved, you will be
notified by email within
7-10 business days of
approval or if further
action is required.

Informational

Your Registration is submitted and has been auto
approved.

You can find your Payee 1D on the Manage My

Profile tile
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