
 

Adding a Service to Your 

Certification 

1. Access the DODD website 

Go to http://dodd.ohio.gov/Pages/default.aspx 

 

2. Click on the Log In icon on the top right of the page 

 

 

3. Type in your DODD username and password, and click Log In 

 

http://dodd.ohio.gov/Pages/default.aspx
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4. Click on Continue when this screen appears 

Make sure that the selected information on the screen is correct 

 

 

 

5. Once you are logged in, click on applications 
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6. From the menu, select PSM-portal 

 

 

 

7. Once PSM-portal opens, click the arrow in the first blue box 

(Provider Certifications) 

 

 

8. When this table appears, click on your contract number 
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9. Your provider home page will load, in the middle of the page, 

you will see a box containing places to click for 

adding/withdrawing services and updating address and name.  

Click on Add Services 

 

10. This page will load explaining the application process, click 

on continue, then follow the remaining steps to complete the 

application to add services 
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11. The service selection screen will load.   Use the + sign to 

expand the categories for each type of service.  Note that the 

Competency Rate Modification (Add On Rate) is under 

Homemaker and Personal Care Services.  DO NOT unclick what 

you are already certified in.  

 

 

 

12. Once you have clicked on all the services you want to add, 

click on Save and Continue at the bottom of the page. 

 

13. The next page will load.   You will need to explain why 

there is a change/why you are adding service(s) to your 

certification. 
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Depending on the services you are adding, you may or may not need to 

upload additional documentation.  Ensure that you have uploaded the 

required documentation. 
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14. Fill out the remainder of the page.  Once you complete the 

application to add services, Click Save and Continue. 

 

15. You will pay the  fee for adding services (use an electronic 

check or credit/debit card) 

If the payment page does not automatically load, go back to the PSM 

home page and click on the red box, ‘Fee Payment Information’ 


