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2013 EIDC USER GUIDE 
 
The Enhanced Information Dissemination and Collection (EIDC) electronic reporting system is to be used by all NATCEP 
providers per Ohio Administrative Code rule 3701-18-06.1, Paragraphs B, D and G. EIDC is used to report program 
demographic changes; personnel, clinical site and classroom site changes and/or updates; to add, modify or cancel 
schedules and trainee information; to edit topic hours; and to upload and send any required documentation. There is no 
fee for using EIDC. 
 
To submit a request for account access, please to to 
http://publicapps.odh.ohio.gov/eid/UserAccountRequest/UserAccountRequest.aspx. You will need a valid email address 
and your program’s approval number (365xxxx) for this request. A username and temporary password will be emailed to 
you.  

 
To access EIDC system, go to https://odhgateway.odh.ohio.gov.  Type in your username and password, then click on 
“Login.” For new users, you will need to change your password at this time. 
 
Options if you have forgotten or lost your username and/or password:  

1) Click on the “I forgot my password” link,  
2) Submit an online request a 
http://publicapps.odh.ohio.gov/eid/UserAccountRequest/UserAccountRequest.aspx and click box for “Reset 
Password,” or  
3) Call the EIDC Help Desk at 614-995-4263.  

 
If unable to retrieve your username or reset your password using one of these options, please call the NATCEP Unit at 
614-466-1262. 
 

 

 

 

 

 

http://publicapps.odh.ohio.gov/eid/UserAccountRequest/UserAccountRequest.aspx
https://odhgateway.odh.ohio.gov/
http://publicapps.odh.ohio.gov/eid/UserAccountRequest/UserAccountRequest.aspx
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Click on “Health Care Provider Online Business Processing.” 
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Click on “Update Information”  (left side of page under Home) and then on your program name (if more than one). If 
you are a facility-based program (nursing home), you may have options for the nursing home and for the NATCEP. 
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This is the main screen. Note the different tabs that start on the left side. 

Demographics Tab: Use this area to make any demographic changes. Click “Edit” next to the area you want to change 
and enter the information. If changing “Curriculum Used” click on the dropdown box and make selection. When all 
changes are complete, click “Update.”  
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Personnel Tab: Use this area to resign/remove, edit or add program personnel.   

Click “Resign” to remove anyone who is no longer with your program.  

Click “Edit” to make any changes to a person’s information. ***Please be sure to update RN/LPN license expiration 
dates! 

To add new personnel, click “Add to List.”  ***If adding a new Program Coordinator, you must resign the current 
coordinator first. 
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Type in the individual’s RN or LPN number using the following format: RN000000. Do not use a hyphen or put a space 
between RN/PN and the number.   

Click “Search.” 
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Enter the appropriate information.   

For documentation, please submit the person’s résumé, Train-the-Trainer certificate, letters of employment verification, 
evidence of having taught in a NATCEP within the previous 24 months if TTT certificate is more than 2 years old, and 
license verification.  These items can be scanned, uploaded and attached to your request or you can fax them to 614-
564-2596.   

Click “Update.”  

 

 

When you get back to the main Personnel screen, click “Update, “ then type in your name and click “Confirm Update(s)” 
to submit the request. 
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Clinical Sites tab: Use this area to end clinical sites you are no longer using (click “End Service”) or to add a new facility 
as a clinical site (click “Add to List”).  
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Enter either the facility’s Medicare Number if known (either a 365xxx or 366xxx number) or the facility name.    

Click “Search.”   
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Click “Add” next to the facility name. 
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Enter a proposed start date. 

Click “Save.”   

 

 

 

When you get back to the main Clinical Sites screen, click “Update,” then type in your name, and click “Confirm 
Update(s).”   

****Be sure to submit a copy of the signed and dated clinical site agreement. This can be scanned, uploaded and 
submitted online or faxed to 614-564-2596. 
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Classroom Sites Tab: Use this area to add or remove classroom sites and to add, modify or cancel schedules.  

If you are no longer using a classroom, click “End Service” next to that classroom name. Classroom will then be 
highlighted in pink. Click “Update,” then type in your name and click “Confirm Update(s).”  
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To Add a Schedule:  Click on the name of the classroom (see previous slide) and then click on “Add Multiple Dates” (see 
slide below). 
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Date Range: Enter the first date of the schedule and the last date of the schedule 
          Click in the boxes next to the days of the week you generally will be having class 
 
Beginning Time: Enter the time a class day will generally start; be sure to note “AM” or “PM” from the drop-down box. 
 
Ending Time: Enter the time a class day will generally end; be sure to note “AM” or “PM” from the drop-down box. 
 
Hours Per Day: Choose “Classroom” (you will edit schedule later and add/modify dates for clinical days) 
                             Enter the number of hours per day a class will generally be. Do not include breaks 
                             or meals. 
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Click “Create” 
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Click “Affirm” 
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To Edit the Schedule: Click “Remove Day” for any date not needed 
                                        Click on “Add a Single Date” to add any missing dates 
                                        Click on the day # in the 3rd column (i.e.: “#1”) to edit any date 
                                        Click in the box next to Uses Multiple Clinical Groups” if you have more than 1 
                    group of 8 trainees and different clinical days 
             Click “Save” when schedule is correct 
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To Add Faculty (must add to each schedule): Click on the black stick figure icon to the left of the schedule. 

 

 

 

NOTE: Do NOT enter a date in the box next to “End Date” (above “Schedule Range”) unless you are no longer using 
this classroom. 
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Click “Add PC,” “Add PI,” or “Add GL” as appropriate. 
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Click “Add” next to the appropriate faculty for the schedule. 
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Click “OK” 
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Click “Add” next to appropriate PI’s 

 

 

 

You will go through same process for GL’s (Guest Lecturer’s). 
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When finished adding faculty, click “Back to Classroom Details” 

 

 
 
If you have listed a faculty member for a class and he/she and ends up not teaching, please remove from the schedule 
by clicking “Resign” next to their name.  This will resign the person from the schedule, not from the entire program. 
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To Add Trainees: Click on the red, blue and green multi-stick figure icon to the left of the schedule. 
 
***NOTE: Trainees are to be added when submitting class schedules if possible. Trainees can be added later. All trainees 
for a class should be added within 48 hours after a class starts. 
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Click “Add a Trainee” 
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Enter the trainee’s information. All fields are required except for “Note.”  

Trainee information is uploaded to D&S only for testing pre-registration purposes. No trainee information is given out 
by ODH or D&S to any other party. All information is kept securely by ODH and D&S. 

If a trainee does not have an email address, please encourage them to get one (free through Yahoo, gmail and other 
email providers). Email is the primary communication tool used by D&S to advise of test date and test results. Advise 
trainees of this if they are reluctant to give out their email.   
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Click “Add Trainee” at the bottom of thepage. When finished entering all trainees, click “Back to Classroom Details.” 
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If the schedule is correct and all faculty and trainees have been added, click “Save.” 

 

 

 

 

NOTE: From this page, schedules can be modified if needed. Click on the schedule you need to modify and make the 
appropriate changes; submit as usual. Also, you will update trainee statuses by clicking on the trainee icon and then click 
on the trainee’s name. At the bottom, select the appropriate status and then update. 
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Click “Update” 
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If your schedule information is correct, you will see this screen. Affirm your submission by typing in your name and 
clicking “Confirm Update(s)” (you will see this screen with any type of submission you make). 

If your schedule is not correct, you will get a pop-up box indicating what needs to be corrected. 
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Topic Hours: To change your topic hours, enter the changes under the “New Classroom Hours” or “New Clinical Hours” 
columns. Do not leave any blanks even if the information is not changing. Click “Update.”   REMEMBER that your total 
hours cannot fall below 75. 

 

 

 

 



Updated 02/22/13 

Documentation: From this area, you can upload documentation to send to ODH NATCEP.  Documentation may include 
clinical site agreements and supporting documentation for personnel. 
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ADDITIONAL INFORMATION: 

 

         A yellow dot next to something means you have entered information but have not yet submitted it to ODH 
NATCEP.  

 

 

                         Two circling arrows means you have successfully submitted your information to ODH NATCEP but it has 
not yet been addressed. If you know that information was accepted/approved but are still seeing these arrows, please 
contact the NATCEP Unit to have them removed.  While these arrows are present, you cannot enter and submit new 
information. 

 

Remember that you have not submitted information to ODH NATCEP unless you have completed the screen that 
requires your name and you have clicked “Confirm Update(s).” 

 

EIDC can be very slow when trying to submit information. Please be patient. Other providers from other areas within 
ODH use this system as well which can slow things down. You may need to come back and try submitting again. Once 
you have entered information and saved it, it will stay there even if you log out before submitting. 


