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What to do if you cannot
access MyAccount




If you cannot access MyAccount

Contact Your Lead Role

The lead role within your agency can create your profile

within MyAccount. Send them the following information:

* Supports Coordinator (SC) or Administrative Entity (AE)
Name

* SCor AE Email

* SC or AE Mailing Address

* If they are unable to complete this task for any reason
you can reach out to our Customer Service team.
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Logging in to MyAccount

for the first time

& o o

Email Invitation Username & Password My Profile

You will receive an email from Your username is your email Under My Profile, type a new
PPL with log-in details for address. Please use the password, set your security
MyAccount. temporary password you guestions, and update mailing
* Look for your temporary received from PPL. address.

password. MY DASHBOARL
* Goto:

www.account.pplfirst.com

My profile ( \, ) Enroliment dashboard

* Select: LogIn

Authorization

& o



Creating & Viewing
Referrals




Creating a Referral
within MyAccount

Enrollment Dashboard

1. Afteryou log in to MyAccount, click on 2. Select, Create a new referral.

Enrollment Dashboard.
My profile () Enroliment dashboard

Authorization

Document type

3. Select, Create referral

Select a state: Select program:

@ Creating a Referral




Creating a Referral
within MyAccount

Enrollment Dashboard

4.

Select your state, the program will 5. Select, Create referral.
automatically populate.

Select a state: Select program:
Cri i Pennsylvania ¥4 Pennsylvania ODP v/ Create referral
eate referral n a

Pennsylvania Vv | Pennsylvania ODP

I I Select a state: Select program: I

@

Note:
You will need information on the participant and employer at hand to complete required sections.
Information on the provider is optional but preferred.

Information such as name, address, SSN, EIN, if applicable, birth date, and phone number for each
role will be needed.
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Creating a Referral
within MyAccount

Enrollment Dashboard

6. Complete all required fields, click next,
and submit the referral. The more
information that is entered the easier it
will be for the Participant/Common Law
Employee (CLE) and Support Service
Professional (SSP).

7. Once the referral has been submitted, the
CLE should receive an email invitation to
begin registration within MyAccount.

@

Please start by telling us the SSN number of the consumer

SSN number:

eg: 123-12-1234

Email address:

Mobile number:

Medicaid id:
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Viewing Referrals
within MyAccount

Enrollment Dashboard

1. In MyAccount, select the Enroliment
|

Dashboard.
My profile () Enroliment dashboard
Authorization

2. Select, View referrals.

DASHBOARD

Document type
O S—

@

Q_Ck If you ever get “lost”, click on
- dashboard at the top of the
page and MyAccount will take
you back to your Enrollment
Dashboard.

“ppLcs:

My profile
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PPL - Referrals

Enrollment Specialist

@

The Enrollment Specialist (ES) receives the electronic referral through MyAccount.

The ES reviews the documentation and will reach out to the person who is enrolling with any issues.

The ES will reach out to the Participant, SSP, or Employer to complete a welcome call and explain the
enrollment process and how to register for MyAccount.

Once Enrollment has been completed, including the criminal background check, etc. then the ES will reach
out to complete new orientation with the CLE and let them know that services can begin.

13
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Enrollment Dashboard




Enrollment Dashboard

Enrollment Status

Enrollment Status

You can see the enrollment status on the Enrollment Dashboard.

ORDER STATUS

FOR PARTICIPANTS

1 New Application

The enrollment packet is ready for the Participant or Worker to
complete.

2 In Progress

A portion of the enroliment packet is completed but it has not yet been
submitted or signed.

3 Signing

Enroliment forms are completed but not yet signed.

4 Awaiting Approval

The signed enroliment packet has been submitted for review and
approval.

Who Approves: For Participants, the staff at PPL approve enroliment.
For Providers, enrollment is approved by the Participant.

5 Completed

Enroliment was reviewed and approved.

~ Returned

Enrollment packet is missing critical responses, so it was returned for
further completion.

~ Denied

@

Enrollment packet is fully denied or cancelled. For example, an
individual could choose not to move forward with their enroliment.
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Enrollment Dashboard —

Enrollment Details o

o)

View Participant Enrollment Details
From the Enrollment Dashboard, you can choose View Details for a Participant to see answers to specific

questions. The details are organized into tabs, as shown below.

IR Other documents | Checklists | Support broker tasks Representative | Support team J Criminal background check
»

Current participant enrollment status: In progress Manage participant status

Employer Enroliment

Program EOR Name Status Submitted date Action

@
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Enrollment Dashboard

Enrollment Details

Tab Descriptions

Here are the descriptions for each tab:

After you open the Enroliment details, you can expand the Documents section to
access enrollment forms:

Enroliment details mm
TAB DESCRIPTION
Enroliment Displays answers to the enrollment questions. Under the Action column, select
Enroliment to view details (see next example). Creatc de
Update date: 1/4/2024
Note: After enroliment is completed, the Employer of Record (EOR) options also appear: ::'
View EOR details and Change EOR. Employer of Record is another name for Common -
Law Employer (CLE).
scxmant ype Add sl
u Select all Template Create date Action
Other For special situations, you can view or upload additional reference documents that are e o o
documents not part of the standard enroliment package. S e ot Sy
Checklists Displays key enrollment tasks that PPL staff will acknowledge as they help with

@

enrollment. For each task, you can choose View details to see the Participant's
responses.

NOTE: You may see an “In Progress" status even if the main Enrollment Status shows
“Completed.” This situation can happen if all information was submitted but PPL still has
tasks to complete.
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Enrollment Dashboard —

Enrollment Details

Tab Descriptions

Here are the descriptions for each tab:

This is not used for PA ODP, for CBC

results, please view the checklist

@ under the SSP profile.

Ul
o)

Providers Displays all the Participant's workers. For details about the worker, select Enroliment or
Service & Rates:

Enroliment | Other documents Suppaort broker tasks [JESUERESN Representative | Support team | Criminal background d

Status Submitted date Days in action Actions

Enroliment J Services & Rates

Backup Plan: Shows who can serve as a backup, including services provided. When
you open the plan, select View to open details for each backup worker:

Other documents | Checkists | Cash Expanditure lans Crminal backgrou]
] »

Backup Workers
Order Name Phone Email Type Action
s Fewless 172489670 kamalnp12 + ProviderAARIC@gmail.com Paid Employes @

Representative If someone was chosen to represent the Participant, their information appears here.

Support Team  Displays team members assigned to a Participant. If a change is needed, contact PPL
Customer Support.

Criminal Displays the status and details of each Worker's background check.

~background
check
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Enrollment Dashboard

Enrollment Details

Tab Descriptions

View SSP Enrollment Details:

@

[ERSSEUICEGER ORI GIEGIEN Other documents | Checklists | Credentials | Criminal background check | Acceptance of responsibility | PPL Connect
‘ »

Program

Participant Status Submitted date Days in action Actions

Pennsylvania ODP Equate Fowler(PA-0051686) Completed 6/23/2023 5 m

TAB DESCRIPTION

Participants and Displays all the Participants that the Worker supports.

Enrollments
Select Enrollment for a specific Participant to see answers relevant to that relationship.
NOTE: Under the Enroliment details, you can expand the Documents section or generate the
enroliment forms.

Checklists Displays key enroliment tasks that PPL staff will acknowledge as they help with enroliment. For
each task, you can choose View details to see the responses.
NOTE: You may see an “In Progress” status even if the main Enroliment Status shows
“Completed.” This situation can happen if all information was submitted but PPL still has tasks to
complete.

Credentials Displays the results of drug testing.

Criminal Displays the status and details of the Worker's background check.

background check

20
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Enrollment Dashboard —

Budget Details (Authorizations) oA

o)

Tab Descriptions
To help a Participant with their budget, you can use MyAccount to view service allocations and to see what has

been spent so far.

My profile “,‘ My signature /;,‘
1. In MyAccount, select o
Authorlzation . Enroliment dashboard Authorization
L AUTHORIZATIONS

2. Under Authorizations, search

Q. 0o . Search @
for the participant and select View e

[7\777 t Name, PPL 1D or Medicaid 1D to find the user you are looking fo @m

authorization by their name.

@



Enrollment Dashboard —
Budget Details (Authorizations) oA

o)

Budget details

12/1/2023 12/31/2023 m
3. You can use the Filters to choose a different

service or date range.

4. Click Details next to a service authorization to see a R -

breakdown of the service code and authorizations. Note: Scroll

the horizontal bar to see hidden columns.

5. Spending details will display the date of service and number '“

of units that were used. Note: Select Revision history to see any

changes made for this authorization. D pote o St Do) i Bttt OOt

@




Enrollment Dashboard —

Time Entries o

o)

IMPORTANT: When submitting timesheets, SSPs should use the Time4Care app, not MyAccount (or use the
telephony procedure if needed). SSPs should use MyAccount to manage the budget after submitting time entries.
Time entries submitted through MyAccount will not be considered EVV compliant.

My details ;":’:’ My signature
On the Enrollment Dashboard, the SSP should: My Enroliment (D | Time enties and earnings
1. Select Time Entries and Earnings.
2. Under the SSP dashboard view, select Time s O o
Entries and Earnings.

@



Enrollment Dashboard

Time Entries

3. In the tabs that appear, use filters to see the information
needed:

* Earnings Summary — interactive chart. For example, change

o)

Filter Options

Service:

A $10.00 Submitted
the pay period to see earnings from a certain month.
) . . o i i o o ikt :
* Work History — Includes filters for dates, services provided, N A
a n d status . Total Potential Earnings: $30.39 e .
* Paystubs — Lists all payments. To see the detailed time entries,
select View next to the payment. GRDER STATUS DESCRIPTION
1 SAVED Time entries that are started but not yet submitted. Time entries in this status are not
yet available for processing.
2 SUBMITTED Time entries that are submitted and meet the timesheet rules. In this status, the
Participant must next approve payment.
3 APPROVED Time entries that the Participant has approved. They are ready to be processed in the

next pay cycle.

Time Entry Status

Here are the status labels and descriptions.

@

4 IN PROCESS Time entries currently being processed by PPL's payroll team.

5 GOOD TO PAY Time entries that are one step away from payment.

6 PAID If the check number starts with “RA," then it has been paid via direct deposit. If it has
only a number, it has been paid via paper check.

= REJECTED This time entry has been rejected by the Participant. You must correct the time entry
and resubmit it for approval.

~ PENDING This time entry has been submitted via paper and currently breaks a timesheet rule that
must be corrected before payment can occur.

=~ DENIED This time entry cannot be paid or processed.
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Actionable documents

When an SSP’s pay rate changes, a new enrollment has been completed for a participant,
SSP, Vendor, etc. you will receive an Actionable document on your Enrollment Dashboard.

1. Receive an email notice from
noreply@pplfirst.com stating there are

forms you need to sign. My profile () My signature
Emails go out to all administrative roles, so st

anyone can perform the approval.

2. In MyAccount, select Actionable Enroliment dashboard Authorization

Documents.

Actionable documents .

@



Approving a Rate Change

Example of Actionable documents

When an SSP’s pay rate needs to change, you or your colleagues must approve the new

rate. It is the final step to this process:

Participant (CLE): Automated Provider: Participant (CLE):
Add new rate (will notice emailed Sign the updated Sign the
be Pending status) to Provider enroliment form enrollment form

@

Automated notice Supports Coordinator
emailed to or Administrative Entity:
Administrative roles Sign the enrollment form

1. Receive an email notice from
noreply@pplfirst.com stating there are

forms you need to sign. My profile (v\»
. . . . r < Jr
Emails go out to all administrative roles, so —

anyone can perform the approval.

2. In MyAccount, select Actionable Enrollment dashboard

Documents. -

Actionable documents .

@

~

My signature V)

Change PR

Authorization

29



Approving a Rate Change

Example of Actionable documents

3. Find the document that requires your
approval. Select Review ACTIONABLE DOCUMENTS

Filter options.

9/6/2023 +| | Support Team Signing  x +

PRI Keith iic hards AT Davy Jones Ergmyee

4. Open the document PA ODP SSP Services
and Rates. e

Documents

I @ BAODP SSP Seraces and Bates of ]

Approve Document Reject Document

Dan Sugpere Coordinater

@
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Approving a Rate Change

Example of Actionable documents

@

5. When the form opens in a new tab, check for the

new rate or rates. Service Name and Service Code Hourly Rate
S rted Empl t - Job Finding & D 15.00
Note: Each new rate appears below the old rate. P SR R e 2023
Level 2; 1:1 W7060 17.00
Transportation - Mile W7271 0.67
Chore W7282 14.00
Chore W7282 14.50
Agree and Sign
| confirm:

e | have read all of this form.

* The details provided are accurate and complete.

6. Return to the My Enrollment page and select Sign and Submit if you approve.

Or, under Reject Document, type a reason and select Reject. In this case,
the approval step will return to the Provider, who can view the reason on this page.

31



Rate Change

SCor AE is not in the MyAccount System

e Ifthe SC or AE is not in the MyAccount system. Please
have them added prior to requesting a rate change
through the MyAccount System.

* Enrollment will have 3 business days to process the completed
paper rate sheets; even if they are submitted through
MyAccount or through the paper rate process.

* Otherwise, please fill out the paper rate form that is on
the PPL website.

e RATE-SHEET.pdf (pplfirst.com)

* PA-ODP-PAPER-RATE-SHEET-INSTRUCTIONS-1.pdf (pplfirst.com)

* Note: MyAccount will show the old rate, signing the document

@ will end date the old rate and add the new rate.
PP

O5>a0)

b

2
&

SUPPORT SERVICE PROFESSIONAL SERVICES AND RATES
FORM

Support Service Professional (SSP) Name

First: | | Last:| | PPLID: |
Participant Name
First: | | Last:| | PPLID |

Common Law Employer (CLE) Name
First: | | Last:| |

The CLE and the SSP must complete this form together. Hourly Rate amounts requested can only be
made if the rate is within the approved ODP wage range. Fill this form out. Then submit the form to:

« Your Supports Coordinator (SC), or

s Administrative Entity (AE).

| IMPORTANT: We need to know the hourly rate of pay, not the hourly rate plus CLE taxes or other
costs. For example: If a person works in a job, they can tell you how much money they make per
hour. That is the number you enter in the *“Hourly Rate” field.

“Change Hourly Rate" should be marked ONLY if the SSP is already working, and you want to
change their hourly rate of pay. Include the Service Name and Service Code for an hourly rate being
changed.

Once PPL receives a complete form, we will change the hourly rate of pay at the beginning of the
next pay period.

The Hourly Rate entered cannot be lower than the current Pennsylvania minimum wage.

Request Type: ] Initial Service [J New Service for SSP O Change Hourly Rate

Service Name and Service Code Hourly Rate

FE e e
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Assisting the Participant




Assisting the Participant

@

During Enroliment

During the enrollment process, the Participant and
CLE would work with their ES through PPL. The ES
would assist the Participant, CLE, and one SSP to
enroll within the PA ODP self-directed program.

Customer Service / General Questions:
1-800-249-0861

a Customer Service Email:

PAODP-CS@pplfirst.com

After Enrollment

The Participant/CLE or SSPs would reach out to
Customer Service (CS) if issues arise after initial
enrollment.

If new SSPs have issues enrolling, they would also
reach out to CS.

If there is no resolution by CS the caller should
receive a Case number. The caller should use the
FULL Case number when requesting an update.

35



Assisting the Participant

Terminating & Hiring an SSP

Terminating an SSP

1. The participant should click, My providers.
2.

4.

@

Click Disassociate provider.

Enter a Disassociation Date.
Click on a Disassociation Reason.
Click Save.

MY PROVIDERS

(o)

acom

Provider Type: Vendo

View

i
Disassociation Date*
Disassociation Reason*

1 - Provider quit due to dissatisfaction with PA ODP program
- Provider quit due to dissatisfaction with pay

- Provider quit due to scheduling reasons

- Provider was let go due to performance issues

2

3

4 - Provider quit for unknown reasons

5

6 - Provider was let go due to participant dissatisfaction
7

- Provider was let go due to scheduling issues

20- Other

S

Hire a new provider

Note: The Participant/CLE must have a
conversation with the SSP explaining the
reason for termination prior to terminating
them from the MyAccount system.
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Assisting the Participant

Terminating & Hiring an SSP

MY PROVIDERS
Hiring an SSP/Vendor

s or friends who meet the program requirements.

- . . I
1. The participant should click, My providers. I |
2. Click Hire a new provider.

°3

;

Add provider to this program

e

Click Add provider to this program.

4. Choose the provider type (SSP or Vendor) and complete required information.

PA ODP Provider Pre-Registration

# Provider Details
I Provider Type
Choose a Py
Suppos SP)
Vendar

a Provider Type*



Assisting the Participant

Terminating & Hiring an SSP

°3

)

Hiring an SSP/Vendor

1rs! lame’ .
5. Once you choose SSP or Vendor, fill in the information (SSP Details). ey
6. Complete the SSP Contact Details.
Maid Previous Last Name(s)
Social Security Number* - PM:-:I- jmw

Date of Birth*

Gender*

Female

Prefer Not to Disclose

Relationship to Participant*



Assisting the Participant

Terminating & Hiring an SSP

PP

Hiring an SSP/Vendor

7. Complete the Support Service Professional (SSP)
Services.
8. Click Complete, Submit and a Pre-registration submitted

will appear.

Pre-registration submitted X

You have successfully submitted the pre-registration form. A notification will be sent
to the user to register for MyAccount so they can login to complete their enroliment.

If they do not receive this notification, please contact PPL Customer Service.

Support Service Professional (SSP) Services

1IMPORTANT:
Does participant need sign language?
Yes

® No

Select from the list of Support Broker services below:

W7096 - Support Broker Services

Seiect from the list of Companion services below:

W1726 - Companion Service

Select from the list of Supported Employment services below:
W7235 - Supported Employment
H2023 - Supported Employment - Job Finding & Dev.

W9794 - Supparted Employment - Job Coaching & Support

Select from the list of H&C Habilitation services below:
7 WI060 - Level 2; 151
W7068 - Level 3; 21
WT061- Level 2; Enhanced (Licensed or Degreed RN) 1:1
WT061TD - Level 2; Enhanced {Licensed or Degreed RN} 1:1 1:1
W7061 TE - Level 2; Enhanced (Licensed or Degreed RN) 1:1
W7069 - Level 3; Enhanced (Licensed or Degreed) 2:1
WT069 TD - Lewel 3; Enhanced (Diploma) 2:1

W7069 TE - Level 3; Enhanced (Diploma) 2:1

Select from the list of Resplte services below:
‘W9862 - In-Home & Out-of-Home Respite 1:1- 15 min
W3864 - In-Home & Out-of-Home Respite 21 - 15 min
WS798.. In-Home & Out-of-Home Respite 1:1- day
WS800 - In-Home & Out-of-Home Respite 2:1 - day
WS863 - in-Home & Out-of-Home Respite Enhanced 1i:1 - 15 min
'W9863 TD - In-Home & Out-of-Home Respite Enhanced 1.1 - 15 min (RN)
‘W9863 TE - in-Home & Out-of-Home Respite Enhanced 1:1- 15 min (LPN)
WB095 - In-Home & Out-of-Home Respite Enhanced 2:1 - 15 min
'WEQ9S TD - In-Home & Out-of-Home Respite Enhanced 2:1 - 15 min
'WBO95 TE - In-Home & Out-of-Home Respite Enhanced 2:1 - 15 min
WA795 - in-Home & Out-of-Home Respite Enhanced 1:1 - day
'W9793 TD - In-Home & Out-of-Home Respite Enhanced 1:1 - day (RN)
WO9799 TE - In-Home & Out-of-Home Respite Enhanced 1:1 - day (LPN)
WS801 - In-Home & Out-o-Home Respite Enhanced 2:1 - day
WS801 TD - In-Home & Out-of-Home Respite Enhanced 2:1 - day

W9801 TE - In-Home & Out-of-Home Respite Enhanced 2:1 - day

Select from the list of Homemaker/Chore services below:
W7283 - Homemaker - Permanent
WT283 UA - Homemaker - Temporary
W7282 - Chore - Permanent

W7282 UA - Chore - Temporary
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Other Quick Tips

Enrolliment Tips

SSPs should not begin working until the CLE has received an email with a start date.
* SSP start dates cannot be back dated if an SSP starts working prior to the CLE receiving the email of the start date.

The Enrollment Specialist will reach out if there are issues with a new referral and send an email.

Quick

Tips

Any other person who has enrollment paperwork issues will receive an email of issues that need resolved.

Ensure all required paperwork has been uploaded during mileage reimbursement requests (invoices).
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Assisting the Participant

How to Change the Common Law Employer (CLE)

°3

)

1. The Participant Referral form must be completed.

@

. participant-referral-form.pdf (pplfirst.wpenginepowered.com)

PPL Enrollment will update this information in our system and assign an Enroliment Specialist to
help complete this process.
PPL will search for the Participant and click, View details.

PPL will click Change EOR (Employer of Record). This is another way of saying Common Law

EI I I ploye r' [SigIyChIal Other documents | Checklists Support team
Current participant enroll status: Completed [ ——

Employer Enrollment

[] bispiay archived

Program EOR Name Status Submitted date Action

Pennsylvania ODP (78-6564789) Completed 4/9/2024 m View EOR details
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Assisting the Participant

How to Change the Common Law Employer (CLE)

=rey Suppost o

Change Employer Of Record

Program: PA ODP

# Who is responsible for Common Law Employer (CLE) Information
Employment tasks?

5. PPL will Complete sections: Who is responsible for pS—

Employment tasks? And Terms & Conditions.
6. PPL will Click Next.

. When entering an address, please
Quick a

X click on the magnifying glass or
Ti p CI ick o n fi n d to p u I I i n th e U n ited ﬂu:;:lw CLE have an existing Employer Identification Number?*

States Postal Service address.
—— [ save ]
123 main street, hershey, pa |

Select 123 W Main St Hershey PA 17033-2441

PICase provide an answer
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PA ODP, PPL Website

PA Office of Developmental Programs (ODP) | PPL First

Menu Title

Definition

Overview of the PA ODP program.

Overview

Frequently Asked Questions Questions and answers.

Webinar Information
Time4Care™
MyAccount

Login Details

Program Documents

@ Contact Information
@

Recordings of previous presentations. An SC/AE
training will be recorded and uploaded soon.

Time4Care™
PA ODP Timedcare Tips [NEl)
// Time4Care - Create a Manual Entry -

Overview of Time4Care (EVV compliant / TimedCare EVV Quick Guide ()

Higfal) / Trainings & How to Guides
Overview of MyACCOUnt. /// //PPL New Employer Training [EW)

Links for: Time4Care & MyAccount. / // MyAccount

Multiple documents for downloading, /

including MyAccount Guides.

PA ODP Customer Service phone &
email.

MyAccount ODP Guide for Vendors [FE

_ MyAccount ODP Participant Guide

MyAccount ODP Provider Guide

PA ODP MyAccount Guide for Administrators -

Resetting Your Password -
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PA ODP Customer Service

Phone Number Hours of Operation Email Address
1-800-249-0861 The PA ODP CS team is available PAODP-CS@pplfirst.com
from:

9 am — 7 pm EST Monday — Friday
@ 9 am —1 pm EST Saturday 47



Communication - Voicemail/Email

If requesting an update or if you have questions, please include the
following information on the email or in the voicemail:

Your Name, Title, & Phone number (for phone calls)
Participant Name:

Participant’s DOB:

Participant’s Last 4 of their SSN:

Participant PPL ID: (if you have it)

Provider Name:

Provider PPL ID: (if you have it)

Question or detailed description

Please include as much information as possible so that the request can be
researched. Missing information, will cause delays in a response.

@
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Communication - Approved Individuals

The following individuals can be copied on emails or given information
over the phone.

e PA ODP Staff

 Common Law Employer (CLE)

* Brokerage Agency (must be listed within MyAccount
system)

* Supports Coordinator (SC) & SC Lead

@
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PA ODP, Lead Role

The Lead Role within the Supports Coordinator Organization (SCO) or AE will help to complete Actionable documents on

your Enrollment Dashboard.

Examples

* If the SC/AE is out of the office the Lead Role would help to complete their actionable
documents within their Enrollment Dashboard.

* Unlock an SC or AE from MyAccount.

* Create SC or AE within MyAccount.

@
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PA ODP, Lead Role

Unlocking an SC or AE from MyAccount

Select Language | ¥ Accessibility Sitemap

Work as | Log out

Click Work as at the top of the
dashboard.

Click inside the search bar. You can

search by email address, first and last
name, or last name.
All organizations

Click on the Pencil. ‘ Quick
test4uat99+0DPCM1@gmail com
Z When you have completed

Click Stopping working as....

CaseManager

Action First name ~ . . .
f2ds Tip  researching in the Work as function.

Select Language | X v Accessibility Sitemap

MyAccount Dashboard
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PA ODP, Lead Role

Unlocking an SC or AE from MyAccount

4.

5.

If they are locked out, the toggle button beside of

Disabled user will be checked.

Uncheck the box.

Funded by LA

6. Click Save changes at the top.

@

Close L Save changes J

rd  Boles MNotifications Notificationshistory Tracking  Supporttesm  Programs

. test2uatg9-0DPCM1 @gmail com
Forename it
Surname:# g
Rate of birth: |pee: ~v [[monm: N |[vear v
Daytime telephone  _.
{(3hoine nommery ™1 ———
Mo! =
Fax:
Preferacie contact mail
Lsoibey Emal A4
FPLIG:
SSN
External ID:
Addres: 12 Nowhere Ln
oW Athens
Coumy: Clarke
Stare: GA
Postcode: 306014214
Country United States of America
Change my address.

) Funded by LA
aiia

Disabled user

53



PA ODP, Lead Role

Unlocking an SC or AE from MyAccount

test4uat39+0ODPCM1@gmail.com

+ Iy

6. Send a temporary password by clicking the pencil.

First name

CaseManager

7. Click Password at the top.

8. Click, Send temporary password.

9. You will receive a message that the temporary

password was sent.

@

......
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PA ODP, Lead Role

Adding an SC or AE to MyAccount

Select Language | ¥ Accessibility

1. Click Work as at the top of the
dashboara —

2. Click inside the search bar. You can

search by email address, first and last
name, or last name.

. If the SC or AE is not already entered click

Create.

. If the SC or AE is already entered, check to
see if they are locked out. ol
3. Enter the: First Name, Last Name, and
Email.
4. Click Email under, Preferable contact
method.

@
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@

Under Password & Security Details, click
on Password and create a temporary
password for the SC or AE. | use the
Microsoft suggested password. The
system is set up so that the SC or AE will
have to update this password once they
receive the email.

Click on Security Question and choose
the first one.

Security Answer, copy and paste the
temporary password. This also must be
changed once the SC or AE receives the

email.

Password & Security details
Password*

LKYNc_dzpnDNSL

Your password strength : Strong

Use suggested strong password

LKYNc_dzpnD2N9L C Refresh

“® Your password will be saved and filled across
devices. Manage your passwords in settings.

Password & Security details
Password:*

...............

Security question:*

Security answer:*

LKYNc_dzpnD2NSL
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8. Click on address and enter the SC or AE o
100 E Market St, Lewistown, PA 17044

Find address Add address
Action

mailing address and click Find Address.
9. Click Select Address beside the correct
address. If you cannot find it, just click

Add Address and enter all information.

10. Click is a Support Team. User type

Is a support team?

11. Click Create account.

12. Complete steps to send a temporary

password.
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