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Welcome

The Ohio Department of
Developmental Disabilities
(DODD) is responsible for
overseeing a statewide

system of supports and
services for people with
developmental disabilities
and their families.
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To enter a claim into the enhanced
Medicaid Billing System [eMBS], go to
dodd.ohio.gov [Fig.1]

You can click on the ‘Video Tutorial’
link to view videos on how to set up
an account, access applications, and
more useful information. Click on the
gold key marked ‘DODD GATEWAY’
to continue. [Fig.2]
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Figure 4

From this screen, you will click on

‘Login’ to continue. [Fig. 3]

Ifyou already have a username and
password, you will enter it here.
Otherwise, please see the online
tutorial for information about setting

up an account.[Fig. 4]
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You should now be seeing a ‘welcome
message at the top of your screen, as
well as a new link marked

‘Applications’.

Click on the ‘Applications’ link to

continue. [Fig. 5]

Choose eMBS from the drop-down list
on the upper right hand corner of
your screen, and click ‘Load

Application’. [Fig. 6]
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[ % %%« ANNOUNCEMENT ABOUT INTERNET EXPLORER §.0%wwws*
Symptom: The default install of Internet Explorer 8.0 will cause your machine to not
a1low uploads to Internet sites (Sites accessible on the world wide web, such as DODD
eb Portal https:\\odmrdd.state.oh.us\apps). After Browsing for the local file by
lclicking on BROWSE and then choosing upload a message of "You cannot upload a file
starting with the character []. File Not Uploaded!™

Resolution: In your Internet Browser, under TOOLS ---> INTERNET OPTIONS ---> and
then the SECURITY TAB (2nd tab over)

1. With INTERNET selected (AT THE TOP under "select a zone to view, or change
settings™)

2. Navigate to the bottom of this tab and under "Security Level for this
[zone™ you should notice a slider that is defaulted to Medium-High, Drag this slider
[down to MEDIOM

[This will enable the BROWSE button under the UPLOAD links (Upload Flat File, Upload
837 (Prod), etc.) to allow your Internet Browser to physically transmit the file
stored locally on your machine through your Internet Browser to DODD through the MBS
rpplication.

Tn your Internet Browser (Internet Explorer), in the menu options at the top.. Click
[TOOLS and then, "Internet Options”, then under Browsing history: click Settings
lputton On "Temporary Internet Files and History Settings" screen, Check for Newer
ersions of Stored Pages should be set to "Every Time I Visit the webpage"

[Also make sure that amount of disk space to use on this same screen is set between
200 and 800 (so 500 is a good number to use)

@ 5

Figure 7

A Logout > BN Hello Kevin M Bracken. You have O new notiications and 0 new announcements

eMBS

=]

BILLING SUBMISSIONS

File Status

[ [ [ [ [ trusted sites [ Protect=d Mode: Off

Select Application  [eMBS -

Print Screen

Payment for the week of November 21 Payments for bill cycle Nov11C are scheduled to be made on Friday,
November 25th

SINGLE CLAIM ENTRY :

field

{

Single Claim Entry.
Submit 837
Submit Flat File

Submit Recipient File

Attest Files

REPORTS

CONVERSION RESULT FILES

ADMINISTRATION

Today's Date :[11728/2011 Help
Contract Number (7 Numbers) Help *
Help *

Medicaid Recipient Number
Recipient First Initial -[ | Help *
Recipient Last Name (First 5 Letters) Help *
Date Of Senice (mm/dd/yyyy) :[Month =] */[Day =] * /[Year =] * Help
Senice Code [ | Help*
Units OF Senice Delivered .| Help*
Group Size [ | Help
Stafi Size [ Help
Senvice County :[Select =] Help*

Usual Customary Rate § Help* *

Other Source Code Help

Other Source Amount § Help
Contractor Reference Number (Optional) Help

i cam

view All >

Load Application

@

[ [ -

=

Figure 8

[ [ [ [ [ trusted sites [ Protect=d Mode: Off

[ Mm% -

Select ‘BILLING SUBMISSIONS’ and
‘Single Claim Entry’. [Fig. 7]

This is the screen you will use to
submit claims. [Fig. 8] A brief

explanation of the fields follows.

Today’s date

This is the current date.

Contract Number

Enter your 7 digit billing number as

listed on your final approval letter.

Medicaid Recipient Number

Enter your client’s 12-digit Medicaid
number, which is located on their

Medicaid card.

Recipient First Initial

This must match the first name used

on the Medicaid card.

Recipient Last Name

Enter the first 5 letters of your
client’s last name. For instance,

Williamson would be WILLI

Date of Service

Select the date you delivered the

service from the drop-down box.

Service Code

Enter the appropriate 3-letter code.
See service-specific rules on our

website for a complete list.

Rules in effect



https://doddportal.dodd.ohio.gov/rules/ineffect/Pages/default.aspx
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[Fig. 8 continued]
Group Size

Enter the number of clients you are
providing service for at the same

time.
Staff Size

Enter the number of staff providing

service to a client at the same time.
Service County

Enter the county the service was

provided in.
Usual Customary Rate

See website under service specific

rules for maximum rates.
Rules in effect
Other Source

ONLY used when reporting patient
liability or third party liability.

Other Source Amount

ONLY used when reporting patient
liability.

Contractor Reference Number

Leave this field blank.
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