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Introduction

This document replaces all prior documents relating to Medical Claims Electronic Data
Transfer (MCEDT).

The Ministry of Health (ministry) Medical Claims Electronic Data Transfer (MCEDT)
service is a secure method of transferring electronic files to and from an authorized
MCEDT user and the ministry. It is compliant with the Government of Ontario
Information Technology Standards and the Personal Health Information Protection Act
(PHIPA).

The MCEDT service is available seven days a week on a 24 hour basis with the
exception of weekly scheduled system maintenance, Sunday and Wednesday
mornings between the hours of 5:00 am to 8:00 am. Claims cannot be submitted
during these times. Vendors must ensure that any automated MCEDT access is ableto
accommodate the system’s non-response during these maintenance periods.

MCEDT Web User Interface Web Page

MCEDT is a web enabled service that can be accessed using an Internet connection.
Screen display may vary depending on your Internet browser. There are two ways
to use this service, a manual web page and an automated web service.

The web page is a simple web user interface for health care providers that do not have
an automated system. This interface provides the basic upload and download functions
to submit and retrieve files one at a time.

It is best suited for users who do not have integrated billing software or Electronic
Medical Record (EMR) systems.

The web page is not intended for use with automated programs or scripts. Attempts to
automate web page functions are strongly discouraged since the user interface is
subject to change without notice and the ministry is unable to support applications that
are sensitive to the layout of MCEDT screens.

MCEDT Web Service

The web service is a user interface that allows Electronic Medical Records (EMR)
systems or integrated billing software to provide automated interfaces that can facilitate
multiple uploads and downloads at once.

Specialized software is required to use the web service, contact your vendor to ensure
they have access to this software.

MCEDT Report/File Types

The following report/file types for upload and download are used by both the MCEDT
Web Service and MCEDT Web Page.
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File Types Available for Upload
OHIP Medical Claim Files

The Interface to Health Care Systems Technical Specifications Manual outlines the way
in which claims data must be formatted in order for the ministry to receive and process
claims. Specifications are technical and are intended to be used by a vendor or IT
technical support to ensure the data coming to and from the ministry is in a format the
MCEDT service can receive/send.

The ministry recommends daily submission of claims. This allows for the user to correct
and resubmit any rejected claims within the 3 month stale date timeframe. Claim files
should not exceed 10 MB and can be submitted multiple times in the same day.

A claim file consists of claims submissions for a single provider, multiple providers
and/or groups. One claim file can include multiple batches. Each batch within the claim
file represents a group of claims for one provider’s claims submissions. A batch is
comprised of 1 or more claim items for a service provided to 1 patient on a a specified
day by the billing provider.

Stale Dated Claim Files

In accordance with the Health Insurance Act, all claims must be submitted within 3
months of the date of service. Claims submitted more than 3 months following the date
of service must be submitted as a stale dated file. This cannot be done until permission
to submit the stale dated claims is received from the ministry. Single claims can be
submitted with other claim files but must be identified using the manual review indicator.
Supporting documentation can be submitted through eSubmission of Medical Claims —
Supporting Documentation (eSubmit).

Overnight Batch Eligibility Checking (OBEC)

The Overnight Batch Eligibility Checking (OBEC) application is one of the methods
available to access the Health Card Validation (HCV) system. OBEC enables health
care providers to verify the eligibility/status of a patient's health number and version
code before a health service is provided. Eligibility is verified based on information
contained in the ministry's database. It is based on the date the file was submitted and a
response file is returned to the user the next business day. OBEC helps to reduce
eligibility and version code claim rejects. OBEC does not provide the correct health
number or version code.

A formatted file of health numbers/version codes is uploaded through MCEDT to the
ministry for processing. There is a limit of 50,000 records per file. Refer to the
Health Card Validation Reference Manual for a list of the response codes.

eSubmit Submission Upload

Remittance Advice Inquiries and Supporting Documentation can be submitted to
MCEDT using the new eSubmit Submission Upload submission type. A batch
process will run nightly, and all files submitted during the day will be processed Every
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file that is submitted will have an eSubmit ticket created for it, and the file will become
an attachment to that ticket. Refer to the eSubmit Technical Specifications for RAl and
Supporting Documentation Electronic Submissions for additional information.

Reports/Files Available for Download
Remittance Advice (RA) Report

This report is a monthly statement of approved claims. It is normally delivered within the
first week of the month. The RA is produced during a 3-4 day period at the end of the
month and is delivered when month-end processing is completed.

Group Split Remittance Advice Report

This report is a monthly statement of approved claims. It is only available to physicians
affiliated with a Family Health Network (FHN) or Family Health Organization (FHO).

File Reject Report

This report notifies you if the ministry has rejected an entire claims file. It is normally
sent within a few hours of the claim file submission. This means the file has been
transferred correctly but the file does not meet current ministry technical specifications.

Batch Edit Report

This report is normally sent within 24 hours of the claim file submission. This is your
receipt that the ministry received your file; however, it does not guarantee payment of
the submitted claims. If claims are uploaded on a weekend, holiday or at month-end, the
Batch Edit Report is delivered on the next claims processing day.

Error Report

This report provides a list of rejected claims and the appropriate error codes for each
claim. It is normally sent within 48 hours of claim file submission. If claims are uploaded
on a weekend, holiday or at month-end, the Error Report is delivered at the end of the
next claims processing day.

Group Split Error Report

This report provides a list of rejected claims and the appropriate error codes for each
claim. It is only available to physicians affiliated with a Family Health Network (FHN) or
Family Health Organization (FHO).

OBEC Response Report

Overnight Batch Edit Checking (OBEC) files received by the ministry by 4:00pm are
processed overnight and the OBEC Response Report is sent by 7:00am the following
morning.
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Primary Care Reports

These reports are delivered to registered primary care physicians and groups within the
first week of the month. These reports include:

e Enrolment & Consent Summary Report. This report is a summary of patient
enrolment activity to date

e Enrolment & Consent Outside Use Report (Patients with Signed Consent). This
report provides outside use details for each physician within a specific primary
care group

e Preventative Care Target Population Reports (TPSR). There are 2 TPSRs
provided by the ministry each fiscal year. The Previous Report posted in April
and is intended to assist physicians with submission of the bonuses for the
previous fiscal year. The Projected Report provided in September and is
intended to assist physicians in managing preventive care services for the
coming year

Governance Reports

The Academic Health Sciences Centre (AHSC) Governance Reports and the Northern
Specialist Alternate Payment Plan (NSAPP) Governance Reports are generated
monthly and sent to the user ID generated for the governance at time of registration.

General Communication

General Communication (GCM) files replace the former EDT Bulletin Board.

General Communication files are communications that are specific to the MCEDT
service, such as planned outages and claims information. They also contain
communications from the eSubmit service, such as Remittance Advice Inquiries (RAI)
responses and requests for additional information.

It is important to review your downloaded files regularly to ensure you do not miss
important communications from the ministry. If you have automated software, you
should discuss this with your vendor.

Files sent to you by the ministry will be available for download up to 12 months from the
date of creation. Files can be downloaded multiple times during this period.

e eSubmit Form Return (EFR) — This report is for Additional Information
Requests (AIR) or RAI responses

e eSubmit Submission Confirmation (ESC) - Posted within 24hrs of e-
submission. A confirmation response for e-submissions via MCEDT with the
account number and eSubmit ticket number matching your submission

Cut-Off Date for MCEDT Claim Submission

The ministry operates on a monthly processing cycle. Submissions received by 5:00 pm
the 18t of the month will typically be processed for approval the following month. When
the 18t falls on a weekend or holiday, the deadline will be extended to the next
business day.
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MCEDT submissions received after 5:00 pm on the 18™" may not be approved until the
next monthly processing cycle (example: submissions received on Nov 18" will appear
on the December RA, submissions received after Nov 18" may not appear until the
January RA).

MCEDT Inquiries

For inquiries regarding MCEDT information contained in this manual please contact the
Service Support Contact Centre (SSCC) at 1-800-262-6524, or via e-mail at
SSContactCentre. MOH@ontario.ca.

Calls placed to the Service Support Contact Centre after hours will not have an option of
leaving a voice message — instead health care providers are encouraged to call during
the business hours of Monday through Friday, 8:00am to 5:00pm, EST.

MCEDT Eligibility Requirements
Provider Eligibility

To be eligible to submit files using the Medical Claims Electronic Date Transfer
(MCEDT) service, health care providers practicing in Ontario must have an OHIP billing
number. If you do not have an OHIP billing number, you will not be eligible to submit
claims to the ministry for payment.

To receive an OHIP billing number from the ministry you must:

e hold a valid Certificate of Registration with a governing body
e have an Ontario practice address
e provide banking information to support direct payment

Further information about obtaining a billing number can be found on the ministry’s
OHIP billing number registration webpage.

MCEDT and OPS BPS Secure
Registration

1. To access the MCEDT service, all health care providers must register online for
an OPS BPS Secure account and enrol for MCEDT. This is a one time
process.

2. Health care providers must have a separate and active unique email

3. account to register for an OPS BPS Secure account.

4. A member of a group must be selected to represent the group. The
representative must then register for a group OPS BPS Secure account and
enrol the group for MCEDT. The representative of the group must have a
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separate and active unique email account to register the group for an OPS BPS
Secure account.

5. The group representative may designate MCEDT permissions to staff and other
physicians in the group if applicable. The group will receive a letter from the
ministry with the necessary information to complete the registration and
enrolment.

6. If the health care provider is an affiliate of a group and only bills under the group
billing number (and does not bill using an individual or solo billing number) they
are not required to set up an individual OPS BPS Secure account unless they
require access to group reports as a designee.

7. A designee must also register for their own OPS BPS Secure account.
Designees must have a separate and active unique email account to register for
an OPS BPS Secure account. Designees have access to authorized files but
cannot authorize other designate accounts.

Health care providers have the online ability to:

e change their email address

e change their OPS BPS Secure password

e grant, modify and/or revoke designee access permissions
e regenerate their registration confirmation email

Designees have the online ability on a self-service basis to:

e change their email address
e change their OPS BPS Secure password
e regenerate their registration confirmation email

Personal Health Information
Protection Act (PHIPA)

Under The Personal Health Information Protection Act (PHIPA) the health information
custodian (HIC) is responsible for the protection of personal information and is
accountable for anyone accessing that information. Only a HIC may designate
individuals such as administrative staff, a billing agent, or another health care provider
to act on their behalf. The HIC can grant permissions to submit files or view reports from
the ministry. It is the HIC’s responsibility to identify and authenticate those individuals
they want to assign as designates.

As per the online OPS BPS Secure Terms and Conditions and the MCEDT Acceptable
Use Policy, account information including the email address and password must not be
shared.

Medical Claims Electronic Data Transfer (MCEDT) Reference Manual
Page 9 of 20


https://www.ontario.ca/laws/statute/04p03

Health Care Provider OPS BPS
Secure Registration and MCEDT
Enrolment Process

Health Care Provider OPS BPS Secure
Registration

Health Care Providers (HCPs) are required to complete a one-time only registration for
an OPS BPS Secure. The following link should be used to access OPS BPS Secure:
https://www.ebse.health.gov.on.ca

It is important to follow the instructions provided in this document for successful
registration. You will be required to open and close your Internet browser several times
during the process of registering for the OPS BPS Secure account and enrolling for
MCEDT.

OPS BPS Secure Registration Process

Receive letter from the ministry. This letter is provided to you at the time you
obtain your OHIP billing number.

2. Copy this link your Internet browser https://www.ebse.health.gov.on.ca

3. Select New User Register.

4. Type in your information, select ‘| agree to the Terms of Service’, and then select
Register.

5. Upon the successful registration you will receive a message stating ‘Registration
Successful’.

6. Close your browser.

7. OPS BPS Secure will send you a one-time mandatory email verification on your
registered email.

8. Retrieve the Registration email sent to the email address you entered and select
the ‘Sign In’ link to complete email verification.

9. Sign in with email address and password.

10.Retrieve the Email Verification email sent to the email address you entered and
locate the 8-digit One-Time-PIN.

11.Enter the One-Time-PIN to complete your registration and click Submit.

12.Upon successful verification you will receive a message stating Success! Email
Verification complete.
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MCEDT Registration Process

Sign in to the OPS BPS Secure account you have registered.

2. Select New User from the drop-down menu.

3. Enter your unique identifiers, which can be located in your letter from the Ministry
of Health.

4. Review the Acceptable Use Policy For Electronic Business Services and click
Accept if you agree to the terms.

5. You will receive the message ‘Successful Enrolment’

6. To confirm your enrolment, log out and close your Internet browser.

7. Re-open your browser and copy or type the following link:
https://www.ebse.health.gov.on.ca

8. Sign in with your email address and password.

9. Select Continue.

10.You will see the Administration and MOHLTC Service screen indicating your
enrolment is complete.

The Administration and Services screen allows you to:

e upload or download files/reports, select MCEDT Service

submit Remittance Advice Inquiries and Claims with Supporting Documentation,
or respond to Additional Information requests, select eSubmit

access Special Authorization Digital Information Exchange (SADIE)

add a designee (optional), select Designee Maintenance

authorize permissions to designee, select Designee Maintenance

revoke a designee, select Designee Maintenance

maintain your OPS BPS Secure account

Designee Maintenance

To access Designee Maintenance click the Designee Maintenance link beneath the
services dropdown

Administration and MOHLTC Services

Services: | - Select - ~ | I:l

Designee Maintenance (Add, Remove, Update) Please refer to the MC EDT Reference Manual on the Ministry of Health & Long-Term Care's website

0OPS BPS Secure Profile (Change Password, Email, etc)
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MCEDT Account Holder - Add a New
DeS|gnee

Close any open Internet browser sessions.

Open a new Internet browser session and key in https://www.ebse.health.gov.on.ca

Sign in with email address and password.

Select Continue.

Click Designee Maintenance.

At the Designated Accounts screen, select Add Designee

Type the name and email address of the designee and click save. If they do not

have a OPS BPS Secure account yet, have them create one before you

complete this step.

8. Click Save.

9. A system generated email will be sent to you and your designee from OPS BPS
Secure.

10.Log out and close your Internet browser.

11.Wait for the system generated email from OPS BPS Secure advising you that

your designee has accepted their designation and then follow the steps located

within the Account Holder Authorizes Permissions for a Designee screen.

MCEDT Account Holder - Previous
Attempt to Add the Designee

If the designee was previously assigned to you but has since been revoked or did not
accept the initial request, their name will appear in Designee Details screen after you
have typed in their name and email address.

Nk WN =

1. Select the designee and select Confirm This Designation. Log out and close your
Internet browser.
2. A system generated email will be sent to you and your designee from OPS BPS

Secure. Wait for the system generated email from OPS BPS Secure advising you
that your designee has accepted their designation and then follow the steps
located within the Account Holder Authorizes Permissions for a Designee screen.
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Designee Registers for OPS BPS
Secure

8.
9.

Copy this link your Internet browser https://www.ebse.health.gov.on.ca

2. Select the New User Register.
3.

Type in your information, select ‘| agree to the Terms of Service’, and then select
Register.

Upon the successful registration you will receive a message stating ‘Registration
Successful’.

Close your browser.

OPS BPS Secure will send you a one-time mandatory email verification on your
registered email.

Retrieve the Registration email sent to the email address you entered and select
the ‘Sign In’ link to complete email verification.

Sign in with email address and password.

Retrieve the Email Verification email sent to the email address you entered and
locate the 8-digit One-Time-PIN.

10.Enter the One-Time-PIN to complete your registration and click Submit.
11.Upon successful verification you will receive a message stating ‘Success! Email

Verification complete’.

12.Notify your health care provider that you have completed the registration

Designee Accepts OPS BPS Secure
Authorlzatlon

o

. Open your email account and select the link in the Please Confirm Designated
Access email.

Close your email and Internet browser.

At the OPS BPS Secure Login page, key in your email address and password
and select ‘Sign In’.

At the Designee Acceptance screen, select the ‘Accept’ button to accept

the health care provider’s designation.

At the Success screen, log out and close your Internet browser.

Wait for notification from the Health Care Provider that permissions have been
authorized at which time you can use the MCEDT service.
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Account Holder Authorizes Permissions
for a Designee

Retrieve OPS BPS Secure email with the subject Designate has confirmed

access.

Select the link in the email.

Log into your OPS BPS Secure account.

Click Continue.

At the Administration and MOHLTC Services screen, select Designee

Maintenance

At the Designated Accounts screen, select the email address of the designee.

Select MCEDT Service Upload/Download.

8. At the Designate Permission screen, ensure there is a checkmark next to all
reports and activities you want the designee to have access to (generally select
all).

Note: If nothing is displayed on the page after 30 seconds, please return to the
Designee page and click their email address again.

o R W

~N o

9. Click Save at the bottom of the screen.

10.You should receive a confirmation message advising you that the permissions
have been saved successfully.

11.Log out and close the browser session.

About the MCEDT Web Page

Access OPS BPS Secure to use MCEDT using this link
https://www.ebse.health.gov.on.ca

Once you have finished signing in, the Administration and MOHLTC Services screen
will appear. Your session will time out if there is no activity for 30 minutes and your
password expires every 120 days. You will receive an email 7 days prior to the
expiration as a reminder. Refer to the Troubleshooting section for information on
resetting your password.

UploadlnngownIoadlng Files

. From the Access Services drop down menu on the Administration and MOHLTC
Services screen select MCEDT Service (Upload/Download) and click the Access
Service button.

2. If a health care provider is a designee for another health care provider, the
Working on Behalf of field will be available. This list will default to ‘Myself’; any
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3.

health care provider that you are a designee of could also be selected. All
designees will have the Working on Behalf of field.

To navigate to the File Upload screen select the hypertext ‘Upload’. For the
Report/File Download select the ‘Download’ hypertext.

File Upload

This section is used by the health care provider or their designee to upload the following

files:

OHIP Medical Claim Files

Stale Dated Claim Files

Overnight Batch Eligibility Check (OBEC)

eSubmit Submission Upload

Reciprocal Hospital Billing (only hospitals can upload Reciprocal Hospital Billing
files)

Use these steps to upload files:

1.

2.

3.

4.

5.

On the File Upload screen select the appropriate billing number from the drop-
down menu.

Select the ‘Browse’ button to locate the file you would like to upload from your
computer and select Open to continue.

Choose the File Type to be uploaded and select the Upload button and you will
be navigated to the File Upload Success screen.

To upload another file select the ‘Upload Another File’ button. Otherwise select
‘Home’ to go back to the landing page.

Select Clear at anytime to remove your selections.

File Download

This section is used by health care providers or their designee to download the following
reports/files:

Remittance Advice Report

Group Split Remittance Advice Report

File Reject Report

Batch Edit Report

Error Report

Group Split Error Report

OBEC Response Report

Primary Care Reports (Enrolment & Consent Summary Report and Enrolment &
Consent Outside Use Report)

Governance Reports

General Communication (planned outage, claims information, request for
additional information, remittance advice inquiry response)

Reciprocal Hospital Billing (only hospitals receive this report)
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Use these steps to download reports and files:

1. On the File Download screen select the appropriate billing number from the drop-
down menu.

2. Select the report you would like to download from the list of Available Reports
and click the Download button beside it on the right side of the screen.

3. Choose the File Type to be uploaded and select the Upload button and you will
be navigated to the File Upload Success screen.

4. To upload another file select the ‘Upload Another File’ button. Otherwise select
‘Home’ to go back to the landing page.

Troubleshooting

Not Receiving OPS BPS Secure One-Time
PIN

If you have requested a one-time PIN but you are not receiving the email with the PIN,
take the following steps:

1. Ensure that you have clicked the button to request a one-time PIN
2. Check your Spam/Junk folder in your email

3. After at least 5 minutes have passed click the “Resend” button

4. Contact Service Support Contact Centre 1-800-262-6524

Account Locked

Your OPS BPS Secure account can become locked when one of the following
scenarios occur.

1. An OPS BPS user enters a valid email address and invalid password 5 times
2. An OPS BPS user enters an incorrect One-Time-Pin (OTP) 5 times

You will be automatically redirected to the ‘Forgot Password’ screen. You must perform
a password reset and use a new password for authentication in order to regain access
to your account.

Forgot Password

Copy this link your Internet browser https://www.ebse.health.gov.on.ca

2. Click ‘Forgot Password’ link to reset password.

3. Enter your email address and press submit button. You will be emailed a One-
Time PIN.

4. Enter the pin and new password in the Reset Password screen.

5. After successful password reset click “Sign In” button.
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Password Criteria

Your Password must meet the criteria listed below:

The password must contain an Uppercase character

The password must contain a Lowercase character

The password must contain a numerical digit

The password must contain at least one of this special characters - "#$%&'()*+,-
J5<=>?@[]"_{I}~

e The password must be between 8 and 17 characters long

e The Password must not match or contain Email

Password characters will not be displayed as they are keyed.
Passwords must be manually keyed in, they cannot be copied and pasted.

Your password will expire in 120 days. You will receive an email seven (7) days in
advance advising you of the expiry date and a link to create a new password.

Change Password

Select Menu listed in the top right corner

2. Select Profile

3. Select the ‘Change Password’ button located within the Profile Information
screen.

4. You will enter your current password, new password, and confirm your password.

5. Click the ‘Get OTP’ button to receive a One-Time-PIN (8-digit code) at your
registered email.

6. Enter the One-Time-PIN from your email.

7. Select Submit.

8. You will then receive a Password Change Success message.

Changing Your OPS BPS Secure Email
Account

Scenario 1
Login to your OPS BPS Secure account:

Select Menu in the top right corner

Select Profile

Select the ‘Update Email’ button

Enter the new email address, confirm the new email address, and enter your
current password.

Click the ‘Get OTP’ button to receive a One time PIN (8-digit code) at registered
email.

6. Enter the one-time PIN from your email.

S

o
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7. Select Submit
8. You will receive an Email Update Success message

Scenario 2

For circumstances where 2 OPS BPS Secure accounts have been created in error and
you wish to switch the User ID/email account from the one that will not be used for
MCEDT (secondary account) to the account that will be used for MCEDT (primary
account).

Instructions:

1. Log into the secondary OPS BPS Secure account that is registered under the
email address you would like to use for your primary account

Select Menu in the top right corner

Select Profile

Select the ‘Update Email’ button

Enter a email address that is currently not registered to an OPS BPS Secure
account or, if you will not use this account in the future, enter a dummy email
(example; fake@fake.com), confirm the email address, and enter your current
password.

e Click the ‘Get OTP’ button to receive a One time PIN (8-digit code) at
registered email.

Enter the one-time PIN from your email.

Select Submit

You will receive an Email Update Success message

Close your browser

2. Login to your primary OPS BPS Secure account

Select Menu in the top right corner

Select Profile

Select the ‘Update Email’ button

Enter the email address previously registered to your secondary account,
confirm the email address, and enter your current password.

Click the ‘Get OTP’ button to receive a One time PIN (8-digit code) at
registered email.

Enter the one-time PIN from your email.

Select Submit

You will receive an Email Update Success message

Close your browser
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Acceptable Use Policy for Electronic
Business Services

Please read the following Acceptable Use Policy to access ministry Electronic Business
Services and click Close when finished.

1.

2.

| shall only use my own User ID and Password (access credentials) to access the
Electronic Business Services.

| shall safeguard and not disclose my access credentials to anyone, including
users within my organization and other users of Electronic Business Services.

| understand that where Electronic Business Services provides access to
personal health information (PHI) | agree not to misuse or disclose any personal
health information.

| shall access Electronic Business Services only for the purpose for which it is
intended as determined by the Ministry of Health and Long-Term Care (the
ministry).

| shall ensure that where applicable, files submitted through the Electronic
Business Services conforms to the applicable ministry technical specification(s).
| shall not allow others to use Electronic Business Services while | am logged in
and | shall log out after each session of use.

In the event that | suspect that the security of my access credentials has been
compromised, | will change my access password immediately.

By using Electronic Business Services, | acknowledge that all my Electronic
Business Services activity, including access to and use of Electronic Business
Services, will be logged and audited by the ministry.

| understand that the ministry may, in its sole discretion, revoke and/or suspend
my access to Electronic Business Services at any time if | breach this Acceptable
Use Policy or where necessary for the security of the Electronic Business
Services.

10.1 shall cooperate with the ministry if asked to assist in any investigation of any

suspected break of the Acceptable Use Policy.

11.The ministry may revise this Acceptable Use Policy from time to time in its sole

discretion.
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Acceptable Use Policy For Electronic Business Services

Flease read the following Acceptable Use Policy to access ministry Electronic Business Services:

. I shall only use my own User ID and Password (access credentials) to access the Electronic Business Services.
. I shall safeguard and not disclose my access credentials to anyone, including users within my organization and other users of Electronic Business Services.
. T understand that where Electronic Business Services provides access to personal health information (PHI) [ agree not to misuse or disclose any PHI.

R .

. I shall access Electronic Business Services only for the purpose for which it is intended as determined by the Ministry of Health and Long-Term Care (the
ministry).

. I shall ensure that where applicable, files submitted through the Electronic Business Services conform to the applicable ministry technical specification(s).

. I shall not allow others to use Electronic Business Services while I am logged in and I shall log out after each session of use.

. In the event that I suspect that the security of my access credentials has been compromised, I will change my access password immediately.

o = O

. By using Electronic Business Services, [ acknowledge that all my Electronic Business Services activity, including access to and use of Electronic Business
Services, will be logged and audited by the ministry.

9. I understand that the ministry may, in its sole discretion, revoke and/or suspend my access to Electronic Business Services at any time if T breach this
Acceptable Use Policy or where necessary for the secunty of the Electronic Business Services.

10. I shall cooperate with the ministry if asked to assist in any investigation of any suspected breach of this Acceptable Use Policy.
11. The ministry may revise this Acceptable Use Palicy from time to time in its sole discretion.

Your OPS BPS Secure Roles

To view your OPS BPS Secure roles select OPS BPS Secure Profile (Change
Password, Email, etc). Then select View Roles from your profile information. Your
OPS BPS Secure roles will be displayed. Click View Profile to go back.
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