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Logging into the IC Customer Portal 
 
To access the new IC Customer Portal, you must have both an OHID and an IC Customer 
Portal (“Portal”) account, which uses your OHID login information (OHID number and 
password). 
 

1. If you do not already have an OHID, you will first need to create one. For detailed 
instructions, please refer to the How to Create an OHID guide. 

2. If you already have an account in the previous Portal but are logging into the new 
Portal for the first time, please ensure the email address linked to your OHID 
matches the email address the Division has on file for you.  

3. If you do not already have a Portal account, you will be prompted to register for one 
before beginning the application process. 

4. If you are unsure whether you have an account in the previous Portal or which email 
address the Division has on file for you, please contact our office at 
bcctrade@com.ohio.gov to verify.  

 
Using different email addresses for your OHID and Portal accounts may cause login 
issues or prevent access to your application or certification details. 
 
To log into the Portal: 
 

1. Open an internet browser window on your device (the State of Ohio recommends 
using Google Chrome, Microsoft Edge or Mozilla Firefox when visiting the Portal). 

2. Go to the Portal (https://icportal.com.ohio.gov/) and click on “Members Area.” 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdam.assets.ohio.gov%2Fimage%2Fupload%2Fcom.ohio.gov%2FADMIN%2FHow_to_Create_an_OHID.pdf&data=05%7C02%7CSamantha.McCauley%40com.ohio.gov%7C2fb9feee4d1644d42d4c08ddf5ead8e0%7C50f8fcc494d84f0784eb36ed57c7c8a2%7C0%7C0%7C638937111198306581%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=WDH7GIhBmCLNBC94Od2bEZX%2FS0dVU7jS1w9o5Irrghg%3D&reserved=0
mailto:bcctrade@com.ohio.gov
https://icportal.com.ohio.gov/


 

 

 
3. Enter your OHID and password. 

 
 
 



 

Applying for a Certification 
 
Before applying for a certification, please have the completed Backflow Technician 
Application Addendum and supporting experience verification documents available to 
upload with your online application.  
 

1. Click on the “My Licenses/Certificates” tab, then select “+Add New 
License/Certificate.” 

 
2. Click the drop-down menu under “What type of License would you like to apply for?” 

and choose “Backflow.” 
3. Then, click the drop-down menu under “Application Type” and choose the 

appropriate backflow technician classification you are applying for.  
4. Click “Continue.”  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://dam.assets.ohio.gov/image/upload/v1711047189/com.ohio.gov/documents/BF_Technician_Initial_Application.pdf
https://dam.assets.ohio.gov/image/upload/v1711047189/com.ohio.gov/documents/BF_Technician_Initial_Application.pdf


 

5. If the information you selected is correct, click “Continue” on the confirmation page. 

 
6. You have the option to add a contact (i.e., employer, training agency, etc.), at any 

time during and after the application process. This contact will be able to access your 
application and certification details. The contact must have a Portal account to be 
added. 

a. If you will not be adding a contact, click “Continue” and skip to Step 7. 
b. If you wish to add a contact, click “Add contacts,” then type the first and last 

name of the person or the organization’s name. 
c. Click “Search.” 
d. If the person or organization has a Portal account, their account record will 

become available to choose. You must check the box next to the record, click 
“Select,” then “Continue” to proceed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

7. Upload your completed Backflow Technician Certification Application Addendum and 
acceptable experience verification documents. Please add an attachment description 
(i.e., addendum, tax records, journeyperson card, etc.). Once you have uploaded 
your documents, click “Continue.”  

 
8. After submitting your application, you will be directed to a page confirming everything 

has been successfully completed and is now pending approval. 

https://dam.assets.ohio.gov/image/upload/v1711047189/com.ohio.gov/documents/BF_Technician_Initial_Application.pdf


 

 
 

9. Once the Division has reviewed, and approved, your application, you will receive an 
email notifying you of any required actions – such as paying an invoice or 
downloading a document.  

 
Paying Fees/Invoice(s) 
 

1. There are three available methods to pay the required fee(s): 
a. Option 1: Pay Invoice 
b. Option 2: Bills 
c. Option 3: License/Certificate Details 

2. Option 1: Pay Invoice 
a. Go to the Portal (https://icportal.com.ohio.gov/) and click “Pay Invoice.” 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 

https://icportal.com.ohio.gov/


 

 
 

b. Enter the invoice number(s), then click “Search.” 
 

i. If paying multiple invoices, enter each invoice number separated 
by a comma, with no space between them.  
 

c. Once the results appear, click “Pay Fee(s)” to proceed. 

 
d. Select the invoice(s) you wish to pay, then click “Pay Selected Fees 

(Electronic Check)” OR “Pay Selected Fees (Credit Card).” 
i. You will be directed to the portal payment page, where you can enter 

in the information associated with your credit card or financial 
institution, then proceed accordingly. 

 



 

3. Option 2: Bills 
a. Go to the Portal (https://icportal.com.ohio.gov/), click “Members Area,” and 

log in with your OHID and password – See Logging into the IC Customer 
Portal. 

b. Once you are logged in, click “Bills” located at the top of the page. 

 
c. You will see a list of fee(s) associated with your account. Select the invoice(s) 

you wish to pay, then click “Pay Selected Fees (Electronic Check)” OR “Pay 
Selected Fees (Credit Card).” 

i. You will be directed to the portal payment page, where you can enter 
in the information associated with your credit card or financial 
institution, then proceed accordingly. 

 
d. You can also view a copy of your invoice by clicking “Invoice.” 

https://icportal.com.ohio.gov/


 

 
 

4. Option 3: License/Certificate Details 
a. Go to the Portal (https://icportal.com.ohio.gov/), click “Members Area,” and 

log in with your OHID and password – See Logging into the IC Customer 
Portal. 

b. Click “My Licenses/Certificates” to view your certification, then select the 
“Detail” button. 

c. Select the “Fees” tab, then click “Pay Selected Fees (Electronic Check)” OR 
“Pay Selected Fees (Credit Card).” 

i. You will be directed to the portal payment page, where you can enter 
in the information associated with your credit card or financial 
institution, then proceed accordingly. 

 
d. You can also view a copy of your invoice by clicking “Invoice.” 

 
 
 
 
 

https://icportal.com.ohio.gov/


 

Downloading Documents 
 
Note: Documents generally take 24 hours to appear after an action has been taken (e.g., 
application approval, invoice payment, etc.)  
 

1. When a document is available to download, you will receive an email notifying you of 
any required actions.  

 
2. Go to the Portal (https://icportal.com.ohio.gov/), click “Members Area,” and log in 

with your OHID and password – See Logging into the IC Customer Portal. 
3. Click “My Licenses/Certificates” to view your application/certification, then select the 

“Detail” button. 

 
4. Click “Download” next to the document you wish to view.  

https://icportal.com.ohio.gov/


 

Reserving a Seat for the Exam 
 
To reserve a seat for the Backflow Technician Examination, please submit a request to 
bcctrade@com.ohio.gov and include the following information: 
 

1. A copy of your certificate of proficiency or the date(s) you are scheduled to attend an 
approved training course. 

2. The date and time of the examination you wish to take. 
 
The full exam schedule can be found on the Backflow Technician Exam Schedule page of 
our website.  
 
Adding a Contact 
 

1. You have the option to add, and delete, a contact (i.e., employer, training agency, 
etc.), at any time. This contact will be able to access your application and 
certification details. The contact must have a Portal account to be added. 

a. If you wish to add a contact, go to the Portal (https://icportal.com.ohio.gov/), 
click “Members Area,” and log in with your OHID and password – See 
Logging into the IC Customer Portal. 

b. Click “My Licenses/Certificates,” then select the “Detail” button. 

 
c. Select the “Associated Contacts” tab, then click “Add contacts.” 

 
 
 
 
 
 
 
 
 

 
 
 

mailto:bcctrade@com.ohio.gov
https://com.ohio.gov/divisions-and-programs/industrial-compliance/backflow/backflow-technician-exam-schedule
https://icportal.com.ohio.gov/


 

 
d. Type the first and last name of the person or the organization’s name, then 

click “Search.” 
e. If the person or organization has a Portal account, their account record will 

become available to choose. You must check the box next to the record, click 
“Select,” then “Continue” to proceed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Viewing Application Status 
 

1. If at any time you would like to check the status of your application, go to the Portal 
(https://icportal.com.ohio.gov/), click “Members Area,” and log in with your OHID and 
password – See Logging into the IC Customer Portal. 

2. Click “My Licenses/Certificates, then select the “Detail” button on your application or 
certification. 

 
 
 

 
 

https://icportal.com.ohio.gov/


 

3. Select the “Processes” tab, then click on the process you wish to view details for. 

 
Viewing Attachments 
 
If you wish to review any of the documents you added to your Portal account (e.g., 
application, experience verification documents, etc.), or need to upload additional 
documents: 
 

1. Go to the Portal (https://icportal.com.ohio.gov/), click “Members Area,” and log in 
with your OHID and password – See Logging into the IC Customer Portal. 

2. Click “My Licenses/Certificates,” then select the “Detail” button on your certification. 

 
 
 
 
 

3. Select the “Attachment” tab, then click “Download” next to the document you wish to 
view. 

https://icportal.com.ohio.gov/


 

a. To upload a new document, click “Add.” 

 
 
 
 
 
 
 
 


