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Each partner organization has selected Organization Administrators of TennCare Access.
Organization Administrators are responsible for requesting access for authorized users,
adding or removing a role for existing users, deactivating access for separated users, and
confirming all staff have the correct training and security access to complete their work.

The TennCare Access Organization Administrator Reference Guide provides details for the
following topics:

e Reviewing the MyTennCare Login Homepage

e Logging into the MyTennCare Login Homepage
e Submitting a New User Access Request

e Updating a User’s Access to the System

e Removing a User's Access to the System

e Submitting a User Separation Request

Version 2.0
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Reviewing the MyTennCare Login Homepage

Below is a sample MyTennCare Login homepage for an Organization Administrator.

TN Dwision of MyTennCare 3 D Slgn Out
TennCare | “**"
MENU DASHBOARD
Welcome to MyTennCare Login, Example o Example Org Admin
Org Admin! tnt0001@yopmail.con
h 8% Dashboard 2
2 Profile Portals n
~; Manage My Users
TennCare Access Portal
E TennCare
| -
EL Need Help? 1 of
# Item Description
1 TennCare  The TennCare Access Portal tile appears on the Dashboard and

Access Portal

is used to log into TennCare Access once access has been granted.

1a  Organization The organization's name appears under the TennCare Access
Name Portal tile. You must click on your organization’s name to log into
TennCare Access.
2 Menu Section The MENU section allows you to access your Dashboard, Profile,
Manage My Users, FAQ, and Need Help? pages.
2a Dashboard When youlog in, the Dashboard is the default page displayed. If
you visit other pages, return to the Dashboard to log in to
TennCare Access by clicking the tile.
2b Profile Access your Profile page to view your user details. This page
stores your name and username. You can view or edit your cell
number or the way in which you receive your one time passcodes.
You can also update your password or security questions.
N Version 2.0
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# Item Description

2c Manage My Click Manage My Users to access the MyTennCare Login
Users Dashboard page. From here, you can request access for a new
user, modify access for an existing user, or remove all access for
an existing user.

2d FAQ Access Frequently Asked Questions for answers to common
questions related to using the MyTennCare Login page.

2e Need Help? Use the Need Help? page for contact information for support
accessing the TennCare Access Portal.

3 Sign Out Click Sign Out to end your session.

Version 2.0
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Logginginto the My TennCare Login Homepage

# Step Screenshot

1  For existing users, go

tO TN Division of MyTennGare
https://mylogin.tenncar TengEaie

e.gov e

MyTennCare Login

Login

Enter your
Username/Email USERNAME / EMAIL ADDRESS*
Address and
Password.

PASSWORD* e

Forgot Username? | Forgat Passward?

NOTE: For details on

hOW to Setup a neW 'WARNING! STATE OF TENNESSEE, DIVISION OF TENNCARE

GOVERNMENT SYSTEM.

TennCare Access
account or how to log
into TennCare Access,
please refer to the
TennCare Access Login
Reference Guide.

2 (Click Login.

TN D F MyTennCare

TennCare | "*®"

S

MyTennCare Login

USERNAME 7 EMAIL ADDRESS*
TNTODO1

PASSWORD*
@

LOGIN

Forgot Username? | Forgot Password?

WARNING! STATE OF TENNESSEE, DIVISION OF TENNCARE
GOVERNMENT SYSTEM.

Version 2.0
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3 Onthe OneTime
Passcode page, note - b
that a One Time el
Passcode was sent to
the email address you
used for this account.

‘ Login

One Time Passcode

I One Time Passcode has been sent to the email address you use for this account. I

* Enter the 8 digit code. This passcode will
expire in 15 minutes.

A One Time Passcode

is sent to your email

address when you
login from a new
device, or if you haven't
entered a One Time
Passcode in more than
24 hours. You cannot
log into your account
until you enter the
passcode.

Didn't Receive One Time Passcode? Resend One Time Passcode

NOTE: If you did not
receive the email,
check your junk mail
folder. If it's not there,
click Didn’t Receive
One Time Passcode?
Resend One Time
Passcode to send a
new email and code.

Version 2.0
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4  Access your email and
copy the verification

code.
TennCare

One Time Passcode for your MyTennCare Login account

Your One Time Passcode i 12150428

This one time passcode should be used for the account that belongs to:
TNT0001. Enter the One Time Passcode on the One Time Passcode
screen in MyTennCare Login.

Do you want to receive this code through text message? Log into your
account and click on the Profile page from the left side menu to change
your passcode preference to text message.

If you didn't expect to receive a one time passcode, tell us!

TennCare Access users email us at PartnerSupport. TennCare@tn.gov.
Katie Beckett users email us at LTC.Operations@tn.gov.
MATS users email us at TMM Appeals@tn.gov.

You will hear back from us as soon as possible. For most issues, we will
respond within 1-2 business days.

This message was created and distributed by the Tennessee Dhision of TennCare

To ensure delivery of emails from TennCare, please add access. tenncareconnect ®tn.goy 1o your
address book, contacts, or safe sender list

We kindly ask you not %0 reply 10 this email. Reach out to TernCare support if you have any quesions.

Vigw our Privacy Poscy

Wl
5 Onthe OneTime
Passcode page, enter TN srscrs |
TennCare | '
or paste the code from
your ema||' One Time Passcode
One Time Passcode has been sent to the email address you use for this account.
* Enter the 8 digit code. This passcode will
IﬂP"e in15 mlm& I
|
. Version 2.0
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6 Click Verify.

7  From the Dashboard
page, continue to the
following sections
depending on the
action you wish to take.

Submitting a New User
Access Request

Updating a User's
Access to the System

Removing a User's
Access to the System

Submitting a User
Separation Request

TennCare Access Organization
Administrator Reference Guide

TennCare Access Organization Administrator Reference Guide

TN Division of MyTennCare

—TennCare | ¥

One Time Passcode

One Time Passcode has been sent to the email address you use for this account.

* Enter the 8 digit code. This passcode will
expire in 15 minutes.

12 15 0p4: 228

BACK VERIFY

Didn't Receive One Time Passcode? Resend One Time Passcode

TN \of | MyTennCare B Sign Out

Divsion
TennCare | '*#"

MENU DASHBOARD

Welcome to MyTennCare Login, Example Example Org Admin
Org Admin! tnt0001@yopmail.cor

& Profile Portals Search n

*2 Manage My Users

I 3 Dashboard

TennCare Access Portal

? FAQ

Y, NeedHelp? _—

9 Version 2.0
As of 8/09/2022
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Submittinga New User Access Request

# Step Screenshot

1 On the Dashboard
page, click Manage My TN ocon | Wiomcen B sgnow
Users from the menu.

Dwision of
TennCare | “**

MENU DASHBOARD

Welcome to MyTennCare Login, Example Example Org Admin
Org Admin! tnt0001 @yopmail.co
| %3 Dashboard

2 profile Portals  searct E
2 Manage My Users

Yenncarn- Accéss Portal

2 Onthe MyTennCare

Login Dashboard MyTennCare Login Dashboard
page, click New User

Setup (TennCare Popuarems .| =
Access, MATS, Katie it e iont
Beckett, LMS). Na : @z @

N\ \ N
N Version 2.0
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3 On the New User
Setu p (Tenn Care New User Setup (TennCare Access, MATS, Katie Beckett, LMS)
ACCGSS, MATS, Katie Request sccess to TennCare. This is the first step for requesting access fora new user
Beckett, LMS) page, e o e,
enter the First Name, o
Middle Name, Last sk
Name, Preferred
Name' Email’ and New User Information @
MObiIe Phone. “Firsthame @ * Middle Name @

* Last Mame Preferred Mame

NOTE: All fields | N
marked with an “emeil © Vobie hare
asterisk are required.

organization. Through MyTennCare Partrer, you can request to be s uzer for

"TNT"}, do not use this form. Go backto the Dashboard and choase the sppropriste portsl. Doyou need help? Tell us!

MATS uzers email us at TMM Appe

4  Begin typing the
Manager and
Company in the drop- '
down menus, then click
the correct value once
it appears.

Version 2.0
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5  Select Yes or Nofor Do
you already have a
signed AUP to
upload?.

NOTE: The AUP, or
Acceptable User Policy,
is a standard form that
provides guidelines for
the appropriate use of
State-owned systems,
like TennCare Access. It
is a routine form that
most agencies, dealing
with personal and
sensitive information,
require users to sign.
In most cases, you will
not have a signed AUP.
When you select No, an
AUP is automatically
emailed to the user to
sign electronically.

If Yes, continue to Step
6.

If No, proceed to Step
12.

6 Click OK in the pop-up

window. tenncarestage.servicenowservices.com says
Flease upload the AUP doc
o Version 2.0
TennCare Access Organization 12
& As of 8/09/2022
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7 Click Add

Attachments. “emsl © Hobie Phone
| | |

* Manager * Company
* Do you require access to MyTennCare Partner? * Do you already have a signed AUP to upload?

Business Justification

* Business Justificstion @

Additionsl Comments

@ Add attachments

8 Select the user's AUP

document- N <« Desktop » Example v D O Search Example
Organize * MNew folder =~ M @
Mame Date modified
7 Quick access
@ Mew Users Signed AUP Agreement.docx 5/19/2021 2:23 PM
& Creative Cloud Files
[ This PC
¥ Network
£ >
File name: || v| | Afiles ) v
9 Click Open.
4 <« Desktop » Example v D S Search Example
Organize * MNew folder = I @
MName Date modified
7 Quick access
@ Mew Users Signed AUP Agreement.docx 5/19/2021 2:23 PM
& Creative Cloud Files
[ This PC
¥ Network
£ >
File name: | New Users Signed AUP Agreemen V| All files (%) ~
[ o
N Version 2.0
TennCare Access Organization 13
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10 Confirm the correct
Uploaded document 1S Business Justification
viewable at the bottom " Business Jusfeaton ©
of the page above Add

Attachments. Additonsl Commerts
i Mew Users Signed AUP Agreement.docx (11.6 KB) & x
just now

@ Add attachments

11 Click the calendar icon

to Select the AUP Date. |' Do vou require access to MyTennCare Pariner? | | |' Do you already have 2 signed AUP to uplasd? ‘ |
Enter the 4'd|g|t | 20210603 | B ||
numeric PIN. P

| . SHOW |

NOTE: The date and
PIN can be found on
the final page of the
completed AUP
agreement.

| have read and agree to comply with the policy set forth herein.

Signature:

Print Name:

Title:

Date:

TennCare User ID (if provided):

TennCare Division
or Company Name:

Create Verification PIN (4 digit):

Version 2.0
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12 Select Yes from the Do

you require accessto  [[mrmmmcihmmiren | L° ]

MyTennCare Partner? ] e _

drop-down menu. ‘D"‘*::t;“;z:':"‘BPP"“*"’”"““'*q“””mb ° Pm Ll
S = sor]

TennCare Access
13 Clickthe TennCare

Access check box. + oyou requirecces oy TenCare Parner? K
[ (V] *aveoue
* Please check which application you require acosssto @ R ‘ = |
D Katie Beckett Py
0 wars = SHow

14 Select Yes or Nofrom

the Has user My TennCare Partner Access - TennCare Access

comp leted * Has user completed mandatory training for My TennCare Partner access? @

mandatory training |||~ |

for MyTe nnCare *|s the User a Hospital Presumptive Eligibility (HPE) Contractor? @

Partner Access? drop-

down menu.

NOTE: The access

request cannot be

submitted until the

user has finished the

mandatory training

requirements.

If No, contact the

Partner Support Unit to

schedule their

mandatory training.

o Version 2.0
TennCare Access Organization 15 As of 8/09/2022
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If Yes, click the calendar
icon to select the date
the user completed
mandatory training.

Select if the user isa
Hospital Presumptive
Eligibility (HPE)
Contractor from the
drop-down menu.

If Yes, continue to Step
17.

If No, proceed to Step
18.

Read the contractor
terms. Click the
checkbox to Accept
Contractor termsto
this portal.

Click Add to indicate
which roles the user
needs.

TennCare Access Organization
Administrator Reference Guide
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Iy TennCare Partner Access - TennCare Access

* Has user completed mandatory training for My TennCare Partner access? @
Yes
* Please provide the date in which mandatory training was completed for My TennCare Partner Access, @

*Is the User a Hospital Presumptive Eligibility (HPE) Contractor? @

--MNone -

Iy TennCare Partner Access - TennCare Access

* Has user completed mandatory training for My TennCare Partner access? @

Yes

* Please provide the date in which mandatory training was completed for My TennCare Partner Access, @

2021-06-08

* |5 the User a Hospital Presumptive Eligibility (HPE) Contractor? @

~None ~

*Is the User a Hospital Presumptive Eligibility (HPE) Contractor? @

Yee

*[0 Accept Contractor terms to this portal

Mote- Granting a TennCare Access Account tothe above individual is expressly conditioned on agreement to each of
the terms listed below:

1. lunderstand that providing this individual with a TennCare Access account will allow them to submit Hospital
Presumptive Eligibility (HPE] applications on behalf of this facility

2. lunderstand that it is the hospital's responsibility to ensure this individual has had appropriate training in HPE

3. lunderstand that it is the hospital's responsibility to review all information included in 2ach HPE application
created or modified by these individuals prior to submission to TennCare

* TennCare Access - Tell us Organization and Role details

Actions  Please confirm the environment for which accessis requested  Please tell us the user's org;

Version 2.0
As of 8/09/2022
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19 Inthe Add Row pop-up
window, Production is

Add Row *

pre-selected as the
user’'s environment * Please confirm the environment for which access is requested
from the drop-down Production
menu. * Please tell us the user's organization type

- Mone -
Sel eCt th e use r's * Please tell us the user's organization
organization type, ~None-

user’s organization,
and role you would like
to add for the user
from the drop-down

menus. core | [0

NOTE: Each role grants
access to an option on
the Welcome to
TennCare Access
page. All roles include
the Search
Submissions option.

* Plzase tell us the role that this user needs in MyTennCars Partner

—None -

20 Click Add.
Add Row *
¥ Please confirm the emironment for which access is requested
Production
¥ Please tell us the user's organization type
Hospital
¥ Please tell us the user's organization
Example Hospital Facility
¥ Please tell us the role that this user needs in MyTennCare Partner
Apply for Coverags
Close m
N Version 2.0
TennCare Access Organization 17
As of 8/09/2022
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21 Confirm your entry was
added to the table
under the blue Add

button. m Remave All

Actions  Please confirm the environment for which access is requested  Please tell us the user's org

If you need to make # % Production Hosgital
changes, click the >
icon to edit your entry
or the » icon to
remove it.

" TennCars Access - Tell us Organization and Role detailz

Repeat Steps 18 thru
21 to add multiple
roles for the user.

22 Enter a Business
Justiﬁcation, fO”OWing Business Justification
the template belOW, * Business Justification 0

<User Name> requires additionsl Comments
access to MyTennCare
Partner to complete
their job
responsibilities.

23 Click Order Now.

—

New User Setup (TennCare Access, MATS, Katie Beckett, LMS)

New User Information @
* First Name @ *Middle Name @

* Last Name

Version 2.0

TennCare Access Organization 18 As of 8/09/2022
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24 Review your
Submitted Request.

For more details, click
the blue arrow inthe

Request Item Order Item Delivery Date Stage
Stage column.
RITMO126055 Mew Uzer Setup (TennCare._. 2021-06-0% Esqqa:(_apprm‘ed
25 The Request
Approved (Approved)
step is checked upon
request submission. oterzose

Other steps are
marked complete as
the request progresses
through the review
process.

Version 2.0
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Updatinga User's Access to the System

When a user notifies you that they do not have access to a needed option, or have an

option they no longer need to use on their Welcome to TennCare Access homepage, you
may update their access following this process.

# Step

1 On the Dashboard
page, click Manage My
Users from the menu.

2 Onthe MyTennCare
Login Dashboard
page, click My
TennCare Partner
Access - TennCare
Access.

TennCare Access Organization
Administrator Reference Guide

Screenshot

MyTennCare

B Sign Out

Dwision of
TennCare | "

MENU DASHBOARD

Welcome to MyTennCare Login, Example Example Org Admin
Org Admin! tnt0001 @yopmail.c
23 Dashboard

2 profile Portals Search n
2 sers

TenncarerAccesu Portal

MyTennCare Login Dashboard

e R R
N2 N2 N
N N N
20 Version 2.0

As of 8/09/2022



GTEDS

3

TENNESSEE ELIGALITY DETEAMIMATION SYSTEM

On the My TennCare
Partner Access -
TennCare Access
page, begin typing the
person’s name inthe
Name of User drop-
down menu. Click the
correct option once it
appears.

Your name is pre-filled
in the Requested by
field and Requested By
is pre-selected from
the Preferred Contact
drop-down menu. Do
not change either
selection.

Select the Preferred
Contact Method for
Questions from the

drop-down menu.

If Phone, continue to
Step 5.

If Email, proceed to
Step 6.

TennCare Access Organization Administrator Reference Guide

My TennCare Partner Access - TennCare Access

Thisz form iz used to request or modify sccess for users who need to use TennCare Access. The TennCare Access Portsl
helps TennCare provider organizations and facilities help their clients with healthcare coverage through TennCare and
CoverKids. Depending on the type of provider (hospitsl, health department, nursing facility, or health plan} and

TennCare approved access, users can submit applications for presumptive eligibility, sdd newborns, submit admitor
discharge forms for long-term care, complets financial reazszezzment forinstitutional Medicsid, complete annual

redetzrminations, and apply for TennCare, Coverkidz, and = Medicara Savings Program.

Requester Information

* Name of Uzer @ * Preferred Contact Method for Questions @

—Hone--

* Requested by @

©  EBumpls Crganization [TNTZY41) E

* Prefemed Contact @

Requested By

* -
Regquest Typs

- MNone -

My TennCare Partner Access - TennCare Access

This form iz used to request or modify access for uzers who nesd to use TennCare Access. The TennCare Access Portsl
helps TennCare provider arganizations and facilities help their clients with healthcare coverage through TennCare and
CoverKids. Depending on the type of provider (hospital, health department, nursing facility, or health plan) and

dd newbarns, submit admitor

TennCare approved access, users can submit applications for prezumptive eligibility
dizcharge forms for long-term care, complete financisl reazsessment for institutionzl Mediczid, complete annual

redeterminations, and apply for TennCare, CoverKids, and 2 Medicara Savings Program.

Requester Information

*Name of User ©@ * Preferred Contact Method for Questions @

©  Sally Strawberry (TNTZV8Z) % N - None--

*Requested by @

(1] Example Organization (TNTZY41) x

* Prefemed Contsct @

Requested By

Version 2.0

TennCare Access Organization 21 As of 8/09/2022
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5  Review your pre-filled

Phone Number and Requester Information
u pdate It, If need ed . * Name of User @ * Preferred Contact Method for Questions @
1] Sally Strawherry [THTZYEZ) ® » Phone
* Requested by @ * Phone Number @
Proceed to Step 7. e
_L ©  Emmple Organization TNTZVa1) x | v §15) 111-7732

* Prefamed Contact @

Requestzd By
6  Verify your pre-filled
Email Address iS Requester Information
CO rrect. *Name of User ©@ * Preferred Contact Method for Questions @
©  Sally Strawberry (TNTZV52Z) x v Email
* Requested by @ * Email Address @
€  Example Crganization [THTZYsz) x v ExampleQrganization?621@tn.gov
* Preferred Contact @
Requestzd By
7  Select Add Role or
Remove Role from the E—
Request Type drop- ~Here-
d own menu. * Iz the User a Hospital Presumptive Eligibility (HPE) Contractor? @
—Nene-

* Mandstory Training Completed? @

8 Selectifthe userisa
Hospital Presumptive * Request Type
Eligibility (HPE) Add Fale
cont ractor from the * Isthe User a Hospital Presumptive Eligibility (HPE) Contractor? 7]
drop-down menu. lere-
“-.-'and;tol"_" Training Completed? Q
If Yes, continue to Step i
9.
If No, proceed to Step
10.
TennCare Access Organization 22 Version 2.0
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Read the contractor
terms. Click the
checkbox to Accept
Contractor termsto
this portal.

Select Yes or Nofrom
the Mandatory
Training Completed?
drop-down menu.

NOTE: The access
request cannot be
submitted until the
user has finished the
mandatory training
requirements.

If Yes, click the calendar
icon to select the user’s
most recent training
date as the Mandatory
Training Completion
Date.

TennCare Access Organization Administrator Reference Guide

* |s the User a Hospital Presumptive Eligibility (HPE) Contractor? @

Yas

O Accept Contractor terms to this portal

Mote- Granting a TennCare Access Account to the sbove individual is exprezsly conditionad on agreement to each of
the terms listed below:

1. lunderstand that providing this individual with a TennCare Access account will sllow them to submit Hospital

Presumptive Eli (HPE) spplications on behalf of this f;
Z. lunderstand that

3. lunderstand that it is the hospital's responsibility to review sl information included in each HPE application

the hospital's respenzibility to ensure this individual has had sppropriste training in HPE

created or modified by these individuals prior to submission to TennCare

* Mandstary Training Completed? @

- Nong--

* TennCare Access - Tell us Organizstion and Role details

Actions  Please confirm the environment for which access is requested ~ Please tell us the user's org

* Mandstary Training Completed? @ * Mandstary Training Completion Date @

Yes

* TennCare Accese - Tell us Organization and Role details

Actions  Please confirm the environment for which access is requested = Please tell us the user's org

Version 2.0
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Click Add.

NOTE: Whether you
are adding or removing
arole, you need to click
Add for the specific
role to be added or
removed.

In the Add Row pop-up
window, Production is
pre-selected as the
user’'s environment
from the drop-down
menu.

Select the user’s
organization type,
user’s organization,
and role you would like
to add or remove for
the user from the
drop-down menus.

TennCare Access Organization
Administrator Reference Guide

TennCare Access Organization Administrator Reference Guide

* Mandstory Training Completed? @ * Mandstary Training Completion Date @

Yes v 2021-06-05

* TennCare Access - Tell us Organization and Role details

Actions  Please confirm the environment for which access is requested  Please tell us the user's org

Add Row *

¥ Please confirm the environment for which access is requested

Production

* Please tell us the user's organization fype

—MNone -

* Please tell us the user's organization

--Mone -

* Please tell us the role that this user needs in MyTennCare Partner

- MNone -

I:IOSE m

Version 2.0
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14 Click Add.

Add Row *

* Please confirm the environment for which access is requested

Production

* Please tell us the user's organization type
Hoszpital
* Please tell us the user's organization

Example Hospitsl Facility

* Please tell us the role that this user needs in MyTennCars Partner

Apply for Coverags

15 Confirm your entry was
added tO the table " TennCars Access - Tell us Organization and Rele details
under the blue Add s

button.
Actions  Please confirm the environment for which accessisrequested  Please tell usthe user's org

# % | Production Hospital

If you need to make
changes, click the
icon to edit your entry
or the % icon to
remove it.

Repeat steps 12 thru
15 to add or remove
multiple roles for the
user.

Version 2.0
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16 Enter a Business
Justification for
adding or removing the
user’s role, following
the templates below.

<User Name> requires
the <Role Name> role
to complete their job
responsibilities.

<User Name> no
longer requires the
<Role Name> role to
complete their job
responsibilities.

17 Click Order Now.

18 Review your
Submitted Request.

For more details, click
the blue arrow inthe
Stage column.

TennCare Access Organization
Administrator Reference Guide

TennCare Access Organization Administrator Reference Guide

Business Justification

o -
Business Justification @

Additional Comments

TennCare Partner Access - TennCare Access m
o
*Requested by @ one Number ©
o Orgnizstion TNTZV4y x| v | | (615)111-222
Request ltem Order ltem Delivery Date Stage
RITMO126056 My TennCare Partner Acces. .. 2021-06-09 E‘Eqdes(_appmued
2% Version 2.0
As of 8/09/2022
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19 The Request
Approved (Approved)
step is checked upon
request submission.

Other steps are
marked complete as
the request progresses
through the review
process.

TennCare Access Organization 27 A 1}/ ;/rg'g;gozzg
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Submittinga User Separation Request

Use the steps below to request termination for the user. A User Separation removes access
to all TennCare applications and archives their profile in ServiceNow.

# Step

1 On the Dashboard
page, click Manage My
Users from the menu.

TN owsonat MyToanCare

Screenshot

B Sign Out
TennCare | “*#

%3 Dashboard

MENU DASHBOARD

Portals Search n

TennCnrav Ac<7:0n Portal

2 Onthe MyTennCare

Login Dashboard MyTennCare Login Dashboard
page, select User

Separation - Partner.

TennCare Access Organization
Administrator Reference Guide

need more information about... \\Q \@ \Q
N N N
N & N
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On the User
Separation - Partner
page, begin typing the
name of the user in the
Requested for drop-
down menu.

NOTE: The Requested
by field is pre-
populated with your
name and cannot be
changed.

Enter your Business
Phone.

NOTE: The Location is
pre-filled based on the
user, but it can be
updated, if needed.

TennCare Access Organization
Administrator Reference Guide

TennCare Access Organization Administrator Reference Guide

User Separation - Partner

This catalog itam will trigger the remaval of the user's application and server access, and turn the user's AD and
ServiceNow accounts inactive. Additionally, this will result in the collection of all devices

* Requested for

* Requested by

L] Example Organization (TNTZ¥41)

¥ Businezs phone

* Location

*End date

Description 0

" Requested for

#  Agatha Berry [TNTZvaL) *

" Requested by

©® | Examplz Organization (THTZY41)

* Buzinezs phone

" Location

€  Remote User x

*End date

Version 2.0
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5 Click the calendar icon
to select the date

access should be . E ——
removed as the End o Mo T We Th R s
date. You can click the . e P s s
clock icon to select a S
specific time, in military e
format, if applicable. o I R

Click outside of the
calendar window.

NOTE: The HR Liaison
and Manager fields
are pre-filled based on
the user and cannot be
updated.

6 Click Submit.

User Separation - Partner

This catalog item will trigger the removal of the user’s application and server access, and turn the user's AD and
ServiceNow accounts inactive. Additionally, this will resultin the collection of all devices

* Requested for
@  Agstha Barry (TNTZVe1)
* Requested by

@ | Exsmple Organizstion (TNTZY41)

Version 2.0
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7 Onthe My Account
page, review the My Account +
information to confirm

User Separation Request @
the separation request —
Was s u ccessfu | |y %xample Organization (TNTZY41) 20 crenten
created. '

@ # Options

NOTE: All roles are
removed if a user's
access to an

choice_revoke_lo

organization is :
removed. e

Remote User

End date
2021-06-09 15:08:33%

Version 2.0
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Removing a User’s Access to the System

Use the steps below to request to remove all TennCare Access roles a user has access to
within an organization without affecting other TennCare application access like MATS,
PERLSS, KB or TennCare Access for a different organization.

# Step Screenshot

1 On the Dashboard
page, click Manage My TN oo |t B sgnow
Users from the menu.

TennCare | “*#

MENU DASHBOARD
Welcome to MyTennCare Login, Example Reample O'g -
Pl tnt0001@yopmail.co
| %3 Dashboard Org Admin

2 Pprofile Portals Search n
2 Mar My Users

Tanncare. Access Portal

2 Onthe MyTennCare

Login Dashboard MyTennCare Login Dashboard
page, select My

TennCare Partner — By O
Access - TennCare B PR TR T Tenncre st
Access. N N N

¢ N\ N\
N Version 2.0
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3 Onthe My TennCare

Partner Access - My TennCare Partner Access - TennCare Access
TennCare Access
page, begin typing the

This form is used to request or modify access for users who need to use TennCare Access. The TennCare Access Portal helps TennCare provider

. organizations and facilities help their clients with healthcare coverage through TennCare and CoverKids. Depending on the type of provider
n a m e Of th e u Se rin th e {hospital, health d=partment, nursing facility, or health plan) and TennCare approved access, users can submit applications for presumptive
eligibility, add newboms, submit admit or discharge forms for long-term care, complete financial reassessment for institutional Medicaid,
Req U e St ed fo r d rO p_ complete annual redeterminations, and apply for TennCare, Coverkids, and a Medicare Savings Program.

down menu.

* Indicates required

N OTE. The Req u eSted Requester Information
by flel d IS pre_ *Name of Ussr @ * Preferred Contact Method for Questions @

populated with your
*Requested by @
name and cannOt be | @  David Long {DC4761D) x |7 |
Changed' ¥ Preferred Contact @
Requested By | v |
* Request Type
o ]
4  Select the Preferred
Contact Method for * Inictesrequied
QueStlons Requester Information
*Name of User @ * Preferred Contact Method for Questions @

NOTE: A pre-filled -]
Email Address or
Phone Number field o

populates based on |md B
your selection in the N

Preferred Contact (o -]
Method for Questions
field. It can be updated,

if needed.

*Requested by @

| 0  Dsvid Long {DC47610) %

Version 2.0
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5 Review the pre-filled

Preferred Contact. It * Indicates reqired
can be Updated, |f Requester Information
needed. *Name of User @ | | '-F-;tefem-a—dCuntacH'dethcdfurQuEstiDns (7] ‘ |
*Requested by @
©  Dsvid Lenz(Dc4aT610) x | v |
* Preferred Contact @
Requested By | . |
* Request Type
6  Select Remove
Application Access from ® soareqied
the RequeSt Type Requester Information
d ro p-dOWﬂ menu. *Name of User @ * Preferred Contact Method for Questions @

*Requested by @

©  Dzvid Lonz (DC4761D) %

* Preferred Contact @

Reguested By | - |
* Request Type
(]
7  Begin typing the name
of the organization in |'R***“E%WPE_ B
the Please select —
. . . * Please select organization which you would like to remove the users access from
organization which [ ]
you Would Iike to Business Justification

* Business Justification @

remove the users ‘ ‘
access from drop- U S—
down menu. ‘ ‘

@ Add attachments

Version 2.0
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8 Use the Business
Justification field to “RequestTpe
explain the reason for -]
removing Application )
Access, following the R ——
templates below. " Business ustcation ©

* Please select arganization which you would like to remove the users access from

Additional Comments

<User Name> no

longer requires the
access to complete
their job D sasoctmers
responsibilities.

6 Click Order Now.

My TennCare Partner Access - TennCare Access

Order Now

This form is used to request or modify access for users who need to use TennCare Access. The TennCare Access Portal helps TennCare provider
arganizations and facilities help their clients with healthcars coverage through TennCare and Coverids. Depending on the type of provider
{hospital, health department, nursing facility or health plan) and TennCare approved access, users can submit applications for presumptive

<ligibility, add newborns, submit admit or discharge forms for long-tem care, complete financial reassessment for institutional Medicaid,
complete annual redeterminations, and apply for TennCare, Coverkids, and a Medicare Savings Program.

Requester Information
*Nameof User @ * Preferred Contact Method for Questions @
@ David Long (DCS76ID, * ‘ . | ‘zm.t ‘ . |

7  Onthe Submitted
Request page, review o 3 SRt o]
the information to
confirm the application
removal access request
was successfully
created.

Request ltem Order ltem Delivery Date Stage

RITM0171702 My TennCare Partner Access - Tenn... 20220727 ¥ |/) Request Approved (Approved)
() Waiting for Approval [Pending - has not started)

Fulfillment (Pending - has not started)

() Completed (Pending- has not started)

Version 2.0
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8  Clickthe hyperlink for
the Request Item or fare. 3 St o
the Order Item to view
more information
about the request.

Request ltem Order ltem Delivery Date Stage

RITMo171702 My TennCare Partner Access - Tenn... 2022-07-27 - Request Approved (Approved)

() Waiting for Approval (Pending - has not started)

() Fulfliment (Pending - has not started)

() Completed (Pending- has not started)

7  Onthe Ticket page,
review the information. pome > et = a|

NOTE: To cancel a [oos | ot

request, enter a Saidong 0CHED

cancellation reason in -

the Cancel Request e

Number Request

. H RITMo171702 REQo120272
field and click Cancel
State Stage
Open Waiting for
Request.
Created Updated
1mago 1mago
~ Options
Attachments @

36 Version 2.0

TennCare Access Organization As of 8/09/2022

Administrator Reference Guide



