
Steps on How to Become a Vendor 
 

1. Go to Ohiosharedservices.ohio.gov 

2. Click on the Vendors link 

 
 

3. Click on Vendor Forms the orange icon located to the right of the screen. 

 
 



 

4. Next click under the Ohio Shared Services Vendor Forms select the link for 
the State of Ohio Potential Vendors letter PDF and review.  

 

A sample of the letter is found below.  It will explain what forms are needed to 
complete the application.

 

5. There are three forms required to be completed to become a potential 
vendor. 

  



 
a. Vendor Information form located under the State of Ohio Potential 

Vendor link 

 

b. W-9 form located directly under the vendor information form

 



c. Authorization Agreement for Direct Deposit of EFT Payments form 
link 

 

 On this form you will fully complete and attach a voided or signed bank 

letter as indicated on the form.  
 

 For step by step instructions on how to complete this form, please review          

the instructions attached to the form.  A sample of the instructions mentioned is 

shown below:

 



 

 When you have completed all required documents you may submit the 

forms the following ways:  

 

 Once the application has been submitted, please allow 5 business days to 

process the application.  If additional information is required of you, they 

will contact you by e-mail.  Otherwise, you will be notified by way of e-mail 

or mail with your Vendor ID information. 

For additional information on Ohio Shared Services vendor forms, please submit 

an inquiry via our contact us page or call 614-338-4781 or 1.877.OHIOSS1 

(1.877.644.6771). 

 

 

SUBMIT FORM TO: 
 

Mail:          Ohio Shared Services 
                 Attn: Vendor Maintenance 

    P.O. Box 182880 Cols., OH 43218-2880 
   E-mail:           vendor@ohio.gov 
   Fax:                1 (614) 485-1052  

QUESTIONS? PLEASE CONTACT: 
 

Phone: 1(877) OHIO - SS1(1-877-644-6771)  
     1 (614) 338-4781 
 

Website:   www.ohiosharedservices.ohio.gov 
E-mail:      vendor@ohio.gov   

http://ohiosharedservices.ohio.gov/ContactUs.aspx
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