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Driver Education and Training System (DETS) Enterprise Applications 
 

 

 

Welcome to creating enterprise applications in the DETS system. This guide is meant to help 
users create and submit enterprise related applications such as a new enterprise application, 
adding a school or authorizing official to an existing enterprise, or adding a program to an 
existing school. 

 

To begin all applications, you will need to create a DETS account. Each user of DETS needs their 
own DETS account and the following rules apply: 

• You will need a valid email address. Your email address will be your user name. 
• No two users may share the same email address. 
• Do not share your user account information with anyone. 

Follow these instructions to create your DETS account: 
https://www.drivertraining.ohio.gov/resources/UserGuide.pdf  

 

 

 

 

 

 

 

 

 

 

 

 

https://www.drivertraining.ohio.gov/resources/UserGuide.pdf
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New Enterprise Application 
New Enterprise Applications are for creating and submitting an application for new enterprises 
that are not currently licensed.  

 

Once your DETS account has been created and you have logged in you should see a screen that 
looks like this: 

 

 

 

 

 

 

 

 

 

 

 

Now you are ready to begin the application process. 

1. Choose the top left blue button titled “New Enterprise Application”. 
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2. Enterprise. This is what the next screen should look like, you will need to fill out all of 
the questions with the red “*” next to them. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Once you have filled out this information and clicked next it will say your application has 
been saved to our system and will provide you with an application and pin number. 
Write this information down as you may need it if more than one person needs to sign 
off on the application from a different DETS account.  **Please note, pin numbers are 
case sensitive.** Click “yes” to continue to the next page. 
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4. Ownership. The next page of the application will ask about the Ownership of your 
Enterprise. This is the person who owns and operates your business. Again, you will 
need to answer all questions marked with the red “*”. Once you have finished click 
“next” at the bottom of the page.  

 

 

 

 

 

 

 

 

 

 

 

 

**Please note, at any time you can click back through tabs you have already finished if 
there is information you may have missed. Once you have completed a tab it will become 
highlighted in green with red lettering, like the Enterprise and Ownership tabs shown 
below.** 
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5. Authorizing Official. Please note that every enterprise must have at least one 
authorizing official. Like previous pages, fill out all of the questions marked with the red 
“*”. 
 
 
 
 
 
 
 
 
 
 
 

 

6. Once you have completed this section, click the “Add” button at the bottom of the page 
and it will populate your authorizing official back to the top (see the picture above for 
an example). You can add as many Authorizing Officials as you would like and may then 
move on by clicking the next button at the top, underneath your authorizing official(s). 
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7. Financial Responsibility. You will need to click on the Insurance and Bond and/or 
Escrow information tabs individually to fill out the information needed. The page will 
look like this: 

 

 

 

 

 

Please note, the system will recognize what type of Financial Responsibility you are required to 
have based on your program selection in the Enterprise tab. If you are not required to carry a 
bond (political subdivision of the state of Ohio), then you may click “Exempt”. 

 

 

 

 

 

Like other tabs, you will need to fill out all sections marked with the red “*”. Once you have 
filled out your bond and/or escrow information and insurance information, click Next to 
continue. 
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8. School. Here is where you will add information about your classroom location, record 
storage, and school role (Training Manager, Chief Instructor, Adult Coordinator, or 
Course Manager), depending on your school type. Start by clicking the “Add School 
button”.  

 

 

 

 

 

 

 

As with other pages you will need to fill out all questions marked with the red “*”. Once you 
have finished click the next button to move on. 

 

 

 

 

 

 

 

 

 

 

 

 

The next page asks about your record storage. This is where you will store all paperwork or 
electronic records related to the enterprise, instructors, and student records. This could be at 
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your classroom location, the enterprise address (if different from your classroom), electronic 
storage methods, or in another location. 

 

 

 

 

 

 

 

 

 

 

Once you have chosen your record location, click save and move on. 

9. The next tabs are regarding your Training Manager, Adult Coordinator, Course Manager, or 
Chief Instructor. The only School Roles you fill out are the Roles that pertain to the program 
you have selected to teach at your school. If you have questions regarding school roles, please 
contact the Driver Training Program Office. You will need to fill out the fields marked with the 
red “*”, click “add” and then your entry will appear at the top of the page, as shown below. 
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10.  Once you have added your appropriate School Role(s), click the “School List” button to 
return to the main “School” tab, then click “Next” to move on. It should show you the 
school information before you click next: 
 
 
 
 
 
 
 
 
If you need to edit any information, click on the Actions tab to the right of the school 
information, it will create a drop down with “View/Edit” or “Delete” options. 
 
 

11.  Attachments. Here you will need to browse for and upload all documents needed to 
complete your application. If you have questions on what documents to upload, please 
visit the driver training website or contact the Driver Training Program Office. 

a. Select the document type; 
b. Browse for the document (read and follow directions on the screen for document 

restrictions);  
c. Select the document from the desktop/file; and select upload. 
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12.  Payment. Once you have finished uploading, click the Next button to move on to 
the Payment Page. Here is where you will select how you are paying your application 
fee. This can be done either by electronic check or check or money order.  

 

 

 

 

 

 

 

 

 

 

 

13.  If you choose electronic check, it will redirect you to a new page to enter in your 
account information when you hit continue. If you choose check or money order it 
will let you move on to the next page where you will receive a receipt. Print this 
receipt and mail it to the department with your check or money order.  
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You will then need to click on “Back to Payment Summary”, and then “Next” to continue on to 
the next tab. 

 

14.  Sign Off. This tab is where you are certifying the information you have given is true 
to the best of your knowledge. You will need to click the “Sign Off” tab first. 

 

 

 

 

 

 

 

 

 

**Please note, only Authorizing Officials can sign off on enterprise application. The system will 
verify you are an Authorizing Official by your email address. The email address that is entered 
in the Authorizing Official tab must be the same email you log into DETS with in order to sign 
off on an application.  

Once you have signed off on the application, it will allow you to then click the “Submit” button 
to finish and submit your application to our office. Once you click submit it will take you back 
to the home page from the first part of this guide. 

Your application will then be reviewed by our staff. If any changes are needed we will write 
them in the Admin Notes section of the application and mark the application as “Incomplete”. 
The Authorizing Official will then receive an automated email informing you the application is 
incomplete and to check the Admin Notes. 
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To do this you will need to log back in to DETS and reopen your application. It should look like 
this: 

 

 

 

 

 

 

 

You will then need to click on the Actions button to the right of the application information. It 
will create a drop down menu with “View/Edit” and “Delete”. Once you have reentered the 
application, you will now see the Admin tab highlighted in green. Click on the Admin tab to 
review all notes from our office for corrections. 

 

 

 

 

 

 

 

Once all your corrections have been made, return to the “Sign Off” tab and click Submit again. 
We will review your application and if everything has been completed, the information will be 
sent to our field staff for a site inspection.  

 

Questions? Contact the Driver Training Program Office at (614)466-3524 or 
drivertraining@dps.ohio.gov  

 

mailto:drivertraining@dps.ohio.gov
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Creating a Change of Information Application in DETS 
 

Change of Information Applications are for existing enterprises that need to change 
information, such as an enterprise name or address. 

1. The first step in this process is to log in to your DETS account. Follow this link to log in: 
https://services.dps.ohio.gov/DETS and then click on Already have an Account? 

 

 

 

 

 

 

 

 

 

 

 

Once you have logged in, your home page should look like this: 

 

 

 

 

 

 

 

 

 

https://services.dps.ohio.gov/DETS
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2. You will need to click on the “Create/View Applications” button to continue to the next 
page. 

 

 

 

 

 

 

 

 

 

3. Once you have returned to the applications page, you will need to click on “Existing 
Enterprise Application” 

 

 

 

 

 

4. On the next page, you will select your enterprise, and the purpose, “Change Information”. 
Then click “Next”. 
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5. Enterprise. Your current information will be pre-populated. Once you have reached the 
Enterprise tab change any necessary information and click the “Next” button at the bottom of 
the page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Ownership, Authorizing Official, School. Proceed to the Ownership, Authorizing Official, 
and School tabs. Update any information as needed. 
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7. Attachments. Upload any attachments to support your changes as required by the Driver 
Training Program Office. For questions regarding what to upload, please contact our office. 

a. Select the document type; 
b. Browse for the document (read and follow directions on the screen for 

document restrictions);  
c. Select the document from the desktop/file; and select upload. 

 

 

 

 

 

 

 

 

 

 

 

8. Sign Off. Once you have moved to the next page, move back up to the top and click on the 
“Sign Off” tab. 
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9. Click the “SignOff” button down below to Sign Off on the application. 

 

 

 

 

 

 

 

10. Then click “Submit” to submit your application to the Driver Training Program Office. 

 

 

 

 

 

 

 

 

 
**If corrections are necessary, you will receive an automated email. Please go back to your 
application and go to the Admin tab to view the notes. 

Once your application has been reviewed and approved you will receive an automated email. 

 

Questions? Contact the Driver Training Program Office at (614)466-3524 or at 
drivertraining@dps.ohio.gov.  

 
 

mailto:drivertraining@dps.ohio.gov
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Creating a Move Location Application in DETS 

 

Move Location applications are for any licensed locations that are moving addresses. 

1. The first step in this process is to log in to your DETS account. Follow this link to log in: 
https://services.dps.ohio.gov/DETS and then click on Already have an Account? 

 

 

 

 

 

 

 

 

 

 

2. You will need to click on the “Create/View Applications” button to continue to the next 
page. 

 

 

 

 

 

 

 

 

 

https://services.dps.ohio.gov/DETS
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3. Once you have returned to the applications page, you will need to click on “Existing 
Enterprise Application” 

 

 

 

 

 

 

4. Select your Enterprise and under Purpose, select “Move Location” and hit the “Next” button 
to continue. 

 

5. Select “Yes” on the next page to save your application and continue forward. 
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6. School. Your application should automatically populate to the “School” tab. Here you need 
to click “Actions” to create the drop down menu, then select “View/Edit”. 

 

7. Here is where you will change your school address. Please note this application will only 
change the address, all other changes can be made in DETS under your “School” tab. 

 

Once you are finished making your changes, click the “Next” button to move on. 
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8. On the next page, click “Save” if your place of record storage has not changed. If it has, 
make your new selection. 

 

If no other information has changed, on the next page click “School List”. 

 

 

 



24 
 

9. Once you have returned to the “School” tab, click next to continue on. 

 

10. Attachments. On the “Attachments” tab, you will need to browse for and upload the 
documents you need to submit in relation to the application. 

a. Select the document type; 
b. Browse for the document (read and follow directions on the screen for document 

restrictions);  
c. Select the document from the desktop/file; and select upload. 

 

 

Once you have finished uploading, click the “Next” button to continue. 
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11. Sign Off. Last, the authorizing official for your enterprise will need to sign off on the 
application. First they need to click the “SignOff” button. 

 

12. Once the authorizing official has signed off, the “Submit” button will appear. You need to 
click this to submit your application to our office. 

 

** If corrections are necessary, you will receive an automated email. Please go back to your 
application and go to the Admin tab to view the notes. 

 

Once your application has been reviewed and approved you will receive an automated email. 

 

Questions? Contact the Driver Training Program Office at (614)466-3524 or at 
drivertraining@dps.ohio.gov.  

 

 

mailto:drivertraining@dps.ohio.gov
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Creating an Add School Application in DETS 
 

Add a School applications are for existing enterprises who want to apply to have an additional 
school location licensed. 

1. The first step in this process is to log in to your DETS account. Follow this link to log in: 
https://services.dps.ohio.gov/DETS and then click on Already have an Account? 

 

 

 

 

 

 

 

 

 

 

2. You will need to click on the “Create/View Applications” button to continue to the next 
page. 

 

 

 

 

 

 

 

 

 

https://services.dps.ohio.gov/DETS
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3. Once you have returned to the applications page, you will need to click on “Existing 
Enterprise Application” 

 

 

 

 

 

4. On the next page you will need to select your Enterprise and under “Purpose” choose “Add 
School”. 

 

Once you have finished select “Next” to continue on. 

 

5. On the next page, choose “Yes” to save your application and continue. 
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6. School. The application should automatically take you to the “School” tab, and you should 
see an “Add School” button. You will click on that to continue. 

 

7. On the next page, you will need to fill out all information required by the red “*”. 

 

Once you are finished, click “Next” to continue to the next page. 
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8. On the next page you will need to choose where your records are being stored for the 
school. 

 

Once you are finished click “Save” to continue to the next page. 

9. On the next page you will need to add your School Role information. This could be a 
Training Manager, Adult Coordinator, Course Manager, or Chief Instructor depending on the 
type of training your school has selected. You will need to fill out all information marked with a 
red “*”. 
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Once you are finished click “Add” and the page should look like this: 

 

Once the appropriate School Roles are added, you can now hit the “School List” button to 
return to the “School” tab.  

10. Once you have returned to the “School” tab, click “Next” to continue to the next page. 

 

**Please note, if you need to make any changes, you can click the “Actions” button to create a 
drop down menu that says “View/Edit”. Click on “View/Edit” and it will allow you to make and 
save your changes. 
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11. Attachments. On the “Attachments” tab, you will need to browse for and upload the 
documents you need to submit in relation to the application. 

a. Select the document type; 
b. Browse for the document (read and follow directions on the screen for document 

restrictions);  
c. Select the document from the desktop/file; and select upload. 

 

Once you have finished uploading, click the “Next” button to continue. 
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12. Payment. Here you will need to choose how you are paying for the fee, either by 
electronic check or check or money order. If you choose electronic check, it will redirect 
you to a new page to enter in your account information when you hit continue. If you 
choose check or money order it will let you move on to the next page.  

 

13. Once you have made your payment selection you will be given a payment receipt 
screen. Keep this information for your records. 

 

 

You will then need to click on “Back to Payment Summary”, and then “Next” to continue on to 
the next tab. 
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14.  Sign Off. Last, the authorizing official for your enterprise will need to sign off on the 
application. First they need to click the “SignOff” button. 

 

15. Once the authorizing official has signed off, the “Submit” button will appear. You need to 
click this to submit your application to our office. 

 

** If corrections are necessary, you will receive an automated email. Please go back to your 
application and go to the Admin tab to view the notes. 

Once your application has been reviewed and approved you will be contacted for a site 
inspection by a Driver Training Field Staff. 

Questions? Contact the Driver Training Program Office at (614)466-3524 or 
DriverTraining@dps.ohio.gov. 

 

 

 

mailto:DriverTraining@dps.ohio.gov
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Creating an Add Owner Application in DETS 
 

Add Owner Applications are for current licensed enterprises who have an individual or 
partnership ownership and they wish to add an additional owner. 

1. The first step in this process is to log in to your DETS account. Follow this link to log in: 
https://services.dps.ohio.gov/DETS and then click on Already have an Account? 

 

 

 

 

 

 

 

 

 

 

2. You will need to click on the “Create/View Applications” button to continue to the next 
page. 

 

 

 

 

 

 

 

 

 

https://services.dps.ohio.gov/DETS
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3. Once you have returned to the applications page, you will need to click on “Existing 
Enterprise Application” 

 

 

 

 

 

 

4. Select your Enterprise and under Purpose, select “Add Owner” and hit the “Next” button to 
continue. 

 

 

5. On the next page, select “Yes” to continue and save your application. 

 

 

 

 

 

 

 



36 
 

6. Owner. The next page is the “Owner” tab. Here you will need to enter the new owner’s 
information. You will need to fill out all fields marked with a red “*”. 

 

Once you are finished click “Next” to continue. 
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7.  Attachments. On the “Attachments” tab, you will need to browse for and upload the 
documents you need to submit in relation to the application. 

a. Select the document type; 
b. Browse for the document (read and follow directions on the screen for document 

restrictions);  
c. Select the document from the desktop/file; and select upload. 

 

 

Once you have finished uploading, click the “Next” button to continue. 

8. Sign Off. Last, the authorizing official for your enterprise will need to sign off on the 
application. First they need to click the “SignOff” button. 

 

9. Once the authorizing official has signed off, the “Submit” button will appear. You need 
to click this to submit your application to our office. 
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** If corrections are necessary, you will receive an automated email. Please go back to your 
application and go to the Admin tab to view the notes. 

Once your application has been reviewed and approved you will receive an automated email. 

Questions? Contact the Driver Training Program Office at (614)466-3524 or 
DriverTraining@dps.ohio.gov. 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:DriverTraining@dps.ohio.gov


39 
 

 

Creating an Add Authorizing Official Application in DETS 
 

Add Authorizing Official Applications are for current licensed enterprises wishing to add an 
additional Authorizing Official(s) to their enterprise.  

1. The first step in this application is to make sure the new Authorizing Official has their own 
DETS account. For steps on creating a new account, click here: 
https://www.drivertraining.ohio.gov/resources/UserGuide.pdf. Once the Authorizing Official 
has access to your enterprise, we can begin the application process. 

Log in to your DETS account. Follow this link to log in: https://services.dps.ohio.gov/DETS and 
then click on Already have an Account? 

 

 

 

 

 

 

 

 

 

2. You will need to click on the “Create/View Applications” button to continue to the next 
page. 

 

 

 

 

 

https://www.drivertraining.ohio.gov/resources/UserGuide.pdf
https://services.dps.ohio.gov/DETS
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3. Once you have returned to the applications page, you will need to click on “Existing 
Enterprise Application” 

 

 

 

 

 

4. Select your enterprise, and then under “Purpose” select “Add Authorizing Official” and click 
“Next”. 

 

5. On the next page click “Yes” to save your application and continue to the next page. 
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6. Authorizing Official. On the next page, enter information about your new Authorizing 
Official. You will need to fill out all information marked with a red “*”. 

 

Once you are finished click the “Add” button at the bottom of the page. The page should then 
look like this: 

 

 

Now click the “Next” button. 
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7. Attachments. On the “Attachments” tab, you will need to browse for and upload the 
documents you need to submit in relation to the application. 

a. Select the document type; 
b. Browse for the document (read and follow directions on the screen for document 

restrictions);  
c. Select the document from the desktop/file; and select upload. 

 

Once you have finished uploading, click the “Next” button to continue. 

8. Sign Off. Last, you will need to sign off on the application. First you need to click the 
“SignOff” button. 
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9. Once you have signed off, the “Submit” button will appear. You need to click this to submit 
your application to our office. 

 

** If corrections are necessary, you will receive an automated email. Please go back to your 
application and go to the Admin tab to view the notes. 

Once your application has been reviewed and approved you will receive an automated email. 

Questions? Contact the Driver Training Program Office at (614)466-3524 or 
DriverTraining@dps.ohio.gov. 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:DriverTraining@dps.ohio.gov
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Creating an Add program to existing location Application in DETS 
 

Add program to existing location applications are for licensed schools who wish to apply to 
add another type of training to the licensed location. 

1. The first step in this process is to log in to your DETS account. Follow this link to log in: 
https://services.dps.ohio.gov/DETS and then click on Already have an Account? 

 

 

 

 

 

 

 

 

 

 

2. You will need to click on the “Create/View Applications” button to continue to the next 
page. 

 

 

 

 

 

 

 

 

https://services.dps.ohio.gov/DETS
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3. Once you have returned to the applications page, you will need to click on “Existing 
Enterprise Application” 

 

 

 

 

 

 

4. Select your Enterprise and under Purpose, select “Add program to existing location” and 
then under “Program Type” choose the program you are adding (for this application example 
we will be adding Abbreviated Adult) and hit the “Next” button to continue. 

 

5. On the next page choose “Yes” to save your application and continue to the next step. 
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6. Financial Responsibility. The first tab you come to will be the “Financial Responsibility” tab. 
Here you will need to make any adjustments to your insurance or bond/escrow amounts 
depending on the program you are adding. 

 

To make any changes, click on the tab you need to edit and it will open a new window. If you 
have no changes, click the “Next” button to proceed. 

7. School. The next tab is the school tab. Here you will need to start by clicking the “Actions” 
tab to create a drop down menu. From there you will need to click on “View/Edit” to proceed. 

 

8. On the next page, under “Certifications” you will need to click inside the white box to create 
a drop down menu. Here you will choose the program you are adding to your school. 
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Once you have selected the program it should appear in the box like so: 

 

As long as the program appears in the box, click “Next” to proceed. 

9. On the next page you will choose the record storage location for the new program. Once 
you have made your selection click “Save” to continue. 
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10. Next, you will need to add information regarding the School Role, which depends on the 
type of program you are adding. (For this example application, we will be adding an Adult 
Coordinator). First you will need to fill out all fields marked with a red “*” and then click the 
“Add” button. 

 

Once you have hit “Add” the page should look like this: 

 

From here you can click “School List” to return to the “School” tab and proceed. 
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11. Once you have returned to the “School” tab you can click “Next” to proceed to the next 
step. 

 

12. Attachments. On the “Attachments” tab, you will need to browse for and upload the 
documents you need to submit in relation to the application. 

a. Select the document type; 
b. Browse for the document (read and follow directions on the screen for document 

restrictions);  
c. Select the document from the desktop/file; and select upload. 

 

Once you have finished uploading, click the “Next” button to continue. 
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13. Payment. The next page is the “Payment” screen. In some cases, there will be no fees 
associated with this application, so you will need to click “Next” to proceed. 

 

14. Sign Off. Last, your Authorizing Official will need to sign off on the application. They will 
need to click the “SignOff” button. 
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Once that has been completed they will need to click “Submit” to submit the application to 
our office for review. 

 

 

** If corrections are necessary, you will receive an automated email. Please go back to your 
application and go to the Admin tab to view the notes. 

Once your application has been reviewed and approved by our office, you will receive an 
automated email informing you. 

 

Questions? Contact the Driver Training Program Office at (614)466-3524 or 
DriverTraining@dps.ohio.gov.  

 

 

 

 

mailto:DriverTraining@dps.ohio.gov
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