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Contact Management System Overview

The Contact Management System (CNT) allows users to electronically update and
obtain contact information for County Boards of DD, Councils of Government (COG)
and the Ohio Department of Developmental Disabilities (DODD). CNT is also the tool
that County Boards may use to grant Medicaid Services System (MSS) access to COGs
or vendors with whom they do business.

The general public may search contact information or run reports through the CNT link
on the DODD website:

https://doddportal.dodd.ohio.gov/INF/additionalservices/cnt/Pages/default.aspx.

County Boards may update contact information and establish COG/vendor associations
by submitting an affidavit requesting CNT access. For assistance with the CNT
application, send an e-mail to cnt.support@list.dodd.ohio.gov
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Accessing CNT

In order to update or create contacts, obtain access to CNT by completing an affidavit.
Access CNT via the DODD Gateway Portal at
https://doddportal.dodd.ohio.gov/Pages/default.aspx

@ Login > -

OODD, Ohioigow

Service Definitions Rules+ Laws Forms FAGS Support Center Contact s
ol
Search this site,.
- L MR uJ
& | Individuals & Families v | Providers v | County Boards v

Select Applications.

pRnD.Ohla.gey - Applications Service Defiritions Rules + Laws Forms FAds Support Center Contact Us
Search this site. .. L

f | mdividuals & Families ~ | Providers v | County Boards &

Select CNT from the list of applications.

Select Application [ cNT - Load &pplication

Select Load Application.



CNT Main Screen

Navigate by selecting items from the “Click for” list on the left. Use the buttons and links
provided to navigate and do not use the back and forward buttons in the brow ser.
Depending on access assignment, all the options shown below may not be available.

CNT Select Application CHNT - Load spplication

Click for: Message
gg:;rﬁa':;'\&oodd“:?; « Plaase use the links huttans provided in the application to navigate. Da natuse the hack and
wendor Modul fanward buttons in the browser.

endorkodule e [fyou have questions or need assistance with the new search tool, please contact us at
Contact B " cht.support@list.dodd.ohio.gov

Onta Epons
Contract Reports
YYendar Reports
Contact Search
Status* [This is DODD Access]
ProfSysfAdm®
Festore®

Instruction

To return to the CNT Main Screen from any module, use the Home or Back buttons or
make a selection from the list of options on the left side of the screen.



CB Contact Module

County Board Contact

To create reports or make changes to the County contacts, Select “Contact Modules”

from the “Click for” list. Select “CB Contact” from the list of modules on the left of the
screen.

CNT select Application  [cnT - Load &pplication
* CNT Main Screen Contact Modules
® Instruction
* CB Contact Please read the instructions before you start. Simply click the "Instruction” link above and a
* COG Contact new window will appear with a short tutorial of this system.
® 0000 Contact

County Boards can manage county specific data in the CB Contact Module. The All
Contacts list provides a selection of options.

CNT

Select Application CMNT - Load application

= CNT Main Sereen County Board Contact Module

Instruction Adams County

* CE Contact Allen County

= COG Contact Aghland County

= DODD Cortact Ashtabula County
Athens County
Auglaize County
Belmant County
Brown County
Butler County
Carroll County

L Lv]

All Contacts

_|ENEY

Administration Contact
Select a countyProgram Contact b cantinue.
System Contact

Contacts w/o a programfsystemfadministration

All Contacts returns all staff and management at the County Board.
Administration Contact returns only contacts with administrative roles within the
County Board.

Program Contact returns all managers and staff associated with a program at the
County Board.

System Contact returns all contacts associated with a DODD system (e.g., PAWS,
IDS, PAR, etc).

Contacts w/o a program/system/administration returns data for unassociated
contacts.



CB Contact Module (cont’'d)
Add a Contact

To add a contact, select the County Board name from the dropdown list
Select the Create New Contact button

Enter the contact information into the fields provided (required fields must be
completed)

Select Application  [CNT - Load &pplication

" CNT Main Screen . d
¢ Reinschell, Lyneen

Production Manager

* CE Cortact Angeline Industries

= COG Contact 11028 County Highway 44
® DOOD Contact Upper Sandusky, OH 43351
(419 204-4435

(419 294-2054 (FAX)
reinschell@angeline. com

= Instruction

Prg: Adult Program

¢ Traxler, Amy
11028 County Highway 44
Upper Sandusky, OH 43351
(419) 294-4501
traxlerg@angeline.com

Adrn: Business Manager
Prg: Medicaid Administration

Tatal Nurnber: 8

Back Create New Contact |

[

Select Application CHNT - Load application

* CNT hsin Soreen Adding a New WYAN CB Contact

* Instruction

* CE Contact Last Namel First Namel

* COG Contact ) .
+ DODD Cortact hiddle Namef\ntltlall SurMame |

Job Title|
Cormpany Namel

*Mailing Address 1

2
*C“YI *State IW
“Tip Code|
FPhone Numheri— Fax Mum l—
TOD Murnber
Abuse Hotline Numher{
Ernail Addressl

|»

Back Add Contact
*Indicates reguired field

Scroll down to select a program/system/administration association for the contact
by double — clicking the selection(s). If an association is not desired, proceed to
the next step

Select Add Contact



CB Contact Module (cont’'d)

* Select OK to add contact

» Select Back to return to the County Board Contact Module screen

CNT

= CNT Main Screen
® Instruction

= CB Contact
® COG Cortact
= DODD Contact

Dbl-click to select/de-select for the new CB contact

Select Application

CNT

Selected Program

Available

Adult Prograrm

Behawior Suppart
Children's/School Program
Daily Rate Application
Early Intervention

Selected System

Awailable

CBS
PAWS
PAR
PCS
LIC

Kl

Selected Admin

Awailable

Administrative Assistant to Supt
Agsistant Superintendent
Business Manager

[

=]

Load &pplication



COG Contact Module

COG Contact

COGs can manage county specific data in the COG Contact Module. The All Contacts
list provides a selection of options:

Cf\? I Select Application CHNT - Load application

* CNT Main Screen COG Contact Module

nstructien CLEARWATER.- Clearwater
* CEB Cortact FAIRMWAYS - Fainvays
* COG Cortact LICK/RICH - Licking/Richland
* DODD Contact MEORC - Mid East Ohio Regional Council
MEDM - Marth East Ohio MNetwark
MNOWAC - North West
QUADCO - QUADCO

S0C - Southern Ohio Council
WESTCON -West Central Ohio Regional Council

All Contacts |
[All Contacts ;
Administration Contact
Select a ClProgram Contact o continue.
Systern Contact

Contacts wfo a program/system/fadministration

All Contacts returns all staff and management at the COG.
Administration Contact returns only Executive Director and Business manager
contacts.
Program Contact returns all managers and staff associated with a program at the
COG.
System Contact returns all contacts associated with a DODD system (e.g., PAWS,
IDS, PAR, etc).
Contacts w/o a program/system/administration returns records for unassociated
contacts.

Add a Contact

* To add a contact, select the COG name from the dropdown list

» Select the Create New Contact button

» Enter the contact information into the fields provided (required fields must be
completed)

» Scroll down to select a program/system/administration association for the contact
by double — clicking the selection(s). If an association is not desired, proceed to
the next step

» Select Add Contact

* Select OK to add contact

* Select Back to return to the COG Contact Module screen



Contract Module

The COG Contract Module is intended to store contract data between County Boards
and COGs for services provided in specific program areas. This module is available
only to County Boards. County Boards should create an entry for each program area
for which they have a contract with a COG. County Boards should also confirm the
contract dates are correctly entered. Dates will be used to control security access

to applications.

Add a Contract

From the CNT Main Screen, select the COG Contract link.

CNT

Click for:

Contract Module
Yendor Module

Corntact Reports
Contract Feports
“endor Reports
Contact Search
Status™
ProfSys/adrm*
Restore*

Instruction

Contact Modules

Select Application CHNT

4

Message

# Please use the links huttons pravided in the application to navigate. Do not use the back and
fareard buttons in the browser.

= |fyou have gquestions or need assistance with the new search tool, please contact us at
cnt.supportEdlist.dodd.ohio.goy

[This is DODD Access]

Select the “COG Contract” link on the left side of the screen.

CNT

= CNT Mzin Screen
® Instruction

" COG Contract

Select Application CNT -

COG Contract Module

This system allows you to add and view contracts between counties and COGs.
Click on the "Instruction” link above to views a short tutarial on this system.

Select a County from the drop down list and double-click.

CNT

® CNT Main Screen
® Instruction

" COG Contract

Select Application CHNT -

COG Contract Module

Adams County ]
Allen County J
Aghland County

Ashtabula County

Athens County

Auglaize County

Belmont County

Brown County

Butler County

Carroll County

Champaign County

Clark County =l

Iext

Select a CB and click Mext button, orsimply dbl-click a CB to continue.

10
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e Select Next

Contract Module (cont’'d)

¢ Select Add New Contract

CNT
= CNT Main Screen
® Instruction
= COG Contract

» Select COG

Select application CHT -

Add Contract Between County and COG
The information on this screen may only be added by county boards. The information is
intended to document contractual relationships between county boards and COGs far
setvice provided in specific prograrm areas. With that in mind, counties should create an
entry for each program area for which they have a contract with a COG. Counties should
also make sure that the dates of the contract are correctly entered since the date
infarmation will be used to control security access to applications. If a program area is
not listed please contact ODMRDD at cnt. support@odmrdd. state.oh.us to have it added
to the table.

County: Butler County
COG:|MEORC - Mid East Ohio Pegional Council j

Syst MSS - Medicaid Services System j
Begin Date:[11/7/2011 |28 (rnmedatyynd
End Date: El( ddiyy) blank if op ded

Biack | Reset Add Contract |

* Begin Date iz the contract begin date. End Date iswhen the contract expires.

Load Application

» Select the system the COG will use to provide services to the County Board
» Enter the contract begin date (mm/dd/yyyy)
» Enter the contract end (expiration) date (or leave blank if applicable)

+ Select Add Contract

» Select OK when prompted to proceed to add the contract

11



Contact Reports Module
Users can compile reports for County Board and COG contacts. Any data entered into
the CNT will be returned based on the programs and systems selected. At least one (1)
program or system must be selected.

Select the “Contact Reports” link.

CNT select Application  [ouT - Load Application
Click for: Message
gonia':;'\:fdd“'fs « Please use the links butions provided in the application to navigate. Da not use the back and
von[;a M Dd Te farward huttans in the browser.
enaariadule e Ifyou have questions or need assistance with the new search toal, please contact us at
Contact R " cntsupportiglist.dodd.ohio.gov
ontact Reponts
Contract Reports
Yendor Reports
Contact Search o
Statys* [This is DODD Access]
ProSysfAdm®
Restore®
Instruction

Select the report type from the list of items below.

CNT Select Application  [cnT - Load &pplication

Home | DODD - CB and COG Contacts

Click for: Click th ]
m ick the type of report to start.
Contact Search
County Board Contacts B
COG Contacts
Software Vendor Contacts
DODD Central Office System Contacts = |
Click on the item to start.

12



Contact Reports Module (cont’'d)

Select the county (or counties) for the program/system results desired. Select “All CBs”
or hold the CTRL key to select specific counties.

Select the program(s) and or systems desired.

Click for:
Select All

ou need to select at least one item from the lists below.

Clearal | Back Create Repoart |

Contact Reports

Contact Search

Program Selection

™ Administrative Assistant to Supt.
™ Adult Program

T Assistant Superintendent

™ Behaviaor Support

T Business Manager

I Children'siSchaal Program
I Daily Rate Application

I Early Intervention

™ Executive Directar

I Family Support Services

™ HR Manager

I IF Coordinators

I IT Security Control

I Medicaid Administration

™ Ul Contact

I MUl Investigative Aoent

I Patient Liability Cantact

™ Provider Cerification Contact
™ Residential Services

™ Service Support Administration

[=]]
Adams Cournty =
Allen Count,s

County Board Selection |Ashland County =l

Systemn Selection

™ county Board Systerm

T Daily Rate Application

I Individual Data Systerm

T Licensure Systermn

I Prior Authorization Request

I Payment Authorization for YWWaiver Services
™ FProvider Certification Systermn

I wiaiver Manaoement System

™ Superintendent

T Supported Living

I~ Transpartation

I wyaiver Administration

Select “Create Report”.

Click for: fou need to select at least one item fram the lists below.
Contadt Reparts Select All Clear All | Back Create Report |
Contact Search

Program Selection

[T Administrative Assistant to Supt.
W Adult Program

[T Assistant Supertintendent

[ Behavior Suppart

¥ Business Manager

¥ Children'sfSchool Frograrm
™ Daily Rate Application

[" Early Interventian

[~ Executive Directar

[~ Family Support Services

[T HR Manager

[T IIF Coardinatars

[~ IT Security Contral

¥ Madicaid Administration

[ MUl Contact

[~ MUl Investinative Agent

[” Patient Liahility Contact

" Provider Certification Contact
[T Residential Semvices

¥ Serice Suppart Administration
¥ Superintendent

[~ Supparted Living

[T Transparation

[~ \aiver Administration

County Board Selection |Ashland County =]

System Selection

[T County Board System

™ Daily Rate Application

[T Individual Data Systerm

[T Licensure System

[~ Prior Authorization Request

[T Payment Authorization for Waiver Services
[T Provider Certification System

[~ Waiver Managerment Systerm

13
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Contact Reports Module (cont’'d)

* To select all programs and systems, click Select All .

» To deselect all programs and systems (either auto-selected or manually checked),
select Clear All .

* To query selections, select Create Report .

Back I
Ohio Department of DD

Report of Ohio County Board Contacts
As Of 117722011 11:02:42 AR

Contacts for Adams County

Contact Twpe ~ [Contact

Lafferty, Lizabeth

WIS Directar

“erture Productions, Inc.
11516 State Route 41, South
wdult Program West Lnion, OH 45693-9454
(937) 544-2623

(93771 544-2523 (FAX)

(93771 544-2523 (TDD)
lizlaffertyventures@hvahoo.com

Parks, Andrea

3964 Wheat Ridge Road
Wigst Lnion, ©OH 456893
(937) 544-2574

[937) 544-2223 (FAX)
aparks@hughes net

Children's/School Program Mo Diata Found

Business Manager

Medicaid Administration Mo Data Found

Seitz, Rhiana

11516 State Route 41, South
Wigst Lnion, ©OH 456893
(937) 544-26823

(93771 544-7T213 (FAX)

Service Support Administration

Reports can be copied/pasted into Microsoft® Excel. Place the cursor to the left of the
first character of the first word in the first “cell” of the report returned from CNT. Hold
down the SHIFT key and scroll to the bottom of the report returned from CNT. Mouse
right-click and Select “Copy” from the drop down list (or CTRL-C). Open an Excel
worksheet, place cursor in cell A1, and paste (or CTRL-V). While the worksheet is still
highlighted, adjust the columns, select the font type and size desired, and save the
document.

14



Contact Search

The Contact Management System allows users to search data by staff first and/or last
name.

Select “Contact Search” from the list of items in the “Click for” box.

CN1 Select Application  [cnT - Load Application
Click for: Message
gon:a:;h:’lodduhlas + Please use the links buttons provided in the application to navigate. Do not use the back and
Vunéa Y Dd T a farward huttons in the browser.
endarkodule » Ifyou have guestions or need assistance with the new search tool, please contact us at
Contact Penort cht.support@list.dodd.ohio.goy
ontact Repors
Contract Reports
Vendor Reports
Contact Search o
Status* [This is DODD Access]
ProiSysfadm®
Festore*
Instruction
CN1 Select Application  [onT - Load &pplication

fome | DODD - CB and COG Contacts

Click for: Firsi Name, Last Name]| | Search Al = Ouger [Name = Okl
Contact Reparts
Contact Search

» Enter the first and/or last name of the contact
» Select Search All from the drop down list

* Order by Name

e Select OK

Ordering by Name returns queries in alphabetical order by last name. Ordering by
Type returns queries in alphabetical order by County or COG.

CNT Select application  [cnT - Load Application

Home | DODD - CB and COG Contacts

Click for: FirstNameI Lastlesmith ISearch Al =) OrderlName ~| Ok |

Eﬂﬂiig g‘ggfcff Srnith, Brenda - Riverview lndustries, Inc, (OTTAY Adult Program
Stnith, Cathy (BWUSED: Medicaid A dministration
Stnith, Chervl (HENE): Business Manager
Stnith , Gary (LICK): Medicaid A dministration, Pusiness Manager
Srnith, Hari (HURO): Daily Rate Application, Service Support Administration, PAR
Smmith, Kari - Huron County Board of DD (HURO): Woaiver A dministration
Stmith, Kathy (R.OEE): MUI Contact
Stnith, Kurt - ARC Industries South (FRAMN): Adult Program
Stnith, Ron - Lucas County Board of DD (LUCA): Transportation

Stnith, Teresa - Highland County Board of DD (HIGH): Children's/3chool Program, Administrative Assistant
to Supt.

Number of records returned: 10 - as of 11772011 11:23:37 AM
Click the name to get details.

15



Contact Search (cont’'d)

Return All (by Name or Type order) returns all contacts in the CNT.

OCNT Select application  [CNT - Load application

Home | DODD - CB and COG Contacts

Click far: | Fi_,.stle Last Name| | Return Al | e |[Name +| Ok |

NOTE: DODD contacts are not available in CNT.

To contact DODD employees, please call 800.617.6733

16



Vendor Contract Module

The Vendor Contract Module allows users to view or add contracts between counties
and vendors. Contract data can only be added by county boards. The information is
intended to document contractual relationships between county boards and vendors for
service provided in specific program areas. Counties should create an entry for each
program area for which they have a contract with a vendor. Counties should also make
sure that the dates of the contract are correctly entered since the date information will
be used to control security access to applications.

Select the Vendor Module link from the list of items in the “Click for” box.

CNT Select Application CNT -

Load &application

Click for: Message

gg::ra;;r‘:doodd“f; o Plaase use the links hutians provided in the application to navigate. Do notuse the hack and
vendor Modul forward buttans in the browser,
endor Module e [fyou have questions or need assistance with the new search tool, please contact us at

cht.suppont@listdodd.ohio.goy
Contact Reports @

Contract Feports
YWendor Reports
Contact Search
Status* [Thiz is DODD Access]
ProfSysisdm®
Festare®

Instruction

» Select the “Vendor Contract” link and choose a county. Multiple-county selection is
not available in this module.

¢ Click Next.

CI\‘I Select Application CHT

hd Load applicatio

* CNT Main Soreen Vendor Contract Module

® Instruction

Adams County

= “endor Contract Allen County
Ashland County
Ashtabula County
Athens County
Auglaize County
Belmont County
Brown County
Butler County
Carroll County
Champaign County
Clark County il

L[

MNext

Selact 3 CB and click Mext button, arsimply dbl-click a3 CB to continue.

17



Vendor Contract Module (cont’d)
Select “Add New Contract” to add a contract.

Back | Add Mew Contract |

Existing Vendor Contracts

| Mo Caontract assignment.

18



Vendor Reports

Users can view reports for all vendors associated with the assigned county by selecting
the “Vendor Reports” link from the list of items in the “Click for” box.

CNT Select Application CHNT - Load applicatio

Click for: Message

gg::?acét'\:dooddud?es » Fleasze use the links huttons provided in the application to navigate. Do not use the hack and
“Yendor Modul forward buttons in the browser.

endorkoaule e [fyou have questions or need assistance with the new search tool, please contact us at
Contact B " cnt.supporti@list.dodd.ohio.gov

ontact Reports
Contract Reports
Yendor Reports
Contact Search o
Status® [This is DODD Access]
Pro/Sysfsdrm®
Festore®

Instruction

» Select a vendor from the Vendor drop down list.
* Select “View Contacts”.

CNT select application  [onT - Load application

Click for: View Contracts by Yendor

Contact Modules

Contract Module Yendor: |Frimary Solutions = “iew Contracts |

Yendor Module

Contact Reports
Contract Reports
“Wendor Reports
Contact Search
Status™
Pro/Sysfadm®*
Festore*

Instruction

CNT returns a report of all counties with a contract vendor association, the system-
vendor association, and the begin end dates of the contract.

19
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Please contact cnt.support@list.dodd.ohio.gov for CNT support, questions, or concerns.
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