
The New Agency 
Application
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• Applicant’s Information 
(CEO Information) - A 
provider will only see 
this screen if they are a 
brand new provider.
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Documents Required for Certification
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Located at the top of the 

screen is your application 

number and a list of 

application tabs.
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• On the Start 

Tab, you will 

select your 

Provider Type.

• On the next 

slide is the 

bottom part of 

the same web 

page.
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• Continued 

from the 

previous 

slide.

• On the 

same page 

you will see 

Application 

Type, and 

Service 

Type. 



• The Demographic Tab is 
where you will enter the 
CEO information as well 
as the Agency address(s), 
contact information, and 
the number of 
employees.

• The next two slides 
contain the bottom half 
of demographics page.
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• Demographics 
Tab continued (2 
of 3).
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• Demographics 
Tab continued (3 
of 3).



• The Related Party Tab is 
where you will list 
whether your CEO has 
any employment history 
with another DODD 
certified agency. Also, 
you will list any related 
parties (Family Members 
to the CEO) who 
are/were providers.
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• The Medicaid Fee Tab is where you will list any Medicaid Numbers you 

may have through the Department of Medicaid. If you do not have a 

Medicaid Number please save and continue.
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• The Service Tab is where you 

will select the service(s) you 

would like to provide. If you 

click the question mark beside 

the service name, you will get 

a description of the service in 

the box on the left side of the 

screen. 
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• The County of Service Tab is where you can make changes to 

the counties in which your business operates.
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• The National Provider Identifier (NPI) Tab is required if you are provider DD 

Nursing services. If you are not provider DD Nursing, you may Save and 

Continue.
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• On the Disclosure Tab 1, you will find a list of questions. 
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• Continuing on the first 

Disclosure Tab. For question 

3, you will be asked to list 

ownership information. The 

CEO will always be required, 

because even if they have no 

ownership in the Agency, they 

are considered an Indirect 

Owner. Please list any other 

individuals who have an 

ownership stake with the 

Agency, whether direct or 

indirect ownership.
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• On the 

Disclosure Tab 

2, you will 

answer the 

additional 

questions 

before 

proceeding.
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• The Medicaid 

Provider Agreement 

requires an 

electronic signature. 

The signature must 

match the name that 

was listed on the 

Demographic Tab.
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• The Attestation 

Tab will require 

your initials in two 

areas. You do 

have the ability to 

print out the 

attestations. It is 

advised that you 

read over this 

document.
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• Here is where you initial. Be sure to click “Agree” after each initial. 
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• The Download Files Tab includes required documents that will need to be 

downloaded, printed and signed.
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• The Documents Required Tab is used to upload all the required documents 

except for the BCI and the FBI. Those two documents will need to be sent 

directly to DODD from the BCI office. 
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• Documents can be uploaded individually or in a group. Please remember to make sure 
you upload the correct documents, as incorrect or missing documents could delay the 
review process. A check mark will need to be placed on the document(s) you want to 
upload. You will then select the Browse button. Locate the files on your computer, select 
so that the file appears in the “Choose File to Upload” box. Press Upload. 
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• The document(s) should appear in the box below. You do have the ability to print 

out the attestations. It is advised that you read over this document.
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• The Summary Tab list a summary of the documents you may have uploaded 

and the date your attestation was signed.
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• The Confirmation Tab displays the DODD and ODM application fees. You have the 

ability to pay with Electronic Check or Credit Card.  If needed, County Boards can 

contact Provider Certification for payment options/procedures.
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• Once the 

application fee is 

paid, your DODD 

Ticket ID will be 

displayed. You 

can use this, as 

well as your 

application ID 

(located at the top 

of the page), 

when contacting 

DODD to check 

on your 

application.
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