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1 Document Control 
1.1 DOCUMENT OWNER 

EDS Business Exchange Services (BES) 

1.2 TERMINOLOGY 
Term Definition 

BES Business Exchange Services 
WFTS Web File Transfer System 
ODJFS Ohio  Department of Jobs and Family Services 
SSL Secure Socket Layer 
HTTP Hypertext Transport Protocol 
HTTPS HTTP over SSL 
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2 Overview 
The Web File Transfer System allows Trading Partners to interface with Ohio Department of Jobs and 
Family Services (ODJFS) over the public internet using a web browser. 
 
This system allows Trading Partners to:  

• Submit files to ODJFS.  
• Retrieve files from ODJFS. 

 

2.1 SYSTEM REQUIREMENTS 
• In order to access the Web File Transfer System, the Trading Partners are required to use 

Microsoft Internet Explorer 6.0 or higher with 128-bit encryption. 
• Browser must be configured to accept cookies 

  
 

2.2 ENVIRONMENT URL’S 
• Certification environment: https://www.cert.oh.business-exchange-eds.com 
• Production environment:  https://www.prod.oh.business-exchange-eds.com 

 
 

https://www.cert.oh.business-exchange-eds.com/
https://www.prod.oh.business-exchange-eds.com/
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3 How To Use 
3.1 MAIN SCREEN 

The main screen for the Web File Transfer System is located at the following addresses:  
• Certification environment: https://www.cert.oh.business-exchange-eds.com 
• Production environment:  https://www.prod.oh.business-exchange-eds.com 

 

 
 

In this page, the User can:  
 

• Log on to the system 
• Reset their password.  
• Send a note to the Support Group.  

 

 Page 5 of 28 
Saved on: December 19, 2007 Web File Transfer Information.doc 

 

https://www.cert.oh.business-exchange-eds.com/
https://www.prod.oh.business-exchange-eds.com/


 Web File Transfer System User Guide

3.2 LOG ON  
In order to log on to the system, Users must be authenticated by providing their assigned  User ID and 
Password.   
To log on to the system:  

1. In the main page, enter the User ID and Password combination. Both fields are case-
sensitive.  

 

 
 

2. After entering the User ID and Password, click Logon to Log on to the system.  
• If the password is expired the system displays the “Password Expired” screen (see 

Password Expired)  
• If the password is not expired, the System’s Home Page is displayed: 
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This page provides access to all the functions in the Web File Transfer System:  

• Contact Us 
• Change Password 
• File Submit 
• File Retrieve 
• Submissions List 
• Log Off  
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3.3 RESET PASSWORD 
The system provides a self-help option to reset a user’s password in case it is forgotten.  
To reset a password:  

1. In the main page, click on the forgot password option, the system will display the following 
screen:  

 

 
 

2. Enter the User ID and the e-mail address associated to that User. Click on “Reset Password” 
to continue or “Cancel” to return to the previous page without resetting the user’s password. 

 
3. If the User ID and e-mail information entered matches the information on-record, the system 

resets the password and sends an e-mail with the new, temporary password to the address 
on record and the following confirmation screen is displayed.  
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3.4 CONTACT US 
The “Contact Us” page provides the User a means to send a note related to the website operation or 
technical difficulties to the Support Group. This page should not be used to request password resets or 
any other type of information not related to the website operation.  
To send a message to the support group:  

1. In the Main Page, click on the “Contact Us” option, the following page is displayed:  
 

 
 

 
 

2. Fill in the information in the web page, the fields User ID, Name, Organization Name, e-Mail 
Address and Comments are required.  

3. Clicking on “Reset” will clear all the fields in the form. Clicking on “Close” closes the Contact 
Us form and returns to the Main Page.  

4. When completing the form, click on the “Submit” button to send the message to the support 
group. The following confirmation screen is displayed.  
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5. Click on “Close” to return to the Main Page. 
 
 
 
 
 
 



 Web File Transfer System User Guide

3.5 PASSWORD EXPIRED 
The password to access the system is valid for 30 days. After this time, the User is required to change 
their password.  
When the User logs in after the password has expired, the system prompts for a password change by 
presenting the following screen:  
 

 
 

1. Enter a new password in the field indicated. Confirm the password entered in the field “Re-
enter Password”.  

2. Click on “Continue”.  
3. It is important to note that the new password cannot be the same as any of the last six 

passwords utilized (including the current one). 
4. If the passwords entered match and meet the requirements indicated in the screen, the 

systems changes the password and displays the following confirmation screen:  
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5. Click on the link or on the “Home” button to continue.  
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3.6 CHANGE PASSWORD 
The User can change their password at any time, even if it is not expired, and may do so by clicking on 
the “Change Password” button located in the main menu at any time during the session.  
 

 
 

1. Enter the new password in the indicated field. Confirm the password by re-entering it as 
indicated. Make sure the new password meets the password requirements as listed in the 
screen.  

2. It is important to note that the new password cannot be the same as any of the last six 
passwords utilized (including the current one). 

3. Click “Continue” to change the password or “Cancel” to return to the Home Page without 
changing the password.  

4. When the password is changed, the system displays the following confirmation screen.  
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5. Click on the link, the “Home” button or any other menu item to continue.   
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3.7 FILE SUBMIT 
File submissions are files sent directly from the Trading Partner to the ODJFS system. These files are 
typically claims that are being submitted for processing. A submission Batch ID is assigned to each file 
submission for tracking purposes. Please note the submission Batch ID when the file is submitted for 
reference in case there is the need to call the Customer Support Center for assistance. 
To submit a file:  

1. Click on the “File Submit” button located in the Function Menu, the system will display the 
following screen.  

 

 
 

2. Indicate the file to be submitted by either entering the file name into the field or using the 
‘Browse’ button to locate the file in the local system.  

3. Click on “Continue” to submit the file.  
4. The system displays the following confirmation page. Please note the Batch ID. This is a 

unique number that will be helpful should the Customer Support Center be called with regards 
to the file.  

 

 Page 16 of 28 
Saved on: December 19, 2007 Web File Transfer Information.doc 
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5. This confirmation page can be printed by clicking on the “Print” button, otherwise click on any 
other menu item to continue.  

 



 Web File Transfer System User Guide

3.8 FILE RETRIEVAL 
File retrieval provides the Trading Partner to download a file from the ODJFS system. These files are 
typically responses to claims previously submitted or payment files. The listing of files available for 
download is organized by file type. File Retrieval also provides the Trading Partner the option of 
removing a file from the file retrieval list. 
To retrieve a file:  

1. Click on the “File Retrieval” button located in the Function Menu, the system will respond with 
the following screen:  

 

 
 

2. Click on one of the file type “plus” boxes. The system will expand a list of file of that type and 
display it as follows (in this example, the list of file type 271 – Eligibility Response is 
displayed) :  
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3. Clicking on the File Name displays the first 1024 characters of the file:  
 

 
 

4. Click on the “Retrieve” button to download the file. The system displays a dialog to save the 
file in the local system 
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5. Click on “Save” to select a file name and location for the file in the local system:  
 

 
 

6. Select a file name and location in the local system and click on the “Save” button to begin 
download of the file. 
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7. The system also offers the option of removing the file from the list of files available for 
download, this could be done after the file is downloaded successfully to the local system. In 
order to remove the file from the list repeat steps 1 and 2 of the file retrieval process.  

 
8. Click on the check box to the left of the file name to select the file. More than one file can be 

selected with this process. Repeat this for every file to be removed from the list of available 
files.  
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9. Click on the “Remove Selected” button. The system will remove the selected files from the list 
of files available for download. 
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3.9 SUBMISSIONS LIST 
Trading Partners have the option to access a list of their file submissions. The submission list shows all 
the file submissions related to a particular User ID.  
To access the Submissions List:  

1. Click on the “Submissions List” button in the Function Menu  The system will display the 
Submission List screen with a list of the files submitted in the last 24 hours. 

 

 
 

2. Click on the Batch ID to show a list of the files associated with it.  
 

 Page 23 of 28 
Saved on: December 19, 2007 Web File Transfer Information.doc 
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3. The system also provides the ability to search for files by a specific Batch ID or files submitted 
during a specific period of time, to select the start and end dates click on the corresponding 
“Select Date” link, a calendar will appear allowing the user to select the desired date:  

 

 
 
 
 

 



 Web File Transfer System User Guide

4. Select the desired Start Date and click “Set”. Repeat the process to select the desired End 
Date. Then click on “Search” to continue. Note: The system will only shows the first 100 
records that match the search criteria. To see additional records, use the “Prev” and “Next” 
buttons to the right of the screen:  

 

 
 

5. To search for a specific Batch, enter the Batch ID in the field indicated and click on “Search”. 
Please note that the system will search for the Batch ID within the period of time indicated by 
the Start and End Dates.  
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3.10 LOG OFF  
It is important to log off after completing work with the Web File Transfer System. For security reasons, 
the system will automatically terminate the session after a system defined period of inactivity, which is 
set at 15 minutes. If the session expires, the Trading Partner will be sent to the main logon window.  
 
To Log Off:  

1. Click on the Log Off button in the Main Menu, the system will terminate the session and return 
to the Main Page:  
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4 Exceptions 
4.1 INVALID USER ID OR PASSWORD 

If, when logging on, the User enters a invalid User ID or Password, the system displays the following 
screen:  
 
 

 
 

1. Click on the link to go back to the Main Log On page.  
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4.2 INVALID PASSWORD RESET 
When the User provides the wrong information for the self-service password reset screen, the following 
screen is displayed:  
 
  

 
 

1. Click on the link to go back to the Main Log On page.  
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