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1 Introduction 

1.1 Electronic Drinking Water Reporting  

The Ohio Electronic Drinking Water  reporting system (eDWR) is a web-based information system that 

allows the regulated community to electronically submit reports to the Ohio Environmental Protection 

Agency (OEPA). 

 

The eDWR system provides an alternative to submitting hand-written or paper-based reports that is faster, 

more efficient, and requires less processing for labs and the OEPA. As a fully operational electronic 

reporting system, all of the necessary legal, security, and electronic signature functionalities have been 

included to serve as a completely paperless reporting system. 

 

Currently, the eDWR system supports the following drinking water reports:  

 Chemical Sample Submission Report (SSR) 

 Coliform Sample Submission Report (SSR) 

 Water Plant / Distribution Monthly Operating Report (MOR) 

 Surface Water Treatment Rule MOR  

 

1.2 eDWR System Overview 

 

The eDWR system provides data reporters with the following capabilities: 

 

 Ability to submit original  or revised SSR/MOR reports. eDWR allows laboratories to either 

fill out the reports online, upload report submissions, or copy-and-paste reports from a 

laboratoryôs local spreadsheet program. 

 Ability to view validation messages online. All submissions can be validated to verify that they 

meet minimum validation criteria. Meaningful validation messages help pinpoint reporting errors 

so they can be corrected and resubmitted. 

 Ability to save partially completed reports. If a user does not finish filling out a report in one 

session, he or she can save the report and resume filling it out at a later time. The OEPA will not 

review partially completed reports. The user must submit the report in order for the data to be 

processed by the OEPA. 

 Ability to view and pr int previously submitted reports. All submissions made through the 

eDWR reporting system are saved for later retrieval. 

 Ability to monitor the status of all submissions. Users can log in to see the current processing 

status of all submissions (Pending, Processed, and Rejected). Users also receive an email 

notification of the submission status. In addition, program specific processing statuses can be 

tracked. 

 Ability for water system representatives to view laboratory analytical reports. eDWR 

allows water systems to view laboratory analytical reports that have been submitted on their 

behalf. In addition, the processing status of each sample / result can be viewed. 

 

In essence, the eDWR system serves as an electronic filing cabinet, allowing data reporters to manage 

their own reporting to OEPA and monitor the status of past report submissions. 

 

In order to provide sufficient security for all submitted information, access to the system is restricted in 

the following ways: 

 

 Any person that wants to have access to the eDWR system must have an authorized Ohio EPA 

eBusiness Center account. 
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 Each person must be associated with either a laboratory or water system 

 The users account will need to be linked to a particular laboratory or water system; the user will 

be granted either Preparer or Certifier privileges to the laboratory or water system. 

 Ohio EPA Division of Drinking and Ground Waters will ONLY associate responsible officials to 

their systems.  

 Responsible officials will delegate any additional users the association to their systems. 

 

 

1.3 Reasons for and Benefits of Electronic Reporting with eDWR 

Electronic reporting provides the following benefits: 

 

 Gives the user greater control over the quality of data flow. 

 Reduces reporting costs by offering a streamlined reporting method using readily available 

computer tools. 

 Offers on-line availability of reports and their processing status. 

 Improves reported data integrity and security. 

 Saves the OEPA costs by reducing, and better utilizing resources required for managing reports. 

 Adds to the overall effectiveness of the OEPA program areas with faster response for data 

analyses, compliance assessment, and decision-making. 

 Allows for behind-the-scenes evaluations (informal data audits) of laboratory data submissions 

with respect to laboratories approved for certification, effective certification dates to analyze for 

specified parameters, using specified methods and techniques. 

 

1.4 Contact Information 

The Ohio EPA eDWR Coordinator can be reached at: 

 

 

 

 

 

 

 

1.5 Minimum System Requirements 

Laboratories and Water Systems must be able to access OEPAôs eDWR website through the Internet and 

have an active e-mail account to receive system messages. Typically, such access is available either 

through a dedicated connection (i.e.: local area network) or a modem connection to an Internet Service 

Provider.   

 

To ensure that all of the features of the Divisionôs eDWR system are available, a Laboratory must use 

Microsoft Internet Explorer web browser (version 6.0 or higher). The performance of the eDWR system 

will vary based on the computerôs internet connection speed, CPU, Operating System, and available 

memory. 

 

In summary, to use the e-DWR system, a participant will need: 

 A Computer/Laptop with Internet Access 

 An email account 

 Microsoft Internet Explorer, version 6.0 or greater 

eDWR 

eDWR Coordinator 

Ohio EPA - DDAGW 

brian.tarver @epa.state.oh.us 

Phone: (614) 728-1740 
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2 Abbreviated e-DWR Submission Process 
This section provides a brief overview of the report submission process for both SSR and MOR report 

types.  

 

Laboratory  (SSR Reporting): 
 

Step 1: Laboratory User logs into the Ohio EPA eBusiness Center via the Internet with user ID and 

password.  

Step 2: Selects e-Drinking Water Reports Service option. 

Step 3: Using the Laboratory > Create New Reports screen, the user selects a laboratory from the 

ñDrinking Water Reportsò drop-down.  

Step 4: The user previews and prepares e-DWR file in accordance with reporting requirements 

using one of four methods. 

 Step 4A: Downloading an XML template file and generating their own XML 

submission file 

 Step 4B: Completing the online entry web form and generating a submission file.  

 Step 4C: Copying and pasting data into the online web form and generating a 

submission file (not available for MOR reports) 

 Step 4D: Using the Microsoft Excel Template to generate an XML file for 

upload. 

Step 5: Supply PIN and certify the data entered. 

Step 6: The Server receives the file, and issues a receipt of confirmation to the user on the screen. 

A separate receipt confirmation email will be automatically sent to the user. The Server 

verifies that the e-DWR file conforms to very specific data validation rules and business 

requirements stored in the Server. If it does, the submission is noted as such on the Server 

for reference. If not, the submission will be noted as órejectedô and the user will be 

notified via email. The user must fix  the problems and submit revisions to the EDWR 

Server. In any case, an email is sent to the certifier stating the status of the submitted e-

DWR. 

Step 6: Valid e-DWR submissions can be viewed and printed at any time. 
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Water System (MOR reporting) : 
 

Step 1: Water System User logs into the Ohio EPA Business Gateway via the Internet with user ID 

and password.  

Step 2: Select e-Drinking Water Reports Service option.  

Step 3: Using the Water System > Create New Reports screen, the user selects a water system 

from the ñWater System Reports for:ò drop-down.  

Step 4: The user previews and prepares an e-DWR  file in accordance with reporting requirements 

using one of three methods. 

 Step 4A:  Downloading an XML template file and generating their own 

submission file 

 Step 4B:  Completing the online entry web form and generating a submission 

file.  

 Step 4C:  Using the Microsoft Excel Template to generate an XML file for 

upload. The file may be saved locally for later submission. 

Step 5: Supply PIN and certify the data entered. 

Step 6: The Server receives the file, and issues a receipt of confirmation to the user on the screen. 

A separate receipt confirmation email will be automatically sent to the user. The Server 

verifies that the e-DWR file conforms to very specific data validation rules and business 

requirements stored in the Server. If it does, the submission is noted as such on the Server 

for reference. If not, the submission will be noted as órejectedô and the user will be 

notified via email. The user must fix  the problems and submit revisions to the eDWR 

Server. In any case, an email is sent to the certifier stating the status of the submitted 

DWR. 

Step 7: Valid e-DWR submissions can be viewed and printed at any time. 
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3 Getting Started 

3.1 Creating a User Account 

In order to gain access to the eDWR Reporting System, a User Account must first be created. If the user 

does not already have an account, one can be created by accessing the Ohio EPA Business Gateway and 

clicking the óCreate New Accountô button. 
   

 
 

This will display the user registration page shown below.   
 

 
 

All fields are required.  Once all the fields are filled out with valid data the user can click the submit 

button to create an account.  The account will be created in the system and an email confirmation will be 

sent to the address given on the registration page. With this User Account, a user can now login to the 

eDWR Reporting System. 
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3.2 eBusiness Center Login 

After entering a valid username and password at the Ohio EPA Business Gateway login page, the user is 

brought to the eBusiness Gateway Main Page. Before proceeding, we will take a closer look at the layout 

as a whole, starting at the top. 

 

 
 

ebusiness home page: 

1. Links: These will be on all pages and will take you to the state home page, agency home page 

and your link to log out of the ebusiness Center 

2. eBusiness Home:  This link will be on all pages and will return you to this main page 

3. Account: This will always indicate your userid for the account logged into the eBusiness 

Center 

4. Available Services: These are currently all of the available services or programs that can be 

accessed. The e-Drinking Water Reports link will take you into eDWR. 

5. Facilities: This link is for managing, adding, deleting and requesting water system and 

laboratory associations to your account. 

6. Delegations: This link allows Resposible Officials to delegate access to additional user 

accounts to prepare or certify reports.  

7. My Tasks: A listing of all of the reports that are currently in process or submitted. 

 

 

 

1 

2 

3 

4 

5 
6 

7 
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3.3 eDWR Service Request 

 

To begin reporting with eDWR reports, the responsible official of the water system or laboratory must 

request the eDWR service.  

 

Note: Ohio EPA will only be approving responsible officials (RO) for this service. Any other users 

associated to your facility will be approved by the RO in the delegations service. (This will be explained 

in section 3.5) 

 

From the eBusiness home page: 

Select the link ñeDrinking Water Reportsò under Services Or ñview/editò under the Facilities column.   
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This will load the Facility Selection and Service Management page.  

 

 
 

Select the ñAdd Facilityò button to search for you specific Laboratory or Public Water System. In the 

Search Screen, search for your water system or laboratory by name, ID, address, etcé. 
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From the search results, select Agency Core ID Link for the correct PWS or Laboratory. Follow the 

prompts to add additional facilities or to complete the association. 

 

 
 

 

 

 
 

 

 

Once the service request is finished a pdf file is generated for the hard copy request for service.  This 

form must be signed and mailed back to the agency. In addition to the request form, the user must send a 

letter providing proof of relationship to the facility and that you are in a position responsible for reporting 

drinking water data.  
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Request ID # 12345 

Ohio EPA 
e-DWR Service Authorization 

To Submit Drinking Water Reports 
 
 

I, _________________________________________, (name, title) by my signature below, certify that at 
this time I am a Responsible Official and/or the Operator In Charge for the following facilities and affirm 
that I am authorized to submit Drinking Water Reports for: 
 
Your PWS or Laboratory Name 
Address 
City 
 
I understand that Information submitted to Ohio EPA via e-DWR must be submitted by the Operator In 
Charge as defined in OAC rule 3745-83-01 for a public water system and/or OAC rule 3745-89-08 for a 
certified laboratory. 
 

User ID:XXX    Company:  XXX 
Name: XXX    Address: XXX 
e-mail:  XXX@XXXXX 

 
I certify under penalty of law that I have personally examined and am familiar with the information 
submitted herein, and I am aware that there are significant civil and criminal penalties for submitting false 
information, including the possibility of fine and imprisonment. I understand that this attestation of fact 
pertains to the implementation, oversight, and enforcement of a state or federal environmental program 
and must be true to the best of my knowledge. 
 
 
 
_______________________________________________ 
Signature 
 
_______________________________________________ 
Title 
 
 
____________ 
Date 
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Ohio EPA 

e-DWR Service Authorization 

To Submit Drinking Water Reports 

 
Instructions for Facility Association 

Verify that the information Pre-Printed on the form is correct, including your account information and 

Request ID#. Sign and date the document. Print, complete and mail in the attached form, acknowledging 

your acceptance of responsibility. 

 

Provide Proof of your relationship to the Facility 

Provide proof of your relationship for the facilities by including a letter from the water system or lab 

indicating that you are in a position responsible for reporting drinking water data. The letter should be on 

company/water system letterhead. 

 

For Example: 

Dear Sir, 

I am the designated Operator-in-Charge for the City of XXXXX water system. 

Sincerely, 

John Doe 

 

 

PLEASE NOTE: Authorization to use e-Drinking Water Reports (eDWR) is only granted to Responsible 

Officials (RO) of a Public Water System (PWS) or Laboratory. The RO can delegate rights (submit or 

prepare) to additional eBusiness Center accounts/users as they deem necessary.  

 

Ohio EPA will not grant the service to anyone other than a Responsible Official(RO). 

 

Send the Signed Form and Letter to the Ohio EPA Division of Drinking and Ground Waters at one of the 

following 

addresses: 

 

 

Mailing Address:      Overnight Delivery Address: 

Ohio EPA,       Ohio EPA 

Division of Drinking and Ground Water    Division of Drinking and Ground Water 

ATTN: eDWR Delegation     ATTN: eDWR Delegation 

PO Box 1049      50 West Town Street, Suite 700 

Columbus, OH 43216-1049     Columbus, OH 43215 

 

 

 

When these documents are received and reviewed, the Ohio EPA Division of Drinking and Ground 

Waters will grant authority to submit eDrinking Water Reports (eDWR) for the specified facilities. An e-

mail will be sent to the applicant when the association has been granted. If for some reason, Ohio EPA is 

unable to approve this association the applicant will be contacted via e-mail with further information. 
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3.4 e-Drinking Water Reports Login 

 

Once approval has been granted for the PWS or laboratory association, login to the ebusiness center with 

a valid userid and password. The user is brought to the eBusiness Center main page. Select the e-Drinking 

Water Reports Link. 

This will load the eDWR Home page, which provides a brief description of the system, and highlights any 

announcements.   

 

 
 

Note: If your account has not yet been associated with any laboratories or water systems, you will not be 

able to submit SSR or MOR reports and the left-menu will be empty.  

 

 

Before proceeding, we will be taking a closer look at the layout of the application as a whole, starting 

with the status bar. The status bar is intended to provide quick access to the current module, user 

information, and general system functions. 

 

   Towards the left part of the status bar, the Home icon allows the user to return to the 

eDWR default page. 

 

  The user can access online help by clicking on this icon. The contents of the help 

will vary depending on the page you are currently at. 
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To continue on with the layout of the application, the function bar is located in the column to the left of 

the main area of the screen. Each functional area is highlighted below. 

 

  (Water System Users only) This link allows user who are 

associated with a water system to view the data that has been submitted by laboratories on their 

behalf. 

 

  The Create New Reports icon leads to the heart of the eDWR 

System. Web forms can be used to enter and submit data. In addition, blank Excel and XML 

templates can be downloaded. Much of this Userôs Guide will focus on this functional area. 

 

  By clicking on the Upload XML Reports icon, a user can select and 

upload an e-DWR file in XML format that has been generated in compliance with the e-DWR 

schema. Before submission, the files can be tested for completeness and compliance with the e-

DWR schema. 

 

  By clicking on the Retrieve Saved Reports icon, a user can make 

changes to, or delete a saved report. A ñsavedò report is any report that a user has begun to fill out 

but has not yet submitted to OEPA. 

 

  SSR and MOR reports that have been submitted can be viewed and 

downloaded by clicking on View Submission. Submissions can be viewed and searched by 

laboratory and submission date. 

 

  (Laboratory users only) Laboratories can lookup and download reference 

data on water systems, water system facilities, sampling locations, analytical methods and 

parameter codes. This is valuable to assist laboratories in finding the exact code values that are 

supported for data reporting. 
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3.5 Account Delegation and Types 

 

Account types: 

Users can have different roles in the system. A user can be associated with multiple laboratories and water 

systems, and have a different role for each. The different roles that a user can have are listed here: 

 

 Lab Certifier  (Responsible Official):  

o Allowed to download, prepare, upload, review, and certify the accuracy of electronic SSR 

reports. 

o Allowed to submit electronic SSR reports to the state agency. 

o Allowed to delegate privileges to prepare and/or submit to additional users 

 Lab Preparer:  

o Allowed to download and prepare electronic SSR reports. 

o Allowed to view electronic reports and past submissions, but not certify or upload any 

submissions. 

 Water System Certifier  (Responsible Official):  

o Allowed to download, prepare, upload, review, and certify the accuracy of electronic MOR 

reports. 

o Allowed to submit electronic SSR reports to the state agency. 

o Allowed to delegate privileges to prepare and/or submit to additional users 

 Water System Preparer:  

o Allowed to download and prepare electronic MOR reports. 

o Allowed to view electronic reports and past submissions, but not certify or upload any 

submissions. 

 

Delegation: 
e-Drinking Water Reports provides the functionality for the responsible official of an approved system to 

control who has access to their data. 

As previously noted Ohio EPA will only be approving responsible officials (RO) for the e-Drinking 

Water Reports service. Any additional users needed to be associated to your facility will be approved by 

the RO in the delegations service. In order to delegate responsibilities, the Delegator must first be 

associated to the facility as the Responsible Official. The person being delegated authority to must, at a 

minimum, have an eBusiness center account. If that person will be granted Certifier/Submitter rights, they 

will also need their own PIN. 

From the eBusiness Center home page, select the ñview/editò link under the delegations column. 
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This will display the current delegations for each or your water systems and or laboratories. You may 

remove a user by selecting the delete link next to their account.  

To delegate, select the ñAdd Userò link. 

 

 
 

Find their eBusiness account by searching by name, userid, etcé 
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From the search results, select/check the person for whom you are searching and click the ñNextò button. 

 

 
 

If the information is correct and this is the person you are delegating to, click the ñDelegateò button. 

 

 
 

Select the privilege you want to grant them. Either Prepare/Review or Certify/Submit role and click 

ñsubmitò. 
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For security purposes the PIN verification screen will display, where you will enter your PIN to complete 

the process. 

 
This completes the delegation process. Additional users may be added or removed through this same 

process.  

Note: If you are the responsible official and you have delegated Submit privileges to a user, please 

remember you are still ultimately responsible for the data at your facility. Be careful who and how you 

grant rights to your system. 
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4 Laboratory Reporting of SSR Reports 
 

Once a user is associated with a laboratory, the user can begin to submit laboratory reports. To perform 

any reporting task, first click on the ñCreate New Reportsò link in the functional area to the left. An 

example screen is shown here:  

 

 
 

In an effort to streamline laboratory data reporting, OEPA has consolidated the various SSR reports into 2 

different online forms for Drinking Water reporting. There are:  

 

 Generic Chemical Analysis: can be used to report any chemical substance 

 Generic Coliform Analysis: can be used to submit individual coliform samples and 

microbiological results 

 

The eDWR Reporting System offers a laboratory with four options for submitting SSR reports 

electronically: 

 

Submission Method Description More Information  

Online Web Form 

Entry 

A user can prepare and submit an electronic report by 

entering sample / result data into an online entry form on 

the eDWR Reporting System 

Section 4.1 

XML File Upload A user can prepare data offline in a predefined XML 

Schema format and upload the XML file to the eDWR 

Reporting System 

Section 4.2 

Excel XML File 

Generation 

A user can use the Microsoft Excel Template file provided 

by the eDWR Reporting System to prepare data offline.  

The Microsoft Excel Template file contains a macro 

which will generate an XML File for the user, which can 

be uploaded into the eDWR Reporting System 

Section 4.3 

Copy & Paste from 

Excel 

A user can prepare data offline in a predefined Excel 

spreadsheet, copy the data, and paste it into an entry form 

on the eDWR Reporting System 

Section 4.4 

 

Please refer to the sections identified above for instructions on how to make a submission using that 

submission method. Each method has its advantages and disadvantages, and it will be up to the laboratory 

user to determine the submission method that best suits their needs.  

 

Before a DWR report is made, a user may wish to preview or print a blank SSR form. To preview or print 

a blank report, click on the View icon  for the corresponding form type.  This will bring up the 

following read-only screen:  
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To print a copy of this blank report, right click on the form and select óPrintô.  

 

 

4.1 Using the Online Web Form to Generate the DWR Submission File 

 

Labs may wish to fill out a form very similar to the paper DWR. Using the eDWR System, the lab can fill 

out a web form online to meet this reporting need. Once the web form is filled out, it can be used to 

generate the submission DWR file populated with the reported data.  

 

To begin, return to the Create New Reports screen, by clicking on the Create New Reports icon 

 in the functional area to the left. The user has two options for online entry, 

to fill out a form online or to copy and paste information into an online template form.  

 

To fill out an online form manually click on the Entry icon,  under the Online Entry header. This 

will bring up the following pop up window. 

 

 
 

This window notifies you that a copy of the report will be saved under ñRetrieve Saved Reportsò, which 

will allow you to leave and come back later to finish filling out your report online. To proceed, click OK. 

This opens the report form for the user to begin adding information.  

 


































































