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LOGIN SCREEN

• Enter your email address and password in the appropriate fields.
• If you have forgotten your password, please click on “Password Recovery” in order to 

reset your password. Follow the prompts.
• If this is your first time logging in the data collection tool, please enter your email 

address. Then, enter the default password which is password.
• Once you have logged in, you will be directed to the Provider Records screen:

PROVIDER RECORDS



• The CKEY codes/records entered during the last data collection period will automatically 
populate. 

• Prior to the data collection period, a CKEY list will be sent to you. If you do not receive 
your CKEY list by the first day of the data collection period (e.g. May 1 or November 1), 
please contact your regional employment coordinator: 

ۏ  West TN- Ashley Sanders: ashley.h.sanders@tn.gov
ۏ  Middle TN- Michael Barbour: michael.barbour@tn.gov
ۏ  East TN- Angella Broussard: angella.broussard-chrisman@tn.gov   

• The current data collection year and month should automatically populate. Please 
double check the month/year prior to entering data. 

• Click the CKEY code to enter data for that record.
• After you click on the CKEY code, the screen should look like the following:
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• Then, click the green “Edit” button in the upper right-hand corner.
• The next screen will look like the following:

EDITING A RECORD
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• Use your CKEY list to match the CKEY code to the person’s name.
• Once you are sure you have the correct person, please answer the questions as 

accurately as possible. You should only use information collected for the current data 
collection month (e.g. April or October).



• If the person has multiple jobs, the system will allow you to enter more than one 
occupation type. A sample is shown below:
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• Please select “Yes” in the verification box.
• Then, click the green “Save” button to complete the verification process.
• Please verify the record even if the person is inactive, no longer served by your agency, 

you do not recognize the CKEY code, the person is deceased, or the person is not 
employed but is receiving day services.

*** Data is collected for all individuals receiving residential, day, or employment services 
regardless of their employment status. ***

After you click the “Save” button, you should see the Provider Records screen. Now, there 
should be a check mark in the “Verified?” column next to the CKEY code you just entered.

VERIFYING A RECORD
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If there isn’t a check mark, please open the record again and double check the following:

• All questions and sub-questions are answered
• “Yes” was selected in the “Record Verification” section before saving the record
• The correct CKEY code was entered (all CKEY codes are 10 characters long)
• The “Inactive Individual” option was not selected for an inactive person or you answered 

question 1 for an inactive person. When you answer the first question, the “Inactive 
Individual” option will automatically unchecked.

What should I do if I have a CKEY code is on my CKEY list, but it is not listed in the data 
collection tool/system? You should add the record.
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• Click on “+ Add Record” which may be located in the upper left-hand corner on the 
page, under “TN SPDC Tool”

Then, you will be guided to a blank record that looks like the following:

ADDING A NEW RECORD
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• Please enter the 10 character CKEY code from the CKEY list.
• The blank record may have the “Inactive Individual” checked. Once you answer the first 

question, the “Inactive Individual” option will change automatically. 
• Then complete, verify, and save the record

Once all the CKEY codes/records are entered into the data collection tool and are verified 
(with a check mark), your agency’s data collection is complete. Then, DIDD will receive a 
notification specifying your data collection is complete.

 

You do not need to print anything or send any paperwork to DIDD. The system will notify 
DIDD when your data collection is complete.

If you want to print a record for agency use, click the “Print” option on the left side of the 
page under “TN SPDC Tool.”

PRINTING RECORDS
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There is an FAQ section within the program. Click on the “FAQ” option which can be 
located on the left side of the page under “TN SPDC Tool”. The FAQ section will be updated 
periodically.

FREQUENTLY ASKED QUESTIONS
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Enter the requested information. Then, click “Update”.
 

If you have any questions not covered in this guide, please contact your regional 
employment coordinator:

• West TN- Ashley Sanders: ashley.h.sanders@tn.gov
• Middle TN- Michael Barbour: michael.barbour@tn.gov
• East TN- Angella Broussard: angella.broussard-chrisman@tn.gov

To update an email or password, click the ‘Profile’ option and you will be directed to the 
following screen:

UPDATING AN EMAIL OR PASSWORD

CONTACT INFORMATION


