Online Individual Certification Instructions

Click on

eBusiness o "
Step 1 CEnter in the " E H u s I n Ess

lower right

corner ofthe . Center

If you already
have an
eBusiness
Center account,
enter your

existing User ID . .
and Password ghlo eBusiness Center

hie Environmental

State of Ohio | Ohio EPA

H Protection Agency
and click the
“« He
Logl n bUtto n * Ohio EPA's eBusiness Center is a secure portal for the regulated community and Busi Center L
Once OU have consultants to electronically complete and file Ohio EPA-related reports and permit CEUSIRESS T Legin
y applications.

User ID:

Step 2 logged in New Account
proceed tO Step Don't have an account? Click the link below to create a new account

4 Create New Account.

Enter your user ID.

Password:

Enter your password
System Support

Do you need assistance or have guestions about Ohio EPA eBusiness Center?
ogin

If YOU do nOt Click here for online help...
have a n eXIStI ng Phone: (877) 372-2499 (1-877-EPA-BIZZ) Forgot your password?

B . Hours of live support: 8:00 AM - 5:00 PM weekdays.
ebusiness except State holidays.
Center account,

. “
Cl |Ck on Create It is recommended that you use Microsoft Internet Explorer version 11.0 or higher when using the eBusiness Center.
N If you would like to download the latest version of Intemet Explorer please click here

ew

Account...” and
proceed to the
next step.




Step 2.1

Create a New
User ID by
entering your

desired user ID.

Once complete

eBusiness Center

Create New Account

Account infermatio

Step 2.2

click on the
“Continue” -
button.
eBusiness Center
Create New Account
Complete all

required fields
including your
Name and Job
Title.

yunt Information

Userin

Company Mame




Step 2.3

Create your
Password.
Complete all
required fields.

Security Information

Password Requirements
» Length of at least 8 characters

At least one uppercase and at least one lowercase letter: (A-Zand a - z)

« Atleast one digit: (0 - 9)

At least one special character 1@ #$% & ()-_=+|[]{}::/?.<>

Examples

Buckeyes#1, LoneValley?2, Pass@word1, Fire@iruck9

Password

Password Hint

Security Question

Security Answer

I

A password is required

Show/Hide Help

Verify Password l

A verify password is required

I

A password hint is required

I

A security question is required

[ ]

A security answer is required

Step 2.4

Enter your
Contact
Information.
Be sure to
complete all
the required
fields. Once
complete click
on the “Create
Account”
button.

Contact Information

Address Line 1

Address Line 2

city

State

Frimary Email Address

Werify Primary Emall Address

Secondary Email Address

Verify Secondary Email Address

Fhone Number

Slate i

Primary emal addeess i reguied

Fhone numby

Creabe Account




Step 2.5

Your account
has now been
created.

Click on the
IILog On”
button.

Zme

eBusiness Center

Create New Account

Your account was successfully created..

Jahany Test
173

AbOn N Dien st 1o johneytesteombis com

Limited Privileges

Gei[ing He]p

i Pt edp 82 me pleabe feel Bee o CONLAC us & (BTT) 372.2459 (1-87T.EPABLEE)

Step 2.6

If you plan on
paying for your
certification
with a credit
card, enter
your new User
ID and
Password, click
on the “Login”
button, and
skip to Step 4
in the
instructions.

If you plan on
paying for your
certification by
ACH (electronic
check), enter
your new User
ID and
Password, click
on the “Login”
button, and
proceed to
Step 3.

State of Ohio | Ohio EPA

% hio
Ohio Environmental

Protection Agency

eBusiness Center

eBusiness Center Login

UseriD:

Ohio EPA's eBusiness Center is a secure portal for the regulated community and
consultants to electronically complete and file Ohio EPA-related reperts and permit
applications.

New Account

_ | [Enter your user ID. |
Don't have an account? Click the link below to create a new account.

Create New Account Password:

Enter your password...
System Support
Do you need assistance or have questions about Ohio EPA eBusiness Center?

Click here for online help.

Phone: (877) 372-2499 (1-877-EPA-BIZZ)
Hours of live support: 8:00 AM - 5:00 PM weekdays,
except State holidays.

Forgot your password?

It is recommended that you use Microsoft Internet Explorer version 11.0 or higher when using the eBusiness Center.
If you would like to download the latest version of Intemet Explorer please click here.




This section is
for Electronic
Check payment
only.

Electronic
Check payment
requires you to
have a

eBusiness Center

fic EPA eBusiness Center

- et ety Conter 1 coiodi ally wsing ot Baar sl Loy W powvice, Thet My 7015 DU copentineg devaciing has been antmded 12 Feiday, July 1925, 2019, e e Sure 3030 408 rrooting dewclin hus b wtunded wntd
Mgt 2, 2015, Thark v for vour Guatsinie whill we work 13 aderess thit

Step 3 Personal i ia—— o 5 -
Identification T — e
Number (PIN). E:;;:_;:i:?-,:—':: ; %
To request a e o _—
PIN, select — = e

“Request New TR
PIN” from the T
“My Account”
menu.

PIN Management in the eBusiness Center

PIN Holder Information

You will be prompted for your PIN holder information. This information, in most cases, will be different from your
account information. Account information typically pertains to your profession and company information. The PIN
holder information represents your personal data since you are applying for a PIN to represent your personal signature.
Therefore, the screen will initially be populated with your name and email only. Complete this information using your
home phone (not cell unless that is all you have), address, etc. for a greater probabiliy of success with online identity
verification. Note: When entering your address only include the number and street name, do not include labels (i.e, Road, Rd,
Lane, etc.)

PIN Holder Information

ur PIN. By detault, i has been populated with the information you entesed when you
e make sure this & your FERSONAL INFORMATION - ie. home addiess

Requesting a e e
PIN. Complete
Step 3.1 | all required PIN vea e o v
Holder :
Information. restane [ hors

vine veification process

By ondin, you will be required 1o i Chie EPA a nolarized hardcopy appicatio
eceived and approved. nail 1o the email 5 you provided
tructions on how 1o view and acH ur PN will be included in the email

(avallable at the
ing the PIN

Migaile Name
Last Name Jefterson
Home Acdress Line 1
Home Address Line 2
City
state sesect] zp

Personal Phone Number

Emall Address Yemersong@abcco com

Verity Email Address

Complete this information and continue scrolling to section for security questions.




Step 3.2

Complete all
required
Security
Questions.

PIN Management in the eBusiness Center

Security Questions

Security questions must be established and will be used often in association with use of your assigned PI

establish five security questions and answers, the use of which will be randomly rotated by the soft

Security Queslions

Taworite middie school ieacher's hobby®, efc. The secuily question answer & e exact answer o each of he

BN QUESoNS aNd afswers are spe
upper case The syst
EXACHY of you

frsEne, biit are not case Sensiive. Yol Can Nave m
case faler Howeves wiabever punclisstio

will nal iock you o
il e lochked out

1 if you change speling you use m

Each socurity ques
OF AN you CANT use he answer, “Convetis
" chool did you allend? may be guessal
elementary school teacher?”

a0 and answer must be unique. For example, you &
maore han anoe. RE
e by

enler e securily question, "What was my 1z

e WG KNows §

5y

Woep 2y recond of Secunty que
Remesnber, the PIN and the Secuiity questions and answers represent your parsonal snatie - keep it sec

1 - kBep It sale

Security Question 1

Secufily Answer 1

Security Cuestion 2

Security Answer 2

You must

ware.

Hons you Ccreate should Nawes answers that aniy you Know, For exampie, you might enter, “chikdhood pet's name”, “mainers

ity questions

case o &l lower or &l

1 be repemed

e car?” man
mber i wn-easily puessable questions. For

rampie
favorile

Accouni-related intorration

Once your security questions have been created you must determine if you would like to verify your identity using an

online service or by submitting a hard copy form.

Step 3.3

You must
decide if you
want to have
your identity
verified online
or through the
hardcopy
notarized
identity
verification
process.

Complete
either the
Online Identity
Verification
process or see
Step 3.4 for the
hardcopy
notarized
identity
verification
process.

Online Identity Verification: Safe & Secure (R and Immediate Option)

Ohio EPA has partnered with LexisNexis to provide an online verification service to customers. If successful, this reduces
the time it takes a user to be authenticated and receive PIN issuance; once verification is received a PIN will be generated
in the same session. The system will utilize the PIN Holder Information provided along with a date of birth and the last
four digits of his/her social security number. To initiate this process, follow the instructions on the screen to acknowledge
you have read all of the information provided on the screens and click the “Verify Identity” button. The system will allow
three attempts to use the online verification. Please make sure you have followed the instructions for PIN Holder
i of success. If the service is not able to do so after three attempts, the

L
hardcopy process must be used.

Online Identity Verification Safe & Secure (Recommended and Immediate

You may very your dentty onke AND recene you
ecure servioe, LEXsNens, FIl out
Vermed, you wil receve yous FIN aulomalicaly and £ Gan be aci:

IAFOTANon and CLICK e “Varey KentRy” bution. I Your Kerty 5
mecianely.

11we e unale 1 verty your iSensty MIDUGA he LexisNexis online Senvics OR
e ‘Request Hardeogy P
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1 s

1o pretes NOT 0 enter yous irh date and 1ast 4 g of
en and you wil be gukded how
Ohi ERA. Vet EIN wil be

Date of Burth (manddiyyyyl: L ]
Last Four Digts of Your socis Secumy 5525
@ LexisNexis: E would e P—
caraty vareaton.
1, the following message will be displayed and an email will be sent to you providing instructions on how to

view your PIN. If the is not successful an error appear allowing you to adjust the PIN holder
information and try again for a total of three attempts. If verification is not successful after those attempts, proceed to the

hardcopy notarized identify verification.

Your PIN Request has been approved,

Congrstuiabons -

“VourFIN peques has been Approvesd e s seady or Achton.

o ACatD o I S5 0 SO B

W e pcemed mat
specAes n yout PIN request

Getling Help

8 I W yout FI o a1 eXperencg olher Froches. pease Conkact us a1 (71) 1122458 (147 EFA.
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Step 3.4

Hardcopy
Notarized
Identity
Verification
Process.

If you need
assistance with
creating your
PIN, please see
the contact
information at
the bottom of
this
screenshot.

PIN in the il Center

Hardcopy Notarized Identity Verification

As indicated on the screen, the hardeopy process will take longer than online verification and involves printing a
subscriber agreement form which must be signed in the presence of a notary. There are options to expedite this process
by sending the request via express mail. Instructions are provided on the screen as shown below. In order to begin the
process select the check box and click the "Request Hardcopy PIN” button.

Hardcopy Notarized Identity Verification

Wse Only i identity Verfication fails after 3 attempts OR you do not wish to use the LexisNexis online verification service.

Check to get PIN via hardeopy notarized application. This will take 1 - 2 weeks.

In order to complete the hardcopy process, a Subscriber Agreement Form must be printed, completed, and signed in front
of a notary. Once that is done the form must be sent to Ohio EPA at the address provided.

The Following Action is Required to Establish Your PIN.

“Your PIN request was successfully submitied but addBonal steps are required

1. Downc

riber Agresment for

e by

ssciiber Agreement Fam

2 Sign e Subscriber Agieement in the presence of a afer atiesting 10 e statemey e Subscrber Agreement
3. Send the ongImal noganzed nar copy of your SUbsCriber Agraement 10 the ORo EFA a1 one of the follwing acdresses:
sk Airess s
Ofio EFA Onio EPA

email 1o the e addr
fer itp Aiebiz
ciions fr activation wil aka be acuded i the emall

process. Onoe you
ke il befose conducting

receive your emai. yo
business win your FIN. st

Getting Help
I you need assistance or have PIN-speciic questions, please contact.
Irformation Technol Sanaces Wont 02ck al £14-644-2000 of email at
EPA eBZPINSE@EE 0hed gov

1T ¥OU Reed 3SSISIance OF Nave QUESIoNs raganing the Oho EPA eBusINess Cemar, please comact
eBusiness Center Helpoesk al (§77) 372 2499 (1-877-EPA-BIZZ) of email at
eniznelpdesh@ena onic.gov.

Techaical and PIN suppart hours of operation are B:00 AM - 500 PM weekays. except state holdays.

Step 3.5

Viewing your
created PIN.

PIN Management in the eBusiness Center

Viewing a PIN

Whether your identity verification was successful via the online or hardcopy process, an email will be sent to the email
provided in the PIN holder information area. You do not need to receive the email in order to view the PIN, however it
will prompt you to do so once it is available. To view the PIN, select “View PIN" under the "My Account” menu as shown
below.

In order to view a PIN you will be prompted to answer one of your established security questions. Answer the PIN
question you are presented and click the "View PIN" button.

View PIN for Account:

I orde 80 v your PIN, pleass answer Bils security question
3

The PIN will be displayed on the screen and a notification will be emailed to the PIN holder email with notification that the
PIN has been viewed. The security of this PIN must be protected and it should not be shared with anyone else. It
represents your personal signature.

Wiew PIN for Account:

The PIM for yout account (s
gnien

A7 B ROUBCAIoN CoRNMING Tat your PIN Fas Been wewed hars Deen 5201 10 the STall 3C0uN! 25S0Calrd Wilh S5 PIN




Step 3.6

Activate your
PIN. Once your
PIN is activated
you may begin
using it as
required in the
eBusiness
Center. You
will need the
PIN during the
Electronic
Check payment
process for an
application
payment.

PIN Management in the eBusiness Center

Activate a PIN

The final step that must be taken in order to use a PIN in the eBusiness Center is to activate it. You can accomplish this by
selecting "Activate PIN" from the "My Account” menu. You must enter your PIN and answer a security question. Upon
completion click the "Submit” button.

PIN Activation for Account: TJefferson

Use Wis page to activale your eBusiness Center PIN. To complels your activation, enter your new PIN and answer i securily question

hall serve as a legally enforceabie signature (o the
my FIN fram compromise and
awe any reasan to befieve that

LIl have read and agree with the above statement.

PiN:

Please answer this security question:

i

As soon as a PIN is activated you may begin using it as required in the eBusiness Center.
PIM Activation Complete
Your FIN was successhully actvated. You will aiso receive an email notimcation
Cononue._.

Contact

For more information about acquiring a PIN, contact Information Technology Services at EPAeBizPINs@epa.ohiogov or
(614) 644-2990. If you have eBusiness Center questions, please contact the eBusiness Center Helpdesk at

ehizhelpdesk@epa.ohio.gov or 1-877-EPA-BIZZ (1-877-372-2499).




Creating an

Ahio
Ohio Environmental

Protection Agency

eBusiness Center

“Individual

in |t|a| or eBusiness Home My Account v+ Audit v Service Admin
renewal . .
Welcome to the Ohio EPA eBusiness Center
Step 4 asbestos
ce rtificatio n Available Services (what is this?)
Service ]
select AL Sacvics
«
ASbeStos ConTeremceand Events Registration
H ” Division of Surface Water Credible Data
Se rvices-. Division of Surface Water NPDES Permit Applications (STREAMS)
DMWM Compliance
DMWHM License and Registration Service
DMWM Solid Waste/C&DD Disposal Fees (Submit Report)
DSW 401 Certification and Isolated Wetlands Permit
e-Discharge Monitoring Reports (eDMR)
e-Drinking Water Reports
Services
For initial and Asbestos Services
renewal of all - : I
individual Manage your Demolition and/or Renovation/Abatement Notifications
Step 5 asbestos Manage your Asbestos Contractor Licenses
certifications
select *— Manage your Asbestos Certifications

Certification”.

Tralning Provider Manage your Asbestos Training Programs and Training Notifications




Select the
“Search/Create
Certification”
button on the
right-hand side of
the screen.

ASBESTOS

Individual Certification

Certification  Indivicual Certification List

Step 6 Individual Certification List ] ... |
Note: This page St s
will also serve as ¥ Confcaontiumber  Applcane e CotcmonType Crtston ot e Do Bpiadan e
your main page to feons
keep track of all o e
your submitted
certification
applications.

Individual Certification Search %

Enter values in the
fields to search for Enter values in the fields below to search for existing certifications and click the Search button. If this
existing individual has no existing certifications, select the Create New Certification Button.
certifications and
click the Search Last Name Certification Number @
button. If this

Step 7

individual has no
existing
certifications,
select the “Create
New Certification”
button and
proceed to Step 8.

Last Name or Certification Number is required Last Name or Certification Number is required

Last 4 SSN Date of Birth

required required

Create New Certification




If the individual
has an existing
certification and
you want to
renew or view it,
you can select the
individual Last Name Certification Number @
certification, click ot

on “Add Selected
Certification to

Step 7.1 | List”. This will o000 O1/01/1500
add/connect a m

certification to
your specific login.
This will allow you
to renew, edit, Certification # Name Last 4 SSN Date of Birth
view, download

Individual Certification Search X

Enter values in the fields below to search for existing certifications and click the Search button. If this
individual has no existing certifications, select the Create New Certification Button.

Last 4 SSN Date of Birth

Certificate(s) [

appllcatlons and AS532911 Johnny Test 0000 01/01/1900
documents, or

delete

unsubmited
applications.

View your

certification or
license once it has

been added to Individual Certification List w ==
your list. From
the Application
Level “Action” .
button you will be T .

able to renew, e s o o - P tma
edit, view,
Step 7.2 | download ==
applications and
documents,
remove from your

s, o et Yo e

L e — Mpplicum My [ —— e Diske Anpinsiien oin

individual P

certification. Individual Certification List W el
[a}

If renewing your itk pplet e S R - —

certification select | * - . -

renew from the »

Certification Level ==

“Action” button

and proceed to
Step 10.




Step 7.3

If the
certification type
for this
individual is not
found or does
not exist, then
select “Create
New Certification
for this Person”.
Skip to Step 9.

Individual Certification Search

Enter values in the fields below to search for existing certifications and click the Search button. If this
individual has no existing certifications, select the Create New Certification Button.

Last Name Certification Number @
test
Last 4 SSN Date of Birth

0000 01/01/1900

Certificate(s) )

Certification # Name Last 4 SSN Date of Birth

2 AS532911 Johnny Test 0000 01/01/1900

Add SelectedCertification to List Create New Certification For This Person




Create New Certification

Enter values in the fields below and click Search to verify whether a certification exists for this
individual.

Creating a New Last 4 SSN Date of Birth
Certification,
Step 8 | complete all the _ .
i . required reguired
required fields and
click the “Create First Name Last Name
Certification”
b utton. required reguired
New Certification *
First Name: Johnny
Last Name: Test
Create a New
Certification b Date of Birth: 01/01/1900
. y Last 4 SSN: 0000
selecting a desired
“Certification
Type" and Certification Type
Step9 | completing all
Othel’ requ”.ed Certification Type is required
information. Select Street Address
“Create 123 Test Avenue
Certlflcajclon Address 2
Application” once
Iete Address
complete.
City State Zip
Columbus OH v 43215




Step 10

Complete all required
fields in Section 1.

Tip: You can click on
the “Validate” button
at the bottom of the
page at any time to
see what required
fields still need to be
completed.

You can also click on
the “Save" button at
the bottom of the
screen anytime
during this process to
save your entered
information. You will
be able to come back
to this information
later if needed.

Step 11

Complete all required
fields in Sections 2
and 3.

If you choose to have
your application
mailed to your Home
Address in number 2
of this section, then
your Employer
information in
number 3 of this
section is not
required.




Step 12

Complete all required
fields in Sections 4, 5,
and 6.

Section 4 - Select
“Add Training
Course”. Ifyou
trained with an Ohio
approved trainer,
select the
appropriate
completed course
from the list. If you
trained somewhere
else other than with
an Ohio approved
training provider, you
can select “Browse”
and upload your
training course
certificate here.

Caruicans Lipraman Bues Otk Traiming Dt

A Trineng Coam

Training Course(s)

ct 3 certificate from the table below if appiicable

Course Type

Certificate Numbar

First Nama Last Mama Pazzed

Certificate Expiration

/0

Step 13

Section 5 — Select the
“Add State
Certification”, enter
the information and
select “Save”.

Section 6 — If answer
is “yes” then you are
required to upload
an attachment
explaining the
issue(s).

Note: You can
remove an
attachment by
selecting the
“Remove
Attachment” button.

State Certificationis) (if applicable)

S —




Step 14

Section 7 — If “Yes” to
Veteran Status then
you are required to
upload proof.

Section 8 — Photo

If you trained with an
Ohio approved
trainer and found
your training course
certificate in Step 12,
your photo will
automatically attach
here. If your photo is
not attached here,
you can click on
“Browse” and attach
your own photo.

Section 9 — Upload
any other pertinent
documents.

Step 15

Check the Attestation
Box to solemnly
swear that all the
information provided
is accurate, complete
and true.

Next click on the
Validate button to
make sure that all
required fields are
completed properly.
If a required field is
incomplete it will
give you an error.

Next, save your
application one last
time and click on the
“Add to cart” button.
Your application will
now be added to the
cart and ready for
checkout.




Step 16

After selecting the
“Add to cart” button,
it will ask you if you
are sure you want to
add certification to
cart? Click “Yes”.

Add certification application to cart? %

Are you sure you want to add certification application to cart?

]

Step 17

When you are ready
to check out and pay
for your certification
you can click on the
“View Cart” button in
the upper right-hand
corner.

b Coriicii
Individual Certification List - T p—
. [ e coitcnion
 Comificatken Number Applicam Name Cartfication Type Conificarion St tssued Date Expiratien Date
] At
> Assgmmr sohamy Test Asatement Speciaiet o Siatus m
3 asaum by =g




Step 18

View of the items in
your shopping cart.

You can also
“Remove Item” from
your cart by clicking
on the blue minus
sign or return to your
certification list to
create or add
another certification
or license.

Click on “Checkout”
to proceed to the
payment process.

ertification Shopping Cart

Cenification Number Certification Type Applicant Hame Remave fem Foe

Torsl Amount Due: 200,00

Step 19

Click “Yes” to submit
all applications in the
shopping cart for
payment.

Checkout A

Do you want to submit all of the applications in the shopping
cart?

]




Select your option for

eBusiness Center

Ohio EPA Fee Payment Options

Pay Electranically

Step 20 | payment type and ' = it S0
complete your , e
transaction. e e o e o e et e e g e e e o
[ Tesal Amount Due: $100.00
i
o i o i o i o s e : o
e L i . e
Help Contacts
;mnww "“lw'mv;-‘nwv e al all-b«:i!h.' uppert st (77 130040 0BT DS
=]
. Individual Certification Application Status Scenario
Once payment is
com pleted the status Certification Application Scenario Change to Status
of your application Application is created, but not yet submitted Pending
will be updated to Application is submitted, with full payment waiting approval in Submitted
“« : ” Revenues
Ready for Review”.
y The application is submitted, fully paid, and ready for review Ready for Review
Step 21 The application failed review due to missing information Deficient
Other pOtent|a| The application has complete information and passed review Approved
application statuses The certification was issued Issued

are listed in the table
shown.

The application is more than 45 days in Deficient status

Denial Pending

The application for certification is denied. Certification was not
issued

Denied




Step 22

This chart defines the
different certification
statuses.

Individual Certification Status Scenario

Certification Scenario

Change to Status

The initial certification has not yet been approved Mo Status
The certification has been approved Active

The certification is past its expiration date Expired
The certification is past its expiration date, but an application for Extended
renewal was already submitted

The certification is suspended Suspended
The certification is revoked Revoked
The certification is cancelled. Can be done any time after an Cancelled

application is submitted

The application for a certification was denied after the application
review

Application Denied

For further information regarding online certification, contact the Ohio EPA Asbestos Licensing Program

by email at asbestoslicensing@epa.ohio.gov or call (614) 644-0226.



mailto:asbestoslicensing@epa.ohio.gov

