
INSTRUCTIONS FOR DDE BILLING PROGRAM 
 

The DDE (Direct Data Entry) program is a web-based billing program.  In order to obtain your user name and 
password you must send a message to PAA7 requesting to be set up on the DDE program.   

 
SET-UP PROCESS:  

 
1. Logon to the email that you plan to use for billing.   
 
2. Send an email message to jsaunders@aaa7.org requesting to be set up on the DDE program.  Include the  
    first and last name of the person who will be using the program. 
 
3. You will receive an email from “APEX” that includes your temporary password.  Your user name is 7+ first 
    initial + last name of the user.  For example: if the user will be Jane Doe, her user name will be 7jdoe.  If the 
    user name needs to be changed, you must initiate a new email to PAA7 and repeat the above steps. 
 
4. The temporary password will be included in the APEX email.  You may keep the same password or change 
    it to something more user friendly to you.  (To change password: you must successfully logon to the DDE  
    program with the original password provided.  Select the MAINTENANCE tab and then the CHANGE MY  
    PASSWORD tab.  Complete the information requested and select the APPLY CHANGES tab. When you  
    logon the next time, use the new password. 

 
***Your account will be deactivated after 3 unsuccessful tries.  If you are unable to logon after 2 consecutive tries, click on 
     the FORGOT MY PASSWORD to reset your password.  After you successfully login you can then change the  
     password through the MAINTENANCE tab.  If your account is deactivated you will need to send an email message  
     from the billing email account to  jsaunders@aaa7.org requesting to be re-activated.  You will receive another  
     temporary password through the APEX email. 

 
 

PRODUCTION SITE          http://dde.age.ohio.gov/dde   
 
INSTRUCTIONS SPECIFIC TO PAA7 SERVICE PROVIDERS:  

 
Our auditors have requested that each month is submitted separately for accurate results.  This means 
July 2017 billing should only contain units billed for July 2017 and not contain billing for any previous months. 
Any previous month’s billing will be completed as a backbilling.  The Fiscal Department has asked for you to 
use the following naming system when naming your invoices: 

 
Use the 2-digit month followed by the 4-digit year, then the letter of the Program for which you are billing (the 
letter P for PASSPORT, A for Assisted Living, or C for Choices), followed by the number 7 for PAA7.  For 
example: to name the invoice for services Delivered in July 2017, your invoice would be labeled as 072017P7. 
  
If this is a back billing for services delivered in July 2017, please use the same naming system but include a B 
(for back billing) after the last 7 and the number of the back billing.  For example: to name the invoice for back 
billed services delivered in July 2017 your invoice would be labeled as 072017P7B1 (if this was the first time 
you back billed for July.  Subsequent back billings for the same month would look like this: 072017P7B2 or 
072017P7B3, etc.   
 
Questions concerning naming invoices should be directed to the Fiscal Department.   
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STEPS FOR CREATING AND ENTERING AN INVOICE  

 
1. Logon to the DDE site; http://dde.age.ohio.gov/dde 
 
2. Create an invoice.  Click Start A New Invoice. 
 
3. Invoice #  Place the name of the invoice in this box.  See above for instructions. 
 
4. >>Invoice Information 
 Consumer, select box to right and find your consumers name. Click on consumer name and hit Submit 

at the end.  Consumer name should appear in the box. 
 Service Code, select box to right and find your service code.  Click on the service code that pertains to 

the service you completed.  That code should appear in the box. 
 Units/Amount, enter the total units for the day.  Please remember that 1 unit is 15 minutes.  So 1 hour 

would be 4 units.  Multiply your number of hours by 4 to get the correct units. 
 Select days from calendar by clicking that day and then click Add Service(s) button.  You can select 

one day or multiple days.  If you did the same units for each day then you may want to select multiple 
days. 

 Once all days for the month are entered you can Submit Invoice.  This button is found on the 
>>Invoice Information line. 
   

5.  Your invoice will be saved upon exiting the program.  You can restart/edit any unfinished invoice when you 
logon.  However, once it has been submitted, you CANNOT make any changes.  You are only to submit the 
invoice at the end of the month or beginning of the following month. 

 
6. Once your invoice is completed and you are ready to submit, print off a copy of the invoice and check 
    against your billing records.  Make all corrections in the DDE program.   

 
7. After all corrections have been completed you may submit the invoice for processing.  Click on Submit 
     Invoice tab.  A pop-up window will appear to confirm that you do want to submit, click SUBMIT or YES.   
    Be sure to keep copies of your billing for your records. 
 
8. Once you have submitted the invoice electronically then you must generate a coversheet to submit to PAA7.   
    To print the coversheet go to the first big box called “Invoice Information.”  On the upper right-hand side click  
    on Generate Coversheet. Check and complete the information to make sure it is an accurate reflection of  
    the total amounts of your billing.  Sign and date the form then either email this sheet to shill@aaa7.org or fax   
    to AAA7 @ 740-245-9148 Attn: Fiscal Dept/S. Hill.  

 
9. After submitting the invoice, any changes will need to be completed as a back billing using the above  
    information for naming the invoice. 
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REMITTANCE ADVICE RETRIEVAL THROUGH DDE 
 
Providers will need to log onto DDE, using their user name and password. 
 
A screen will appear stating you are now logged on as a provider operator. 
   At the top of the page, left side, you will see 3 tabs: 
        Invoices, Reports, Maintenance 
Click on the reports tab. 
 
This page will give a list of invoices processed or in process in DDE. 
At the top of the page immediately under the invoices, reports, and, maintenance tabs you will see another row 
of tabs.   
Go to the end of the row to the Download EDI Reports tab. 
Click on the Download EDI Reports tab. 
* A table of reports available for download (for the last 90 days) will display. 
 Reports Available for Download 
  Claims Acknowledgement – Report of rejected claims. 
  Activity Summary – Status of report of invoice submitted. 
  Remittance Advice – Remittance Advice report generated from PIMS. 
  Reports by type (last 90 days) – Displays a score card of reports  
  available for download for the last 90 days. 
* Search 

* Enter a search string that is contained in the Filename in the “Optional Search Criteria” text box.   
   Ex: Enter 032014P7.  The example is the Invoice ID # keyed when entering the invoice in DDE.  

         * Click Go.  Click Reset to clear the search text box and display all reports available. 
 
* Download a Report 
   The reports are in PDF format.  In order to view the report, Adobe Reader must be installed.   
 Click the Filename or the Date of the report. 
 Follow the browser’s instruction to either Open or Save the report. 
 Print for provider verification and record. 
 
Remittance Advices will be available for 90 days.  Please download promptly for your records and/or 
retention. 

 
 
 


