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Steps for Setting Up Access for the Referral
Management Module

Obtaining System Access

O Obtaining access to the Referral Management module happens in
two parts:

m Part 1: You must obtain a Web Access Management System (WAMS)
ID. This ID will be used to log into the Program Participation System
(PPS). If you already have a WAMS ID, you do not need to obtain a
second one.

m Part 2: You must request access to PPS. Security to the system is
associated with your WAMS ID.

o Even if you have a WAMS ID and PPS Access for another function,
you must request PPS access for the Referral Management module.




Step 1: Each Staff Person Needs a WAMS ID

o Each staff person needs a WAMS ID

o Do you already have a WAMS ID?
= No — You will need to complete Step 2
m Yes — You do not need to do Step 2 (do not register for another ID)

Step 2: Obtaining a WAMS ID

O Access the following URL to obtain access to the Department of
Health Services website by requesting a WAMS ID:
https://pps.wisconsin.gov/

o Click the WAMS link and complete the self-registration to obtain a
WAMS ID and password g .

o Complete the Self-Registration to obtain your WAMS ID and
password.

ot you b Ehangs you SScount intermaton, e-mail addiess.




Obtaining a WAMS ID Continued...

o Read the instructions and click the Accept button if you
accept the terms of use.

o Complete the self-registration form filling in all required
fields.

o An email message will be sent to the email address that
you specify. The content of this email message will contain
a link that allows you to confirm your access.

Obtaining a WAMS ID Continued...

o If you have problems obtaining a WAMS ID, please contact WAMS
Acceptance Support.
m Click on the WAMS link from the Gateway Page

m Scroll to the bottom of the page
m Click the blue link For aszistance =end an e-mail to WANMS Acceptance Support

m Fill out the support form and click submit




Step 3: Each Staff Person Needs to
Complete a PPS Request

o Even if you have access to PPS today, you still need to request
access to the Referral Management module.

O Return to the same web page: https://pps.wisconsin.gov/
o Click on PPS — Reauest Access link.

WAMS

WAMS) ..~

Password:
'WED MIESH

MARAGEMENT SYSTEN

Complete PPS Request Continued...

O Access the Program Participation System Web Access Request
form.

o Complete the form - filling in all required fields.
O Required fields are denoted with a red asterisk (*)

FROGRAM PARTICIPATION SYSTEN WER ACCESS REQUEST
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Complete PPS Request Continued...

O Under the Agency Information section, you will be asked to provide
the Agency Name. Please document the full facility name.

Agency Information
l [ .-\;uc\ Name: * I

Agency Supervisor Name: #

8 Supervisor's Phone Number: ( ) - * Ext:

% Profles: * [ Adukt LTC Waitst Full Access Profe
D Adult LTC Wathst View Oy Profie
I Agency Admirgstration Profile
[ Children Wasthist Full Access Profile
[ Clildren Wisthst View Ondy Profile
[ Famdy Care Support Full Access Profile
DlF ey Care Support View Only Proie
[ Intensive Autisen Waithst Full Access Profile
[ Intensive Ausism Waithst View Only Profile

O For a directory of Licensed Wisconsin Nursing Homes, please visit the
link below:
http://www.dhs.wisconsin.gov/bgaconsumer/NursingHomes/nhdir.pdf

O For a directory of Local Agency Contacts, please visit the link below:
http://www.dhs.wisconsin.gov/LTCare/adrc/customer/adrccontactlist.pdf

Complete PPS Request Continued...

O For your profile, be certain to choose the checkbox that fits the
appropriate type of access for your role:

User Profile Description

NursingHome | NH Referral Entry Full Access o This user will be able to create new referrals in the Referral
Management module of PPS.

a They have access to run Referral Reports for all residents from
their facility.

a They also have the ability to search for a specific resident and
print individual summary reports.

LCA NH Referral Processing Full Access a This user will be able to receive and process incoming
referrals in the Referral Management module of PPS.

a They have security to transfer referrals to other LCAs as

necessary.

They will have the ability to run Referral Reports for the LCA.

They will also be able to search for a specific resident and print

individual summary reports.

oo

o Click the submit button when completed




Complete PPS Request Continued...

u]

u]

Print off the form

You and your supervisor must
both sign and date the form

You must use a fax coversheet
that includes organization or
company letterhead

Fax it to the State Security Officer
at 608-267-2437

Pregan Panticipadon Symme Web Acoess Pequen Page laf' 1

ST oy menm
DEFARTALTNT 07 HEALTH 09 FAMLY JERVICE
Flesee print this form and retern te the State Security Officer, fas number iy 608,267, 2437
PROGRAM PARTICIPATION SYSTEM WEB ACCESS REQUEST
L Pleast checkene of the follewing :
X As

am Farbcapation System
Patiapstion Sysem

L Muther's Maiden Name
Y

Agmey Infermatien

& Agemcy Name (Tlase do not shbreviae]
Heanisnd Rehabekimon Cener

T Agmey Supervier Name

Jenefer Warson

2. Profiles

Hursing Home Referral Dy Profile

& Segperviser's Phose Number
S08) 1231134 Bxe 1254

Use of iy bogem und passwerd provides accesy 1o confidemtinl informurion, which must be
safeguanied s accordance w ith Wiscomsln Staruves. The User's signarure on this form
consthutes 7 ¥ Bl {49,016, 49,3310 ), §49.81,
EARRY, 50417002 and with DTS palicy (aciached 1o mew lagan approvale,

10, U ser Signature : Date Signed -
11, Seperviser Signature: Date Signed 3
12, Sate Security Oier Sgmaturs : Dais Signed -

Step 4: Each Staff Person Needs to Confirm

Their Ability to Access PPS System

Prior to April 1, 2012

u]
u]
u]

o

u]

A State Security Officer will email you when your access has been created
You will not be able to use the module until March 1 2012

On that date, confirm your access has been granted by returning to the
Gateway page: htips://pps.wisconsin.gov/

Click on PPS — Production

Login (you should be able to access PPS)

After April 1, 2012
o A State Security Officer will email you when you have been granted

access.

To verify access has been granted, visit the Gateway page:

https://pps.wisconsin.gov/
Click on PPS — Production

Login (you should be able to access PPS)
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Additional Help Contact Information

0 The DHS SOS Help
m E-mail: DHSSOSHelp@wisconsin.gov
m Phone: 608-266-9198




