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Disclaimer & Copyright Notice 
 

 
This document in its entirety including attachments have been reviewed by the Ohio Environmental Protection Agency, and approved for 
external distribution. Mention of trade names or commercial products does not constitute endorsement or recommendation for use. 
 

About this Document  
 

This document is intended to provide a graphical run-through of the new PIN application procedures set effective on 5/12/08 and the 
updated service activation process.  These procedures are required in order to access the Division of Surface Water’s Electronic 
Discharge Monitoring Reporting (e-DMR) System.  Graphics display the Ohio EPA eBusiness Center screens and documents all 
processes from the beginning steps all of the way through to the final service activation.  This document provides a general feel for the 
work flow by guiding the user with actual screen shots of the online system in a relatively sequential manner.  Refer to the e-DMR All-
in-One Document and all of its attachments for additional detail of the various individual aspects of the online application. 

 
Recent Changes to this Document 

 
2/2/15 Updated language & current system screenshots.  
 
3/3/14 Updated language & current system screenshots.  
 
7/1/09 Updated new eBusiness Center screenshots and refined guidance language to be more informative.  
 
1/22/09 Removed all references to the retired SWIMware software.  
 
7/29/08 Updated Page 7 to state that your old PIN will continue to work until you activate the new PIN in your account after you 

receive it in the mail.  So, you will never be without a PIN. 
 
7/9/08 Updated screenshots due to an eBusiness Center update.  
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Section 1 - eBusiness Center Login 
 

 
 
This will be your starting point each month.  If you have not created an account, you must initially do so.  Once you create your account 
User ID & password, you can return to this point and log on to the Ohio EPA eBusiness Center.  Ohio EPA’s eBusiness Center is a 
secure portal for online business and is the entry point for the regulated community & consultants to electronically complete and file 
reports and permit applications and to pay fees.  Authorized users will be able to update their facility and contact information directly.  
The eBusiness Center began with offering capabilities for wastewater discharge monitoring reports, although has expanded to provide 
many other e-business services.  All services will be accessed through Ohio EPA’s eBusiness Center at the following web link:  
https://ebiz.epa.ohio.gov/login.html.  Online reporting via this system is available to the entire State with no preregistration necessary!
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 eBusiness Center - Welcome Screen 
 

 
 
This is the opening screen that you will come to each month to access eDMR after you have completed the steps in this document.  If you 
already have a PIN (i.e., your legal e-signature) you will notice under MY TASKS that it states that your PIN is “activated”.  Under 
SERVICES, you have a listing of all Agency Divisions that you can conduct e-Business with, use any of them that you do business with 
all through this single account.  As you gain access to them, the status will change to “Active”.  If you want to submit, you must apply for 
a PIN and add your facility using the procedure defined in this document.  If you are just going to be a report preparer (i.e., someone else 
will submit through a different account), you do not need to use this document.  Refer to delegating rights in the “eDMR All-in-One” 
Document to gain access to prepare reports within seconds. 
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Section 2 - eBusiness Center – PIN Application 
 

 
 
If you have not applied and received your PIN, you will log into your eBusiness Center account and click the “Request New PIN” under 
MY TASKS (you can also click MY ACCOUNT, “PIN Request” as well).  This will begin the PIN application process.  Once you get 
your PIN in the mail you will be able to return here to activate and associate yourself to a service (i.e., eDMR) and a facility(s) that you 
want to report data for.   
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eBusiness Center – PIN Application 
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eBusiness Center – PIN Application 
 

 
 
You will need to fill in the bottom of this form.  Do not change the auto populated information on the top of the form as it’s your personal 
account and if the name on the application does not match the name on the account, the PIN will be denied.  Remember your security 
question answers as you will be prompted to answer the questions at numerous instances for security purposes, especially each time you 
go to submit a report.  Once you fill in the PIN application form, press the REQUEST PIN button at the bottom of the form. 
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eBusiness Center – PIN Application 
 

 
 

This completes this portion of application that can be performed online.  Download & print the PDF file titled “Subscriber Agreement” 
that is shown in the above screen. You will receive an email confirming your application, which also contains the above PDF file.  After 
printing the agreement, sign & notarize it, and mail it to the address on it.  Press “Continue” and it will bring you back to the eBusiness 
Center.  The Agency will wait for your signed agreement before issuing you a PIN (i.e., electronic signature). 
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eBusiness Center – PIN Application 
 

 
 
You will notice that under MY TASKS that your PIN Request has a status of “Pending”.  Once the Agency receives your 
signed/notarized PIN agreement, you should be approved within 24 hours and will receive your PIN via USPS within a few days.  This is 
a secure PIN, retain it…you will need this PIN to associate yourself to a service (i.e., eDMR), to add facility(s), and each time you go to 
submit your data.  Once the Agency approves your PIN application, you will get an email stating that your PIN has been sent via USPS.  
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eBusiness Center – PIN Application 
 

 
 
 
When you receive your PIN, log back into your personal eBusiness Center account and you will notice that the “PIN Request” link under 
MY TASKS has changed from PENDING to APPROVED.  Click on the new task “ACTIVATE PIN” to finalize the process. 
 
 
 



 

Ohio EPA, Division of Surface Water   12 

eBusiness Center – PIN Application 
 

 
 
Enter your PIN that is listed on the letter you received from the Agency, answer the security question, and click the “ACTIVATE PIN” 
button.  If you entered in the information incorrectly you will receive an immediate on-screen error message with an opportunity to 
reenter the correct info.  If you forget the answer to your security question, log out and log back in and try and activate your PIN again.  
The system randomly prompts you 1 of your 5 security questions so you will probably be asked different question. 
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eBusiness Center – PIN Application 
 

 
 
If your PIN and security question were entered in correctly you will get an instant “Activation Complete” message along with a 
confirmation via email sent to the email address you listed in your account profile.  This completes Step 1, you now have an electronic 
signature, but you have yet to associate yourself to a specific facility(s). Proceed on in this document to get a walkthrough of that simple 
process. 

 
Your account and PIN are the only ones you ever need.  Access all of your facilities in your one account, and sign all of their reports with 
your one PIN (do not create multiple accounts). Also, you can access any of the other Agency Divisional services on the eBusiness using 
your one account….and utilize your one PIN!   
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Section 3 - eBusiness Center – Service Activation 
 

 
 
Once your PIN is activated, you will notice that it will be listed under MY TASKS as being ACTIVE.  At this point you will notice that 
under MY SERVICES you see “eDMR”.  You will access eDMR to submit your NPDES monthly reports, general permit monthly data, 
and indirect discharge semi-annual reports.  Click “View/Edit” under the Facility column to the right to view, add, and delete facilities 
from your list.  
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eBusiness Center – Service Activation 
 

 
 
Just click the ADD FACILITY button to add as many facility(s) that you want to be associated with and submit data for.  
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eBusiness Center – Service Activation 
 

 
 
Use this screen to search for your facility from a master list of facilities that the Division of Surface Water and Ohio EPA has in its 
database.  TIP: Do not fill out the entire form, just a single field to do a search on.  An easy way is to just put your permit number (i.e., 
3GR00733 without the *AG) in the regulatory ID field and click SEARCH…it pop right up! 
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eBusiness Center – Service Activation 
 

 
 
Searching by permit number will bring up a single entry which will be yours.  If you search for your facility by name, you may get 
multiple different records on your screen where you have to determine the appropriate one. Whichever way you perform the search, once 
you find your facility click on the Agency Core ID (i.e., blue numerical link to the left).  This will select it.   
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eBusiness Center – Service Activation 
 

 
 
If you only report for a single facility you will see it in the list, click NEXT.  Although, if you need to add another permitted facility just 
click the ADD FACILITY button again to search and select it. You can do this as many times as you need. When you have selected all of 
them, click NEXT. 
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eBusiness Center – Service Activation 
 

 
 
You will need to select a role to assign yourself…if you are the responsible official (i.e., permit holder), check it…if you are a delegated 
submitter (i.e., duly authorized representative submitting on behalf of the permit holder) put a check in the DELEGATED SUBMITTER 
box.  Read the statement, check the statement verification box, enter your PIN, and answer your security question.  Once you are 
complete, click the SUBMIT eDMR SERVICE REQUEST button at the bottom of the screen. 
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eBusiness Center – Service Activation 
 

 
 
If you selected a role, checked the certification statement, entered the correct PIN, and provided the correct response to your security 
question, your request will be completed and will wait processing from the eDMR Administrator.  You will receive an error message if 
you have entered an incorrect PIN or did not fill out the form correctly.  If this happens, just type in the correct info and click the 
SUBMIT eDMR SERVICE REQUEST button again. 
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eBusiness Center – Service Activation 
 

 
 
If you are the authorized official (RO), the eDMR Administrator will verify your information and hopefully approve your request within 
minutes to hours…no more paperwork required!  If you selected DELEGATED SUBMITTER, you will need to download, print, have 
the RO sign, notarize, and mail in the Delegation of Authority form from the above screen.  This lets us know you are going to be 
submitting the facilities reports on behalf of the permit holder.  Once the Agency receives your form, you will hopefully be 
approved…usually the same day!  (NOTE: the majority of users are delegated submitters on behalf of the RO (i.e., duly authorized 
representatives).   
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eBusiness Center – Service Activation 
 

 
 
As always with the eBusiness Center, you will receive an email confirmation of your eDMR service activation request.   
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eBusiness Center – Service Activation 
 

 
 
After clicking the “Continue” link in the Activation Complete window, you will be directed back to the eBusiness Center main screen.  
You will notice that under MY TASKS you have a new task for each facility that you requested association with.  The status will be 
PENDING until approved by the Division of Surface Water’s eDMR Administrator.   
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eBusiness Center – Service Activation 
 

 
 
When approved by the eDMR Administrator, you will receive a confirmation via email.  If you are a new user of the system you will 
receive a welcome email from the eDMR Administrator with a click-by-click on how to access and submit your reports. At this point you 
can log on to the eBusiness Center and begin reporting! 



 

Ohio EPA, Division of Surface Water   25 

eBusiness Center – Service Activation 
 

 
 
Once approved, you will now notice that there are no PENDING tasks under MY TASKS.  Click on “View/Edit” for eDMR and you will 
see your facility(s).  You are now completely set up for submitting your DMRs via the internet!  Each time you would like to submit a 
report, just click eDMR (under SERVICE) to launch the eDMR reporting system.  Refer back to Attachment 1 of the All-in-One 
Document, the eDMR Graphical Walkthrough for a walkthrough on how to access your reports.  They are already created and include 
everything that is required by your permit each month….just access them, type your data in, and click SUBMIT! 
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Section 4 – Delegating Preparer Rights 
 
In eDMR, you can either submit reports (with your PIN), or you can simply prepare the reports for someone else who will be submitting 
them.  (IMPORTANT: each person, whether submitter or preparing, needs their own personal eBusiness Center account).  For preparers, 
just provide your User ID to the individual who will be accessing the report and submitting it.  They will log into their personal account 
and clicking “View/Edit” delegations.  The below screen will appear.  Simply click the ADD USER link, type in the User ID of the 
person who will be entering the data, and click OK.  It’s as simple and quick as that.  The preparer can now log into their personal 
account and will have the facility that you delegated them to.  They have all the rights to the reports, except SUBMIT.  Once the preparer 
is finished entering in the data, the SUBMITTER can log into their own account, view the report that was prepared, and click SUBMIT.   
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Section 5 – PIN FAQ’s 
 
View PIN Frequently Asked Questions (FAQ’s) in Section 6.2 in the All-In-One Document. 


