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Overview 

The Division of Materials and Waste Management (DMWM) Facility Licensing software is a 

service provided in the Ohio Environmental Protection Agency’s (EPA) eBusiness Center (eBiz). 

eBiz is a secure Internet-based site that enables users to quickly and securely access Ohio EPA 

services and electronically complete and submit reports and license and registration applications. 

Access to the eBiz and the DMWM Facility Licensing service is restricted to authorized 

personnel. If you are a new user and need to set up an eBiz account, refer to the eBiz User’s 

Guide. 

This Facility Licensing User Guide is written for users who will be creating, editing and filing 

license applications electronically in eBiz from anywhere there is access to the Internet and a 

printer. 

This guide is intended for the operators and owners of facilities to obtain a license from the Ohio 

EPA or an approved local Health Department (HD). Facilities include: 

 Solid waste landfills 

 Solid waste incinerators 

 Solid waste transfer facilities 

 Compost facilities 

 Scrap tire facilities 
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 Filing a Facility License Application 

The facility user role has permissions to create, edit and file electronic license applications. The 

facility user is typically the owner or operator of a facility, and is referred to as the Responsible 

Official.   

Only the Responsible Official can electronically sign an application once it is completed. 

However, the Responsible Official must first apply for and obtain a personal identification 

number (PIN). If you are a new user and need to set up an eBiz account, refer to the eBiz User’s 

Guide. 

A PIN uniquely identifies a user and serves as a legally binding electronic signature. The PIN 

represents an official signature and should be kept confidential.  

The following sections describe how to create, submit, sign and pay for facility license 

applications. 

https://ebiz.epa.ohio.gov/help/eBizUsersGuide.pdf
https://ebiz.epa.ohio.gov/help/eBizUsersGuide.pdf
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Facility Application Process Flow Chart 
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Log On to eBiz and Select Service 

The following section describes how to log into eBiz and select the DMWM Facility Licensing 

Service. 

Note: It is recommended to use Microsoft Internet Explorer, version 7.0 or later as the web 

browser when using eBiz. 

Step Instruction 

1 Open a web browser and type into the address field: 

https://ebiz.epa.ohio.gov//. 

 

2 Type your User ID and Password and then click . 

3 Select the DMWM Solid Waste/C&DD Facility Licensing link. 

 

https://ebiz.epa.ohio.gov/
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Adding a Facility Association 

If you are a new eBiz user or a current eBiz user and need to add a new facility, you need to 

associate the facility with your eBiz account. 

Facility users can only file applications for the facilities that they are associated with in the 

licensing service. The facilities associated with a user are listed on the service home page. 

Follow these steps to add a facility. 

Step Instruction 

1 Log on to eBiz and select DMWM Solid Waste/C&DD Facility Licensing link. 

The Service: DMWM Solid Waste/C&DD Facility Licensing page displays. 

 

2 
Click . The Service Activation – Facility Search page displays. 



 
DMWM Facility Licensing User Guide 

 

Page 6 Ohio EPA Division of Materials and Waste Management 

Step Instruction 

3 The first step in activating a new service is to associate the user’s account with 

one or more facilities. A search page enables users to quickly find a specific 

facility based on specific criteria. For example, if the facility name is Redbrick 

Enterprises Inc., enter “brick” in the Name field. This will search for all facilities 

with brick in the name. 

Notes: 

 Searching by the Agency Core ID (if known) is the quickest and most 

accurate way to find a match. A search by street name and county is also 

an efficient way to find potential matches. 

 You are not granted permission to associate a facility until your Personal 

Identification Number (PIN) is activated. If you are a new user and need to 

set up a PIN for your eBiz account, refer to the eBiz User’s Guide. 

 

4 Enter search criteria.  

Note: Try less specific criteria if an initial search is not successful. For best 

results, enter only 1 or 2 criteria. 

5 
Click . 

https://ebiz.epa.ohio.gov/help/eBizUsersGuide.pdf
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Step Instruction 

6 Review the search results and select the Agency Core ID number of the 

appropriate facility. 

 

The Facility Association Information screen displays. 

 

Note: Repeat the procedure until all associated facilities have been added. 

7 
Click . The DMWM License Service Request page displays. Select the 

Check the Certify/Submit check box, read the agreement and then select 

the I have read and agree with the above statement check box. Enter 

your PIN and answer the security question set up when the PIN was requested. 
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Step Instruction 

8 
Click . The Service Activation Request 
Complete page displays. Select the Continue link. 

 

Note: After the request has been submitted the above message appears.  An 

email notification is sent to the user when the service request is processed. 

9 Selecting Continue redisplays the Welcome to the Ohio EPA eBusiness 

page. When you have received the email notification that your service request 

is processed, do one of the following: 

 For new users or new facility applications, see Submitting a License 

Application – New Applications. 

 For existing users who have previously submitted license applications for 

existing facilities, see Submitting a License Application – Copy Detail from a 

Previously Submitted Application to your Current Year Application. 

Submitting a License Application – New Applications 

The following section describes the Facility License Service page and how to create a new 

license application. Users can also edit and delete any application that has yet to be submitted. 

Step Instruction 

1 Log on to eBiz and select DMWM Facility Licensing link. The Service: 

DMWM Solid Waste/C&DD Facility Licensing page displays. 

2 Find the facility you wish to file a new application for in the Select and 

Manage Facilities Associated with Your Service screen.  
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Step Instruction 

3 Click on the facility name to add a new license application for that facility. The 

Facility License Service page displays. 

Notes: 

 If the facility is not in the list, ensure the user account has been authorized 

to submit applications for that facility. For additional information, refer to 

the eBiz User’s Guide. 

 If this is a new facility or if you are a new user, see Adding a Facility 

Association. 

 

 From this page, users can also click: 

  - edit in-process applications 

 - delete in-process applications 

 - copy the previous year’s application which can be used for the current 

year’s application 

Note: This is available only if the user was the one who submitted the 

original application. For detailed information, see Submitting a License 

Application – Copy Detail from a Previously Submitted Application to your 

Current Year Application. 

 - view a copy of the invoice for a submitted application 

 Click  to return to the Welcome to the Ohio EPA eBusiness 

page. 

 There will not be facility license history until applications are electronically 

submitted using the license service. 

https://ebiz.epa.ohio.gov/help/eBizUsersGuide.pdf
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Step Instruction 

4 
Click  to create a new license application. The Facility 

License Service application information page displays. 

 

 

Each facility license application contains the following common sections: 

 Applicant Information 

 Facility Information 

 Facility Operator and Site Manager Information 

 Property Owner Information 

Application Information 

The Application Information section enables a user to select the facility type and application 

type for the license. 

The Facility List displays the following facilities that can be selected for the in-process license 

application: 

 Composting Site (Class 1, Class 2) 

 Construction & Demolition Debris Landfill 

 Industrial Solid Waste Landfill 
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 Municipal Solid Waste Landfill 

 Residual Solid Waste – Landfill (Class 1, Class 2, Class 3, Class 4) 

 Scrap Tire Collection 

 Scrap Tire (Monocell, Monofill) 

 Scrap Tire Recovery (Class 1, Class 2, Mobile) 

 Scrap Tire Storage (Class 1, Class 2) 

 Solid Waste Incinerator 

 Solid Waste Transfer Facility 

 Solid/Infectious Waste Incinerator  

There are three application types that can be selected: 

 New Facility 

 Annual Renewal 

 Transfer of License 

If the Transfer of License application type is selected, a new section displays that allows users 

to upload documentation supporting the license transfer. 

 

Note: If applying to transfer a license, the user must upload a copy of the transfer agreement 

from the current license holder. Applicable document file types include: dat, txt, zip, pdf, doc, 

docx, xls and xlsx. 

Facility-Specific Sections 

There are a variety of facilities supported in the licensing service ranging from compost to scrap 

tire storage. Depending on the facility type selected in the Application Information section, new 

sections are added to the end of the application. These facility-specific sections are described in 

the following paragraphs. 

Allowed Maximum Daily Waste Receipt (AMDWR) 

Selecting one of the following facility types displays this section of the application: 
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 Municipal and industrial solid waste landfills 

 Residual solid waste landfills 

 Compost facilities 

 Scrap tire monofill and monocell  

 

Note: The document type and date refer to the official documents that established the limit. 

Daily Designed Input Capacity (DDIC) 

Selecting Scrap Tire Class I and Class II Recovery and Mobile Recovery facility types 

displays this section of the application: 

 

Note: The document type and date refer to the official documents that established the limit. 

Approved Scrap Tire Storage Facility 

Selecting the Class 1 Storage Facility type displays this section of the application. 

 

Note: The document type and date refer to the official documents that established the limit. 

Disposal Fee Contact Information 

Selecting one of the following facility types displays this section of the application: 

 Municipal solid waste landfills 

 Solid waste transfer 

 Construction and demolition debris  
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The Disposal Fee Contact Information is used to indicate where the disposal fee related 

correspondences are sent. 

 

Captive Landfill and Coal Combustion Waste Declaration 

Selecting one of the following facility types displays this section of the application: 

 Industrial solid waste landfill  

 Residual solid waste classes I to IV landfill  

 

Construction and Demolition Debris (C&DD) Information  

Selecting the C&DD Landfill facility type displays this section of the application. Use this 

section to provide information about the facility’s design professional engineer, qualified ground 

water scientist and other permitting requirements. 

The Construction and Demolition Debris Facility Design and Permitting Information 

section is used to provide information about design and required air pollution and surface water 

management permits. 
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Notes:  

 The status for air pollution and surface water permits is required. The permit number and 

date are not required to complete the application. 

 The registration number is a required field for the professional engineer and is not applicable 

for the facility scientist. 

 Tabs 1 to 13 must be completed and accompany a printed copy of the C&DD application. 

Mail or deliver in person the completed application to the appropriate licensing authority. 

Applicant Information 

The Applicant Information section is used to record basic applicant information. 

 

There are three applicant types that can be selected: 

 Property Owner 

 Facility Operator 

 Both Owner/Operator 
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Facility Information 

The Facility Information section is used to record facility contact information including name, 

address and phone number. Most of this information is prepopulated from the most recent 

information available for the facility.  

 

If the facility information needs to be updated, select the edit facility information link. The 

Facility Information screen displays. 

 

After adding or editing the information on the screen, click . All fields with a red 

asterisk must be completed. 

Note: Typically, the facility’s latitude and longitude fields are completed. However, latitude and 

longitude can be added. 
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Follow these steps to find a facility’s latitude and longitude if necessary. Otherwise, continue to 

the Facility Owner Information section. 

Step Instruction 

1 Access the appropriate license application and scroll down the page until the 

Facility Information sections display. 

2 Select edit facility information. 

3 Select view map. 
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Step Instruction 

4 

Right-click  and select What’s Here? The latitude and longitude displays in 

the browser’s search field, separated by a comma. 

Note: Latitude displays on the left, longitude on the right.   

 

5 Select the latitude coordinate, right-click and select Copy. 
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Step Instruction 

6 Return to the facility information edit screen, right-click and select Paste. 

 

7 Repeat step 7 and step 8 for the longitude coordinate. 

8 
Click . 

 

Facility Owner Information 

The Facility Owner Information section enables users to enter contact information for the 

owner of the facility. All fields with a red asterisk must be completed. 

 

Facility Operator and Site Manager Information 

The Facility Operator and Site Manager Information section contains fields to record the 

names and contact information for the facility operator and site manager.  
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The facility operator has oversight and overall control of operations at the facility.  

The site manager has the direct responsibility for day-to-day operations at the site and will be 

contacted by the licensing authority in case of emergencies. 

 

Property Owner Information 

The Property Owner Information section enables users to list all person(s), corporate or 

individual, who hold legal title to the property on which the selected facility is located. 

Select the + add new owner link to enter owner contact information. 

 

There are six owner types that can be selected: 

 Corporation 

 Government 

 LLC 

 Individual 
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 Partnership 

 Sole Proprietorship 

The Owner’s Permission drop-down list is used to indicate if the owner gave the operator 

permission to operate at the recorded location.  

The choices are: 

 Yes 

 No 

 Owner is Operator 

Note: If the property owner is a corporation, list all individuals or organizations that own 10% or 

more of the shares of the corporation. Continue this process until the individual owners of every 

organization that hold at least 10% of the shares of a parent organization are listed. 

Submitting the Application 

The following section describes the choices the user after completing the license application. 

 

Users can click: 

  to save changes that were made and keeps the current application displayed. 

  to cancel any changes to the current application since the last save and returns the 

user to the Facility Licensing Service page. 

  to save any changes that were made to the application since the last save and 

returns the user to the Facility License Service page. 

Notes:  

 If you click Finish before Save, data you typed in will be saved, but data selected via 

menu, (e.g. - a drop-down list), is lost.  

 If you collapse the screen, (  located in the upper right corner of the window), 

prior to Save all data is lost. 
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  to send the application for review and approval once it is complete. 

Note: Once an application has been submitted, changes cannot be made. 

Signing the Application (PIN) 

The following section describes how to electronically sign the license application once it has 

been submitted. 

The PIN Validation for License Application page displays when the user clicks  after 

completing the application information. 

 

Enter your PIN and the answer to the security question and then click . The License 

Application Payment Options screen displays 

Note: An email, with the invoice attached, will also be sent to the user from eBiz that 

acknowledges the application was received. 

Pay Application Fees 

Once a user successfully submits an application, the License Application Payment Options 

page displays. The first paragraph is a notification that the application was successfully 

submitted and that a confirmation email is being sent to the email address associated with your 

account. This page includes instructions on how to download the invoice and pay the application 

fee (a copy of the invoice emailed to you).  
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The invoice also contains the instructions for paying the application fee including who to make 

the payment to and where to send the check. If the user’s facility is licensed by the Ohio EPA, 

payment can be made by check. 

If the facility is licensed by a local health department, the payment must be made by check.  The 

invoice also contains the instructions for paying the application fee including who to make the 

payment to and where to send the check. 

Select Continue to return to the Welcome to the Ohio EPA eBusiness Center page. 

Application Processing 

Once payment is received, the application will be processed by the appropriate licensing 

authority (Ohio EPA or local health department).  

License Issuance  

An email is generated to you from eBiz when the appropriate licensing authority has issued the 

facility’s license. Attached to the email is an invoice for any balance due for the license fee.  
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Notes:  

 If there is a concern about the status of an application, contact Ohio EPA or the local health 

department. The actual certificate document can NOT be delivered electronically and is sent 

by mail or by whatever means the licensing authority uses. 

 In compliance with Ohio law, DMWM Facility Licensing service does not permit the 

issuance of a renewal license before December 1st.  

 Follow the instructions on the invoice for payment, if appropriate. 
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Submitting a License Application – Copy Detail from a 
Previously Submitted Application to your Current Year 
Application 

Typically, when you are submitting a license for a new year, the basic information for your 

facility will have changed little, if at all. In these instances, you do not need to create an entirely 

new application. You can copy a previously submitted application, edit any facility information 

that may have changed, and then submit the application for the current year. 

Copying a Previously Submitted Application to the Current Year Application 

Follow these steps to copy detail from a previously submitted application to your current year 

application. 

Step Instruction 

1 Log on to eBiz and select DMWM Solid Waste/C&DD Facility Licensing link. 

The Service: DMWM Solid Waste/C&DD Facility Licensing page displays. 

2 Find the facility you wish to file a current year application for in the Select and 

Manage Facilities Associated with Your Service screen. 

 

3 Click on the facility name. The Facility License Service page displays.  
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Step Instruction 

4 
In the Action column, click the copy button . The Facility License 

Service application information screen displays. 

 

5 Review the application form for any facility information that has changed. 

6 Edit any required application information (indicated by a red *) if necessary by 

clicking within the textbox of the information to be edited. For example, to edit 

the Changes textbox within the Application Information section, click within 

the Changes textbox and type the updated information. 

 

Submitting the Application 

The following section describes the choices the user has when filling out the license application. 
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Users can click: 

  to save changes that were made and keeps the current application displayed. 

  to cancel any changes to the current application since the last save and returns the 

user to the Facility Licensing Service page. 

  to save any changes that were made to the application since the last save and 

returns the user to the Facility License Service page. 

  to send the application for review and approval once it is complete. 

Note: Once an application has been submitted, changes cannot be made. 

Signing (PIN) the Application 

The following section describes how to electronically sign the license application once it has 

been submitted. 

The PIN Validation for License Application page displays when the user clicks  after 

completing the application information. 
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Enter your PIN and the answer to the security question and then click . The License 

Application Payment Options screen displays 

Note: An email, with the invoice attached, will also be sent to the user from eBiz that 

acknowledges the application was received. 

Pay Application Fees 

Once a user successfully submits an application, the License Application Payment Options 

page displays. The first paragraph is a notification that the application was successfully 

submitted and that a confirmation email is being sent to the email address associated with your 

account. This page includes instructions on how to download the invoice and pay the application 

fee (a copy of the invoice emailed to you). 

 

The invoice also contains the instructions for paying the application fee including who to make 

the payment to and where to send the check. If the user’s facility is licensed by the Ohio EPA, 

payment can be made by check. 

If the facility is licensed by a local health department, the payment must be made by check.  The 

invoice also contains the instructions for paying the application fee including who to make the 

payment to and where to send the check. 

Select Continue to return to the Welcome to the Ohio EPA eBusiness Center page. 

Application Processing 

Once payment is received, the application will be processed by the appropriate licensing 

authority (Ohio EPA or local health department).  

Issuing a License 

An email is generated to you from eBiz when the appropriate licensing authority has issued the 

facility’s license. Attached to the email is an invoice for any balance due for the license fee.  
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Notes: 

 If there is a concern about the status of an application, contact Ohio EPA or the local health 

department. The actual certificate document can NOT be delivered electronically and will be 

sent by mail or by whatever means the licensing authority uses. 

 In compliance with Ohio law, DMWM Facility Licensing service will not permit the 

issuance of a renewal license before December 1st.  

 Follow the instructions on the invoice for payment, if appropriate. 

Updates 

This document was last updated on 08/12/2014. 


