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Purpose: 

 
Step-by-step instructions on how to create a new Ohio Department of 
Insurance (ODI) Gateway account and request affiliations.  

Note: This document describes steps necessary to create an account for the 
new Surplus Lines & Risk Retention Group Reporting Application. Only 
one account is necessary to access this (and any other ODI Gateway 
application). 
 
In the past, the Department of Insurance issued a separate account for 
each licensed person or entity.  The old usernames such as 
SLTAXA12345, SLTAXC12345, or SLTAX12345 will no longer provide 
you access to the reporting application. NOTE: The prior version of the 
Surplus Lines Reporting Application that used usernames of SLTAX 
was not a Gateway application. 
 
The ODI Gateway accounts are now person-based. The account will now 
be created by, and in the name of, the person responsible for entering or 
uploading the surplus lines and risk retention group premium and tax 
data. The person who creates the account and inserts or uploads the 
data can be, but will often not be, a surplus lines agent.  
 
As the ODI Gateway account holder for the Surplus Lines reporting 
application, you will then request affiliations.  When requesting 
affiliations, you are advising the Department as to the identity of all 
surplus lines agents, agencies, or risk retention groups of which you are 
tasked with entering or uploading surplus lines and risk retention group 
premium and tax information on behalf of. All entity affiliations are 
approved by ODI. 
 
The first step is to create your ODI Gateway user account requesting 
access to the Surplus Lines Reporting Application. After your user 
account has been created, you can request affiliations for the agents, 
agencies, or risk retention groups for which you will enter or upload data. 
 
If you already have an ODI Gateway account, you do not need a new 
account. Simply request access to SLTAX to upgrade your existing 
account. Instructions can be found here. 

Creating and Affiliating an ODI 
Gateway Account for the Surplus 

Lines & Risk Retention Group 
Reporting Application:  

A Guide for Users 

https://gateway.insurance.ohio.gov/UI/ODI.Saap.Gateway.UI/Content/Help/UpgradeRequest.pdf
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Note: Users will not be able to request affiliations with a risk purchasing 
group.  When a risk purchasing group uses a surplus lines insurer, the 
premium and tax data will be reported in the name of the surplus lines 
agent or agency responsible for the purchasing group.  (Please refer to 
Ohio Revised Code 3960.09 http://codes.ohio.gov/orc/3960.09.) 

Note: This process applies to accounts for applications that use the ODI 
Gateway. Gateway location: https://gateway.insurance.ohio.gov 

Note: ODI takes our responsibility to safeguard user data seriously. As such, 
ODI reserves the right to verify information submitted and, if the account 
is for business purposes, verify that the requestor is authorized to 
perform the functions inherent to the application access being requested.  
This is true for initial account requests and/or upgrade requests. 

Step 1: Open a browser and navigate to the Gateway location 
(https://gateway.insurance.ohio.gov). The screen should look like Figure 
1 below. 

Step 2: Using your mouse, click on the button to create an account; located in 
Figure 1 by the red outline. 

Note: The red outline will not appear on your screen. Also, the account 
information shown is not for a valid Gateway account. You must enter 
information specific to your situation when requesting an account. 

 
Figure 1: 

 
Step 3: The screen on the next page (Figure 2) explains some of the measures 

ODI takes to safeguard data and how we may use that data. Figure 2 is 
only a partial image of this screen. You must agree to the information on 
this screen or you will not be able to proceed. 
 
Click the “I Agree” button at the bottom to continue. 

http://codes.ohio.gov/orc/3960.09
https://gateway.insurance.ohio.gov/
https://gateway.insurance.ohio.gov/
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Figure 2: 

 
Step 4: On the following page, you will be asked to select the application to 

which you need access. Select the Surplus Lines Reporting Application.  
 
(If you already have an ODI Gateway account, you are in the wrong 
place. Please read the document on requesting additional application 
access.)  
 
Figure 3 shows the list of applications with one already selected. 

https://gateway.insurance.ohio.gov/UI/ODI.Saap.Gateway.UI/Content/Help/UpgradeRequest.pdf
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Figure 3: 

 
Step 5: The next screen (Figure 4) explains that you must only create an account 

for yourself to use and the rules that govern your use of this account. It 
also states that ODI may terminate an account without notice should 



Page 5 of 11 
5/1/2017 

these rules not be followed. ODI takes very seriously our commitment to 
securing the data you provide to us as well as the information we may 
collect from citizens of Ohio. Adherance to these rules is one way we 
maintain security. If you have any questions about the rules in Figure 4, 
please contact ODI at GatewayAdmin@insurance.ohio.gov. Click the 
checkbox affirming that you agree to follow these rules. 

 
Figure 4: 

 
Step 6a: Please enter all required fields on the Personal Information screen 

(Figure 5). Access to some ODI applications require more detailed 
information than access to other applications. At this point in the 
process, YOU DO NOT enter organizational affiliation information 
for the Surplus Lines Reporting application. At the bottom, enter the 
letters and/or numbers to verify you are human, the click then Continue 
button. 

 IMPORTANT NOTE REGARDING PERSONAL INFORMATION 
(Failure to follow these rules will result in your 

account being disabled) 
 
The account should be created using the first and last name of the 
person responsible for entering the records AND the email address 
of the person responsible for entering the records.  
 
The name entered for the account and the emaill address entered 
for the account must be for the same person.  (The person 
responsible for entering the records.) 
 
Accounts should only be created in the name of the licensed agent 
if the licensed agent will actually be entering the records. 
 
Do NOT enter the first and last name of the licensed agent and then 
enter the email address of the person who is responsible for 
entering the records.   
 

mailto:GatewayAdmin@insurance.ohio.gov
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Figure 5: 

 
Step 6b: For new ODI Gateway accounts, you will request your affiliations after 

you log into the Gateway for the first time. (See the section on Managing 
Affiliations on page 9 of this User Guide.) 

Step 7: The screen will now display a confirmation message (Figure 6) and you 
will receive a confirmation email at the email address you entered 
(Figure 7). You should receive this email when ODI approves your 
Gateway account request. Generally, this is within 1 or 2 working days. If 
you do not receive your confirmation email within that timeframes after 
submitting your request, please check your spam filter. If applicable, also 
ask your IT department if the email could have been stopped before it 
was delivered to you. If, after these steps, you still can’t find the email, 
please contact ODI using the contact information in this document, citing 
your confirmation number. 
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Figure 6: 

 
 
Figure 7: 

 

Step 8: Please click the link in the confirmation email. You will now create your 
password. Follow the steps in the next three images (Figures 8, 9 and 
10). 

 
Figure 8: 
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Figure 9: 

 
 
Figure 10: 

 

Success! You have now successfully created your ODI Gateway account for 
access to the Surplus Lines & Risk Retention Group Reporting 
application. Your username is displayed on the screen (Figure 11), and 
your password is what you entered in the previous step. Please continue 
reading the document to learn how to manage your affiliations and select 
the agent, agency, or risk retention group for reporting. 

 
Figure 11: 

 
Contact: If you need further assistance with creating an account, please contact 

GatewayAdmin@insurance.ohio.gov. 

mailto:GatewayAdmin@insurance.ohio.gov
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Managing Affiliations 

Requesting Affiliations and Affiliation Removal 
 
We know that the agents, agencies, and risk retention groups (entities, collectively) 
for which you are responsible for reporting may change over time. The steps below 
will guide you through requesting initial affiliations. The same steps will allow you to 
request additional affiliations should you need them later. Also explained is how to let 
ODI know about affiliation(s) you no longer need. 

Step 1: Log into the Gateway at https://gateway.insurance.ohio.gov.  

Step 2: Select the Surplus Lines Reporting Application link.  

Step 3: You will be shown your current list of entity affiliations. No affiliations will 
be shown until after your initial request has been approved. From this 
screen, you can take one of the following three actions: 

• Select an entity affiliation (agent, agency or risk retention group) 
to report for (explained in greater detail in a separate section),  

• Request initial or additional affiliation(s), or  
• Request current affiliations to be removed from your list.  

Figure 1 shows an affiliation list for a fictional account holder. Each 
section is described below with corresponding numbers in the image 
below. 

 
Figure 1: 

 
 1. The Entity Name column shows the names for entities (Agent, Agency, or 

RRG) for which you have affiliations and are authorized to report. 
2. The Entity Type column lists the type of entity. It will only contain RRG, Agent, 

or Agency. 
3. The Entity ID column lists the identification number for that entity and what that 

number is (NAIC ID for RRGs or NPN for agents or agencies). 
4. If reporting premium and tax data, select the entity for which you wish to report 

business, then 

https://gateway.insurance.ohio.gov/
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5. Click the Continue button. (Additional information regarding reporting is found in 
a separate User Guide document.) 

6. If you need to request initial or additional entity affiliations, click the Request 
New Affiliation button (see Step 4 for details). 

7. If you need to remove affiliation(s), send an email to ODI using the link in this 
section of the page. 

Step 4: Figure 2 below shows the affiliation request screen. Please see the 
numbered bullet points below the image for an explanation of the various 
items on the screen. 
 
Please allow up to 48 hours (five working days during initial rollout) for 
ODI to process your affiliation request. 

 
Figure 2: 

 
1. Basic instructions for filling out this form are at the top of the screen. As 

mentioned earlier, beginning with 2017 business, surplus lines premium and tax 
data of a risk purchasing group (RPG) must be reported under the identity of 
the agent or agency that sold the business. 

2. Agent NPN(s) are entered here, separated by commas, to request affiliations to 
a licensed agent(s). If the ODI Gateway account is created by an agent who 
needs to report his/her agent transactions, you will need to add your NPN 
number here to request an affiliation to yourself.  Note:  If you will only be 
inserting records for the Agency, and not an Agent, do not request an 
affiliation with the Agent. 

3. Agency NPN(s) are entered here, separated by commas, when requesting 
affiliations to a licensed agency(ies).  Note: If you will only be inserting 
records for the Agent and not the Agency, do not request an affiliation 
with the Agency. 

4. Risk Retention Group NAIC number(s) are entered here, separated by 
commas, when requesting affiliations to RRGs. Note: If you don’t enter 
records on behalf of a Risk Retention Group (RRG), leave this row blank. 

5. Enter your phone number here in case ODI has a question about your affiliation 
request. 

6. Enter your email address here in case ODI needs to contact you about your 
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affiliation request. 
7. Click the Submit Affiliation Request button to submit your request. Click the 

Cancel button to return to the previous screen. 
8. Call ODI at the number listed if you have a special situation or a question not 

addressed by the instructions. 

Step 5:  Requesting Affiliation Removal 

 From the affiliation selection screen or the affiliation request screen 
(figures 1 and 2, respectively), click the email link to send ODI an email 
at surplus.lines@insurance.ohio.gov to request the removal of a current 
affiliation. In the email, tell ODI that you need to remove affiliations, your 
username, the application to which you need affiliations removed 
(Surplus Lines), and the affiliations that you no longer need. Please be 
specific and list the entity name, entity type (Agent, Agency, or RRG), 
and the identification number used (either the NPN or the NAIC number 
for RRGs). ODI will process your request within two work days. Note: If 
you requested an affiliation in error, follow this affiliation removal 
process. 

 
Selecting an Entity for Reporting 

Note: Since one ODI Gateway user account is now able to report data for 
many entities, the application needs to know which agent, agency, or risk 
retention group for which you are reporting. 

 After you log in to the Gateway and select the Surplus Lines Reporting 
Application, you will be asked to select the entity affiliation (agent, 
agency, or risk retention group) for which you are reporting premium and 
tax data from the list of currently approved affiliations.  
 
Figure 1 above shows a sample screen with entity affiliations. Simply 
select one, then click the Continue button. After selecting the entity 
affiliation for which you are reporting, the application will resemble the 
screens and data requirements that have been historically used, except 
for a few differences to support the new security model. Please read the 
Surplus Lines Reporting Application User Guide for details.  
 
Contact ODI at either surplus.lines@insurance.ohio.gov or (614) 644-
3353 if you do not have a copy of the application User Guide or you do 
not know where to locate it in the ODI website. 

mailto:surplus.lines@insurance.ohio.gov

