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The Direct Data Entry (DDE) billing system is one of the replacements for the Data Entry Module (DEM) 
currently used by many Pre-Admission Screening System Providing Options and Resources Today 
(PASSPORT) providers to enter and submit PASSPORT Information Management System (PIMS) 
invoices to PASSPORT Administrative Agencies (PAAs).  
 
Changes/updates made in PIMS to a consumer will be reflected in DDE system the following day. 
Updates from PIMS to the DDE system are made nightly. 
 

1. System requirements 

The minimum PC requirements to utilize the DDE application are 512mb system memory and an 
operating system capable of running one of the following browser versions (or higher) with 
JavaScript enabled:  Mozilla/4.0+, Mozilla/5.0+, MS Internet Explorer 6.0+, Gecko/20060728+, 
Firefox/1.5.0.6 +. 

 

2. How to Login 

a) Open a browser.  

b) In the address bar enter:  https://dde.age.ohio.gov/   

c) Press enter. This site can be bookmarked. 

d) If prompted for a Security Certificate, proceed to Section 4. Security Certificate 

e) Enter your user name and password provided to you by your PASSPORT Administrative Agency. 
Press enter. Username and password are not case-sensitive. If prompted by the browser to save 
password, decline.  

 

f) If the user attempts to login with an invalid password and exceeds the number of attempts 
allowed by the system, the account will be disabled. Contact your PAA administrator regarding 
your account status.  
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g) Forgot my Password: if you have forgotten your password, enter your user name in the User 
Name field and click the ñForgot my passwordò link. If your account is not locked and you have 
access to the email account associated to your user profile in DDE, an email will be sent to you 
regarding a password reset. 
 

 
 

3. Session timeout 

A userôs session will timeout after 60 minutes of inactivity. If, for a period of time, you leave the DDE 
application alone or perform actions (ex: scrolling, entering data, reading a downloaded report) that 
does not generate a call to the server, the application logs you out and you will be prompted to log in 
again. A timer will appear on the screen and start counting down to inform the user when the session 
will expire. Ex:  Your session will expire in 00:59:48.  
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4. Security Certificate 

Always accept or install the websiteôs security certificate when prompted by the web browser. It is a 
valid certificate issued from the State of Ohioôs Office of Information Technology.  

a) Firefox 

(1) The ñThis Connection is Untrustedò screen will display. 

 

(2) Click ñI Understand the Risks.ò  

 

(3) Click ñAdd Exception.ò  

 

(4) Click ñConfirm Security Exceptionò at the Add Security Exception screen. 
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4. Security Certificate (contôd.) 

b) Internet Explorer 

(1) The ñThere is a problem with this websiteôs security certificateò screen will display.  

 

(2) Click ñContinue to this website.ò 

 

(3) Click ñCertificate Errorò in the upper right hand corner. 

 

(4) Click ñView Certificatesò at the Untrusted Certificate screen.  
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4. Security Certificate (contôd.) 

 b) Internet Explorer (contôd.) 

(5) Click ñInstall Certificateò at the Certificate window.  

 

(6) Click ñNextò at the Certificate Import Wizard window. 

(7) Click ñNextò at the Automatically select the certificate store based on the type of certificate 
prompt. 

(8) Click ñFinishò at the Completing the Certificate Import Wizard window. 

(9) Click ñYesò at the Security Warning window. 

 

(10) Click ñOkò at The import was successful prompt. 

(11) Click Ok to close the Certificate window.  

   



Direct Data Entry (DDE) User Manual 

Page 6 of 37 Created by The Ohio Department of Aging, 06/27/2019, Rev. 9 

5. Maintenance and System Outages 

¶ When the DDE application is unavailable for maintenance, the screen will display:  
The DDE is currently unavailable while maintenance is being performed. Please try again 
in 30 minutes.  

 

¶ If there is a system outage and the application is unavailable, the screen will display:   
Page not found or Service Temporarily Unavailable. The server is temporarily unable to 
service your request due to maintenance downtime or capacity problems. Please try again 
later. 

 

6. Forgotten password 

a) Type in your User Name then click, Forgot my password. 

b) The password will be sent to the email address associated with the User Name profile. A 
deactivated account cannot request their password to be reset.  

 

7. Forgotten User Name 

Contact your PAA for a forgotten User Name. 
 

8. Who to call for help 

Contact your PAA for assistance with the application. 
 

9. User Roles 

¶ There are five roles available in DDE. Your role is determined by your PAA. 

¶ Once logged in, the options available and the data displayed will vary depending on your Role ID.  

¶ The screen will indicate in green text your login Role ID.  
Ex:  Welcome 6vkorteprov, you are logged on and working as a Provider Operator. 

a) PAA Administrator 

¶ Controls accounts created under specific PAA and can perform data entry and view reports for 
provider operators within PAA. 
 

b) PAA Operator 

¶ Performs data entry and view reports for provider operators within PAA. 
 

c) Provider Operator Invoice and Reports 

¶ Performs data entry and can generate reports for their authorized locations in a PAA. 
 

d) Provider Operator Reports only 

¶ Generates reports for their authorized locations in a PAA. 
 

e) Fiscal Intermediary 

¶ Performs CHOICES data entry and can generate reports for their authorized PAA. 
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10. Menus 

a) Invoices Screen 

The options available and the data displayed are based on your role in DDE. 

Invoices Screen 
Invoice 
Status 

Choices 
Invoice Entry 

Work As a 
Provider 

PAA Administrator * X  X ** X 

PAA Operator * X  X ** X 

Fiscal Intermediary X  X **  

Provider Operator X  X ***  

* To start an invoice, these Roles must work on behalf of a provider.  
** Able to invoice Choices services on behalf of all providers. 
*** Choices Invoice Entry screen only displays the provider operatorôs Choices consumers.  

 
b) Reports Screen 

The options available and the data displayed are based on your role in DDE. 

Reports Screen 
Invoice 
Report 

Consumer 
List 

Services 
List 

Choices 
Provider 

List 

Download 
EDI 

Reports 

Usage 
stats** 

PAA Administrator * X X X X X X 

PAA Operator * X X X X X  

Fiscal Intermediary X X X X   

Provider Operator X X X  X  

Provider Operator  
   Reports Only 

    X  

* To view the Consumer List, Services List and Download Electronic Data Interchange (EDI) 
Reports, these Roles must work on behalf of a provider.  

** This function is covered in detail in the PAA Administrator Role User Maintenance Manual.  
 

c) Maintenance Screen 

The options available and the data displayed are based on your role in DDE. 

Maintenance 
Screen 

Change My 
Password 

Change my 
Email 

Address 

Research 
Assistant 

Email  
Lists ** 

User 
Maintenance ** 

PAA Administrator X X X X X 

PAA Operator X X X   

Fiscal Intermediary X X    

Provider Operator X X    

Provider Operator  
   Reports Only 

X X    

** These functions are covered in detail in the PAA Administrator Role User Maintenance Manual.  
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10. Menus (contôd.) 

d) Print 

(1) Print option is available for All Roles.  

(2) Click Print (button located in upper right hand corner of screen) to convert the information on 
the page to a printer friendly view. 

(3) Click File (in IE7 it might be necessary to press the Alt key to display the browserôs main 
menu), select Print. Confirm the Printer, click Ok.  

(4) Click the browserôs Back button to return to the application. 

 
e) Logout 

(1) Logout is available for All Roles.  

(2) Click Logout (button located in upper right hand corner of screen) to end the session.  

 

11. Invoice Entry ï PASSPORT 

To enter a PASSPORT invoice you must be logged in as a Provider Operator, a PAA Administrator 
or PAA Operator working on behalf of a provider location.  
 
NOTE: Changes/updates made in PIMS to a consumer will be reflected in DDE system the following 
day. Updates from PIMS to the DDE system are made nightly. 
 
a) Start New Invoice ï PAA Administrator or PAA Operator Role 

The PAA shall only enter an invoice on behalf of a provider once the provider has submitted the 
invoice to the PAA in paper form. At no time shall a PAA enter an invoice into the DDE application 
for a provider until receipt of this paper invoice.  

(1) Login as PAA Administrator or PAA Operator. 

(2) From the Invoices screen, click Work as a Provider.  

(3) The first 25 rows of provider names will display.  

 

 

(4) Click Next to display the next series of rows, click Previous to go back a series of rows.  

(5) Click a column heading to sort in ascending or descending order. In DDE portal, all reports 
that appear as a hyperlink can be ñclickedò to sort on that column. 
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11. Invoice Entry (contôd.) 

 a) Start New Invoice ï PAA Administrator or PAA Operator Role (contôd.) 

(6) To search for a Provider: 

i. Enter a search string in the Search Text text-box. 

ii. Click Search. The search results will highlight your search text for easy identification of 
the match. 

iii. Select a name from the list that populates by clicking on the users name in the 
ñUsernameò column. If necessary, click Clear to clear the text box and to start a new 
search.  

 

(7) Select a name. The application will indicate the Username you are working on behalf of.  
Welcome 6dbrownoper, you are registered as a PAA Operator working on behalf of 6adiini 

(8) Click Start a New Invoice and go to Section 11. c) Enter Invoice Details ï All Roles. 

(9) Click Work As Myself to logout of the provider location you are working on behalf of. 

 
b) Start New Invoice ï Provider Operator Role  

(1) Login as Provider Operator. 

(2) Click Start a New Invoice and go to Section 11. c) Enter Invoice Details ï All Roles. 

 
c) Enter Invoice Details ï All Roles 

(1) User is logged in as a Provider Operator, a PAA Admin or PAA Operator working on behalf of 
a provider location. 
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(2) From the Invoices screen, click Start a New Invoice. The blank Invoice Entry screen 
appears.  

i. The invoice screen has the following fields 
1. Invoice # 
2. Invoice Comments 
3. Consumer(s) 
4. Service Code 
5. PassThru 

a. Do not alter, it will fill itself in when you select a service code 
6. Units/Amount 

a. Depending on the service code, you can enter whole numbers for 
Units and $d_.cc for dollars and cents 

7. Comment about this line item 
a. Comments about this particular service 

 
 
 

 
 
 
 
 

Contextual help is available here and in all places where a  in a circle appear with the DDE portal. 
 
Help is scoped to the nearest text-box or to the ñpaneò the feature supports. Clicking on help by 
consumers explains how to use the text-box to manage your consumer(s). 
 

Clicking on the  in the Service Dates ñpaneò shows help on how to manage the service dates for the 
selected consumer(s). [More on that to follow} 
 
 
 
 
 

1 

2

 
 

3

 
 

4

 
 

5

 
 

6

 
 

7
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11. Invoice Entry (contôd.) 

 c) Enter Invoice Details ï All Roles (contôd.) 

(3) Invoice #:  Enter an invoice number. Character limit is 10 characters. 

(4) Invoice Comments:  If necessary, enter a comment to describe the invoice.  

(5) Consumer:  The consumer selection box essentially works like adding people to the ñTO:ò 
section of modern email clients like Outlook, gmail and such.  As you start to type a portion of 
a name or consumer number, all matching consumers are returned.  The more characters 
you type, the stronger the match, the stronger the match, the less consumers appear 

i. Start typing the consumers first name, last name or consumer ID. Use whatever name or 
number that your location uses to identify your consumer.  

Á An ñAò after a name is a consumer with an active Service Plan. These are sorted first. 
Á A ñDò after a name is a consumer with an Inactive Service Plan. 

ii. To select individual an consumer, hit enter or click the consumer with the mouse 
button. If more than one consumer matches your search, you can use the mose or 
up/down arrow keys on your keyboard to move the desired consumer, then hit enter or 
mouse click to select them 

               

                          If more than one consumer matches your search, mouse click to select them,  

                          or use the arrow keys and hit enter 

  

iii. You cannot select a range (group) of consumers. You must select users one at a time. 
After each time you mouse click or hit enter for a selected user, the search resets back to 
a blank value, so you can just start typing the next consumers name or consumer ID to 
locate and add them to the list 

Example: Type ñbò, Get ñBevansò, ñBoothò, ñBishopò and ñBarbaraò back in the results. 
Select ñBoothò using mouse or arrow keys + Enter. The full entry for ñBooth, Nadal 
1254276 -Aò is added to your consumer list.  Immediately type ñcò and ñCattell, Barbaraò 
and other consumers with ñcò in their name will appear.  
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(6) Service Code:  The service code selection box can be used as a drop-down (select list) or as 
an interactive search.   

 

 

i. Click the Service Code drop-down icon to see the list of available Service Codes. 

ii. Select only one Service Code. 

iii. Click Submit. 

 OR 

iv. Use auto complete feature. Type the first characters(s) of service code description or 
service code number. Select service code from list that populates. Displayed will be a 
description of service code, unit of measure, service code number and if it is a Passthru 
or not ï @N or @Y.    In this example, start typing ñTò to look up T1019UA 

 
                     

 
 
11. Invoice Entry (contôd.) 

 c). Enter Invoice Details ï All Roles (contôd.) 

(7) Passthru:   

i. User should not change Passthru code. Value is based on Passthru value of the Service 
Code selected.  

                     
 

(8) Units/Amount: 

i. When the service code is a non-passthru (Passthru = N), enter a whole number 
(positive or negative). Amounts do not appear for non-passthru services. Amounts will be 
applied when the PASSPORT agency receives the invoice. 
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ii. When the service code is a passthru (Passthru = Y), enter appropriate dollar amount 
for the passthru services. 
 

 
 
 
 

iii. If an incorrect value is entered, an error message will appear:   

 

(9) Service Date(s):   

i. At least one Service Date must be selected from the calendar. 
 

 

 

The calendar has help available from the ñHow do I manage my service dates?ò link and 

as throughout the DDE portal, from the nearest  

 

To select a date of service, hover over the word ñAddò in the desired date and mouse 
click to activate.  You must be directly over at least one of the letters in the word to 
activate it.  A gloved hand will appear when you are directly hovering above the activation 
words in the calendar. 

When you click ñAddò, that day of the month will switch to ñServicedò and be green in 
color. 

To remove a data of service, perform the mouse click action on the word ñServicedò and 
the day will return back to having an ñAddò option. 
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11. Invoice Entry (contôd.) 

 c). Enter Invoice Details ï All Roles (contôd.) 

 (9) Service Date(s) (contôd.) 

ii. Click Previous to display the previous month, click Current to display the current month 
and click Next to display the next month. 

 

iii. Date(s) can be selected by: 
Á Clicking the ñAddò option under the date to select an individual day or days 

iv. Date(s) can be de-selected by: 
Á Clicking the ñServicedò option on the individual date(s) 

 
(10)  Comment about this line item:  If necessary, type a comment about this service code. Limit 

of 512 characters. A character counter is provided for your convienience. 
 

 

(11)  Add Service(s):   

i. Click Add Service(s), After consumer(s), service code, date(s) and comments are 
selected/entered. 

ii. This will populate the Detail Lines section and a confirmation will be generated by the 
system:  Detail record(s) added successfully.  

iii. Once Add Service(s) is clicked, an invoice draft is automatically saved in the system and 
added to the ñInvoices in Progressò list, and remains in ñInvoices in Progressò status until 
submitted. 
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(12) Detail Lines:   

i. Invoice Detail Lines section is group and sorted by consumer.   

ii. For performance purposes, 200 rows is the maximum number of detail lines that will 
display during invoice entry.  

 

 
 
11. Invoice Entry (contôd.) 

 c). Enter Invoice Details ï All Roles (contôd.) 

 (12) Detail Lines (contôd.) 

i. Click ñView All Rowsò button to see all Detail Lines for the invoice. This will take you to 
another screen displaying all details for the invoice. This allows you to view all of the 
invoice detail at one time. This view is also available for you to print paper version of the 
invoice for your convenience. 

 
(13) Repeat steps (5) thru (11) to bill for additional service(s) for a consumer(s) on same invoice. 

d) Next steps ï All Roles 

(1) Submit the invoice. Proceed to Section 13. Submit Invoice.  

 OR 

(2) Edit the invoice before submitting. Proceed to Section 12. Edit or Delete an Invoice. 

 OR 

(3) Stop and finish the invoice later. Once Add Service(s) is clicked or when an 
action/modification is made to the invoice, an invoice draft is saved and added to the 
ñInvoices in Progressò list. Proceed to Section 15. Invoice Status Views. 

 OR 

(4) Delete the invoice, if it was started it error. If necessary, edit the invoice (see Section 12) 
and click Remove Invoice.  
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12. Edit or Delete an Invoice 

Only invoices in progress can be edited or deleted. User is logged in as a Provider Operator, a Fiscal 
Intermediary, a PAA Admin or a PAA Operator working on behalf of a provider location. 

a) Remove/Delete Invoice   

NOTE: A deleted invoice cannot be recovered. 

(1) Click Invoices to display the Invoices Status screen.  

(2) Select invoice to be deleted from the ñInvoices in Progressò table.  

(3) Click Remove Invoice.  

 

(4) Click Ok. You will return to the Invoice screen. You will have to acknowledge or cancel the 
request to remove the invoice from the system.  It will be deleted and there is no recovery of 
a deleted invoice. 

 

b) Detail line Row Count   
 

 
 
 

(1) The first 15 rows of billing detail is displayed.  
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(2) Click Next to display the next 15 rows. Click Previous to show the previous 20 rows.  

 

(3) Click the row count drop down to display additional rows. For performance purposes, a 
maximum of 200 rows will be displayed.  

 

 

(4) To view all rows, click View All Rows. Click Edit this Invoice to return to the Invoice.  
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12. Edit or Delete an Invoice (contôd.) 

c) Search Detail Lines   

(1) Click Invoices to display the Invoices Status screen.  

(2) Select invoice to be searched from the Invoices in Progress table.  

(3) In the Detail Line section, enter text or date in the Search text box and hit Enter. The 
Client, Date and Service Code Info columns will be searched. 

(4) Click Search. The system will return the result of the search. Matches will be highlighted in 
red text where applicable 
 

 

(5) Click Clear to clear out the search results and display all detail lines of the invoice.  
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d) Edit Units ï PASSPORT Invoice   

(1) Click Invoices to display the Invoices Status screen.  

(2) Select invoice to be edited from the Invoices in Progress table.  

(3) In the Detail line section of the invoice, click Update checkbox for the specific 
line/consumer.  

 

 

(4) In the New Unit(s) text box, enter revised value. 

 

(5) Click Update Units/Rate for Checked Lines.  

(6) Confirmation will be generated by the system:  Changes to Units/Rate for selected 
Consumers were made as requested. The change(s) will be reflected in the Detail lines 
section.  

 

12. Edit or Delete an Invoice (contôd.) 

e) Edit Rates ï PASSPORT Invoice   

(1) Click Invoices to display the Invoices Status screen.  

(2) Select invoice to be edited from the Invoices in Progress table.  

(3) Only rates for service code with Y = Passthru can be changed.  

(4) In the Detail line section of the invoice, click Update checkbox for the specific line/consumer. 
 

 

(5) In the New Rate text box, enter revised value. 
 

 

(6) Click Update Units/Rate for Checked Lines.  



Direct Data Entry (DDE) User Manual 

Page 20 of 37 Created by The Ohio Department of Aging, 06/27/2019, Rev. 9 

 

(7) Confirmation will be generated by the system:  Changes to Units/Rate for selected 
Consumers were made as requested. The change(s) will be reflected in the Detail lines 
section.  
 

 

f) Edit an Individual Detail Line ï PASSPORT Invoice  

Only these fields can be changed: Invoice comments, service code, units/amount, service date 
and comment about this line item. Passthru and client/consumer cannot be changed.   

(1) Click Invoices to display the Invoices Status screen.  

(2) Select invoice to be edited from the Invoices in Progress table.  

 

12. Edit or Delete an Invoice (contôd.) 

 f) Edit an Individual Detail Line ï PASSPORT Invoice (contôd.) 

(3) In the Detail line section of the invoice, click Edit next to the individual client/line. 
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(4) Details for the individual consumer/line will appear. 
 

 

(5) As necessary, make changes to Invoice Comments, Service Code, Units/Amount, Service 
Date and Comment about this line item.  

i. Click Apply Changes to apply updates.  

ii. Click cancel any changes/updates.  

(6) The system will return a confirmation:  Changes were applied to the selected detail line.  

 

13. Submit Invoice  

A submitted invoice cannot be deleted or edited.  User is logged in as a Provider Operator, a Fiscal 
Intermediary, a PAA Admin or a PAA Operator working on behalf of a provider location. 

(1) Once all charges are entered and edits/changes confirmed, click Submit Invoice.  

(2) Click Ok at the this dialog box.  

 

(3) Click Cancel to cancel the submit invoice process. User is brought back to the Invoice 
Information screen. 



Direct Data Entry (DDE) User Manual 

Page 22 of 37 Created by The Ohio Department of Aging, 06/27/2019, Rev. 9 

(4) System generates a confirmation: 'The invoice has been successfully "Submitted" to the ODA 
PIMS system.'  The details of the invoice will display.   
 

 

(5) As necessary, Generate Cover Sheet. See Section 14. Generate a Coversheet.  

 



Direct Data Entry (DDE) User Manual 

Created by The Ohio Department of Aging, 06/27/2019, Rev. 9 Page 23 of 37 

14. Generate a Coversheet 

ODA does not have a requirement for a signed cover sheet and collecting a cover sheet from a 
provider is the discretion of the PAA. The Generate a Coversheet button becomes active once an 
invoice has been submitted.  

a) User is logged in as a Provider Operator, a Fiscal Intermediary, a PAA Admin or a PAA Operator 
working on behalf of a provider location and invoice has been submitted.  

b) If necessary, click Invoices to display the Invoices Status screen.  

c) Select invoice from the Invoices Status list.  

d) Click Generate a Coversheet to create the PASSPORT Invoice for Direct Services or Choices 
Invoice For Direct Services coversheet. 
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e) Use your browserôs Print utility to send the document to a printer or print to PDF. The options 
here vary with your browser. Locating a printer or output device for you browser is not an Ohio 
Department of Aging supported feature.  Please use internet search or your local IT support if you 
experience difficulty with selecting a printer or output device.  

f) Click back button on your browser to return to the submitted invoice details. This is the only 
way to exit the coversheet screen and return back into the DDE portal 
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15. Invoice Status Views 

¶ User is logged in as a PAA Administrator, PAA Operator or Provider Operator, or a PAA 
Administrator or a PAA Operator working on behalf of a provider location. 

¶ The PAA Administrator and PAA Operator Roles can view all invoices and view Provider invoices 
by working on behalf of a provider location. The Provider Operatorôs view is limited to their 
Authorized Location(s).  

¶ Click Invoices to display the Invoice Status screen. 

a) Invoices by Status score card 

¶ The Invoices by Status scorecard is displayed at the bottom of every Invoice View. If no 
invoices are found, then ñno data foundò will be displayed.  

¶ The table will list the status of all invoices for the PAA Administrator and PAA Operator Roles. 

¶ The table for the Provider Operator Role will list the status of all invoices for their Authorized 
Location(s). 

¶ The Fiscal Intermediaryôs view is limited to CHOICES invoices. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Direct Data Entry (DDE) User Manual 

Page 26 of 37 Created by The Ohio Department of Aging, 06/27/2019, Rev. 9 

b) Invoice Views Available 

¶ Invoices Received by ODA ï Displays invoices received by ODA PIMS/PASSPORT system. 

¶ Invoices Submitted to ODA ï Displays invoices sent to ODA PIMS/PASSPORT, but not 
acknowledged as received. 

¶ Invoices Under Review ï Displays invoice under review by an ODA agent or a process. No 
remittance available. 

¶ Invoices Under Review with Remittance Advice ï Displays invoices under review by an 
ODA agent or a process. Remittance advice available for a portion of the invoice. 

¶ Invoices In Progress ï Displays invoices in progressïnot submitted to ODA. The user is able 
to select an invoice and make edits and changes. Invoices stay in progress until submitted.  

¶ Invoices with Remittance Advice ï Displays invoices paid with remittance advice available 
in DDE. The data is generated from the remittance advice report in PIMS.  

¶ Rejected Invoices ï Displays invoices rejected in full by case manager. 
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15. Invoice Status Views (contôd.)  

c) Filter the List ï Submitted Invoices only 

(1) Click Invoice Status drop down arrow and select an Invoice Status to be viewed. 
NOTE: This filter does not apply to Invoices in Progress. 
 

 
 

(2) Click the Calendar icon to display the calendar.  

(3) Select a date.  

i. Click the forward/back icons to go forward/back a month 

ii. Or click the drop down arrow next to the month or year to change the month or year.  

iii. Select a date. (Click Close to close the dialog box without changing the date.)   
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(4) Click Go. A filtered list will display based on the date selected. Filter Result Example:   
 

 

(5) Click a column heading to sort data in ascending or descending order. 

(6) Click an invoice number to view the details or to finish an invoice in progress. 

 


