
ASSOCIATING A SUPPLIER RECORD TO YOUR OH|ID  

 ~ 1 ~ Revised: 04/23/2021 
   
  

Register in OH|ID (https://ohid.ohio.gov) by creating an account with a username/password that can 
be used for the Supplier Portal. Click on Create OH|ID Account to set up an account in OH|ID. For 
assistance with creating an OH|ID, click here. 
 

Associating a Supplier Record (Business or Individual) to Your OH|ID 

If you or your business have a Supplier ID and you have not used the Supplier Portal you need to 
associate your OH|ID with your existing Supplier ID. This will allow you to log in with your personal 
credentials (OH|ID) to access your supplier record on file with the state. 
 
Follow the steps below to locate a Supplier Record that is currently or has previously done business 
with the state of Ohio to associate it to your OH|ID account. 
 

How to Look Up an Existing Supplier Record (Business or Individual) 
‘Existing businesses’ are those that were previously registered in the state’s accounting system (and 
therefore, has a Supplier Record).  
 
Upon completing this process, an email will be sent to the administrator for the selected business. 
This administrator will need to approve your access in order for you to view the business in the 
Supplier Portal. 
 

1. Log in to the 
Supplier Portal 
(supplier.ohio.gov) 
using your OH|ID.  

 
2. Select ‘Find My 

Business’ to 
locate an existing 
Supplier record. 

 
Note: If you don’t see 
this screen, refer to 
the “If OH|ID is 
already associated to 
an existing Supplier 
Record” section 
below. 

 

https://ohid.ohio.gov/
https://supplier.ohio.gov/
https://supplier.ohio.gov/
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3. The search 
function can use 
either the 
Federal Tax ID 
(recommended) 
or business’ 
name. Enter a 
search term and 
click ‘Search’ to 
generate a list 
based on that 
term.  
 

• When searching 
by name, enter 
the name as it is 
listed on the W9. 

• Note: Do not use 
dashes (-) when 
searching using 
your company’s 
Federal Tax ID, 
only use 
numbers. 

 

4. Click ‘Request 
Access’ next to 
the desired 
Supplier Record.  

 
• Note: Depending 

on the search 
criteria used, 
there may be 
multiple pages of 
results. 
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If the Supplier Record (a business or individual) already has a Supplier Portal 
Administrator assigned: 

• A pop-up window will display. 
 

 
  
• Enter a message that you want to be sent to the existing Supplier Portal Administrator and click 

Confirm. 
• An email will be sent to the administrator for the Supplier Record asking them to grant you access 

to the Supplier Portal business. 
• You will continue to see the screen in Step 1 above when you log in to the Supplier Portal until an 

administrator at the business adds you to their business or the state processes the Supplier Portal 
Administrator Form.  

• You will receive an email notification when you have been granted access to the business in the 
Supplier Portal. 
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If the Supplier Record (a business or individual) does not already have a Supplier 
Portal Administrator assigned: 

 

1. Click Become an 
Administrator on the 
pop-up message that 
displays.  

 

2. You will be navigated 
to the “Supplier 
Forms” page. Expand 
the bottom menu, 
“Supplier Portal 
Administrator.” 
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3. Click the Download 
button.  

 

4. Click Download 
button. 

5. Save the PDF form to 
your computer (pay 
very close attention to 
the name you’re 
saving the file as and 
the location where it’s 
being saved). 
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6. Open the form from 
the location that it was 
saved on your 
computer and follow 
the directions on the 
fillable PDF form to 
complete it. 

 

7. Save the completed 
form. 
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8. Return to the Supplier 
Forms page and click 
the “Upload” button.  

 

9. Navigate to the 
completed form that 
you saved on your 
computer. 

 

10. Click the Submit 
files button. 
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11. A confirmation 
message will display 
on the page. 

 
 
The state will review your 
request within 10 
business days. Upon 
approval of your request, 
you will receive a 
confirmation email that it 
has been completed. At 
that time, you have been 
added as the 
Administrator. 

 
 
 

If your OH|ID is already associated to an existing Supplier Record 
(business/individual):  

Existing Business Look Up is only available on new OH|ID accounts. If you need to add an additional 
existing Supplier Record (business or individual) to an OH|ID account, the current Supplier Portal 
administrator can add you as a user to that Supplier Record or you can submit the Supplier Portal 
Administrator Form to request to become an administrator for the business. 
 
1. Click on Forms.  
2. Click on Supplier Portal Administrator. 
3. Click Download beneath SupplierPortalAdministrator_OBM-567A_3-21-19.pdf. 
4. Follow steps 5-11 above. 
 
The state will review your request within 10 business days. Upon approval of your request, you will 
receive a confirmation email that it has been completed. At that time, you have been added as the 
Administrator. 
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