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Guide to the IPA Portal 

Registered firms with the Auditor of State’s Office with Active or Suspended Status will have access to the IPA 
Portal.  Firms with Suspended Status will have limited access to certain applications in the Portal. 
 
An individual’s capabilities on the IPA Portal are dependent upon the role assigned to him/her.  Please refer to the 
“Update Firm Information, Contacts and Office” section for further information related to assigning roles. 
 
 
To Log In to the Auditor of State IPA Portal, CLICK HERE.  Enter Username and Password. Then click the Log in 
button (Figure 1). 

 
Figure 1 
 
The following webpage will open (Figure 2).   

 
Figure 2 
 

http://ipaportal.ohioauditor.gov/default.aspx?ReturnUrl=%2f
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Express Interest in Contracts 
Click the Express Interest in Contracts block (Figure 2).  The following webpage (Figure 3) will open. 

 
Figure 3 

Step 1: 
Select the office for which 
you are submitting requests.  
 
Step 2: 
Check all contracts 
interested in for the office 
chosen in Step 1. Only one 
office per firm may express 
interest in bidding on an 
individual entity/bundle 
contract.  If different offices 
of the firm are expressing 
interest on different 
contracts, each office will 
need to submit separate 
requests. 
 
Step 3: 
Click the Add Selected 
Requests button at the 
bottom. 

Note:  Postings will remain on this listing until the stated Request Deadline at which time they will move to 
the IPA Closed Bid List.  
 
If you have been designated as the Processing Role, when the Add Selected Requests button (Figure 3) is 
clicked in the prior step, the following webpage will open (Figure 4).  If required or preferred criteria are listed, the 
firm will need to briefly describe how they will meet each one (Figure 5).  Click on Cancel button to return to the 
prior screen to make changes.  When all information is correct, click the Save Request for Partner to Approve 
button  
 
Bid Confirmation example with no Required/Preferred information 

 
Figure 4 

Click Cancel to return to 
the prior screen to make 
any changes. 

https://ohioauditor.gov/ipa/bidlist/closed.aspx
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Bid Confirmation example with Required/Preferred information 

 
Figure 5 
 
Partner Roles can Express Interest in Contracts using the same steps as above, however, a Submit Request 
button will be available rather than Save Request for Partner to Approve.  (Figure 6) 
 

 
Figure 6 

Partner Role 
can Submit 
Request 

 

Required/Preferred 
Information must be added  
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Partner Role - To submit requests a Processing Role has expressed interest in; select the Requests drop down 
menu (Figure 7).  Select Bid Approvals Needed from the drop down menu.  The following webpage will open. 
 

 
Figure 7 
 
 
 
After clicking Submit Request (Figure 6) or Approve Selected Bids (Figure 7), the contracts in which you 
expressed interest will appear on the View Bid Request page (Figure 8). 
 
 
View Bid Requests 
Click on the View Bid Requests block (Figure 2) to view current and closed bid requests. 

 
Figure 8 
   

 

  

Drop Down Menu 

Express Interest in 
Contracts 

View Bid Requests 

Scores/Report 
Status 

Bid Approvals 
Needed 

Step 1 - Select project.   

Step 2 - Click Approve Selected Bids 

Click Remove prior to 
the expiration date if 
the firm no longer 
desires to express 
interest in the 
respective contract. 
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Add/Update Firm Information, Contacts, & Offices 
Click on the Update Firm Information, Contacts, & Offices block (Figure 2) to update firm documents, 
add/update a firm office and add/update firm contacts.  The following webpage (Figure 9) will open.   

 
Figure 9 
 
Office Roles 
 
In our effort to expand access to the IPA Portal to all IPA staff, we have established “Roles” to control access to 
perform certain functions by individuals within the firm.  The three roles which have been established are Partner 
Role, Processing Role and View Only Role.  Roles will be assigned to each contact as determined by the Firm’s 
Partners.  Consideration should be given for necessity to access information such as client contact, filing dates, 
scores, etc. 
 
Partner Role 
 
Multiple partners can be added per office and have the ability to perform all functions.   We have eliminated the 
‘primary contact’ as the only person able to perform functions on the portal.   
 

• Access to all applications on the IPA Portal 
• Must add firm offices 
• May add firm contacts  
• Must upload modified documents, if applicable (GAGAS Peer Review Report, Equal Employment Policy, 

Policy on Auditor Independence, MBE/EDGE Certificate) 
• May express interest in contracts; Must submit requests for expressing interest in contracts 
• May prepare invoices; Must submit invoices for approval 
• Must assign roles to staff 

 
Processing Role (managers and/or administrative staff) 
 

• Access to all applications on the IPA Portal 
• May express interest in contracts, pending Partner  Role final approval and submission 
• May prepare invoices, pending Partner Role final approval and submission 
• May add firm contacts and updates staff profiles; however, roles for staff must be assigned by Partner 

Role. 
 
View Only Role 
 

• View only access to most applications on the IPA Portal (view scores, view client annual financial report 
filings, etc.) 

• May update own profile 
 
As we move toward using a forms-driven approach for firms to create proposals, quotes and bids via the IPA Portal, 
IPAs will be able to capture repetitive firm data (audit staff profiles, training/CPE, previous audit experience, etc.) in 
preparing their submission.  Contact profiles should be created and updated in anticipation of this streamlined 
process (Refer to Figure 15).  
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Adding/Updating an Office 
 
Partner Role - Click Offices link (Figure 9) to add or update an office.  The following webpage (Figure 10) will 
open.  This screen lists all of the Firm’s current offices. 
 

 
Figure 10 
 
Click the New Office button to add offices.  The following webpage (Figure 11) will open.  Note: Only those with a 
Partner Role may add new offices.   
 

 
Figure 11 

To update this 
information, click edit 

Check box if office is 
considered the Firm’s Primary 
Office.  Note: Only one office 
can be designated as the 
primary office for the firm. 
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Add Contacts/Update Contact Information 
 
Click on Contacts link (Figure 9) to view the contact listing.  Firm personnel with Partner Role or Processing Role 
will be able to view the entire Firm’s contact listing.  In addition, Partner Roles or Processing Roles will be able to 
add new contacts and edit all contact profiles.  Processing Roles can add contacts; however, only those with 
Partner Role can assign Roles to contacts.  Contacts added by Processing Roles will be given a View Only Role 
unless additional access is given by a Partner Role.  Individuals with View Only Role will only be able to view and 
edit their own Profile. 
 

 
Figure 12 
 
Click the New Contact button (Figure 12) to add a new firm contact.  The following webpage (Figure 13) will open: 
 

 
Figure 13 
 
User Name – Upon creation, the User Name should be provided to the New Contact for Log In.  The New Contact’s 
password will be set to temppassword.  The user will be required to change their password the first time they log 
on to the IPA Portal.   
 

Click to edit 
Profile 
information 

Required fields 
for adding new 
contacts 

The Main Office Role will default to View Only Role when a 
contact is added by a Processing Role.  Only Partner Roles 
can assign/change staff roles. 
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Click Select (Figure 12) to update Contact information.  The following webpage (Figure 14) will open. 
 

 
Figure 14 
 

Account/Security Tab 
Partner and Processing 
Roles have ability to 
Reset Passwords.  An 
email will be sent to user 
with a temporary 
password which will be 
required to be changed 
upon log in. 
 
Partner Roles have the 
ability to add additional 
roles and offices to staff. 
 
Click to Edit Profile.  A 
Profile picture can also be 
uploaded. 
 
Contact Profile Tab 
(Figure 15) 
Click to Update CPE, 
Education, Certifications 
and Experience.   

 
Figure 15 
 

Click to 
Update 
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Update Firm Documents 
 
Select Firm Documents link (Figure 9).  The following webpage (Figure 16) will open.  Documentation that can be 
updated includes: Equal Employment Policy, GAGAS Policy on Auditor Independence, GAGAS Peer Review 
Report and MBE/EDGE certificate.  
 

  
Figure 16 
 
  

To submit a new document, 
1) select Browse to locate 
the file and 2) select Upload.  
The file will be reflected as 
“Pending” until reviewed and 
accepted by AOS. 

A “remove” option will be 
available until the document 
is accepted by AOS. 
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Scores & Report Status 
Click on Scores & Report Status block (Figure 2) to access your firm’s scores (Figure 17) and currently contracted 
reports (Figure 18) which have either not been received by the Auditor of State or have been received by the 
Center for Audit Excellence but not yet certified to the Clerk of the Bureau. 
 

 
Figure 17 
 
 

 
Figure 18 
 
 
  

Scores 

Overall firm scores 

 

Click here to view the 
individual engagement 
scores 

Click here to view the 
individual 
engagements included 
in the backlog score 

Awarded Contract 
Projects 

Click here to view your 
firm’s contracted 
projects by due date 

Click here to view 
your firm’s contracted 
projects by customer 
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View Client Detail and Hinkle System Filings 
To access client contact information and view financial data filings with the Hinkle System select View Client Detail 
and Hinkle System Filings (Figure 2) 
 
Client Listing 

The Client Listing (Figure 19) will include the Client ID, Client Name, and County for each client currently under an 
open contract with the IPA firm.   

Note:  To access the detail information for a specific client, click on the client name. 

 
Figure 19 
 
Customer Detail 

Beginning with 2015 filings, all entities with a filing requirement are required to upload a PDF of the unaudited 
financial statement compilation.  Financial data will also be inputted into the system by the client for select entity 
types.   
 
Customer Detail will provide the contact information as known to the Auditor of State and access to the annual 
financial data filings.   If the contact information is out of date and requires changes, please click on Request ‘BILL 
TO’ Address Change. (Figure 20) This will open a Request Customer Address Change Screen (Figure 21).  
 
Note: To access the Hinkle System Data Viewer (Figure 22), click on the applicable year under the Years column 
of the Hinkle System Data table (Figure 20).  
 
Note:  To access the unaudited financial statement compilation, click on the file name for the applicable year 
located in the “FS Upload” column. (Figure 20) The PDF document which the client has filed will open and can be 
saved.    
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Figure 20 
 

 
Figure 21 
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Hinkle System Data Viewer 

The Hinkle System Data viewer (for select entity types) provides the information filed by the client for the year 
indicated.  The data can be exported to an excel worksheet by clicking the “Export to Excel” link.  

 
Figure 22 
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Invoicing 
If you have been designated as the Partner Role or Processing Role, click the Invoicing block (Figure 2) to submit 
invoices for approval.  The following webpage will open (Figure 23). 
 

 
Figure 23 
 
“Billable Projects” are all “current” projects that have not been released by the COB or those that are within 90 days 
past the Released by the COB date (refer to page 17 for additional information).  To view all firm projects, click the 
“All Projects” bubble (Figure 23).   
 
Each of the columns can be sorted by simply clicking on the heading to sort the entire list.  In addition, an entity 
name, project number, etc. can be entered into the Filter List space to easily locate the project to be invoiced.   
 
Click on the Project Number to select a project to invoice.  The following webpage will open (Figure 24): 
 

 
Figure 24  
 
 
 

Click on any title to sort 
 

Click 
to 
select 
project 

Select to Add New Invoice 
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Add a New Invoice 

If you have been designated as the Processing Role, click the Add New Invoice button (Figure 24).  The following 
webpage will open (Figure 25). 

  
Figure 25 

Step 1: 
Enter service dates to be billed.  
 
Step 2: 
Enter amount billed on this invoice. 
 
Step 3: 
If applicable, enter Amount attributed to 
MBE/EDGE firm and select 
MBE/EDGE firm.  Note: MBE/EDGE 
can be entered on any or all invoices.  
If not included prior to the final invoice, 
the full amount will be required on the 
final invoice.   
 
Step 4: 
Enter Actual Project Hours.  Note: This 
step is only REQUIRED on the final 
invoice.  This field is grayed out when 
the Date to COB has not yet been 
entered. 
 
Step 5: 
Click Save for Later for Partner 
submission. 

 
Partner Roles can Add a New Invoice using the same steps as above; however, a Submit Invoice button (Figure 
26) is available to submit to AOS.  Edit checks are built into the Invoicing System.  When all requirements are met, 
the invoice will be automatically approved upon submission. 
 

 
Figure 26 

Items will update as 
information is entered. 

Partner selects Submit 
Invoice button.   
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For invoices entered by a Processing Role, a Partner Role can pull up the invoice from the Invoice History (In 
Progress Status), click Edit (Figure 27) and Submit Invoice (Figure 26). 
 

 
Figure 27 
 
Once the Invoice has been submitted by the Partner Role, a Notification of Approval Invoice email will be 
automatically generated to the submitting partner and to the client contact person.   
 
The Project Detail screen (Figure 28) will show an Invoice History after each invoice is submitted.  
  

 
Figure 28 
 
 
Note: Once an invoice has been submitted, it can no longer be modified. 
 
 
 
 
 
 

Click to view 
invoice detail 

Invoice entered 
by Processing 
Role.  Partner 
Role clicks on 
Edit, reviews 
and then 
Submits Invoice 
for approval. 
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Important dates to note: 
 
Date to COB – Invoices up to 80% of the total contract project amount can be submitted for approval.  The 
remaining 20% can be submitted after a Date to COB has been entered indicating the Center for Audit 
Excellence (CFAE) has certified the report.   
 
Once a Date to COB has been entered by CFAE, the invoicing system will only allow one FINAL Invoice to be 
submitted.  The Final Invoice must include total contract project hours incurred and the portion of the fees due to 
the MBE/EDGE firm if the contract exceeded 800 hours. 
 
Date Released by COB – Final invoices may be submitted for up to 90 days after the Date Released by COB.  
The Days Remaining to Bill (Figure 23) calculates the number of days left to bill.  This field will remain “n/a” until a 
Date Released by COB is entered by the Auditor of State’s Office. 
 
Manual Billing 
 
Some exceptions may exist, as determined by the Auditor of State, in which a manual invoice is required (Figure 
29).  In these cases, an invoice should be prepared and submitted to IPACorrespondence@ohioauditor.gov for 
approval.   
 

 
Figure 29 
 
 
 
If additional questions arise that are not addressed within the Frequently Asked Questions or this Quick Guide, 
please contact the Auditor of State’s Office at IPACorrespondence@ohioauditor.gov for assistance. 
 

mailto:IPACorrespondence@ohioauditor.gov
mailto:IPACorrespondence@ohioauditor.gov
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