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 From the OhioMeansJobs.com home page, 
• Click “Go to Employers Site”  

• Click “More”  

o You may also want to check out some 
of other “Quick Links” info and the 
items located in the scrolling 
marquee, such as the “On-Line Job 
Ads Analyses” 

• Click “Login/Update/Evaluate”  
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• Log into the Ohio Business Gateway 
(OBG) with your administrator OBG 
username and password 
 

• If you have forgotten your username 
and/or password, click the option 
titled “Forgot your username or 
password?” 

• Click the “Administration” option 

• Click “Add User”   
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• Complete the OBG User Information for 
the person you want to grant access. 

• Click “Next”   

• Select the OBG access level that is appropriate 

• NOTE:  To create an OMJ Administrator account, select the 
“All Access” level 
o This will give the new OMJ Administrator the ability to 

approve and deny future OMJ requests 

• For most OhioMeansJobs users, who just need to access 
resumes, select the “Limited Access” option. 
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• Select the OhioMeansJobs service area 
o Select “Admin” to create an OMJ Administrator account (giving the user the ability to approve other OMJ users 

and access resumes) 
o Select “All Access” for all other OMJ users (granting access to resumes only) 
o The “Create & Edit” role will not grant access to resumes; this is just a generic OBG account. 

• Click “Submit”  
o Each user that you just created will 

receive an email with his or her 
username and password. 

o The Pre-Approved user will then need 
to follow the steps listed in the “How 
to Complete a Pre-Approved User 
Account” quick reference guide. 

• Click “Next” 


