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New Business Set Up 

Material displayed in this user guide is for informational purposes only. 

This guide will show how to set up a new business for the first time on Ohio Business Gateway and OH|TAX 
eServices. Businesses must be registered on the Ohio Business Gateway (Gateway.ohio.gov) before being 
set up in OH|TAX eServices. We will show two paths: 1) for those without an existing OHID setting up a new 
business, and 2) for those with an existing OHID and setting up a new business. Skip to page 11 to see the 
second path. 

Please note: Although this guide displays an example for Sales Tax, the process is the same for other 
business taxes within OH|TAX eServices.  

New Business Setup   

New Business Setup: Setting up a New Business and new OHID 
Note: The steps shown here represent a taxpayer setting up a business with a new OHID.  They assume the taxpayer 

has recently established their OHID and are now ready to set up a new business.  

Ohio Business Gateway 

1. Visit the Ohio Business Gateway (OBG) (Gateway.ohio.gov). Log in with your new OHID, including the 
Two-step verification. 

  

https://gateway.ohio.gov/
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New Business Set Up 
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New Business Set Up 

2. When prompted, enter the 9-digit Federal Employer Identification Number (FEIN) or Social Security 
Number (SSN) for the business you are trying to set up and select Next.  

 
 

3. You will see a screen that says “We did not find an account” since you are setting up the account for 
the first time. Select either FEIN or SSN to identify the business you are trying to set up. Select Next. 
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New Business Set Up 

4. Now you will be prompted to complete information about the business. Select Next when you’re 
finished. 

  
 

5. The OBG dashboard will appear. Select the Get Started button to start the Registration Wizard. 
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New Business Set Up 

6. The Wizard is intended to help new Gateway users in determining the accounts they should consider 
registering for their business. Select Next to get started. 

 
 

7. The registration wizard will take you through a series of screens with questions about your business. 
Complete the information to the best of your ability to ensure you have the tools you need in your 
eServices account. 
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New Business Set Up 

8. At the end, review your submission. You can edit your answers by selecting previous, print your 
answers to register another time, or select Finish to be redirected to the dashboard.  

 
OH|TAX eServices 

9. Now that the business is established in the Ohio Business Gateway, you will move to the OH|TAX 
eServices portal by selecting the OH|TAX eServices button from the dashboard. 
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New Business Set Up 

10. You will be directed to the OH|TAX eServices announcement page.  Select either of the OH|TAX 
eServices links in blue to be directed to the new portal. 

 
 

11. If prompted, complete the Two-step verification. 
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New Business Set Up 

12. You will now be in OH|TAX eServices portal. Under the Registration and Account Maintenance tile, 
select Set up a business with ODT. 

 
 

13. Select the ID type and enter the number. Depending on the ID type you selected, enter the 
appropriate information for the business. 

  
a. If a warning screen appears, 1) check the accuracy of the number you entered, and/or 2) 

check that the number you entered matches what you input in OBG to request access. 
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New Business Set Up 

14. You will then be asked a series of questions about the business. Some of the information may be pre-
populated from the Ohio Business Gateway. Complete each field as prompted. 

  
 

15. On the Review screen, verify your entries and select Submit. 
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New Business Set Up 

16. At this point, you can print your confirmation or select Register Business Account to register for a 
vendor’s license or other Ohio business accounts. 

 
 

a. Note: This guide shows the steps to establish a new business with Ohio Business Gateway and 
OH|TAX eServices. The new business set up is required before you can register a new business 
tax account. To register for an Ohio business tax account, please refer to the tutorial "Register 
a Business Account." 
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New Business Set Up 

 
New Business Setup: Setting up a New Business with an Existing OHID 
Note: The steps shown here represent a taxpayer with an existing OHID and access to two or more business accounts. 

The steps will show how that taxpayer would set up an additional business account under the existing OHID.  

Ohio Business Gateway 

1. Visit the Ohio Business Gateway (Gateway.ohio.gov). Log in with your OHID, including the Two-step 
verification.  

 

https://gateway.ohio.gov/
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New Business Set Up 
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New Business Set Up 

2. From the My Business Dashboard, select Request Business Access from the left side menu. 

  
 

3. Enter your Federal Employer Identification Number (FEIN) or Social Security Number (SSN) and your 
desired role (Recommended Role: Filing Administrator, this role has the highest levels of access). 
Select Next.  
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New Business Set Up 

4. When prompted, select either FEIN or SSN to identify the business you are trying to set up. Select 
Next. 

  
 

5. You will see a screen that says “We did not find an account” since you are setting up a new account. 
Select either FEIN or SSN to identify the business you are trying to set up. Select Next. 
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New Business Set Up 

6. When prompted, complete information about the new business. 

  
 

7. You will be asked if you wish to request access to another company. Choose your answer and select 
Finish.  
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New Business Set Up 

8. The OBG dashboard will appear. Select the business name from the drop-down. Select Go.  

 
 

9. Select the Get Started button to start the Registration Wizard. 
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New Business Set Up 

10. The Wizard is intended to help new Gateway users in determining the accounts they should consider 
registering for their business. Select Next. 

 
 

11. The registration wizard will take you through a series of screens with questions about your business. 
Complete the information to the best of your ability to ensure you have the tools you need in your 
eServices account. 
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New Business Set Up 

12. At the end, review your submission. You can edit your answers by selecting previous, print your 
answers to register another time, or select Finish to be redirected to the dashboard.  

  
 

OH|TAX eServices 
13. Now that the business is established in the Ohio Business Gateway, you will move to the OH|TAX 

eServices portal by selecting the OH|TAX eServices button from the dashboard. 
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New Business Set Up 

14. You will be directed to the OH|TAX eServices announcement page. Select either of the OH|TAX 
eServices links in blue to be directed to the new portal. 

 
 

15. If prompted, enter the Two-step verification. 

 



 

Page 20 of 23 Ohio Department of Taxation | Business Tax Division  Revised April 2025 

New Business Set Up 

16. You will now be in OH|TAX eServices. Select the Additional Services tab. 

 

17. Under the Registration and Account Maintenance tile, select Set up a business with ODT. 
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New Business Set Up 

18. Select the ID type and enter the number. Depending on the ID type you selected, enter the 
appropriate information for the business.  

 
 

a. If a warning screen appears, 1) check the accuracy of what you entered, and/or 2) check that 
what you entered matches what you input in OBG request access. 

  
 

19. You will then be asked a series of questions about the business. Some of the information may be pre-
populated from the Ohio Business Gateway. Complete each field as prompted. 
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New Business Set Up 

20. On the Review screen, verify your entries and select Submit.   

 
 

21. At this point, you can print your confirmation or select Register Business Account to register for a 
vendor’s license or other Ohio business accounts. 
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New Business Set Up 

a. Note that when you return to the eServices portal, you will now see a Representative Center 
tab. This tab appears when an account has more one business associated with it.  

 
 


