Using the OMA Tool to Invite-Link-Delink and Manage

Credentialing Agent Access to KY Medicaid IDs

This document provides the steps to send invitations to add users, to link/delink
Credentialing Agents (CAs) to a KY Medicaid ID, and manage CA roles within the
Organization Management Application (OMA Tool).

Overview

All management duties, such as adding or removing users (linking and delinking), will be done
through the Organization Management Application. To link a Credentialing Agent to a Provider
or Group’s KY Medicaid ID, the Organization Management Application or OMA Tool must be
used.

This linking or delinking will be carried out by the Organization Administrator (Org Admin).
The Org Admin designation allows the Org Admin to invite and allow other users (in this case,
Credentialing Agents) to be linked to a KY Medicaid ID and work on their behalf.

The Org Admin could be:

e A designated person within a credentialing organization
o For example, a large hospital or a credentialing agency
o May be a Business or Office Manager or the Credentialing Agent Manager

e Anindividual Provider with a KY MPPA account
o Providers are automatically designated as an Org Admin for their KY Medicaid IDs

Opening the Organization Management Application

The Org Admin/Provider will see the Organization Management Application on the KOG Home
Page once they have created and validated the Org Admin’s Kentucky Online Gateway (KOG)
account.

Note: Providers will be granted access to the OMA Tool once their KY Medicaid ID is linked to
their SSN.

e For Providers with existing KY Medicaid IDs, this will be done when the Provider sets
up their KY MPPA account.
e For new Providers, this will be done once their KY Medicaid ID is approved by DMS.
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Figure 1: OMA Tool on KOG Home Page
Click Launch on the Organization Management Application tile to open the application.

Once the Organization Management Application (OMA) has been launched, the Org
Admin/Provider will see a table with the Organization(s) that can be managed (Figure 2).

Note: Organization Administrators can only manage Organizations to which they belong. For
Providers, this will only include their linked Medicaid ID(s). For credentialing organizations, it
will include all the Group Medicaid IDs associated with that organization.

Organization Name Oreanization Tvne Name
Bruce Banner Provider Agency
Central Hospita W
Daisy Miller Provider Agency
Doctor Jekyll Provider Agency
Doug Funny Provider Agency
Jackie Chan Provider Agency
Jim Smith (5689) Provider Agency
Jimmy Smits Provider Agency
lohnny Depp Provider Agency
Josh Teater Provider Agency
Karl Kasdorph Provider Agency
Marvin Gaye Provider Agency
Mary Krell Provider Agency
Max Power Provider Agency
Norton Healthcare INC Provider Agency
Sam Huston Provider Agency
Senior Care Provider Agency
Thomas Kincaid Provider Agency
Tom Jones Provider Agency
Tom Swift Provider Agency

Copyright

Al Rights

Figure 2: OMA Tool Organization Listing

KY MPPA, V1 ""’;\Y?-



Inviting Users Through the Organization Management Application

In the Invite Users tab, an Org Admin can invite a new user or use the search function to find a
user that already exists in KOG.

Step 1 - Select the Organization (Provider or Group) Sending the Invitation

Identify the Organization Name (Provider Name — Individual or Group) that will be sending the
invitation. Click on the Manage button of the Organization identified. See Figure 2.

Step 2 - Open Invite Users Tab

To invite a new Organization User, such as a Credentialing Agent, click on the Invite Users
tab. See Figure 3.

Note: At this time, for KY MPPA, only Credentialing Agents or additional Organization
Administrators can be invited using the OMA tool.

Welcome Providerl Trainl My Account SIENCUT Help

Kentucky

Online Gateway

Organizations > Organization Details

Details | Email Dnmaingl Invite Users I Pending Invitations I Manage Users

Organization Details

Organization Name: | Bruce Bznner |

Organization Type: | Provider Agency

Figure 3: Invite Users Tab

Step 3 - Search for User to Invite/Invite New User

If the user you are inviting already has a KOG account, they can be found using the search
function at the top of the screen by putting in their first name, last name, e-mail address, or
username and clicking Search.

If the user does not have a KOG account, fill out the form for a New User to include first name,
last name, and e-mail address.

See Figure 4.
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1. User to Invite

== Existing KOG Account

Ot

nding Invitations | Manage sers |

Please fill out the form below to invite a New User
= First Name: |

=tz | | New User
= Email Address: | |
2. Select Roles To Invite
Organization Admin Group(s)
‘ ] |Partner Portal Organization Administrator |
Organization Roles
Role Name App Name
Delegate/Credentialing Agent Partner Portal m
3. Selected Roles

Send Pending Invitations

Figure 4: Locate User or Invite New User
Step 4 - Send Pending Invitation

After completing the Invitation Form or Selecting an Existing User, click the Add button next to
Delegate/Credentialing Agent under Organization Roles. See Figure 5.

Organizations > Gautam Associates > Organization Invites
Details | Email Domains | Invite Users | Pending Invitations | Manage Users

1. User to Invite
Search|
Or

Please fill out the form below to invite a New User
* First Name:

* Last Name:

* Email Address:

2. Select Roles To Invite

Organization Admin Group(s)
IE

Organization Roles

Partner Portal Organization Admin

I' Role Name App Name

Partner Portal

Admin Manager Partner Portal Add
(1 Selected Ro\esa |
Send Pending Invitations

Figure 5: Select Role

Delegate/Credentialing Agent

KY MPPA, V1



Note: The Delegate term used in OMA is synonymous with Credentialing Agent (CA). It does
not give the CA permission to act as a KY MPPA Authorized Delegate within KY MPPA and
electronically sign and submit for the Provider. To act as an Authorized Delegate within KY
MPPA, the CA must have the Provider complete and sign the Authorized Delegate form.

Note: The CA Admin Manager role is assigned the same way as the Credentialing Agent.
Instead of selecting Add next to Delegate/Credentialing Agent, select Add next to the Admin
Manager role (see Figure 5). The Admin Manager will be able to reassign CA workload within
KY MPPA as necessary to meet workload requirements.

After clicking Add, the Org Admin will see a pop-up listing the information for the user (if the
user is already in the system). Verify the information and check the box in the Select column
to proceed. See Figure 6.

Delegate/Credentialing Agent
Search

Key Value

123 Fake St Frankfort Ky 40600

Cancel

Figure 6: Select User to Invite
Note: The Key Value is the KY Medicaid ID.

After selecting, click OK. The Delegate/Credentialing Agent role has now been selected for
the user (see Figure 7).

Once the roles have been selected, the Org Admin will click the Send Pending Invitations
button to send the invitation.

3. Selected Roles

Role Name
Delegate/Credentialing Agent Partner Portal View/Edit

4 Send Pending Invitations

Figure 7: Send Pending Invitations
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Note: If the User needs to be invited as an Organization Administrator, they will need to be
invited by a current Organization Administrator. The current Org Admin will need to check the
box next to Partner Portal Organization Administrator under Organization Admin Group(s). See
Figure 8.

2. Select Roles To Invite

Organization Admin Group(s)

‘ O ‘Partner Portal Organization Administrator ‘

Organization Roles

Role Name App Name
Delegate/Credentialing Agent | Partner Portal | m

Send Pending Invitations

Figure 8: Inviting as Organization Administrator

3. Selected Roles

Checking Invitation Status

Once the invitation has been sent, the Organization Administrator will then be automatically
redirected to the Pending Invitations tab, where they can view the status of the invitations
sent. See Figure 9.

e The Org Admin can delete the pending invitation if necessary by clicking the Delete
button.

e The Org Admin can search for users with pending invitations using the Invited Users
field and Search Users button.

The invited Credentialing Agent will need to accept the email invitation sent to their account
and complete the onboarding process for KOG and KY MPPA (registration and account setup).

Note: For more details on the steps to complete the Account Set Up and Sign On processes,
see the “Provider and Credentialing Agent Account Set Up” and “Provider and Credentialing
Agent Sign On to KY MPPA” job aids in the KY MPPA Training Resources Library.
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Welcome Providerl Trainl My ACcount SiEnCut Help

Kentucky

Online Gateway

QOrganizations > Bruce Banner > Organization Users
To search for Users with pending

invitations, click on the Search
Users button.

Email Address Role Name Remove
Invitation

Carrie Underwood provu:{erl trainl@keups. net ?/3[21}18 PartnerPortal - Delete
Delegate

Figure 9: Pending Invitations

Linking Credentialing Agents and Providers

Once the OMA invitation has been accepted by the CA, the Credentialing Agent will log in to
KY MPPA to complete the linking process.

e Individual Providers: The Credentialing Agent will be linked to the KY Medicaid ID(s) for
the individual Provider when the CA logs in to KY MPPA.

e Providers within a Group: The CA will be linked to all of the individual Providers
associated with the Group Medicaid ID when the CA logs in to KY MPPA.

o For example, Group Medicaid ID “1234567” has 400 Providers. When the CA is
sent an OMA invitation to join Group “1234567” and logs in to KY MPPA, the CA will
be linked to the 400 providers linked to the group and will be able to perform
maintenance-related actions.

Note: A Group Medicaid ID will only be associated with one FEIN (Federal Employer
Identification Number). Because an entity may be comprised of multiple groups (for example -
pediatric group, physician group, physical therapist group), the entity may have multiple FEINSs.
The CA must be sent separate OMA invitations by the Org Admin for each FEIN (group) they
will be supporting.
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Managing Users

Once the invited Organization User (such as a Credentialing Agent) has completed the
onboarding process, their invitation will be removed from the Pending Invitations tab and
their record will instead be displayed on the Manage Users tab. See Figure 10.

e Click on the Manage button to manage the relationship between the Organization User
and the Organization (Provider/Group/Entity) and update a User’s roles.

o From the Roles tab (Figure 11), the Org Admin will be able to identify the Medicaid
IDs the Credentialing Agent is linked to by viewing the associated KY Medicaid 1D

listed in the Key Value column.

e Click on the Remove button to remove a User from the Organization.

Welcome Provider] Trainl My ACcount Signout Help

Kentucky

Online Gateway

Organizations > Bruce Banner > Organization Users

Organization Users

B - -

First Name Last Name Email Address Remove User User Defails
From Organization

Tr@‘ﬂ me'dg: I|ﬁ'n @kﬂ“ﬁmm‘

Trainl CAl.Trainl@keups.net

Figure 10: Manage Users Tab

Welcome Providerl Trainl My Account Signout Help

Kentucky

Online Gateway

Bruce Banner= Organization Users = User Roles

Profile uestionsf| Roles I

Assigned Roles

Role Name Application Name Key Value

Delegate/Credentialing Agent Partner Portal | Remove

Previous

Figure 11: Roles Tab
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Delinking Credentialing Agents and Providers/Groups

Credentialing Agents will need to be delinked from an individual Provider or a Group Medicaid
ID if:

e The CA leaves the organization or
e The Provider/Group no longer wish them to work on the behalf of their KY Medicaid ID.

To remove access to the Organization and all the Medicaid IDs associated with that group,
click on the Remove button on the Manage Users tab for the specific User to be deleted. See
Figure 12.

Note: Removing access to the Organization will remove access to all associated Medicaid
IDs.

Kentucky

Online Gateway

Organizations > Bruce Banner > Organization Users

Organization Users

First Name Last Name Email Address Remove User User Details

From Organization

Providerl Trainl Providerl.Trainl@keups.net

CAl Trainl CAl.Trainl@keups.net - Remove - -

Figure 12: Manage Users Tab

Note: The user will still have KOG and KY MPPA accounts but they will no longer be able to
access the KY Medicaid IDs associated to the Organization. The access will be removed from
KOG immediately; access to KY MPPA will be removed upon the CA’s next log in to KY
MPPA.

To remove a CA’s access to one particular Medicaid ID, click on the Remove button from the
Roles tab for the desired Medicaid ID. This will remove the CA’s access to only the selected
Medicaid ID. See Figure 13.

Note: If the Org Admin removes acces to one Group Medicaid ID within their organization, the
next time the CA logs into KY MPPA, they will be delinked from all the individual Providers
associated with that Group.
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Assigned Roles

Role Name

Application Name

Key Value

Delegate/Credentialing Agent Partner Portal 71 jsl | Remove

Previous

Note: This delinking process SHOULD NOT be used to reassign workload between CAs
within KY MPPA. Reassigning workload is accomplished by the CA Admin Manager from the
Administration tab within KY MPPA. For more information on this process, see the “How to
Manage Credentialing Agent Work Assignments” job aid in the KY MPPA Training Resources

library.

Figure 13: Remove from Roles Tab

Other Organization Management Application (OMA) Tabs

Details Tab

The Details tab contains view only information including the Name and Type of the

Organization and other details that are configured for that Organization Type.

KY MPPA, V1

Kentucky

online Gateway

Onzanizations = Organization Detzils
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Organization Name:

Organization Type:

Organization Questions
Organization Mame:

Org Start Date

Org End Date:

Medicaid Provider Type(s):
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you Serve:
[ OUT OF STATE ] Slark

[] &dair [] Clay
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— Henry — Madiscn 1 Pulaski

Figure 14: Details Tab
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Email Domains Tab

In the Email Domains tab, the Org Admin can add specific email domains for new user
invitations, which provides an added measure of security and prevents users outside the
added domains from receiving invitations and creating accounts (Figure 15).

Email domains added to the Allowed Email Domains list specify which domains are allowed
to receive invitations. This functionality is useful if an Organization uses a certain domain for
employees and the goal is to limit the invitations to the employees. For example, Kentucky
state employees all use the domain @ky.gov.

Success

Details Invite Users || Manage Users | Recertification Dashboard || Approval Units

Email Domain List
By default, invitations are allowed for all email domains. If you would like to restrict the email domains for this
organization, please add the allowed domains to the list below.

As an example, this organization uses email addresses in the form of username@company.com and
username@thisCompany.com. You could add the email domains company.com and thisCompany.com to this list and only
users with those email domains can be invited.

Add Email Domain

Email Domain: @ky.gov Add Domain

Allowed Email Domains

Email Domain Remove

@ky.gov

Figure 15: Email Domains Tab

Note: If the Org Admin does not add any domains to the Allowed Email Domains list, then all
email domains will be allowed. The default is blank and any domain can be invited.

Recertification Tab

This tab is not applicable to KY MPPA.

Approval Units Tab
This tab is not applicable to KY MPPA.

Contact KOG Helpdesk

The KOG Helpdesk is available to assist if you run into any issues, such as logging in,
username/password retrieval, MFA security tokens, or any other onboarding questions.

Contact them at: KOGHelpdesk@ky.gov or call KOG Helpdesk at 502-564-0104 Ext. 2.
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