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1 About the Provider Communication Tool and Service Referral Tool 

 

The Stark County Board of DD has created two new Web-based tools to help Stark County consumers 

and providers of DD services: 

- The Provider Communication Tool (PCT) allows consumers and caregivers to search for 

certified service providers through a publicly available Web site.  Consumers and caregivers can 

search for providers by the service they require, the funding source, the provider type (agency or 

individual) and whether the provider is accepting new clients for the specific service required.  

Providers can log into the PCT and update their provider profile information, including 

demographics, services for which the provider is accepting new consumers and specifics of the 

provider’s approach and philosophy. 

- The Service Referral Tool (SRT) allows Service and Support Administrators (SSAs) to enter 

requests for service from consumers who are seeking specific services.  Providers can log into 

the SRT to update their agency or individual provider information, including name, address, and 

services for which new clients are being accepted.  Providers can also upload an image file 

containing their logo, and they can enter a detailed profile to provide potential clients with 

information about their services, the history of their practice, their philosophy and any other 

information that they will help consumers choose appropriately.  

This document provides specific instructions for Providers in updating their profile in the PCT and 

searching for referrals in the SRT.  

The Web address for accessing both of these new tools is http://providers.StarkDD.org.   

 

 

http://providers.summitmrdd.org/
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2 Editing Provider Information in the Provider Communication Tool 

 

Service providers can log into the PCT to update their agency or individual provider information.  

Providers can also upload an image file containing their logo, and providers can enter a detailed profile to 

provide potential clients with information about services and amenities offered, their history and 

philosophy and any other information that they believe will help consumers choose appropriately. If you 

are a service provider in Stark County, you should have received a letter providing you with a username 

and password that will allow you to log in to the new tool to update your information.  If you have not 

received a username and password and you believe you should have, please contact Ryan Heckert at 

(330) 479-7754. 

1. To access the PCT, you can open a Internet browser and navigate to 

https://providers.StarkBDD.org, then click the My Account link in the menu at the top of the page, 

or you can access the login page directly at http://providers.StarkDD.org/log_in.aspx. . 

 

 

https://providers.starkbdd.org/
http://providers.summitmrdd.org/log_in.aspx
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2. From the login page, you will enter the username and password that has been provided to you. 

 

 

3. After you log in, you will see an account management screen that displays and allows you to 

update your personal user information.  Note that this is not the same as your provider profile, 

although for individual providers, some information may be duplicated. 

4. To update your provider profile, click the Provider Search link in the top menu of the site 

(outlined below in red). 
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5. Clicking the Provider Search link will bring you to the Provider Search page.  On this page, the 

easiest way to find your provider profile is to search by name (either agency or individual provider 

name).  To search by name, enter the name in the field with the caption “Or, search by 

provider or agency name(optional)” and click the Search button (outlined below in red). 
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6. After clicking Search, you should see your agency or individual provider profile in the search 

results screen.  If you are logged in, you should see an Edit link to the right of your profile.  To 

edit your profile, click the Edit link.  

 

 

7. Clicking the Edit link brings you to the Edit Provider Information screen.   On this screen, 

you can update your provider information including your provider name, agency structure, 

address, phone number, contact email address, and Website URL. Note that the items shown in 

red are required. 
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8. You can also use the Provider Information screen to upload a logo for your agency or 

individual service provider practice.  To upload a logo, click the Choose Image button next to 

the Logo label. 

9. Finally, you can use the Provider Information screen to answer a set of questions about your 

agency or individual provider services.  This set of questions is intended to help consumers 

understand your agency or individual provider services including: 
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 your Supported Living philosophy and experience 

 how you provide opportunities for individuals to participate in the community 

 how you safeguard an individual's money 

 training your direct care staff receives 

 how soon you can usually begin providing services 

 how much time it takes for you to start providing services in response to a crisis 

 your organizational structure and how it relates to crisis or emergency situations 

 how long you or your agency has been providing services 

 other information you would like individuals or their families to know 

Answers to these questions are entered using a rich text editor, which works like most word 

processor programs.  You can experiment with the editor to understand all of the text editing 

capabilities that it offers.   These include spell check as well as basic text formatting and table 

creation functions that will be familiar from word processing applications, and they also include 

two Web-specific functions, the Image Manager which allows you to add images to your profile, 

and the Hyperlink Manager which allows you to create hyperlinks to other sites such as your 

provider Web site.  These functions are explained in more detail below. 

10. To add an image to your profile, place the cursor in the editor at the location where the image is 

to be inserted into the text, and click the Image Manager icon .  Clicking the Image 

Manager icon, brings up the Image Manager.  In the Image Manager you can  upload image 

files by clicking on the Upload Image tab and browsing to the image you wish to upload.   When 

you have selected the image you wish to add to your profile, click the insert button to insert the 

image into the editor. 

 

 

11. To add a link to your profile, place the cursor in the editor at the location the hyperlink is to 

appear, and click the Hyperlink Manager icon . Clicking the Hyperlink Manager icon 

opens the Hyperlink Manager. To add a link, enter the URL and link text, then click OK. 
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3 Searching for Referrals/Consumer Profiles in the Service Referral Tool 

 

This section describes how providers search for consumers who have requested services.   

1. Before searching for services, providers log in by clicking the “My Account” link. 

 

 

2. This will take the provider to the login screen where they enter their username and password.  If 

the provider has forgotten their password, they can click the Forgotten Password Help link to 

have a new password emailed to them.  Note that passwords are case sensitive. 
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3. After logging in, the provider will be taken to the My Account Screen, a screen that allows them to 

update information about their account.  To search for referrals, the provider will click the Referral 

Search link. 

 

 

4. Clicking the Referral Search link will take the provider to the Referral Search page.  From this 

page the provider can search for referrals by a number of criteria.  The purpose of this search is 

to allow the provider to zero in on referrals that match the provider’s certifications, capabilities and 

preferences.  By narrowing their search to referrals that match the provider’s capabilities and 

strengths, the provider ensures that they have a reasonable chance of being selected for referrals 

that they respond to.  The search criteria include: 

 

a. The services that the provider is certified for and seeking to provide. 

b. The consumer age that the provider is able to serve. 

c. The consumer gender that the provider is able to serve. 

d. The level of support that the provider is able to provide (24 hour supports, less than 24 

hour supports, or both). 
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5. When the provider clicks Search Referrals, they see a list of referrals matching the entered 

criteria.  Note that referrals expire 10 days after they are entered.  Initially, when the search 

results page displays, only referrals that have not yet expired are displayed.  If the provider 

wishes to see all referrals, s/he simply clicks the Show All Referrals radio button.  

 

 

6. To view details of the referral, the provider clicks the consumer name in the left column.  This 

brings up a page with details of the referral. 
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7. If the provider wishes to provide service to the consumer or to get in touch with the SSA to ask a 

question, s/he simply clicks the “SA Email Address” link at the bottom of the page.  

 

 

 

8. Clicking the SA Email Address link opens a contact form that the provider can use to get in touch 

with the SSA, either to indicate that s/he is willing to serve the consumer or to ask a question. 
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