
 

 
 
Instructions for Superintendents 

Accessing the Portal 
The superintendent (or head of school) will need to log in first to activate the district account.  Once the 
superintendent has entered the portal, they are able to add additional district staff to the portal by 
following these directions: 

Login Steps 
1. Go to admission.ohio.gov and click Login. 

 
 

2. Select District. 

 

3. Enter your email and district or building IRN. 
4. A one-time passcode will be sent to your email.  
5. Enter the token and click Verify Token.  



Managing District Staff Access  

Accessing User Management  

1. Once logged in, navigate to the top right corner and click the dropdown arrow next to your name. 
2. Select Manage Users from the dropdown menu. This is where all staff access is reviewed or edited 

 

Affiliation Users 
If the district has staff already known to ODHE or MCOECN, they will appear under Affiliation Users. 

• Select Edit next to the staff member and assign their role:  
o Admission Portal Admin  

 Can add additional staff to the portal 
o Admission Portal Staff  

 Can use the portal but cannot add additional staff 

Adding Delegates 
If a staff member does not appear under Affiliation Users: 

• Click Add Delegate to add them manually. 
• Delegates can also be assigned as:  

o Admission Portal Admin 
o Admission Portal Staff 

 



Instructions for High School Counselors 

Accessing the Portal 

Login Steps 
1. Go to admission.ohio.gov and click Login. 

 
 

2. Select District. 

 

3. Enter your email and district or building IRN.  
4. A one-time passcode will be sent to your email.  
5. Enter the token and click Verify Token.  

 



Managing Students 

1. Once logged in, navigate to the top right corner and click the dropdown arrow next to your name. 
2. Select Manage Students from the dropdown menu. Here you can review existing student records, 

and make any necessary updates. 

 

 

 

 

 

 

 

 

 

 

 

 



Adding Students 

Students can be added either manually or by uploading a data file. 

Option 1 (Manual Student Submission) 

1. Click Add a Student. 

 

2. Complete required fields (marked with red asterisks). 
3. Click Add Student to return to the student list. 

 



Option 2 (Data File Upload) 
 
If your school chooses to upload students in bulk: 

 
1. Download the CSV Template and Data Dictionary from the File Manager.  
2. Complete required fields in yellow. 
3. Upload via Upload Student Data File Now. 

Notes: 
• GPA is required only for Direct Admission and must be unweighted and ≤ 4.0.  

o GMS and OGA files containing GPAs above 4.0 will be rejected. 
• If a file is rejected, ODHE support must review and clear corrections before a new file can be 

uploaded. 

 

 

 

 

 

 

 



GMS & OGA Nominations 

Once students have been added in the Manage Students section—either manually or through a file 
upload—they will automatically appear in the student list on each program page within the portal. 

Note: Districts should nominate GMS students first, then proceed with OGA nominations (GMS 
nominees automatically populate the top 5% OGA slots). 

To nominate a student for either program: 

• Go to the GMS or OGA program page. 
• Find the student in the table. 
• Click the Nominate button in the Action column next to the student’s name. 

 

Note:  
• Use filters in the student table to view student status (i.e. nominated, not nominated, accepted, 

or declined). 
• Even if all GMS allocations aren’t used, you may still use all OGA allocations. 
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