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Accessing OEDS 
Adding users to the OEDS system requires them to have an OHID account and for them to complete a 
Department of Education Profile inside of their OHID account.  
 
Note: OHID accounts are managed by the Innovate Ohio Platform and are not part of OEDS. Any 
questions about OHID account creation and updating should be directed to the OHID Helpdesk at 
877-644-6338 or Profile.Help@education.ohio.gov.   
 
Instructions on how to create an OHID account and a Department of Education Profile can be found 
on the OEDS webpage under “Accessing OEDS.” 
 
Once your Department of Education Profile is approved by the Department, you will be able to be 
granted roles in OEDS by your district’s OEDS-R Organization Administrator.  
 

Getting to the School Details 
After logging into OEDS and searching for an IRN, you should see a screen similar to the one below. To 
get to the “Organization Details” page where you will be able to edit the name, status, grade spans, 
etc., find the “Organization” section under the “Overview” tab in the top header. Click on “Show or 
Update Organization Details” to edit this information.  
 

 

https://ohid.ohio.gov/
mailto:Profile.Help@education.ohio.gov
https://education.ohio.gov/Topics/Data/Ohio-Educational-Directory-System-OEDS
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The “Organization Identity” section lists the name, organization type, and status information, as 
well as the “School Information” which includes school type and grade spans.  
 

 

Changing a School Name or Operating Status 
To change a school name or update the operating status, navigate to the “Organization Details” page 
for that IRN under the “General” tab in the top header. Click “Edit” in the “Organization Identity” 
section.  
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Complete your long and/or short name changes in the “Please Update Organization Identity" pop-
up window. 
 
Use the “Organization Status” dropdown to change the operating status of an IRN. Note, the 
“Merged” option is no longer used. Please contact the Department’s OEDS Administrator for guidance 
if you intend to combine schools. 
 
Once completed, click “Submit for Approval” to submit these changes to the Department’s OEDS 
team for review/approval. This will create a change request in the OEDS system that must be 
reviewed by an OEDS administrator at the Department. These requests are put into a queue and will 
be reviewed in the order they are received. 
 
For name changes, there are typically no follow up questions. However, for status changes, the 
Department’s OEDS team may reach out and ask for clarification or reasoning for the change. 
 

 

 

mailto:OEDS.ContactUs@education.ohio.gov
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Changing School Type or Grade Span 
To change a school type or update the grade levels served, navigate to the “Organization Details” 
page for that IRN under the “General” tab in the top header. Click “Edit” in the “School Information” 
section.  
 

 
 

Use the “School Type” dropdown to reflect the grades being served. You will also be able to select 
each individual grade that will be served at this site in the “Select All Grade Levels Served” section 
The “Grade Span of School” section will show you the final list of grades that have been selected. 
Please be sure to review this before submitting for approval. 
 
Once completed, click “Submit for Approval” to submit these changes to the Department’s OEDS 
team for review/approval. This will create a change request in the OEDS system that must be 
reviewed by an OEDS administrator at the Department. These requests are put into a queue and will 
be reviewed in the order they are received. For grade span changes, the Department’s OEDS team 
typically follows up with questions about the nature of the changes and the reasoning so that they 
can ensure all students are still being served. 
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Changing Funding Details 
To update funding details, navigate to the “Organization Details” page for that IRN under the 
“General” tab in the top header. Click “Edit” in the “Funding Details” section.  
 

 

 
Complete your changes in the “Please Update Funding Information" pop-up window. 
 
Once completed, click “Submit for Approval” to submit these changes to the Department’s OEDS 
team for review/approval. This will create a change request in the OEDS system that must be 
reviewed by an OEDS administrator at the Department. These requests are put into a queue and will 
be reviewed in the order they are received. 
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Changing School Classification 
To add or change a school classification, navigate to the “Organization Details” page for that IRN 
under the “General” tab in the top header. Click “Add Classification” in the “School Classification” 
section.  
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Use the “Please Add School Classification” pop-up window to select the classification that best 
reflects the nature of your school.  
 
Once completed, click “Submit for Approval” to submit these changes to the Department’s OEDS 
team for review/approval. This will create a change request in the OEDS system that must be 
reviewed by an OEDS administrator at the Department. These requests are put into a queue and will 
be reviewed in the order they are received.  
 
For classification changes, the Department’s OEDS team typically follows up with questions about 
the nature of the changes and the reasoning, so that they can ensure the proper classification has 
been selected. 
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Changing District or School Locations 
To get to the “Location Details” page where you will be able to edit addresses, find the “Address” 
section under the “Overview” tab. Click on “Show All or Update Addresses” to edit this information.  
 

 

 
To change the physical and/or mailing address, click “Edit.  
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Use the “Please Update the Address” pop-up window to edit the “Location Name” and/or street 
name, city, state, county, and zip code.  
 
Note: Editing “Location Name” does not change the name of the building or the district. This is 
simply a name used to help you identify the addresses. 

 

Before submitting for approval, please attempt to standardize the address by clicking “Standardize.” 
This tries to match the address you have entered with addresses on file with the United States Postal 
Service. If the address is not able to be standardized, you may go ahead and “Submit for Approval.” 
However, we do ask that you send an email to the Department’s OEDS Administrator letting them 
know that the address is correct as you entered it.  
 
Submitting changes will create a change request(s) in the OEDS system that must be reviewed by an 
OEDS administrator at the Department. These requests are put into a queue and will be reviewed in 
the order they are received.  
 
For address changes, the Department’s OEDS team typically does not have follow up questions, but 
they may reach out if they are unable to standardize the address themselves. 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:OEDS.ContactUs@education.ohio.gov
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Getting to Relationship Details 
After logging into OEDS and searching for an IRN, you should see a screen similar to the one below. To 
get to the “Relationship Details” page where you will be able to edit connections with other 
organizations, find the “Relationships” section under the “Overview” tab in the top header. Click on 
“Show All or Update Relationships” to edit this information.  
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Adding a New Information Technology Centers (ITC) 
To add a new ITC connected to a district, navigate to the “Relationship Details” page for that IRN 
under the “Relationship” tab in the top header. 
 
The “Relationship Details” page should look similar to the one below. Here we are using the 
Columbus City School District as an example. 
 
Click on “Add New Parent Relationship” near the top of the page.  
 

 
 
Use the “Please Add Organization Relationship” pop-up window to complete the organization 
relationship type dropdown and enter the name or IRN of the ITC. Once completed, click “Submit for 
Approval” to submit these changes to the Department’s OEDS team for review/approval. This will 
create a change request in the OEDS system that must be reviewed by an OEDS administrator at the 
Department. These requests are put into a queue and will be reviewed in the order they are received.  
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Editing an Existing Information Technology Center (ITC) 
To change the existing ITC linked to a district, navigate to the “Relationship Details” page for that IRN 
under the “Relationship” tab in the top header. 
 
Find the “Information Technology Center” in the list of organization relationship types and use the 
blue “Edit” and red “Remove” icons to change the relationship. 
 

 
 
Note: There have been several instances where a district’s OEDS-R Organization Administrator was 
not able to edit this relationship. In these instances, we recommend adding a new parent 
relationship and creating a new ITC relationship (see previous section), then emailing the 
Department’s OEDS Administrator to explain the situation so that the old relationship can be 
removed for you. 
 
If you are able to edit a relationship you will see a screen similar to the one below. Use the “Please 
Update the Organization Relationship” pop-up window to enter the name or IRN of the ITC. After 
selecting a new ITC, click “Submit.”  
 

 

mailto:OEDS.ContactUs@education.ohio.gov
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This will create a change request in the OEDS system that must be reviewed by an OEDS 
administrator at the Department. These requests are put into a queue and will be reviewed in the 
order they are received.  
 
For relationship changes, the Department’s OEDS team typically follows up with questions about the 
nature of the changes and the reasoning so that they can ensure the proper connections between 
organizations are being made. 
 
To speed up the approval process, you can email the Department’s OEDS Administrator detailing the 
following:  
 

• Why you requested the change 
• Effective date 
• New ITC name and IRN  
• District’s name and IRN 

The Department’s OEDS team will then be in touch with you to discuss your changes and guide you 
through the approval process. 
 

Requesting a New Organization 
In order to open a new IRN, you must create a new organization. Click on “Create Organization” on 
the top red banner of the OEDS page. This page contains instructions on how to request a new IRN as 
well as the required roles in OEDS for making this request. 
 

 

mailto:OEDS.ContactUs@education.ohio.gov
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In general, you only need to provide basic information, including type of organization, IRN name, 
physical address this IRN will operate from, mailing address for this IRN, and grade span that this IRN 
will serve.  
 
Use the “Please Provide Organization Details” pop-up window to complete the new organization 
request. If you’re not sure which organization type you are trying to create, click “Click Here to Start” 
for helpful information.  
 

 

 
Complete the questions in the “Start Creating a New Organization” pop-up window. Once you have 
answered these questions, click “Save.”  
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The “Organization Type” will be filled in on the first page of the application. Enter the name that you 
would like your new organization to be called.  
 
Note: “Organization Name” should not be the name of your district. It is the name that you want the 
resulting building/organization to be called once a new IRN is created. 
 
You will also be asked to put in the county you will be operating this IRN out of as well as basic 
contact information. 
 
Next, complete the “Organization Physical Address” section. Please attempt to standardize the 
address by clicking “Standardize.” This tries to match the address you have entered with addresses 
on file with the United States Postal Service. Click “Next” to proceed.  
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Next, enter the mailing address for the organization. Often this is separate from the physical address 
as mail is routed to a district office. Please attempt to standardize the address by clicking 
“Standardize.” Click “Next” to proceed.  
 

 
 

Next, you will be asked about Federal Tax ID and UEI numbers. You do not need to have these to 
complete the application. The only information required on this page is the “Grade Levels Served,” 
and any “Hierarchy” organization you wish to operate under (your district). Click “Next” to proceed. 
 

 
 
Next, upload any supporting documents you want to attach to this application. 
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The final page of the application allows you to review all the information you provided before 
submitting for approval. If you leave the application before clicking “Submit,” it will not be sent for 
approval as it will show a status of “Started” in the OEDS system and not “Submitted.” 
 

 
 
Once submitted, this will create a change request in the OEDS system that must be reviewed by an 
OEDS administrator at the Department. These requests are put into a queue and will be reviewed in 
the order they are received.  
 
For new organization requests, the Department’s OEDS team typically follows up with questions 
about the nature of the request and the reasoning for the request.  
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To speed up the approval process, you can email the Department’s OEDS Administrator detailing the 
changes you would like to make including creating a new organizing before you actually enter them 
into the OEDS system. The Department’s OEDS team will then be in touch with you to discuss your 
changes and guide you through the approval process. 
 
Note: Once an organization has gone through the approval process and an IRN has been issued, the 
status in OEDS will show the IRN as “Under Construction” until a status change request is made to 
set it to “Open.” See page 3, “Changing a School Name or Operating Status” for instructions. We 
typically recommend waiting until the end of the current reporting period to change the IRN status to 
open (beginning of August).  
 
It is also important to note that for any new and open IRN, a safety plan is required, and if the grade 
span includes a preschool, then the district will need to work with the Department of Children and 
Youth’s IRN team to have the new IRN entered into their system.  

Assigning or Removing User Roles 
After logging into OEDS and searching for an IRN, you should see a screen similar to the one below. To 
get to the “Personnel Details” page where you will be able to edit role assignments, find the “Roles” 
section under the “Overview” tab in the top header. Click on “Show All or Update Roles and 
Persons” to edit this information.  
 

 

mailto:OEDS.ContactUs@education.ohio.gov
mailto:irn_help@childrenandyouth.ohio.gov
mailto:irn_help@childrenandyouth.ohio.gov
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The “Personnel Details” page lists the “Roles Available to this Organization,” where the current list 
of roles that can be assigned are displayed, in addition to the “Persons in this Organization,” where 
you can find a list of all roles assigned to a specific person in your organization. 
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To add or remove a user from a role, it is often easiest to search for the role name in the “Roles 
Available to this Organization” section. Use the search bar to filter the list of available roles. This 
can make finding a role for assignment or removal much faster than looking across multiple pages. 
 

 
 
With the list of available roles filtered, use the green plus sign to add a user to that role. To remove a 
user from the role, use the red trash can icon.  
 
Note: Some roles only allow one person to be assigned at any given time. The results here show that 
you cannot add a second person to the role of Superintendent. In order to change who is assigned to 
this role, first remove the role from the outgoing Superintendent and then you will be able to assign 
it to the incoming Superintendent. 
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ASSIGNING A ROLE 
Once you have navigated to the “Personnel” tab in the top header, searched for the role you would 
like to assign, and clicked the green plus sign (see previous three pages for instructions), you will see 
the “Start Assigning to Role” pop-up window.  
 
Determine if you need to assign this role to a new person or to someone who already holds a role in 
your organization. Using the “Assign a New Person to this Role” option will allow you to search for 
anyone in the OEDS system, as long as they have both an OHID account and a Department of 
Education Profile. See page 2, “Accessing OEDS” for instructions.  
 

 
 
Provide the person’s first name, last name, and date of birth. Click “Search.” 
 

 
 
Search results will populate for any possible matches to your search. Review the results and click 
“Select” on the corresponding person.  
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Note: If you are unable to find a user, please ensure they have completed the set up their OHID 
account as well as their Department of Education Profile. Both of these must be completed before a 
user can be assigned a role in OEDS. See page 2, “Accessing OEDS” for instructions. 
 
Once you have selected a user for assignment, a confirmation screen will appear. Confirm the 
information is correct for the selected user and click “Save” to assign the role to the user.  
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REMOVING A ROLE 
Once you have navigated to the “Personnel” tab in the top header, searched for the role you would 
like to remove, and clicked the red trash can icon, you will see the “Remove Persons From Role” 
pop-up window.  
 
From the list of users in your organization with this assigned role, check the name(s) of the users you 
want to remove from this role. Click “Yes, Remove” to proceed.  
 

 

  



 

25 | Requesting Changes in OEDS | 2025 

Updating Emails and Phone Numbers 
Each user with a record in OEDS needs to have an accurate and up-to-date office email address and 
office phone number listed in OEDS. This ensures that staff members can be reached by the public 
and staff at the Department. The access level granted to your district’s OEDS-R Organization 
Administrator(s) limits their ability to update some aspects of other user’s email addresses and 
phone numbers. Each user needs to review and update their own information each time information 
changes or when moving from one organization to another. A good practice for each person is an 
annual review and update of email addresses and phone numbers. Follow the steps below to update 
OEDS contact information. 
 

UPDATING EMAIL ADDRESSES 
Login to your OHID account and locate the Ohio Education Directory System (OEDS) application 
tile. Click “Open App.” If you are unable to find the OEDS tile in “Your Apps” in OHID, also check in 
the App Store and ensure you have browsed all pages.  
 

 

 
Locate and click your name at the top of the dashboard next to “Welcome” and click on the 
information you want to review/update.  
 
If someone else’s name appears at the top of the page, you will need to log out of the OEDS and OHID 
systems and start over by using your own credentials. 
 

 

https://ohid.ohio.gov/
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School and district staff listed with roles in OEDS need to have a current primary office email address 
listed in OEDS and can have additional secondary office email addresses listed. The primary office 
email address should be the email address that the person most often uses for work purposes.  
 
To update your email addresses, click “Edit” in the “Manage Email Address” section.  
 
Note: Home/personal email addresses are not to be entered into OEDS.  
 

 

 
Make any necessary changes to the address and/or email type using the dropdown.  
 
Check the “Primary Email” box if this is your primary office email address. Uncheck the box if you 
have or will be identifying another office email address as primary. Click “Save” to see the updated 
information. 
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ADDING ADDITIONAL EMAIL ADDRESSES 
Individuals who work for multiple organizations may need to have more than one office email 
address listed. To add an email address, click on “Add New Email” and fill in the information. A new 
email address should not be marked as primary unless you want to switch the email address that is 
already listed as primary. When finished, click “Save.” 
 

 

 

 
 
DELETING EMAIL ADDRESSES 
Any extraneous email addresses, including home or personal email addresses can be deleted from 
the OEDS system. Click “Delete” once to remove an existing email address and again in the pop-up 
window to confirm.  
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UPDATING PHONE NUMBERS 
Login to your OHID account and locate the Ohio Education Directory System (OEDS) application 
tile. Click “Open App.” If you are unable to find the OEDS tile in “Your Apps” in OHID, also check in 
the App Store and ensure you have browsed all pages.  
 

 

 
Locate and click your name at the top of the dashboard next to “Welcome” and click on the 
information you want to review/update.  
 
If someone else’s name appears at the top of the page, you will need to log out of the OEDS and OHID 
systems and start over by using your own credentials. 
 

 
 
 
 
 
 

https://ohid.ohio.gov/
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School and district staff listed with roles in OEDS need to have a current primary office phone 
number listed in OEDS. This should be the phone number used most often for work purposes.  
 
To update your phone number, click “Edit” in the “Manage Phone Number” section.  
 

 

Make any necessary changes to the phone number and/or phone type using the dropdown.  
 
Check the “Primary Phone” box if this is your primary office phone number. Uncheck the box if you 
have or will be identifying another phone number as primary. Click “Save” to see the updated 
information. 
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ADDING ADDITIONAL PHONE NUMBERS 
Individuals who work for multiple organizations may need to have more than one office phone 
number listed. To add a phone number, click on “Add Phone Number” and fill in the information. A 
new phone number should not be marked as primary unless you want to switch the phone number 
that is already listed as primary. When finished, click “Save.” 
 

 

 

 

DELETING PHONE NUMBERS 
Any extraneous phone numbers, including home or personal phone numbers can be deleted from 
the OEDS system. Click “Delete” once to remove an existing phone number and again in the pop-up 
window to confirm.  
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