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Kentucky Level of Care System (KLOCS) utilizes the Kentucky Online Gateway (KOG) to
authenticate an individual is part of an organization which either electronically submits,
reviews, or makes level of care (LOC) determinations. To access KLOCS, the
Organization Administrator (Org Admin) and Authorized Users must establish a KOG
account.

Each organization has an individual designated as the KLOCS Org Admin. The KLOCS
Org Admin is responsible for granting their organization’s authorized users access to
KLOCS, maintaining the list of authorized users, and assisting users with training needs.

Once the designated individual completes their KOG account set up, they will be able to
access the Organization Management Application tile and the KLOCS tile, both
located on the KOG My Apps screen. From the Organization Management
Application tile, they may (1) provision their organization’s authorized users and (2)
manage the organization’s list of authorized users. Managing the list of authorized users
includes adding and removing user access, as required. The KOG Organization
Administrator will not see the KLOCS tile unless they are assigned a KLOCS user role.

This Reference Guide provides instructions for setting up a KOG account and granting
authorized users access to KLOCS. Additionally, it covers how to manage the list of
active authorized users.

Create a KOG Account

1. The designated KLOCS Org Admin receives an email invitation to create a KOG
Account from the Department for Medicaid Services (DMS).

2. In the email, select Click here to complete the process.

Please Note: This link is valid for 7 days and the user may re-click the link
anytime within the 7 day period to continue the onboarding process. The link will
not be valid after the 7 day period or after the user completes the onboarding
process. If the link expires, the Relationship Manager must send the user another
invitation to continue the onboarding process.
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[EXT] ORG ADMIN INVITE - UAT

« e
KEUPS UAT Mail <KEUPS_DoNotReply_keupsuat.chfs@ky.gov> 3 Reply © Reply Al | = Forward
To @ Combs, Laura Sat 7/11/2020 10:10 PM
laura combs,

‘worker portal has granted you access to the following roles to participate as an Organization admin in an Assister Organization - ABC Family, LLC

Application Name: Kentucky Level Of Care System (KLOCS) UAT2
Role Name: Provider Staff

Application Name: Organization Management
Role Name: KLOCS Org Admin

Please follow the below instructions to gain access as an administrator for this organization. This invitation link would expire and is valid only for a one-time use.

!Click here to complete the process I

If you need any assistance further, please contact the Kentucky Online Gateway HelpDesk.

Kentucky Online Gateway
Kentucky Online Gateway HelpDesk

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

Privacy Notice: This email message is 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 you are not the person who was supposed to get this message, please destroy all copies.

3. The KOG landing page displays. If the KLOCS Org Admin does not have an existing
KOG account, click Create New Account.

Please Note: If the KLOCS Org Admin already has an existing KOG account with
the same email address from which they received the invitation to enroll, login to
KOG using the existing credentials.

Welcome to the new Kentucky Online Gateway (KOG) sign-in page! Please login with your existing KOG account. If you run into any login issues, please refer to the new Help
Page.

KENTUCK Y.l
OMLIME GATEWAY

Sign in with your Kentucky Online
Cateway (HOG) Account

Ernail Address
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4. Fill out all required fields marked with an asterisk (*). Next, click Sign Up.

Please Note: The KLOCS Org Admin MUST register using the same email address
from which they received the invitation to enroll.

Help | @English~

E| JUCKY-‘

ONLINE GATEWAY

Please complete your Kentucky Online Gateway Profile

© if you already have an existing Kentucky Online Gateway (KOG) Account, please click here to reset your password OR click on the CANCEL button below to log into
your account.

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

Al fields with * are required

* Last Name

# First Name Middle Name

* E-Mail Address Werify E-Mail Address

# Password * Verify Password

Mobile Phone Language Preference
English
Street Address 1 Street Address 2
City State Zip Code
Kentucky

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

Question

What was the name of your first per?
CANCEL SIGN upP

The pending email verification screen displays. The KOG account is pending until
the KLOCS Org Admin returns to their email account to verify their KOG account.

Help ‘ @ English

ICKY -
CNLINE GATEWAY

Please complete your Kentucky Online Gateway Profile

YOU HAVE 4 HOURS TO COMPLETE THE PROCESS

@ Your account has been requested and is pending email verification. Please check your email and click on the link provided to verify your account. If you do not see the verification email in

your inbox, please check your spam or junk folder. If no email was received click here.

If vou have already verified your account by clicking the link provided in the email, please click on SIGN IN button to continue. RIS
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KOG Account Validation

After filling out the profile information, the KLOCS Org Admin receives an email to verify
the account.

Please Note: If the verification email is not in the inbox, check the Junk/Spam folders.

1. The KLOCS Org Admin logs into their email inbox and clicks on the account
activation hyperlink.

ACCOUNT VERIFICATION - UAT S &8
KRS LALT Mail 20 AM [ mnutes 330} *.
ek pbenrg ek ebeorgh
Thes. ornad o b Bl oy cormplte B kst slep of scocunt sei-up. Yiour new seocunt Liseenarms o
lisLabiseg

il e oS oy i e Mok ket = (1 0 Dl T R0 e R et TG

Chck baws for Na’.’!)’Jd‘.&L"‘:ﬂ_‘&t‘q
Eabuiicy Criera Caaliwdly

WOTE: Do nok neply o this emasl Thes emal account s only used b send masssages.

Prroacy Mobcw: Thes emad ressage o only for the person i was addeessed io.  may contam resicied and prvale miorsabon. Yo are forbedden io use. ledl, show, of send Frs miormabon without permesseon. I you are rol Bw person wha
W3S SUPEORE 10 G el AR, PHESS ORAtoy B P

2. Select Continue to Sign in to complete the account creation process.

KENTUCKY .- Help | @English +

ONLINE GATEWAY

Validate New Account

@ Click on the button below to Sign in now and complete the final step of the account creation process.

I Continue to Sign in I

3. When the user selects Continue to Sign in, they are redirected to the KOG
homepage. The account creation process is complete.

4. Enter Email Address and click Next.

to the new cky Onli 1y (KOG) sign-in page! Please login with your existing KOG account. If you run into any login issues, please refer to the new Help. x

KENTUCKY. il
OHLINE SATEWAY

Sign in with your Kentucky Online
Cateway [KOG) Account

Email Address
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5. Enter Password and click Verify.

KENTUCK Y.l
COHLINTE OATEWAY

/"- e
f
|

| ok ,I
b /4

Verify with your password
Bciv

Pagpaoed
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Organ Donor Registration

When the KLOCS Org Admin first logs into KOG, they will be prompted to register as an
organ donor.

To register, click Yes, Register Now and follow the prompts.

If the user selects Remind Me Later, the system redirects to the KOG Dashboard.

Welcome cit091622 userd1b | My Account | Sign Out | Help | [SIREIIRG

§ENTUCKY‘

NLINE GATEWAY

Register as a Kentucky Organ Donor

With the passing of KY SB77 and in partnership with Donate Life Kentucky, the Kentucky Online Gateway has
created the below form for Kentuckians to join the Kentucky Organ Donor Registry. If you'd like to join the KYDR,
please fill out the required fields below, select the consent checkbox, and click the “Register” button. For more
i - : . .
Register as a Kentucky Organ Donor x

\:}) Would you like to register as an organ donor?
.
With the passing of KY SB77 and in partnership with Donate Life Kentucky, the Kentucky Online Gateway

has created an online portal for Kentuckians to join the Kentucky Organ Denor Registry. For more

information on what it means to be an organ doner, please visit|https://donatelifeky.org/why-donate/

Yes, Register Now Remind me later

Zip Code

If the user clicks Yes, Register Now the system navigates to the Organ Donor
Registration screen where the user enters their personal information. To complete
registration, select the check box I have read, understand, and agree to the above
terms and conditions and then click Register. The system redirects the user to the
KOG Dashboard.

If at any point the user chooses to skip the organ donor registration process, click
Continue to the Application to navigate to the KOG Dashboard.

‘Welcorme GH081622 wsertth | My Accourt | Sgnout § Heip | ETVIEIIRA

KENTUCKY s

ONLINE GATEWAY

Register as a Kentucky Organ Donor

nt of
legal guardian at the

Continue 1o the Application
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User Verification — Identity Proofing

KOG uses Remote Identity Proofing (RIDP) to verify the user’s identity. This is an one-
time effort. If a user is requesting electronic access to protected information or systems,
the user must be identity proofed to gain access. KOG uses the Experian identity
verification system to remotely perform identity proofing.

KOG uses this personal information only to verify the user’s identity. Experian verifies
the information provided against their records and may present the user with questions
based on their credit profile. KOG does not store this information. This type of inquiry, a
soft inquiry, does not affect your credit score.

Please Note: If a user is only assigned the role of KOG Organization Administrator,
they will not be required to do RIDP because they will not have access to the KLOCS
application. If the user serves as both KOG Organization Administrator and is assigned a
user role in KLOCS, then the user will need to complete the RIDP process.

1. Provide answers to each required question. Click Next.

User Verification

gur Legal Mame. Fields with asterisk are regqu 4. Click

* Legal First Name Middle Name * Legal Last Name

Iemit pueteg o mabied b E" Experian

KLOCS | 9



2. Experian verified the information provided and may present the user with
questions based on their credit profile. Provide answers to each question.
Click Next.

User Verification

3. If the user provides the correct answers to all verification questions, the RIDP
process is complete and the system prompts the user to register for Multi-Factor
Authentication (MFA).

Refer To: The Multi-Factor Authentication (MFA) Quick
Reference Guide if MFA has not already been set up. This is a one-
time registration.

If the user does not have a credit history or Experian cannot perform identity
proofing online, a screen similar to the one below displays. The user will be given
a reference number and will need to call the Experian Help Desk.

User Verification
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4. After completing MFA, the system redirects the user to the My Apps screen. Click
the Launch button in the KLOCS tile to access the application.

© Warning: For testing purpose only
-

Search for Applications .... Qsearch

e dclofelelc]elifufefifufn]ofelalels]rfufv]vfx]r]:]

Kentucky Level of Care
System (KLOCS)

Identity Proofing Kentucky Online Gateway Organization Management
Reports
(UAT) Enables offline remote identity proofing of (UAT) Reporting for all Kentucky Online Gateway (UAT) The Organization Management Kentucky Level of Care System (KLOCS).
citizens processes. Application enables external business partner
organizations to onboard and administer access

to users within their organizations from a

centralized management tool.

Launch Launch | | Launch I Launch l

KLOCS | 11



Invite Users Through the Organization Management Application

1. Click Launch on the Organization Management Application tile to open the
application.

Please Note: The KOG Organization Administrator will not see the KLOCS tile
unless they are assigned a KLOCS user role.

e Warning: For testing purpose only
My Apps

Search for Applications .... Qsearch
Wl l=]=]c=lcle]a]oife]s]nuln]o]rlalalsfaofv]ulx]r]z

Identity Proofing Kentucky Online Gateway Organization Management Kentucky Level of Care
Reports System (KLOCS)
(UAT) Enables offline remote identity proofing of (UAT) Reporting for all Kentucky Online Gateway (UAT) The Organization Management Kentucky Level of Care System (KLOCS).
citizens processes. Application enables external business partner

organizations to onboard and administer access
to users within their organizations from a

centralized management tool.

Launch | | Launch | I Launch I | Launch
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2. Once the Organization Management Application is launched, the KLOCS Org Admin
sees a table with the organization(s) that they manage. Identify the organization
name under the Organization Name column that will be sending the invitation.
Click Manage.

Ke ntucky ‘Welcome worker portal ! My Account Sign Out ! Help
Online Gateway
Org Name Provider Agency v
Organization Name Organization Type Name
ABETTER LIFE COUNSELING Provider Agency
SERVICES, INC

A HEALTH & STRESS FREE Provider Agency Manage

ATO Z COUNSELING CENTERS LLC Provider Agency Manage

ABC Care Provider Agency

3. To invite a new user, such as a Nursing Facility staff member, click the Invite
Users tab.

Ke nt u ckv Welcome worker portal | My Account Sign Out | Help

Online Gateway

Organizations > Organization Details

Details “ Email Domainsl Invite Users IPending Invitations J Manage Users

—Organization Details

Organization Name: A HEALTH & STRESS FREE
Organization Type: Provider Agency v
Source Unique ID: 125390

— Organization Questions

Organization Name: &
Org Start Date: mm/dd/yyyy o
Org End Date: mm/dd fyyyy m]
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Assign a

Role to an Existing KOG Account

1. If the user already has a KOG account, they may be found using the search
function at the top of the screen by entering their first name, last name, or email
address and clicking Search.

Kentucky Welcome Numar Frg | My Account | Sign Out | Help

Online Gateway

Organizations > A HEALTH & STRESS FREE > Organization Invites

Details | Email Domains | [nvite Users | Pending Invitations | Manage Users |

1. User to Invite

or

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

* Last Name:

* Email Address:

2. Select Roles To Invite

Organization Admin Group(s)
m] KLOCS Org Admin
Organization Roles
CMHC Read Only Kentucky Level Of Care System (KLOCS) STU3 [ Add]
CMHC Read Only Kentucky Level Of Care System (KLOCS) PERF
CMHC Read Only Kentucky Level Of Care System (KLOCS) UAT2 | Add]
CMHC Read Only Kentucky Level Of Care System (KLOCS) UAT3 m
CMHC Read Only Kentucky Level OF Care System (KLOCS) STU2 [add [
CMHC Read Only | Kentucky Level Of Care System (KLOCS) STUL [ Add]
CMHC Read Only Kentucky Level Of Care Systems (KLOCS) UAT1 [ Add]
CMHC Read Only Kentucky Level Of Care System (KLOCS) UAT4 [ Add]
CMHC Staff Kentucky Level Of Cars System (KLOCS) STU3 [ add]
CMHC Staff Kentucky Level Of Care System (KLOCS) UAT2 [Add]
CMHC Staff Kentucky Level Of Care System (KLOCS) UAT3 [ Add]
CMHC Staff | Kentucky Level Of Care System (KLOCS) STU1 | Add|
CMHC Staff | Kentucky Level OF Care Systems (KLOCS) UATL [ Add]
CMHC Staff Kentucky Level Of Care System (KLOCS) UAT4 | Add]
Provider Staff Kentucky Level Of Care System (KLOCS) STU3
Provider Staff Kentucky Level Of Care System (KLOCS) PERF
Provider Staff Kentucky Level Of Care System (KLOCS) UAT2 [ add]
Provider Staff Kentucky Level Of Care System (KLOCS) UAT3
Provider Staff Kentucky Level OF Care System (KLOCS) STU2 [ Add]
Provider Staff Kentucky Level Of Care System (KLOCS) STU1 | Add]
Provider Staff Kentucky Level Of Care Systems (KLOCS) UAT1 | Add]
Provider Staff | Kentucky Level Of Care System (KLOCS) UAT4 [ Add [
Fa Selected |

Send Pending Invitations

2. If no existing account matches the criteria, no user information will display. If the
user does not have an existing KOG account, refer to section Invite New User.

Search Existing Users

Search Existing User By first name, last name, user name or email.

|

x

|

No User Displayed
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3. If there is an account matching the criteria, verify the account is correct and click
Select. Then, click OK.

Search Existing Users

Search Existing User By first name, last name, user name or email.

Clinical Admin

Username Last Name First Name Email Address

Select | clinicaladmin@exteruat.uatcituat | Admin | Clinical Clinical.Admin@keups.net

Select chinical. admin1@exteruat. uatcit. uat Admin1 Clinical Clinical. Admin1@keups.net
Select clinical.adminO@exteruat.uatcit uat Admin0 Clinical Clinical AdminO@keups.net
Select clinical. admin2@exteruat_uatcit uat Admin2 Clinical Clinical Admin2@keups.net
Select clinical.admin3@exteruat.uatcit.uat admin3 clinical clinical. admin3@keups.net

4. The user is navigated back to the Invite User tab. The individual’s information
populates in the First Name, Last Name, and Email Address fields.

Kentuckv Welcome Kumar Frg | My Account | SignOut | Help

Online Gateway

Organizations > A HEALTH & STRESS FREE > Organization Invites

Details | Email Domains | Invite Users || Pending Invitations | Manage Users

1. User to Invite
|

or

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

* Last Name: Admin

* Email Address:

Clinical Admin@keups.net

—2. Select Roles To Invite
Organization Admin Group(s)
‘ ad ‘KLOCS Org Admin
Organization Roles
CMHC Read Only Kentucky Level Of Care System (KLOCS) STU3 [Add]
CMHC Read Only Kentucky Level OF Care System (KLOCS) PERF il |
CMHC Read Only Kentucky Level Of Care System (KLOCS) UAT2 m
CMHC Read Only Kentucky Level Of Care System (KLOCS) UAT3 il Add]
CMHC Read Only Kentucky Level Of Care System (KLOCS) STU2 [ Add ]
CMHC Read Only Kentucky Level Of Care System (KLOCS) STU1 [l 2dd |
CMHC Read Only Kentucky Level Of Care Systems (KLOCS) UAT1 [ Add ]
CMHC Read Only | Kentucky Level Of Care System (KLOCS) UAT4 Il ~dd |
CMHC Staff Kentucky Level Of Care System (KLOCS) STU3 | Add]
CMHC Staff \ Kentucky Level Of Care System (KLOCS) UAT2 i add|
CMHC Staff Kentucky Level Of Care System (KLOCS) UAT3 [ Add]
CMHC Staff [ Kentucky Level Of Care System (KLOCS) STU1 il |
CMHC Staff Kentucky Level OF Care Systems (KLOCS) UAT1 [ Add]
CMHC Staff \ Kentucky Level Of Care System (KLOCS) UAT4 il Add|
Provider Staff Kentucky Level Of Care System (KLOCS) STU3 m
Provider Staff [ Kentucky Level Of Care System (KLOCS) PERF Il 2
Provider Staff Kentucky Level Of Care System (KLOCS) UAT2 [ Add]
Provider Staff \ Kentucky Level Of Care System (KLOCS) UAT3 il |
Provider Staff Kentucky Level Of Care System (KLOCS) STU2 m
Provider Staff \ Kentucky Level Of Care System (KLOCS) STU1 il add|
Provider Staff Kentucky Level Of Care Systems (KLOCS) UAT1
Provider Staff [ Kentucky Level Of Care System (KLOCS) UAT4 J m

|—3. Selected Roles ‘

Send Pending Invitations
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5. Under the Select Roles To Invite section, click Add to assign the appropriate role.

e If the Role Name is Read Only (e.g., CMHC Read Only), the user will be able to
view the information in KLOCS but unable to edit the data
o If the Role Name is Staff (e.g., Provider Staff, or CMHC Staff), the user will be
able to view and edit the data in KLOCS

Please Note: PACE Providers, Nursing Facility Providers, Institutionalized Hospice
Service Providers, and ICF/IID Providers should be assigned the Provider Staff role

in KOG.

Kentucky

Welcome Kumar Frg | My Account | Sign Out | Help

Online Gateway

Organizations > A HEALTH & STRESS FREE > Organization Invites

Details | Email Domains | Invite Users | Pending Invitations =_Manage Users |

1. User to Invite

Oor
Please fill out the form below to invite a New User
* First Name: Clinical
* Last Name: Admin

* Email Address:

2. Select Roles To Invite

Clinical Admin@keups.net

Organization Admin Group(s)

|KLOC5 Org Admin

Organization Roles

CMHC Read Only Kentucky Level Of Care System (KLOCS) STU3
| CMHC Read Only Kentucky Level Of Care System (KLOCS) PERF [ Add |
CMHC Read Only Kentucky Level Of Care System (KLOCS) UAT2 m |
| CMHC Read Only Kentucky Level Of Care System (KLOCS) UAT3
CMHC Read Only Kentucky Level Of Care System (KLOCS) STU2 [Add |
\ CMHC Read Only Kentucky Level Of Care System (KLOCS) STU1 ‘
CMHC Read Only Kentucky Level Of Care Systems (KLOCS) UAT1 [ Add |
\ CMHC Read Only Kentucky Level Of Care System (KLOCS) UAT4 [Add |
CMHC Staff Kentucky Level OF Care System (KLOCS) STU3
\ CMHC Staff Kentucky Level Of Care System (KLOCS) UAT2 [ Add |
CMHC Staff Kentucky Level Of Care System (KLOCS) UAT3 Add
\ CMHC Staff Kentucky Level Of Care System (KLOCS) STU1 [ Add |
CMHC Staff Kentucky Level Of Care Systems (KLOCS) UAT1 [Add ]
\ CMHC Staff Kentucky Level Of Care System (KLOCS) UAT4
Provider Staff Kentucky Level Of Care System (KLOCS) STU3 X
\ Provider Staff Kentucky Level Of Care System (KLOCS) PERF
Provider Staff Kentucky Level Of Care System (KLOCS) UAT2
‘ Provider Staff Kentucky Level Of Care System (KLOCS) UAT3 | Add |
Provider Staff Kentucky Level Of Care System (KLOCS) STU2 Add
\ Provider Staff Kentucky Level Of Care System (KLOCS) STUL | Add |
Provider Staff Kentucky Level Of Care Systems (KLOCS) UAT1 Add
‘ Provider Staff Kentucky Level Of Care System (KLOCS) UAT4 Add

|—3‘ Selected Roles

Send Pending Invitations
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6. After clicking Add to assign an organization role, a pop-up displays to verify the
location of the user. Select the appropriate option. Next, click Ok.

Provider Staff

SearchBy
(® All Fields () Key Type () KeyID () Key Value () Key Description

Key Type Key ID Key Value Key Descri Se

‘ Location | 5102 ‘7100444260‘49345 Michigan Ave ,Versailles KY 70653‘ @ ‘

7. The assigned role populates in the Selected Roles section. If the incorrect role was
assigned click Remove and repeat Steps 5-6. If the correct role was assigned,
click Send Pending Invitations. This completes the invitation process.

Kentucky Welcome Kumar Frg | My Account | Sign Out | Help

Online Gateway

Organizations > A HEALTH & STRESS FREE > Organization Invites
| Details J Email Domains J Invite Users | Pending Invitations || Manage Users |

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

1. User to Invit:

or

Clinical
* Last Name: Admin

* Email Address: Clinical.Admin@keups.net

2. Select Roles To Invits
(o} ization Admin Group(s)
| ] KLOCS Org Admin ‘
Organization Roles
CMHC Read Only Kentucky Level Of Care System (KLOCS) STU3 [Add]
CMHC Read Only ‘ Kentucky Level Of Care System (KLOCS) PERF m
CMHC Read Only Kentucky Level Of Care System (KLOCS) UAT2 m
CMHC Read Only | Kentucky Level Of Care System (KLOCS) UAT3 [ Add]
CMHC Read Only Kentucky Level Of Care System (KLOCS) STU2
CMHC Read Only \ Kentucky Level Of Care System (KLOCS) STUL
CMHC Read Only Kentucky Level Of Care Systems (KLOCS) UAT1 [ Add]
CMHC Read Only \ Kentucky Level Of Care System (KLOCS) UAT4 | Add]
CMHC Staff Kentucky Level Of Care System (KLOCS) STU3 [Add]
CMHC Staff \ Kentucky Level Of Care System (KLOCS) UAT2 | Add]
CMHC Staff Kentucky Level OF Care System (KLOCS) UAT3 [ Add]
CMHC Staff \ Kentucky Level Of Care System (KLOCS) STU1 [ Add]
CMHC Staff Kentucky Level Of Care Systems (KLOCS) UAT1 m
CMHC Staff | Kentucky Level O Care System (KLOCS) UAT4 [Add]
Provider Staff Kentucky Level Of Care System (KLOCS) STU3
Provider Staff \ Kentucky Level Of Care System (KLOCS) PERF [ Add]|
Provider Staff Kentucky Level Of Care System (KLOCS) UAT2 Add
Provider Staff \ Kentucky Level Of Care System (KLOCS) UAT3 | Add]
Provider Staff Kentucky Level Of Care System (KLOCS) STU2 [Add]
Provider Staff \ Kentucky Level Of Care System (KLOCS) STUL | Add]
Provider Staff Kentucky Level Of Care Systems (KLOCS) UAT1 [ Add]
— 3. Selected Role
Role Name App Name Remove
Provider Staff Kentucky Level Of Care System (KLOCS) UAT4

Send Pending Invitations
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Assign a Role to an Individual who does not have a KOG Account

1. If the user does not have an existing KOG account, fill out the First Name, Last
Name, Email Address fields. Required fields are noted with an asterisk (*).

Kent Cky Welcome Kumar Frg | My Account | SignOut | Help

Online Gateway

Organizations > A HEALTH & STRESS FREE > Organization Invites

Details || Email DnmainsJ Invite Users | Pending Invitations | Manage Users |

1. User to Invits

Search)

Or

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

* Last Name: Morris

* Email Address: Lulu.Morris@healthandstressfree.com

—2. Select Roles To Invite

Organization Admin Group(s)
]} |KLDCS Org Admin ‘
Organization Roles
CMHC Read Only Kentucky Level Of Care System (KLOCS) STU3 [Add]
.~ CMHCReadOnly | Kentucky Level OF Care System (KLOCS) PERF
CMHC Read Only Kentucky Level Of Care System (KLOCS) UAT2 [ Add]
. CMHCRead Only | Kentucky Level Of Care System (KLOCS) UAT3 [ Add |
CMHC Read Only Kentucky Level Of Care System (KLOCS) STU2
. CMHCReadOnly | Kentucky Level Of Care System (KLOCS) STU1 [ add]
CMHC Read Only Kentucky Level Of Care Systems (KLOCS) UAT1 [ Add]
. CMHCReadOnly | Kentucky Level Of Care System (KLOCS) UAT4 [ Add]
CMHC Staff Kentucky Level Of Care System (KLOCS) STU3
\ CMHC Staff [ Kentucky Level O Care System (KLOCS) UAT2 [ Add|
CMHC Staff Kentucky Level Of Care System (KLOCS) UAT3 m
\ CMHC Staff | Kentucky Level Of Care System (KLOCS) STUL Add
CMHC Staff Kentucky Level Of Care Systems (KLOCS) UAT1 [Add]
\ CMHC Staff [ Kentucky Level Of Care System (KLOCS) UAT4 [ Add]|
Provider Staff Kentucky Level Of Care System (KLOCS) STU3 [ Add ]
\ Provider Staff [ Kentucky Level Of Care System (KLOCS) PERF [Add]
Provider Staff Kentucky Level Of Care System (KLOCS) UAT2 [Add]
\ Provider Staff | Kentucky Level Of Care System (KLOCS) UAT3 [ Add |
Provider Staff Kentucky Level Of Care System (KLOCS) STU2 [ Add ]
\ Provider Staff [ Kentucky Level Of Care System (KLOCS) STU1 [ Add|
Provider Staff Kentucky Level Of Care Systems (KLOCS) UAT1 [ Add |
\ Provider Staff | Kentucky Level Of Care System (KLOCS) UAT4 | Add|

|—3. Selected Roles I

Send Pending Invitations
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2. Under the Organization Roles section, click Add to assign the appropriate role.
e If the Role Name includes Read Only (e.g., CMHC Read Only), the user will be

able to view the information in KLOCS but unable to edit the data

e If the Role Name includes Staff (e.g., Provider Staff or CMHC Staff), the user
will be able to view and edit the data in KLOCS

Please Note: PACE Providers, Nursing Facility Providers, Institutionalized Hospice
Service Providers, and ICF/IID Providers should be assigned the Provider Staff role

in KOG.

Kentucky

Online Gateway

Organizations > A HEALTH & STRESS FREE > Organization Invites

Details | Email Domains | Invite Users | Pending Invitations | Manage Users. |

1. User to Invit
Oor

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

* Last Name: Morris

* Email Address:

Lulu.Morris@healthandstressfree.com

2. Select Roles To Invite
Organization Admin Group(s)
( ‘KLOCS Org Admin ‘

Organization Roles
CMHC Read Only Kentucky Level Of Care System (KLOCS) STU3
CMHC Read Only Kentucky Level Of Care System (KLOCS) PERF
CMHC Read Only Kentucky Level Of Care System (KLOCS) UAT2
CMHC Read Only Kentucky Level Of Care System (KLOCS) UAT3
CMHC Read Only Kentucky Level Of Care System (KLOCS) STU2
CMHC Read Only Kentucky Level Of Care System (KLOCS) STU1
CMHC Read Only Kentucky Level Of Care Systems (KLOCS) UAT1
CMHC Read Only Kentucky Level Of Care System (KLOCS) UAT4

o o
o [

CMHC Staff Kentucky Level Of Care System (KLOCS) STU3
CMHC Staff Kentucky Level Of Care System (KLOCS) UAT2 I
CMHC Staff Kentucky Level Of Care System (KLOCS) UAT3
CMHC Staff Kentucky Level Of Care System (KLOCS) STU1 |
CMHC Staff Kentucky Level Of Care Systems (KLOCS) UAT1
CMHC Staff Kentucky Level Of Care System (KLOCS) UAT4 |

Provider Staff
Provider Staff
Provider Staff
Provider Staff
Provider Staff
Provider Staff
Provider Staff
Provider Staff

Kentucky Level Of Care System (KLOCS) STU3
Kentucky Level| Of Care System (KLOCS) PERF
Kentucky Level Of Care System (KLOCS) UAT2
Kentucky Level Of Care System (KLOCS) UAT3
Kentucky Level Of Care System (KLOCS) STU2
Kentucky Level Of Care System (KLOCS) STU1
Kentucky Level Of Care Systems (KLOCS) UAT1
Kentucky Level Of Care System (KLOCS) UAT4

£
a
[

|—3. Selected Roles

Send Pending Invitations

Welcome Kumar Frg | My Account | Sign Out | Help
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3. After clicking Add to assign an organization role, a pop-up displays to verify the
location of the user. Select the appropriate option. Next, click Ok.

Provider Staff

‘ Location

Key Type Key ID Key Value

SearchBy

(@ All Fields () Key Type () KeyID () Key Value () Key Description

Key Description

5102 ‘?100444260‘49345 Michigan Ave ,Versailles KY ?0653‘ @ ‘

Select

4. The assigned role populates in the Selected Roles section. If the incorrect role was
assigned click Remove and repeat Steps 2-3. If the correct role was assigned,
click Send Pending Invitations. This completes the process.

Kentucky

Online Gateway

Welcome Kumar Frg | My Account | SignOut | Help

|_Details || Email Domains | Invite Users | Pending

Organizations > A HEALTH & STRESS FREE > Organization Invites

Manage Users

1. User to Invit

or

* First Name: Julu

* Last Name:

morris

* Email Address:

Please fill out the form below to invite a New User

lulu.morris@healthandstressfree.com

2. Select Roles To Invite

Organization Admin Group(s)

|KLOCS Org Admin

Organization Roles

CMHC Read Only

Role Name App Name

Kentucky Level Of Care System (KLOCS) STU3

CMHC Read Only

Kentucky Level Of Care System (KLOCS) PERF

CMHC Read Only
CMHC Read Only
CMHC Read Only

Kentucky Level Of Care System (KLOCS) UAT2
Kentucky Level Of Care System (KLOCS) UAT3
Kentucky Level Of Care System (KLOCS) STU2

CMHC Read Only

Kentucky Level Of Care System (KLOCS) STU1

CMHC Read Only
CMHC Read Only

Kentucky Level Of Care Systems (KLOCS) UAT1
Kentucky Level Of Care System (KLOCS) UAT4

ajo Y % o
aja aja a

CMHC Staff Kentucky Level Of Care System (KLOCS) STU3
CMHC Staff Kentucky Level Of Care System (KLOCS) UAT2
CMHC Staff Kentucky Level Of Care System (KLOCS) UAT3 Add
CMHC Staff Kentucky Level Of Care System (KLOCS) STU1
CMHC Staff Kentucky Level Of Care Systems (KLOCS) UAT1
CMHC Staff Kentucky Level Of Care System (KLOCS) UAT4 [ Add ]
Provider Staff Kentucky Level Of Care System (KLOCS) STU3
Provider Staff Kentucky Level Of Care System (KLOCS) PERF [ Add]
Provider Staff Kentucky Level Of Care System (KLOCS) UAT2 Add
Provider Staff Kentucky Level Of Care System (KLOCS) UAT3
Provider Staff Kentucky Level Of Care System (KLOCS) STU2
Provider Staff Kentucky Level Of Care System (KLOCS) STU1 [ Add]
Provider Staff Kentucky Level Of Care Systems (KLOCS) UAT1
3. Selected Roles
Role Name App Name Remove
Provider Staff Kentucky Level Of Care System (KLOCS) UAT4 View/Edit

Send Pending Invitations
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Check the Status of Invitations

Once the invitation is sent, the system automatically navigates to the Pending
Invitations tab, where they may view the status of the invitation(s) sent.

e The KLOCS Org Admin may delete the pending invitation if hecessary by clicking
Delete

e The KLOCS Org Admin may search for users with pending invitations by entering
the user information and clicking Search Users in the Invited Users field

Please Note: The registration link in the email is valid for 24 hours. If the link expires,
the KLOCS Org Admin must send another invitation to the user.

Organizations > ABC Care > Organization Users

Details | Email Domains | Invite Users | Pending Invitations | Manage Users

Invited Users

Email Address Role Name Role Remove
Status Invitation

Clinical | Admin |Clinical. Admin@keups.net|5/15/2020| Kentucky Level Of Care System

(KLOCS) UAT4 - Provider Staff

Manage Users

Once the invited user completes the onboarding process, their invitation will be removed
from the Pending Invitations tab to the Manage Users tab. The KLOCS Org Admin is
responsible for managing the organization’s list of authorized users. An example of
managing/maintaining that list would include removing a user from the list when the
user leaves the organization.

¢ Click on Manage to manage the relationship between the user and the
Organization (Group/Entity) and update a user’s roles

e Click on Remove to remove a user from the organization

Organizations > ABC Care > Organization Users

Details | Email Domains \ Invite Users | Pending Invltat]unﬂ Manage Users

Organization Users

Email Address Remove User User Details
From Organization

Remove Manage

John Bradley JohnBradley@mailinator.com

First Name | Last Name

MNathaniel Barnes MNathaniel. Barnes@mailinator.com
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