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The instructions in this guide apply to DODD Applications powered by Salesforce and DODD legacy
applications delivered through other platforms, and cover the initial steps outlined below. You can

access all via the OHID site using one login.

1. OHID

e Creating an OHID

e Logging into the OHID Site

2. Request Access to DODD Applications (https://registerassociate.prodapps.dodd.ohio.gov/ )

3A. DODD Applications
powered by Salesforce

3B. DODD Legacy Applications

e Adding DODD Applications (powered by .
Salesforce to your OHID My Apps Page

e Opening DODD Applications powered by .
Salesforce .

Accessing Legacy Applications through the
OHID Apps Store and My Apps Pages
Requesting Legacy Applications
Multi-Request Access to Legacy DODD

Applications
Opening My DODD Legacy Applications

ﬂditional Information

e See DODD Applications site (https://dodd.ohio.gov/about-us/dodd-apps/)

N

for detailed application-specific help.

e Helpful Tips and Basic Instructions

(https://dodd.ohio.gov/wps/portal/gov/dodd/about-us/resources/helpful -

tips-for-apps) for working with DODD Applications.

e Providers can use Manage Contract Association
(https://profile.prodapps.dodd.ohio.gov/UCA Process/RequestManager.asp)

or Request Contract Association

ests.aspx).

(https://profile.prodapps.dodd.ohio.gov/UCA_Process/SecondaryAccessRequ
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1. OHID

Creating an OHID

An OHID account enables you to work with and access resources from State of Ohio agencies,
including DODD. OHID accounts have a user number of eight digits and access the domain
ohio.id.gov (e.g. 12345678@ohio.id.gov).

e | have an OHID: Log in to the OHID Portal (ohid.ohio.gov) and proceed to the instructions
for either DODD Applications (powered by Salesforce) or DODD Legacy Applications.
e | don’t have an OHID: You'll need to create an account.
o Instructions: https://ohid.ohio.gov/help-center/get-started-with-ohid.
o Account creation form: https://ohid.ohio.gov/create-account
- OR - on the OHID Portal home page, click Create Account.
o You will receive a confirmation email after your account is created for you.
e | don’t remember my username or password: If you've forgotten your login credentials,
contact the Department of Administrative Services (DAS) support line at (614) 644-6860.

Duo Authentication App — While you're waiting for your OHID account, download and
install the Duo Authentication mobile app to your mobile phone. You'll need this later to

o log in to the DODD portal.
The DODD digital environment requires two-part authentication (2FA) for access. This
means that in addition to 1) providing your username and password, you'll need to
2) confirm your access with the DUO authentication app.

0 Duo app first, then login. Unlock your phone and open your Duo app before you log
in to OHID. This allows more time to approve the login before the Duo Push times out.

Logging in to the OHID Site
1. Go to the OHID portal at ohid.ohio.gov and click Log In.

OHID connects you to state
services online

Your OHID gives you a single, secure account to log inta State of Ohio
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2. Enter your OHID ID username and password, then click Log In.

@OHID

Ohio's digital identity.
One state, One scoount,

2. Request Access to DODD Applications
After your OHID is activated, Request Access to DODD Applications
(https://reqisterassociate.prodapps.dodd.ohio.gov/ ).

3A. DODD Applications Powered by Salesforce

Adding DODD Applications to your OHID My Apps Page
1. In the left menu panel of the My Apps page, click App Store.

Favorites

2. In the search term field, type “dodd” and click Search. A list of DODD applications will appear.

App Store

[ Q dodd ] SearcH

3. After you locate the application you wish to access, click Request Access.

DODD

Departrment of Developments [T
ﬁ-:;:?.‘ Dinabilitie Reqiseil scoEst ]
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4. A popup will appear with the app title. Click Request Access.

DODD £

Department of Developmental Disabilities

Request access

5. Review the Terms and Conditions. Check | Agree, then click Send Request.

poop
~  Depantment of Developmental Disabilities

6. A popup will appear stating your request is pending. Click Go to My Apps.

Acceis pending

G o vy aps

Your request will be submitted for approval. The apps should appear on your My Apps page shortly.

Opening DODD Applications powered by Salesforce
1. In your OHID account, go to the My Apps page.

2. Locate the app you wish to launch.

PROD, shown below), then access the specific application under the group. The

o Application Groups: You may need to first select an application group (e.g.,
application-specific instructions should indicate if this is required.

.
@’” DODD Applications PROD DODD Applications PROD bid Open

Division of Information Technology Services
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3. In the app line item, click Open to launch the app.

DO W00 B EHR PO O Open

your My Apps favorites. Favorites appear at the top of the MyApps page after

Add app to Favorites. Click the star (left of the Open button) to add any app to
B you log in to OHID.

3B. DODD Legacy Applications

Legacy applications are now accessed via the OHID site instead of the legacy app portal page. This
allows access to all DODD applications in one central location with fewer logins.

Accessing Legacy Applications through the OHID Apps Store and My Apps Pages
1. You will access legacy applications via the My DODD app in your OHID account. Add the My

DODD app by following the instructions above for Adding DODD Applications to your OHID
My Apps Page.

2. After the My DODD app is made available in My Apps, in the application line item, click Open.

= My DODD Access DODD applications i Open

Information verifying your right to access (agency, affiliation, and job function) will be collected in the
next steps.

3. Choose from the profile options and click Next.

Division of Information Technology Services
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Please choose your profile:

O Go To My Learning

O | want to be a DODD Provider

O | want to be a Billing Agent

O | want to be a County Board Worker

O | work for the Ohio Department of Developmental Disabilities (DODD)

O | work for an Ohio Council of Governments (COG)

O 1 work for the Ohio Department of Health

O | work for Ohio Developmental Centers (DCs)

O | need Secretary access to the Medication Administration Information System (MAIS)

Q | want to be a certified RN Trainer and will need access to Medication Administration Information System (MAIS)

Division of Information Technology Services
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4. Select your primary job function (job function options may vary based on profile option
selected in previous step) and click Next.

You informed us that you work for Ohio Department of Developmental Disabiities (DODD) .
You selected affiliation as: DODD .

Select your primary job function

— SELECT — v

Need multiple role/level access? If you require different role/level access for
different applications, you'll be able to define this later when working in the
legacy DODD Applications portal. See Multi Request Access to Legacy DODD

Applications.

5. Create a temporary PIN (Personal Identification Number). After reviewing the DODD Data
Security and Confidentiality Agreement, click the box that you acknowledge and accept the
agreement. Click Submit.

*You informed us that you worker for Ohio of Devel I Disabilities (DODD)

You selected an affiliation as, DODD

You selected primary job function as IT-Application Support

Temporary PIN

Create your owr S<igit nurmeric PIN for sccount verification. Vou will need this lster in the vesification process.

FPlease read the information carefully before you submit,

[

Important Note: DODD Data Security and Confidentiality Agreement

Security and confidentiality are s matter of concern for all users of Department of Developmental Disabilities (DODD)
information systems and all other persons who have access to DODD data

Each person authorized to 2ccess DODD systems holds 2 position of trust relative to this information and must recognize the
responsibilities entrusted to him/her in pr g the security and iality of this C i
requirements contained in law include. but are not limited to. ORC sections 5123.62(T). 5123.89 and 5126.044. An authorized
user's conduct. either on or off the job. may threaten the security and confidentiality of this information.

ftis the ibility of every user to and comply with the fallowing

= You must not make or permit unauthorized uses, nor violate the confidentiality or privacy, of any informetion in files
maintained by DODD.

= You must not seek to benefit personally or permit ethers to benefit perscnally by any confidential information that has
come to you by virtue of your work duties.

* You must not exhibit or divulge the contents of any record 1o any person except in the conduct of your work duties or in
accordance with the policies of DODD.

= You must net knewingly include or cause to be included in any recerd or report a false, inaccurate, or misleading entry.

= You must not delete or cause to be deleted any official record or repart from any file from the system where it is stored
except when required in the performance of your duties.

= You must not violate rules and regulations concerning access to controlled arezs

* You must not divulge or share any security cades (i.¢., usernames, passwords, etc) used to access any secured fles. gy

= You mustimmediatelv resort anv violation of this policy by anvone to the DODDVIT Security Manager

| hereby acknowledge and accept Em

if you have any questions or comments regarding your reaquest, please cantact our TS Call Canter for assistance.

[Email: ITSCaliCenter@dodd.onio.gov, Phone: 1-800-617-6733 (Toll Free) between 8.00 2.m. and 4.00 p.m. Select Option 4.

Division of Information Technology Services
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6. Your submission will be confirmed. Check your email for further instructions. You will be
notified in a separate communication if the process requires approval. Click Continue.

Thank you for submitting your account to register with us. You will receive an email shortly that will guide you
through the next step. If this process require an approval you would be notified

You informed us that you worker for Ohio Department of Developmemtal Disabilities (DODD)

You selected an affiliztion as DODD

You selected primary job function as IT-Application Support

You created temporary PIN as 34821
If you do not see the email in your inbox, please check your spam or junk folder as it may have found its way there

in error. If you find it please be sure to identify the email as “not junk” non-spam email. You'll also want to add our
email address 1o your safe sender list.

While your access is pending approval, you'll be directed to your My Learning page on the
OHID site. You may continue with any work you need to complete in My Learning, or you can
exit and return to the My Apps screen.

7. The verification email will include:
e Sender: agencylDService (agencylDService@dodd.ohio.gov)
e Subject: Your request is pending approval (LastName)

8. Click the link provided in the email. You will be asked to verify the email using the temporary
PIN that you created in step 4.

If the number you enter matches the PIN that you created, a screen will appear confirming your
successful email verification.

o If you attempt to open My DODD Apps before your access is verified, a pending
verification message will appear.

Your account is currently pending email verification!

We have sent you an e-mail and are waiting for you to complete the e-mail verification process. Please follow the
instructions provided in the e-mail from agencylDService@ohic.gov

(v)

SUBSCRIPTION RECEIVED o

To continue to MyLeaming, Please click button below.

CONTINUE TO MYLEARNING

Division of Information Technology Services
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Requesting Legacy Applications
After you have entered the My DODD portal, you will need to request access to each of the apps you
will use. Users who need to request specific roles for apps should use the Multi Request Access

function.

1. In the My DODD portal’s top navigation bar, select Apps Store.

ﬁ HOMEPAGE  APPLICATIONS MYLEARNING APPS STORE TRAINING APP SUPPORT CENTER ~

2. You will see a list of all the apps currently available for your role. Click Request Access at the
bottom of the tile of the app you wish to add.

= =D i

The app you request may require further information to approve your account. For example, Space
Utilization System (shown in screenshot below) requires Role Name and Reason for Access.

Space Utilization System

Role Name Reason For Access

Select Reason For Access

3. After providing any additional information, click Submit.

Division of Information Technology Services
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After you click Submit, you will receive an email notifying you of the successful
o submission.

4. Click on the MY APPS tab of the blue navigation bar at the top of the screen.

A

HOMEPAGE APPLICATIONS MYLEARNING MY APPS APPS STORE TRAINING APP SUPPORT CENTER ~

5. Any apps you have requested access to will now show as “Pending” (yellow) status under the
MY APPS tab.

ADMNMBS SUs

ADMNMBS
AOMIN M TABLE UPDATi €for System
Space i

After your request has been granted, you will receive an email at the email
address you used to log in to OHID.

6. Log back in to OHID and return to the legacy My Apps portal. The apps to which you now have
access (green) will appear under MY APPS with a Open button. Click Open to launch the app.

B oses wrucnom  wrdens WA ASEION  TRASMNG AR SUPRORT EONTIR -

ADMNMBS SUS

ADMNMBS Space Utilization
DAt RS TABLE PO System

Division of Information Technology Services
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Multi Request Access to Legacy DODD Applications

Users who need to request varying roles for legacy DODD apps should use the Multi Request Access
function.

1. After logging in to the My DODD portal, navigate to the APPS STORE.

HOMEPAGE  APPLICATIONS MYLEARNING APPS STORE TRAINING APP SUPPORT CENTER ~

@

2. Click Multi Request Access.

/ﬁ" HOMEPAGE ~ APPLICATIONS ~ MYLEARNING MY APPS  APPSSTORE  TRAININGAPP  SUPPORT CENTER -

Mon Jan 13 2025

ADMIN MBS Community Capital Employee Certification Space Utilization

ADMIN MBS TABLE UPDATE FOR Assistance Program System System

CONTRACT NUMBERS A System for DODD to manage Tracks the certification status of MRDD Space Utilization System Tracks space
available state capital assistance funds County Board emplayees used for Medicaid reimbursements

that assist lacal County Boards in the
ation of housing

mimuni ers),
Request Acoess. Request Access Request Access

3. Click the App Name field to select from a list of applications. This selection will determine the
options available in the Role Name field. Select the best option in the Role Name field. Type a
reason into the Reason for Access field. Click Add.

App Name Role Name [Reason For Access

Select Reason For Access m

App Name Role Name Reason For Access

Close

Division of Information Technology Services
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Opening My DODD Legacy Applications
1. After logging in to the OHID portal, in the top navigation bar, click My Apps. Locate the My DODD
application line. Click Open to access the legacy My Apps portal.

Other apps

= My DODD Access DODD applications

2. Select the user profile you wish to proceed with and click CONTINUE.

Oh' Department of
lo Developmental Disabilities

Welcome FIFE, BARNEY!!

Please select following option to proceed:

@) Continue with Logged In User Profile
[ Aecount Type: DODD, Role: Foundation |

(O Continue with Another Existing Profile

Switch to one of your other profiles v

e

(O GoTo My Learning

C] Create an additional New Profile

3. On the homepage, in the top navigation bar, click MY APPS. Locate the app you wish to open.
Click the Open button at the bottom of the app tile to launch the app.

‘ HOA PALL AFFUCATIONS. MYLLARNING MY AFFY Arrs STORL TRANING AP SUPPORT CINTIR «

ADMNMBS sus
ADMIN MBS Space Utilization
ADMIN MES TABLE UPOATE System
Opes Oy
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4. Repeat Step 3 for each additional role and app.

5. To remove any roles and apps added, click Delete as needed.

App Name Role Name Reason For Access
Select Select Reason For Access Add
App Name Role Name Reason For Access 3of20

sus SUs Admin I am the designated admin
Low LDW_Admin I am the designated admin

ECS ECSAccreditation I am in charge of accreditation

6. After all the correct roles have been added to the list, click Submit.

App Name Role Name Reason For Access
Select Select Reason For Access m
App Name Role Name Reason For Access 20of 20

SUs SUS Admin I am the designated admin

ECS ECSAccreditation I am in charge of accreditation

m Close

successful submission. After your requests have been approved, you will also

ﬂ After you submit your app requests, you will receive an email notifying you of the
receive a confirmation email.
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