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Exhibit E - EIGS Application Access for New & Existing Users

All application users will need to have an OH|ID account through the DODD Portal in order to request access
to any of DODD's Applications.

Note: If you already have an OH|ID username, please skip to page 3 “Requesting Access to DODD
Applications”. For any registration or login issues, please call the DODD ITS Call Center at 800-
617-6733, Option 4.

Creating an OH|ID account through the DODD Portal

1. Navigate to the DODD homepage (http://dodd.ohio.gov) and click the “Login” button (highlighted
below) in the right hand corner.

SUPPORTINGYOU &  SURPORTING SUPPORTING DOOD WHAT £ DODOY

YOURFAMILY PROVIDERS COUNTYBOARDS FORMS&RULES ABOUTUS

2. On the page below, click the “Create New Account” button.

® OH|ID

Username:
Please login to access the Ohio ID Portal using your OH|
1D Account. Password
Please click the link below to create your OH|1D Account ‘ @

in afewsimple steps.

Create New Account >
: &Login

Forgot username/password?

3. Enter your information into the form (Name, etc.). Once you read and agree to the disclaimer, click “I
Agree” and then click "Next".

Terms and Conditicns
Inorder to proceed with this request, you must 2gree to the following terms and conditions.

By clicking "l Agree” and creating an OH|ID Citizen, Business, or Warkforee profile you consent to use electronic signatures with the State of Ohio
and receive communications in electranic form.

If you use this site, you are responsible for maintaining the confidentiality of your OH|ID account(s) and password(s) and for restricting access to
your computar, and you agree to accept responsibility for all activities that ococur under your OH|ID accounti(s) or pessword(s). The Ohio Department
of Administrative Services reserves the right to refuse service, terminate sccounts, remaove or edit content, or cancel transactions.

[ 1Agree
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4. On the next screen you will create your username and password. Save this information in a
secure place, as you will use it to login to DODD applications. This is your OH|ID login
information.

Create Your OH|ID Account w

Profile Inf|

Create OH|ID Username and Password

Provide username and password information to complete your profile.

Username

Rhiggley test |

Password

Joy@trainingl [

Confirm New Password

Joy@trainingl Lo

5. Scroll down the page and locate a section titled Choose Password Recovery Methods. These
password recovery methods help you reset your password in case you forget it. You must
configure at least one recovery option, but DODD recommends that you configure all three.
Once you have configured your recovery methods, the “Create Account” button will become
active. Click the button.

Choose Password Recovery Methods

We are processing your request
)

Create Your OH|ID Account o e °

A confirmation page will display.
Click Go to Login
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6. You will receive an email like the one below. The email will list your Name and your OH|ID
username. You can save this email for future reference.

Confirmation: OH|ID Account Creation

o DOMOTREPLY-Flatformi@lnnovateChio gov 6 @ 3
Tue 172772020 12:29 PM < .

You =

Hi,

This email is to confirm that an OH|ID Business User ID has been created for you with the following
infarmation:

Mami
Usemami

Mote: This iz an auto-generated e-mail and replies to this email will not be monitored.

That's it! You now have an OH|ID username and password. You may now request access to DODD
applications.

Requesting Access to DODD Applications

Note: If you already have access to DODD applications such as EIGS, and have already established
roles, please skip to page 12 “Accessing EIGS".

1. Navigate to the DODD homepage (http://dodd.ohio.gov) and click the Login button (highlighted
below) in the right hand corner.

SUPPORTINGYOU & SURPORTING SUPPORTING POOD WIHAT 15 DODOY

YOURFAMILY PROVIDERS COUNTYBOARDS FORMSLRULES ABOUTUS

2. You will be redirected to OH|ID login screen. Enter your OH|ID username and password for
authentication.

€ OH|ID

/ Username:

Passwaord
°|
Forgot username/password?
Meed Help?
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To request access to a specific DODD application, click on the My DODD Application tile (See
below).

If you have not accessed the DODD application tile before, locate the Available Apps section
and add it. This section houses tiles for applications that you have access to but have not yet
configured.

My Apps

You are currently subscribed to the apps below - clicking the "X™ on the app tile will unsubscribe you from the app ar

You do not have access to any applications. You can request access by selecting an application below.

Available Apps Q

My DODD
Access DODD applications

3. After you click on the My DODD tile, the terms and conditions for the application will pop up.
Once you have scrolled to the bottom of the pop up, click the box next to “I Agree.” After
accepting the terms and conditions, click the "Request Access” button to request access to the
application.

My DODD

My DODD

Inorder to proceed with this request, you must provide the following approval.

This system contains government information and is restrictad to authorized users ONLY. Unauthorized
access, use, misuse, or madification of this computer system or of the data contained herein or in transit to
ang from this system s strictly prahibited, may be nodolation of state and federsal law, and may be subject to
administrative action, civil and criminal penalties, Use of the systemis governed by United States law and
a0 law and policies,

fau hawe no expectation of privacy in any material placed or viewed on this system. The State of Chio
manitors activities on this system and may record and dischose those activities internally and ta law
enforcement and ather entities to ensure the proper and lawful use of its information and resources. Such
micmitoring may result in the acquisition, recording and analysis of all data being communicated, transmitted,
processed or stored in this system by auser. The State of Ohic complies with state and federal law regarding
legally protected confidentlal information but may nat treat any other use as private or confidential,
ANYONE USING THIS SYSTEM EXPRESSLY COMSENTS TOSUCH MONITORING,

The Ohio Department of Administrative Services resenves the right to take approgpriate legal action in any
state or federal cowrt to address amy instances of unauthorized use of this site, and you consent to exclusive:
prisdiction and venue insuch courts.

| | Agree
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4. After submitting your access request, you will receive a confirmation email that your access request
has been received and needs to be approved by the administrator. Once approved, click the
“Return to Applications” button to access the Applications menu.

Request Application Access

Your request for My DODD has been submitted. You will receive a confirmation email. ‘

Return to Applications

5. You will receive an email when your account is ready. This may take a day or two. Once the email
arrives, log back into the DODD portal using steps 1 & 2 above. (See below)

Access to My DODD Application Successfully Granted

DONOTREPLY -Platfarm@InnovateOhia.gov
ke
Tue 1/21/2020 12:48 PM 9 9 =2

You =

This is an automated e-mail to notity you that a State of Ohio Agency has granted you access to My
DODD. This is informational only and does not require any action from your end.

If you believe you received this in error, please disregard and delete this message.

Mote: This is an auto-generated e-mail and replies to this email will not be monitored.

If you are presented with the below screen, a tile will be listed under the My Apps section. If the
tile is not available under your My Apps section and you have already received the above email,
contact the DODD ITS Call Center by calling 800-617-6733 Option 4.

@®OH|ID

Hoeme LUsary ACCownt ManagesTewent ~
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If you have previously established roles within the DODD portal you will see the identifier page below.

L Department of
Ohlo Developmental Disabilities

Please select following option 1o proceed:

®) Continue with Logged In User Account
[ Aoewma Typs o] Rode

Continue with Another Existing Account

Switch ta one of your other scoounts

Create an additional Hew Account

o

If the screen you see is the screenshot below, user roles will need to be established prior to application
use.

m Developmental Disabilities
welcome

Please choose your account type:

(O I wantto be a DODD Provider

C) | want 1o be a Billing Agent

O I want to be a County Board Worker

O | want to be a subrecipient of early intervention grant dollars and need access to EIGS
(:> | want to be a certifed provider with Ohio Department of Aging (ODA)

() | am associated with Opportunities for Ohioans with Disabilities (OOD)

O I work for the Ohio Department of Developmental Disabilities

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

O | work for the Ohio Department of Health

C) | need access to the Early Intervention Data System (EIDS)

O 1 work for Ohio Developmental Centers (DCs)

=3 =
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Configuring/ Establishing User Roles

1. To establish user roles prior to application use, select your account type and click “Next”.

2. Choose your profile and then click “Next". Individuals that are employed by a county board of
developmental disabilities would select "I want to be a County Board Worker” if this is the first
time, they are attempting to access DODD applications. Individuals who don't work for county
boards of DD will select “| want to be a subrecipient of early intervention grant dollars and need
access to EIGS”".

Oh - Department of
10 Developmental Disabilities

Walcome

Please choose your profile:

{ Go To My Loarming

() Iwant to be a DODD Provide
(L) lwentto be a Billing Agent

{ I want to ba a County Board Worked

[n: J Vwant to be a subrecipiant of early intervendion grant dollars and need access to EIGS ]

() Iwantto be a certifed provider with Ohio Depariment of Aging (0D

| 1 am associaled with Dppartunities for Ohioans with Dissbilities [DOD)
| Iwork for #he Dhio Department of Developmental Disabdities

{ ) Vwork for gn Ohve Councll of Govermemants (COG)

|; Iwark for e Chio Department of Heallh

| I rezed access 1o the Badly intervention Data System (EIDS)

I.F I work for Ohlo Developmantal Canters f:":il

MEXT

3. Users: Select the correct county and then select the correct Primary Job function from the drop-
down box as shown below.
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VWalcoma

Select your County affiliation,

"=SEtEcT— N
Adams

Allen

Aehiland

Ashtabula

Alnans

Auglaire

- Department of
Ohlo Developmental Disabilities

Beimaont
Brown
Butier
Carrodl

Select your County and click NEXT.

Champaign
Clark
Clesmont
Clinton
Columibiana
Coshocion
S DD,

NEXT

VWelcome

You sclecied afffiobon as,

Select your primary job function

Oh - Departmont of
10 | Developmental Disabilities

Budget Support
Business Manager
Customer Guide
ElgITy

Financs Agreement Coordinator
Finance Manager
Foundation
Investigative Agert
IT Specialist

MUI Manager
hurse

Qualty Assurance
=EA
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L Department of
Ohlo Developmental Disabilities

Wielcome

ou Informnd s that you worker for Ohio Dapartmant of Developmaentsl Disabilities (DODD)

You seected afilivion as. 0ODD

gmmmmmm

Foundalon

IT-Application Develepmont
IT-Applicabion Manages
IT-Application Security
IT-Application Su
IT-Applicabon Test .
MO Account. Exarminer2 Select your primary
MDA Account_Exarmner3 . B
MOA_Exsmpt_Stalf job function from
MDW_Fiscal Specalst

MDA_HSPC r
MDA Maragemant_Analyst the dl'Dp-dClWI'l list,
MAD NIHA .
MDA MHSA and click NEXT.
MDA OfficeAssistantd
MDA RPS

FALI-MA A
OPSR-MHA o regumet, phesrsn condect ous [T Call Gorter for masberon
OPER-Program-Adrmn

: 1-800-67 F-87E0 (108 From) betwson 8 00 & m and 4 00 p m_ Setect Opton 4

PSD-Project-Manager

4. Once you have selected your options, you will see the below screen that will prompt you to create
a Temporary PIN. The PIN is not your password and is only used once. Enter a Temporary PIN,
click the acknowledge and accept checkbox and then click Submit.

You informed us that you are a Provider
You selected an affiliation as, DODD

You selected primary job function as Independent

Temporary PIN

Create your own 5-digit numeric PIN for account verification. You will need this later in the verification process.

Please read the information carefully before you submit,

itis the ility of every user to and comply with the following: a
« You must not make or permit unauthorized uses, nor violate the ity or privacy, of any i infiles
maintained by DODD.
« Youmust not seek to benefit persanally or permit others to benefit by any that has

come to you by virtue of your work duties.

‘You must not exhibit or divuige the contents of any record to any person except in the conduct of your work duties or in
accordance with the policies of DODD.

‘You must not knowingly include or cause to be included in any record or report a false, inaccurate, or misleading entry.
‘You must not delete or cause to be deleted any official record or report 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 ing access to areas.

‘You must not divuige or share any security codes (i.e., user-names, passwords, etc) used to access any secured files.
‘You must immediately report any violation of this policy by anyone to the DODD/IT Security Manager.

‘You must not aid, abet, or act in conspiracy with another to violate any part of this policy.

‘You must agree to follow all applicable DODD policies and procedures pertaining to the use of DODD or Ohio Data Network
computer software and hardware.

‘You agree to follow all applicable DODD policies and procedures pertaining to the use of DODD or Ohio Data Network
computer software and hardware.

Any violations of this agreement may result in the cancellation of your security access and possible referral to the Office of the
Attorney General for disposition pursuant to all applicable laws and rules. By requesting for a user account, | acknowledge that |
have read and understand the DODD Policies on data security and confidentiality.

I | hereby acknowledge and accept I BACK
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5. Once you click Submit, a confirmation page is displayed.

Welcome

Thank vou for submitting vour 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 inTormed us That you worker for

——s

You selected an affiliation as

You selected primary job function as

ou created temporary PIN as 12345

If you do net see the email inyour inbex, please check your spam or junk falder az it may have found its way thare
in error. If you find it please be sure to identify the email as “not junk” nan-spam email. You'll alzo want to add our
email address 1o your safe sender list,

A confirmation screen
will display. Click

CONTINUE.

Note: Users may require review by an Approver for additional roles. If so, below is the screen that
will display.

Dh" Diegeertmpnt o
Iﬂ Dewaloprdntal Desabalitis:

‘WD Welh, Eingshey M
Your account is currendly pendineg apgrosyval!

Wing vall receiee an emal when pog scoogy] hes beer spproved, 1 poyr secount has net peen approreed within fre
business days your reques] will no lengerbe vadid pnd mgss be sesybmitied

P

T P e N
W b 1w | |I':. = 1w
_— - " o

FIRBCRIPTE Y RECEWED WL VERFED . .

TO e [0 MyLSaraiag. Plages Click [ (e iie

10
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6. For DODD users: You will receive an email like the one below. Click the link in that email and enter in

the Temporary PIN that you created in the previous step. Click Continue.

Your request is pending approval (Snow)

agencyiDServce@otuo gov
e J2V2019 43T

YOu! SeMETnueopy @ do0d oMo .00y
Welcome to the State of Ohio DODD!
Thank you for registering for an account.

https://registerassociate prodapps. dodd ohio gov/VerifyEmail2 aspx?objiD=aee06S
02d358:b5d &validationCode=87689589

Verify Email Address

This page s an essential step in verifyng your scoount regquest
Here, you are validating the email address of your account
request

To initiate the approval phase for your acocount, please enter the
Temporary PIN that you selected durng registraticn, Be sure to
maintain this PIN for futwre use as well. After your account is
appeoved or denied, the temporary PIN i no longer needed

Temporary PIN

Your temporary PIN ls: 12345, To continue the reglistration process pl click the following

7. Once you enter your Temporary PIN which thereby verifies your email address, you will see a
green thumbs up page. NOTE: It can take up to 30 minutes before your applications
become available. Additionally, some role requests have to be approved. You will receive

an additional email when your account is approved.

. Department of
Oth ‘ Developmental Disabilities

Success!

Thank you for verifying your email.

If this account requires an approval, you will receive
notification when your designated approver has taken
action. If this account does not require approval you
will recelve notification shortly.
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That's it! You have now created a DODD account to be used to login to DODD applications.

Accessing EIGS

1. Log into the DODD Portal by entering your username and password.

® OH|ID

Username:

Password

°|

Forgot username/password?

Need Help?

2. Click continue

L Department of
Ohlo Developmental Disabilities

Please select following option 1o proceed:

=) Continue with Logged In User Account
[ A Typet ] Mok

Continse with Ancther Existing Account

Switch ta one of your ather sccounts  w

Create an additional Mew Aocount

= o

3. Click "Applications” at the top of the page
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A

HOMEPAGE APPLICATIONS MYLEARMING APP RELEASE NOTES SUPPORT CENTER ~

4. Click the "EIGS” tile

ﬁ HOMEPAGE APPLICATIONS MYLEARNING APP RELEASE NOTES SUPPORT CENTER ~

Applications

. e . .

You did it! You should now be able to view your roles associated dashboard.
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