Updating Demographic Information
as a DODD Provider

This document will guide you step by step to complete the process of
updating your Provider demographic information, including your physical
address, phone number, and email address.

It is your responsibility to ensure that your records are kept current.

Information updates are done in a minimum of 4 places, depending on the
change, include:

o Obhio Department of Medicaid (ODM) through the PNM Portal

o Ohio Department of Developmental Disabilities (DODD) through the PNM
portal

o Ohio Pays (previously Ohio Shared Services)

o National Plan and Provider Enumeration System (NPPES) where the NPI
number was obtained

Other locations that may require updates include:

o GT Independence if actively providing services to someone on a SELF
waiver or utilizing participant direction

© Any County Board(s) you provide service in if they have their own
systems (like a portal) to keep provider information up to date

Physical Address Changes FYI

Depending on which address category is changing, address changes happen in
multiple places.

Billing Address change? ODM, DODD, NPPES and Ohio Pays *

Other Categories of Address Change (Primary, Home Office, Mailing)? ODM,
NPPES *

* Update with GT and/or County Board(s) as applicable



While there is no required order to make the changes, in general the most
efficient order when doing a physical address change that includes billing address,
would be the following:

1. Update ODM Provider information and simultaneously update Ohio Pays
information (if applicable)

2. Once those process, update DODD Provider information (note that the Ohio
Pays change is required prior to DODD because you must show evidence of
the Ohio Pays change in the DODD application

3. NPPES can be done at anytime

4. Follow up with GT Independence and/or the County Board(s) you serve
once all changes have processed systemically.



ACCESSING and LOGGING IN TO PNM

1. Gotothe PNM log in page
https://ohpnm.omes.maximus.com/OH PNM PROD/Account/Login.aspx

2. Click on the ‘Log in with OH|ID" button in the middle of the page
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3. Type in your OH|ID username and password, and click Log In. This is the
same credentials you use on the DODD site when billing.

®OH|ID

Ohio's Digital Identity. One State. One Account.
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Login
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4. Read the terms and click the box next to ‘Yes, | have read the agreement’
Once clicked, the site will automatically re-direct to your PNM home page

Whoever knowingly, or intentionally accesses a compuler of computer system
withaut authorization or exceeds the acoass 1o which that person is authorized, and
by means of such access, oblaing, aers, damages, destroys, or discloses
infrmeation, or prevents authonzed use of the information operated by the State of
Ohio, shall be subject to such penalties allowed by kaw All activities on this system
may be recorded andior monitored. Indivduals using thes System expressly consent
to such monstoring and evidence of possible mesconduct or abuse may be provided
lo appropnate officials, Users wiv access this system consent to the provisions of
confidentiality of the information being accessed, bul have no expeciation of privacy
while using this syslem

Inv the event that an unawthonzed user is abde to access information to which they are
not entitled, the wser should immediately contact the sile administrator

| have read the agreament




TO MAKE UPDATES TO ODM PROVIDER PROFILE

1. Once at your PNM Home Page, click on your Reg ID or Provider Name in the
table. If you have multiple provider types associated, be sure to select the
Reg ID / Provider Name of the account you want to make the changes to
If you do not see the ‘New Provider’ button (indicated by the star below)
you have not logged in with the correct OH|ID that is the ‘administrator’ of
the provider account. Reach out to Provider Support at your County Board
for guidance on how to fix this issue.
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2. After selecting your Reg ID or Provider Name, on the page that loads scroll
to the middle section ‘Manage Application’. Click on the + next to
Enrollment Actions.

Manage Application

Enrollment Actions @Enrollment Action Selections: @
Programs + Program Selections:

Self Service + Self Service Selections:



3. Click on ‘Begin ODM Enrollment Profile Update’

e |f you do not have any options listed, you already have an application
processing OR there is an error with your account. You can check for
active applications by scrolling down on the page further.

e |f your options say ‘continue’ enroliment profile update instead of
begin, then you have already started an application. You either need
to finish the application and let it process OR cancel to start
something new.

Manage Application

Enrollment Actions  _ Enrollment Action Selections:

4. After clicking ‘Begin ODM Enrollment Profile Update’ a box pops up
indicating you have 10 days to complete the application for update. Click
‘Ok’

You will have 10 days to submit your

update. After 10 days, your
information will be removed, and you
] will have to restart your update. e
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5. Depending on the changes needed, you can select the option that makes
the most sense. However, you can also just click on ‘Update’ next to
Primary Contact Information to access all the screens you will need

regardless of changes needed

Provider Update - Lets keep your information current !
Fleaser click Update buson 1o updste your peowder nformation. Once you hies compieted o your updates, you will b2 sl 40 submd your charnges
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6. The Application will load to be completed. Make the changes needed on
the applicable screens.

e You can navigate the application pages by clicking each part on the
menu across the top of the page OR choosing the sections in the
‘Jump To’ drop down menu.

® Be sure to click through ALL the screens to make the necessary
changes for whichever piece(s) of information you are updating and
click ‘Save’ on each page after making changes.

® Note that if you are also changing your billing address that is done in
the DODD Application so even though you see a billing address
screen in this ODM application, you will not be able to change it.
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7. After completing ALL sections and ensuring they are saved, click on the
‘Return to Summary’ button

JumpTal  Primary Gontact Infcrrmation
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8. After clicking Return to Summary, you are re-directed back to the main

update page. Once all changes are made, click on ‘Submit Update’ to
submit the application.

umpTo. |

Provider Update - Lets keep your information current |

Plaasa chek Uipate buiton b update your provider information. Once you have completed &l your updates you will be able to submil your changes
from s screen

9. You can monitor the status of your application in the ‘My Current and
Previous Applications’ section (located on the same page you found the
‘Manage Applications’ section



TO MAKE UPDATES TO DODD PROVIDER PROFILE

1. Once at your PNM Home Page, click on your Reg ID or Provider Name in the
table. If you have multiple provider types associated, be sure to select the
Reg ID / Provider Name of the account you want to make the changes to
If you do not see the ‘New Provider’ button (indicated by the star below)
you have not logged in with the correct OH|ID that is the ‘administrator’ of

the provider account. Reach out to Provider Support at your County Board
for guidance on how to fix this issue.
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2. After selecting your Reg ID or Provider Name, on the page that loads scroll

to the middle section ‘Manage Application’. Click on the + next to
Enroliment Actions.

T 5 Eftective | Submit Revalidahy
Specialy | Contract | Facility Location

Bursbar | Numsher Date Diate Deae Diate

Manage Application

Enroliment Actions @Enrnllment Action Selections: @

Programs + Program Selections:

Self Service + Self Service Selections:
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3. Click on ‘Begin DODD Enrollment Profile Update’

e |f you do not have any options listed, you already have an application
processing OR there is an error with your account. You can check for
active applications by scrolling down on the page further.

e |f your options say ‘continue’ enrollment profile update instead of
begin, then you have already started an application. You either need
to finish the application and let it process OR cancel to start
something new.

Manage Application

Enrollment Actions  _ Enroliment Action Selections:

Beg pdate
B egin DODD Ervolnent Prfle Updale

Add ODA Senices

e s AN

Request Disenroliment

4. After clicking ‘Begin DODD Enrollment Profile Update’ a box pops up
indicating you are being redirected to another system. You may need to log
back in with your OH |ID if the log in screen appears.

5. The system redirects you to the DODD Provider Services Management
(PSM) Provider Dashboard Page. Click on the contract number of the
Provider contract you want to make updates to in order to access your PSM
Home Page

i
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6. To update Email and Phone Number- Click on ‘Edit Email and Phone
Number’ on the bottom of the demographics box. This will update the
email and phone number of the DOO / DOO Designee (if applicable) and
the Billing and Payment information only. The other changes would be
reflected once completed in the ODM/PNM application.

Facilities
Phone:

Beds On Hold Email:

Sanction History

User Associations

Please select the application you wish to begin.
Provider Features

Certification Applications Development Applications

/. To update billing address- on the home page scroll down and click on
‘Demographic Applications’. Then select ‘Update Address’ and
complete the application process.

You will need to show the changes were made in Ohio Pays

User ciations i | .

Please select the application you wish to begin.

Prowvider Features 2 . i i
Certihcation Applications Dovolopment Applications Demographic Appications

Demographic Applicatlons
| Update Mame
Create application to only update your Name (Independent Mame, Agency Name, Dingclor of Operations
N 4 | Opodations Designee Mame) on active of Suspended conbracts.

Update Address

. only update your Billing Address information on aclive or suspended contracts. All
wihor pddrosses should be updabed in PRM

Update CED or CED Designes

Create application to chonge the Direciar of Operations or Director of Operations Designee on active or
suspentded contracts.

Update Ownership

Crente application 1o change the Director of Operations or Director of Operations Designee on active or
suspended controcts.

Notices 1o DODD

Create on application to report Creminal History, Related Party, Prolessicnal
RegistrationssCertification/Licenseor, and Bankruglcy per the Provider Certification Rule.
View Fees

| View Foes thal ane owed or history on foes aleady paid.




TO MAKE UPDATES TO NPPES

1. Go to the NPPES home page and click on Accept after reading the Terms
and Conditions https://nppes.cms.hhs.gov/#/

=INEFES

Titres aned Conditions

You are acoessing @ LS, Goverrment infarmation systerm, which intluder: (1) this computer, (2) this computer
network, (3) all compubers connected bo this network, and (4] all devices snd sicenpe medis sttached Lo this netwaork
or bo @ comnputer on this Retwark, This information system s peovided for LUS. Government-sutharieed wie ondy,
Unauthorized er improper use of this system may resull in disciplinary sction, as well as civil and crimingd penaities.
By wsing this information system, you understand and consent to the following:

* Youhave ne ressensble epectation of privacy regarding sy communication or data translting or sosed on
‘thils Infiormnation systerm,

= At any time, and bor any lewiul Government the G may maniber, istercept, and search and
seire any communication of data traraiting or steaed on thia infatmation yystem,

* Ay comimunication or data transiting or stored on this information system may be disclosed or vsed for any
lewsful Government purpese.

& Qursystem uses Cookies for security purposes to ermure th unsutbornised users cannot bypass our Mislti-
Factor Authentication. The cookies are not stoding perscnally identifiable information sbout cur users. For
Increased security bo your scoount, please make sure Cookies sre enabiled in your browser,

IMPORTANTY - Every individual wver with acoess 1o the NPPES gyvlem is responsible for

» Keeping login information secure,

= Selecting strong passwords,

* Reporting ary unauthorized use of sccounts.

Sharing of login Infarmation s siriczly peohibited]

To continue, you must sccept the tenms and conditicen. If you decline, you will not be alble to continue,

s D

2. Enter your NPPES credentials and click on ‘Log In’. This is most likely not the

same credentials you use on the DODD site when billing and when accessing
ODM/PNM.

== NPPES

N fl P | o Jrfes:

Registered User Sign In

Lt b b i s ety Baioral P idertiBe [1PY] teveed.

User =5 s

SIGN IN «

FORGOT USER ID or PASSWORD?

i o User 1D i saselated vigh & lange numbes of prinviders, o could aperience
imad delpy white the appication retieves 21 8PPES prolBe ralazed intoemagion
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3. Per NPPES website FAQ's (found here
https://nppes.cms.hhs.gov/webhelp/nppeshelp/NPPES%20FAQS. htmli#mak
ing-changes-online )

NOTE: Address change can be done online and DOES NOT require a paper
application

Assist - Change of information in record

Once the initial application is enumerated and a National Provider Identifier (NPI) is
assigned, there are two options to change/update the information on an NPI record.

Making Changes Online

Updates can be made online by accessing hitps://nppes.cms.hhs.gov and completing
the steps below:

NOTE: The following changes cannot be completed online and require a Paper
Application/Update Form: Changes to Date of Birth, Changes to Social Security
Number, Reactivation of an NPI and Deactivation of an NPI. Please follow the
instructions below regarding making changes with a Paper Application/Update Form.

» On the Home Page of the NPPES website, enter your I&A User
ID and password

Note: If you do not have the User ID and /or Password, follow the instructions outlined
above. If you continue to have issues accessing your NPI(s), contact the NPI
Enumerator at the telephone number listed below for further assistance. Please be
aware that there are privacy guidelines that govern to whom the NPl Enumerator can
disclose information.

- Select the “Magnifying Glass” ICON to View the desired
NPI application.
« Select the “Pencil” ICON to Edit the desired NPI application
o Access the page that contains the information to be updated
by selecting the ‘Next’ button located at the bottom of each
page or by selecting the desired page from the left hand
navigation bar.

o Update the necessary information.

13



o Once all desired information is updated navigate to the
Submission page. Check the Certification Statement box at
the bottom of this page.

o Select Submit. This button will not be enabled until you check
the Certification Statement box at the bottom of this page.

Making Changes with a Paper Application/Update Form

Updates can be made by mailing a Paper Application/Update Form available for
download: NPI Application/Update Form.

In Section 1A Reason For Submittal of this Form, select the
Change of Information box.

Provide the correct NPI on the line below the Change of Information
box.

Complete the sections that need to be updated. If you are making
an update to Section 3C Other Provider Identification Numbers or
Section 3D Provider Taxonomy Code, be sure to indicate if the
information is to be added to the NPI record or if it is to replace the
information that is currently in the NPI record.

In Section 4A or 4B Certification Statement, the
Provider/Authorized Official will sign the application. Note: For
Entity Type 1 applications, the Provider will sign in Section 4A.

Note: For Entity Type 2 applications, the Authorized Official will
sign in Section 4B.

« Once the paper NPI Application/Update form is completed, it
must be returned to the NP| Enumerator via mail at the
address provided on the third page of the application.

Note: NPI Application/Update forms received via email and/or fax will not be processed.

14



TO MAKE UPDATES TO OHIO PAYS

1. Go to the Ohio Pays home page and click on Login
https://ohiopays.ohio.gov/

A oBiial Suane oGP 3w, s s b vins ke & Larguage Trasslicon

= GETTING RECEMING HELPFUL
OhioPays STARTED PAYMENT RESOURCES »@ e St 4 Jonch

OhioPays

2. Enter your OH|ID credentials and click on ‘Log In’. This is the same
credentials you use on the DODD site when billing and when accessing
ODM/PNM

®OH|ID

Ohie's Digital Identity. One State. One Account.

Regater onie wie Jeoss many Stade of Ofin websine
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3. If you have never used Ohio Pays before, you will have to associate your
account with existing registrations. Click on the box ‘Search Existing
Registrations’ (see OhioPays instructions on following pages) then follow
the next steps.

Weleomna ta DhiloPays Hew Reglstration My Apps |
G{E @ i
% ) o ‘
Walcoms Sasssniha Crookall | 7
Last Log In:ed 0821 [ Beainass, Dolng Busineas Ax [DBA), Reguast ACcasn Lz @ Payse . |
Duys sines last log b Sulbikdliy, blivkhish, o
Grarmman |

4. If you have used Ohio Pays before, click on ‘Manage Profile to proceed
with the address change. (See Ohio Pays instructions on the following

pages)



CHANGE OF ADDRESS

Ohiopays.ohio.qov is designed to provide you, a Payee’, with convenient access to information about
your organization's financial interactions with the state.

First Step for Using OhioPays

To begin using the Portal, State of Ohio Payees will log into the site using their OH|ID. OH|ID provides
an 8-digit user ID that allows you to login to access a variety of the State of Ohio's online applications.
OH|ID is your personal account (it is for you, not for your organization). It delivers a more secure
and private experience for users during online interactions with the state — with advanced fraud
detection, prevention, and analytics features.

Second Step for Using the Portal

Once you obtain and sign into OhioPays with your OH|ID account, you can either:
= Register as a Payee (Payees may be a business or an individual person depending on your
relationship with the state) to conduct business with the state.
« OR associate your personal OH|ID with one (or many) Payee(s) that are already in the state's
accounting system to conduct business with the state.

Using the Portal

With OhioPays you can...
» Register as a State of Ohio Payee.
Update your existing Payee profile.
View information for purchase orders that have been submitted to you or your business.
View status information for invoices submitted for payment view.
Access information about payments sent to you or your business.

Follow the steps below for guidance on adding, editing, or removing an address from your
Payee profile.

If you need assistance do not hesitate to reach out by email (cbm.sharedservices@obm.ohio.gov) or
phone (877-644-6771).

1 A Payes is any individual or organization who recsives funds from the State of Ohio. Some comman types of Payees include anyone who
provides goods or services 1o a State of Ohio agency, DODD Providers, grant recipients, reimbursements from the State of Ohio, and state
fair participants/entertainers.

1 Office of Budget e B Revised: 07/26/2023
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CHANGE OF ADDRESS

ibe

OhioPays GETING  RECEWNG  WELPFUL ® Q
Contact  Search| L

STARTED PAYMENT RESOURCES

1. Navigate to

chiopays.chio.gov. — LS
2. Click on Login.

OHIOPAYS [ Gelling Starbed

Getting Started

s’ 141 in Fhia Ghatg o0 Fibin’s ponebal oy mpon moas s (4

s panaticr caak Tha porinl wics

®OH|ID

Ohio's Digital Identity. One State. One Account.
Register once, use across many State of Ohio websites

Create Account

3. Enter your User ID

and Password. e
4. Click Log in. v
oIl
Passward E

Fargael OH)IDY | Forgot password? | Get login help

Office of Budget e Revised: 07/26/2023
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CHANGE OF ADDRESS

5. Click Manage My
Profile.

s T e
< &
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6. Select Self
Service from the
left menu.

= If you have
multiple
businesses, select
the business you
wish to update
from the drop-
down.

Note: If there is a
pending change
request you will
receive a message
stating that additional
changes cannot be
made until the
pending changes are
processed for
approval by the
State.
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CHANGE OF ADDRESS
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9. To add an address, click Add Address.
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CHANGE OF ADDRESS

Add the address then click OK.
Add New Address Information
“Country | United States v

*Address 1 |1zams¢

Address 2 | ApySulie/Oiner

Address 3 |

*City | Columbus |

*Postal |43_119 |

iy [Pl ]

*Emall 1D | test@gmail.com

onen [osons | eun [

| ]

Ploase add additional emaills in the contact section If required

Frimary Address | (3) important communications will be sent To this sddress fex. IRS 1099)

You will receive a message that a contact needs to be added to this address.

Informational

Piease add a Conlact to this Address. Once a
Contact is added, final Review and Submission

musi be performed on the ‘Review & Submir page.

Office of Bu e
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CHANGE OF ADDRESS

Review the Change of Contact help document for instructions on adding a contact.

To change an address, click on the Change of Address button.

Walcoma | Review and Submit option for M ———

& Visked fiddress Information

0 ok Sewted

I l:ﬂfm Addreas = H‘hﬂ.‘r!ﬂdﬂﬂ
0 Mol Sated

| Wlew Asdress Charga O Address. Fegmoive Adaress T DRI

long Beach, A FOBOS USA

Ravhew and Submit | ——
0 Wt St | i Address Changs O ASiess Bnmoee Address 7 DEOOR

Cofumbus, GH 43118 LS4,

o Asd adaress T

Enter the changes to address and click OK when the changes are entered.

Change Of Address # 2 oK

*Country | United States -

*Address 1 |EX: 123 Maln Street

Address 2 !J‘«puﬁuﬁéfomﬂr

Address 3 |

o | "

"Postal ;En[er ZIP code |

state | vl

County _'

*Email ID |test@gmall.com @

Please add additlonal emalis in the contact section if reguired
*Telephone |614/3334444  Extn

Fax |

Primary Address (%) Important communications will be sent to this sddress fex. IRS 10:98)

% Office of Budget d - e Revised: 07/26/2023
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CHANGE OF ADDRESS

To remove an address, click on the Remove Address checkbox.

Bt Chrviet l £ Previowy Nam X
Walcama Review and Submit option for & s
& Vissod
{4 Farview Charges
.:::m Address Infarmation
2 rown
B &)a
D C AsOIDsle © Address Primary Address ©
Paymant Information S— - —
© Nol Glariod mm;;‘ Charge (4 Addiess .| Rt Aiiess 1 OI22023 e B Ch o i

Review and Submit T TR I 1 123 Mais 51
B b 'U'H‘-'-*MIIH_' e 0 Adoea R OH 43118 USA

+ hdd Address D

If the change is to a primary address and requires additional review you will not be able to submit
additional changes until the change to primary address is approved. You will see Pending Approval
listed in the Change Status when the change to primary address is submitted. When this changes to
Approved you can submit additional changes.

Manage by Profis
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B Asatipase s
_ Chok e Fieaey o Lipdato infemaon” bufion io review o makes changed 1 & frolie
M R Ly Acress D#iloPays Rogissal 0
Requesi Type ©  Requestil ©  Change Sewius ©  Regeest Submismed By ©  Foeguest Diate Tirne © AgprovedTanisd Date T - Withsraw
A Retussl At
Change wzs Trmararg hies - Basc BII20E3 318 -
o Change OITIN
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I Crange Of Mame
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If you attempt to make additional changes with a pending approval you will receive the following
message. If the new request is urgent you will need to withdraw the pending approval.

There is a pending request awaiting approval by the State of Ohio.
Please allow 7-10 business days to complete the review.

If you wish to withdraw this edit, please select the "Withdraw” button on the Payee Change Request Selection Page.
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CHANGE OF ADDRESS

The Review and Submit section needs to be completed for changes to be submitted.

Click on Review Changes.

Waleema Review and Submit option for S S e
B Vedted
B3 Review Changes |
Addresses : —
B Visiter!
Raview io conlinm yowr changes bafers sulsmiiting the raquest.
.m Gilck iPrt *Submit button to sebimit your changs roguest.
Emall Communication regarding this request will be sent fo ; cim.tralningBobmoahlo. gov
Paymant Informatios
0 Mol Btnried
Submi
Raview and Subei
& Visiod (Burkam it Burtan will be anabled caly after elicking the “Review Changes”)

Note: If there is an EFT and Contact associated with the address being removed, it will also be
inactivated. Verify the changes are correct and click Return.

Contact
Request Typs Add
Froposed

Address ID 2 |
Padarass gm;ufa“ 43118 USA

Name iehn eampbel

Tithe

Emai ID rlch48 11 @yahoa.com

Phane E14/37T-6384

Exin

Fax

Website
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CHANGE OF ADDRESS

Click Submit,
et Mg
| o | | [ € Freviss |
.m_ Review and Submit option for i
&0 Review Changes
W Wisitod

Revlew bo confiem your changas before submitting the reqoest.
Contacts Qiek the "Submir” button o submit your changs equest.

8 Wisited
Emall Commiznication regerding Ehis requast will be gent to : abm.traininggobm,ohio.gov
Payrman Information
0 ot Startad TR

(Subumif bution will be anabled only affer clicking the “Review Changes™)

Click Yes to Submit the change.

Are you sure you want 1o Submit

Yes Mo

and Management
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CHANGE OF ADDRESS

You will receive a confirmation message about the request.

Confirmation

Self Service Change Request Approval Confirmation

Approved

Qf You have sugcessfully applied your Self Service Request:|SCRO00000003

Any emadl regarding the request stalus will be sent lo: fEabm.ahlo.goy

= Retumn to Manage My Payee Profile

‘t‘_' Return to Home Page

Make note of the Request ID for future use. Some changes related to primary address may route to
the State for review and processing. The applicable notification will display if routing is needed:

otherwise, the change will take place immediately.
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