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Ohio Department of Public Safety
Trauma Registry

Data Submission Training
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Training Objectives

 Provide overview of the OH State Download 

functionality and submission review tools within 

the OH Central Site Web Portal

 Demonstrate how to upload a file and review 

data submission report.
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Accessing the OH Trauma Web Portal

 URL for accessing OH Web Portal is 

https://oh.centralsiteportal.com

 Log in credentials will be provided to you by the OH 

Department of Public Safety.

 You can request Log in Credentials by e-mailing 

EMSData@dps.ohio.gov

 Each user will have a unique User ID and Password.

 Each user will only have access to upload and review 

data submissions for their own facilities.
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OH Central Site Login Page
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Entering Login Credentials
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Data Exchange Menu

Once you login you will see the “Data Exchange” tab on the 

Web Portal screen with the following menu options:

• Data Submission

• Submission Review



Data Submission Methods

 Automatic 
– DI Web Registry: files will automatically send files using an I-

Send feature when records are closed.

– DI Windows Registry: files will automatically send files using 

an I-Send feature when records are closed and the State 

Download function is executed within the software.

 Manual
– Registries that do not have I-Send feature will need to 

manually upload data files by accessing the “Data Submission” 

menu option under the “Data Exchange” tab. 
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Data Submission – Manual Upload
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• Click on the “Data Submission” menu option.

• The “Upload New File” screen will appear



Data Submission – Manual Upload
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• Click “Browse” to navigate and find the file that you want to upload

• Then click “Upload” button.

• After the data upload is complete, you will be notified that the file 

has been submitted and that it is being processed.



Data Processing

 Once a file is submitted, each record will be evaluated by the 

validator

– OH State Download is based on NTDB & Unique OH Business Rules

 Any record with Level I or Level II errors will fail submission and 

not be loaded in the system.

 Records that fail loading will need to be corrected and 

resubmitted.

 It is important to understand that records from a file load on a 

record by record basis so you can have records that successfully 

load and records that fail loading in one submission file. 
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Submission Review

 Under the “Data Exchange” section, click the menu 

choice for “Submission Review”. 

 This feature can be used by any hospital to view 

submission reports for files that have been uploaded.
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Submission Review
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• When you click “Submission Review”, the “View 

Submissions” screen appears. 
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View Submission Details

 Submission Filters allow you to narrow your search on uploaded files to 

match certain criteria including Processing Status, Submission Date 

Range, and Disposition Status.
– Processing Status allows you to view submissions by Dispatched, Pending 

Validation, Pending Loading, or Processed status

– Submission Date Range allows you to view submissions for any particular data 

range that you enter. 

– Disposition Status allows you to view submissions by final disposition status of 

the file submitted including Not Processed, Failed Loading, Rejected by 

Validation/Policy, Failed Submission, Loaded
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View Submission Details

 The “Submission Table” displays information about each submitted file.
– Sub ID: Unique Submission File Identification Number

– Name: Submission File Name

– Target Facility ID: Facility ID of Submitting Hospital

– Target Facility Name: Facility Name of Submitting Hospital

– Submission Date: Date the File was Submitted

– Submitting User: User ID of the individual that submitted the file

– # of Record: Total number of records contained in the file

– Processing Status: displays the current processing status of the submitted file. 

– Disposition Status: displays the current disposition status of the submitted file

– Submission Report: provides link to the submission report for all records and contains 

information about the submitted file. 
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Submission Table & Reports



Submission Report
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Questions
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