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West Virginia MedicaidHealth Home®Direct Data Entrf{\DDE)Jser Manual for C3
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1. DObowb Chwa! ¢Lhb

KEPRGs the Administrative Servicer@anization(ASO)contracted by theWest Virginia Department of Health and
Human Resources (DHHRWweau for Medical Services (BMS): WV Health Homes Prograime West Virginia
Department of Health and Human Resources, Bureau for Medical Services l{By4B)mplementing Health Home
Servicesfor eligible members effective July, 1, 2014. A Health Home provides a comprehensive system of car
coordination for Medicaid members with chronic conditions. Health Home providers will coordinate all primary, acute,
behavioral health and lonterm services and suppali & G2 GNBI G GKS agK2tS LISNE2)
| 2YSa KIF@S 0SSy akKz2gy (2 AyONBlIrasS LI GASydQa KSIFfGOGK |
all of the health care providers a patient sees are part of his/her ineat team.

The KEPR@AUM MedicalCareConnectig® (commonly referred to as O®as built to enhance the effectiveness and
efficiency of theWV Health Homeprogramby:

1 Serving as a venue for communication across program stakeholders including: &he BurMedicaServices, the
provider agencieand KEPRO

 Making available upo-RIF S AYTF2NXI GA2Yy Fo2dzi LINPINFY YSYOSNEQ

demographics information.

Streamlinng the Reevaluationsubmission process for priokers.

Managing member eligibility statuses and progress throughout all stages from ajgpiicahrough

enrolliment/disenroliment

9 Providing notification/prompts for users to take necessary actions.

=a =

1.1 System Overview
TheC3systemallows multiple usetypes to interface with member recds as their user role permits. The system
9 provides a framework and a procefor thePiior Authorizationfor all Leves of Care,
1 creates and communicates authorization information to the provider and claims payer,
9 provides a framework for oveight of the eligibility procesand
9 providesa central location for document storage by allowing multiple users to attach documents onto a
AAYy3atS YSYOSNND&E NBO2NRO®

It is recommended that users reviewing this manual do so in its entirety to gain a compreher

and global perspective dlealth Home®perations

1.2 Technical Requirements

1.2.1 Internet Access
w Users must have a computer with Internet access.
w The program is optimized when using Internet Explorer@ion9 or better- (do not use Google
Chrome, Mozilla, Firefox, Safargtc.); compatibility adjustmentsare neededfor Internet Explorer
versian 10 or 11.

1.2.2 Security and HIPAA Compliance
This applicatioradheres toHealth Care Financing Administration (HCFA) security regulations and complies with
Health Insurance Portability and Accountability Act (HIPAA) regulations. Consequently, themgtgpie levels
of security for the Provider and member confidentiality.

¥ KEPRO
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1.2.3 Trouble-Shooting
If users experiencdifficulty logging on or using the program, the following a@eommended.

f Cheq (2 O2Yy TAN)Y seéulityisetiingsGire seNtB2ghit Sndption. This can be done in
GKS aAONRaz2Fd LYGSNYySiG 9ELX 2NBN) aSaarzy oé o0t
¢KS NBadzZ GAy3a RAaALI I @ gAff aLISOATFE (GKS Ga+SNERA
specF A OF GA2Y Ay S Nédrdow2cH codréctittishisSblatefnét Nfionst Sekurity tab,
restore default settings select Enable Enhanced Protection Mode

1 Upgrade theébrowser to Internet Explorer.0 or higher.

V Windows XP or higher iequired

V Per PC Settingsallows website to function in the manner intended
Openour webpage https://c3wv.kepro.com
Select Tools
Select Compatibility View Settings
You will sekepro.com in the add thig/ebsite section, click add and this to the added
websites box
9 Placechecks in all areas below such as

i. Display all websites in compatibility view

ii. Display intranet sites in compatibility view

iii. Download updated compatibility lists from Microsoft
9 Click the clos button

=A =4 =4 =4

Compatibility Adjustment for Internet Explorer versionpr PC settingg allows website to function in the
manner iriended

Open our webpagéttps://c3wv.kepro.com

Select tools

Select F12 developer tools

Look forBrowserMode select IE9 Compatibility View

Close the box

= =4 =4 =4 =9

Once compatibility adjustments have been made you must close all browser sessions completely and reope
your browser Additional Settings required:

9 Turn off Pop up Blocker

1 SecuritySettings for trusted sitedMedium

1.2.4 All UsersUser Access Levels
The web system recognizes different users and/or user groups and places restrictions on system accessibility
each user/user group based on the functions the user/user group perfotmgeneral, usrs can be described
as follows

1 KEPRO Administratarole - Users are KEPRSIaff that have administrative privileges and can perform all
functions within in the system.

AUM Manage Supervisorole - This role is for supervisingubmissions

AUM Manage role - Users who can submit authorizations and add/edit data for their organization.
Organization Managerole - For the one who manages the accessusers within their organizatioand
manages organization setup

HQ;NurseHealth Coaclhrole - Has acess tdhe Percolatorandthe only onewho may completethe trigger.
PPProviderrole - Allows access to enhanced provider portaf all users

=a =4 =4

=a =4
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2.0 System Navigation
2.1Log In
Use @reConnectio3 web site athttps://c3wv.kepro.com and logon with an assignddiserlDand Password
Thelog Inscreen:

heslthcare.com. crms/ main O -~ i & F Login Page

Eile  Edit Wiew Favorites JTools Help

i W Suggested Sites = ) Web Slice Gallery ~ i - E) -~ 7 deh - Page~- Safety ~ Tools- @B~

+ KEPRO -

i

Login Roles West Virg Medicaid Providers, pl click HERE to access our new Provider Portal.

< Provider

+ Client Login Required

+ < PRO

LB LGN VAL L

CareConnection
Password
Log In

Ragistar £ j2 Password
Provider Salf Enrolimant (Providers Only)

HL100% -

Organization and Provider will be auto populate@the Home Screewill appear.

1 TheHome $reen displays theoles of the User (Tabs) and the Organization and Provider name.

(& nttps://c3wv-training.apshealthcare.com/cms/main/ @& APSorgmgr,Web Case Man... %

orites
= Slice Gallery =

Org Manager

File Edit View F
525 B Suggested Si

4

o~ ~ [ dmn ~ Page~ Safety~ Tools~ @~
| &P | i

| Varsion 4.9.15.patch2|

Organizafibn: [APS sample Health Home| > | Provider: [ACCESS MED GRP LLC| ~ ] Member Search: [ | in Name or Eligibility 1D
Percolator Queue — Roster
Member ID Name Trigger/Action Weight, member Name 4 Etigibiy boB Gandead
No triggers are available to display.
52 TestUAT Beck 00998432100  03/01/1984 M
71 TestUAT Brees 00998032109 02/10/2002 F
73 TestUAT Gabbert 00998505678  01/25/1952 =
78 TestUAT Hasselback 00998404567  04/20/1987 M
a1 Test Leaner 00999032100  02/10/2002 F
53 TestUAT Manning 00998210987  04/01/1986 F
57 TestUAT McNabb 00998076543  08/01/1985 =
az Test Munson 00992021098  03/10/2003 M
70 TestUAT Mewton 00998043210  01/10/2000 M
50 TestUAT Romo 00998876543  01/01/1980 M
First | [ previous | [@] [2] [N Last
— Utilization Queue
Requesting Provider: [— Select One —[~ | Request Category: |- Select One [+ | Request Type: |- Select One —| V|
Authorization Start Date: |Equal to Category of Service: [ selact One —| > | Status: [-- Select One —| v |
— My Work Queue
The queue contains 0 items.
Use the "Assign Tasks" button to assign Authorization Requests from your work queue to other users who have your user role.
Assigned R x | Eligibiti = SR = o start .| Submit 5 R e o] T i 72
e et Nomao| ERIRIV G o o o naentions oIl o6 fo - sencoils SISt o | SUDIS ~| Status ¢ Reason ¢| Lifecycle & o0l ) e, &
No tasks were found associated with the selected organization or you have not selected an organization
Showing 0 to 0 of 0 entries
#100% -

# KEPRO
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2.2 Changing your Passwordelect Change Password

= &b -~ EN - L7 dwh - Page~ Safety - Took ~ @@=

| Version 4.0.35.patch2] & | @ | il

Change Your Password

javazery privaid ©) W 100%  —
= - — ———

() Passwordsarre case sensitive anmtked tobe at least 8 characters long and include at least one (1) capital letter,
one (1) number and one (1) symbol. The system functionfaliges case sensitivity so you will need to enter the
password the same as thieitial set up. Example:aBs123

W This screen will appear when you have successfully changed your password.
Change Your P assrrne 1
o Taur paidword has baer fecossifully updated | Flease lageon and Lo again LS OSetaf s
T
() You will be prompted to log back in with the new password once it is registered in the system.

Note: Please do not share your password with anyonéour organization manager cassist with resetting yar
password as long as only two (Bnsuccessful attempts have been madelog in. If, when you have triedhree (3)
attempts to log on unsuccessfullyou will be locked outand need to call KEPRO have the password reset

*5h bh¢ dzaS GKS aol O1 ¢ | yidRkofgoustiden agiRse wilb kizkiyd 2oyt &f the firogiam Somjiietelyd
Alsg DO NOT use the X button on thight top portion of the screen when on the Home pagéis will also kick you out ofeh
system. If you accidently use those buttons, you will need to log out and log back in to refresh the site. Not doing so witl result i
receiving system errors after you enter the episode type and you can lose any unsaved data.

¥ KEPRO
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2.3My Inbox: is avay to communicate within the system similar to anmail (Secure Messaging).

Messages can only be accessed within the C3 Web application.

3 hitps://cdues braining apshealthcare.com. o ms/ main 5 APSorgmarWeb Case Man... =

i ~ E) ~ (7 & - Page~ Safety~ Taols~ @@~

| Version 4.9.15.pateh2| § | @ | -

Status: [Unread messages |~ |

Search Messages
Subject:

HL100% -

javascriptivoid0)

" —————

2.4 Submitting a Request

Qick onSearch Member, Enter Medicaid ID and first initial of last name, and t&sarch

B -~ @ & | & apsorgmarweb Caze Man...

fir ~ EJ] ~ [ den ~ Page~ Safety~ Taols~ @@~

| varsion 4.0.15.patchz| & | @2 | F

Member Last Name © |

Member/ Elgibility 10 " |

i — Dateormietn: [ ] GEl
=

L 100% -

# KEPRO
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Once the search results populate, click on treatment episode

G2 https://cIvv-training apshealthcare.com/cms/main B~ & <l @ APsorgmgr,Web Case Man...
—

Eile Edit View Favorites Tools Help
s B Suggested Sites ~ @) \ it M - B) - L3 dh - Page= Safety~ Tools~ @~
W KEPRO Fro | Version 4.9.13.patch2| & | @@ | fk

Search
Note: Please enter Member/ Eligibility ID and at least one additional field.

Mambar/ Eligibiity 10 © : [00600505678 Member Last Name ©
Member SSN Date of Birth : )

Exclusde Tarms

Search Results
D pos Group

01/28/1592 State of West Virginia

Member 1D Name
79 TestUAT Gabbert onssasose7a

100% -

javascriptveid(0)

Coverage Details pop up box will appear. Verify coverage by looking at the term date column. Select the
Subscriber code that is in effect by clicking on the subscriber cdde Product Name will include the

YSYoSNRna O2¢gSNJ) IS LX | GeLsao
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