Online Training Course Prior Notification Instructions

Step 1

Go to the
Asbestos
Program page on
the Ohio EPA
website at
www.epa.ohio.g
ov/dapc/atu/asb
estos

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

> eBusiness
Center

Step 2

If you already
have an account,
enter your
existing User ID
and Password
and click the
“Login” button.
Once you have
logged in
proceed to Step
3.

If you do not
have an existing
eBusiness Center
account, click on
“Create New
Account...” and
proceed to Steps
2.1through 2.4
below.

State of Ohio | Ohio EPA

hio eBusiness Center

hio 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.
User ID:
New Account

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

- o Password:
Create New Account..

Enter your password..

System Suppert

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

Click here for online help...
Phane: (877) 372-2499 (1-877-EPA-BIZZ) Forgot your password?

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

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



http://www.epa.ohio.gov/dapc/atu/asbestos
http://www.epa.ohio.gov/dapc/atu/asbestos
http://www.epa.ohio.gov/dapc/atu/asbestos

Step 2.1

Create a New
User ID by
entering your

desired user ID.

Once complete

fhio

eBusiness Center

Create New Account

Step 2.2

click on the Erva o a5
“Continue” | i
button.
(e [
eBusiness Center
Complete all Create New Account

required fields
including your
name and Job
Title.

Mo Mame

Company Name




Step 2.3

Create your

Security Information

Password Requirements
= Length of at least 8 characters

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

« Atleast one digit: (0 - 9)

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

Examples

Buckeyes#1, LoneValley?2, Pass@word1, Fire@truck9

Show/Hide Help

Step 2.4

Password. ,
Password Verify Password
A password is required A verify password is required
Password Hint [ ]
A password hint is required
Security Question [ ]
A security gquestion is required
A security answer is required
Contact Information
Address Line 1
Enter your
Contact
. Address Line 2
Information.
cit
Be sure to il
complete all
State v

the required
information.
Once complete
click on the
“Create
Account”
button.

Frimary Email Address

Werify Primary Emall Address

Secondary Email Address

Verify Secondary Email Address

Fhone Number




After your
account is
created, when
you sign on to

fAhio
Ohio Environmental

Protection Agency

eBusiness Center

eBusiness Home My Account v+ Audit v Service Admin «

* Welcome to the Ohio EPA eBusiness Center

List” screen

Training Provider Manage your Asbestos Training Programs and Training Notifications

Step 3 the EBUSineSS Available Services (what is this?)
. Service _
Center you will Alf Sarvice
thi

see IS screen. Conreremceand Events Registration

Division of Surface Water Credible Data
F rom h ere, Division of Surface Water NPDES Permit Applications (STREAMS)
select DMWM Compliance
“ DMWM License and Registration Service

Asbestos DIMWM Solid Waste/C&DD Disposal Fees (Submit Report)
. ” DSW 401 Certification and Isolated Wetlands Permit

Se rvices . e-Discharge Monitoring Reports (eDMR)

e-Drinking Water Reports
Select “Training
Provider”. -

_ Asbestos Services
The Training
Provider Manage your Demolition and/or Renovation/Abatement Notifications
Step4 | module ‘
defaults to Manage your Asbestos Contractor Licenses
“Training ificati
e Manage your Asbestos Certifications

Notifications

seen below.

e




Step 5

Click on the “Select
Organization” button and
enter your Federal Tax ID
Number. This will link
your training provider
information with your
eBusiness account. Once
linked, data for the
training provider will be
retrieved each time you
log on.

Training Provider  Traming Notificatians

Training Notification List

Step 6

Once linked, when the
Training Notifications
opens, this screen will
appear. Unsubmitted
(Draft) Training
Notification(s) are
notifications that the
training provider has
entered but has not yet
submitted to Ohio EPA.
These notifications can
be changed by the
training provider at any
time. Active Training
Notification(s) are
notifications that have
been submitted to Ohio
EPA. The training
provider can only change
these notifications by
submitting a revision.
Course rosters and
student photos can be
added to complete
notifications here.
Complete/Cancelled
Training Notifications
are either complete or
were cancelled by the
training provider.

Training Peovider  Training teotications

Training Notification List

PUnssbmitted (Oraht] Trainiag Notificationis] )

3 Acibve Training Hasfcationts

I Comphete Caninled Training Notificationis) [

canceled/oomplecsd o more




Step 7

To generate a new
notification, select
the “Create New
Notification”
button. Use the
pull-down menu to
select the course
type. Only
approved courses
for the training
provider will be
displayed. When
the correct course
type is shown,
click the “Create
new training
notification”
button.

Create New Training Course Notification

Choose Course Type, select the Create New Notification Button.

Course Type: Abatement Worker Initial - TC841 v

Create new training notification

Step 8

Note: Sections 1,
2, and 3 will auto-
populate from
stored training
provider
information.

In Section 4, add
the instructor(s).
Click on the “Add
Instructor” button
to add an
instructor from
the approved list.
Start typing the
name and it will
auto-fill.

Section 4: Training Course Instructons)

First Mame




Step 9

In Section 5, add
Location of
Training Course.
If the training
course is being
held at the same
address as the
training provider
address, click
(Same as
Provider Address
box) and the
provider’s
address will
autofill.

Section 5: Location of Training Course

Site Location (specific)

Address [Same as Provider Addr

Address

Address 2

Address

State

OH

Step 10

In Section 6, add
the training
course dates,
select the “Add
Hours of
Operation”
button and enter
the days of the
week the training
course will occur
and the hours of
operation and
attach any other
supporting
documents.
Ensure that the
days of the week
listed are within
the start and
completion
dates. Select
“Add Hours for
Other Days” to
add course days
and hours that
differ from the
original days and
hours you
entered.

Monday Tussday

Training Motification Documentis)

Actioas

.n:'-: Hours of Operation.

Course Hours

Days

Hours

AM

PM

Add Hours for Other Days




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
Step 11 | come back to this

information at a : e ] o | e ] ot |

later time.

Click on the
“Validate” button
at the bottom of
the page at any
time to see what
required fields
still need
completed.

After the form
has been
validated, click
“Save”. If you
wish to keep the

form for work
later, click
“Close” to close
the form and
storeitin

Step 12 | Unsubmitted
(Draft) Training
Notifications. If Submit Application? X
the form is

completed and
ready to submit,
click “Submit”. A
pop-up screen
will ask if you are

sure you want to Yes m
submit the
Application? Click
“Yes” to submit
the notification

for review by
Ohio EPA.

Are you sure you want to submit the application?




For information specific to submitted asbestos training course provider prior notifications, contact Richard Huddle
by email at asbestos@epa.ohio.gov or call (614) 466-0061.



mailto:asbestoslicensing@epa.ohio.gov

