July 17, 2015

Medicaid Waiver Providers,

The deadline to transition Individuals into MWMA has been extended to August 17*. Please note that
if an Individual has an LOC end date on or before August 17%, the case manager has the option to
complete the level of care (LOC) reassessment and plan of care (POC) renewal through one of the
following channels:

e using pre-MWMA forms and processes*; OR

e using MWMA.

*Pre-MWMA forms and processes” refers to paper forms and manual processes used to submit LOC
reassessments/ POC renewals prior to the launch of MWMA.

Depending on the approach taken, case managers must follow the specified guidelines for completing
an Individual’s transition, LOC reassessment and POC renewal, and making updates to the plan of care.

Transition/LOC/POC Frequently Asked Questions (FAQs)

The following FAQs address some of the common case manager concerns and issues surrounding the
transition, LOC reassessment and POC renewal processes.

Q. When should all Individuals be transitioned into MWMA?
A: All Individuals should be transitioned into MWMA by August 17

Q. My agency has not yet onboarded to MWMA and we have Individuals with reassessment periods
prior to August 17th. How should we proceed with completing transitions, LOC reassessments and POC
renewals?

A. Agencies that have not onboarded to MWMA should complete the onboarding process while
continuing to follow the prescribed timelines for completing existing LOC reassessments and POC
renewals. To avoid a delay in services, these agencies should complete reassessments and POC renewals
for Individuals with an LOC end date on or before August 17 using the pre-MWMA processes. Once the
LOC reassessment and POC renewal is complete, Individuals should be transitioned into MWMA with
their new LOC end date. For Individuals with an LOC end date on or after August 18™, agencies should
follow the guidelines as outlined in the table below and in the updated Transition process diagram
(attached).

Q. What if I've already initiated my client’s LOC reassessment and POC renewal outside of MWMA but
I haven’t transitioned them?

A. If an Individual’s LOC reassessment and POC renewal have already been initiated outside of MWMA
using the pre-MWMA processes, their case manager must wait until the new LOC end date is generated
and POC has been renewed, and then transition the Individual into MWMA.

Q. When attempting to transition some Individuals, | am getting error messages in MWMA. What
should I do?

A. If you are experiencing issues or errors with completing transitions, contact the MWMA Contact
Center (1-800-635-2570) for assistance. After the DMS welcome message plays, press "1", "6" and "2".
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To help expedite the resolution of your issue, please provide the Contact Center with the details about
the Individual and the error message you received.

Q. I have completed my client’s LOC reassessment in MWMA, but I’'m having issues completing the

plan of care in MWMA. What can | do to submit the POC and avoid a gap in services?

A. If you have already completed an Individual’s LOC reassessment in MWMA but are experiencing
issues completing the plan of care in MWMA which may result in a delay of service, please submit
the POC renewal using pre-MWMA processes.

Additional Transition/LOC/POC Guidance for Case Managers

The table below outlines the specific steps for transitioning Individuals and completing their LOC
reassessments and POC renewals. This guidance is laid out according to the case management agency’s
MWMA onboarding status, the Individual’s transition status and LOC end date. Please review this table
carefully in addition to the updated Transition process diagram (attached).

* - Indicates the additional materials that will aid you in completing these steps. These materials are
referenced at the end, and are also attached with this email for easy reference.

Agency’s Individual’s | Individual’s
Onboarding | Transition LOC End

Process for Completing Individual’s LOC Reassessment/POC

Renewal
Status Status Date

1. Complete the onboarding process. (Refer to the MWMA
Onboarding Manual and job aids.)*

2. If not already started, initiate the Individual’s LOC
reassessment and POC renewal using pre-MWMA paper

N/A (since forms.

this can only 3. Once the LOC reassessment and POC renewal is

be done complete, transition the Individual into MWMA by August
Not after the On or 17" using the new LOC end date.* (Do not transition the
Onboarded | pgency before Individual until the prior authorization (PA) of services

into MWMA | ompletes 8/17 has been approved.)

Onboarding) 4. Complete all future plan of care modifications/updates
using pre-MWMA processes until the Individual’s next
reassessment date in 2016. (Do not use MWMA for
modifications/updates.)

5. Complete future level of care reassessment and plan of
care renewal (in 2016) using the new processes in
MWMA.
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Agency’s Individual’s | Individual’s
Onboarding | Transition LOC End

Process for Completing Individual’s LOC Reassessment/POC

Renewal
Status Status Date

1. Complete the onboarding process. (Refer to the MWMA
Onboarding Manual and job aids.)*
2. Transition the Individual into MWMA.*
3. Once the transition is complete follow the new LOC
On or after reassessment processes and perform the LOC
8/18 reassessment and POC renewal in MWMA. (Refer to the
LOC Reassessment guidelines that were sent recently.)*
4. Complete any future plan of care modifications/updates
within MWMA.
5. Complete future level of care reassessment and plan of
care renewal (in 2016) within MWMA.
The LOC reassessment and POC renewal can be completed in
MWMA OR using pre-MWMA processes.

To complete the LOC reassessment and POC renewal in
MWMA, proceed with the following steps:

1. Transition the Individual into MWMA.*

2. Once the transition is complete follow the new LOC
reassessment processes and perform the LOC
reassessment and POC renewal in MWMA. (Refer to the
LOC reassessment guidelines that were sent recently.)*

3. Complete any future plan of care modifications/updates
within MWMA.

4. Complete future level of care reassessment and plan of

) care renewal (in 2016) within MWMA.
Onboarding | ot

] Onor
Processinto | Transitioned before
MWMA 8/17 To complete the LOC reassessment and POC renewal using
Completed pre-MWMA paper forms, proceed with the following steps:

1. [Initiate the LOC reassessment and POC renewal using
pre-MWMA processes.

2. Once the LOC reassessment and plan of care renewal is
complete, transition the Individual into MWMA by August
17" using the new LOC end date. (Do not transition the
Individual until the prior authorization (PA) of services
has been approved.)

3. Complete any future plan of care modifications/updates
using pre-MWMA processes until the Individual’s next
reassessment date in 2016. (Do not use MWMA for
modifications/updates.)

4. Complete future level of care reassessment and plan of
care renewal (in 2016) using the new processes in
MWMA.
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Agency’s Individual’s | Individual’s
Onboarding | Transition LOC End

Process for Completing Individual’s LOC Reassessment/POC

Renewal
Status Status Date

1. Transition the Individual into MWMA.*
2. Once the transition is complete follow the new LOC
reassessment processes and perform the LOC

On or after reassessment and POC renewal in MWMA. (Refer to the
8/18 LOC reassessment guidelines that were sent recently.)*
3. Complete any future plan of care modifications/updates
within MWMA.

4. Complete future level of care reassessment and plan of
care renewal (in 2016) within MWMA.

If the LOC reassessment and POC renewal have already been

initiated using pre-MWMA forms, proceed with the

following steps:

1. Continue with the LOC assessment and POC renewal
using pre-MWMA processes.

2. Complete any future plan of care modifications/updates
using pre-MWMA processes and forms until the
Individual’s next reassessment date in 2016. (Do not use
MWMA for modifications/updates.)

3. Complete future level of care reassessment and plan of
care renewal (in 2016) within MWMA.

Onor

before

8/17
Onboarding If the_ LOC reassessment and POC renewal have not been
Process into | 1ransitioned initiated, proceed with the following steps:

MWMA 1. Follow the new LOC reassessment processes and perform

Completed the LOC reassessment and POC renewal in MWMA.
(Refer to the LOC reassessment guidelines that were sent
recently.)*

2. Complete any future plan of care modifications/updates

within MWMA.

3. Complete future level of care reassessment and plan of

care renewal (in 2016) within MWMA.

1. Follow the new LOC reassessment processes and perform
the LOC reassessment and POC renewal in MWMA.
(Refer to the LOC reassessment guidelines that were sent
recently.)*

Complete any future plan of care modifications/updates

within MWMA.

3. Complete future level of care reassessment and plan of
care renewal (in 2016) within MWMA.

On or after
8/18 2.
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MWMA Resources

The following materials provide detailed guidance on onboarding to MWMA, performing transitions and
level of care reassessments.

Onboarding Resources:
¢ MWMA Onboarding Manual (attached)
¢ MWMA Onboarding Tip Sheet (attached)
e What should | do if my agency uses a state network? (Click_here to access this job aid.)
e What should I do if I'm a kynector and my agency uses a state network? (Click here to access this
job aid.)

Transition Resources:
e Initiating a Transition Quick Reference Guide (attached)
e Web-based Training Course- Transitioning Individuals Into the Medicaid Waiver Management
Application (Click here to log in to the MWMA Training Portal and access this course.)
e  MWMA User Guide-Section 8: Transitioning Individuals into MWMA (Click here to log in to the
MWMA Training Portal and access the user guide.)

Level of Care Resources:
¢  MWMA Assessment Agency Selection Job Aid (attached)
¢  MWMA Assessment Submission Job Aid (attached)

Materials are located on the MWMA Training Portal. If you do not have access to the MWMA Training
Portal, you can request access by providing your name and email address to the MWMA
Implementation Team at wem_implementation@ky.gov.

As a reminder, case managers should contact the Partner Portal/MWMA Contact Center for assistance
with addressing technical issues, system error messages, or general questions. Representatives are
available Monday- Friday from 8 a.m. to 5 p.m. Eastern Time and can be reached through:
e Phone: 1-800-635-2570 (After the DMS welcome message plays, press "1", "6" and "2" to be
transferred directly to the MWMA Contact Center.)
e Email: MedicaidPartnerPortal.info@ky.gov

Regards,
The MWMA Implementation Team


http://chfs.ky.gov/NR/rdonlyres/C049F3FA-14A5-45B8-AA42-01C8D7323688/0/WhatshouldIdoifmyagencyusesastatenetwork.pdf
http://chfs.ky.gov/NR/rdonlyres/E691040E-991D-44F4-BE3C-61987BB46B0D/0/WhatshouldIdoifIamaKynectorandmyagencyusesastatenetwork.pdf
http://tris.eku.edu/MWMA/nLogin.aspx?ReturnURL=accountinfo.aspx
http://tris.eku.edu/MWMA/nLogin.aspx?ReturnURL=accountinfo.aspx
mailto:wcm_implementation@ky.gov
mailto:MedicaidPartnerPortal.info@ky.gov
http://chfs.ky.gov/NR/rdonlyres/EF2B2D69-2432-4505-A0CE-3C538E0B7E2D/0/MWMAOnboardingTipSheet.pdf
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Medicaid Waiver Management Application (MWMA) Onboarding Manual

This manual provides step-by-step instructions on how Organizational Administrators, Case Supervisors and Case
Managers will gain access to the Medicaid Waiver Management Application (MWMA). The process begins with the
Relationship Manager (a CHFS worker) who invites each identified Organizational Administrator* to create their Kentucky
Online Gateway (KOG) account. The Organizational Administrator will be responsible for sending account registration
invites to the Case Supervisors and Case Managers within their agency who will need access to MWMA.

*An Organizational Administrator is a designated individual responsible for facilitating the onboarding process for MWMA
users within his/her respective organization.

The MWMA Onboarding Manual covers the following:

Organization Administrator Onboarding

Sending Provider Agency User Onboarding Invitations

Provider Agency User Onboarding

Organizational Administrator Onboarding
As an Organizational Administrator, you must proceed with the following steps to gain access to MWMA:

Once a Relationship Manager or an Organizational Administrator adds you to the invite list, you will receive an email
similar to the one below.

1. Click the Click here to complete the process hyperlink (Figure 1).

Zova Ramdin

You have been designated as an Admimstrator for a KHBE Orgamization. Please follow the below instructions to gain access as a
Administrator for this organization.

Click here to complete the process.

Kentucky Online Gateway
NOTE: Do not reply to this email. This email account 1s only used to send messages.
Privacy Notice: This email message 1s only for the person it was addressed to. It may contain restricted and private information. You

are forbidden to use, tell, show, or send this information without permission. If vou are not the person who was supposed to get this
message, please destroy all copies.

Figure 1: KOG Invite Email Example

You will be navigated to the Gateway Log In screen to create a new account.
2. Click Create An Account (Figure 2).
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Kentucky v | EFENE

Online Gateway

G ateway LOE In Don't already have a

Login with your Kentucky Online Gateway Account, Kentucky Online Gateway Citizen Account?

Create An Account

Username or Email Address Forgot Username?

WARNING

This website is the property of the Commonwealth of Kentucky. This is to notify
Password Forzot Passwor? you that you are only authorized to use this site, or any information accessed

through this site, for its intended purpose. Unauthorized access or disclosure of
personal and confidential information may be punishable by fines under state and
federal law. Unauthorized access to this website or access in excess of your
authorization may also be criminally punishable. The Commonwealth of Kentucky

follows applicable federal and state guidelines to protect the information from
misuse or unauthorized access.

Resend Account Verification Email

Copyright ©2013 Commonwealth of Kentucky.

Al Rights Reserved.

Figure 2: Gateway Log In Screen

You will be navigated to the Kentucky Online Gateway Profile screen where you will enter the required
information.

3. Fillin all the required fields (Figure 3).*

4. Click m Submit.

Please complete your Kentucky Online Gateway Profile

The username and
password selected
here will become

Please fill out the form below and click Submit when finished.

All fields with * are required.

* First Name pgent your credentials to
Middle Name login to MWMA.

* Last Name User

* Usermame Agent.User

* Password sssssssssas 9

* Verify Password

* E-Mail Address agent.user@khbe.net

The email entered

™ Verify E-Mail Address agent user@khbe.net here must be the
Telephone same email address
Extension where you received

the onboarding
invite.

Street Address 1

Street Address 2

City

State Kentucky E

Zip Code

Language Preference [English =] Please  remember
Question In what city were you born? (Enter full name of city only) [=] the answers to these
* Answer HeE security  questions
Question What was the name of your first pet? [ for future account
« anewer o management.

Figure 3: Kentucky Online Gateway Profile Screen
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5. An account verification email is sent to the email address provided during account setup. Click the highlighted
link (Figure 4).

Zoya Ramdin (Zova FRamdin),

This email 15 to help vou complete the last step of account set-up. Your new account Username 1s:
Zova.Ramdin

Click on the below link now, to activate your account.

https-/koouat.chfs kv_sov/public/fwlink/Thinkid=14b50f4c-18c0-4739-adc4-e71b583eTclf

After you have entered your securnty answers, vou may Click here to s1gn in.

Click here for Help Desk contact information
Kentucky Online Gateway

NOTE: Do not reply to this email. This email account is only used to send messages.

Privacy Notice: This email message 1s only for the person 1t was addressed to. It may contain restricted and private information. You
are forbidden to use, tell, show, or send this information without permission. If you are not the person who was supposed to get this
message, please destrov all copies.

Figure 4: Activation Email Example

6. The Validate New Account screen displays. Answer the security question(s) (Figure 5).
7. Click Verify Account.

Kentucky e |

Online Gateway IDE
Validate New Account

To verify your identity, please answer the following security question(s).

Question In what city were you born? (Enter full name of city only)
*Answer HBE

What was the name of your first pet?

Heg
‘ Verify Account I

014 Commonwealth of Kentucky.

Figure 5: Validate New Account Screen

8. A success message displays. Click the STEP 2 link (Figure 6).
MWMA Onboarding Manual 3





Kentucky e | EXERNED

Online Gateway IDE

Validate New Account

Success

ymonwealth of Kentucky.

Figure 6: Validate New Account- Success Screen

9. The Gateway Log In screen displays. Log in using your credentials (Figure 7).

Gateway Log In Don't already have a

Login with your Kentucky Online Gateway Account. Kentucky Online Gateway Citizen Account?

Create An Account

Username or Email Address Forgot Username?

WARNING

This website is the property of the Commonwealth of Kentucky.
Password Forgot Password?

This is to notify you that you are only authorized to use this site, or

| ‘ any information accessed through this site, for its intended

purpose. Unauthorized access or disclosure of personal and
confidential information may be punishable by fines under state
and federal law. Unauthorized access to this website or access in

excess of your authorization may also be criminally punishable.

Resend Account Verification Email The Commonwealth of Kentucky follows applicable federal and

state guidelines to protect the information from misuse or

unauthorized access.

Figure 7: Gateway Log In Screen

Your Applications screen displays with the Organization Management Application hyperlink (Figure 8).
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Kentucky e Welcome Zoya Ramdin - My Account : Sign Out  Help © [N g

Online Gateway

Zoya Ramdin, Welcome to Kentucky Online Gateway

Your Applications

These are the applications you have been granted access to. Need to access a different application? [Request access here].

Application Name
Organization Management Application
To Manage External application(HBE) User and roles

SNAP Web Portal
Supplemental Nutrition Assistance Program (Formerly Food Stamps)

> Request Access to another application.

Copyright © 2015 Commenwealth of Kentucky.

All Rights Reserved.

Figure 8: Your Applications Screen
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Sending Provider Agency User Onboarding Invitations

As an Organizational Administrator for a Provider Agency you will invite other users of your agency to create an account
using the following steps:

1. Log in into your KOG account using your login credentials that were identified when setting up your Kentucky
Online Gateway Profile as an Organization Administrator (Figure 9).

Kentucky el |

Online Gateway

Gateway Log In

Login with your Kentucky Online Gateway Account.

Don't already have a

Kentucky Online Gateway Citizen Account?

Create An Account

Username or Email Address Forgot Username?
'WARNING
This website is the property of the Commonwealth of Kentucky. This is to notify
password Eorgot Password? you that you are only authorized to use this site, or any information accessed
Forgot Password:

through this site, for its intended purpose. Unauthorized access or disclosure of
personal and confidential information may be punishable by fines under state and
federal law. Unauthorized access to this website or access in excess of your
authorization may also be criminally punishable. The Commonwealth of Kentucky
follows applicable federal and state guidelines to protect the information from
misuse or unauthorized access.

Resend Account Verification Email

Copyright ©2013 Commonwealth of Kentucky.
All Rights Reserved.

Figure 9: Gateway Log In - Organizational Administrator

2. Your Applications screen displays. Click the Organization Management Application link (Figure 10).

Kentuck Welcome Zoya Ramdin | My Account | Sign Out | Help. English v
Online Gatew:lly UAT

Zoya Ramdin, Welcome to Kentucky Online Gateway

Your Applications
These are the applications you have been granted access to. Need to access a different application? [Request access here].

Organization Management Application
To Manage External application(HBE) User and roles

SNAP Web Portal

Supplemental Nutrition Assistance Program (Formerly Food Stamps)

> Request Access to another application.

Copyright © 2015 Commonwealth of Kentucky.

All Rights Res: d.

Figure 10: Your Applications Screen
3. Click the EE= Manage button next to the organization (Figure 11).
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Kentuckv Welcome Zoya Ramdin | My Account | SignDut | Help

Online Gateway

| o] ization Name | [o] ization Type Name |
| Organization102329 | Provider Agency | I m

Figure 11: Manage Organization Screen

4. Click Invite Users (Figure 12).

Organizations > Organization Details

Details | Email Domains || Invite Users | Pending Invitations | Manage Users | Recertification Dashboard | Approval Units

Figure 12: Invite Users Tab

5. Enter the First Name, Last Name and Email Address for each user you want to invite (Figure 13).

* NOTE: If the user already has a kynect account, you will need to use a different email address for the MWMA
account.

6. Select the role to be assigned to each user. Assign one role per user (Table 1).
7. Click Send Pending Invitations.
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1. User to Invite

Oor

* First Name:
* Last Name:

* Email Address:

Organizations > Organization102323 > Organization Invites
Details | Email Domains || Invite Users || Pending Invitations || Manage Users | Recertification Dashboard | Approval Units |

Please fill out the form below to invite a New User

2. Select Roles To Invite

Organization Admin Group(s)

|

Waivers Organization Administrator

Organization Roles

Role Name App Name
Application Initiator KHBE Self Service Portal UAT4 m
Level of Care Assessor KHBE Self Service Portal UAT4 m
Case Manager KHBE Self Service Portal UAT4 | Add |
Case Supervisor KHEBEE Self Service Portal UAT4 m ]
Case Manager in Training KHBE Self Service Portal UAT4 m

3. Selected Roles

Send Pending Invitations ‘

MWMA User Role

Application Initiator

Figure 13: Send Invitations

Description

Users who will only be initiating applications and will not be performing
Case Management.

Level of Care Assessor

Users who will only be performing Level of Care assessments and will
not be performing Case Management.

Case Manager

Users who serve as a Case Manager or Support Broker (The Case

Manager Role will also have access the Level of Care Assessor
functions).

Case Supervisor

Users who serve as a Case Manager Supervisor (The Case
Supervisor role can also serve as a Case Manager and will have
access to the Level of Care Assessor functions).

Case Manager in Training

Users who serve as Case Managers but during the Plan of Care
(POC) submission, POC'’s will be automatically routed to the Case
Manager Supervisor for review before submission to Carewise.

Table 1: MWMA User Roles and Descriptions

8. Once the invite is sent, the pending invitation is displayed under Pending Invitations (Figure 14).
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Invited Users

Details || Email Domains || Invite Users

Organizations > Organization102329 > Organization Users

Pending Invitations|}| Manage Users | Recertification Dashboard | Approval Units

First Last Name Email Address Date Role Name Role Remove
Name Status | Invitation
Dwayne Ramdin dwayne.ramdin@mailinator.com  [3/25/2015|0rgManagement - Waivers|New
Org Admin

Figure 14: Pending Invitations

sent.

NOTE: The next section is for users who have been sent invites and does not
apply to Organizational Administrators. Organizational Administrators should
encourage users to start the onboarding process once the invitation has been
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Provider Agency User Onboarding

NOTE: This section only pertains to users who have received invites from the
Organization Administrator to create their Kentucky Online Gateway (KOG)
account. This section does not apply to Organizational Administrators.

Once you receive an email from your Organization Administrator for your agency, create a Kentucky Online Gateway
(KOG) account using the following steps to gain access to MWMA.

1. Inthe email body, click Click here to complete the process link to continue (Figure 15).

Phil Sims,

You have been wnvited to participate as a user in a KHBE Organization. Please follow the below instructions to gain access as a user for
this organization.

IC lick here to complete the process.

Kentucky Online Gateway

NOTE: Do not reply to this email This email account is only used to send messages.

Privacy Notice: This email message 1s only for the person 1t was addressed to. It may contamn restricted and private information. You
are forbidden to use. tell. show, or send this information without permission. If vou are not the person who was supposed to get this
message. please destroy all copies.

Figure 15: Invitation Email

2. Click Create An Account (Figure 16).*

Kentucky Y Ergiish v |

Online Gateway

Ef WARNING application is utilized for TESTING ONLY

Gatewa\/ Log In Don't already have a

Login with your Kentucky Online Gateway Account.

Create An Account

Username or Email Address Forgot Username?
WARNING
This website is the property of the Commonwealth of Kentucky.
g ? . . . .
Password Forgot Password This is to notify you that you are only authorized to use this site, or

| any information accessed through this site, for its intended
purpose. Unauthorized access or disclosure of personal and
confidential information may be punishable by fines under state
and federal law. Unauthorized access to this website or access in
excess of your authorization may also be criminally punishable. The
Commonwealth of Kentucky follows applicable federal and state

Resend Account Verification Email o . § . i
guidelines to protect the information from misuse or unauthorized

access.

Figure 16: Create An Account Screen

MWMA Onboarding Manual

10





Enter the required details and click m Submit (Figure 17).

Please complete your Kentucky Online Gateway Profile

Please fill out the form below and click Submit when finished.
All fields with * are required.

* First Name Phil

Middle Name

* Last Name Sims

* Username Phil.Sims L]
* Password serssersee L]

* Verify Password srssnssnee

* E-Mail Address phil.sims@mailinator.com 9
* Verify E-Mail Address phil.sms@maiinator.com

Telephone 2035109871

Extension

Street Address 1 12 mill creek

Street Address 2

City frankfort

State Kentucky v
Zip Code 240501

Language Preference | English v
Question In what city were you born? (Enter full name of city only) v
* Answer

Question What was the name of your first pet? v
* Answer hbe]

Cancel

Figure 17: Kentucky Online Gateway Profile Screen

4. You will receive an Account Verification email. Click on the hyperlink provided in this email to activate your
account (Figure 18).
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Phil Sims (Phil Sims).
This email 1s to help vou complete the last step of account set-up. Your new account Username 1s:
Phil.Sims

Click on the below link now, to activate vour account.

hitps:/koguat chfs ky sov/public/fwlink/ Minkid=69317b37-ec35-4e2¢-843f 15241 bf85a0b

After vou have entered your security answers, you may Click here to sign .

Click here for Help Desk contact information
Kentucky Online Gateway

NOTE: Do not reply to this email. This email account 1s only used to send messages.
Privacy Notice: This email message 1s only for the person it was addressed to. It mav contamn restricted and private information. You

are forbidden to use. tell. show. or send this information without permission. If vou are not the person who was supposed to get this
message. please destroy all copies.

Figure 18: Verification Email

5. Provide the answers to the security questions that you had provided in step 3 and click Verify
Account (Figure 19).

Validate New Account

To verify your identity, please answer the following security question(s).

Question et city were you born? (Enter full name of city only)
*Amswer

Question at was the name of your first pet?

*Answer hbe

Verify Account

Figure 19: Validate New Account Screen

6. Verify that the success message for Step 1 is displayed. Click the Step 2 hyperlink (Figure 20).

Validate New Account

Success

You have successfully completed Step 1 of creating your account. You need to complete remaining steps before you can
get access to your application. Please clicll STEP 2fo proceed further.

Figure 20: Validate New Account Success Screen

7. Log in to the Gateway Log In screen with the username and password provided in step 3 (Figure 21).
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Gateway Log In

Login with your Kentucky Online Gateway Account.

Username or Email Address Forgot Username?
Phil.5ims
Password

Forgot Password?

Figure 21: Gateway Log In Screen

You will be requested to setup the Multi Factor Authentication account. The Multi Factor Authentication is a second
level of authentication to ensure the user accessing the account is indeed the registered user.

8. Install the required software.

9. Enter the Nickname, Credential ID and Security code provided on the Symantec soft token and click EZE
Continue (Figure 22).

Kentucky

Gnline Gatewary

Multi-Factor Authentication

Security Token Registration

tee VI Aceais Seftwiare inizallation Guide

Register New Security Token

Figure 22: Multi-Factor Authentication Screen
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10. Provide the mandatory details and click m Save (Figure 23).

Ql0 02022015

—Organization User Information
Phil

First Name:
Middle Name:

Last Name: Sims *
Name Suffix: JR M

Primary Phone Number

Primary Fax Number

Primary Ema phil sms@mailinater.com
Title: LOC Reviewer for agency|

P —

Figure 23: Organization User Information Screen

11. Verify that access to MWMA has been granted by referencing the Medicaid Waiver Management Application Log
in Quick Reference Guide for further instruction.

NOTE: The validation process takes two hours to complete. Please follow the
instructions listed in the Medicaid Waiver Management Application Log in

Quick Reference Guide after 2 hours to login.
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MWMA Onboarding Tip Sheet

If you are connected to a State Network at your agency and are trying to complete the onboarding process, please
refer to ‘What should | do if my agency uses a state network?’ guide BEFORE you start the onboarding process
mentioned below

Step 1 An Organization Administrator from your agency needs to be setup

If you do not have an email invitation with subject "Invitation to become an Organization Admin", please
send an email to MedicaidPartnerPortal.info@ky.gov with subject "Did not receive Organization
Administrator Onboarding Invite Email" and provide your org admin's First Name, Last Name, Email,
Agency Name, Agency Medicaid Provider Number(s), and Contact Telephone Number.

Step 2 Organization Administrator completes the Onboarding Process

Onboarding Process
From the onboarding invite email, click on the hyperlink and perform the following steps:
i. Create a new KOG Account
ii. Activate the KOG Account by completing account verification

iii. Login to the Kentucky Online Gateway using Username and Password and setup Multi Factor
Authentication using VIP ACCESS software at the following link.

https://kog.chfs.ky.gov/
iv. Verify that 'Organization Management' link is displayed under Applications Page.

(Refer to Organization Administrator Onboarding section in attached guide for detailed process)

ESSENTIAL ACTIONS:

- When creating the KOG account, provide the same email address as the email where you received the
onboarding invite

- Remember the Username and Password and answers to the security questions. You will need them
for log in and account activation, and for subsequent account management.

- If you are unable to download, install or use the VIP ACCESS software on your machine, contact your
IT Department for assistance

If you face issues while completing the Onboarding Process as an Organization Administrator, please
send an email to MedicaidPartnerPortal.info@ky.gov with subject "Issue faced during Organization
Administrator Onboarding Process", and include a summary of issue(s) faced, steps taken and
screenshot(s).
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From the Organization Management link, Organization Administrator provides the First Name, Last
Name, Email Address and ONE role for a user and sends the onboarding invitation to the user.

(Refer to section 'Sending Provider Agency User Onboarding Invitations' in attached document)

ESSENTIAL ACTIONS:
- Verify that ABSOLUTELY ONLY ONE role is selected while sending an invitation to a user.

- If an Organization Administrator wishes to use MWMA as a user of their organization, they will have
to send an invitation to himself/herself by selecting ONE role besides Organization Administrator.

- Please DO NOT remove your role as an Organization Administrator while Managing User Roles.

If you face issues while inviting users, please send an email to MedicaidPartnerPortal.info@ky.gov
with subject "Issue faced while sending invitations to other agency users", and include a summary of
issue(s) faced, steps taken and screenshot(s).

Onboarding Process

Once the organization administrator sends an invite to a user, an email will be sent to the user's
email address. From the onboarding invite email, the user clicks on the hyperlink and perform the
following steps:

i. Create a new KOG Account
ii. Activate the KOG Account by completing account verification

iii. Login to the Kentucky Online Gateway using Username and Password and setup Multi Factor
Authentication using VIP ACCESS software at the following link.

https://kog.chfs.ky.gov/
iv. Verify that 'KHBE Self Service Portal' link is displayed under Applications Page.
(Refer to Provider Agency User Onboarding section in attached guide for detailed process)

ESSENTIAL ACTIONS:

- When creating the KOG account, provide the same email address as the email where you received
the onboarding invite

- Remember the Username and Password and answers to the security questions. You will need them
for log in and account activation, and for subsequent account management.

- If you are unable to download, install or use the VIP ACCESS software on your machine, contact
your IT Department for assistance.

If you face any issues while completing the Onboarding Process as an Organization User, please send
an email to MedicaidPartnerPortal.info@ky.gov with subject "Issue faced during Organization User
Onboarding Process", and include a summary of issue(s) faced, steps taken and screenshot(s).





Step 5 Invited User Logs into MWMA

2 hours after completing the onboarding process in aforementioned step, the invited user can log into
MWMA using the following URL:

https://kywaiver.ky.gov

ESSENTIAL ACTIONS:

- If you see an error message after logging in that says you have multiple roles, please seek assistance
from your organization administrator.

- If you are unable to download, install or use the VIP ACCESS software on your machine, contact your IT
Department for assistance.

If you face any issues logging into MWMA at the aforementioned URL, please send an email to

MedicaidPartnerPortal.info@ky.gov with subject "Issue faced while logging into MWMA", and include a
summary of issue(s) faced, steps taken and screenshot(s).

Detailed Step by Step Guidance can be found in the Medicaid Waiver Management Application (MWMA) Onboarding
Manual






MWMA Transition Process Overview (for Individuals who are already enrolled in a waiver)

Activities to Complete Prior to August 17" Ongoing Activities to Complete After Transition

Pre-MWMA Processes

Enter Plan of Care
modifications/updates as
needed

Pre-MWMA Processes

Completing LOC
reassessment using pre-
MWMA paper forms or

within MWMA?

Pre-MWMA New LOC

End Date

Complete Level of Care
reassessment and Plan of
Care renewal

Complete Level of Care
P reassessment and Plan of
Care renewal (in 2016)

Transition Individual .
(see job aid)

Individual’s
Assessment Date: Perform case management
(o) Bef MWMA activities
I L fElel (e.g., case notes, case

August 17th transfers)

Enter Plan of Care
modifications/updates as
needed

Transition Individual Complete Level of Care
(see job aid reassessment

Complete Level of Care
P reassessment and Plan of
Care renewal (in 2016)

Complete Plan of Care
renewal

A\ 4
A\ 4

Perform case management
activities
(e.g., case notes, case
transfers)

Enter Plan of Care
—P» modifications/updates as
needed

Individual’s
Assessment Date:
On or After Transition Individual Complete Level of Care

August 18th (see job aid) reassessment

Complete Level of Care
reassessment and Plan of

Complete Plan of Care
renewal

Perform case management
activities
(e.g., case notes, case
transfers)






		Page-1�




Updated: 7/2/15

Medicaid Waiver Management Application

Level of Care (LOC) Assessment Agency Selection Quick Reference Guide

This Quick Reference Guide provides a step-by-step description of the Level of Care Agency Assessment
Agency Selection process.

Overview

Once capacity has been reserved for an Individual in a waiver program, a physical correspondence is sent to
the Individual from MWMA. The correspondence includes a list of agencies that can perform LOC Assessment
based on the waiver from which the Individual can select an agency and then contact the agency to begin their
Level of Care Assessment Agency Selection Process.

Level of Care Assessment Agency Selection Process

After the Individual selects an Agency from the list provided and contacts the Agency, a LOC Assessor, Case

Supervisor or Case Manager from that agency performs the following steps to select a LOC assessment

agency in MWMA:

1. Access your MWMA Dashboard (Figure 1).

2. Within the Quick Links section of your Dashboard, click the “LOC Assessment Agency Selection” quick

Tasks Assigned 9 188
Message Center
Du 8 172
Notifications Center ©
Case Management Tasks Search Tasks
Case Manager Assignment
View Assigned Case Select Queue
Managers
Task Name App/Case # Indvidual Name ~ Waiver Status Action
Add New Case Note
Program
Manage Existing Case
Notes @ Accept/Decline Case... 100010587 lackson, John In Progress Continue
nitiate Transition Acquired Brain
@ Schedule Reassessme... 100009528 Patrick Gary 5 New Start
Manage Program Injury - Acute
Closures Acquired Brain
(@] @ [nitiate Annual Recer... 100009528 Patrick, Gary . New Start
View Caseload Injury - Acute
View Ri t A d Brail
lew Reports O @ Face to Face missing... 100009528 Patrick Gary CRUEEAN e Start
Additional Case Manager Injury - Acute
Resources Acquired Brain
(O @Face 1o Face missing... 100009528 Patrick, Gary : n New Start
Injury - Acute
Other Links o
Acquired Brain
Quick Search O @Quarterly Summary... 100009528 Patrick, Gary : < P Mew Start
Injury - Acut
Start New Application
Acquired Brain
Manage Agency (@] @ Face to Face missing... 100009528 Patrick, Gary Pr A New Start
Injury - Acute
Relationships
A d Brail
Print Blank Application O @ Face to Face missing... 100009528 Patrick Gary CAUIEEEEN e Start
Injury - Acute
Learn About Medicaid
Acquired Brain
(@] Face to Face missing for... 100009528 Patrick, Gary | A ew Start
Injury - Acute
LOC Assessement < o >
Agency Selection
Viewr Hiztory INATHAAE N MATRASIEOEET!

Figure 1: Case Supervisor Dashboard
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3. The Level of Care Agency Assignment screen (Figure 2) displays. Enter information (first name; last
name; case number; date of birth; program; and assessment reason) in the required fields.

4. After entering the required information, click Search.

Level of Care Agency Assignment *=Required field
# First Name * Last Name
+ Case Number « Date of Birth T
+ Program Assessment Reason
Supports for Community Living Initial
Model II Annual Reassessment
Acquired Brain Injury - Acute Reassessment- status changed

Acquired Brain Injury - Long Term Care
m Home and Community Based
Michelle P

Figure 2: Level of Care Agency Assignment Screen

NOTE: The required fields in the Level of Care Agency Assignment screen (Figure 2) should
contain the same information collected from the correspondence generated by MWMA and sent to the
Individual after capacity has been reserved in a waiver program.

5. The search results display (Figure 3). The task for performing either an initial, mid-year reassessment
or annual reassessment is generated when the user clicks on m Save.

Level of Care Agency Assignment *=Required field
* First Name CHOCOLATE + Last Name CHIP
» Case Number 100019371 » Date of Birth 04/17/1957 i
* Program Acquired Brain InJury * Assessment Reason Initial

Individual Name

éWaiveI Program

@ CHIP,CHOCOLATE 1100019371 104/17/1957 ! ABI-Acute

Figure 3: Level of Care Agency Assignment Search Results Screen

NOTE: The Individual will only show up in the search results if:
e Information in the required fields are entered accurately; and
e Capacity has been reserved for the Individual in a waiver program

MWMA Level of Care Agency Assignment Quick Reference Guide 2





6. A pop up window display confirming that the task was successfully created (Figure 4).

Assessment agency assigned successfully for this individual.

Figure 4: Level of Care Agency Assignment Successful Assignment Screen

Once an assessment agency has been assigned, a Perform Assessment task will be created for the LOC
Assessor. For more information on the LOC Assessment process in MWMA, please refer to the Level of Care

Assessment Submission job aid.

NOTE: If an agency has been selected to perform LOC Assessment for an individual once through
this screen, the individual will not be searchable on the screen anymore. If the individual wants to

change the agency that performs the LOC Assessment the Case Management Administrator will need
to be contacted to make the change.

MWMA Level of Care Agency Assignment Quick Reference Guide
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Medicaid Waiver Management Application

Level of Care Assessment Submission Quick Reference Guide

This Quick Reference Guide provides the steps for submitting Level of Care assessment results in the Medicaid Waiver
Management Application (MWMA).

Overview

Once the LOC Assessor completes the LOC assessment agency selection and the Perform Assessment task, the
Assessor then receives a task to record the assessment results. The Assessor meets with the Individual, records the
results in the Assessment Results screen and uploads the assessment documents on the Documents Needed
screen. LOC documentation is then reviewed by the QIO to make an assessment determination.

Recording LOC Assessment Results

Once you have completed the Preform Assessment screen, you are navigated back to the LOC Assessor Dashboard
screen (Figure 1). You should now see a task labeled Record Assessment Results.

Steps for recording LOC Assessment results are as follows:

1. From the Dashboard screen (Figure 1), click Start next to the name of the Individual for which you are submitting
LOC assessment results.

Tasks Search Tasks
Sebect Queue
Tk Hame: App/Case = IndridusiMame  Progmm  Stamus Action
& Record Asscssment Results 100010872 Thomes N Hew Start
I (O Record Assessment Results 100010957 Thomas fpons [ Starr I

Record Aszestment Results  W0010787 Brw, Xone New Start

hs 0001079 Themss Ahx New Stort.

WSS Queen Qver  In Progress Continue

WOH0S478 Donoven Mistt In Progress Continue

00010385 Granger Albus In Progress Continue

100010591 Queen, Thes In Progeecc Continue

WOANEES Copps Marian In Progress Continue

Pesfarm Ressseszm et WO10ED Thomas B In Progress Continue

] R LR A

Figure 1: LOC Assessor Dashboard

The Assessment Results screen (Figure 2) displays. Select the appropriate Assessment Tool
Document any necessary comments in the Comments about the assessment comment box.
Enter the Date of Assessment.

Click EZi Next.

ok~ w N
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Assessment Results
Assessment Results

*=Required field
Assessment Details View Assessment
*
As: it Ty M
sessment Type [~] —
Initial LOC Farm
* Assessment Tool —Select-- [~]

* =
Assessment Reason | Initial

<l

* Date of Assessment

Comments about the

assessment

Figure 2: Assessment Results Screen

The Documents Needed screen displays (Figure 3). Select Document Type and select the appropriate option.
Click Browse and select the applicable document.

Click E==3 Attach.

© N o

9. Click E= Next.
A task is triggered for QIO to review the results.

*For more than one document you will need to select the Attach Another Document hyperlink (Figure 3).

Adaptive Behavior Assessment

Paychological Evabuation

Figure 3: Documents Needed Screen

NOTE: To save your information and come back later you can click
Save & Exit.
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Updating a “Lack of Information” Assessment

Once the assessment has been sent to QIO, the LOC Reviewer has the option to declare the Assessment status as
“Met”, “Not Met” or “Lack of Information”. If the determination is found to be “Met” or “Not Met” by the LOC Reviewer, no
further action is required by the LOC Assessor.

If the assessment is marked “Lack of Information”, the LOC Assessor receives a Lack of Information task on their
Dashboard screen (Figure 4) and completes the following steps to update the submission.

1. From the Dashboard (Figure 4), select Start next to the applicable Individual's name.

ikl e
TaskAsigned 378 2
Message Center
3 Due 265 60
fications Cent
Case Management Tasks Search Tasks
Add Mew Case Note
Mansge Ecsting Case Select Queue
es
Task Name App/Case & Individual Name Program  Status Action
©  PeformReasessment 100010738 Bitt, Dexter New Start
O PeformReassessment 100010792 jackson, Martin New Start
O Perform Asessmen 100011130 john, Mariva New Stan
o 100011192 Testing, Adhocone Hew Stant
I o 100011238 Sizemore, David New Start I
—
©Q  PeformReassessment 100010833 Bitt, Raymoad Hew Start
O PeformRessmsment 100010845 Maruis, Cleo New Stan
©  PeformReasessment 100010848 Huber, Babe New Start
©  Perform Reassassmen 100010612 Wiliams Carlson New Start
(O PeformRessmsment 100010732 Boberson, Stevie Hew Stan
< >
< @12 13 14 15 16 17 18 19 20 >
iz istory [ hlgisiz e [N bkids Sluzed

Figure 4: LOC Assessor Dashboard

2. The Document Upload screen (Figure 5) displays. Here, you can view the comments from the LOC Reviewer
about why there is a lack of information. To upload additional documentation, click Attach Another Document

(Figure 6) and follow steps 6-8 on the previous page.

Documents Needed "aRequired fickd

==

Whaat i Nerwcleed

The LOC Reviewer’s
comments are located
here.

Proof for Assessment Documents Verification

Figure 5: Documents Needed Screen
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3. Click B8 Next to send the updated information to QIO.

Documents Needed +=Required field

List of Documents.

What is Needed “Types of Document Accepted

Adaptive Behavior Assessmen t
Iritial LEOC Form

Life Stery

LD R
Notes from Beh

eal Specialist, Pychologist For Physican

OTHER

Physical Exam Document Summary
Paychological Evaluation

Proof for Assessment Documents Verification

ment Type Fie
Select- ~]

Figure 6: Documents Needed Screen-Assessment Documents Verification

Submitting Reassessment Results Overview

For MPW, forty days prior to the LOC end date, a letter is sent to the Individual to select a CMHC to perform their LOC
assessment. The LOC Assessor will complete the LOC assessment agency selection, complete the perform
reassessment task (if the appointment is not required to be scheduled, there is an option to skip the appointment) and
record the assessment results. Once the results have been recorded and the documentation has been uploaded, the
information will be sent to the QIO to make a LOC determination.

For HCB, at least forty days prior to the LOC end date, the existing case manager will initiate the LOC assessment
process through MWMA. The case manager will complete the LOC assessment agency selection, complete the perform
reassessment task (if the appointment is not required to be scheduled, there is an option to skip the appointment), record
the assessment results. Once the results have been recorded and the documentation has been uploaded, the information
will be sent to the QIO to make a LOC determination.

For Model II, ABI-Acute, ABI-LTC and SCL, a task will be triggered for these Individuals’ assigned agencies or current
Case Managers to schedule a reassessment (if the appointment is not required to be scheduled, there is an option to skip
the appointment) The reassessment can only be performed within thirty days prior to the LOC end date. Once the
Individual is within the thirty-day window, the assessment process follows the same process as described above. Once

the results have been recorded and the documentation has been uploaded, the information will be sent to the QIO to
make a LOC determination.

MWMA LOC Assessment Quick Reference Guide 4
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Medicaid Waiver Management Application

Initiating an MWMA Transition Quick Reference Guide

Before a Case Manager or Case Supervisor can transition an Individual to the Medicaid Waiver Management Application
(MWMA), the Individual's information must be verified in the Master Client Index (MCI). Upon MCI verification, MWMA
automatically pulls the Individual’'s waiver enrollment information from MMIS.

This Quick Reference guides explains how to initiate the process for transitioning Individuals into MWMA.

To initiate an Individual’s transition to MWMA, complete the following steps:

1. Click the Initiate Transition link in the Quick Links menu on your dashboard.

Quick Links My Tasks | Group Tasks
Task Assigned 293 | 133
Message Center ; H
D 46 ; 9
Notifications Center ue ; i
Case Management Tasks P TEr S
Add New Case Note
Managing Existing Case Select Queue
Note
M Task Name App/Case # Individual Name Program  Status Action
Manage Program Closures ) .
O © Submit the Plan of Care 100009529 Pocconflict, Brenda In Progress Continue
View Caseload
Additional Case Manager O © Create Initial Plan of C_ 100009533 ackson, Marian In Progress Continue
Resources O O Create Initial Plan of C_ 100009533 ackson, Marian In Progress Continue
Other Links O © Submit the Plan of Care 100010572 Twosevensys, August In Progress Continue
Quick Search
O 0 Revisions Requested b 100010658 Rice, Mandy In Progress Continue
Start a new application
Print Blank Application O © Face to Face case note... 100010574 Siever, Scot In Progress Continue
Medicaid Waiver Services e) © Face to Face case note 100010568 Iveys, Phil In Progress Continue
O O Face to Face case note 100010579 Hellmuth, Phil In Progress Continue
O O Face to Face case note... 100010583 Crow, Tommy In Progress Continue
O O Face to Face case note.. 100010582 QOwen, Clive In Progress Continue
< >
&2 3 4 5 67 8 9 10 >
Visw History [ Wkieazitzi W Gk As closad |
i

Figure 1: Waiver Transition Dashboard Screen

2. The Transition Individual Information screen displays (Figure 2). Complete the required fields.
3. Click B8 Next to review the Individual's enroliment information.
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[Transition Individual Information *=Required field

Transition Individual Details

* First Name Middle Initial * Last Name Suffix
—Select— [v]
* Date Of Birth(MM/DD/YYYY) *Gender
I QO Male (O Female
Social Security Number(SSN) * Medicaid ID

Figure 2: Transition Individual Information Screen

NOTE: If the Individual's case management agency identified in MMIS does not
match your case management agency, you cannot continue with the transition
process. A warning message will display to inform you of the error and the inability to
continue.

If the Case Management agency identified in MMIS does match your agency, you can
continue to review the Individual’s enroliment information.

Initiating an MWMA Transition Quick Reference Guide
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