
                 West Virginia Medicaid Health Homes Direct Data Entry (DDE) User Manual for C3 / Version 3.0 Page 1 

 

 

 

 

 

 

West Virginia Medicaid 

Health Homes 

Direct Data Entry (DDE)  

User Manual for C3  

 

 

https://c3wv.kepro.com  

 

 

 

April 2017, Version 3.0 

 

 

http://keprobi.kepro.org/depts/comm/kb/Logos II/KEPRO_logo_rgb_hires.jpg
https://c3wv.kepro.com/
http://keprobi.kepro.org/depts/comm/kb/Logos II/KEPRO_logo_rgb_hires.jpg


                 West Virginia Medicaid Health Homes Direct Data Entry (DDE) User Manual for C3 / Version 3.0 Page 2 

Revision Sheet 

Release No. Date Revision Description 

Version 1.0 04/29/2015 Initial Release of West Virginia Medicaid Health Homes Direct Data Entry 
(DDE) User Manual for C3  
 

Version 2.0 06/30/2016 Revision to replace APS Healthcare logo & web address with KEPRO logo 
& web address  

Version 3.0 04/17/2017 Revision to replace screenshots due to C-3 Provider Portal updates 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://keprobi.kepro.org/depts/comm/kb/Logos II/KEPRO_logo_rgb_hires.jpg


                 West Virginia Medicaid Health Homes Direct Data Entry (DDE) User Manual for C3 / Version 3.0 Page 3 

 

 

KEPRO  

West Virginia Medicaid Health Homes Direct Data Entry (DDE) User Manual for C3  

1. General InformationΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ  Page 5 

1.1 System hǾŜǊǾƛŜǿΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ      Page 5     

1.2 ¢ŜŎƘƴƛŎŀƭ wŜǉǳƛǊŜƳŜƴǘǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΦ     Page 5       

1.2.1 LƴǘŜǊƴŜǘ !ŎŎŜǎǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ     Page 5                  

1.2.2 {ŜŎǳǊƛǘȅ ŀƴŘ ILt!! /ƻƳǇƭƛŀƴŎŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ     Page 5 

1.2.3 Trouble-ShootingΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ     Page 6  

1.2.4 All Users-User Access LevelsΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ     Page 6 

2. System NavigationΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ    Page 7         

2.1 [ƻƎ LƴΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ     Page 7 

2.2 Changing Your PasswordΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ     Page 8 

2.3 My InboxΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ Page 9  

нΦп {ǳōƳƛǘǘƛƴƎ ! wŜǉǳŜǎǘΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ  Page 9-20 

2.5 Documentation ŀƴŘ /ƻǇȅƛƴƎ ƻŦ ¸ƻǳǊ !ǎǎŜǎǎƳŜƴǘΧΧΧΧΧΧΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ Page 20-31 

нΦс !ŘŘ !ŎǘƛǾƛǘȅΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ Page 31-33 

нΦт ¢ƛƳŜ ¢ǊŀŎƪΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ Page 34-35  

2.8 ¢ǊƛƎƎŜǊǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ Page 36-37 

        нΦуΦм    ¢ǊƛƎƎŜǊ IƛǎǘƻǊȅΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ Page 37 

нΦф tƭŀƴ ƻŦ /ŀǊŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ Page 38-40 

нΦмл aŜƳōŜǊ {ǳƳƳŀǊȅΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ. Page 41 

нΦмм /ŀǊŜ {ǳƳƳŀǊȅΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ. Page 41 

нΦмн {ŜǊǾƛŎŜǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ.. Page 42 

        нΦмнΦм !ŎǘƛǾƛǘƛŜǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ Page 42 

        2.12.2 Add NotŜǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ. Page 43 

        нΦмнΦо /ƻƴǘŀŎǘǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ. Page 43 

            нΦмнΦп 5ƛŀƎƴƻǎƛǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ... Page 44 

            2.12.5 Upload 5ƻŎǳƳŜƴǘǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ. Page 45 

            нΦмнΦс 9ƴǊƻƭƭƳŜƴǘΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ Page 45 

              нΦмнΦсΦм 9ƴǊƻƭƭƳŜƴǘΥ ¢ǊŀƴǎŦŜǊκ/ƘŀƴƎŜ tǊƻǾƛŘŜǊǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧ Page 46 

   2.12.6.2 Dis-9ƴǊƻƭƭƳŜƴǘΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ. Page 46 

        нΦмнΦт [ŀō 5ŀǘŀΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ.. Page 47 

            нΦмнΦу aŜŘƛŎŀƭ IƛǎǘƻǊȅΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ.. Page 47-48 

            нΦмнΦф aŜŘƛŎŀǘƛƻƴǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ.. Page 48 

 

 

http://keprobi.kepro.org/depts/comm/kb/Logos II/KEPRO_logo_rgb_hires.jpg


                 West Virginia Medicaid Health Homes Direct Data Entry (DDE) User Manual for C3 / Version 3.0 Page 4 

        2.12.10 MembeǊ !ŘƳƛǘ LƴŦƻǊƳŀǘƛƻƴΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ.. Page 49 

   нΦмнΦмлΦм /ǊŜŀǘŜ bŜǿ wŜŎƻǊŘΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ Page 49-50 

        нΦмнΦмм aŜǎǎŀƎŜǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ Page 51 

        нΦмнΦмн hǳǘǊŜŀŎƘ !ŎǘƛǾƛǘƛŜǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ.. Page 51 

        нΦмнΦмо tǊƻŎŜŘǳǊŜǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ. Page 52 

   нΦмнΦмоΦм /t¢κ5ƛŀƎƴƻǎƛǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ. Page 52-53 

        нΦмнΦмп ±ƛŜǿ !ƭƭ bƻǘŜǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ.. Page 53 

    2.12.14.1 ±ƛŜǿκtǊƛƴǘΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ. Page 54 

нΦмо {ŜŀǊŎƘƛƴƎ ŦƻǊ !ǳǘƘƻǊƛȊŀǘƛƻƴǎκ/ƭƻǎŜŘ wŜǉǳŜǎǘǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ    tŀƎŜ 55-56 

нΦмп /ǊŜŀǘƛƴƎΣ !ǘǘŀŎƘƛƴƎΣ aƻŘƛŦȅƛƴƎ ŀƴŘ wŜǎŜǘǘƛƴƎ ¦ǎŜǊǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ    tŀƎŜ 57-60 

2.15 tǊƛƴǘƛƴƎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ. Page 61 

2.16 [ƻƎ hǳǘΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ. Page 62 

         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

http://keprobi.kepro.org/depts/comm/kb/Logos II/KEPRO_logo_rgb_hires.jpg


                 West Virginia Medicaid Health Homes Direct Data Entry (DDE) User Manual for C3 / Version 3.0 Page 5 

1. D9b9w![ LbChwa!¢Lhb 
 

KEPRO is the Administrative Service Organization (ASO) contracted by the West Virginia Department of Health and 
Human Resources (DHHR) Bureau for Medical Services (BMS): WV Health Homes Program.  The West Virginia 
Department of Health and Human Resources, Bureau for Medical Services (BMS) began implementing Health Home 
Services for eligible members effective July, 1, 2014.   A Health Home provides a comprehensive system of care 
coordination for Medicaid members with chronic conditions. Health Home providers will coordinate all primary, acute, 
behavioral health and long-term services and suppoǊǘǎ ǘƻ ǘǊŜŀǘ ǘƘŜ άǿƘƻƭŜ ǇŜǊǎƻƴέ ŀŎǊƻǎǎ ƘƛǎκƘŜǊ ƭƛŦŜǎǇŀƴΦ  IŜŀƭǘƘ 
IƻƳŜǎ ƘŀǾŜ ōŜŜƴ ǎƘƻǿƴ ǘƻ ƛƴŎǊŜŀǎŜ ǇŀǘƛŜƴǘΩǎ ƘŜŀƭǘƘ ŀƴŘ ǊŜŘǳŎŜ ƳŜŘƛŎŀƭ ŎƻǎǘǎΦ {ƛƴŎŜ ǘƘŜ ŦƻŎǳǎ ƛǎ ƻƴ ǘƘŜ ǿƘƻƭŜ ǇŀǘƛŜƴǘΣ 
all of the health care providers a patient sees are part of his/her treatment team.    
 
The KEPRO AUM Medical CareConnection® (commonly referred to as C3) was built to enhance the effectiveness and 
efficiency of the WV Health Homes program by: 
 

¶ Serving as a venue for communication across program stakeholders including:  The Bureau for Medical Services, the 
provider agencies and KEPRO.   

¶ Making available up-to-ŘŀǘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǇǊƻƎǊŀƳ ƳŜƳōŜǊǎΩ ŜƭƛƎƛōƛƭƛǘȅ ŘŜǘŜǊƳƛƴŀǘƛƻƴǎΣ ŀǳǘƘƻǊƛȊŀǘƛƻƴǎΣ ŀƴŘ 
demographics information. 

¶ Streamlining the Re-evaluation submission process for providers. 

¶ Managing member eligibility statuses and progress throughout all stages from application through 
enrollment/disenrollment. 

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

1.1    System Overview 
The C3 system allows multiple user types to interface with member records as their user role permits.  The system:  

¶ provides a framework and a process for the Prior Authorization for all Levels of Care,  

¶ creates and communicates authorization information to the provider and claims payer,  

¶ provides a framework for oversight of the eligibility process, and  

¶ provides a central location for document storage by allowing multiple users to attach documents onto a 
ǎƛƴƎƭŜ ƳŜƳōŜǊΩǎ ǊŜŎƻǊŘΦ  

 
 

It is recommended that users reviewing this manual do so in its entirety to gain a comprehensive 
and global perspective of Health Homes operations. 

 

 
        1.2    Technical Requirements  

 
1.2.1 Internet Access 

ω Users must have a computer with Internet access.   
ω The program is optimized when using Internet Explorer (IE) version 9 or better- (do not use Google 

Chrome, Mozilla, Firefox, Safari, etc.); compatibility adjustments are needed for Internet Explorer 
version 10 or 11.   

 
1.2.2 Security and HIPAA Compliance 

This application adheres to Health Care Financing Administration (HCFA) security regulations and complies with 
Health Insurance Portability and Accountability Act (HIPAA) regulations. Consequently, there are multiple levels 
of security, for the Provider and member confidentiality. 
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1.2.3 Trouble-Shooting 
If users experience difficulty logging on or using the program, the following are recommended. 

¶ Checƪ ǘƻ ŎƻƴŦƛǊƳ ǘƘŀǘ ǘƘŜ ōǊƻǿǎŜǊΩǎ security settings are set to 128-bit encryption.  This can be done in 
ǘƘŜ aƛŎǊƻǎƻŦǘ LƴǘŜǊƴŜǘ 9ȄǇƭƻǊŜǊ ǎŜǎǎƛƻƴ ōȅ ŎƭƛŎƪƛƴƎ άIŜƭǇέ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪƛƴƎ ά!ōƻǳǘ LƴǘŜǊƴŜǘ 9ȄǇƭƻǊŜǊέΦ  
¢ƘŜ ǊŜǎǳƭǘƛƴƎ ŘƛǎǇƭŀȅ ǿƛƭƭ ǎǇŜŎƛŦȅ ǘƘŜ ά±ŜǊǎƛƻƴέ ƻŦ LƴǘŜǊƴŜǘ 9ȄǇƭƻǊŜǊ ǊǳƴƴƛƴƎΣ ŀƭƻƴƎ ǿƛǘƘ ǘƘŜ ŜƴŎǊȅǇǘƛƻƴ 
speciŦƛŎŀǘƛƻƴ ƛƴ ǘŜǊƳǎ ƻŦ ά/ƛǇƘŜǊ {ǘǊŜƴƎǘƘέΦ  How do I correct this issue?  Internet options ς security tab, 
restore default settings select Enable Enhanced Protection Mode. 

¶ Upgrade the browser to Internet Explorer 9.0 or higher. 
V Windows XP or higher is required 

 
V Per PC Settings ς allows website to function in the manner intended 

¶ Open our webpage      https://c3wv.kepro.com  

¶ Select Tools 

¶ Select Compatibility View Settings 

¶ You will see kepro.com in the add this website section, click add and this to the added 
websites box 

¶ Place checks 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 

¶ Click the close button 
 

Compatibility Adjustment for Internet Explorer version 9, per PC settings ς allows website to function in the 
manner intended 

¶ Open our webpage https://c3wv.kepro.com  

¶ Select tools 

¶ Select F12 developer tools 

¶ Look for Browser Mode select  IE9 Compatibility View 

¶ Close the box 
 

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

¶ Turn off Pop up Blocker  

¶ Security Settings for trusted sites- Medium 
 

1.2.4 All Users-User Access Levels 
The web system recognizes different users and/or user groups and places restrictions on system accessibility for 
each user/user group based on the functions the user/user group performs.  In general, users can be described 
as follows: 
 

¶ KEPRO Administrator role - Users are KEPRO staff that have administrative privileges and can perform all 
functions within in the system. 

¶ AUM Manager Supervisor role - This role is for supervising submissions.  

¶ AUM Manager role - Users who can submit authorizations and add/edit data for their organization. 

¶ Organization Manager role - For the one who manages the access of users within their organization and 
manages organization setup. 

¶ HCςNurse Health Coach role - Has access to the Percolator and the only one who may complete the trigger. 

¶ PP Provider role - Allows access to enhanced provider portal for all users. 
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2.0 System Navigation 
2.1 Log In  
Use CareConnection3 web site at https://c3wv.kepro.com   and logon with an assigned UserID and Password. 
The Log In screen: 

 
 

 

              Organization and Provider will be auto populated: The Home Screen will appear. 

¶ The Home Screen displays the roles of the User (Tabs) and the Organization and Provider name. 
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2.2 Changing your Password: select Change Password  

 

ω Passwords are case sensitive and need to be at least 8 characters long and include at least one (1) capital letter, 

one (1) number and one (1) symbol. The system functionality forces case sensitivity so you will need to enter the 

password the same as the initial set up.  Example: Pass123!   

ω This screen will appear when you have successfully changed your password. 

 

ω 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 anyone.  Your organization manager can assist with resetting your 

password as long as only two (2) unsuccessful attempts have been made to log in.  If, when you have tried three (3) 

attempts to log on unsuccessfully, you will be locked out and need to call KEPRO to have the password reset.   

**5h bh¢ ǳǎŜ ǘƘŜ άōŀŎƪέ ŀƴŘ άŦƻǊǿŀǊŘέ ōǳǘǘƻƴǎ ŀǘ ǘƘŜ ǘƻǇ left of your screen as these will kick you out of the program completely.   

Also, DO NOT use the X button on the right top portion of the screen when on the Home page. This will also kick you out of the 

system.  If you accidently use those buttons, you will need to log out and log back in to refresh the site. Not doing so will result in 

receiving system errors after you enter the episode type and you can lose any unsaved data. 
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2.3 My Inbox:  is a way to communicate within the system similar to an e-mail (Secure Messaging). 

Messages can only be accessed within the C3 Web application. 

 

 

2.4 Submitting a Request 

Click on Search Member, Enter Medicaid ID and first initial of last name, and then Search. 
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Once the search results populate, click on treatment episode. 

 

 

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 code. The Product Name will include the 

ƳŜƳōŜǊΩǎ ŎƻǾŜǊŀƎŜ Ǉƭŀƴ ǘȅǇŜǎΦ  
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