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Driver Education and Training System (DETS)

Welcome to the Driver Education and Training System (DETS) instructor application user guide. This new
electronic application process is to be used by driver training enterprises and individuals for purposes of
applying for an instructor license or certification. There are some requirements that must be met to
successfully submit an application:

e Each user shall establish their own user account;
e The enterprise shall initiate the instructor application;
e Both the instructor and authorizing official shall sign off on the application

*Note - To sign off on the application, the emails provided in the system and application shall match the
username.
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Setting Up an Account through Identity Manager

This guide section is for those who do not have access to DETS. Each user will need their own account.
The following rules apply:

e You need a valid e-mail address. Your e-mail address will be your username.
e No two users may share the same e-mail address.
e Do not share your user account with anyone else.

Follow the guidelines below to register and create your account.

1. Click on the link http://jt-extweb/DETS/ to reach DETS home page
2. Select “Click Here” to set up a new user account.

OHIO Driver Training

Welcome to the Ohio Driver Education and Training System.

As of September 7, 2016 all users are required to create a new account.
Need to Create an Account{ Click here

Already have an Account?
Click here

The use of this application is specifically for driver training enterprises and individuals for the purposes of state licensing
and management of student certificates, licensed instructors and schools. Driver Training enterprises and individuals
may request and, upon approval, receive access to this application. Use of this application is monitored and user
accounts will be verified.

Privacy Policy

© 2017 - Ohio Department of Public Safety. Contact US: (614) 466-3524 DriverTraining@dps.ohio.gov
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http://jt-extweb/DETS/

ODPS Identity Manager

Single sign-on for the Ohio Department of Public Safety

& Registration

You are accessing the Test system. For Production, dlick here.

To get started, we will need to confirm your Email Address. You will be emailed
instructions to complete your registration.

Email Address

* Your Email Address must not be shared with other employees/individuals.
* You are personally responsible for all actions taken by this account.

Confirm Email Address

Please enter the text from the image below

_ Captcha

Not receiving an email? Click here

\ >

3. Enterin your email address and the ‘captcha’ as shown on your screen.
4. Click ‘Register

Thu 6/30/2016 9:33 AM

DoNotReply@dps.ohio.gov
Ohio Public Safety - Identity Manager

To  [1Wald, Valerie
You are recerving this email becavse someone attempted to use vour Email Address to create an Account with the Ohio Department of Public Safetv. Note: This hyperlnk will expire in 72 hours. Once 1t expires, vou
will need to register again.

Click or copy and paste the below hyperlmk to confirm vour account and complete your registration:
hitp:/jt-extweb/IdentityManager/Logm/ConfirmAccount urfpWzl a3 vke TiK vk TByloyfuaMol K qeqrQHNyTd 2As68ez] GC
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5. You will receive an e-mail to the address you provided. Check your inbox for the email. It will
look like the e-mail above. Click on the link to confirm your e-mail address and continue with the
registration process.

r

@ Confirm Account

‘You are accessing the Test system. For Production, click here.

Please complete the following form to register your account with the Ohio Department of Public Safety.

Email Address ohiodrivereducation0@gmail.com

= Your Email Address must not be shared with other employees/individuals.
= You are personally responsible for all actions taken by this account.

Password

Confirm Password

= Your password must be at least 8 characters.

= Your password must contain at least one number.

* Your password must contain at least one letter.

* Your password may contain only the following special characters: ! @ # $ %

Please select two different security questions that will be used if you need to reset your password.

#1 Question What was the make and model of your first car? v
#1 Answer

#2 Question What was your maternal grandfather's first name? v
#2 Answer

* =

6. Create a password and establish your security questions. Make sure to follow the directions in
the screen.
7. Click on “Register”

Note: Passwords are NOT managed by the Driver Training Program Office. If you forget your
password, please visit the login screen and select “Get Help!”
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Welcome to the Application Landing Page

OHIO Driver Training ~ #rome 2 Manage My Account

New Enterprise Application | Bxisting Enterprise Application | Reguest access to In-process Application (Pin necessary) | Request access to existing Enterprise
Instructor Application

Completed

Application Number Type Created By Created Date Edited By Edited Date Status  Pin

After successfully creating an Identity Manager account, you will return to the application landing page.
There are five options on this page:

New Enterprise Application- create and submit an application for new enterprises that are not currently
licensed

Existing Enterprise Application — create and submit an application for changing information, moving and
adding school(s), adding AO(s), and adding program(s)

Request Access to In-Process Application — allows for more than one person to complete an application
— partnerships, multiple AOs, etc. — requires application number and PIN to access

Request Access to existing Enterprise — process to access the data within a licensed enterprise — access
is restricted

Instructor Application — create and submit an application for new and already existing instructors,
change/update instructor information, add endorsements, renew outside of renewal period, etc.
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New Instructor Application

OHIO Driver Training  #ome

Note: Fields marked with * are required.

Application for New Instructor

Enterprise: * Test Enterprise
Purpose: * Select One
Q
Select One

New Instructor
Next

Add Licenses/Endorsement
Change Instructor Information

License Renewal

© 2018 - Ohio Department of Public Safety. Contact US: (614) 466-3524 DriverTraining@dps.ohio.gov

The enterprise for which the instructor will work will start the application. To begin the application
follow these steps:

1. Initiate Application -
a. Select the enterprise
b. Select the purpose of the application
c. Select ‘Next’
2. Application and Pin Number - An application and Pin number will be generated for the
application. This is to be shared only with the people completing the application.

OHIO Driver Training # Home

Your application is successfully saved.

The application number Is NI20180001 with pin K4a4KBpj

Any additional users needed to complete the application will need the application number and pin. Do you want to continue with the application?

Yes

Note* - to share access to the application go to page 15 to request access

® 2018 - Ohio Department of Public Safety. Contact US: (614) 466-3524  DriverTraining@d|
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3. Instructor Applicant Information - Complete the information for the applicant, including their
address.
a. Sections with a red * are required fields. You cannot proceed through the application
without completing these sections/fields.
b. *The email address entered in this field must match the username to access DETS for
the instructor to sign off on the application.

OHIO Driver Training ~ tone

Note: Fields marked with * are required.
Enterprise Information

Enterprise License#: 1472

Enterprise Name: Test Enterprise
Personal Information

Instructor License#:
(if previously licensed)
SSN: *

First Name: *
Middle Name:

Last Name: *

Suffix: Select One

Date of Birth: *

Gender: * Select One

© 2018 - Ohio Department of Public Safety. Contact US: (614) 466-3524 DriverTraining@dps.ohio.gov
ATE oU & Veteran, current member of & 7
spouse of a member of the armed forces?
Address
Select Country: USA

Address Line 1: *

Address Line 2:

City: *
State: * Ohio
County: * Adams County

Postal Code/Zip: *

Phone: *

Ema‘l:a @
Confirm Email: #

@© 2018 - Ohio Department of Public Safety. Contact US: (614) 466-3524 DriverTraining@dps.ohio.gov
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4. Instructor License Information - The instructor application shall include at least one type of
program for licensing.

OHIO Driver Training

# Home

Instructor License

Drivers License: *

Class: *

Drivers License Endorsements :

(May select more than 1 if applicable)

Drivers License Restrictions :
(selact at lesst 1)

Instructor Licenses :
(sellct at least 1)

Instructor Endorsements
(May select more than 1 if applicable)
Criminal Convictions: *

(Enter N/A i not applicable)

DT123456

D

* B - Corective Lenses

% Class D

Abbreviated Adult
Abbreviated Adult Online
CDLA

coLB

CDL Restricted

Disability Course

online

Traffic Citiations: *

(Enter N/A if not applicable)

© 2018 - Ohio Department of Public Safety. Contact US: (614) 466-3524 DriverTraining@dps.ohio.gov

5. Photo - Upload a photo for the instructor. Read and follow the requirements for the photo on
the screen.
a. Select Browse;
b. Locate and select the photo from the desktop/file;
¢. Upload the photo;
d. If cropping is needed, select crop.
e. If no cropping is needed, select next.

OHIO Driver Training  #ome

Instructor License  EECCTCMN  Attachment Payment

Note: Fields marked with * are required.

Below Photo Instructions need to be followed:
« Photo shall be a passport type photo.

« The file cannot be larger than 2mb.

« Photo shall be of the instructors uncovered head, full face, neck, shoulders, and with a solid background.
« The photo must be saved in jpeg format.

« The photo shall be sized as 750 X 750 pixels.

« Photo may be rejected for any object covering the face or head (sunglasses, hats, etc).

Instructor Photo

Photo:

File: e e Upload Crop Photo

Safety. Contact US: (614) 466-3524 DriverTraining@dps.ohlo.gov
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6. Attachments - applications require supporting documents. These documents need to be
uploaded directly in the system. Check with the Driver Training Program Office for requirements
or find the information on the website, drivertraining.ohio.gov.

a. Select the document type;

a. Browse for the document (read and follow directions on the screen for document
restrictions);

b. Select the document from the desktop/file; and select upload.

OHIO Driver Training  #reme
Instructor License Photo Payment

Note: Fields marked with * are required.

To complete your application, you are required to provide supporting documents. Your list of supporting documents are available at drivertraining.ohio.gov. Applications will be
marked incomplete if all supporting documents are not included. To upload documents:

« Make your selection of type;

» Upload the document and save before uploading another one;

« Documents can be only in PDF fermats;

* Up to 15 total documents can be uploaded;

= The file names being uploaded need to be different;

» Documents uploaded cannot be over 3MB in size each.

Upload Attachments

Attachment Type: * Select One
Q
File: * Select One ™ m
BMV abstract
Physical
Attachments DTI/CTI -Instructor test

BCI/FBI - Background check
No Attachments uploaded for this application.

Instructor training
Sexual harassment prevention 9 Next
Certificate of Completion

© 2018 - Ohio Department of Public Safety. Contact US: (614) 466-3524 DriverTraining@dps.ohio.gov
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iome

Instructor License Photo Attachment Payment

Note: Fields marked with * are required.

To complete your application, you are required to provide supporting documents. Your list of supporting documents are available at drivertraining.ohio.gov. Applications will be
marked incomplete if all supporting documents are not included. To upload documents:

» Make your selection of type;

» Upload the document and save before uploading another one;

« Documents can be only in PDF formats;

* Up to 15 total documents can be uploaded;

= The file names being uploaded need to be different;

= Documents uploaded cannot be over 3MB in size each.

Upload Attachments

Attachment Type: * Select One M

o T

Attachments
Attachment Type File Name
Physical 3720_Costech o

© 2018 - Chio Department of Public Safety. Contact US: (614) « 4 DriverTraining@dps.ohio.gov
Note* the document uploaded will appear in a list below the upload function

7. Payment — payments can be made using a check or money order or electronic payment. We
currently do not accept credit cards as a method of payment. If no fee is required, you may
continue past this screen. Keep the receipt for your records.

Training Ho

Instructor License Photo Attachment

Total Fees owed: $25.00

Name Type Fees(3) Fees Paid($) Balance Due($) Payment Method

Person, Test NewInstructor 25 0 25

Please select whether you will be paying by electronic check or by sending a check or money order.

O Check or Money Order
O Electronic Check(Electronic Check is not supported when using Internet Explorer on the Windows XP platform. Please upgrade Windows to a later version)

If paying by electronic check, after clicking the submit button below, you will be asked to fill in infermation regarding your checking account.
After submitting this infarmation sucessfully, you will be directed to the final page, which will allow you to view a record of your actions and receipt for your payment

fety. Contact
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8. Instructor applicant signature — the instructor applicant will need to log in and sign off on the
application before the authorizing official. Review all information to ensure accuracy before
signing off.

OHIO Driver Training  #tome
ey | e | Fiw | A | G

Instructor Certification Statement

1 hereby certify T am the applicant for a driver training instructor license or certification in accordance to the Ghio Administrative Code 4501-7 (CDL, Online, Class D, Disability); 4501-8
(Abbreviated Adult); 4501-21 (remedial); or 4501-54 (mature), whichever is applicable. I fully understand and will adhere to the applicable provisions of the Ohio Revised Code and the
Ohio Administrative Code. T certify the information in this application is true and complete. T understand any falsification of this document may be cause for rejection of this application
or revocation of any license issued hereunder. I certify I am in sound physical and mental health; I have no injury nor physical or mental impairment that may affect my ability to
manager, train, or drive; and T am not under the influence of or addicted to any drug or medicine that may affect my ability to drive or ta effectively and safely instruct students or
manager training. I further certify I will continue to instruct only as long as I continue to be physically and mentally capable of safely operating a motor vehicle and instructing
students. I certify T have had no criminal convictions within the past ten years that are not listed on this application

Name SignedOff By SignedOff Date

Person, Test

Emes

@© 2018 - Ohio Department of Public Safety. Contact US: (514) 466-3524 DriverTraining@dps.ohio.gov

9. AO/Sign Off - The authorizing official(s) is responsible for signing off on the application. The e-
mail address used to sign into DETS and the e-mail in DETS for the authorizing official(s) shall
match in order for the application to be signed off. Only one AO is required to sign off on the

application. Once signed, the application may be submitted.

Review Process — Driver Training will review all applications that have been submitted. Applications in
draft or incomplete status are not accessible by the Driver Training Program Office.
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Incomplete Applications — If the application requires additional items or review by the applicant or
enterprise, the application will be marked incomplete. The applicant may access the application and
review the comments in the Admin tab. The application may be re-submitted once the items or
clarification on information have been remedied.

OHIO Driver Training  #eme

Instructor License Photo Attachment Payment Instructor Signoff AOQ Signoff

Admin Notes
Status: Incomplete
Admin Notes: BCI/FBI background check needed

@ 2018 - Ohio Department of Public Safety. Contact US: (614) 466-3524 DriverTraining@dps.ohio.gov
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Application Statuses

OHIO Driver Training  Areme
New Enterprise Application Existing Enterprise Application Request access to In-process Application (Pin necessary)

GEIpEEL

Application Number Type Created By Created Date Edited By Edited Date, Status Pin
LR20170002 NewInstructor  drivertraining@dps.ohio.gov ~ 8/1/2017 Draft Ea32QbP1
NI20170010 NewlInstructor drivertraining@dps.ohio.gov ~ 8/1/2017 drivertraining@dps.ohio.gov ~ 8/1/2017 Draft yb2BOzUB
NI20170054 NewInstructor  drivertraining@dps.ohio.gov ~ 9/21/2017 drivertraining@dps.chic.gov ~ 9/21/2017 Draft 45nWOjzH
NI20170085 NewlInstructor ~ drivertraining@dps.ohio.gov ~ 9/28/2017 Admin 9/28/2017 In-Review | OKKDGIdn
NI20170095 NewInstructor drivertraining@dps.ohio.gov ~ 11/1/2017 Draft HpHRKabV
NI20180001 NewlInstructor ~ drivertraining@dps.ohio.gov ~ 1/18/2018 drivertraining@dps.chio.gov ~ 1/18/2018 Submitted | K4a4KBpj
<¢ < | 1|2 Results B1 - 26 of 26

nent of Public Safety. Contact US: (614) 466-3524 DriverTraining@dps.ohio.gov

Draft — The application can be viewed/edited and deleted by the application users. Draft allows an
application to be started and later accessed as needed until submission

Submitted — The application is completed and has been electronically transmitted to the Driver Training
Program Office. Application users may withdraw applications in this status but may not edit or delete

In-Review — The application is being reviewed by the Driver Training Program Office. Users may not edit,
delete or withdraw the application

Incomplete — Items or clarifications are needed to complete the application. Application users may edit,
view, and delete applications in this status

All completed applications will remain in the system for three years from the date of approval.
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Request Access to In-Process Application

Every application initiated in DETS will be issued an application number and PIN. This information shall
be shared with only those needing access to the application. For security concerns restrict access to only
those requiring to sign off or modify an application.

OHIO Driver Training  #rome
New Enterprise Application Existing Enterprise Application Request access to In-process Application (Pin necessary)

=S

Application Number Type Created By Created Date Edited By Edited Date Status Pin
AAQ20170008 AddAuthorizingOfficial ~ drivertraining@dps.ohio.gov  7/27/2017 Admin 7/27/2017 In-Review QKDjzhgN
AAQ20170033 AddAuthorizingOfficial ~ drivertraining@dps.ohic.gov  11/1/2017 Draft OWjPHKeK
AOW20170004 Addowner drivertraining@dps.ohio.gov  7/25/2017 drivertraining@dps.ohio.gov  9/25/2017 Draft 6PZITOOY
AOW20170005 Addowner drivertraining@dps.ohio.gov  7/27/2017 drivertraining@dps.ohio.gov  7/27/2017 Draft qOgBgGw3
AOW20170010 Addowner drivertraining@dps.ohio.gov  8/10/2017 drivertraining@dps.ohio.gov  8/31/2017 Draft YSSPXHKZ
AOW?20170014 Addowner drivertraining@dps.ohio.gov  8/31/2017 drivertraining@dps.chio.gov  8/31/2017 Draft C3BHX1pH
AP20170034 AddProgram drivertraining@dps.ohio.gov  9/25/2017 drivertraining@dps.ohio.gov  9/25/2017 Draft ycay3vso
AS20170012 AddSchool drivertraining@dps.ohio.gov  8/11/2017 drivertraining@dps.chio.gov  8/11/2017 Draft 91QIFqv2
AS20170013 AddSchool drivertraining@dps.ohio.gov  8/11/2017 drivertraining@dps.ohio.gov  8/11/2017 Draft mOA7G4vRn
AS20170033 AddSchool drivertraining@dps.ohio.gov  11/1/2017 Draft VAX44j5T
2 3 s > Results 1 - 10 of 26

© 2018 - Ohio Department of Public Safety. Contact US: (614) 466-3524 DriverTraining@dps.ohio.gov

1. Select the Request Access to In-Process Application link;

2. Enter in the Application and Pin number
Access will be granted immediately. You will then be able to find the application on the landing
page.

Questions? Contact the Driver Training Program Office at (614)466-3524 or

drivertraining@dps.ohio.gov
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Frequently Asked Questions

Q. The instructor is unable to sign off on the application.

A. The username/email id for the login must be the same as the email id provided in the application. The
information in the system shall match exactly, including but not limited to, date of birth, full name, email,
etc. Be advised that the use of upper and lower case spelling of the name does matter.

Q. When an instructor requests access to the application, do they have access to my enterprise?

A. No. The instructor only has access to the one application they have requested. The application number
and pin provides limited access. Only the AO of the enterprise can grant further access to DETS.

Q. Why can’t | move around in the application?

A. When an application is started, there is a flow that must be followed to make sure all information is
provided and important information isn’t missed. Always go back and make sure the information is true
and accurate.

Q. I'm unable to upload all the supporting documents.

A. There are no more than 15 required types of supporting documents for applications. Double check the
list and make sure you are uploading only the items needed. Combine all class rosters together in one
document and upload. Do this with all like documents (e.g. route sheet, assessments, background checks,
etc.). Make sure the documents are legible. If you must re-upload documents, delete the documents not
needed and re-upload them.

Q. Why do | need to sign off on the application after submitting it the first time?

A. If your application is marked incomplete and you change any details in the instructor’s personal
information, the application must be signed again.

16 | 16



