Online Contractor Licensing Instructions

Step 1

Click on
eBusiness
Center in the
lower right
corner of the
webpage.

> eBusiness
h Center

Step 2

If you already
have an
eBusiness
Center account,
enter your
existing User ID
and Password
and click the
“Login” button.
Once you have
logged in
proceed to Step
4,

If you do not
have an
existing
eBusiness
Center account,
click on “Create
New
Account...” and
proceed to the
next step.

State of Ohio | Ohio EPA

@hio

Protection Agency

eBusiness Center

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

UserID:
New Account

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

. Password:
Create New Account

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) Forgot your password?

eBusiness Center Login

Hours of live support: 8:00 AM - 5:00 PM weekdays.
except State holidays.

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




Step 2.1

Create a New
User ID by
entering your

desired user ID.

Once complete

eBusiness Center

Create New Account

Account infermatio

click on the
“Continue” -
button.
eBusiness Center
Create New Account
Step 2.2 | Complete all

required fields.

yunt Information

Userin

Company Mame




Step 2.3

Create your
Password.
Complete all
required fields.

Security Information

Password Requirements
« Length of at least & characters

« Atleast one uppercase and at least one lowercase letter: (A-Z and a - z)

+ Atleast one digit: (0 - 9)

« Atleast one special character: 1@#$% & ()-_=+[[1{};:/?7.<>

Examples

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

Password

Password Hint

Security Question

Security Answer

[

A password is required

Verify Password [

[

A password hint is required

[

A security question is required

]

A security answer is required

Show/Hide Help

A verify password is required

Step 2.4

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

Contact Information

Address Line 1

Address Line 2

city

State

Primary Email Address

Verify Primary Email Address

Secondary Email Address

Verify Secondary Email Address

Phone Number

Address Line 1 is required

[

City is required

[select] v

State is required

Zip is required

[

Primary email address is required

[

Verify primary email address is required

Phone number is required




Step 2.5

Your account
has now been
created.

Click on the
”Log Onll
button.

FProtection Agency

Create New Account

Your account was successiully created...

Limited Privileges

bees

Getting Help

o ee el 1 any me pease feel ee %9 contact us ot (07T) 3722459 (107 ERAEZ|

eBusiness Center

HCn RS DEEN SEt 0 jonnnylest@Columens com

Step 2.6

If you plan on
paying for your
license 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 or
license 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
Ohie Environmental

Protection Agency

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

New Account
Don't have an account? Click the link below to create a new account.

Create New Account...

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

Click here for online help...
Phone: (877) 372-2499 (1-877-EPA-BIZZ)

Hours of live support: §:00 AM - 5:00 PM weekdays.
except State holidays.

eBusiness Center

eBusiness Center Login

UserID:

| [Enter your user 1D ‘

Password:

Enter your password

Forgot your password?

Itis 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




Step 3

This section is
for Electronic
Check payment
only.

Electronic
Check payment
requires you to
have a
Personal
Identification
Number (PIN).

To request a
PIN, select
“Request New
PIN” from the
“My Account”
menu.

Attention eOMR wiers: The eBuciness Cenler i pariodically sesing an 5 with the sDW service. The May Z1% eDR reparting deadiine fas boen extended to Friday, huiy 19th, 2019, and the june 2020 sWR recorting deackine has besn extended uil
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Step 3.1

Requesting a
PIN. Complete
all required PIN
Holder
Information.

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

Below is e con
created this ac
and personal phone number.

PIN. By detault, & has been popula
miake sure this :

Your PINwil be generaied aulomatically using e Lexishexis onine vesification process.

PA a nalarized hamcopy applcation avalable at he
nail o the email address you provided during the FIN

First Name Thomas

Micdie Name

Last Name

Home Address Line 1

Home Address Line 2

city

state setect] zp

Personal Phone Number

Emall Address

Verify 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

Secul uestions
Security questions must be established and will be used often in association with use of your assigned PIN. You must

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

Security Questions

Th SECUry qUESHoNs you create should Nave answers that only you know, Far exampls, you might enter, “chikdhood pet's name®, *mathor's
rick name”, “Tavorite middie school leacher's hobby™, efc. The security question arswer & e exact answer o each of e security questions
o el

Bath questions. and answers are speiling and punc
upper case The system will nal jock yo
Exacty oF you will be locked out

Tistion senskne, but are not case sensive. You can have miked case of 51 lower or i
1 if you change case fber Howeves, whatever punciustion of speling you use must be repeaied

Each secirity question and answer must be uniqoe. For example, you canl enfer Se securily question, "What was my favorde car?™ mon
[N oNCE and you CanT use e answer, “Corvetie” more Nan oncs. REMemBer 0 Creaie Non-sasily Uessanie questions. For exampie
SN high schoot dit you alEn?* may be quessabils by Somenn who knows you. & Batier questor
ary school teacher?”

Tl be: Whe was my Favorile

e 2y [eoord of Secunty QUEs!ons 3 anSweTs 5 IN0SE QUESHONS N 3 SECLTE PIace SEparale Nom your ACcouni-related miormation
Remember, e PIN and te SEculily queslions and answers FEResent your PErsanal Sinature - kesp T secrel - keep it sate

Security Question 1

Secufity Answer 1
Security Question 2

Security Angwer 2

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 (Recommended 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 th line verification. Pl k you have followed the instructions for PIN Holder
Information to experience a greater probability of success. If the service is not able to do so after three attempts, the
hardcapy process must be used.

Online |dentity Verification Safe & Secure (Recommended and Immediate
Option)

You may verify your ienity onlioe AND receive your FIN immediately by entering your bith daie and las! 4 digits of your Social Secuity
Number [SSM) below Ihrough 3 secum service, LexisNens. FIE out e INDImatn and CLICK the “Verty Kertey” button, I your Kentey 15
verfied, you will eceive your FIM aulomaically and f can be aciwated immedalely

1 e 1 USDHE 10 VY your KIENELY SFOUGR 1 LEXSNEXis Online service OR I you prefer NCT 1 £nler Your barh date a1 151 4 0iges of
your SN, CHECK the Box bekiw AND CLICK the "Request Hardcopy PIN' bulton at the botiom of s scieen and you wil be gukied how
10 proceess Phease nole, s process will ke 1.2 weeks and 1equie 3 netarized hardcopy form to be maer 1o Ofio EPA. Your PIN wil be
priacessed and you wil FECENE el NSUUCHONS o viewing and aclvaling your FIN

Date of Birth (menvddiyyyy): 1568 &
LastFour Digis of Your Social Secunty 6525
Number:
@ LexisNexis 1] | have reviewsd the sbove information 3hd would like £ proceed with LexisNexis

\centry verizanon,

Once successful, the following message will be displayed and an email will be sent to you providing instructions on how to
view your PIN. If the verification is not successful an error message will 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.

‘Congrasuianons -
Four PN PEguESt N e, ABRIYE 20 1 FEay for ACINTIGN

To Aciiain yeus PAN. ik e nsiucions below

Select I8 "CanBnUS.. B beiow 11U 10 1 Busivess Doamer oM paps 0 Tolw s

1. O e eBusiness Cerer Home Page, select he 2y Accout” mem
z

3
vt e answes fa ane of he five PIN secuity quesiion
¥ou wil e oeed Tal your FIN i Bchwaled. AD émal
spechied i your FIN request

Getting Help
0 0 e U W Yk N o . ExpETERCR iner proeems, please contac s 3t (111} 112.24%8 (147 -E8

‘Setect Dpion 2 tor Assstance.




Step 3.4

See screenshot
for

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

Hardeopy Notarized Identity Verification

As indicated on the screen, the hardcopy 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

Use Only  identity Verification fails after 3 attempts OR you do not wish 1o usa the LexisNexis online verification service.

Check to get PIN via hardcopy notarized application. This will take 1 - 2 weeks.
[eomvmen | -]

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 successhully submited but addfional sieps ane required

3. Sign the Subscriber Agreement in the presence of a notary aflss atlesting 1o e stalement on B Subscriber Agreement
3. Sena the anginal nocanzed harm oapy of your Subscriber Agraement o the Ohio EPA 1 one of the Tollowing addresses:

oo EPa
ATTN TS PN Management
PO Box 1049

Columbis, OH 43216-1043

Ones recer
recetve your email, you
busiess win yous FIN. inst

approved,

tionsfor activation willalsa be inchided i the emall

Getting Help
I you need assistance of have PIN-spaciic questions, please it
IRTOAMaTON Techng) WICES WONl 02SK 8L 6146442900 oF email ar
A LBRPINSEE] thid gou

ITYOU Need ASSEIANCE OF Nave JUESTIONS [Bjarang e One EPA eBUSINess Center, pleasa comact
EBuSINeSs Center Helpaask al (B77) 3722499 (1-677-E EAZZ) or email at
eniznelpoesk@epa ohio gav.

Technkal and PIN suppart hours of operation are 800 AM - 5:00 P weekiays. except state holidays.

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.

Wiew PIN for Account,

1 arder b0 veew your PIN, pleass answer this securlly question:
EY

CmED

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.

View PIN for Account

The PIM for your accaunt is:
appiey

AR B RCUCKN CORITING Tt your FIN Fs Deen viswed has been senl 13 e &mal accaunt 255oCaled Wi B4 PIN




Step 3.6

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

PIN Manag t in the eBusi 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

Uise Mis page to activale your eBusiness Center PIN. To complele your activation, erfer your new PIN Snd answer ihe security question

A shal serve as 3 legally enforceat

signature (o the
3 campromise and

any reasan ta believe that

LI hawe read and agree with the above statsment

PIN:

Please answer this security question:

1

As soon as a PIN is activated you may begin using it as required in the eBusiness Center.
PIN Activation Complete

Your PIN wars successhully acinated. You wil also receive an emall notifcation.
Coninue...

Contact

For more information about acquiring a PIN, contact Information Technology Services at EPAe BizPINs@epa.ohio.gov 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

eBusiness Center

fhio
Ohio Environmental

Protection Agency

in |t|a| or eBusiness Home My Account v Audit v Service Admin «
renewal . .
Welcome to the Ohio EPA eBusiness Center
asbestos
Ste p 4 co nt ra Cto r Available Services (what is this?)
license
SeIeCt = =-and Events Registration
“ Division of Surface Water Credible Data
ASbeStOS Division of Surface Water NPDES Permit Applications (STREAMS)
Services”. DMWM Compliance
DMWM 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
For asbestos
contractor ASBESTOS
initial and Asbestos Services
Step 5 renewal Manage your D lition and/or R ion/Abat, Natifi
a p p I | CatiO ns * Manage your Asbestos Contractor Licenses
se I ect th e Individual Certification Manage your Asbestos Certifications
“Contractor
L_ ” Manage your Asb Training Prog and Training Notifications
Iicense

button.




Step 6

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

Note: This page
will also serve as
your main page
to keep track of
all your
submitted
Contractor
applications and
licenses.

License  Comtractor License List

Contractor License List
1 5

Lieanse Mumber

Contractor Mame Lisemse Status

Expiraticn Dsts

Step 7

Enter both the
License Number
and Federal Tax
ID number in
the fields to
search for an
existing license
and click the
Search button.
If your existing
license is found
proceed to Step
7.1.

If your company
does not have
an existing
license, enter
just the Federal
Tax ID number
and select the
“Create New
License” button
and proceed to
Step 8.

License
Number

ach780

Contractor License Search

Federal Tax

D
Create New License

12-3456789

License
Number

Contractor License Search

Federal Tax

D
Create New License

License number required

98-7654321




Step 7.1

If the contractor
has an existing
contractor license
and you want to
add it to your list,
renew or view it,
you can select the
license, click on
“Saved Selected
License”. This will
add/connect the
license to your
specific login. This
will allow you to
renew, edit, view,
and download
applications and
documents from
your license.

Contractor License Search =

License 205100 Federal Tax 99-0099900
Number [}

Vlicenses [

Licensef Fed Tax Id Name

ACB100 959999999 Asbestos Test

Filter all columns First evious n Mext | Last

Save Selected License | Create New License

Step 7.2

View your license
once it has been
added to your list.
From the
Application Level
“Action” button
you will be able to
renew, edit, view,
download
applications and
documents,
remove from your
list, or delete a
started license
application.

[Cantractor License List

] L e e Lt Bt

i £ At e Vg Suea ik rmad A s b pramp .




Step 7.3

If renewing your
license, select
“Renew” from the
License Level
“Action” button,
proceed to Step
11.

Contractor License List

£rmiepates Hama

Tiges poem Cntn




Creating a New
Contractor License,

Enter Federal Tax ID

Step 8 | enter the Federal

Tax ID and click the Federal Tax ID 98-7654321|

“Search” button.

Enter Federal Tax ID
Federal Tax ID 98-7654321

Create a New

Contractor by
Step 9 | selecting “Create

New Contractor For
Federal Tax ID: 98-
7654321".

Mo existing contractor found with that Federal Tax ID.

Create New Contractor For Federal Tax ID: 98-7654321




Step 10

At a minimum,
complete all
required fields and
select “Create
Contractor And Start
New Application”.

New Contractor

Federal Tax ID #

98-7654321

Contractor Name

'\Jame
Contractor Name is required
Street Address
Address
Street Address is requirad
Address 2
Address
City State Zip

Cancel

Step 11

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.

sty sy e i st a6 e g cot” e 5 s of pament




Step 12

Section 2 - Select
the “Add Business
Entity” button to
add business entity
individuals and click
on “Save” once all
the required
information is
completed.

You can click on the
“Action” button
beside your entry to
either “Edit or
Delete” the entry.

Fum b et Mams

L 4 Dightm of 55

Business Entity(s) (if applicable)

Step 13

Section 3 - Select the
“Add Abatement
Specialist” button to
add an Abatement
Specialist employed
by your company.

You can use the 1%
row to search for your
Abatement Specialist
from the Ohio EPA
active database by
name/certification #.

You can use the 2™
row to add a name if
not found in 15t row
search (i.e. usually for
new contractor and
abatement specialist
not approved yet).

Click on “Save” once
all the required
information is
completed.

You can delete an
Abatement Specialist
by clicking the
“Action” button.

s Cartificstion Hubar

B
IR

b Abstorre poidit

Abatement Specialist Employee(s)

T

Abatement Specialist Employee(s)

st ame Last Name

fnpiration it




Step 14

Section 4 - List all
other state asbestos
licenses. Select the
“Add State License”
button. Complete
the required
information and
select “Save”

You can click on the
“Action” button
beside your entry to
either “Edit or
Delete” the entry.

State License(s) (if applicable)

Step 15

Section 5 and 6 —
Answer the
questions. If you
select “Yes” to
either question you
will be required to
upload a document
explaining the
issue(s).




Step 16

Sections 7, 8 and 9 —
Answer all
questions.

You are required to
upload a document
answering the
questions.

Section 10 — This
can be used to
upload any
additional pertinent
documentation.

Note: You will be
able to select
“Remove
Attachment” for any
added attachment.

Step 17

Once the application
is completed, click
on the “Validate”
button to make sure
that all required
fields are completed
properly. If a
required field is
incomplete it will
give 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.

roere. eI e e




Step 18

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

Add license application to cart? *

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

am

Step 19

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

(Contractor License List




Step 20

View of 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 to your
cart.

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

IContractor License Shopping Cart

Step 21

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

Checkout X

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

w ]




eBusiness Center

Ohio EPA Fee Payment Options =
Pay Electronkeally, |

Select your option

Step 22 | for payment type ' R
and complete your -
transaction. e e

Fay Lazer
i i B Py, o il 4 5 B, 5 i 4 e st 4 W o bl oy it o 5 W i o W R € i 8 it i B s Bt

U3 il Chack, Money Order or State Agency 5TV

O W, 1 B 7008, oo, O 457147002, Pt sttt 0 B 5 i s e

i e R4 17V by Loy T4t

[ o ]
Once payment is Contractor License Application Status Scenario
completed the G
status of your License Application Scenario Change to Status
. . . Application is created, but not yet submitted Pending
application will be ——— : . — - -
" Application is submitted, with full payment waiting approval in Submitted
updated to “Ready Revenues
Step 23 | for Review”. Applies to renewals only. Application is submitted more than 60 days |Hold
from the license expiration date |
. The application is submitted, fully paid, and ready for review Ready for Review
Other potential P : e et AL -
i . The application failed review due to missing information Deficient
appllcatlon statuses The application has complete information and passed review Approved
are listed in the The license was issued Issued
table shown. The application is more than 45 days in Deficient status Denial Pending
The application for license is denied. License was not issued Denied




This chart defines
Step 24 | the different license
statuses.

Contractor License Status Scenario

License Scenario Change to Status
The initial license has not yet been approved Mo Status

The license has been approved Active

The license is past its expiration date Expired

The license is past its expiration date, but an application for renewal |Extended

was already submitted

The license is suspended. The license becomes effective at the end of |Suspended

the suspension period

The license is revoked and no longer effective. The applicant must Revoked
zubmit a renewal application in order to reinstate an approval and

expiration cycle for that license

The application for a license was denied after the application review |Application Denied

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

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

For information specific to already submitted asbestos contractor license applications, contact Richard Huddle

by email at asbestos@epa.ohio.gov or call (614) 466-0061.
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