LTSS Mississippl
Organization Management

April 2014

Prepared by: FEi Systems




LTSSMississippi Organization Management

Table of Contents

1

2

Organization Management BaCKgroUNd .........cc.ciiiiiiiieiiiiiie st eee e e e s svee e s s ree e e 3
1.1 (014 - T Tr.-) { (0] KIS PPPTOPPTPPPP 3
1.2 K] i PSPPI 3
1.3 VT [T ST PP R PP U PSP POPPO 3
O AN ZatiONS. e 3
2.1 N LV T =1 {01 o E TSP PPPPUROPPPPPPP 3
2.2 YL T ol a0 - T a1 1A Te] o - PSP 4
2.3 VIEW Organization UNIT ........eiiiiiiiii ittt ettt e e e e e ettt e e e e e s e st beeeeeeeeasanstbaeeeeesessssbenaaaeesssnnannns 4
) - | i T U TP POPRPPPP 5
3.1 (O T - | & ST OO OO P R SUPRRORRRPRR 5
3.2 SEATT OVEIVIEW ..ttt et b e bt e s bt e s ae e s a bt e bt e bt e bt e s beesbeesaeeeateeabeenbeesaeesanesanenane 6
3.21 GENEral INFOrMATION ...ceiiie ettt sa e e s bt e e sab e e sabeesbteesabeesbeeesaseesabeeennreenns 6
3.2.2 SEAFE ATEACMENTS ..ot ettt et e s bt e s be e e s bt e s bt e s bt e e sbeesbteenareesbeeenareenas 7
33 (DL 1= ==Y o o [ PP 8
B4 SHATT ROIE ettt b e bt s bttt et e bt e b e e bt e e he e e he e et e e be e bt e nheesaeesaneeane 8
341 USEE INFOIMALION 1.ttt b e s bt s a et st e st e e be e s bt e saeesaeesabeebeenbeenneas 9
3.4.2 USEE ROIES ...ttt sttt et e bt e bt e s bt e sat e s a bt e bt e bt e e bt e sbeeeabeeabeeabeeabeeeaeesabesabeebeenbeenneas 9
3.5 SEANCH Al STAff ..ttt et r e r e nre e sanesane e 9
DOM Administrators — Creating Organization UNitS........ccceevieiiiiiiee e 10
4.1 GENEIAl INFOIMATION ...ttt et et e s e st e s ar e sn e e bt e bt e b e e smeesaeeenneeneens 10
4.2 Y] Yol Y == R STPO PP OPP PP 11
4.3 ATEITDULES. ..ttt ettt et e bt e s bt e s a e e s a et e bt e b e e b e e e bt ehe e e a bt et e e bt e eheeeabeeabeebeebeeareenneas 12
4.4 PRONE NUMDBEIS ...ttt ettt e bt e s bt e s he e s at e st e e bt e bt e bt e beesheesaeesateeateenbeesaeesaeesanenane 12
4.5 OVEIVIBW. ..ttt b e e b e e s bt e s ba e e s b e e s b e e e s ab e e s abe e s ba e e s aba e e s bb e e sab e e saba e e sabeesans 12
4.6 Branch Organization Man@gEMENT .......ccuuiiiieiiie e ieiee ettt e e ereee e eee e et e e e e stre e e e st aee s esabaeeeesnbaeesenssteeeesnseeeeennsens 13
4.6.1 Add NEW OrZaniZatiON ...uveiiiciiieieiiiie ittt e e sttt e e st e e s sbee e e s sabaeeessbbeeesssbbeeesassbeeesassseaessnssenessnsseeessnnsens 13
4.6.2 Link EXiSTING OrZanization .....cc.ueiiiiiuiiii i csiiee sttt ettt e s s stee e et ee e s st e e s s sabee e s s sabeeeesnabeeesssabeeessnabeeessnnsens 13
4.7 [ o)V o =Y PR PORTOPSR PR 13



LTSSMississippi Organization Management

1 Organization Management Background

1.1 Organizations

Organizations are a key element of LTSS. An organization may be any group that performs work in the system -provider
agencies, operating agencies, LTC facilities, etc. Every LTSS user will have a staff profile, and every staff profile is
created under an Organization Unit. Organization Units that can be associated with Medicaid provider numbers are
linked to those providers and provider info is displayed in the Organization Unit Overview. For brevity, Organization
Units are sometimes referred to as OUs.

1.2 Staff

All LTSS users must have a staff profile in order to login. The Staff profile includes several sections, such as General
Information, Delegations, and User Roles. Only users with Administrator roles may create and manage staff within their
organization. The Staff Profile also includes an attachment function to upload and download documents related to that
staff.

1.3 Providers

Provider numbers in MMIS which share a common Tax ID are linked under one Organization unit. For example, if there
are 3 provider numbers registered with the same tax ID number in MMIS, all 3 will be listed under one Organization
Unit Profile.

2 Organizations

2.1 Navigation
If you have access, you can search for organizations by navigating to Menu, Administration, and Organizations.

Organizations Administration =

User Directory My Information >

Feedback >

Print
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2.2 Search Organizations
The search page (Organizations Tab) can be used to find and view Organizations based on Name, County, Organization
Unit Attribute, Status (Active or Inactive), Phone#, or Contact Name. The search function can be used by entering any

one of these items individually or by using a combination.

Crganization Unit Name: County: Crganization Unit Attribute:

| N ]| d
Status: Phone Number: Contact Name:

| d| | | |
| Search | | Clear |

The Search results are grouped alphabetically by Organization Name.

2.3 View Organization Unit
You can view an Organization Unit’s profile or Staff by clicking the desired link located under the Actions column to the

far right of the search results.

Organization Unit Name: County: Organization Unit Attribute:
I I " ']
Status: Phone Number: Contact Name:
| d | I |
| Search ‘ ‘ Clear | Create Organization Unit
Organization Business Name % | Organization Short Name % | Status % | Phone Number % | Contact Hame % | Actions

Organization Unit  Staff

By selecting the “Organization Unit” link you can view the Organization Unit Overview. You can expand any section by
clicking on the blue panel bar or view all the details by clicking the “Expand All” button. The ability to edit Organization
Unit profile information is based on your role, so many users will only be able to view the information.

~ Organization Unit General Information

Overview Service Areas
HLE LR Attributes

Staff
Phone Numbers

Branch Organization Units

Providers
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3 Staff

Each Organization Unit has a link on Left side navigation for Overview and Staff. By selecting the “Staff” link you are
taken to a list of the staff assigned to the organization unit. The list can be filtered by status of “Active” or “Inactive”.
You may review the Organization Unit’s Staff by selecting the Details link to the right of the search results. The ability to
edit Organization Unit Staff information is based on user role.

Wt brnbiras | Seeae - Staff List
) Por smntttae - - " ‘
¥ Organization Unit Status
Overview | Active v
Staff
Search Create Staff
Full Name ¢ | Business Title ¢ | Status ¢ | Organization Unit < fgg:’: ¢ | Actions
Details
Details

3.1 Create Staff

To create Staff for their Organization, Administrators begin by navigation to Menu, My Information, My Organization.

Main >

Administration =

My Information =

My Organization

Next, click “Create Staff”

¥ My Organization Unit Status-
Overview ) Active v
Search Create Staff
Full Hame % | Business Title % | Status % | Organization Unit % | Allow Login % | Actions
Yes Details
Yes Details
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3.2 Staff Overview

3.2.1 General Information
Complete the required fields in General Information and click “Save”

General Information

General Information

First Mame:” | |
|

Last Name: ™

Business Title: ™ |

Business Credential (2.g.. RN. MSW): |

|
|
Email Address: | |
|
|

Organization Unit: ™ v
Supervisor: | v
Address

Street Address 1:

City:

|
Street Address 2: |
|
|

State: Mississippi v

Phone Number Information

Phone Type: ™ | M |

Phane Number (004 00X X000 ™ | | Ext:| |

Set as Primary Phone

Clicking Save in the top right of the screen directs the administrator to the new Staff Profile Overview. From there, the
system displays the staff profile overview and administrators can manage Delegations and Roles for this person.

¥ Staff Profile General Information

Overview General Information

Delegations
Prefix:

Staff Role

First Mame:
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3.2.2  Staff Attachments
Under the Staff Profile Overview, the attachments section allows users to upload and download documents pertinent

to the staff. Add documents by clicking “Upload File”.

Attachments Upload File

e

File Hame % | Comments ¢ | Created Date & | Created By %+ | Action

Mo data available in table

A pop-up prompts you to “Choose File” and includes a section for optional comments related to the file. When you
have selected the file to upload, click “Save”.

New Document

File Name™
Choose File ||Mo file chosen
Comments
P
Save [l Cancel

Upon saving, uploaded documents appear in the Attachments list. Click on a file name to download. A delete button is
available on the far right of each attachment in the list.

Attachments Upload File

e

File Name & | Comments & | Created Date & | Created By ¢ | Action

EM License 38974982374932847 bd Comments display here 04/29/2014 System Administrator Delete
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3.3 Delegations
Managing delegations allows users in the same organization to login on behalf of each other for a predefined period of
time. Administrators can choose to manage “User(s) Authorized to Login as (staff name)” or “(Staff name) is Authorized

to Login as Following Users”.

Staff Delegation
»

Back To Profile Collapse All
~ Staff Profile User Authorized to Login as Manage
Overview Full Name % | Organization Unit % | Start Date % | End Date b

Staff Delegation No data available in table

User Settings

User '|s Authorized to Login as Manage

Go to Organization Unit

4

Full Name % | Organization Unit & | Start Date % | End Date

Mo data available in table

With the “Manage” buttons the administrator can choose from among staff in the organization and set permissions
with a start and end date. After clicking “Manage”, a list of active staff is displayed. Click the checkbox next to the staff
name in the list, enter a start and end date, and click save. Use the Inactivate checkbox to the far right to revoke
delegation permission at any time for staff.

Select| User Name Organization Unit | Start Date End Date Inactivate

*

04/27/2014

v * | 04/20/2014

Note: the End Date refers to the day the delegation has ended, not the last day available to delegate. For example, if
you want a delegation period to start on 4/20/2014 and for the last day to be 4/26/2014, then the end date would be
4/27/2014- the day that the delegation has ended. Users can manage “Users Authorized to login as Me” from their “My
Profile” page, but Administrators can view and edit all delegations in their organization.

3.4 Staff Role

The Staff Role section of a staff profile allows administrators to set Login names (usernames) and specific organizational
roles. In Staff Profile- Staff Role section, click Add to set a username and associated email address. This email address
will be used to help reset or change passwords.

¥ Staff Profile User Information Add

Overview User Account Information
Delegations There is no User Account for this User.
Staff Role

User Roles Add User Role Set

oo I
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User Information
Enter a Login name (SSO ID) and email address, and click save.

User Settings — User Management m

Cancel

User Information

User Account Informatior

$S01ID:"

Each LTSS user must have a unique username, so if the one you entered is already in use, you will see this error
message on the bottom right of the page. Modify the username and try to save again.

Error: Sso Id: has been used.

Some common username conventions are first initial and last name, firstname.lastname, or email address. Organization
Administrators are free to choose sensible usernames that staff can remember.

User Roles
Select a user role to provide each staff member with an appropriate level of access. If you do not see appropriate staff
roles, or if you are unsure what each role accesses, contact the LTSS Helpdesk for support.

Roles

Check/Uncheck All

3.5 Search All Staff

Some users may search and view all staff profiles by navigating to Menu, Administration, Staff.

Organizations Administration =
Providers My Information >

Feedback >

User Directory Print
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Enter any search filters and click “Search”. Results are displayed below.

Staff Name: Status: Organization Unit Name:
Active v
Search Clear Create Staff
~ - - ~ —F - ~ | Allow - =
Full Hame % | Business Title ¥ | Status ¢ | Organization Unit | Login % | Actions
Yes Details
Yes Details
Yes Details

Click on Details to the right of a staff name to navigate to the staff profile. For users who can access this, managing staff
profiles is the same as described above in section 3.2 through 3.4.

4 DOM Administrators — Creating Organization Units

Only Division of Medicaid (DOM) Administrator users have access to create new, unrelated, Organization Units. To do
so, navigate to Organizations through the Menu in the top right of the page. From here, you can select the “Create
Organization Unit” link on the far right to begin the creation process; General Information, Service Areas, Attributes,
and Phone Number(s).

LTSSMississippi Menu  Account

3 Organizations | &% Staff | & User Directory

Qrganization Unit Name: County: Organization Unit Aftribute:
Status: Phone Number: Contact Name:
Search Clear Create Organization Unit

Organization Business Name ¢ | Organization Short Name ¢ | Status ¢ | Phone Number 4 | Contact Name ¢ | Actions

4.1 General Information
Enter information for the new organization and click Save.

10
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New Organization Organization Unit — General Information m
0 -
Status: Mot Saved

Cancel

¥ Organization Unit General Information

General Information . .
Business Information

Business Name: ™

Short Mame: ™

Website URL:

| |
| |
DBA Name: | |
| |
| |

Tax ldentifier:

Point of Contact

Contact's Mame: |

|
Email Address: | |
|

Phone Number (999-999-99939): |

Primary Address

Street Address 1-7

City: ~

State ™

Alternative Address

|
Street Address 2: |
|
| Mississippi v

~

4.2 Service Areas
After Saving the Organization’s General Information, use checkboxes to select the Counties in which this organization
works. For all Counties, click “Check/Uncheck All”. When complete, click “Save and Continue”.

Organization Unit — Counties m

Save & Continue

Service Areas

Counties

[ check/Uncheck All
) Adams ) Alcomn

] Amite || Attala

[ R [ T

11
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4.3 Attributes
After saving service areas (counties), use checkboxes to select attributes for the organization. Attributes are used to
determine which modules in LTSS different organizations can access.

Save & Continue

Organization Unit — Counties

Service Areas

Counties

O] Check/Uncheck All
Adams Alzorn

Amite Attala

[ [ e

4.4 Phone Numbers
Select a phone type from the dropdown, enter the phone number, and use the checkbox to set this number as primary
for the organization. When complete, click “Save and Continue”.

Organization Unit — Phone Number New

Skip Save & Continue

Phone Number

Phone Information

Phone Type: ™ | v |

Phone Number (00 XXX J000K): ™ | | Ext:| |

Set as Primary Phone

4.5 Overview

You may add additional phone numbers or edit any of the Organization Unit information from the overview screen.
Clicking the “Deactivate” button will make the organization and its staff inactive in LTSS. This can be reversed by clicking
Activate.

- i Organization Unit — Overview

Back to List Deactivate | | Expand Al

~ Organization Unit General Information Edit

Overview Service Areas Edit

Role Sets . )
Attributes Edit

Staff
Phone Numbers Add New Phone Number

Branch Organization Units Add New Organization  Link Existing Organization

Providers Link Existing Provider
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4.6 Branch Organization Management
In the section “Branch Organization Units”, use the links on the right of the panel bar to either create a new branch for
this OU or to link an already existing organization as a branch of the one you are currently viewing.

4.6.1 Add New Organization
Clicking “Add New Organization” begins the process outlined in section 3.1 — 3.5. The new Organization will be listed as

a branch of the organization it was added to.

4.6.2 Link Existing Organization
You may link an organization as a branch by searching LTSS and selecting the desired branch. Use the checkbox to

select an organization in the search results and click

Add Existing Organization Unit x

Search Details

Qrganization Unit Name: County: Organization Unit Attribute:
| | || d
Status: Phone Number: Contact Name:
| ]| | |
| =7 | search |
S : ~ S - ~ | Phone 5 o
Organization Business Name % | Organization Short Hame % | Status < Humber % | Contact Hame
— _—

Branch Organization would show in the Overview as a list:

Organization Unit — Overview

Back to List Deactivate | | Expand All

General Information Edit

Service Areas Edit
Attributes Edit

Phone Numbers Add New Phone Number

Branch Organization Units Add New Organization  Link Existing Organization

Point of Contact < | Actions

Status < | Phone Number $

Organization Business Name < | Organization Short Name £

No data available in table

Providers Link Existing Provider

4.7 Providers
For Medicaid Providers, a list of their provider numbers and related information is displayed in the Organization
Overview. DOM administrators can manage providers under an organization using the action links in the far right of

each provider number row.
13
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Providers Link Existing Provider

Provider - - ~ | Provider Source .. | Tax o -~ | Provider - -

Mumber % | Provider Name ¥ | Info ~ | Mentier ™ Npi % Types % | Actions
Wiew
Unlink
View
Unlink

14



