CA Admin Manager

A Credentialing Agent Administrative Manager (CA Admin Manager) is a
Partner Portal user that has been given additional access to the Organizations
Medicaid IDs.

The purpose of the CA Admin Manager is to:
e Manage CA work assignments
e Manage access to the Individual Medicaid IDs in the group

The CA Admin Manager role can only be granted to Organizations with their
own Group Medicaid IDs with multiple Credentialing Agents assigned.

To get access to this role and its functions, an invitation with the role of CA
Admin Manager must be sent to the user from the Organization Administrator.
To find out more about Organization Administrators, please reference the
Organization Administrator Job Aid.

Third Party Credentialing Organizations do not qualify for CA Admin Manager access.

Invitation to Organization User

has granted you access 10 the following roles to pamicipate as a user in an Organization -

Application Name: Partner Porial
Role Name: AdminManager

Please follow the below instructions o gain access as a user for this organization. This invitation ink would expire and is valid only for a one-time use.
Click hare to complate the process
If you need any assistance further, please contact the Kentucky Online Gateway Helpdesk

Kentucky Online Gateway
Kentucky Online Gateway Helpdesk

NOTE: Do not reply to this email. This email account is anly used to send messages

Privacy Notice: This emall message is only for the person it was addressed to. It may contain restricted and private information. You are forbidden to use, 1ell, shov
who was supposed to get this message, please destroy all copies.
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CA Admin Manager

To Manage CA Work Assignments

Only items in the Status of "In Progress, Submitted, Returned to Provider, and
DMS Review In Progress” are eligible to be moved.

Click on the Administration Tab

Select Manage Credentialing Agent Work Assignments, click Continue.
Select the name of the current Credentialing Agent.

Select the item type to be reassigned, click Search.

Select all items to be reassigned from the results.

Select the Credentialing Agent to whom the items will be reassigned, click
Save.

Kentucky.gov Partner Portal

Dashboard Application Maintenance Correspondence Adminisiration Search

Administration Options

*1 Want to perform

Partner Portal

o Casrocars Apgicanon Comespondence Adrairistragon
ZManage Credentialing Agenl Work Assignments

Manage Cradentisling Agent Work Assignments

(Manage Credentialing Agents Association with Medicaid ID

Any notifications after the
reassignment and any item
that is Returned to Provider
(RTP) will be sent to the new
Credentialing Agent. This
applies to all item types e e L o = B e
including Application, Sl il il il N el kil
Maintenance, Revalidation, | =
Reapplication and S e

Reinstatements.

TEAM o
KENTUCKY.



CA Admin Manager

To Manage Credentialing Agents’ Association with Medicaid IDs

If a Provider leaves the Organization, the CA Admin Manager can remove CA access to
that Provider. A Maintenance must still be completed to remove the Provider from
the Group Medicaid ID.

Click on the Administration Tab.
Select Manage Credentialing Agents Association with the Medicaid ID, click
Continue.
Enter the Medicaid ID, click Search.
Choose to:
e Grant Access to all Credentialing Agents within the organization
e Remove access from all Credentialing Agents within the organization
Select ‘Yes’ on the Confirmation message or ‘No’ to go back and make changes.
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