
Significant Change of Conditions (SCOC) 

Login 
1. Login to the DODD website: https://dodd.ohio.gov.
2. Click APPLICATIONS.
3. Click the MyPortal tile.

Dashboard 
This is the Portal Dashboard.  You can view the Facility Name, Facility Number, Facility type, 
Medicaid Provider Number as well as the RMN, DDP, and LOC assigned abilities. If you do not have 
Facilities assigned to you, no data will display. 

https://dodd.ohio.gov/


Completing Significant Change of Conditions  
To complete various Significant Change of Condition DDPs (SCOC), select the facility and then click 
on the individual’s name.  Select DDP History of the individual to access their current and past DDPs.   

 

 

 

 

1. Click on Significant Change of Condition to update the DDP.  Enter the Effective Date which 
will populate the RPED.  Enter a summary of comments regarding the SCOC.  If no 
information is entered, the box will turn yellow and indicate the box cannot be left blank. 

After selecting the Individual’s name, 
the page for the specific individual will 

appear 



 

         

         

 

After entering the effective date, the 
system will populate the RPED 

A Summary Comment must be inputted 
to create the SCOC 



         

 

2. Once the summary of comments has been entered, click on Create a SCOC.  A message will 
appear with the effective date and RPED.  If correct, click on Ok to continue with the SCOC 
creation.  A message that the SCOC was initiated successfully will appear.  Click on OK to 
view the DDP and make changes.  

 

         

 

 

 



         

 

 

YOU ARE NOT FINISHED! 

 

YOU MUST COMPLETE THE FOLLOWING 

STEPS TO SUBMIT THE SCOC 

 

 

 



 
3. There are 10 different categories in which questions are located.  Select the appropriate 

category to locate the question to be updated.  A selected category will be highlighted 
green. 

 

         

 

4. Update the changes per each category.  Make sure to save changes before moving on to a 
new category.  This can be done by scrolling to the bottom of the screen and selecting Save 
DDP.  To finalize, select Review and Upload Documents.  A screen will populate showing 
SCOC Detail Lines Comparison.  If this is correct, select ok. 

 

         

 

        

 

The category selected will be green.  Click on the 
suitable category to locate the question to be 
updated and select the appropriate change to 

the question.   

Click Save DDP for each category 
that had changes made. 

Once done making changes to each category 
necessary, select Review and Upload Documents 



5. To complete the SCOC request, select the box next to the question being updated to upload 
documents for this question.  If the box is not selected, a message will ask for one detail line 
to be selected. Click on Upload Documents. 
 

6. To upload documents, select browse to locate the supporting documentation.  This 
documentation must be in a PDF format.  Once the correct document is selected, click on 
Upload File.  A comment may also be inputted.  You will receive a message indicating the 
attachment was uploaded successfully. Click on the X to exit this screen.  Repeat this step 
for each question being updated.    

 

                                      

         

  
 

Select the box on the right to upload documents.  If this box is not 
selected, you will receive a message.  Click on View/Add to type in the 
reason for the change. 



 

 
7. Click on View/Add to comment on the Reason for Change for each item being changed.  

Select Save and Close when finished. Repeat this step per question being updated.   

        

8. Once all questions have supporting documentation uploaded and Reasons for Change 
added, select submit.  Note if the SCOC needs edited or is no longer is needed, withdraw 
may be selected before selecting submit.  Once submit is selected, a message will generate 
to select OK to finalize the submission or cancel to continue editing.  Click Ok to finalize. A 
message that the SCOC was submitted successfully will occur. 



 

                                          

 

 

9. Once the SCOC has been submitted, you will see the request under Review Request.  The 
Type of Request, Status, Effective Date, Creation Date, Submitted Date, and Submitted by 
information can be viewed.   

 

 

 

10. If all questions have been approved, the SCOC will generate a new DDP with the effective 
date that was indicated.  Based on information submitted, questions may be denied or more 
information may be requested. If more information is requested, an email will be generated.  
The Needs more Information status can also be viewed in the DDP History under Review 
Request.   



 

 

11. To provide additional documentation and comments click on View and add additional 
information and/or documentation. To access Reviewer comments select View under 
Review Request and then View/Add under Reasons for Change.  

12. Select Submit once all supporting documentation has been uploaded and additional 
comments if needed have been inputted.  The updated submitted status can be viewed 
under the individuals DDP history.   

13. Once a decision is reached, an email and an Alert will be received and the updated DDP with 
the changed effective date can be seen under the individual’s DDP history.  If in the event a 
DDP SCOC is denied, an email also will be generated.  The DDP effective date will not 
change.  The Review Request can be accessed under the individual’s DDP History. 

 

 

 

 

 

 

 



Completing Significant Change of Condition Reconsiderations (SCOC RR)  
1. If a SCOC requested is denied, a reconsideration request may be submitted.   
2. Go to the Facility and then the individual that you want to create a reconsideration for the 

SCOC.  Select DDP History for the individual.  
3. Under Review Request the SCOC will be displayed with the status.  An email will also be 

generated with the updated status of each question.  If all the questions requested have been 
denied, a status of denied will be listed.  If there are approved questions with denied questions 
in the SCOC, a completed status will be listed.  In the individual’s profile under Review Request, 
it will show Reconsideration in blue for both denied status and completed status when there is a 
denied question in a SCOC that had requests for multiple changes.   

4. The denied SCOC questions will be listed in your email but can also be accessed by selecting 
View under the Review Request section. 
 

 

 

 

5. To request a reconsideration of the SCOC, click on the blue Reconsideration located to the far 
right of the SCOC in the Review Request.   

6. The effective date as well as the RPED are prepopulated based on the original SCOC request.  
Enter information into the summary of comments. 

7. When the summary of comments is completed, click on Create Reconsideration. 
 

If a review was Denied, you will see this under the status.  If 
there were multiple questions with any having a denied status, 
you will see a Complete status. Reconsideration is on the right.  

Click View to see the Denied questions.  Click 
View/Add to see the reviewer’s comments. 



        

8. The system will generate a message when the reconsideration requested has been initiated 
successfully.  The status of the Reconsideration for SCOC request can be viewed by selecting 
DDP History and is listed under Review Request. 

9. A Reconsideration for a SCOC will be conducted by a State Employee.  A time and date will be 
scheduled to meet at the facility, and the State employee will evaluate all questions of the 
individual’s DDP.   

10. A Reconsideration for SCOC may be withdrawn. If there is a question that was denied and 
information and documentation supporting the change is available at a later date or a new 
frequency is determined, a new SCOC may also be created.  This SCOC will have a new effective 
date and will not replace the first SCOC request.   

 

Withdraw of a SCOC RR 
1. To withdraw a RR for SCOC, go to the facility, select the individual, and then click on DDP 

History.  This must be done before you submit the SCOC RR. 
2. Under review request, locate the SCOC requested for reconsideration.  Click on view. 
3. A new screen will appear that has Reconsideration for SCOC at the top.  The effective date, 

RPED, type of request, status, and summary of comments can be viewed.   

 

 
 

4. Select Withdraw on the right of the screen.  A message will ask if you wish to withdraw 
reconsideration.  If this is correct, click confirm.  A message indicating withdrawn successfully 
will appear. 



 

 

 

 

        

 

Completing Initial DDP Reconsiderations (Initial RR)  
1. Select the Facility the individual is living in and then click on the individual.  
2. Select DDP History. 

 



          

3. After you have selected DDP history, you will be directed to a page with the individual’s name, 
profile, facility, and RPED information.  Under past DDP Assessments you can view the initial 
DDP.  Select View to access the current DDP. 
 

 

4. Once you have evaluated the DDP, determine if it is accurate or you may request a 
reconsideration for the initial DDP. 

5. In order to request a reconsideration for the initial DDP, click on Return to DDP History.  You will 
be redirected back to the page that lists past DDP assessments.  Select DDP Reconsideration to 
begin the process.     

                                                                        

                                               
 

6. In the summary of comments, indicate the areas of the DDP that you want a Reconsideration for 
Initial DDP.  Click Create Reconsideration.  A message to Initiate Reconsideration Request will 
appear that indicates the effective date and RPED day of the Initial DDP RR.  Select ok to 
continue. 

         

 



         

7. The system will show a message that the request is being created and then will display that the 
Initiated Reconsideration Request was done successfully.  Click Ok. 

8. You will be directed to the screen that contains the various sections of the DDP.  If at any point 
before the reconsideration request is submitted you decide to withdraw the request, select 
withdraw on the upper right of the screen to withdraw the request.  
 

         

 

9. Select the area and questions under the area you want to update.  The area you have selected 
with now be highlighted green. Then select the specific areas that need updated.  Make sure to 
click on Save DDP on each area you select.  

  

 

 
10. After the updates for each area have been made and saved, select Review and Upload 

Documents.  The screen will now show an Initial DDP Reconsideration Detail Lines Comparison.  
Click cancel to edit or click Ok to continue. 

The category selected will be green.  Click on the 
correct category to locate the question to be 

updated and select the appropriate change to 
the question.   



 

 

 

11. You will be directed to a page for you to upload documentation to support the update to the 
DDP and to indicate the Reason for the Change.  Select the box on the left of the question that is 
to be updated.  Select Upload Documents, click on Browse to locate the PDF document, and 
select Upload File.  A message will generate that the attachment uploaded successfully.  Click 
OK. Now add the Reason for the Change to each question and select save and close. 
 
 

 

Select the box on the right to upload documents.  If this box is not 
selected, you will receive a message.  Click on View/Add to type in the 
reason for the change. 

View/Edit will turn 
blue once information 

is entered 



 
 

12. Before submitting, make sure files attached show a file and that both “files attached” and 
“Reasons for Change” are now blue.  Once satisfied all is completed, select Submit and click Ok 
to finalize the submission.  The site will generate a message that the submission was successful. 
Click OK and this will take you back to the page where the Review Request can be viewed as well 
as the status.  

  

 
13. You will receive an email once your request has been reviewed and an Alert will also generate 

on the Dashboard.  If more information is requested, select the facility, individual, DDP history, 
and then View under Review Request.  You now will be able to see the Review Status for each 
question.  If the question shows a status of Needs More Information, click on file to Upload 
documentation to support the change and click on add under Reason for Change for any 
additional information.  When done, click on Submit and click Ok to finalize. 



14. The review will be evaluated by the ICF team and completed.  You will receive an email of this
update and the status for each question.  An Alert will be generated on the Dashboard.  You can
view the status as well as the new DDP by selecting facility, the individual, and DDP History.
Current and Past DDP Assessments as well as the Review Request can be accessed here.

Withdraw of an Initial RR 
1. To withdraw a RR for Initial, this must be done before the request is submitted.
2. To withdraw once the reconsideration is submitted, please contact CR-ICF@dodd.ohio.gov
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