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External Users/Customers: Access EALS & Submit an Online Lead Monthly Summary Report

e Enter User ID & Password at http://odhlogin.sso.odh.ohio.gov/esso/sighon

e Once you have logged on to the system, select EnvLicense External

e Select the [Search] button to view a list of Lead monthly summary reports previously submitted
o Select [New Summary] to enter & submit a new Lead monthly summary report
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e Once you select [New Summary] the screen below will appear. Enter a Summary Month which is
the first day of the month entered as a date — mm/dd/yy.

e Select [Save Record]
e If you have performed any activity for the month entered, select [Add a summary detail report]

e Enter information in the Address, City & Zip fields.

e Answer two questions with dropdown menu responses.
0 Was constructed before 19507 - Yes/No/Do Not Know
O Was a lead hazard found? - Yes/No
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e Select List of activities to add to the report by selecting activities in the dropdown menu. As you
select an activity, it will appear in the list (and can be deleted if necessary)

e Select List of reasons for activity to add to the report by selecting reasons in the dropdown menu.
As you select a reason, it will appear in the list (and can be deleted if necessary).

e Select [Save detail record] button

e Select [Print] button to print a paper copy or save an electronic PDF file of the summary report.
e Select other buttons to perform other functions, Home to return to the initial screen of the system,

or Logout to log out of the system.
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