
 

Instructions to Approved Contact Hour Training Providers for uploading course attendance: 

As you navigate the e-Biz pages, you will notice Information boxes, indicated with the  icon . The information in these 

boxes will give you helpful tips and guidance for understanding and completing your e-Biz tasks. 

1. Go to https://ebiz.epa.ohio.gov/ and sign in to your Training Provider account. If you have 

received Ohio EPA approval for courses prior to April 1, 2015, you already have an 

account. Please use the account assigned to you and do not create a new account.  

 

 If you do not have an e-Biz account, please follow the instructions at this link. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://ebiz.epa.ohio.gov/
http://epa.ohio.gov/Portals/28/documents/opcert/Create_eBiz_Account.pdf


 

2. Select “Water/Wastewater Training Providers: Apply for Contact Hours and Upload 

Attendance”.   

 
 If you do not have the Training Provider service, follow the instructions at this link. 

 

3. You should now see your Training Provider profile in the eBusiness Center. Verify all the 

contact information is correct. If you do not have the Excel attendance sheet completed, or if 

this is your first time attempting to download it, you should download the “attendance sheet” 

by clicking on the “Download Attendance Spreadsheet” button and saving it to your 

computer. 

*If you have already downloaded the “attendance sheet”, or if this is not your first time 

uploading attendance sheets, proceed to Step 6. 

 

 

http://epa.ohio.gov/Portals/28/documents/opcert/Request_Training_Provider_Service.pdf


 

 

4. In Internet Explorer, click “Open” in the following window, which will open at the bottom of 

the screen: 

 
 

5. Excel will open with the following spreadsheet: 

 
 

Here is where you will enter your course approval number, Core Person ID number of the 
operator whom attended your course, the start date of the course, and the end date of the 
course. PLEASE DO NOT MODIFY THIS SHEET. Modifications could result in an error 
during the upload process.  
 

 Column A: Enter your course approval number with no spaces or extra dashes, 
including your ACHTP prefix and the OM or X designation. 

 

 Column B: Core Person ID numbers are the middle seven digits of an Operator’s 
certificate number. 

 
o NOTE: Core Person ID numbers are issued to every operator upon entry into the 

Ohio EPA database. Currently certified operators can find their Core Person ID 
number by referencing the middle seven digits of their certificate number. If you are 
missing Core Person ID numbers for attendees, you may obtain a list by contacting 
the Operator Certification Unit at opcert@epa.ohio.gov.  

 

 Column C: Course start date should be entered in MM/DD/YYYY format.  
 

 Column D: Course end date should be entered in MM/DD/YYYY format.  
 

o NOTE: For a one-day course, enter the same date in both Columns C and D. For 
single day courses that are held on multiple days, enter each date of training as a 
separate line of training. This will ensure you aren’t giving an operator credit for 
attending three days of the same course when they only went to one day of an 
available three days. 

 
Save this sheet, being sure to label it properly. 
 

mailto:opcert@epa.ohio.gov


 

6. Once you have completed the Excel attendance sheet for the course(s) you held, you will 
scroll down to the Courses Given section of your page.  
 

 
 

7. For a SINGLE course attendance upload, look for the course line item. Verify the course 
approval number, course name, number of contact hours, and date of training to be sure you 
are selecting the correct course for the upload. When you find the appropriate line, click 
Attendance. 
*If you wish to upload attendance for multiple courses at the same time, skip to Step 12. 

 

 
 

 



 

8. Click Upload Attendance Spreadsheet. 

 
 

9. Browse for the attendance sheet that corresponds to the course you wish to upload. Once 
you find the correct sheet, click upload. 
 
 

10. Once your record has uploaded successfully, click OK.  

 
 

If you receive an error message, fix the errors and try to upload the document again. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

NOTE: To add an additional student to any attendance list, click on “add course attendance” 
and enter the Core ID number of the student you wish to add. Click Add Attendance. 
 

 
 
 

11.  If you wish to upload attendance for MULTIPLE courses, scroll down to the Courses Given 
section of the page and click Upload Attendance For Multiple Courses. 
 

 
 

12.  Browse for the attendance sheet that corresponds to the multiple courses you wish to 

upload. Once you find the correct sheet, click upload. 

 

 



 

13. If your record uploaded successfully, click OK. 
 

 
 

If you have received an error message, fix the errors and try to upload the document again. 


