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The Department of Administrative Services 
Equal Opportunity Division 

30 East Broad Street, 18th Floor 
Columbus, Ohio 43215-3414 

Phone: 614.466.8380 
Fax: 614.728.5628 

 
 
Instructions for electronic submittal of forms to the Department of Administrative Services, Equal Opportunity Division  ~ 
MBE/EDGE application, Unified application, EDGE Complaint form, Affirmative Action Program Verification form, 
Certificate of Compliance application and the Input Form 29 – Work Hour Report: 
 

Forms can be accessed through the Equal Opportunity Division’s webpage: 
http://das.ohio.gov/Divisions/EqualOpportunity/tabid/80/Default.aspx 

OR 
Forms can be submitted directly on the Ohio Business Gateway webpage: 

http://business.ohio.gov/efiling/ 
 
Steps to access, complete and submit EOD forms 

1. Create a business account on the Ohio Business Gateway (OBG) webpage 
› Multiple users can be created for one business 
› Additional Users must be created by the administrator of the business account 

2. Log In ~ User Name and Password 
3. Select Service ~ Equal Opportunity Division 
4. Select type of form (MBE/EDGE application, Affirmative  

Action Program Verification form, Certificate of Compliance, I-29, etc.) 
5. Complete fields on form 

› Fields that required dollar amount – do not insert $ or , 
› Look for “Help Bubbles”  

6. Review Summary Page for accuracy 
› Errors found – select Back button at the bottom of the screen and revise desired field(s) 
› Print page for record keeping 

7. Summary Page – Select “Accept Data” 
8. Check Out - Home Page - Select “Checkout (File and Pay)”  
9. Print Confirmation Page for record keeping 
10. Forms will not be accessible to the Equal Opportunity Division until the following business day 

   
The Ohio Business Gateway website offers: 

OnlineTutorials 

 Tutorials are available to help users learn to use OBG. The tutorials demonstrate common OBG functions in a 
step-by-step manner with audio. The tutorials will launch in a new browser window.  

› Creating an OBG Account  
› Login and Navigation  
› Managing Users and Access Levels  
› Managing Groups and Access Levels  
› Service Provider Sign-Ons  
› Creating a Transaction (ex. Sales Tax UST-1)  
› Checkout - File and Pay a Transaction  

http://business.ohio.gov/efiling/help/index.stm 
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The Department of Administrative Services 
Equal Opportunity Division 
 
 
All businesses submitting a form to EOD must electronically file through the Ohio Business Gateway website.  If your 
business does not already have a business account established to submit forms through Ohio Business Gateway, you 
must create an account.  
 
CREATING AN ACCOUNT: 
Step 1:  Enter following URL in internet browser:  Ohio Business Gateway: http://business.ohio.gov/  
Step 2:  Select Login Now or Create an Account  
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The Department of Administrative Services 
Equal Opportunity Division 
 
CREATING AN ACCOUNT: 
Step 3:  Select “Create an OBG Username” 
 

 
 
Step 4:  Read Acknowledgement and mark “I agree”  
Step 5:  Select “Next” to continue  
 

 



Page | 4  
 

 

The Department of Administrative Services 
Equal Opportunity Division 
 
CREATING AN ACCOUNT: 
Step 6:  Select 1st option (Creating an account for a business with a Federal Employer Identification Number (FEIN) and 
select “Next” to continue; OR 
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The Department of Administrative Services 
Equal Opportunity Division 
 
CREATING AN ACCOUNT: 
Step 6:  Select 2nd option (Creating account for a sole proprietor for one or more businesses using a SSN) and 
select “Next” to continue 
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The Department of Administrative Services 
Equal Opportunity Division 
 
CREATING AN ACCOUNT: 
Step 7:  Enter company’s federal employer identification number and select “Next” to continue 
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The Department of Administrative Services 
Equal Opportunity Division  
 
CREATING AN ACCOUNT: 
Step 8:  Enter company’s legal name and select “Next” to continue 
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The Department of Administrative Services 
Equal Opportunity Division 
 
CREATING AN ACCOUNT: 
Step 9:    Complete all required fields which includes creating a user name and password 
Step 10:  Final Step in creating an account ~ Select “Create Account” at the bottom of the screen 
 

 
 
To further assist you in creating an account, an online tutorial is available to view on the following URL or contact EOD: 

http://business.ohio.gov/efiling/help/index.stm 
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The Department of Administrative Services 
Equal Opportunity Division 
 
CREATING MULTIPLE USERS FOR A BUSINESS ACCOUNT: 
 
The only person that can add multiple users to a business account is the person with administrator rights to the account 
(the person that created the account or a person that is registered as an administrator for the account). 
 
Step 1:  Select  Administration at the top of the home page 
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The Department of Administrative Services 
Equal Opportunity Division 
 
CREATING MULTIPLE USERS FOR A BUSINESS ACCOUNT: 
Step 2:  Select User Information 
Step 3:  Select Add User 
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The Department of Administrative Services 
Equal Opportunity Division 
 
CREATING MULTIPLE USERS FOR A BUSINESS ACCOUNT: 
Step 4:  Insert User information and select “Next” 
 

 



Page | 12  
 

The Department of Administrative Services 
Equal Opportunity Division 
 
CREATING MULTIPLE USERS FOR A BUSINESS ACCOUNT: 
Step 5:  Select access level ~ PLEASE READ ACCESS LEVELS PRIOR TO SELECTING AN OPTION ~ Select “Next” 
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The Department of Administrative Services 
Equal Opportunity Division 
 
CREATING MULTIPLE USERS FOR A BUSINESS ACCOUNT: 
Step 6:  FINAL STEP ~ Select Submit Button  ~ User has been successfully added 
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The Department of Administrative Services 
Equal Opportunity Division 
 
SUBMITTING A FORM: 
 
Helpful Hints: 
 

 Forms electronically filed will not be accessible to the Equal Opportunity Division until the following 
business day. 

 The website will close a form if you are on the system for a long period of time.  The system will automatically 
save the data entered up to the last screen that was fully completed on the form.  The form will placed in your 
Transactions in Progress view. 

 Do not select the back or forward button on the web browser (see below) while completing a form.  If you 
want to go to a previous page, select the “BACK” button at the bottom of the screen. You must select the “Next” 
button to continue to next screen. 

 
 A form can be save and closed at anytime even though the form is not complete. Step 1:  Select “Save and Exit” 

Button at the bottom of the screen (see below). The form can be access by selecting the form under 
“Transactions in Progress” (Home Page). 
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The Department of Administrative Services 
Equal Opportunity Division 
 
SUBMITTING A FORM: 
 
Helpful Hints: 

 Accessing saved forms ~ Step 1:  Go to Transactions in Progress on Home page.   
Step 2:  To edit, complete and submit form ~ Select Resume button by the form name. 
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The Department of Administrative Services 
Equal Opportunity Division 
 
SUBMITTING A FORM: 
 
Helpful Hints: 

 Asterisks (*) equals required fields 

 Selecting     (Help bubbles) will provide additional instructions.  Double click on   and a window will 
appear with a helpful hint. 
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The Department of Administrative Services 
Equal Opportunity Division 
 
SELECTING AND COMPLETING A FORM: 
Step 1:  Once an account has been created:  Log In ~ insert the user name and password that was created on the Ohio 
Business Gateway webpage.  DO NOT ENTER THE USERNAME AND PASSWORD PREVIOUSLY PROVIDED BY 
THE EQUAL OPPORTUNITY DIVISION. 

 
 
Step 2:  Select Service:  Select Equal Opportunity Division from drop down box 
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The Department of Administrative Services 
Equal Opportunity Division 
 
SELECTING AND COMPLETING A FORM: 
Step 3:  Select Form 

 
 
Step 4:  Complete all fields on form and select “Accept Data” on the Summary Page (last screen for the form). 
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The Department of Administrative Services 
Equal Opportunity Division 
 
SUBMITTING A FORM: 
 

EOD WILL NOT RECEIVE COMPLETED FORMS UNLESS 
THE FORM IS 

SUCCESSFULLY “CHECKED OUT” 

 
 
Step 1: Home Page - Select “Checkout (File and Pay)” ~ There is NO FEE for submitting EOD’s forms 
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The Department of Administrative Services 
Equal Opportunity Division 
 
SUBMITTING A FORM: 
Step 2:  Select “Yes” next to the form that you are checking out 
Step 3:  Select “Continue” to advance to next screen 
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The Department of Administrative Services 
Equal Opportunity Division 
 
SUBMITTING A FORM: 
Step 4:  Mark acknowledgement box 
Step 5:  FINAL STEP ~ Select “Confirm Transactions”  ~ Note: Total equals $0.00 (NO FEE REQUIRED)  
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The Department of Administrative Services 
Equal Opportunity Division 
 
SUBMITTING A FORM: 
 
CONFIRMATION SCREEN:  YOU HAVE SUCCESSFULLY SUBMITTED YOUR FORM TO EOD ~ Print page for 
records 
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The Department of Administrative Services 
Equal Opportunity Division 
 
 
 
 
 
 
 
 

 
 
 

For further assistance you can contact EOD at 614.466.8380 or 
view online tutorials at the following website: 
http://business.ohio.gov/efiling/help/index.stm 


