Minor Work Permit Initial Log-In Procedure
1. The first time a school or district logs-in to the new Minor Work Permit System (MWPS), you will need to use the
original UserID and password from the old MWPS. Those usernames were all uniformly created to include, the
initials of the school/district and the IRN number of the same, e.g. OCH999999. The passwords were all
randomly created to include a series of capital letters and numbers, e.g. 1ZTAA1N3.
2. You will use that original UserID and password in the boxes highlighted below:

3. If your UserID and password are entered correctly, and your school is already registered in the system, you will
be directed to a screen that will prompt you to create a new password and to finish the account set-up
procedure. Note: If you were inactive in the old system your account information was not converted to the new
system. Proceed to Step 4 if you were able to successfully log-in with your original UserID and password.
If your UserID and password are incorrect, or if your account has not been registered (meaning you do not have
a UserID or password that are active), you will get the following message:

If you receive this message, you may have incorrectly set-up your original account or your account may not be
active in this new system. If this occurs, please send an email, including your UserID to:
webmaster@wagehour.com.state.oh.us . Once this email is received, you will be contacted via email with
confirmation of your UserID and a link to reset your account. That email will be sent from
noreply@com.state.oh.us and will look like this:

Simply click on the link in the email and you will be directed to a page that will prompt you to reset your
password, enter your email address and answer 3 security questions. That screen will look like this:

You will then need to create a password that is at least 8 characters long and contains a capital letter, a lowercase letter, a number and a special symbol, e.g. !@#.$&+()_
Once you have successfully completed this step, you will receive a confirmation in a pop-up that will prompt you
to click “OK” to be redirected back to the log-in screen. That confirmation will look like this:

You will simply click on the “OK” box and be redirected to the original log-in page, where you will enter your
original UserID and the password that you had just created. If you have entered everything correctly, you will
now be into the new system and the screen will look like this:

Once on that page, you will click the “Permit Process” button to begin processing work permits.
4. If your UserID and password are entered correctly and you successfully gain initial access to the new system, you
will see this screen:

You will then need to create a password that is at least 8 characters long and contains a capital letter, a lowercase letter, a number and a special symbol, e.g. !@#.$&+()_

Once you have successfully completed this step, you will receive a confirmation in a pop-up that will prompt you
to click “OK” to be redirected back to the log-in screen. That confirmation will look like this:

You will simply click on the “OK” box and be redirected to the original log-in page, where you will enter your
original UserID and the password that you had just created. If you have entered everything correctly, you will
now be into the new system and the screen will look like this:

Once on that page, you will click the “Permit Process” button to begin processing work permits.

