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Introduction 
The Education Provider Portal is an application designed to help Education Providers record and manage 
course credit information for Ohio’s insurance agents. All information received through the Education 
Provider Portal is instantaneously downloaded into an agent’s licensing record and transcript.  

Before you can begin using the portal however, there are some steps that must be taken to prepare you for 
using the portal. These steps include: 

Step #1:  Creating an ODI Gateway account. This provides access to the Education Provider application 

Step #2:  Log into the Gateway and associate yourself. 

Step #3:  You’re ready to begin using the portal to upload and manage schedule and roster information! 
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Step 1 – Creating an ODI Gateway Account 
 

Purpose: Step-by-step instructions on how to create a new ODI Gateway account. 

Note: This process applies to accounts for applications that use the ODI 
Gateway. Gateway location: https://gateway.insurance.ohio.gov 

Note: ODI takes our responsibility to safeguard user data seriously. As such, 
ODI reserves the right to verify information submitted and, if the account 
is for business purposes, verify that the requestor is authorized to 
perform the functions inherent to the application access being requested.  
This is true for initial account requests and/or upgrade requests. 

Step 1: Open a browser and navigate to the Gateway location. The screen 
should look like Figure 1 below. 

Step 2: Using your mouse, click on the button to create an account; located in 
Figure 1 by the red outline. 

Notes: The red outlines will not appear on your screen. Also, the account 
information shown is not for a valid Gateway account. You must enter 
information specific to your situation when requesting an account. 

 

Figure 1: 

 

https://gateway.insurance.ohio.gov/
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Step 3: The screen on the next page (Figure 2) explains some of the measures 
ODI takes to safeguard data and how we may use that data. Figure 2 is 
only a partial image of this screen. You must agree to the information on 
this screen or you will not be able to proceed. 

Click the “I Agree” button at the bottom to continue. 

 

Figure 2: 

 
Step 4: On the following page, you will be asked to select the application to 

which you are requesting access. (If you already have a Gateway 
account, you are in the wrong place. Please read the document on 
requesting additional application access.) Figure 3 shows the list of 
applications with one already selected. Keep in mind the list of available 
applications can change over time. 
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Figure 3: 

 

Step 5: The next screen (Figure 4) explains that you must only create an account for 
yourself to use and the rules that govern your use of this account. It also states 
that ODI may terminate an account without notice should these rules not be 
followed.  ODI takes very seriously our commitment to securing the data you 
provide to us as well as the information we may collect from citizens of Ohio. 
Adhering to these rules is one way we maintain security. If you have any 
questions about the rules in Figure 4, please contact ODI. Click the checkbox 
affirming that you agree to follow these rules. 

 

Figure 4: 
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Step 6: Please enter all required fields on the Personal Information screen 
(Figure 5). Access to some applications may require more detailed 
information than access to other applications. At the bottom, enter the 
letters and/or numbers to verify you are human, the click the Continue 
button. 

 

Figure 5: 

 

Step 7: The screen will now display a confirmation message (Figure 6) and you 
will receive an email at the email address you entered (Figure 7). If the 
application you requested access to requires review by an ODI 
employee, you will not receive the confirmation email immediately. If you 
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do not receive the confirmation email within 48 hours, please check your 
spam filter and (if a business) ask your IT department if the email could 
have been stopped before it was delivered to you. If you still can’t find 
the email, please contact ODI at GatewayAdmin@insurance.ohio.gov, 
citing the confirmation number. 

 

 

 

Figure 6: 

 

 

 

Figure 7: 

 

 

Step 8: Please click the link in the confirmation email. You will now create your 
password. Follow the steps in the next three images (Figures 8, 9 and 10). 

 

mailto:GatewayAdmin@insurance.ohio.gov
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Figure 8: 

 

 

 

Figure 9: 
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Step 2: Log into the Gateway and Associate Yourself 
Once your gateway account is established, the next step for a Provider Official is to associate themselves (and 
your gateway account) with the Education Provider by making a Gateway association request.  

Creating a Gateway Association Request 
To make a request 

You may click the link at the end of creating your Gateway account to access the Gateway page, or type in the 
URL: https://gateway.insurance.ohio.gov 

 

Figure 10: 

 

Finished! You have now successfully created your Gateway account. Your 
username is displayed on the screen (Figure 11), and your password is 
what you entered in the previous step. 

 

Figure 11: 

 

Additional information regarding the process of adding other users to the provider’s account may be 

found starting on page 46 of this handbook under Sub-Account User Rules.  Please note that 
sharing user names and passwords are against Departmental security policy.  Each 
individual accessing the Ohio Education Provider Portal MUST have his/her own user name and 
password.  
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 Click the link to view into the 
Gateway page 

   Enter your User Name 

   Enter your password 

  Click the Sign In button 
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The Ohio Department of Insurance Information System (ODIIS) displays all application links available to you. 

 
 

When the “Licensing Education Provider Portal” link is clicked, ODIIS displays the “Account Not Associated” 
web page. 

 

 

Click the link to log into the 
Education Provider Portal 

Enter your Education Provider 
ODIIS id and click the OK button 
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ODIIS refreshes the web page and displays a “Providers” page that lists the association request you have 
made. 

 
When you request an association with an Education Provider, a notification of the request is sent to ODI. 
When ODI approves your request an email notification is sent to you letting you know that you are now 
associated with the provider. The Provider Official cannot proceed past this point until the request has been 
approved by ODI.  NOTE: If the Department does not have you listed as the provider official, you will not be 
able to associate yourself with the provider. 

 

Your association 
request is displayed 

 

Click the Delete icon to withdraw 
your association request 

Click the link to take you to the 
Gateway login page 
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When you return to the Gateway and login, your Providers page now displays your Provider name in the 
“Affiliated Providers” section 

  

Providers Page Legend 

 
Unaffiliate your account with this 
provider 

 
Subaccount Management – associate 
others with this education provider 
account 

 
Show Courses – displays courses offered 
by this education provider 

 Add Education Providers – adds 
education providers to your association 
list 

 

Click the “Show Courses” button to 
view all the Providers Courses 
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Step 3: Upload and Manage Schedules and Rosters 
Now that your gateway account is established and your education provider association request approved, you 
are ready to begin entering schedules and rosters.  

 

Click the “Show Courses” button to 
view all the Providers Courses 
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Provider Courses 
The Provider Courses page includes two main sections: 

1. Education Provider Summary information:  basic information about the provider (ODIIS ID, Federal EIN, 
Name, and Education Type). This information is for display only and is not editable. 

2. Provider Courses: a list of the active courses offered by this provider. 
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Provider Courses Information 
The Provider Courses section displays general information about each course: 

 

 

 

 

 

 

 

 

 

 

 

 

 

Column Name Description 
Provider Course ID - a unique identifier for courses offered by this provider (a combination of 

the course id and the provider id) 

Course Name - the name given to the course 

Category - The category of the course (general, ethics, etc.) 

Method - The method of course instruction (classroom, self-study, etc.) 

Status - The status of the course (active, inactive, etc.) 

Effective Date - the date on which the course status began 

Hours - the number of hours earned when completing this course 

Expiration Date - the date on which the course becomes inactive 
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Provider Courses Page Legend 

 Displays the first page of information 

 Displays the previous page of 
information 

 
Page display indicator (page one of one 
page) 

 Displays next page of information 

 Displays last page of information 

 
Number of courses displayed per page 

 
View course schedules for this course 

 
View course rosters for this course 

 

Entering New Course Schedules 

 
 

Click the “Schedule” icon to view 
schedule information for this course 
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Provider Course Schedules 
The Provider Course Schedules page houses three main sections: 

1. Provider Course Detail – includes detail information about the course 

2. Provider Course Schedule Search Criteria – provides a list of criteria you may use to search for a 
specific course schedule 

3. Provider Course Schedules – displays the search results. If no search criteria are used, all schedules for 
this course are displayed. 
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Provider Course Detail 
The Provider Course Detail section lists the Provider Course ID for the selected course schedule and the 
Course Name. These are not editable fields.  

 
 

 

Provider Course Schedule Search Criteria 
The Provider Course Schedule Search Criteria provides a mechanism to search for a specific schedule by using 
a combination of search criteria.  

In the example shown below, the search criteria searches for a date range, city, and zip code. Because of the 
search criteria used, the results displayed are narrowed to a single course schedule.  

 

Click here to return to the “Schedule” list 
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Provider Course Schedules Display 
The Provider Course Schedules display lists all the schedules that match the search criteria entered.  

 
This section of the page includes schedule information such as: 

• Start Date of the schedule 

• Completion Date of the schedule 

• Start Time of the schedule 

• End Time of the schedule 

• The date the schedule was Received 

• The location of the course schedule 

Provider Courses Schedules Page Legend 

 
Opens the Edit Provider Course popup 
window 

 Deletes a Provider Course Schedule. A 
course schedule must not have a roster 
attached to it to be deleted 

 Opens the “Add Provider Course 
Schedule” popup window 
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Adding a Course Schedule 

 

When you click  ODIIS displays the Edit Provider Course Schedule popup window. 

 

Click here to add a course schedule 

Red asterisk indicates a required field 

Click here to save the course schedule 
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Enter Course Schedule Information 

• Click the Schedule icon for the course you want to add a schedule. ODIIS displays the Add Provider 
Course Schedule popup window. 

 
• Enter the Start Date of the schedule. ODIIS inserts this same date into the Compl. Date field. 

• ODIIS defaults the Completion Date field to be the same as the Start Date, but you may change this 
date if the schedule required it. 

• Enter the Start Time of the course. 

• Enter the End Time of the course. 

• Enter the location (address) of the course 

• Enter the City in which the course is held. 

• ODIIS defaults to the State of Ohio, but you may select another state if required. 

• Enter the zip code of the location of the course. 

• You may enter a comment about the course, although this is not a required field. 

• When all the information has been entered, click the Save button. ODIIS saves the information, closes 
the popup window, and displays the row of course information in the Provider Course Schedules 
section of the Provider Course Schedules page: 
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Entering Course Rosters 

 
 

ODIIS displays the Provider Course Rosters page: 

 

Click the Roster icon to add a course roster 
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Provider Course Roster Page 
The Provider Course Roster page includes three main sections: 

1. Provider Course Detail – includes detail information about the course 

2. Provider Course Roster Search Criteria – provides a list of criteria you may use to search for a specific 
course roster 

3. Provider Course Rosters – displays the search results. If no search criteria are used, all schedules for 
this course are displayed. 
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Provider Course Detail 
The Provider Course Detail section lists the Provider Course ID for the selected course schedule and the 
Course Name. These are not editable fields.  

 
 

 

Provider Course Roster Search Criteria 
The Provider Course roster Search Criteria provides a mechanism to search for a specific roster by process 
date range or completion date range.  

In the example shown below, the search criteria searches for a completion date range.  

 

Click here to return to the “Schedule” list 
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Provider Course Rosters Display 
The Provider Course Rosters display lists all the rosters that match the search criteria entered.  

 

Provider Courses Rosters Page Legend 

 
Opens the Edit Provider Course Roster 
popup window 

 
Opens the Provider Course Roster page 

 Deletes a Provider Course Roster. Only 
rosters with no people associated to 
them may be deleted. 

 Opens the “Select Roster Schedule” 
popup window 
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Adding a Course Roster 

 

When you click  ODIIS displays the Select Roster Schedule popup window. 

 

Click here to add a course roster 

Click the action arrow for the schedule 
you want to add a roster to 



Ed. Provider Portal 2016 
 

31 of 62 User Guide 
 

ODIIS displays the Add Provider Course Roster popup window. 

 
 

When the schedule has been selected and saved, ODIIS displays the Provider Course Roster page. 

 

Returns you to the “Select Roster 
Schedule” popup window 

Click to create this roster 
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Provider Course Roster Page 
You may enter individuals to a roster, or upload an entire roster file from the Provider Course Roster page. 

 

Provider Course Roster Page Legend 

 Displays the Roster Member search 
window 

 
Displays a search window in which to 
add the file to upload 

 Submits the selected roster file 

 

 

Returns to the Provider 
Courses page 

Returns to the Provider 
Course Rosters page 
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Entering Individual Roster Members 

You may enter a single individual to a roster by clicking : 

 

When  is clicked, ODIIS displays the “Associate individual to Roster” search window. 

Click to add a single 
individual to a roster 
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Enter the NPN or name and click here 
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When  is clicked, ODIIS searches for a match. All matching names/NPN’s are listed in 
the search results section. 

 

Check to indicate the individual was 
an instructor for the course 

Edit credit hours earned 

Click to select the individual you 
want to add to a roster 
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Managing a Provider Course Roster 

When individuals are added to the roster one at a time using , ODIIS displays them in 
the Roster Member section of the Provider Course Roster page. 

 

Provider Course Roster Page Legend 

 Displays the Roster Member search 
window 

 
Opens the Roster Member popup 
window to edit credit hours and/or 
Instructor flag 

 Removes the individual from the roster 

 
Displays a search window in which to 
add the file to upload 

 Submits the selected roster file 

 



Ed. Provider Portal 2016 
 

37 of 62 User Guide 
 

Provider Roster Member Rules 

• Selecting the “Instructor” checkbox doubles the number of credit hours issued to the individual. You 
do not need to edit the credit hours for instructors; ODIIS will do that for you. 

• You may have more than one instructor per roster 

• You cannot edit credits hours to be more than the total course hours. 

• You may enter fewer credit hours than the course total. 

• Once a roster has been submitted, it cannot be edited. 

• To delete a roster member from a submitted file, send an email to the Department at 
educprovider@insurance.ohio.gov.  

Creating a Roster File 
You may upload multiple roster members by creating a roster file, and uploading the file to ODIIS.  

Roster File Rules 
A roster file must adhere to the following guidelines: 

• It must be a CSV (comma separated value) file, or a “tab delimited” file 

• Each column of information must be formatted as a “Text” column. This allows “0” to be part of the 
NPN number. 

• Instructor flag: 1=Yes, 0=No 

• Each of these file types may be created from an Excel spreadsheet and saved as a CSV or Text (Tab 
delimited) file 

• Give your file a name that is easily recognizable by you to identify the course and schedule associated 
with it. 

• The file does not need a header row, although it will load successfully if one is included 

 

mailto:educprovider@insurance.ohio.gov
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Uploading a Roster File 
You may enter multiple individuals into a roster by uploading an entire roster file: 

 
 

 

When  is clicked, ODIIS displays an Add Document popup window: 

 

Click to upload a roster file 

Click the link to search for the 
file to upload 
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ODIIS displays a “Choose File to Upload” window: 

 
 

 

 

ODIIS displays the selected file in the Add Document popup window 

 

 Highlight the file you want to 
upload and click Open 

Click the Upload button to 
upload the selected file 
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ODIIS uploads the roster file and displays any errors that occurred during the upload process. In the example 
below, you can see a list of roster members uploaded to the roster, however, the “Add Document” popup 
window displays that a few errors were encountered.  

 

• To add additional individuals to a submitted roster, submit a new roster (individually or as an entire 
roster) for the same course and date. 

• To delete credits from a submitted roster, send an email containing the name, NPN, and course ID to 
the Department at educprovider@insurance.ohio.gov.  

  

Rosters with icons in the Action column have NOT been submitted! You may still add and 
delete roster members from this roster. Once a roster has been submitted, you can no 
longer add or delete roster members to it.  

Click to view the import errors 

Click to close the popup 

mailto:educprovider@insurance.ohio.gov
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Provider Course Roster Page Legend 

 Displays the Roster Member search window 

 
Opens the Roster Member popup window to edit credit 
hours and/or Instructor flag 

 Removes the individual from the roster 

 
Displays a search window in which to add the file to 
upload 

 Submits the selected roster file 

Roster Error Messages 
When uploading a roster file, the upload process may encounter errors.  

 

Click to view the import errors 



Ed. Provider Portal 2016 
 

42 of 62 User Guide 
 

Certain import errors may prevent roster members from being included in the roster upload process. In the 
example below, the following rows of the roster file contained errors:  

 

Row 1: The header row of the file. This does not prevent the roster from being 
uploaded, however, this row was “ignored” during the upload process 

Rows 7, 8 and 11: were ignored during the upload process because the name, NPN, or course 
hours did not match information in ODIIS (in this case the NPN’s were incorrect 
for each individual) 
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Submitting a Roster 
Once a roster is submitted, you cannot add or delete members from the roster file. You may add roster 
members individually, but the roster file is no long editable. 

 
 

When you click  ODIIS checks to make sure this is what you want to do: 

 
 

Click to submit the roster 

Click to submit the roster 
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Once the roster is submitted, edit and delete options are no longer available. 

 
 

Click to view the roster confirmation 
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Roster Confirmation of Credits 

When you click , ODIIS displays the Ohio Confirmation of Credits Submitted report. 
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Steps to Activating a Sub-Account User 
To create a Gateway account, sub-account users must follow three steps: 

Step #1:  Obtain a Gateway account. This provides access to the Education Provider application 

Step #2:  Give your Provider Official the user name assigned to you for the Gateway account, normally this 
looks something like: firstname.lastname@odi (john.smith@odi). 

Step #3:  Have your Provider Official log into the Education Provider Portal and add you as a sub-account user 
for the appropriate Provider(s). 

  Before beginning step one, review the rules for Provider Officials and Sub-Account users. 

Provider Official Rules  
Provider Officials are the main contact person for the Provider and are subject to the following guidelines: 

• Each Education Provider may have only one active Provider Official at any one time.  

• The Provider Official is the main contact person for the provider, and is responsible for managing 
business information between the provider and the Department.  

• The Provider Official may appoint multiple sub-account users.  

• Only Provider Officials may create sub-accounts.  

o It is the Provider Official’s responsibility to manage sub-account user information, making 
sure they are following all the guidelines for entering course schedules and rosters, and 
keeping sub-account user information up-to-date. 

Sub-Account User Rules  
• Sub-Account users must create a Gateway Account before a Provider official can add them as a sub-

account user. 

• Sub-Account users may be Third Party vendors to the Provider, however, the Provider is ultimately 
responsible for the actions and activity of the Third Party vendor when they are performing 
transactions as a Sub-Account user to the Provider. 

o Each person functioning under the Third Party vendor’s contract must have their own 
gateway account and Sub-Account approval from the Provider Official. 

mailto:firstname.lastname@odi
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Adding a Sub-Account User 
The Sub-Account User must have a Gateway Account. Refer to Step 1 – Obtain a Gateway Account on page 6 
of this document to set up a Gateway account for the sub-account user. 

Once the sub-account user has their gateway account established the next step is to have the Provider Official 
add them as a Sub-Account user to the provider’s account list.  

 

Provider Official: enter User Name 

Enter your Password 

Click the Sign In button 
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The Ohio Department of Insurance Information System (ODIIS) displays all application links available to you. 

 
Now that the Provider Official is logged into the Education Provider Portal, he/she may add a sub-account 
user using the “Subaccount Management” icon: 

 

 

    Click the Subaccount 
Management icon 

Click the link to log into the 
Education Provider Portal 
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The sub-account name entered must match exactly the gateway account name displayed in the email when 
the gateway account was created. 

    Enter the name matching the 
Gateway account 

    Click the “Add Sub-Account button 
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The new sub-account is listed in the “Provider Accounts” section of the page: 
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Deleting Sub-Account Users 
You may remove a sub-account user from the Provider Accounts list by clicking the “Remove Provider User 
Access” icon. 

 
The system displays the “Add Provider Sub-Account” popup window. 

 

    Click to remove a sub-
account user from the list 

    Click the Subaccount 
Management icon 
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When the “Remove Provider User Access” icon is clicked, a “Please Confirm” dialog window is displayed: 

 
 

    Click Yes, to remove the sub-account user, 
or No, to close the “Please Confirm” dialog 
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Logging in as a Sub-Account User 
 

 
The Gateway Portal Page is displayed listing the application(s) associated with the Gateway User Name and 
Password. 

 

    Enter the Gateway User Name 

    Enter Password 

    Click Sign In 

Click the Licensing Education 
Provider Portal link 
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When the Licensing Education Provider Portal link is clicked, the system displays the “My Providers” page, 
listing all the providers this sub-account user has permission to access. 

 
 

 

Click the Action icon to view courses 
and enter schedules and rosters 
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Addendum A:  EPAY Instructions for CE Providers 
It is not mandatory to pay your invoices online.  Paper checks/money orders are acceptable. 

If paying by check/money order please make payable to: “State of Ohio Treasurer” 

Steps necessary to view Invoice and set-up E-Pay Account: 
1. Go to Gateway location: https://gateway.insurance.ohio.gov 

2. Open a browser and log in as you normally would. The screen should look like Figure 1 below. Click 

the link as shown in Figure 1.  (Note: the red outlines will not appear on your screen.) 

 
3. Find application titled “Fiscal EPAY”, check it (Shown highlighted in yellow) and click continue button. 

 

https://gateway.insurance.ohio.gov/
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4. An additional information box will appear.  Enter information that would be helpful for ODI when 

evaluating access approval. Click the save button to submit your request. 

5.  The below figure shows the message you will receive after submitting your request. Any 

accounts that do not need additional approval will be in your list of applications after you log in. 

You should receive an approval or denial within forty-eight (48) hours for any application request 

requiring additional approval. Click the OK button.  

 
6. After ODI reviews your application access request you will receive an email indicating approval or 

denial of your request. 

7.  All applications you have been granted access to will show under “Applications” on your account. 

8.  Once your provider name appears in the “Payer Affiliation” box, select the icon that is a piece of 

paper with a magnifying glass over it to view your provider’s invoices. 

9. Once the invoice list is displayed, click on the blue magnifying glass to view that invoice. 

10. If you wish to pay your invoice online via Electronic Check or Credit Card, check the box under the 

payment section titled “Pay This Invoice” and follow the prompts from there. 

Contact Information: 
• Questions regarding paying invoices and/or establishing an E-Pay account, please contact Fiscal at 

614-644-3266 or 614-752-0720. 
• Questions regarding specific charges on invoice, please contact Licensing at 614-728-5860 or 

EducProvider@insurance.ohio.gov.   

mailto:EducProvider@insurance.ohio.gov
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Addendum B:  Resetting an ODI Gateway Account Username 
 

Note: This process applies to accounts that use the ODI Gateway to access 
applications. Gateway location: https://gateway.insurance.ohio.gov 

Step 1: Open a browser and navigate to the Gateway location. The screen 
should look like Figure 1 below. 

Step 2: Using your mouse, click on the link to recover your username; located in 
Figure 1 by the red outline. 

Note: The red outlines will not appear on your screen. 

 

Figure 1: 

 

Step 3: The screen in Figure 2 will allow you to select from a few options.  Select 
the option to recover your username (it should already be selected for 
you). Follow the steps as defined in Figure 2. 

https://gateway.insurance.ohio.gov/
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Figure 2: 

 

Step 4: Verify you are a human by entering the letters and/or numbers from the 
image, then click to continue. (See Figure 3.) 

 

Figure 3: 

 

Finished! Your username has been emailed to you. You can click the login link to 
log into the ODI Gateway! 

Contact: If you need further assistance, please contact 
GatewayAdmin@insurance.ohio.gov 

mailto:GatewayAdmin@insurance.ohio.gov
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Addendum C:  Resetting an ODI Gateway Account Password 
ODI will requires a password change every ninety (90) days. 

Gateway location: https://gateway.insurance.ohio.gov 

Step 1: Open a browser and navigate to the Gateway location. The screen   
should look like Figure 1 below. 

Step 2: Using your mouse, click on the link to reset your password; located in 
Figure 1 by the red outline. 

Note: The red outlines will not appear on your screen. 

 

Figure 1: 

 

Step 3: The screen in Figure 2 will allow you to select from a few options.  Select 
the option to reset your password (it should already be selected for you). 
Follow the steps as defined in Figure 2. 

https://gateway.insurance.ohio.gov/
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Figure 2: 

 

Step 4: Verify you are a human by entering the letters and/or numbers from the 
image, then click to continue. (See Figure 3.) 

 

Figure 3: 

 

Step 5a: Enter the answer to the security question that is displayed in Figure 4. If 
you provided multiple security questions when you set up your account, 
you can click the link that is displayed to change the question that needs 
to be answered. (If you only have one question specified, you will be 
given the option to add more the next time you log in.) 
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Figure 4: 

 

Step 5b: Enter the new password. As you meet the listed criteria, the icon will 
change to a checkmark to show that portion has been met (as shown in 
Figure 5). Please note that the only special characters allowed are listed 
– and you MUST include one in your password. 

 

Figure 5: 

 

Step 5b, 
cont.: 

Similarly, when you confirm your password, the message will indicate if 
you have entered your new password a second time exactly as you did 
the first. Click the “Update Password” button when finished. See Figure 6 
for an example. 
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Figure 6: 

 

Finished! Your password has been changed and you can now click the login link to 
log into the ODI Gateway! 

 

Figure 7: 

 

Contact: If you need further assistance, please contact 
GatewayAdmin@insurance.ohio.gov 

mailto:GatewayAdmin@insurance.ohio.gov
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