
Section 4 – Application for Initial 
Certification (Category 1) 

 Category 1 (Oral/Topical/8 HRAs) 
is the ONLY “Initial” Certification 

 
 Other certifications are “Add-ons” 

to the prerequisite Category 1 
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Initial Certification – Cat 1 

1. Locate Expired personnel or Create New 
2. Enter or Update Personal Information 
3. Enter or Update Employer Information 
4. Choose and enter the session attended 
5. Verify Skills 
6. RN Attest to legal minimums 
7. Summary/ Decision 
8. Certification Issued by DODD 
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Topic 1 – Locate the personnel  
or Create a New Application 
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Topic 1 – Locate the personnel or Create a New 
Application 

When a person has a Cat. 1 Certification expired more than 60 day  “Initial 
Certification” will be available as a Desired Action  
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When you choose “Create New 
Application” on the search results page 

Your only functional option is a 
DD Personnel  for Category  1 Then Save 

and 
Continue 
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Either Choice will take you to the same 
process 

“New Application” or “Initial” from Desired Actions on existing 
DD Personnel will direct you to the process starting with the 

Personal Information page 
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Each arrow represents a “page” that 
must be completed before the 

application can be finalized for DODD 
to issue a certification 
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Click on the arrows to move from one 
page to another if you intend to leave 

a page as pending 

Be sure to “SAVE”  BEFORE LEAVING ANY PAGE or you will 
lose the data you have entered 
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Topic 2 – Enter or Update Personal 
Information 
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For New Personnel you must enter 
Names, SS# and DOB before going on 

to other pages 
That starts a pending 
application with an 
application ID Existing personnel get app. ID when you choose “Initial” 
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All Personal Information is ESSENTIAL 
and MUST be VERIFIED in MAIS 

ANNUALLY 
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There is no mandate to update personal info 
other than at annual certification renewal 

 Data MAY be updated at any time using the “Desired 
Action” menu options 

 
 The personal e-mail needs to be an address NOT 

associated with work – where the person will 
reliably receive e-mail notifications from DODD 
regardless of current employer 

 
Mailing address is Personal NOT Work address 
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These DD Personnel are being provided 
with a STATE ISSUED CERTIFICATION 

giving authority to Administer Medications 
to persons with DD who cannot safely 

administer their own medications 
• The certification belongs to the DD Personnel; it is their 

personal responsibility to use the authority correctly 
and to maintain their certification as current 

 
• It is reasonable to expect that a state agency issuing 

such authority will have reliable personal contact 
information on persons with certifications 
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After completing information on Personal 
Page click  

“Save” or “Save and Continue” 

 Use the save button frequently to avoid losing data due to power 
failure or other interruptions 

14 



When you click “save” you will be 
notified of any missing or incorrectly 

entered data 
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Topic 3 – Employer Information 
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On the Employer page you will first 
choose a category of employment 

By the time this 
system goes live 
there will also be 
an ICF employer 
options If there is no information from DODD on ICF 

Provider the fields will be fillable. If info from 
DODD agency data is not editable 
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After choosing Type and entering a 
provider # the provider name will appear 

for populating employer information 

Clicking on the provider name will auto populate employer 
information from DODD’s Provider Certification Wizard data 
(PCW) 

Enter provider # then 
“Search” button 
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Information from PCW is not editable 
by MAIS 

If an ICF information is not in PCW the information will be editable in 
MAIS – until PCW is current with ICF data 

Employee hire date will 
need added 
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Supervisor Information is about who is 
DIRECTLY Supervising that DD 

Personnel on behalf of the employer 
Supervisor start date is the date the supervisor began the 
responsibility for that DD Personnel’s supervision 
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Work location is the primary site 
where personnel administers 

medications 

Do not use individual service recipient’s private phone or e-mail that 
they pay for – use only agency or provider contact information here  
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Employer, Supervisor and location will 
all be considered current until an END 

DATE is added 
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Choose “save” at any time to secure 
the data 

***If data is incomplete the “save” action will create an alert about 
what information is missing 
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After Employer information is 
complete and saved a new employer 

can be added 

When finished adding 
employers continue to 
the next page 
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Topic 4 – Choose and enter the Session  
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After employer page is Session 
Information 

Choosing  “Add Session” will 
bring up sessions held by the 
RN 90 days before or  90 after 
today’s date 
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The RN or Secretary chooses the 
correct session – “add session” 

Secretarial non-nurses can only add sessions of 
nurses that they have be “associated” to in MAIS 
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After the session is added the details can 
be viewed using “+” to open hidden details 

(“-”) to shrink back down 

Sessions can be 
removed and 
replaced ONLY 
UNTIL the 
CERTIFICATION 
APPLICATION is 
FINALIZED 

If session is correct click “continue” 
button at bottom of page 
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Topic 5 – Skills Verification 
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For Initial Certifications there will be one button 
that validates all skills required by curriculum for 

Cat 1 Initial were verified 

After Initial Cat 1 Skills have 
been added click “continue” 
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All skills are required in Cat 1 Initial 
- renewal will include only the skills 

actually verified at renewal 

This will be very important data over time for personnel, employers and 
DODD to see what DD Personnel are getting trained on annually and on-going 
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Topic 6 - Attestation 
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On the Attestation Page the RN must validate the 
requirements for Training have been completed 

RN Trainers 
have legal and 
ethical 
responsibility 
to properly 
train and 
register 
personnel in 
MAIS for 
DODD to issue 
certifications 
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Topic 7 - Summary / Decision Page 
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The Summary Page allows the nurse to proof, 
change and print all the information submitted 

as part of the application for certification 

Click the arrow 
for any page to 
return to that 
page and fix 
the data 
BEFORE  
finalizing the 
decision on the 
application 
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The RN Must decide the status of the 
application 

RN can adjust 
the start date 
to a date later 
than the last 
day of class 

All status choices are 
final when “saved” – 
except pending 
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Status Choice Options 
• Pending – leaves the application unfinished. When the 

person’s record is accessed the only action option will 
be to finish the application 

• Meets Requirements – will  allow DODD to issue a 
certification 

• Does Not Meet Requirements – moves the RN to the 
notation page to document why 

• DODD Review – Allows RN to request special review 
prior to certification issuance 

• Void – will ERASE all the DATA in the application (it will 
not remove any previous certification information) 
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Topic 8 – Certificate Issued by DODD 
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After the Decision the RN has the 
option to View and Print the certificate 

RNs and Secretarial persons can view and print 
certificates and application summary at any time using 
the “Other Pages”  View/Print Documents menu 

A copy of the pdf document can be e-mailed to the employer 
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The DD Personnel automatically receives an 
 e-mail notification with a PDF document of 

certificate attached 
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VERY Important To Remember!! 

• The Application Summary is saved as a PDF 
document – after it is finalized IT CANNOT BE 
CHANGED.  
– PROOF READ YOUR APPLICATIONS CAREFULLY 

 

• The finalized Certificate is saved as a PDF 
document IT CANNOT BE CHANGED.  
– PROOF READ YOUR APPLICATIONS CAREFULLY 
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Medication Certifications are 
significant legal documents – data 
needs to be entered carefully and 

truthfully 
• Now you will take a quiz on entering Initial Category 

1 Certifications 
 

• The next section will be about Add-on and Renewal 
Certifications 
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