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Step-by-Step Instructions for Approving an Invoice
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▲ When a Supplier creates an invoice in Ohio|Buys, it is sent over to OAKS for processing 

after it has been approved by the associated Requester. All of the line item and chartfield

information will be visible directly in OAKS. However; any Supplier entered comments and 

attachments are only visible in Ohio|Buys.

Log in to Ohio|Buys. From the Main Menu Navigation Bar, click Invoicing and then select 

Browse Invoices from the drop-down menu.
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The Keywords field can be used to search for the Supplier’s invoice number. Type the number 

into this field and click the Search button.

To search for invoices using the Supplier’s name, select the Advanced Search (       ) icon on 

the left-hand side of the screen and enter and select the Supplier’s name in the Supplier field 

then select the Search button.

Click the Pencil (      ) icon next to the invoice to review the invoice.
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The information in the fields on the invoice won’t be editable and will be read only.

a) The Comments field can be found on the invoice header and contains information entered 

by the Supplier.

b) The Attachment section contains supplemental documents to support the information in 

the invoice. This section does not contain a copy of the invoice itself.
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If you have questions or need additional assistance, please contact Ohio Shared Services Contact Center 

via email (ohiosharedservices@ohio.gov) or phone (877-644-6771).
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c) The Scanned Invoice section contains a copy of the actual invoice. If the document is a 

PDF, it will render a preview directly on the page so that the file does not need to be 

downloaded. To download and open, click the name of the file.
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