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WHY IS THIS IMPORTANT? 

In order to help more people with developmental disabilities obtain community 

employment, we need data. We need to know what strategies are working and what 

strategies don’t work.  We also need to know where people are working, their wages 

earned and hours worked, and if they are getting better jobs throughout their vocational 

career.  By providing data through this system, you are helping policymakers in Ohio and 

nationwide better understand our field. Put simply, you are sharing the successful 

outcomes of the services you provide.  
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HOW DO I GET ACCESS TO THE OUTCOME TRACKING SYSTEM? 

To log in to the Outcome Tracking System (OTS), you need a DODD username. The 

following links will guide you through the process of obtaining a username.  

Private providers: 

 https://registerassociate.prodapps.dodd.ohio.gov/?dept=prv&ShowHeaders=true&

GUID 

County boards: 

 https://registerassociate.prodapps.dodd.ohio.gov/?ShowHeaders=false&GUID=  

_________________________________________________________________________________________________________ 

Once you have a username, please see the instructions below. 

For Private Providers: 

Once you have a username, please submit a request to the Employment First inbox at 

employmentfirst@dodd.ohio.gov. In your request, include: 

 Your name 

 Your agency name 

 DODD username 

At this time you may be asked to complete a security affidavit to have an expedited process 

of gaining access.  

For County Boards: 

Contact your local gatekeeper who can grant you access to the Outcome Tracking System, 

Employment First application on the DODD portal. 

  

https://registerassociate.prodapps.dodd.ohio.gov/?dept=prv&ShowHeaders=true&GUID
https://registerassociate.prodapps.dodd.ohio.gov/?dept=prv&ShowHeaders=true&GUID
https://registerassociate.prodapps.dodd.ohio.gov/?ShowHeaders=false&GUID
mailto:employmentfirst@dodd.ohio.gov
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HOW DO I LOG ON? 

Step 1:   

To log onto the Employment First Outcome Tracking System, go to 

https://doddportal.dodd.ohio.gov/Pages/Default.aspx and click on the "Login" button appearing in 

the top left-hand portion of the screen (see Figure 1). This will bring you to a screen asking 

for your user name and password provided by DODD.    

Figure 1.  

 

Step 2: 

After providing your user name and password, you will be brought to a screen very similar 

to Figure 1; however, at the top-center the word "applications" will have appeared (see 

Figure 2). Clicking on "applications" will cause Figure 3 to appear. 

 

  

https://doddportal.dodd.ohio.gov/Pages/Default.aspx
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Figure 2.  

 

Step 3: 

At the top right-hand corner of Figure 3 is a menu for various applications to which you 

have access.  Select "EmpFirst" and then click on the "Load Application" button to the 

immediate right.  

Figure 3.  
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Step 4: 

After pressing "Load Applications," you will arrive at the first screen of the Employment 

First Outcome Tracking System (see Figure 4).  Please note that screen you see may appear 

slightly different than the one portrayed below. 

Figure 4.  

 

 

Provider users will only be able to see their agency. If your agency is not shown in a list 

format, please click on the Agency button on the top right. 

County Board users will see all of the providers in their county in a list format.  
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HOW DO I SEARCH FOR AND SELECT SERVICE PROVIDERS?—Only for 

county boards 

To search for providers, you can either scroll through the list provided by clicking the 

"next" button at the bottom of the page (see A on Figure 5) or type in the provider's name 

in the Agency Search box at the top, right-hand corner (see B on Figure 5). To select a 

provider, click on their name appearing in blue on the left-hand side of the screen (see C on 

Figure 5). 

Figure 5. 

 

 

  

A 
B 

C 
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HOW DO I ENTER INFORMATION ABOUT OUR AGENCY? 

After clicking on an agency's name for the first time, you will be taken to a page titled 

"Agency Details" (see Figure 6).  This page asks basic questions regarding your agency, 

such as: when the agency was created, whether it is public (county board), non-profit or 

for-profit, and what services the agency provides. This page only needs to be completed 

once every twelve months. The system will automatically remind you when it needs to be 

updated.  

Figure 6.  
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HOW DO I GET TO THE PAGE LISTING INDIVIDUALS WE SERVE? 

After completing the Agency Detail page, you will automatically be redirected to the 

“Individual” page (see Figure 7). You may also reach this page by clicking on the word 

"Individual" which appears at the top right-hand portion of all EF system pages. 

Figure 7. 
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HOW DO I SEARCH FOR PARTICIPANTS? 

You can search for participants many ways.  One method is to scroll through the list of 

names by clicking on the "next" button or select the desired page number from the drop 

down at the bottom of the page (see Figure 8). Another is to enter the participant’s name or 

Medicaid client number in the search fields located at the top of the page (see Figure 9). 

You do not need to enter an entire name. Entering just a few letters may return multiple 

names. 

Figure 8.   

 

Figure 9. Using the Search Fields to Search for Service Recipients 
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HOW DO I ENTER DEMOGRAPHIC INFORMATION ON PARTICIPANTS? 

Step 1: 

To enter demographic information on participants, find the individual by using any of the 

methods outlined above. Then click on the red "X" icon to the right of their name under the 

"Participant Demographics" column (see A on Figure 10). A red "X" indicates that 

information needs to be entered (see B on Figure 10). A green check mark indicates that 

the information has been updated and is complete (see C on Figure 10).  Please note that 

the names indicated on the figure are fictitious.   

Figure 10.  

 

Step 2 

After clicking on the red "X" to the right of the individual's name, a screen titled "Individual 

Demographics" will appear. Click on the "edit" button in the middle of the page (see Figure 

11). 

  

Information is 
up-to-date 

Information Needs 
to Be Entered 

A 

C 

B 
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Figure 11 

 

Step 3 

After clicking the "edit" button, a question asking for the individual's highest level of 

education will appear (see A on Figure 12). Check the appropriate answer and then click 

the "save" button. Demographic information should be entered when you first start 

entering data or as soon as an individual begins receiving services and will be updated (if 

necessary) annually. 

After you save the individual’s highest level of education, click on the “Go to Current 

Employment” button. (see B on Figure 12). 
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Figure 12 

  

A 

B 
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HOW DO I ENTER DATA FOR COMMUNITY-BASED JOBS OR SHELTERED 

EMPLOYMENT? 

Step 1. 

After clicking on the "Go To Current Employment" button, a screen similar to Figure 13 will 

appear. If the individual obtained a community-based job, click on "add job" under 

"Community-based Employment" (see A on Figure 13). If the individual entered a sheltered 

workshop, click on "add sheltered employment" under "Sheltered Employment" (see B on 

Figure 13). 

Figure 13. 

 

Step 2 for Community-Based Jobs 

If an individual has obtained a job in the community and you clicked "add job" under the 

"Community-based Employment" column, a screen resembling Figure 14 should appear. 

This screen will ask questions regarding the person's community-based employment, such 

as the name of the employer, the average hours the person typically works, and how the 

person gets to work.  

For “occupations” check the box that most closely matches the individual’s role and job 

duties for the employer. Please note this may differ from the actual industry.  

After answering each question, click on "save" at the bottom of the page (see Figure 15). 

B 

A 
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Figure 14 

 

Figure 15 
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Step 3 for Sheltered Employment 

If an individual enters or receives services in a sheltered workshop, click "add sheltered 

employment" under "Sheltered Employment" column. A screen resembling Figure 16 

should appear. This screen asks questions, including the name and address of the 

workshop, the number of hours the person typically works per week, hourly wages, and 

how the person gets to the sheltered workshop. After answering each question, click "save" 

at the bottom of the page (see Figure 17).  

Figure 16 
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Figure 17 
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HOW DO I DETERMINE WAGES FOR SHELTERED WORK? 

It is understood that sheltered work can sometimes entail different levels of productivity 

based on project schedules. To determine the appropriate average wage for an individual, 

please use their W2 from the previous year. You will divide the total amount of earnings by 

the total number of hours worked.  

  



Ohio Employment First Outcome Tracking System Guidebook 

 

 

21 
 

WHAT IF SOMEBODY HAS MULTIPLE JOBS IN THE COMMUNITY? 

If somebody has multiple jobs in the community, go to the page indicated in Figure 13 and 

click on the icon under the "Community-based Employment/Sheltered Employment" 

column that is to the right of the person's name. A page similar to Figure 19 should appear. 

Notice that the page will indicate the job previously entered (see A on Figure 19).  To add 

an additional job, click on "add job" (see B on Figure 19). This will take you back to the 

process described in Figure 15 and 16. 

Figure 19 

 

 

  

A B 



Ohio Employment First Outcome Tracking System Guidebook 

 

 

22 
 

WHAT IF SOMEBODY HAS A JOB IN THE COMMUNITY AND IN A 

SHELTERED SETTING? 

If somebody has a job in both the community and in a sheltered setting, both positions can 

be inputted into the data system by clicking on "add job" and "add sheltered workshop" 

buttons as described in Figure 13. A person can also receive services in more than one 

sheltered workshop – each separate activity should be recorded.  
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WHAT IF THE PERSON DOESN’T WORK IN THE COMMUNITY OR A 

SHELTERED WORKSHOP? 

If an individual is receiving services, however does not work in either the community or a 

sheltered setting, check the "This individual is not currently employed in the community" box 

(see A on Figure 20) and the "This individual is not currently engaged in a sheltered 

workshop" box (see B on Figure 20). 

Figure 20 

 

 

  

A 
B 
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WHAT DOES "FINALIZE" MEAN? 

After data has been entered for an individual, the “finalize” button will appear to the right 

of the “Back to Search” Button (see Figure 21). This will bring you to a screen resembling 

Figure 22. Click on “Submit Review.” Each subsequent review, either annual or because a 

status change occurs, should be finalized.  

After this point, the red "X" by the person's name under the "Community-based 

Employment/Sheltered Employment" column should change into a green checkmark; 

however, after a year, the green checkmark will turn back into a red "X", indicating that the 

information needs to be updated. 

Figure 21 
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Figure 22. 
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WHAT IF SOMEBODY LOSES A JOB? 

Step 1. 

If somebody loses their job in the community or leaves a sheltered setting, the first step is 

to click on the green check mark to the right of their name and under the “Community-

based Employment/Sheltered Employment” column as illustrated in Figure 23. 

Figure 23. 

 

Step 2. 

Clicking on the green checkmark will bring you to a screen resembling Figure 24.  There 

you will find boxes indicating where the person is working (see A on Figure 24). Note that 

in Figure 24, the person is working at Odd Lots. If this individual were working in multiple 

jobs or was working in a sheltered setting, additional boxes would be evident. 

To indicate that the individual has lost a position, click on “edit” (see B on Figure 24). 
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Figure 24. 

 

Step 3. 

After clicking on the edit button, you will be redirected to the Community-based 

Employment screen; Answer “No” to the first question and click “save”. You will be 

redirected to a screen similar to Figure 25. Note that the name of the job that is being 

exited appears at the top portion of the screen (see A in Figure 25).  If the individual has 

lost the job, check the box indicating “Exited this job” (see C on Figure 25). 

If the person has exited the position, indicate the last day worked in the “Date exited this 

job” field (see D on Figure 25).  Then indicate the most prominent reason why this person 

exited this position (see E on Figure 25). 

Step 4. 

After the information outlined in Step 3 has been inputted, click “Save” at the bottom on the 

screen (see F on Figure 25). 

  

A 

B 
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Figure 25. 

  

A 

E 

B 
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WHAT IF SOMEBODY STARTS WORKING MORE/LESS HOURS? 

If somebody averages working ten hours per week one month and then twelve hours a 

week the next month, you don’t need to update their hours.  However, if there are 

significant, and on-going, changes in hours worked, such as somebody going from three or 

four hours a week to twenty hours per week or vice versa, then please update the 

individual’s information. You can do this by clicking on the green checkmark to the right of 

the person’s name and under the employment column as illustrated in Figure 23.  

After clicking on the green checkmark, a page similar to Figure 26 will appear. To update 

the person’s hours worked, click on the “edit” button. Then enter in the new data as 

illustrated by Figures 14-17. Remember to push the save button. 

Figure 26 
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WHAT IF SOMEBODY GETS A CHANGE IN PAY? 

By and large, the wage ranges provided are pretty wide (e.g. $7.96 to $9.00). However, if a 

service recipient experiences a substantial change in pay, you can update that information 

by clicking on the green checkmark to the right of the person’s name and under the 

employment column as illustrated in Figure 13. 

After clicking on the green checkmark, a page similar to Figure 27 will appear. To update 

the person’s hours worked, click on the “edit” button. Then enter in the new data as 

illustrated by Figures 14-17. Remember to push the save button. 

Figure 27. 
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HOW OFTEN DOES DATA NEED TO BE ENTERED INTO THE OUTCOME 

TRACKING SYSTEM? 

Data should be entered at least once every twelve months or if there is a significant change 

in the individual’s employment status. 

DO I HAVE TO WAIT A YEAR BEFORE UPDATING INFORMATION? 

Data needs to be updated at least once every twelve months; however, if circumstances 

change (e.g., a service recipient obtains or exits a job) the individual’s data should be 

updated as soon as possible. 

HOW DO INDIVIDUALS APPEAR IN THE INDIVIDUAL GRID? 

Individuals appear in the grid in one of two ways. If you are a county board user, the 

individuals in your grid are the same individuals who are indicated in the Individual Data 

System (IDS) as receiving employment services or who are competitively employed 

(vocational habilitation, supported employment-community, supported employment-

enclave or competitive employment). If you are a Medicaid provider, the individuals in your 

grid are the same individuals for whom you have billed for employment services 

(vocational habilitation, supported employment-community, supported employment-

enclave or integrated employment) in the last 12 months. If an individual appears in your 

grid for whom you are not currently providing employment services, you do not need to 

enter data for that individual. When 12 months have lapsed since the last time you billed 

for services, they will disappear from your grid.  
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WHAT IF I CAN’T FIND AN INDIVIDUAL IN THE GRID? 

If an individual does not appear in your grid, but you are providing employment services 

for them or they are competitively employed, they are probably not coded correctly in the 

Individual Data System (IDS) which is maintained by County Boards. A staff member at the 

County Board should check to make sure that the appropriate indicator is checked in IDS to 

indicate that they are receiving employment services or are competitively employed. Once 

this indicator is corrected in IDS, the individual will appear in the Employment First 

application within 24 hours.  

Another reason an individual may not appear is that your agency has not billed for: adult 

day vocational habilitation combo, vocational habilitation, supported employment 

community, supported employment enclave, or integrated employment in the past 12 

months. 

WHAT IF I SEE INDIVIDUALS WHO ARE IN COUNTIES WHERE THE 

COUNTY IS MAINTAINING THE OUTCOME TRACKING SYSTEM? 

All individuals that you have billed employment services for, regardless if the county is 

inputting data, can be seen in OTS. As the county board inputs data, they will show as 

completed. You do not need to input their data even if they appear on your screen. You 

should be in contact with county boards for guidance 
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WHAT IF MY AGENCY IS PROVIDING SERVICES IN MORE THAN ONE 

COUNTY? 

Providers are responsible for inputting data for individuals only in the counties specified. 

The list of counties is in Appendix B. Providers should communicate information to County 

Boards if they provide services in counties where the County Board is entering data. 

WHAT IF SOMEONE IS NOT WORKING IN THE COMMUNITY OR IN A 

SHELTERED SETTING BUT IS EARNING INCOME?  
Ex: Income based on sale of artwork but is not a business owner 

If an individual is not working in the community through an individualized or enclave 

placement and is not in a sheltered setting, then you would input “No” for both of these 

fields. 

*Please note that if an individual is self-employed, you will indicate this under “Community 

Employment 

WHAT IF AN INDIVIDUAL IS COMPETITIVELY EMPLOYED BUT IS NOT 

RECEIVING EMPLOYMENT SERVICES? 

If an individual is competitively employed and not receiving employment support at their 

job, and the county board still provides some services for the individual (SSA, respite, 

residential, etc., their employment outcome should still be recorded by the county board. If 

the individual does not appear in the grid, ensure that the “competitive employment” 

indicator is checked in IDS.  

WHAT IF AN INDIVIDUAL IS SERVED BY MORE THAN ONE PROVIDER? 

If an individual is served by more than one provider, each agency will only record the job 

that they support. Each user will be able to see each employment outcome, but only 

agencies who originally entered the job will be able to edit it. The employment outcomes 

will be read-only to other users.   
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HOW DO I RUN REPORTS? 

Data reports are not run from the Employment First application. Each night, data will be 

merged with the Data Warehouse, and reports can be accessed from there for County 

Board users. Please go to Employment First website to view the webinar about how to run 

reports from Data Warehouse. 

WHAT IF I NEED TO CORRECT INFORMATION ALREADY ENTERED INTO 

THE DATABASE? 

If data on a service recipient gets mis-entered and the “finalize” button has already been 

pressed, you can still click on the “Edit” button within the job to update information and 

then re-finalize the information.  

WHO DO I CONTACT FOR ADDITIONAL ASSISTANCE? 

If you require additional assistance, you can contact the Employment First team at 

employmentfirst@dodd.ohio.gov. 
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APENDIX A: 

Definition of terms 

 Individualized Community Employment: Individuals are working alongside 

people without disabilities and earn at least minimum wage or the same pay as 

people without disabilities 

 

 Enclave/Mobile Work Crew: individuals who work as a team, generally at a single 

worksite of a host community business or industry, with initial training, supervision, 

and ongoing support provided by on-site staff 

o Two unique service arrangement have been identified: 

 Dispersed enclaves in which individuals work in a self-contained unit 

within a company or service site in the community or perform 

multiple jobs in the company, but are not integrated with non-

disabled employees of the company 

 Mobile work crews comprised solely of individuals operating as 

distinct units and/or self-contained businesses working in several 

locations within the community.  

 

 Self-employment: Individuals who operate their own business 

 

 Sheltered Workshop: a facility-based service that congregates individuals with 

I/DD who perform work tasks inside of the facility. 
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APPENDIX B 

Counties where Private Providers have responsibility of entering data (Sept. 2015): 

ADAMS FRANKLIN LUCAS SANDUSKY 

ALLEN FULTON MADISON SCIOTO 

ASHTABULA GALLIA MAHONING SENECA 

ATHENS GUERNSEY MARION STARK 

AUGLAIZE HAMILTON MEDINA SUMMIT 

BROWN HARDIN MEIGS TRUMBULL 

BUTLER HENRY MERCER TUSCARAWAS 

CLARK HIGHLAND MONROE UNION 

CLERMONT HOCKING MONTGOMERY VAN WERT 

COLUMBIANA HOLMES OTTAWA VINTON 

COSHOCTON HURON PAULDING WARREN 

CRAWFORD JACKSON PERRY WAYNE 

DEFIANCE KNOX PIKE WOOD 

DELAWARE LAKE PREBLE  

FAIRFIELD LICKING RICHLAND  

FAYETTE LORAIN ROSS  
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Counties where County Boards have responsibility to enter data: (Sept. 2015) 

ASHLAND HANCOCK PICKAWAY 

BELMONT HARRISON PORTAGE 

CARROLL JEFFERSON PUTNAM 

CHAMPAIGN LAWRENCE SHELBY 

CLINTON LOGAN WASHINGTON 

CUYAHOGA MIAMI WILLIAMS 

DARKE MORGAN WYANDOT 

ERIE MORROW  

GEAUGA MUSKINGUM  

GREENE NOBLE  

 

 

 

 


