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Introduction

This section of the user manual contains the essential information for the user to make full use of the eLicensing self-
service portal employee management module. This manual includes a step-by-step walkthrough for system access and
use, as well as a true depiction of the user experience based on the current state of the system. Future iterations of this
document will be provided to all licensees and posted on the Medical Marijuana Control Programs website.

Getting Started with eLicensing

The eLicensing self-service portal is a tool that is used to manage a license, manage employees, and submit payments to
the Ohio Department of Commerce Medical Marijuana Control Program for licensees who have been awarded a license to
cultivate, process, or conduct testing for the Medical Marijuana community in Ohio. In order to begin using the
eLicensing self-service portal as a licensee, the account holder will need to contact the Medical Marijuana Control
Program to set up all current and future users for the business, as well as identify what privileges those users may have.
The user access request form should be provided to the Medical Marijuana Control Program to establish and manage
those users who will either need or no longer need access to the business account information through the eLicensing self-
service portal. The user access request form should be submitted to mmcp@com.state.oh.us with a subject line including
the business name and the phrase “user access request’.

Once a user has been established by the department, an email will be sent to the users email address with instructions on
how to proceed. An example of that email is included below for reference.

From: Ohio Department of Commerce <noreply-elicense@com.ohio.gov>
Date: Monday, May 21, 2018
Subject: Welcome to the Ohio Medical Marijuana Control Program’s Licensing System

To: "co.mmer.cepd@gmail.com” <co.mmer.cep3@gmail.com>

Hello Test:
Thank you for registering with the Ohio Medical Marijuana Control Program’s Licensing System!
The Licensing System will allow you to manage your account with the Medical Marijuana Control Program.

To activate your account and get started, please go to https://elicense.com.ohio.gov/MMCP/login?c=bkgl2eGmouG5ZklobWmMOkDZ%2 FIKOE%2Fkthudl%
2Fg6TIAQ21pvIKRPEHK2FC2V3INsXSbnxijyI3GIpifYGHW1 peeoTuplggAIRFfEZxbppKBekvxoFZV3x7WOb6s8DAha6EEdKZEEMT30kdMuGOyyIFTQDS

Your username is: co.mmer.cepS@gmail.com

Please bookmark the Licensing address for future use: https://elicense.com.ohio.gov

Please contact me at (614) 466-3636 or email mmcp@com.state.oh.us if you have any questions.
Sincerely,

Mark Nye

Licensing Administrator
Medical Marijuana Contrel Program

EEbbetbsbtatisbtettettathat T T SEEeEESEASAREEET LS

The information transmitted is intended solely for the individual or entity to which it is addressed and may contain confidential and/or privileged material. Any review,
retransmission, dissemination or other use of or taking action in reliance upon this information by persons or entities other than the intended recipient is prohibited. If you
have received this email in error please contact the sender and delete the material from any computer.

B FEEEEEEEE FEEEEEEEE FEEEEREER TR

Upon selecting the hyperlink to activate the account, the user will be prompted to create a password for their account. To
ensure the user account is secure, the new password will need to meet the minimum qualifications of 10 characters made
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up of at least 1 letter, 1 number, and 1 special character. If the entered password does not meet the minimum
qualifications, the system will prompt the user to re-enter a qualifying password until one is established.

Change Your Password

Enter a new password for

damion.smith@com.ohio.gov. Your password must

Please note that each user may be prompted to reset their password periodically due to the standard system security policies.

After a qualifying password has been established, the user will be directed to the eLicensing self-service portal home screen
where the user will have the ability to manage active facility licenses, employee licenses, and pay any outstanding fees to

the Medical Marijuana Control Program.

Ohio.gov | &,

Medical Marijuana Contral Program

m Licenses  Manage Employees  Manage Payments

+  Calendar

May 2018

Today 511772018
‘You have no events scheduled for me net T days

Gverdue

My Tasks

| Employment
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Logging in to the Portal

To log in to the eLicensing self-service portal, a user must enter the username and password established at registration.
The eL.icensing self-service portal can be found at the following URL.: https://elicense.com.ohio.gov/s/customlogin.

The user will be directed to the following login page:

= Department of S\ Search
Ohlo.gov Commerce edical Marijuana Control Program

[ 3 CREATE ACCOUNT LICENSE SEARCH FILE ACOMPLAINT LOGIN

Please Login
Medical Marijuana Control Program Online services offered by the Department of Commerce require login for “Username
security reasens
« Ifyou are an existing user, please enter your user name and password to Log in. Username is your email address.
*Password

New Users
= Ifyou are a new user, Please Click Create Account now

If an invalid username and password combination is entered, the user will be prompted to check the entry to ensure that
the username and password are entered correctly. The user will have the opportunity to try to login up to 5 times. If the
user is unable to successfully login after 5 attempts, the user will be locked out for a period of 15 minutes.

ord. If you still can't
ommunity

Username

commercepd@gmail.com

Remember me

Forget Your Password?

Ohio Department of Commerce employee? Log In
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If the user selects the Forgot Your Password? link, the user will be directed to another page where the user will be
prompted to enter a username.

word. If you still can't

tact your MMCP ad

Username
‘ Forgot Your Password
commercep9@gmail.com
Password To reset your password, enter your username

commercepg@gmail. com| ‘

e

Ohio Department of Commerce employee? Log In

Upon selecting the Continue button, an email will be sent to the entered username with instructions on how to reset the
associated account password. If the user has had 5 incorrect attempts to login and selects the Forgot Your Password?
link, the user will receive an email stating that the user will be unable to login until the 15 lock-out period has expired.

Check Your Email

We've sent you an email with a link to finish resetting

your password.
Can't find the email? Try checking your spam folder.

If you still can't log in, have us resend the email or

contact your administrator.

Return to Login
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Upon successfully logging into the eLicensing self-service portal, the user will be directed to the account HOME page
where the user will have access to manage active facility licenses, employee licenses, and pay any outstanding fees to the
Medical Marijuana Control Program.

Department
of Commerce
ana Contral Program

m Licenses  Mansge Employees  Manage Payments

+  Calendar

Chio.gov

Medical Mariju

Today 5172018 < May 2018 B
You TAVE 10 EVeNtS SENSCUIEG for M e 7 6ays. Sun "

My Tasks New Overdue

You Nave No 02N tasks SCHECLIED for i penod
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Navigating the eLicensing Self-Service Portal

The HOME page of the eLicensing self-service portal serves multiple purposes. The user will have the ability to create
and manage events associated to the business, as well as create and manage tasks for the business account.

Department

Ohio.gov | &,

Medical Marijuana Contral Program

m Licenses  Manage Employees  Manage Payments

+  Calendar

Today 5/17/2018

You TAVE 10 EVeNtS SENSCUIEG for M e 7 6ays.

My Tasks ...

The user will also have the ability to search topics from within the portal. This feature is integrated with the

search.ohio.gov search engine which will display results related to the various government agencies found within the Ohio
Department of Commerce.

In addition, the user will have access to quick links to various resources found within the Ohio Department of Commerce
such as the privacy statement, disclaimer, public records requests, and employment opportunities.

Ohio . g ov | Department

of Commerce
Medical Marijuana Control Program

m Licenses Manage Employees Manage Payments

Calendar

Today 5/18/2018

You have no events scheduled for the next 7 days.

My Tasks e,

You have no open tasks scheduled for this period

Commerce Home | Press Room | Privacy Statement | Public Records | Disclaimer | Employment
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The eL.icensing self-service portal features 3 interconnected modules; the Licenses Module, the Manage Employees
Module, and the Manage Payments Module. These modules can be accessed by selecting one of the tabs located in the
upper left portion of the eLicensing self-service portal.

Ohio.gov | Smmes,

Medical Marijuana Control Program

| = e [ —

Calendar

Today 51182018
You harve 0 events scheduled for the nex 7 days.

TEE OE®E

My Tasks New Ocertue

The Licenses Module features a display where the user can view high level information of all inactive and active facility
licenses that have been awarded to the associated business.

Ohio.govV | Segartment

Medical Marijuana Control Program

Licenses Manage Employees  Manage Payments

Calendar

Today 5/18/2018

You have no events scheduled for the next 7 days.

The user will see the issued license number, the type of license, the classification of the license, the status of the license,
and the license start and expiration dates. The detailed view of each facility license has been addressed on page 13 of this
manual.

Department

Ohio.gOV of Commerce Search Search

Medical Marijuana Control Program

M Manage Employees  Manage Payments
d Licenses
General Instructions
As a License Holder , you can Manage your Facility Licenses from here
« Tolook into the details of the License , Apply for New Employee Licenses and put in a request for change, Click on View button.
ACTION v LICENSE LICENSEE TYPE LICENSE CLASSIFICATION LICENSEE STATUS START DATE EXPIRATION DATE APPLICATION TYPE
el ST S el SesiEa e - ey
view MMCPCO0001 Cultivator Level I Certificate of Operation Active 5/12/2018 5/11/2019 I

8|Page
Copyrights 2018 © Medical Marijuana Control Program — A Division of The Ohio Department of Commerce. All Rights Reserved.



Ohio Department of Commerce
Medical Marijuana Control Program

The Manage Employees Module features a display where the user can view high level information of all inactive and
active employee licenses that have been awarded to the associated employees of the business.

Department

Ohio- Q ov | of Commerce

Medical Marijuana Control Program

LLILGE Licensesl) Manage Employees | Manage Payments

Calendar

.

Today 5/18/2018
You have ne events scheduled for the next 7 days.

The user will see the issued facility license number, the issued employee license, the employees first and last name, the
assigned employee type, the status of the employee license, and the license start and expiration dates. The detailed view

of each employee license has been addressed on page 26 of this manual.

mmmmm

Ohio.gov

Medical Marizaann Cantrol Program

Home  Licenses [[ERREYUMERSSY Mansge Payments
- .
p=| Employee Licenses

EMPLOYEE LICENSE STATUS

The Manage Payments Module features a display where the user can view high level information of all outstanding fees,
receipts of previous payments, and previously paid invoices associated to the business account for all facility licenses.
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Department

Ohio . Q OV of Commerce

Medical Marijuana Control Program

m Licenses  Manage Employees | Manage Payments

Calendar

Today 5/18/2018

‘You have no events scheduled for the next 7 days.

My Tasks New,

The user will see the various details throughout the payments module. This module has been subdivided into three
sections. The first section, Outstanding Fees, lists all fees and fines by the invoice number for the associated business
account. This section is the starting point for making payments to the Ohio Department of Commerce. The details on
how to pay for an outstanding fee or fine has been addressed on page 38 of this manual.

Department

Ohio.govV | & PP .. Account

Medical Marijuana Control Program

ﬁ Make Payments

Total Value of Selected Invoices : $0.00

Outstanding Fees

INVOICE NUMBER AMOUNT DUE INVOICE CREATED
10000155 510,00 5/18/2018

FEE NAME LICENSE NUMBER APPLICATION ID LICENSETYPE  FEETYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE OUTSTANDING FEE CREATED

Employee Replacement ID Fee MMCPC00001 Cuttivator Application Fee  Replacement ID Card Test Employee Two MMCPE00001 $1000  $10.00 5/18/2018
10000154 $100.00 5/18/2018

FEE NAME LICENSE NUMBER APPLICATION 1D LICENSE TYPE  FEETYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE OUTSTANDING FEE CREATED

New Employee Application Fee MMCPC00001 /A00000150 Cuttivator Application Fee  New Employee Test Employee Six MMCPE00011 $10000  $100.00 5/18/2018

The next section within the Manage Payments module is the Receipts section. This section lists all receipts for any
previous payments made by the associated business account. The user will see the receipt number, the amount paid, the
payment method used when paying any fee or fine, the transaction number, and the date the receipt was created. The
detailed view of each receipt has been addressed on page 64 of this manual.
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1-0000005 $100.00 5/11/2018
FEE NAME LICENSE NUMBER APPLICATION ID LICENSE TYPE FEETYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE OUTSTANDING FEE CREAT
New Employee Application Fee MMCPCO000L A00000005 Cultivater Application Fee New Employee Test Employee Four MMCPEQO0O3 $100.00 $100.00 5/11/201
i' Receipts
Action Receipt Number Amount Tendered Payment Method Transaction Number Receipt Created
View R-0000002 $100.00 Credit Card 3 5/11/2018

The final section within the Manage Payments module is the Paid Invoices section. This section lists all invoices that
have been paid by the associated business account. The user will see the invoice number, the amount due, and the invoice
create date. The user will also be able to see the details of the invoice which include the fee name, facility license
number, application 1D, facility license type, fee type, application subtype, employee name (if applicable), employee
license number (if applicable), fee amount, fee outstanding, and the date the fee was created. The detailed view of each
invoice has been addressed on page 62 of this manual.

wmhy Paid Invoices
b
on NVOICE NUMBER MOUNT DUE INVOICE CREATED
View 1-0000004 50.00 5/11/2018
£ NAM LICENSE NUMBER b ucenst FEE TYRE APPLICATION SUBTYPE EMPLOVEE NAME EMPLOYEE LICENSE  FiE FEE OUTSTANDING  FEE CREATED
New Empioyee Application MMCPC0D001 Cultivator Application Fee  New Employee TestEmployee Three  MMCPEDD002 510000 5000 11/
View 1-0000003 $0.00 5/11/2018
FEE NAME LICENSE NUMBER APPLICATION ID LICENSE FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE QOUTSTANDING FEE CREATED
Employee Replacement 1D Fee MMCPC00001 Cuttivato Application Fee Replacement 10 Card Test Employee Twa MMCPEO000L 510,00 /1112018
View 1-0000002 50.00 5/11/2018
FEE NAME LICENSE NUMBER ~ APPLICATION 1D LICENSETYPE  FEETYPE app EMPLOYEE LICENSE  FEE FEE OUTSTANDING  FEE CREATED
New Employee Application Fee AQD0Q0002 Itival Application Fe New MMCPEQO001 5100.00 0.00 5/11/2018
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Manage Employees Module

The Manage Employee Module is available in order for any business who has active licensed facilities to request the
Medical Marijuana Control Program to review and determine whether the proposed employee is eligible to work within
the Ohio Medical Marijuana Industry based on rule found in the Ohio Administrative Code Chapter 3796.

In accordance with Ohio Administrative Code Chapter 3796: 5-2-01 (A), employees are defined as ‘Every owner,
principal officer, board member, employee, administrator, agent, or other person who may significantly influence or
control the activities of a cultivator, processor, or testing laboratory.’

Any active licensed facility is required by the Ohio Administrative Code Chapter 3796 to provide the Ohio Medical
Marijuana Control Program with a completed employee application, employee sworn statement, verification that a
background check has been conducted (reference 3796: 5-2-02 for details), application fee, and any additional information
the program may request. Please note that the Ohio Medical Marijuana Control Program will not process any employee
applications that has not been completed as defined in Ohio Administrative Code Chapter 3796: 5-2-01 (A).

The Manage Employee Module also provides the user with a means to update employee information, request employee
identification cards that may have been lost or misplaced, as well as communicate with the Ohio Medical Marijuana
Control Program when an employee is no longer associated to a facility.

12|Page
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Adding a New Employee

The eLicensing self-service portal provides any active licensed facility with the ability to add new employees to associate
to the business account.

To add a new employee to an active licensed facility, the user should navigate to the Licenses Module upon successful
login.

Ohio.gov | i, R = Accou

Medical Marijusna Control Progsm

m Manags Employses  Manage Payments

cATION LICENSEE STATUS START DATE EXPIRATION DATE APPLICATION TYPE

Once the user has navigated to the Licenses Module, select the View action for an active facility license.

Ohio.gov | &g,

Medical Marigiana Cantvol Progroem

Home Manage Employees  Manage Payments

gi Licenses

LICENSE CLASSIFICATION LICENSEE STATU START DATE EXPIRATION DATE APPLICATION TYPE

Commarca Home | Press Room | Privacy Statement | Public Records | Disclaimer | Employment

Upon selecting the View action for an active facility license, the license detail will display. The user will see all pertinent
information associated to the facility license including license details, addresses, applications, employees, employee
licenses, fees, and associated license documents.
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" License- MMCPC00001
-

Within the license detail screen, the user will have the ability to Add a New Employee by selecting the Add New
Employee feature.

" License- MMCPC00001

General Instructions

« ToAdd New Employee Click on Add New Employee Button

« Torequestfora change in Location, Plans, Ownership Click on Change Request Button

« Torequest for Facility Expansion , Pesticide Approval or Advertisement Approval Click Change Request Button.
« If you have any another question, Contact Us

Add New Employee

Information

License Business Name

MMCPCO0001 TEST_ACCOUNT_CULTIVATOR

License Classification License Issuance Date

Certificate of Operation v 05/12/2018

Licensa Type/Sub Type License Start Date
Cultivator Level I 05/12/2018

License status License Expiration Date

Active v 05/11/2019

Application ID
AODO00000

Facility Address

Please note that if the facility license is inactive, the Add New Employee feature will not be available for selection.

Once the user has selected the Add New Employee feature, the user will be directed to the New Employee Application
screen.

1l4|Page
Copyrights 2018 © Medical Marijuana Control Program — A Division of The Ohio Department of Commerce. All Rights Reserved.



Ohio Department of Commerce
Medical Marijuana Control Program

Ohio.gov |z, = {

Medical Masijuana, Controd Progeam

Home  Licenses mm_:r.a [EPER  Manags Payments

New Employee

ensure that you are in possession of the five required documents as you will not able to save this appiication and return at a later date.

s Information

Business License Number

MMCPC00001

The New Employee Application is made up of four components, the Business Information, the Employee Information,
the Required Documentation for the employee application, and the Employee Attestation.

The Business Information component contains the business name, facility license number, and FEIN number of the

business account. This component is prepopulated with the facility information that the Ohio Medical Marijuana Control
Program has on file for the business.

Ohio.gov | e o—ta

New Employee

Business License Numbe

MMCPC000D1

Please note that if any of the prepopulated business information is incorrect, the user should contact the Ohio Medical
Marijuana Control program to update the information accordingly.

The Employee Information component contains the identifying information of the employee that is required for the Ohio
Medical Marijuana Control Program to process a new employee application. The identifying information encompasses
the first name, middle initial, last name, date of birth, social security number, mobile phone number, home phone number,
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street address of the employee, and the email address of the employee. The user is also required to define the employee
type of the proposed employee.

Employee Information

First Name * Mobile Phone Number

Middle Initial Home Phone Number

Email * Zip Code *

In accordance with the Ohio Administrative Code Chapter 3796: 5-2-01 (H), the employee types are defined as:

e Type 1 ‘an owner, administrator, or individual that has control and management over the day-to-day activities that
significantly impact the operations of the cultivator, processor, or testing laboratory.’

e Type 1 Key ‘an owner, administrator, or individual that has control and management over the day-to-day
activities that significantly impact the operations of the cultivator, processor, or testing laboratory. A key
employee shall be responsible for all activities at the facility and will serve as the point of contact for the facility
with the department.’

e Type 2 ‘a board member, officer, employee, or agent permitted to enter the production and non-production areas
of the facility designated in the facility plans and specifications submitted by a cultivator, processor, or testing
laboratory under rule 3796:2-1-02 of the Administrative Code.’

Please note that (1) a facility license may only have 3 Type 1 Key designations. If a proposed employee is designated as a
Type 1 Key and the facility license has 3 active Type 1 Key designations, the user will not have the ability to submit the
New Employee Application. (2) Any employee designated as a Type 2 employee is not permitted to access any areas
within the facility that contain the vault, security equipment, or other equipment related to the facility’s surveillance
operations.

The Required Documentation component contains the documentation that the Ohio Medical Marijuana Control Program
will need in order to properly evaluate and process a proposed employee submitted by a facility. The user is required to
submit electronic copies of the proposed employee’s driver’s license, social security card, headshot photo, verification of
address, and the employee sworn statement. The requirements for each of the required document are defined in Ohio
Administrative Code Chapter 3796: 5-2-01 (A).
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Required Documentation ~

Pursuant to 2796: 5-2-01 (A), the following documentation is required in order for the Ohio Medical Marijuana Control Program to process an employes
e completed in its entirety with all three signatures and uploaded to accompany the employee application for processing.

Driver's License /State Issued Id Choose File |No file chosen

Social Security Card | Choose File |No file chosen
Headshat (Phota Dimensiens of 2°x27, 300dpi minimum resclution) Mo file chosen
Verification Of Address No file chosen
Sworn Employes Statermnent No file chosen

To upload the required documentation, the user will have the ability to select the Choose File feature.

Required Documentation * |

Pursuant to 3796: 5-2-01 (A), the following documentation is required in order for the Ohio Medical Marijuana Control Program to process
e completed in its entirety with all three signatures and uploaded to accompany the employes aEEIicat'\Dn for Brocessing.

Driver's Licensa/State Issued Id Mo file chosen
Social Security Card [ Choose File | No file chosen
Headshot (Photo Dimensicns of 2"x27, 300dpi minimum resolution) Mo file chosen
Verification Of Address Mo file chosen

Sworn Employee Statement Choose File | Mo file chosen

Upon selecting the Choose File feature, the user will be prompted with the file explorer feature available on the user’s

device.

Employse Type € Open - ==
Typel G =B Computer » Windows (€ + < e[ Seareh Windows (€ 2|
- Organize = Hewfolder )
& Onebrive * Mame : Date modified Type Size
test_employeesix@gmail.com 0 Racentroces ) -
I Application Data 22700 File fol
Required Documentation * o Ubraes g B 2147200 ek
3 Cocumerts L el 172017905 AM ik fokder
| Docume o der
Fursuant 1o 3796: 5-2-01 (A), the following documentation Isrequired nfl b pausie o Perflogs ANVARLINN P - Flefol
Be compieted nits entirety with all three signatures and upioaced 10 acll & picrures L Program Fies SAMBTIPM ke folder
Pt . Program Files SABAOIBZ08AM i folder
Hv | Prog 086) 0
Driver's icense/State Issued 1d e b Users LL/29/2017 836 A Fie folder
- c 1 Windows S/14/201812:15 AM  File folder
Sacial Security Card LT phrewall 32320061205 P Text Document 1)
& Windows ()
Dimensions of 2'x2", 300dp! mini ution) = 1LS PEARL (€
8 Publc (Z)
Vorification Of Addrss
@ Network - W v
Swom Employes Statemsnt
File name: - [Aifies -
By compieting this application, the empioyer and empicyes acknowie SRR R TP ETTECTET EFPRT TR TR FETRIRPTIWRERRTBABPING rcuc ooy

Commerce pursuant to QAC 3796:5-2-02, and that approval of an employee license is contingent upon the review of the criminal records check that shows no disqualifying offense as defined in OAC 3796:1-1-01 (15). Availab
Check/Webcheck-Community-Listing. All F81/BCIS] check results must be submitted directly to the Department

the Ohio Attormey General's website at htp. general. gov/|

Copyrights 2018 © Medical Marijuana Control Program — A Division of The Ohio Department of Commerce. All Rights Reserved.
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Once a file has been selected, the associated file name will be visible within the Required Documentation component to
the right of the Choose File feature.

Required Documentation ™

Pursuant to 3796: 5-2-01 (A), the following documentation is required in order for the Chio Medical Marijuana Control Program to process an employee application. Please download the New Employee Sworn Statement here: SWO
be completed in its entirety with all three signatures and uploaded to accompany the empleyee application for processing.

Driver's License/State Issued [d | Choose File | No file chosen

Social Security Card | Choose File | No file chosen

Headshot (Photo Dimensions of 2°x2”, 300dpi minimum resolution) | Choose File  No file chosen

Verification Of Address | Choose File | No file chosen

Sworn Employee Staternent | Choose File |No file chosen (View) Sworn Statement.docx

Please note that the Employee Sworn Statement is available for download by either selecting the Sworn Statement
Document hyperlink or by navigating to the following URL:
https://www.com.ohio.gov/documents/mmcp_EmployeeSwornStatement.pdf.

The Attestation component indicates confirmation from the user that both the employer and employee acknowledge the
requirement of a background check to be considered for an employee license. The Attestation includes directions to the
user on where to find a list of available vendors to perform the background check, as well as instructions on where the
vendor should direct the completed background check results to ensure delivery to the Ohio Medical Marijuana Control
Program. The Attestation must be selected in order for the New Employee Application to be submitted for review.

Attestation ”

¥| By completing this application, the employer and employee acknowledge the requirement that a FBI/BCI&I criminal reco
Commerce pursuant to OAC 3796:5-2-02, and that approval of an employee license is contingent upon the review of the crir
the Ohio Attorney General's website at http://www.ohioattorneygeneral.gov/Business/Services-for-Business/WebCheck/\We

Once all 4 components of the New Employee Application have been completed, the user will have the ability to select the
Submit feature.

s/Services-for-Business/WebCheck/Webcheck-Community-Listing. All FBI/BCI&I check results must be su

-1

Commerce Home | Press Room | Privacy Statement | Public Records | Disclaimer | Employ
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Upon successful submission of the New Employee Application, the user will be prompted with a submission successful
message.

Ohio.gov | Zzmer,

Medical Marijuana Control Frogram

m Licenses Manage Employees  Manage Payments

Submission Successful

Exit

Please note that once the New Employee Application has been submitted, the user will not have the ability to edit the
application.

If the user selects the Exit feature, the user will be redirected to the facility license detail screen.

Ohio.goﬂ"’""""";. = ¢

Medical Marsons

_Mome (ISR Wanoge Employess _Manage Paymenss

* License- MMCPCO0001
L]

Ganer

The user can verify the successful submission of a New Employee Application by navigating to the Manage Employee
Module.
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Ohio.gov | Sezpmer,

Medical Marijuana Control Program

Home Manage Employees | Manage Payments

General Instructions

* To Add New Employee Click on Add New Employee Button.

« Torequest for a change in Location, Plans, Ownership Click on Change Request Button

= Torequest for Facility Expansion , Pesticide Approval or Advertisement Approval Click Change Request Button.

" License- MMCPC00001

Once in the Manage Employee Module, the user can view the pending employee license submission by locating the
employee record in the Employee Licenses list. The user will see the associated facility license number, the associated
employee license number, the last name of the employee, the first name of the employee, the selected employee type
associated to the employee record, the employee license status, the employee license start date, and the employee license
expiration dates. The detailed view of each employee license has been addressed on page 26 of this manual.

Ohio.gov | Zgmmer,

Medical Marijuana Control Program

Home Licenses ManageEmpluyees Manage Payments

;1: Employee Licenses

General Instructions

Manage all your Emplayees from this screen

= Tolook into the details of an Employee License Click on View button

s Torequest a replacement ID card or cards Click on Reguest Replacement 1D(s).
s To Add New Employee(s) / Apply for Employee License(s) Click on Licenses.

Request Replacement ID(s)

ACTION v BUSINESS LICENSE EMPLOYEE LICENSE LAST NAME FIRST NAME EMPLOYEE TYPE EMPLOYEE LICENS
view MMCPC00001 MMCPEODDO4 Employee Five Test Type 1 Active

view MMCPC00001 MMCPEQOOO3 Employee Four Test Type 1 Key Active

view MMCPC00001 MMCPEODOO2 Employee Three Test Type 1 Key Inactive

view MMCPC00001 MMCPEODOO1 Employee Two Test Type 1 Key Active

view MMCPC00001 MMCPEQDOOO Employee One Te_sl Type 1 Active

view MMCPCO00001 MMCPEOOOL11 Employee Six Test Type 1 Inactive

Please note that any New Employee Applications will display an Inactive employee license status until the Ohio Medical
Marijuana Control Program has processed the application. Also note that the New Employee Application will only be
reviewed and processed once the application fee has been paid and the background check has been submitted according to
the Ohio Administrative Code Chapter 3796: 5-2-02. The details on how to pay for a New Employee Application fee has
been addressed on page 38 of this manual.
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Updating an Employee

The eLicensing self-service portal provides any active licensed facility with the ability to update employee demographic
information associated to an employee who possesses an active employee license with the Ohio Medical Marijuana
Control Program.

To update information within the employee demographics, the user should navigate to the Manage Employees Module
upon successful login.

Department

Ohio.gov | fnmen,

Medical Marijuana Control Program

m Licenses ~Manage Employees ~ Manage Payments

n.: Employee Licenses

General Instructions

Manage all your Employees from this screen

« Tolookinto the f an Employee License Click on View button

+ Torequest ment 1D card or cards Click on Request Replacement ID(s).
- ToAdd Ney yeels) | Apply for Employee License(s) Click on Licenses.

Request Replacement ID(s)

ACTION v BUSINESS LICENSE EMPLOVYEE LICENSE LAST NAME FIRST NAME EMPLOYEE TYPE EMPLOYEE LICENSE STATUS START DATE EXIRATION DAT]
view MMCPC00001 MMCPEO0004 Employee Five Test Type 1 Active 5/18/2018 5/17/2020
view MMCPC00001 MMGCPE00003 Employee Four Test Type 1 Key Active s5/11/2018 5/10/2020
view MMCPC00001 MMCPEO0002 Employee Three Test Type 1 Key Tnactive 5/11/2018 5/11/2018
view MMCPC00001 MMCPEO0001 Employee Two Test Type 1 Key Active 5/11/2018 5/10/2020
view MMCPC00001 MMCPEO0000 Employee One Test Type 1 Active 5/11/2018 5/10/2020
view MMCPC00001 MMCPEO0011 Employee Six Test Type 1 Inactive

Once the user has navigated to the Manage Employee Module, select the View action for an active employee license.

Ohio.gov | 2mme,

Medical Marijuana Control Program

m Licenses  Manage Employees  Manage Payments

'nl: Employee Licenses

General Instructions

Manage all your Employees from this screen

+ To look into the details of an Employee License Click on View buttan.

+ Torequest a replacement ID card or cards Click on Request Replacement ID(s).
+ To Add New Employee(s) / Apply for Employee License(s) Click on Licenses.

Request Replacement TD(s)

ACTION v BUSINESS LICENSE EMPLOYEE LICENSE LAST NAME FIRST NAME EMPLOYEE TYPE EMPLOYEE LICENSE STATUS
view MMCPC00001 MMCPEOOOO4 Employee Five Test Type 1 Active

view MMCPC00001 MMCPEQ0003 Employee Four Test Type 1 Key Active

view MMCPC00001 MMCPEQ0O02 Employee Three Test Type 1 Key Inactive

Upon selecting the View action for an active employee license, the employee license detail will display. The user will see
all pertinent information associated to the employee license details.

21|Page
Copyrights 2018 © Medical Marijuana Control Program — A Division of The Ohio Department of Commerce. All Rights Reserved.



Ohio Department of Commerce
Medical Marijuana Control Program

Ohio.gov | e,

Medical Marijuana Control Program

Home  Licenses ManﬂgeEmplnyees Manage Payments

@

8= Employee License- MMCPEOD003
General Instructions

nt to Change the Employee Type or Inactivate the employee License Click on Edit button.
Nt to pay dues on this Employee, Click on Manage Payments

Information

Employee License

Employes
MMCPEO0003 EMP 0000003
First Name Business License
Test MMCPC00001
Middle Initial License Issuance Date
H. 05/11/2018
LastName

License Start Date
Employee Four 05/11/2018

Employee License Status License Expiration Date
Active 05/10/2020
Employee Type

Type 2

Please select the checkbox to confirm that the original employee identification card would be retumned to the Department of Commerce within fitteen calendar @ays of the employee’s termination or completion of services.
Notes and Attachment.

Within the employee license detail, the user can select the Employee number hyperlink to open the employee record.

Ohio.g ov | Department

of Commerce
Medical Marijuana Control Program

Home Licenses ManageEmpluyEes Manage Payments

@

p=| Employee License- MMCPEOD003
General Instructions
. Iy
. Iy

nt to Change the Employee Type or Inactivate the employee License Click on Edit button.
nt to pay dues on this Employee, Click on Manage Payments.

Information

Employee License

MMCPEO0003
First Name Business Licens
Test MMCPC00001
Middle Initial License [ssuance Date
H

05/11/2018

Upon selecting the Employee number hyperlink, the user will have the ability to view the employee’s personal
information such as the employee’s first name, last name, address, phone numbers, and email address.
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Department
of Commerce

Chio.gov

Search. search |
Medieal Marijuana Control Program

Home Licenses ManageEmplnyees Manage Payments

Employee - EMP 0000003
General Instructions
« Ifyouwant to Update the Employee Information, Click on Edit button
«+ Ifyouwant to pay dues on this Employee, Click on Manage Payments.

Information

Employee Number

EMP 0000003

Mabile Phane Number

(789) 0234456

First Name Home Phone Number
Test 61463893759
Middle Initial Email
H tracy@yahoo.com
Last Name Application 1D
Employee Four A00000014
Date of Birth
11/20/1976 [5/23/20181]
Employee Address
Streat 1 Strast 2
1765 Dublinshire St 6785t
City St

Within the employee detail screen, the user will have the ability to modify the employee demographic information by
selecting the Edit feature.

Ohio.gov | s,

Whrersd Man sy Cororesd P oy

(T | P m [Ty —
s Employee - EMP 0000003

Once the user has selected the Edit feature, the user will be directed to the editable version of the employee detail screen.
The critical data elements of the employee record are prepopulated and cannot be modified. The user will have the ability
modify the employee’s email address, home address, mobile phone number, home phone number, and 4 of the required
documentation items previously submitted during the New Employee Application process.
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Please note that if any of the prepopulated employee information is incorrect, the user should contact the Ohio Medical
Marijuana Control program to update the information accordingly.

Department

Ohio. GOV | of Commerce

Medical Marijuana Control Program

Home Licenses ManﬂgeEmpluyebs Manage Payments

Edit Employee

Employee Number Mobile Phone Number
EMP 0000003 (789) 023-4456
First Name

Middle Initial Street1*
H 1765 Dublinshire St
Last Name Street 2
Employee Four 6785t
Date Of Birth City*
11/20/1976 [s/23/2018] Dublin
Email State *
tracy@yahoo.com Onio
Zip Code *
43017
Decired D

Please note that if the employee license associated to the employee number selected is inactive, the Edit feature will not
be available for selection.

Once the user has finished updating the employee demographic details, the user can select the Submit feature to complete
the update employee process.

Madical Marizaana Cartrol Program

Home Licenses [ oa ] Manage Payments

Edit Employee

Employee Mumber Mobile Phane Mumber
EMP 0000003 59

First B Harme Frane N
™ 614389375
H &5 Duninsnire st.
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Upon selection of the Submit feature, the user will be prompted with a submission successful message.

Ohio.gov | &resmer,

Medical Marijuana Control Program

m Licenses  Manage Employees  Manage Payments

Submission Successful

If the user selects the Exit feature, the user will be redirected to the uneditable version of the employee details screen
where any field updates will be displayed.

Department

Ohio. GOV | of Commerce

Medical Marijuana Control Program

Home  Licenses ManageEmpluyEes Manage Payments

Employee - EMP 0000003

General Instructions
= Ifyou want to Update the Employee Information, Click on Edit butten
= Ifyouwant to pay dues on this Employee, Click on Manage Payments

Edit
Information
Employee Number Mobile Phone Number
EMP 0000003 (789) 023-4456
First Name Home Phone Number
Test 6143893759
Middle Initial Email

b
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Updating an Employee License

The eL.icensing self-service portal provides any active licensed facility with the ability to update license detail information
associated to an employee who possesses an active employee license with the Ohio Medical Marijuana Control Program.

To update information within the employee license, the user should navigate to the Manage Employees Module upon
successful login.

s Department
Ohio.gov | e,

Medical Marijuana Control Program

m Licenses  Manage Employees  Manage Payments

nﬂi Employee Licenses

General Instructions

Manage all your Employees from this screen

+ Tolook into the details of an Employee License Click on View button

+ To request a replacement ID card or cards Click on Request Replacement ID(s).
« ToAdd New Employee(s) / Apply for Employee Licensefs) Click an Licenses.

Request Replacement ID(s)

ACTION v BUSINESS LICENSE EMPLOYEE LICENSE LAST NAME FIRST NAME EMPLOYEE TYPE EMPLOYEE LICENSE STATUS START DATE EXIRATION DAT]
view MMCPC00001 MMCPEO0004 Employee Five Test Type 1 Active s5/18/2018 5/17/2020
view MMCPC00001 MMCPEO0003 Employee Four Test Type 1 Key Active 5/11/2018 5/10/2020
view MMCPCO0001 MMCPEQ0002 Employee Three Test Type 1 Key Inactive 5/11/2018 5/11/2018
view MMCPC00001 MMCPEO0001 Employee Two Test Type 1 Key Active 5/11/2018 5/10/2020
view MMCPC00001 MMCPEO0000 Employee One Test Type 1 Active 5/11/2018 5/10/2020
view MMCPC00001 MMCPEO0011 Employee Six Test Type 1 Tnactive

Once the user has navigated to the Manage Employee Module, select the View action for an active employee license.

Ohio.gov | ume,

Medical Marijuana Control Program

m Licenses Manage Employees  Manage Payments
p=| Employee Licenses
General Instructions
Manage all your Employees from this screen
+ Tolook into the details of an Employee License Click on View button.
« Torequest a replacement ID card or cards Click on Request Replacement ID(s).
« To Add New Employee(s) / Apply for Employee License(s) Click on Licenses.
ACTION v BUSINESS LICENSE EMPLOYEE LICENSE LAST NAME FIRST NAME EMPLOYEE TYPE EMPLOYEE LICENSE STATUS
view MMCPC00001 MMCPEQOO04 Employee Five Test Type 1 Active
view MMCPC00001 MMCPEQOO03 Employee Four Test Type 1 Key Active
view MMCPC00001 MMCPED0002 Employee Three Test Type 1 Key Inactive

Upon selecting the View action for an active employee license, the employee license detail will display. The user will see
all pertinent information associated to the employee license details.
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Ohio.gov | srmen,

Medical Marijuana Control Program

Home Licenses [UIENELTASUTVLTEEEE Manage Payments

g=| Employee License- MMCPEOO004

General [nstructions
s Ify nt to Change the Employee Type or Inactivate the employee License Click on Edit button.
o Ify nt to pay dues on this Employee, Click on Manage Payments.

Information

Employee License Ermployes
MMCPEOODD4 EMP 0000004

First Nama Business License
Test MMCPC00001

Middle Initial License Issuance Date
N 05/18/2018

Last Name License Start Date
Employee Five 05/18/2018

Employee License Status License Expiration Date

Active 05/17/2020

Employee Type

Type 1

Within the license detail screen, the user will have the ability to modify the employee license by selecting the Edit
feature.

Ohio.gov | Femme,

Medical Marijuana Control Program

Home Licenses UUENEHERSIIMTELE Manage Payments

g =] Employee License- MMCPEOO004

General Instructions
« If you want to Change the Employee Type or Inactivate the employee License Click on Edit button
» If you want to pay dues on this Employee, Click on Manage Payments.

Information

Employee License Employes
MMCPEODO04 EMP 0000004

First Nama Business License
Test MMCPC00001

Please note that if the employee license is inactive, the Edit feature will not be available for selection.
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Once the user has selected the Edit feature, the user will be directed to the editable version of the employee license
screen. The critical data elements of the employee license record are prepopulated and cannot be modified. The user will
have the ability modify only the employee type and employee license status of the selected employee license.

Please note that if any of the prepopulated employee license information is incorrect, the user should contact the Ohio
Medical Marijuana Control program to update the information accordingly.

Upon selection of the employee license status field, the user will have the ability to update the employee license from
active to inactive.

Cancel
Information
Employee License Employee
MMCPEODOO4 EMP 0000
First Name Business Licen|
Test MMCPCOO!
Middle Initial License Issuan|
N 05/18/204

Last Name License Start O

Employee Five 05/18/201

Employee License Status License Expira

‘ Active A 05/17/203

Active

Type 1

Plegce select the checkbox to confirm that the origingl emplovee identification card would returped to the Department of Commerce within fifteen c3

Please note that if the user updates the employee license status to inactive, the employee license will no longer be valid
indicating that the employee is no longer employed with the associated facility. The detailed steps to inactivating an
employee license have been addressed on page 30 of this manual.

If the user selects the employee type field, the user will have the ability to modify the employee type designation assigned
to the associated employee.

Last Name License Start Date

Employee Four 05/11/2018

Employes License Status License Expiration Date

Active v 05/10/2020

Employes Type

| Type 1
Type 1
Type 1 Key

otes And Attachments

No records to display
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In accordance with the Ohio Administrative Code Chapter 3796: 5-2-01 (H), the employee types are defined as:

o Type 1 ‘an owner, administrator, or individual that has control and management over the day-to-day activities that
significantly impact the operations of the cultivator, processor, or testing laboratory.’

e Type 1 Key ‘an owner, administrator, or individual that has control and management over the day-to-day
activities that significantly impact the operations of the cultivator, processor, or testing laboratory. A key
employee shall be responsible for all activities at the facility and will serve as the point of contact for the facility
with the department.’

o Type 2 ‘a board member, officer, employee, or agent permitted to enter the production and non-production areas
of the facility designated in the facility plans and specifications submitted by a cultivator, processor, or testing
laboratory under rule 3796:2-1-02 of the Administrative Code.’

Please note that (1) a facility license may only have 3 Type 1 Key designations. If a proposed employee is designated as a
Type 1 Key and the facility license has 3 active Type 1 Key designations, the user will not have the ability to submit the
New Employee Application. (2) Any employee designated as a Type 2 employee is not permitted to access any areas
within the facility that contain the vault, security equipment, or other equipment related to the facility’s surveillance
operations.

Once the user has finished updating the employee license, the user can select the Save feature to complete the update

employee license process.

dit button.

Save

]
o

Upon selection of the Save feature, the user will be redirected to the Manage Employees main license screen where the
user can validate the update was successful by locating the employee license record in the list.

1 Department
Ohio.gov | Femmer, s @
Wedct Ve Cos

2 Control Program

m Licenses  Manage Employees  Manage Payments

;'3 Employee Licenses

ACTION  y BUSINESS LICENSE EMPLOYEE LICENSE LAST NAME FIRST NAME EMPLOYEE TYPE EMPLOYEE LICENSE STATUS START DATE EXIRATION DATE

view MMCPC00001 MMCPE00003 Employee Four Test Type 1Key Active 5/11/2018 5/10/2020
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Inactivating an Employee License

The eLicensing self-service portal provides any active licensed facility with the ability to inactivate an employee license
associated to an employee who possesses an active employee license with the Ohio Medical Marijuana Control Program.

To inactivate an employee license, the user should navigate to the Manage Employees Module upon successful login.

Department

Ohio.gov | Senmen =

Medical Marijuana Control Program

m Licenses Manage Employees Manage Payments

;.E Employee Licenses

General Instructions

Manage all your Employees from this screen

+ Tolook into the details of an Employee License Click n
« Torequest a repl it ID card or cards Click on Re cement ID(s)
+ ToAdd New Employee(s) / Apply for Employee Licensefs) Click on Licenses.

Request Replacement ID(s)

ACTION  y BUSINESS LICENSE EMPLOVYEE LICENSE LAST NAME FIRST NAME EMPLOYEE TYPE EMPLOYEE LICENSE STATUS START DATE EXIRATION DAT]
view MMCPC00001 MMGCPEO0004 Employee Five Test Type 1 Active s/18/2018 5/17/2020
view MMCPC00001 MMCPEO0003 Employee Four Test Type 1 Key Active 5/11/2018 5/10/2020
view MMCPC00001 MMCPEO0002 Employee Three Test Type 1 Key Inactive 5/11/2018 5/11/2018
view MMCPC00001 MMCPEO0001 Employee Two Test Type 1 Key Active 5/11/2018 5/10/2020
view MMCPC00001 MMCPEO0000 Employee One Test Type 1 Active 5/11/2018 5/10/2020
view MMCPC00001 MMGCPEQ0011 Employee Six Test Type 1 Tnactive

Once the user has navigated to the Manage Employee Module, select the View action for an active employee license.

Ohio.gov | Sgrmen:.

Medical Marijuana Control Program

m Licenses  Manage Employees  Manage Payments

D‘t: Employee Licenses

General Instructions

Manage all your Employees from this screen

= Tolook into the details of an Employee License Click on View button

« Torequest a replacement ID card or cards Click on Request Replacement 1D(s).
= To Add New Employee(s) / Apply for Employee License(s) Click on Licenses,

Request Replacement ID(s)

ACTION v BUSINESS LICENSE EMPLOYEE LICENSE LAST NAME FIRST NAME EMPLOYEE TYPE EMPLOYEE LICENSE STATUS
MMCPC00001 MMCPEOODO4 Employee Five Test Type 1 Active

view MMCPCO0001 MMCPEOOOO3 Employee Four Test Type 1 Key Active

view MMCPCO0001 MMCPEOD0D2 Employee Three Test Type 1 Key Inactive

Upon selecting the View action for an active employee license, the employee license detail will display. The user will see
all pertinent information associated to the employee license details.
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General Instructions
ant to Change the Employee Type or Inactivate the employee License Click on Edit button
ant to pay dues on this Employee, Click on Manage Payments.

Information

= Employee License- MMCPEOOOO4

Employee License

MMCPEODOO4

First Name

Test

Middle Initial

N

Last Name

Employee Five

Employee License Status
Active
Employee Type

Typel

Employes

EMP 0000004

Business License

MMCPCO0001

License Issuance Date

05/18/2018

License Start Date

05/18/2018

License Expiration Date

05/17/2020

Within the license detail screen, the user will have the ability to modify the employee license by selecting the Edit

feature.

Ohio.gov | Smert

Medical Marijuana Control Program

Home Licenses QUERELERSTUTELE Manage Payments

General Instructions
« Ifyouwant to Change the Employee Type or Inactivate the employee License Click on Edit button.
« If you want to pay dues on this Employee, Click on Manage Payments

Information

;1: Employee License- MMCPEQQOO4

Employee License Employes
MMCPEODOO4 EMP 0000004

First Namea Business License
Test MMCPCO0001

Please note that if the employee license is inactive, the Edit feature will not be available for selection.
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Once the user has selected the Edit feature, the user will be directed to the editable version of the employee license
screen. The critical data elements of the employee license record are prepopulated and cannot be modified. The user will
have the ability modify only the employee type and employee license status of the selected employee license.

Please note that if any of the prepopulated employee license information is incorrect, the user should contact the Ohio
Medical Marijuana Control program to update the information accordingly.

Upon selection of the employee license status field, the user will have the ability to update the employee license from
active to inactive.

Information

Employse License Employes

MMCPEO0004 EMP 0000

First Name Business Licen|

Test MMCPCOO

Middle Initial License Issuan|

N 05/18/201

License Start

05/18/201

License Expira

05/17/203

Ploase sclect the checkbox to confiny that the original emplovee identification card would be returned fo the Department of Commerce within fitteen c:

Please note that if the user updates the employee license status to inactive, the employee license will no longer be valid
indicating that the employee is no longer employed with the associated facility.

If the user has selected an inactive employee license status, the user will be required to confirm that the original employee
identification card issued to the employee will be returned to the Ohio Department of Commerce within 15 calendar days
of the employee's inactivation or completion of services in accordance to the Ohio Administrative Code Chapter 3796: 5-
2-01 (F).

B=] Employee License- MMCPEODO03
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Once the user has finished updating the employee license, the user can select the Save feature to complete the inactivate

employee license process.

it button.

Upon selection of the Save feature, the user will be redirected to the Manage Employees main license screen where the
user can validate the update was successful by locating the employee license record in the list.

Department

Ohio.gov | S, s @
Medical Marjuana Control Program
m Licenses  Manage Employees ~ Manage Payments
o .
p= Employee Licenses
General Instructions
Manage all your Employees from this screen
* Tolook into the details of an Employee License Click on View button.
« To request a replacement ID card or cards Click on Request Replacement ID(s).
« ToAdd New Employee(s) / Apply for Employee License(s) Click on Licenses
Request Repl BLE)
ACTION v BUSINESS LICENSE EMPLOYEE LICENSE LAST NAME FIRST NAME EMPLOYEE TYPE EMPLOYEE LICENSE STATUS START DATE EXIRATION DATE
I view MMCPC0O0001 MMCPEO00O4 Employee Five Test Type 1 Inactive 5/18/2018 5/18/2018 I
view MMCPCO0001 MMCPEO0DO3 Employee Four Test Type 1 Key Active 5/11/2018 5/10/2020

Please note that once an employee license has been inactivated, the New Employee Application process must be
completed in order for the employee to work within the facility in the future.
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The eLicensing self-service portal provides any active licensed facility with the ability to request a replacement
identification card for an employee who possesses an active employee license with the Ohio Medical Marijuana Control
Program for any circumstances resulting from misplacement or loss of an original identification card.

To request a replacement ID for an employee, the user should navigate to the Manage Employees Module upon

successful login.

Department

Ohio.gov | begarment

Medical Marijuana Control Program

m Licenses Manage Employees Manage Payments

p=| Employee Licenses

General Instructions
Manage all your Employees from this screen

+ Tolook into the details of an Emplyee License Click on View button

« Torequest a replacement ID card or cards Click on Request Replacement ID(s).
+ ToAdd New Employee(s) / Apply for Employee Licensefs) Click on Licenses.

Request Replacement ID(s)

ACTION  y BUSINESS LICENSE EMPLOVYEE LICENSE LAST NAME FIRST NAME EMPLOYEE TYPE EMPLOVEE LICENSE STATUS START DATE EXIRATION DAT]
view MMCPC00001 MMGCPEO0004 Employee Five Test Type 1 Active s/18/2018 5/17/2020
view MMCPC00001 MMCPEO0003 Employee Four Test Type 1 Key Active 5/11/2018 5/10/2020
view MMCPC00001 MMCPEO0002 Employee Three Test Type 1 Key Inactive 5/11/2018 5/11/2018
view MMCPCO0001 MMCPEQ000L Employee Two Test Type 1 Key Active 5/11/2018 5/10/2020
view MMCPC00001 MMCPEO0000 Employee One Test Type 1 Active 5/11/2018 5/10/2020
view MMCPC00001 MMCPEO0011 Employee Six Test Type 1 Inactive

Once the user has navigated to the Manage Employee Module, select the Request Replacement 1D(s) feature.

Ohio.gov | Srzment,

Medical Marijuana Control Program

Home Licenses QUGLELEASGIOGTEEN Manage Payments

General Instructions

Manage all your Employees from this screen:

= Tolookinto the details of an Employee License Click on View button

» To request a replacement ID card or cards Click on Request Replacement ID(s)
« To Add New Employee(s) / Apply for Employee License(s) Click on Licenses.

Request Replacement ID(s)

l?i Employee Licenses

ACTION v BUSINESS LICENSE EMPLOYEE LICENSE LAST NAME FIRST NAME EMPLOYEE TYPE
view MMCPC00001 MMCPEDCOOD4 Employee Five Test Type 1
view MMCPC00001 MMCPEQQOOOD3 Employee Four Test Type 1 Key

Copyrights 2018 © Medical Marijuana Control Program — A Division of The Ohio Department of Commerce.
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Upon selection of the Request Replacement 1D(s) feature, the user will be directed to a list view containing employee
license records for all associated employees who possess an active employee license with the Ohio Medical Marijuana
Control Program.

Ohio.gov | e,

Medical Marijuana Control Program

Home  Licenses Manage ST Manage Payments
d Request Replacement ID(s)
EMPLOYEE LICENSE EMPLOYEE FIRST NAME EMPLOYEE LAST NAME
MMCPEOOOOO Test Employee One
MMCPEOOOO4L Test Employee Five
MMCPEOOOO1 Test Employee Two
MMCPEQQQO3 Test Employee Four

Commarce Home | Prass Boom | Privacy Statement |_Public Becaords | Disclaimar | Fmnlovmeant

Within the Request Replacement 1D(s) feature, the user can select either one or many employee licenses to request
replacement ids by selecting the checkbox adjacent to the employee license number.

3 Department
Ohlo-gOV | of Commerce Search P ‘
Medical Marijuana Control Program
Home Licenses lnlanane 12V Rl Manage Payments
)
L Request Replacement 1D(s)

EMPLOVEE LICENSE EMPLOVEE FIRST NAME EMPLOVEE LAST NAME

L MNMCPEQQO00 Test Employee One
TATTCPEOO00 T =5 TpIoyee TWo
MMCPEQQO03 Test Employee Four

Once the user has selected one or many employee licenses, the user can select the Next feature to continue with the
replacement id request.
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Ohio Department of Commerce
Medical Marijuana Control Program

e @

QM Request Replacement 1D(s)

EMPLOYEE LICENSE

MMCPEOOODO Test
MMCPEOOOO1 Test
MMCPEOOOO3 Test

EMPLOYEE FIRST NAME

EMPLOYEE LAST NAME
Employee One
Employee Two

Employee Four

Upon selecting the Next feature, the user will be directed to a new list view containing all the employee licenses selected
within the Request Replacement ID(s) screen. Within the list view, the user will see the employee license number, the
employee first name, the employee last name, and a reason for replacement field to enter why a replacement id is being

requested for the employee license selected.

Ohio.gov | Sramme,

Medical Marijuana Control Program

Home Licenses Manage Z SRR Manage Payments

d Request Replacement 1D(s)

EMPLOYEE LICENSE EMPLOYEE FIRST NAME

« MMCPEDOOOL Test

EMPLOYEE LAST NAME REASON FOR REPLACEMENT *

Employee Two Employee lost card

Save

Once the user has entered a reason for replacement for each employee license select, the user can select the Save feature

to complete the Request Replacement ID process.

Ohio.gov | orgimmen,

Medical Marijuana Control Program

Home  Licenses llanane SIS Manage Payments

- :
£, Request Replacement ID(s)

a2

EMPLOYEE LICENSE EMPLOYEE FIRST NAME

-l MMCPEOOOOO Test

EMPLOYEE LAST NAME REASON FOR REPLACEMENT *

Employee One

Save Concal
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Upon selection of the Save feature, the user will be redirected to the Manage Employees main license screen where the
user can validate the update was successful by locating the employee license record in the list.

Department

Ohio.gov | fimme.

Medical Marijuana Control Program

m Licenses Menage Employees  Manage Payments

& .
p= Employee Licenses

General Instructions
Mar

ACTION v BUSINESS LICENSE EMPLOYEE LICENSE LAST NAME FIRST NAME EMPLOYEE TYPE EMPLOYEE LICENSE STATUS START]
view MMCPCOo001 MMCPEODOD4 Employee Five Test Type 1 Active si18/
view MMEPCOG001 MMCPEODOD3 Employee Four Test Type 1 Key Active 5711/
view MMCPCO0001 MMCPEOD002 Employee Three Test Type 1 Key Inactive 5011/
view MMCPCOo001 MMCPEODOOL Employee Two Test Type 1 Key Active s/11/
view MMEPCOG001 MMCPEODOOO Employee One Test Type 1 Active 5111/
view MMCPCO0001 MMCPEODO11 Employee Six Tast Type 1 Inactive

Please note that the replacement id request will only be reviewed and processed once the replacement id fee has been paid
by the business. The details on how to pay for a replacement identification card fee has been addressed on page 38 of this
manual.

37|Page
Copyrights 2018 © Medical Marijuana Control Program — A Division of The Ohio Department of Commerce. All Rights Reserved.



Ohio Department of Commerce
Medical Marijuana Control Program

Manage Payments Module

The Manage Payments Module is available in order for any business who has active licensed facilities to view all
outstanding fees, fines levied on the business, previously paid invoices, and copies of receipts for previously paid
invoices.

The fees incurred by the business will include those for facility applications, facility licenses, employee licenses, and any
additional request made to the Ohio Medical Marijuana Control Program that causes an impact on either a facility or
employee license. Any fines levied on the business will be done so in accordance with the Ohio Administrative Code
Chapter 3796.

The Manage Payments Module also allows businesses to pay fees and fines to the Ohio Department of Commerce in one
of two forms; Pay by Mail or Pay Online. The Pay Now option allows the user to pay their invoices by credit card using
the CBOSS payment system. The pay by mail option allows the user to print an invoice and either mail the payment to
the Ohio Department of Commerce or pay in person at the Ohio Department of Commerce offices.
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Making an Online Credit Card Payment

Ohio Department of Commerce
Medical Marijuana Control Program

The eLicensing self-service portal provides any active licensed facility with the ability to make a payment for any
outstanding fees incurred by the business or fines levied on the business by the Ohio Medical Marijuana Control Program
for any circumstance deemed necessary in accordance with the Ohio Administrative Code Chapter 3796.

To make an online credit card payment for an outstanding fee or fine, the user should navigate to the Manage Payments

Module upon successful login.

Department

Ohio. OV | of Commerce

Medical Marijuana Control Program

Home Licenses Manage Employees ManagePnymems

Search

Test Account

General Instructions

« Select Invoice(s) to pay.

- Click on Pay Now button to make an online payment
= Click on Pay by Mail to Print the Inveice.

Total Value of Selected Invoices : $ 0.00

Outstanding Fees

i Make Payments

INVOICE NUMBER

10000155

FEE NAME LICENSE NUMBER APPLICATION ID

Employee Replacement ID Fee MMCPC00001

10000154

FEE NAME LICENSE NUMBER APPLICATION 1D

New Employee Application Fee MMCPC00001 00000150

LICENSE TYPE

Cultivater

LICENSE TYPE

Cultivator

AMOUNT DUE

510.00

FEETYPE

Application Fee

510000

FEE TYPE

Application Fee

INVOICE CREATED

5/18/2018
APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE
Replacement ID Card Test Employee Two MMCPE00001 510,00
5/18/2018
APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE
New Employee Test Employee Six MMCPE00011 $100.00

FEE OUTSTANDING FEE CREATED

s10.00 5/18/2018

FEE OUTSTANDING FEE CREATED

$100.00 5/18/2018

The Manage Payments Module is subdivided into three sections. The first section on the Manage Payments Module is
the Outstanding Fees section. This section lists all application fees, licensing fees, fines, and any additional request fees
incurred by the business in order by the assigned invoice number.

Department
of Commerce

Ohio.gov

10000155

10000154

10000010

10000008

# Make Payments

5/18/2018

5/18/2018

EMPLOVEE NAME

5/11/2018

5/11/2018

EMPLOYEE LICEN

EMPLOYEE LICENS|

EMPLOYEE LICENS|

€ FEE FEE OUTSTA
€ F FEE OUT
510000 1
€ l FEE OUTST,
€ FEE ¥
$10000 51
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Within the Outstanding Fees area, the user will have the ability to select the invoices in which they wish to pay by
selecting the checkbox to the left of the invoice number. The user may select one or multiple open invoices to be included

in one payment transaction.

General Instructions

- Select Invoice(s) to pay

= Click on Pay Now button to make an online payment.
= Click on Pay by Mail to Print the Invoice.

Total Value of Selected Invoices : $120.00

Outstanding Fees

g Make Payments
b

INVOICE NUMBER

v 1-0000155
EE NAME LICENSE NUMBER
[mployee Replacement ID Fee MMCPC00001
10000154
EE NAME LICENSE NUMBER
lew Employee Application Fee MMCPC00001
5 10000010
EE NAME LICENSE NUMBER
mployee Replacement ID Fee MMCPC0000L
7 10000008
EE NAME LICENSE NUMBER

lew Employee Application Fee MMCPC00001

10000007

APPLICATION ID

APPLICATION ID

A00000150

APPLICATION ID

APPLICATION ID

A00000007

LICENSE TVPE

Cultivator

LICENSE TYPE

Cultivator

LICENSE TYPE

Cultivator

LICENSE TYPE

Cultivator

AMOUNT DUE

$10.00

FEE TYPE

Application Fee

5100.00

FEE TYPE

Application Fee

$10.00

FEE TYPE

Application Fee

$100.00

FEE TYPE

Application Fee

5180,000.00

APPLICATION SUBTYPE

Replacement ID Card

APPLICATION SUBTYPE

New Employee

APPLICATION SUBTYPE

Replacement ID Card

APPLICATION SUBTYPE

New Employee

INVOICE CREATED

5/18/2018

EMPLOYEE NAME EMPLOYEE LICENSE

Test Employee Two MMCPEO0001

5/18/2018

EMPLOYEE NAME EMPLOYEE LICENSE

Test Employee Six MMCPEODOLL

5/11/2018
EMPLOYEE NAME EMPLOYEE LICENSE

Test Employee Five MMCPEQ0004

5/11/2018

EMPLOYEE NAME EMPLOYEE LICENSE

Test Employee Five MMCPEOD004

5/11/2018

FEE

$10.00

FEE

$100.00

FEE

$10.00

FEE

5100.00

$100.00

FEE OUTS

$10.00

FEE OUTS

5100.00

To select all outstanding invoices for payment, the user can simply select the checkbox at the top of the Outstanding Fees
section and the system will automatically select each invoice listed.

Total Value of Selected Invoices : $ 180320 00

Qutstanding Fees

@

UMBER

@ 10000155

FEE NA LicE

HUMBER

Employee Replacement ID Fee MMCPC00001
= 10000154

FEE NAME

LICENSE NUMBER

New Employee Application Fee MMCPCO0001
£ 10000010

LICENSE NUMBER

Employee Replacement ID Fee MMCFC00001

@ 10000008
FEE NAME LICENSE NUMBER
New Employee Application Foe MMCPC00001

- 1-0000007
FEE NA LICENSE NUMBER

Cultivator Level T License Fee MMCPCO000L
- 1-0000005

FEE NAME LICENSE NUMBER

-
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APPLICATION ID

APPLICATION ID

200000150

APPLICATION 1D

APPLICATION 1D

ADDOODOOT

APPLICATION 1D

LICENSE TYPE

Cultivator

LICE

SE TYPE

Cultivator

LICENSE TYPE

Cultivater

LICENSE TYPE

AMOUNT DUE

510.00

FEE TYPE

Application Fee

5100.00

FEE TYPE

Application Fee

510.00

FEE TYPE

Application Fee

5100.00

FEE TYPE

Application Fee

5180,000.00

FEE TYPE

License Fee

5100.00

FEE TYPE

APPLIC

UBTYPE

Replacement 1D Card

New Employee

APPLICATION SUBTYPE

Replacement 10 Card

APPLICATION SUBTYPE

New Employee

Initial Application

INVOICE CREATED

5/18/2018

EMPLOYEE NAME EMPLOYEE LICENSE FEE
MMCPED0GO1 51000
5/18/2018
EMPLOYEE NAME EMPLOYEE LICENSE FEE
Test Empioyee Six MMCPEO0011 $100.00
5/11/2018
EMPLOYEE NAME EMPLOYEE LICENSE FEE
Test Employes Five MMCPEQ0004 51000
5/11/2018
EMPLOYEE NAME EMPLOYEE LICENSE FEE
Test Employee Five MMCPEOO004 $100.00
5/11/2018
EMPLOYEE NAME EMPLOYEE LICENSE FEE
$180,000.00
5/11/2018

EMPLOYEE NAME EMPLOYEE LICENSE

FEE OUTST)

51000

FEE OUTST|

5$100.00

FEE OUTSTY

51000

FEE OUTST,

5100.00
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Once one or multiple invoices have been selected for payment, the user will have the ability to view the Total Value of
Selected Invoices field located at the top of the Qutstanding Fees section which will be updated with the amount due for
the selected invoices.

i Make Payments

General Instructions

« Select Invoice(s) to pay.
+  Click on Pay Now button to make an online payment.
+ Click on Pay by Mail to Print the Invoice.
Total Value of Selected Invoices : $ 120.00
Outstanding Fees
INVOICE NUMBER AMOUNT DUE INVOICE CREATED
L4 1-0000155 $10.00 5/18/2018
FEE NAME LICENSE NUMBER APPLICATION ID LICENSE TYPE  FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOVYEE LICENSE FEE FEE OUTSTANDING
Employee Replacement ID Fee MMCPC00001 Cultivator Application Fee Replacement ID Card Test Employee Two MMCPEDO001 5$10.00 5$10.00
1-0000154 5100.00 5/18/2018
FEE NAME LICENSE NUMBER APPLICATION ID LICENSE TYPE FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE OUTSTANDING
New Employee Application Fee MMCPC00001 A00000150 Cultivator Application Fee  New Employee Test Employee Six MMCPE00D11 $100.00  $100.00
w 1-0000010 $10.00 5/11/2018
FEE NAME LICENSE NUMBER APPLICATION ID LICENSE TYPE  FEETYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE OUTSTANDING
Employee Replacement ID Fee MMCPC00001 Cultivator Application Fee Replacement ID Card Test Employee Five MMCPED0OO4 5$10.00 5$10.00
%) 1-0000008 5100.00 5/11/2018
FEE NAME LICENSE NUMEBER APPLICATION ID LICENSE TYPE FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE OUTSTANDING

The user will also have the ability to select the method in which the outstanding invoices will be paid; by mail or online.

i Make Payments

General Instructions
= Select Invoice(s) to pay.

+ Click on Pay Now button to make an online payment

+ Click on Pay by Mail to Print the Invoice.

Total Value of Selected Invoices : $120.00

Qutstanding Fees

INVOICE NUMBER

v 1-0000155
FEE NAME
Employee Replacement ID Fee
1-0000154
FEE NAME
New Employee Application Fee
) 1-0000010
FEE NAME
Employee Replacement ID Fee
€l 1-0000008
FEE NAME

LICENSE NUMBER

MMCPC00001

LICENSE NUMBER

MMCPC00001

LICENSE NUMBER

MMCPC00001

LICENSE NUMBER

APPLICATION 1D

APPLICATION ID

A00Q000150

APPLICATION ID

APPLICATION ID

LICENSE TYPE

Cultivator

LICENSE TYPE

Cultivator

LICENSE TYPE

Cultivator

LICENSE TYPE

AMOUNT DUE

$10.00

FEE TYPE

Application Fee

$100.00

FEE TYPE

Application Fee

$10.00

FEETYPE

Application Fee

5100.00

FEE TYPE

APPLICATION SUBTYPE

Replacement ID Card

APPLICATION SUBTYPE

New Employee

APPLICATION SUBTYPE

Replacement 1D Card

APPLICATION SUBTYPE

INVOICE CREATED

5/18/2018

EMPLOYEE NAME

Test Employee Two

5/18/2018

EMPLOYEE NAME

Test Employee Six

5/11/2018

EMPLOYEE NAME

Test Employee Five

5/11/2018

EMPLOYEE NAME

EMPLOYEE LICENSE]

MMCPEQ0QOO1

EMPLOYEE LICENSE

MMCPEOOO11

EMPLOYEE LICENSE]

MMCPEOOOO4

EMPLOYEE LICENSE

Copyrights 2018 © Medical Marijuana Control Program — A Division of The Ohio Department of Commerce. All Rights Reserved.
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If the Pay Now feature is selected, the user will be provided a prompt stating that the eLicensing self-service portal will
be redirecting the user to the Ohio Department of Commerce Online Payment Processing system, CBOSS.

hoppingCart_SLD5?sfdc.tabName=01rt0000000406K
ebHome @ Login|Community #® Agile AX | PComm. @ ProdloginSalesior. @8 Prog
elicense.com.ohio.gov says
AMOUNT DUE INVOICE CREATED
$10.00 5/18/2018

If the user selects the OK feature, the eLicensing self-service portal will redirect the user to the Select Payment Method
screen of the CBOSS payment processing site where the user can select to pay using a credit card or electronic check.

Department
of Commerce

Ohio.gov

Ohio Department of Commerce — Division of Administration

Select Payment Method

Please select a payment method.

Credit Card
Electronic Check

If you have any questions, please contact:

Ohio Department of Commerce - Division of Administration
6606 Tussing Road, PO Box 4009

Reynoldsburg OH 43068-9009

(614) 644-2622 OR 1-800-523-3581 (Ohio only)

(614) 644-3145 (FAX)

Technical Support

If you need technical support for this online payment processing application, please send an email to webdic

© CBOSS, INC

Upon selecting the credit card payment method, the user will proceed to the Enter Payment Information screen of CBOSS.
The Enter Payment Information screen of CBOSS will display to the user the high level details of the invoices selected for
payment, the total amount of those invoices, and will require the user to enter the standard payment information such as
the credit card number and associated details, as well as enter the associated billing information.
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Quantity Description Price Total

The user will be required to enter the credit card number, credit card type, expiration month and year, and credit card
security code.

To complete the payment information, the user will also be required to enter the billing information associated to the
payment.
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Once the user has entered all required payment information in the CBOSS payment processing site, the user can select the
Continue feature to complete the online payment process.

Selection of the Continue feature will notify the system to authenticate the payment information entered by the user is
valid. If the payment information entered passes the validation check, the user will be presented with a confirmation
screen where the user will be required to confirm the transaction to finalize the payment.
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Ohio Department of Commerce - Division of Administration

Confirm Payment Information

ERase CONNIT TN yOur CHOGE CAnd SNt A% Laing

If the user selects the Confirm feature, the payment will be processed and finalized. Once the payment has been finalized
within the CBOSS payment processing site, the user will be redirected to the eLicensing self-service portal Manage
Payments Module where the user can validate completion of payment by locating the paid invoice in the Paid Invoices
section. The details on Paid Invoices section has been addressed on page 61 of this manual.
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* Paid Invoices

i INVQICE NuUNEBED AMOUNT DIE INVOICE COEATED
View 10000155 50,00 5/11/2018
FEE NAME LICENSE NUMBER APPLICATION 1D LICENSE TYPE FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOVEE LICENSE FEE FEE OUTSTANDING FEE CREATED
Employee Replacement ID Fee MMCPC00001 Cultivator Application Fee Replacement 1D Card Test Employee Two MMCPE0O001 $1000  $0.00 s/18/2018
View 10000010 50,00 5/11/2018
FEE NAME LICENSE NUMBER APPLICATION 1D LICENSE TYPE FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE OUTSTANDING FEE CREATED
Employee Replacement ID Fee MMCPC00001 Cultivator Application Fee Replacement ID Card Test Employee Five MMCPE0D004 $1000  $1000 s/18/2018
View 1:0000008 $0.00 s/11/2018
FEE NAME LICENSE NUMBER APPLICATION 1D LICENSETYPE  FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOVEE LICENSE FEE FEE OUTSTANDING FEE CREATED
New Employee Application Fee MMCPC00001 00000007 Cultivator Application Fee  New Employee Test Employee Five MMCPE00004 $10000  $0.00 si18/2018
e TH! T i o

If the Back feature is selected, the user will be redirected to the CBOSS payment processing sites payment screen to make
any updates necessary to the payment information before continuing with the payment process.
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Making an Online Electronic Check Payment

Ohio Department of Commerce
Medical Marijuana Control Program

The eLicensing self-service portal provides any active licensed facility with the ability to make a payment for any
outstanding fees incurred by the business or fines levied on the business by the Ohio Medical Marijuana Control Program
for any circumstance deemed necessary in accordance with the Ohio Administrative Code Chapter 3796.

To make an online electronic check payment for an outstanding fee or fine, the user should navigate to the Manage

Payments Module upon successful login.

Department

Ohio. OV | of Commerce

Medical Marijuana Control Program

Home Licenses Manage Employees ManagePnymems

Search

Test Account

General Instructions

« Select Invoice(s) to pay.

- Click on Pay Now button to make an online payment
= Click on Pay by Mail to Print the Inveice.

Total Value of Selected Invoices : $ 0.00

Outstanding Fees

i Make Payments

INVOICE NUMBER

10000155

FEE NAME LICENSE NUMBER APPLICATION ID

Employee Replacement ID Fee MMCPC00001

10000154

FEE NAME LICENSE NUMBER APPLICATION 1D

New Employee Application Fee MMCPC00001 00000150

LICENSE TYPE

Cultivater

LICENSE TYPE

Cultivator

AMOUNT DUE

510.00

FEETYPE

Application Fee

510000

FEE TYPE

Application Fee

INVOICE CREATED

5/18/2018
APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE
Replacement ID Card Test Employee Two MMCPE00001 510,00
5/18/2018
APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE
New Employee Test Employee Six MMCPE00011 $100.00

FEE OUTSTANDING FEE CREATED

s10.00 5/18/2018

FEE OUTSTANDING FEE CREATED

$100.00 5/18/2018

The Manage Payments Module is subdivided into three sections. The first section on the Manage Payments Module is
the Outstanding Fees section. This section lists all application fees, licensing fees, fines, and any additional request fees
incurred by the business in order by the assigned invoice number.

Department
of Commerce

Ohio.gov

10000155

10000154

10000010

10000008

# Make Payments

5/18/2018

5/18/2018

EMPLOVEE NAME

5/11/2018

5/11/2018

EMPLOYEE LICEN

EMPLOYEE LICENS|

EMPLOYEE LICENS|

€ FEE FEE OUTSTA
€ F FEE OUT
510000 1
€ l FEE OUTST,
€ FEE ¥
$10000 51
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Within the Outstanding Fees area, the user will have the ability to select the invoices in which they wish to pay by
selecting the checkbox to the left of the invoice number. The user may select one or multiple open invoices to be included

in one payment transaction.

General Instructions

- Select Invoice(s) to pay

= Click on Pay Now button to make an online payment.
= Click on Pay by Mail to Print the Invoice.

Total Value of Selected Invoices : $120.00

Outstanding Fees

g Make Payments
b

INVOICE NUMBER

v 1-0000155
EE NAME LICENSE NUMBER
[mployee Replacement ID Fee MMCPC00001
10000154
EE NAME LICENSE NUMBER
lew Employee Application Fee MMCPC00001
5 10000010
EE NAME LICENSE NUMBER
mployee Replacement ID Fee MMCPC0000L
7 10000008
EE NAME LICENSE NUMBER

lew Employee Application Fee MMCPC00001

10000007

APPLICATION ID

APPLICATION ID

A00000150

APPLICATION ID

APPLICATION ID

A00000007

LICENSE TVPE

Cultivator

LICENSE TYPE

Cultivator

LICENSE TYPE

Cultivator

LICENSE TYPE

Cultivator

AMOUNT DUE

$10.00

FEE TYPE

Application Fee

5100.00

FEE TYPE

Application Fee

$10.00

FEE TYPE

Application Fee

$100.00

FEE TYPE

Application Fee

5180,000.00

APPLICATION SUBTYPE

Replacement ID Card

APPLICATION SUBTYPE

New Employee

APPLICATION SUBTYPE

Replacement ID Card

APPLICATION SUBTYPE

New Employee

INVOICE CREATED

5/18/2018

EMPLOYEE NAME EMPLOYEE LICENSE

Test Employee Two MMCPEO0001

5/18/2018

EMPLOYEE NAME EMPLOYEE LICENSE

Test Employee Six MMCPEODOLL

5/11/2018
EMPLOYEE NAME EMPLOYEE LICENSE

Test Employee Five MMCPEQ0004

5/11/2018

EMPLOYEE NAME EMPLOYEE LICENSE

Test Employee Five MMCPEOD004

5/11/2018

FEE

$10.00

FEE

$100.00

FEE

$10.00

FEE

5100.00

$100.00

FEE OUTS

$10.00

FEE OUTS

5100.00

To select all outstanding invoices for payment, the user can simply select the checkbox at the top of the Outstanding Fees
section and the system will automatically select each invoice listed.

Total Value of Selected Invoices : $ 180320 00

Qutstanding Fees

@

UMBER

@ 10000155

FEE NA LicE

HUMBER

Employee Replacement ID Fee MMCPC00001
= 10000154

FEE NAME

LICENSE NUMBER

New Employee Application Fee MMCPCO0001
£ 10000010

LICENSE NUMBER

Employee Replacement ID Fee MMCFC00001

@ 10000008
FEE NAME LICENSE NUMBER
New Employee Application Foe MMCPC00001

- 1-0000007
FEE NA LICENSE NUMBER

Cultivator Level T License Fee MMCPCO000L
- 1-0000005

FEE NAME LICENSE NUMBER

-
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APPLICATION ID

APPLICATION ID

200000150

APPLICATION 1D

APPLICATION 1D

ADDOODOOT

APPLICATION 1D

LICENSE TYPE

Cultivator

LICE

SE TYPE

Cultivator

LICENSE TYPE

Cultivater

LICENSE TYPE

AMOUNT DUE

510.00

FEE TYPE

Application Fee

5100.00

FEE TYPE

Application Fee

510.00

FEE TYPE

Application Fee

5100.00

FEE TYPE

Application Fee

5180,000.00

FEE TYPE

License Fee

5100.00

FEE TYPE

APPLIC

UBTYPE

Replacement 1D Card

New Employee

APPLICATION SUBTYPE

Replacement 10 Card

APPLICATION SUBTYPE

New Employee

Initial Application

INVOICE CREATED

5/18/2018

EMPLOYEE NAME EMPLOYEE LICENSE FEE
MMCPED0GO1 51000
5/18/2018
EMPLOYEE NAME EMPLOYEE LICENSE FEE
Test Empioyee Six MMCPEO0011 $100.00
5/11/2018
EMPLOYEE NAME EMPLOYEE LICENSE FEE
Test Employes Five MMCPEQ0004 51000
5/11/2018
EMPLOYEE NAME EMPLOYEE LICENSE FEE
Test Employee Five MMCPEOO004 $100.00
5/11/2018
EMPLOYEE NAME EMPLOYEE LICENSE FEE
$180,000.00
5/11/2018

EMPLOYEE NAME EMPLOYEE LICENSE

FEE OUTST)

51000

FEE OUTST|

5$100.00

FEE OUTSTY

51000

FEE OUTST,

5100.00
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Once one or multiple invoices have been selected for payment, the user will have the ability to view the Total Value of
Selected Invoices field located at the top of the Qutstanding Fees section which will be updated with the amount due for
the selected invoices.

i Make Payments

General Instructions

« Select Invoice(s) to pay.
+  Click on Pay Now button to make an online payment.
+ Click on Pay by Mail to Print the Invoice.
Total Value of Selected Invoices : $ 120.00
Outstanding Fees
INVOICE NUMBER AMOUNT DUE INVOICE CREATED
L4 1-0000155 $10.00 5/18/2018
FEE NAME LICENSE NUMBER APPLICATION ID LICENSE TYPE  FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOVYEE LICENSE FEE FEE OUTSTANDING
Employee Replacement ID Fee MMCPC00001 Cultivator Application Fee Replacement ID Card Test Employee Two MMCPEDO001 5$10.00 5$10.00
1-0000154 5100.00 5/18/2018
FEE NAME LICENSE NUMBER APPLICATION ID LICENSE TYPE FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE OUTSTANDING
New Employee Application Fee MMCPC00001 A00000150 Cultivator Application Fee  New Employee Test Employee Six MMCPE00D11 $100.00  $100.00
w 1-0000010 $10.00 5/11/2018
FEE NAME LICENSE NUMBER APPLICATION ID LICENSE TYPE  FEETYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE OUTSTANDING
Employee Replacement ID Fee MMCPC00001 Cultivator Application Fee Replacement ID Card Test Employee Five MMCPED0OO4 5$10.00 5$10.00
%) 1-0000008 5100.00 5/11/2018
FEE NAME LICENSE NUMEBER APPLICATION ID LICENSE TYPE FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE OUTSTANDING

The user will also have the ability to select the method in which the outstanding invoices will be paid; by mail or online.

i Make Payments

General Instructions
= Select Invoice(s) to pay.

+ Click on Pay Now button to make an online payment

+ Click on Pay by Mail to Print the Invoice.

Total Value of Selected Invoices : $120.00

Qutstanding Fees

INVOICE NUMBER

v 1-0000155
FEE NAME
Employee Replacement ID Fee
1-0000154
FEE NAME
New Employee Application Fee
) 1-0000010
FEE NAME
Employee Replacement ID Fee
€l 1-0000008
FEE NAME

LICENSE NUMBER

MMCPC00001

LICENSE NUMBER

MMCPC00001

LICENSE NUMBER

MMCPC00001

LICENSE NUMBER

APPLICATION 1D

APPLICATION ID

A00Q000150

APPLICATION ID

APPLICATION ID

LICENSE TYPE

Cultivator

LICENSE TYPE

Cultivator

LICENSE TYPE

Cultivator

LICENSE TYPE

AMOUNT DUE

$10.00

FEE TYPE

Application Fee

$100.00

FEE TYPE

Application Fee

$10.00

FEETYPE

Application Fee

5100.00

FEE TYPE

APPLICATION SUBTYPE

Replacement ID Card

APPLICATION SUBTYPE

New Employee

APPLICATION SUBTYPE

Replacement 1D Card

APPLICATION SUBTYPE

INVOICE CREATED

5/18/2018

EMPLOYEE NAME

Test Employee Two

5/18/2018

EMPLOYEE NAME

Test Employee Six

5/11/2018

EMPLOYEE NAME

Test Employee Five

5/11/2018

EMPLOYEE NAME

EMPLOYEE LICENSE]

MMCPEQ0QOO1

EMPLOYEE LICENSE

MMCPEOOO11

EMPLOYEE LICENSE]

MMCPEOOOO4

EMPLOYEE LICENSE
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If the Pay Now feature is selected, the user will be provided a prompt stating that the eLicensing self-service portal will
be redirecting the user to the Ohio Department of Commerce Online Payment Processing system, CBOSS.

hoppingCart_SLD5?sfdc.tabName=01rt0000000406K

ebHome @ Login|Community #® Agile AX | PComm. @ ProdloginSalesior. @8 Prog
elicense.com.ohio.gov says

“ Cancel

AMOUNT DUE INVOICE CREATED

$10.00 5/18/2018

If the user selects the OK feature, the eLicensing self-service portal will redirect the user to the Select Payment Method
screen of the CBOSS payment processing site where the user can select to pay using a credit card or electronic check.

Department
of Commerce

Ohio.gov

Ohio Department of Commerce — Division of Administration

Select Payment Method

Please select a payment method.

Credit Card
Electronic Check

If you have any questions, please contact:

Ohio Department of Commerce - Division of Administration
6606 Tussing Road, PO Box 4009

Reynoldsburg OH 43068-9009

(614) 644-2622 OR 1-800-523-3581 (Ohio only)

(614) 644-3145 (FAX)

Technical Support

If you need technical support for this online payment processing application, please send an email to w

© CBOSS, INC

Upon selecting the electronic check payment method, the user will proceed to the Enter Payment Information screen of
CBOSS. The Enter Payment Information screen of CBOSS will display to the user the high level details of the invoices
selected for payment, the total amount of those invoices, and will require the user to enter the standard payment
information such as the bank account number and associated details, as well as enter the associated billing information.
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Ohio Department of Commerce — Division of Administration

Enter Payment Information

Quantity Decaription

1

The user will be required to enter the bank routing number, bank account number, and select the bank account type

To complete the payment information, the user will also be required enter the billing information associated to the
payment.
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Please note that if any of the prepopulated business account information is incorrect, the user should contact the Ohio
Medical Marijuana Control program to update the information accordingly.

Once the user has entered all required payment information in the CBOSS payment processing site, the user can select the
Continue feature to complete the online payment process.

Selection of the Continue feature will notify the system to authenticate the payment information entered by the user is
valid. If the payment information entered passes the validation check, the user will be presented with a confirmation
screen where the user will be required to confirm the transaction to finalize the payment.
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-—
Chio.gov | TETTL

If the user selects the Confirm feature, the payment will be processed and finalized. Once the payment has been finalized
within the CBOSS payment processing site, the user will be redirected to the eLicensing self-service portal Manage
Payments Module where the user can validate completion of payment by locating the paid invoice in the Paid Invoices
section. The details on Paid Invoices section has been addressed on page 61 of this manual.
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* Paid Invoices

i INVQICE NuUNEBED AMOUNT DIE INVOICE COEATED
View 10000155 50,00 5/11/2018
FEE NAME LICENSE NUMBER APPLICATION 1D LICENSE TYPE FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOVEE LICENSE FEE FEE OUTSTANDING FEE CREATED
Employee Replacement ID Fee MMCPC00001 Cultivator Application Fee Replacement 1D Card Test Employee Two MMCPE0O001 $1000  $0.00 s/18/2018
View 10000010 50,00 5/11/2018
FEE NAME LICENSE NUMBER APPLICATION 1D LICENSE TYPE FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE OUTSTANDING FEE CREATED
Employee Replacement ID Fee MMCPC00001 Cultivator Application Fee Replacement ID Card Test Employee Five MMCPE0D004 $1000  $1000 s/18/2018
View 1:0000008 $0.00 s/11/2018
FEE NAME LICENSE NUMBER APPLICATION 1D LICENSETYPE  FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOVEE LICENSE FEE FEE OUTSTANDING FEE CREATED
New Employee Application Fee MMCPC00001 00000007 Cultivator Application Fee  New Employee Test Employee Five MMCPE00004 $10000  $0.00 si18/2018
e TH! T i o

If the Back feature is selected, the user will be redirected to the CBOSS payment processing sites payment screen to make
any updates necessary to the payment information before continuing with the payment process.
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The eLicensing self-service portal provides any active licensed facility with the ability to make a payment for any
outstanding fees incurred by the business or fines levied on the business by the Ohio Medical Marijuana Control Program
for any circumstance deemed necessary in accordance with the Ohio Administrative Code Chapter 3796.

To make a payment by mail for an outstanding fee or fine, the user should navigate to the Manage Payments Module

upon successful login.

Department

Ohio. OV | of Commerce

Medical Marijuana Control Program

Home Licenses Manage Employees ManagePnymems

Search

Test Account

General Instructions

« Select Invoice(s) to pay.

- Click on Pay Now button to make an online payment
= Click on Pay by Mail to Print the Inveice.

Total Value of Selected Invoices : $ 0.00

Outstanding Fees

i Make Payments

INVOICE NUMBER

10000155

FEE NAME LICENSE NUMBER APPLICATION ID

Employee Replacement ID Fee MMCPC00001

10000154

FEE NAME LICENSE NUMBER APPLICATION 1D

New Employee Application Fee MMCPC00001 00000150

LICENSE TYPE

Cultivater

LICENSE TYPE

Cultivator

AMOUNT DUE

510.00

FEETYPE

Application Fee

510000

FEE TYPE

Application Fee

INVOICE CREATED

5/18/2018
APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE
Replacement ID Card Test Employee Two MMCPE00001 510,00
5/18/2018
APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE
New Employee Test Employee Six MMCPE00011 $100.00

FEE OUTSTANDING FEE CREATED

s10.00 5/18/2018

FEE OUTSTANDING FEE CREATED

$100.00 5/18/2018

The Manage Payments Module is subdivided into three sections. The first section on the Manage Payments Module is
the Outstanding Fees section. This section lists all application fees, licensing fees, fines, and any additional request fees
incurred by the business in order by the assigned invoice number.

Department
of Commerce

Ohio.gov

10000155

10000154

10000010

10000008

# Make Payments

5/18/2018

5/18/2018

EMPLOVEE NAME

5/11/2018

5/11/2018

EMPLOYEE LICEN

EMPLOYEE LICENS|

EMPLOYEE LICENS|

€ FEE FEE OUTSTA
€ F FEE OUT
510000 1
€ l FEE OUTST,
€ FEE ¥
$10000 51

55|Page

Copyrights 2018 © Medical Marijuana Control Program — A Division of The Ohio Department of Commerce. All Rights Reserved.



Ohio Department of Commerce
Medical Marijuana Control Program

Within the Outstanding Fees area, the user will have the ability to select the invoices in which they wish to pay by
selecting the checkbox to the left of the invoice number. The user may select one or multiple open invoices to be included

in one payment transaction.

General Instructions

- Select Invoice(s) to pay

= Click on Pay Now button to make an online payment.
= Click on Pay by Mail to Print the Invoice.

Total Value of Selected Invoices : $120.00

Outstanding Fees

g Make Payments
b

INVOICE NUMBER

v 1-0000155
EE NAME LICENSE NUMBER
[mployee Replacement ID Fee MMCPC00001
10000154
EE NAME LICENSE NUMBER
lew Employee Application Fee MMCPC00001
5 10000010
EE NAME LICENSE NUMBER
mployee Replacement ID Fee MMCPC0000L
7 10000008
EE NAME LICENSE NUMBER

lew Employee Application Fee MMCPC00001

10000007

APPLICATION ID

APPLICATION ID

A00000150

APPLICATION ID

APPLICATION ID

A00000007

LICENSE TVPE

Cultivator

LICENSE TYPE

Cultivator

LICENSE TYPE

Cultivator

LICENSE TYPE

Cultivator

AMOUNT DUE

$10.00

FEE TYPE

Application Fee

5100.00

FEE TYPE

Application Fee

$10.00

FEE TYPE

Application Fee

$100.00

FEE TYPE

Application Fee

5180,000.00

APPLICATION SUBTYPE

Replacement ID Card

APPLICATION SUBTYPE

New Employee

APPLICATION SUBTYPE

Replacement ID Card

APPLICATION SUBTYPE

New Employee

INVOICE CREATED

5/18/2018

EMPLOYEE NAME EMPLOYEE LICENSE

Test Employee Two MMCPEO0001

5/18/2018

EMPLOYEE NAME EMPLOYEE LICENSE

Test Employee Six MMCPEODOLL

5/11/2018
EMPLOYEE NAME EMPLOYEE LICENSE

Test Employee Five MMCPEQ0004

5/11/2018

EMPLOYEE NAME EMPLOYEE LICENSE

Test Employee Five MMCPEOD004

5/11/2018

FEE

$10.00

FEE

$100.00

FEE

$10.00

FEE

5100.00

$100.00

FEE OUTS

$10.00

FEE OUTS

5100.00

To select all outstanding invoices for payment, the user can simply select the checkbox at the top of the Outstanding Fees
section and the system will automatically select each invoice listed.

Total Value of Selected Invoices : $ 180320 00

Qutstanding Fees

@

UMBER

@ 10000155

FEE NA LicE

HUMBER

Employee Replacement ID Fee MMCPC00001
= 10000154

FEE NAME

LICENSE NUMBER

New Employee Application Fee MMCPCO0001
£ 10000010

LICENSE NUMBER

Employee Replacement ID Fee MMCFC00001

@ 10000008
FEE NAME LICENSE NUMBER
New Employee Application Foe MMCPC00001

- 1-0000007
FEE NA LICENSE NUMBER

Cultivator Level T License Fee MMCPCO000L
- 1-0000005

FEE NAME LICENSE NUMBER

-
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APPLICATION ID

APPLICATION ID

200000150

APPLICATION 1D

APPLICATION 1D

ADDOODOOT

APPLICATION 1D

LICENSE TYPE

Cultivator

LICE

SE TYPE

Cultivator

LICENSE TYPE

Cultivater

LICENSE TYPE

AMOUNT DUE

510.00

FEE TYPE

Application Fee

5100.00

FEE TYPE

Application Fee

510.00

FEE TYPE

Application Fee

5100.00

FEE TYPE

Application Fee

5180,000.00

FEE TYPE

License Fee

5100.00

FEE TYPE

APPLIC

UBTYPE

Replacement 1D Card

New Employee

APPLICATION SUBTYPE

Replacement 10 Card

APPLICATION SUBTYPE

New Employee

Initial Application

INVOICE CREATED

5/18/2018

EMPLOYEE NAME EMPLOYEE LICENSE FEE
MMCPED0GO1 51000
5/18/2018
EMPLOYEE NAME EMPLOYEE LICENSE FEE
Test Empioyee Six MMCPEO0011 $100.00
5/11/2018
EMPLOYEE NAME EMPLOYEE LICENSE FEE
Test Employes Five MMCPEQ0004 51000
5/11/2018
EMPLOYEE NAME EMPLOYEE LICENSE FEE
Test Employee Five MMCPEOO004 $100.00
5/11/2018
EMPLOYEE NAME EMPLOYEE LICENSE FEE
$180,000.00
5/11/2018

EMPLOYEE NAME EMPLOYEE LICENSE

FEE OUTST)

51000

FEE OUTST|

5$100.00

FEE OUTSTY

51000

FEE OUTST,

5100.00
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Once one or multiple invoices have been selected for payment, the user will have the ability to view the Total Value of
Selected Invoices field located at the top of the Qutstanding Fees section which will be updated with the amount due for
the selected invoices.

i Make Payments

General Instructions

« Select Invoice(s) to pay.
+  Click on Pay Now button to make an online payment.
+ Click on Pay by Mail to Print the Invoice.
Total Value of Selected Invoices : $ 120.00
Outstanding Fees
INVOICE NUMBER AMOUNT DUE INVOICE CREATED
L4 1-0000155 $10.00 5/18/2018
FEE NAME LICENSE NUMBER APPLICATION ID LICENSE TYPE  FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOVYEE LICENSE FEE FEE OUTSTANDING
Employee Replacement ID Fee MMCPC00001 Cultivator Application Fee Replacement ID Card Test Employee Two MMCPEDO001 5$10.00 5$10.00
1-0000154 5100.00 5/18/2018
FEE NAME LICENSE NUMBER APPLICATION ID LICENSE TYPE FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE OUTSTANDING
New Employee Application Fee MMCPC00001 A00000150 Cultivator Application Fee  New Employee Test Employee Six MMCPE00D11 $100.00  $100.00
w 1-0000010 $10.00 5/11/2018
FEE NAME LICENSE NUMBER APPLICATION ID LICENSE TYPE  FEETYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE OUTSTANDING
Employee Replacement ID Fee MMCPC00001 Cultivator Application Fee Replacement ID Card Test Employee Five MMCPED0OO4 5$10.00 5$10.00
%) 1-0000008 5100.00 5/11/2018
FEE NAME LICENSE NUMEBER APPLICATION ID LICENSE TYPE FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE OUTSTANDING

The user will also have the ability to select the method in which the outstanding invoices will be paid; by mail or online.

i Make Payments

General Instructions
= Select Invoice(s) to pay.

+ Click on Pay Now button to make an online payment

+ Click on Pay by Mail to Print the Invoice.

Total Value of Selected Invoices : $120.00

Qutstanding Fees

INVOICE NUMBER

v 1-0000155
FEE NAME
Employee Replacement ID Fee
1-0000154
FEE NAME
New Employee Application Fee
) 1-0000010
FEE NAME
Employee Replacement ID Fee
€l 1-0000008
FEE NAME

LICENSE NUMBER

MMCPC00001

LICENSE NUMBER

MMCPC00001

LICENSE NUMBER

MMCPC00001

LICENSE NUMBER

APPLICATION 1D

APPLICATION ID

A00Q000150

APPLICATION ID

APPLICATION ID

LICENSE TYPE

Cultivator

LICENSE TYPE

Cultivator

LICENSE TYPE

Cultivator

LICENSE TYPE

AMOUNT DUE

$10.00

FEE TYPE

Application Fee

$100.00

FEE TYPE

Application Fee

$10.00

FEETYPE

Application Fee

5100.00

FEE TYPE

APPLICATION SUBTYPE

Replacement ID Card

APPLICATION SUBTYPE

New Employee

APPLICATION SUBTYPE

Replacement 1D Card

APPLICATION SUBTYPE

INVOICE CREATED

5/18/2018

EMPLOYEE NAME

Test Employee Two

5/18/2018

EMPLOYEE NAME

Test Employee Six

5/11/2018

EMPLOYEE NAME

Test Employee Five

5/11/2018

EMPLOYEE NAME

EMPLOYEE LICENSE]

MMCPEQ0QOO1

EMPLOYEE LICENSE

MMCPEOOO11

EMPLOYEE LICENSE]

MMCPEOOOO4

EMPLOYEE LICENSE
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If the Pay By Mail feature is selected, a new window will open containing a PDF version of the invoice containing all
fees that have been selected to be paid.

Department of Commerce
Medical Marijuana Control Program

JOHN R. KASICH , Governer
JACQUELINE T. WILLIAMS | Director

Invoice

TEST_ACCOUNT_CULTIVATOR Date 05/22/2018
Total Due $220.00

77 South High Street

Columbus,OH,43215

Invoice Number: 1-0000155

FEES

LICENSE[APPLICATION |FEE EMPLOYEE | EMPLOYEE EE FEE DATE
TYPE SUBTYPE TYPE NAME LICENSE # OUTSTANDING|CREATED|

-

LICENSE #

Replacement ID | Application| L°>*
MMCPC00001| Cultivator |RePlacemen PPICAION | pployee | MMCPEO000L |$10.00/$10.00 05/18/2018
Card Fee Two
w0
Invoice Number: I-0000154
FEES
LICENSE # | LICENSE[APPLICATION|FEE EMPLOYEE[EMPLOYEE [ [FEE DATE
SRS TYPE  |SUBTYPE TYPE  [NAME LICENSE # OUTSTANDING|CREATED,
MMCPCO0001 | Cultivator [New Emplayee ?f’!’"““““ Test MMCPE00011|5100.00{5100.00 05/18/2018
ee Employee Six
Invoice Number: I-0000010
FEES
LICENSE # |LICENSE[APPLICATION[FEE EMPLOYEE[EMPLOYEE [ [FEE DATE
S TYPE _ |SUBTYPE TYPE  |[NAME LICENSE # OUTSTANDING|CREATED)
Replacement ID | Application| -
MMCPC00001 | Cultivator L,:'r’d"“““"" chp Ao Employee | MMCPE00004 | $10.00{$10.00 05/11/2018
Five

Invoice Number: [-0000008

EEES

Please note that the Pay by Mail feature provides the user with several additional methods for paying their fees to the
Ohio Department of Commerce. Fees may only be paid with cash or by check for the Pay by Mail option. Any
outstanding fee may also be paid for in person at the Ohio Department of Commerce Tussing Road location.

Each invoice selected on the Make Payments screen will be listed sequentially on the generated invoice document.
Please note that the generated invoice document must be printed and included with the payment method information for
all Pay by Mail or in person payment options in order for the Ohio Department of Commerce to process and apply the
payment properly.

Cash Payments by Mail:

If the user chooses to pay for an outstanding invoice by mail with cash, a representative from the business must
perform the following actions:

58 |Page
Copyrights 2018 © Medical Marijuana Control Program — A Division of The Ohio Department of Commerce. All Rights Reserved.



Ohio Department of Commerce
Medical Marijuana Control Program

Print off the generated invoice and mail the invoice with the cash payment to the Ohio Department of Commerce.
Please address all mail payments to:

Ohio Department of Commerce
ATTN: Medical Marijuana Control Program Fiscal Department
6606 Tussing Road
Reynoldsburg, Ohio 43068

Please note that the Ohio Department of Commerce discourages payments in cash by mail and will not responsible for
lost or missing funds.

Cash Payments in Person:

If the user chooses to pay for an outstanding invoice in person with cash, a representative from the business must
perform the following actions:

Print off the generated invoice and travel to the Ohio Department of Commerce with the invoice and cash payment in
hand. The Ohio Department of Commerce is located at:

6606 Tussing Road
Reynoldsburg, Ohio 43068

Present the invoice along with the cash payment in person to the Ohio Department of Commerce representative who
will complete the payment process and provide the payee with proof of payment.

Check Payments by Mail:

If the user chooses to pay for an outstanding invoice by mail with a check, a representative from the business must
perform the following actions:

Print off the generated invoice and mail the invoice with the check payment to the Ohio Department of Commerce.
Please address all mail payments to:

Ohio Department of Commerce
ATTN: Medical Marijuana Control Program Fiscal Department
6606 Tussing Road
Reynoldsburg, Ohio 43068

Please note that the Ohio Department of Commerce will not responsible for lost or missing funds.

Check Payments in Person:

If the user chooses to pay for an outstanding invoice in person with a check, a representative from the business must
perform the following actions:

Print off the generated invoice and travel to the Ohio Department of Commerce with the invoice and check payment in
hand. The Ohio Department of Commerce is located at:

59|Page
Copyrights 2018 © Medical Marijuana Control Program — A Division of The Ohio Department of Commerce. All Rights Reserved.



Ohio Department of Commerce
Medical Marijuana Control Program

6606 Tussing Road
Reynoldsburg, Ohio 43068

Present the invoice along with the check payment in person to the Ohio Department of Commerce representative who
will complete the payment process and provide the payee with proof of payment.

Credit Card Payments in Person:

If the user chooses to pay for an outstanding invoice in person with a credit card, a representative from the business
must perform the following actions:

Print off the generated invoice and travel to the Ohio Department of Commerce with the invoice and credit card in
hand. The Ohio Department of Commerce is located at:

6606 Tussing Road
Reynoldsburg, Ohio 43068

Present the invoice along with the credit card in person to the Ohio Department of Commerce representative who will
complete the payment process and provide the payee with proof of payment.
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Viewing a Paid Invoice

The eLicensing self-service portal provides any active or inactive licensed facility with the ability to view a previously
paid invoice for any fees incurred by the business or fines levied on the business by the Ohio Medical Marijuana Control
Program for any circumstance deemed necessary in accordance with the Ohio Administrative Code Chapter 3796.

To view a previously paid invoice, the user should navigate to the Manage Payments Module upon successful login.

Oh' ov Department
10.9 of Commerce Search. seren (T
Medical Marijuana Control Program
cens:

nses  Manage Employees

i Make Payments

utton to make an online payment.
* Click on Pay by Mall to Print the Invoice.

Total Value of Selected Invoices : $ 0.00

Outstanding Fees

INVOICE NUMBER AMOUNT DUE INVOICE CREATED
10000155 $10.00 5/18/2018
FEE NAME LICENSE NUMBER APPLICATION ID LICENSE TYPE  FEETYPE APPLICATION SUBTYPE EVIPLOYEE NAME EMPLOYEE LICENSE FEE FEE OUTSTANDING FEE CREATED
Employee Replacement ID Fee MMCPC00001 Cutivator ApplicationFee  Replacement ID Card Test Employee Two MMCPEO0001 51000 51000 5/18/2018
10000154 $100.00 5/18/2018
FEE NAME LICENSE NUMBER APPLICATION ID LICENSE TYPE  FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE OUTSTANDING FEE CREATED
New Employee Application Fee MMCPC00001 00000150 Cultivator Application Fee  New Employee Test Employes Six MMCPEO0011 510000 $100.00 5/18/2018

The Manage Payments Module is subdivided into three sections. The final section within the Manage Payments
module is the Paid Invoices section. This section lists all invoices that have been paid by the associated business account.
The user will see the invoice number, the amount due, and the invoice create date. The user will also be able to see the
details of the invoice which include the fee name, facility license number, application 1D, facility license type, fee type,

application subtype, employee name (if applicable), employee license number (if applicable), fee amount, fee outstanding,
and the date the fee was created.

wh Paid Invoices

Action INVOICE NUMBER AMOUNT DUE INVOICE CREATED
View 1-0000004 $0.00 5/11/2018
FEE NAME LICENSE NUMBER APPLICATION ID LICENSE TYPE FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE OUTSTANDING  FEE CREATED
New Employee Application Fee  MMCPC0O0001 'AD0000003 Cultivator Application Fee  New Employee Test Employee Three  MMCPEO0002 $10000 S0.00 5/11/2018
View 1-0000003 $0.00 5/11/2018
FEE NAME LICENSE NUMBER  APPLICATION ID LICENSETYPE FEE TYPE APPLICATION SUBTYPE  EMPLOYEE NAME  EMPLOYEE LICENSE  FEE FEE OUTSTANDING  FEE CREATED
Employee Replacement ID Fee  MMCPC00001 Cultivator Application Fee  Replacement 1D Card Test Employee Two ~ MMCPEOO001 $10.00 50.00 5/11/2018
View 1-0000002 $0.00 5/11/2018
FEE NAME LICENSE NUMBER APPLICATION ID LICENSETYPE FEETYPE APPLICATION SUBTYPE EMPLOYEE NAME  EMPLOYEE LICENSE FEE FEE OUTSTANDING  FEE CREATED

Within the Paid Invoices area, the user will have the ability to view a paid by selecting the View action.

61|Page
Copyrights 2018 © Medical Marijuana Control Program — A Division of The Ohio Department of Commerce. All Rights Reserved.



Ohio Department of Commerce
Medical Marijuana Control Program

ﬁ Paid Invoices

Action

INVOICE NUMBER

View 1-0000014

FEE NAME LICENSE NUMBER APPLICATION I

Eez Employee Application MMCPPO0001 A00000011

View 1-0000013

FEE NAME LICENSE NUMBER APPLICATION I

r:e Employee Application MMCPPO0DO1 AD0OD0010
ee

Upon selecting the View action for a paid invoice, the invoice detail will display. The user will see all pertinent

information associated to the paid invoice including the invoice status, invoice date, invoice amount, the associated receipt
number (if applicable), and transaction number (if applicable).

Ohio.g ov | Department

of Commerce
Medical Marijuana Control Program

Home Licenses Manage Employees  Manage Payments

Invoice - 1-0000182

Invoice Details

Status

Invoice Date
Paid

05/18/2018
Invoice Amount

Due Date
12000 06/18/2018
Total Payments Creator
120,00 Test Account
Balance Due Transaction Numbx
0.00
Receipt Number
R-0000182

Please note that the receipt number and transaction number fields will only display a value if the invoice was paid using
the Ohio Department of Commerce CBOSS payment processing site.
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Viewing a Receipt for a Paid Invoice

The eL.icensing self-service portal provides any active or inactive licensed facility with the ability to view the receipt
document for a previously paid invoice for any fees incurred by the business or fines levied on the business by the Ohio
Medical Marijuana Control Program for any circumstance deemed necessary in accordance with the Ohio Administrative
Code Chapter 3796.

To view the receipt document for a previously paid invoice, the user should navigate to the Manage Payments Module
upon successful login.

= Department
Ohio.gov | G =

Medical Marijuana Control Program

Home Licenses Manage Employees [[UNiit iy

i Make Payments
b

General Instructions

« SelectInvoice(s) to pay

+ Click on Pay Now buttan to make an online payment

+ Click on Pay by Mail to Print the Invoice.

Total Value of Selected Invoices : $0.00

Qutstanding Fees

INVOICE NUMBER AMOUNT DUE INVOICE CREATED
10000155 51000 5/18/2018
FEE NAME LICENSE NUMBER APPLICATION 1D LICENSE TYPE FEE TYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE QUTSTANDING FEE CREATED
Employee Replacement ID Fee MMCPC00001 Cultivator Application Fee Replacement t 1D Card Test Employee Two MMCPEO0OOL $1000  $10.00 5/18/2018
10000154 $100.00 5/18/2018
FEE NAME LICENSE NUMBER APPLICATION 1D LICENSE TYPE FEE TYPE APPLICATION SUBTYPE EMPLOYEE NAME EMPLOYEE LICENSE FEE FEE OUTSTANDING FEE CREATED
New Employee Application Fee MMCPC00001 00000150 Cultivator Application Fee New Employee Test Employee Six MMCPE00011 $10000  $100.00 5/18/2018

The Manage Payments Module is subdivided into three sections. The second section within the Manage Payments
module is the Receipts section. This section lists all receipts for any previous payments made by the associated business
account. The user will see the receipt number, the amount paid, the payment method used when paying any fee or fine,
the transaction number, and the date the receipt was created.

=:3 Receipts
Action Receipt Number Amount Tendered Payment Method Transaction Number Receipt Created
View R-0000002 $100.00 Credit Card 3 S5/11/2018

Within the Receipts area, the user will have the ability to view a receipt document for a paid invoice by selecting the View
action.
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=) Receipts
= Receipt Number Amount Tendered
View R-0000002 5100.00

Upon selecting the View action for a receipt, the receipt detail will display. The user will see all pertinent information
associated to the receipt including the receipt number, receipt amount, payment amount, and transaction number.

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

OChio.gov | Sz,

| Medical Marijuana Control Program

! Home Licenses Manage Employees Manage Payments

Cancl
Receipt Details
Number o Amoun t
R-0000182 120,00
Payment Method Transaction Numb
Credit Card 3
Cancel
Invoices
Number Application 1D License Name Employee Name Status Invoice Amount Total Payments Balance Due Transaction Number
1-0000155 MMCPC00001 Test Employee Two Paid 10.00 10.00 0.00 1
1-0000010 MMCPCO0001 Test Employee Five Paid 10.00 10.00 0.00 2
10000008 MMCPC00001 Test Employee Five Paid 100.00 100.00 0.00 3

The receipt detail screen will also provide the user with information around the fees included on the invoice associated to

the receipt and access to the receipt document.
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100.00

Credit Carg

Involces

Number

ense Name Employes Name Status Invoice Amount Total Payments Balance Due
10000001 A00000001 MMCPCO0001 Test Employes One Faid 100.00 100.00 000

Fee Payments

Notes and Attachments

FILE NAME
View MMCE |

View MMCe |

View MMCE_Receipt__2018

Within the Notes and Attachments area on the receipts detail screen, if the user selects the View action, a new window
will open containing a PDF version of the receipt containing all fees that are associated to the paid invoice.

Medical Marijuana Control Program
77 South High Street - 23rd Floor
Columbus, OH 43215-6120

PAYMENT RECEIPT
Receipt No: R-0000002

Payment Method: Credit Card

Paid By: Test Account

DESCRIPTION

Paid To: Treasurer, State

LICENSE

AMOUNT

Application Fee

MMCPCO00001

$100.00

TOTAL: $100.00

DATE: 05/11/2018

Please note that if the invoice was not paid using the Ohio Department of Commerce CBOSS payment processing site, a

receipt detail record and receipt document will not be available to the user.
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Questions or Comments?

If you have any questions or comments, please contact the Ohio Department of Commerce Medical Marijuana Control
Program using one of the following methods of communication:

By Email:
mmcp@com.state.oh.us
By Phone:
+1-614-466-3636
By Mail:
The Ohio Department of Commerce
ATTN: MMCP

77 South High St, 23rd Floor
Columbus, OH 43215
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