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Getting to Know COMPASS

Overview for Community Partners
April 2018 Update

Click the Resources tab above for This module contains narration.
a text-only version of this training. Please adjust your volume settings.

Click Next to Begin

This overview is narrated. Please take a moment to adjust your

computer’s volume now.
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Welcome to the COMPASS Overview for Community Partners!

You’ll see that most slides will advance automatically; however,
you may use the player controls at the bottom of the screen to
pause the player or move forward or back if needed. You may
skip to another section of the overview using the menu to the
left.

If you would like a text-only version of this overview, you may
access a copy from the resources tab at the top of this screen.

When you’re ready to begin, click the “Next” button.
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What's Inside

7)) What is COMPASS

Where and How to
Access COMPASS

Closer Look at the
Community Partner
Dashboard

CP

This overview will give you a sneak peek at what COMPASS has to
offer. It will help you familiarize yourself with many of the
COMPASS screens and functions that you will see and use as a
Community Partner.

For more information about the general COMPASS features for
individual and family applicants and recipients, you may view the
Getting to Know COMPASS Overview for Individuals and Families.

It is recommended that you view the sections in the order they
appear on the screen, beginning with “What is COMPASS,”
however, you may skip directly to another section. Click the Next
button to continue or choose an icon to jump to a section.
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COMPASS is an acronym that stands for Commonwealth of
Pennsylvania Access to Social Services. COMPASS is sort of like an
online department store that offers one-stop shopping for many
health and human service needs.
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COMPASS is used to:

Learn about and see if individuals or families qualify for
Department of Human Services (DHS) benefits,

Apply for and renew DHS benefits,

Manage DHS benefits,

And Receive referrals to other benefits not available on
COMPASS.
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Www.compass.state.pa.us

Users can find COMPASS with a home computer or by using the
myCOMPASS PA mobile app on your smartphone. The app is not
optimized for use on a tablet. Users can also access the full site

using a smartphone or tablet.

Note that the Community Partner Dashboard is not supported on
the app.

The COMPASS website can be found at:
www.compass.state.pa.us, and the app can be downloaded from
a smartphone or tablet.

COMPASS Tutorial
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There are many benefits to using COMPASS:
COMPASS is convenient and easy to use.

COMPASS is available 24 hours a day, 7 days a week.

COMPASS can be accessed without leaving home or calling your
County Assistance Office

COMPASS is safe, secure, and confidential.

COMPASS allows you to complete one application for multiple
benefits.

COMPASS sends your application to the right agency for review.
COMPASS can submit referrals for other services.

COMPASS Tutorial
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Welcome to COMPASS
The fast and easy way to access

benefits - anytime and anywhere

Number

7 Renew Your = Finish Your Use LIHEAP
Benefits = Application Registration

m
: have 3 M) " ped and save L ¥

With COMPASS users can access these services: Health Care

(including CHIP, Medical Assistance, and Medical Assistance for
Former Foster Care Youth), SNAP, School Meals, Cash Assistance,
LIHEAP or Energy Assistance, Child Care Works, and Long Term

Care.

Users can also easily navigate from COMPASS to the Federally
Facilitated Marketplace. Or you can submit referrals to Home and

Community Based services, such as Autism Services, Early
Intervention Services, and Intellectual Disability Services.
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Now that we know what COMPASS can do, next we’ll look a little
closer at where and how to access COMPASS.
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We already mentioned that you can find the COMPASS website

at: www.compass.state.pa.us.

Let’s take a look at it now.
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Welcome to COMPASS

WHAT WE OFFER v HELPFULLINKS v

The fast and easy way to access

benefits - anytime and anywhere

COMPASS is an online tool for Pennsylvanians to apply for many health

and human service programs and manage benefit information. Click on the

Apply Now button below to begin.

DO | QUALIFY?

& Renew Your
@ Benefits
Log in to your My COMPASS Account to

renew your benefits. If you do not have a My
COMPASS Account, click on the link below.

l Finish Your
=\ Application

Log in to your My COMPASS Account to finish
an application you stopped and saved. If you
do not have a My COMPASS Account, click on
the link below

ABOUT CONTACTUS v LOGIN / REGISTER v

Language:

Y, Use LIHEAP
Registration
Number

Log in to your My COMPASS Account to
submit a LIHEAP application with your
registration number. If you do not have a My

You’ll be directed to this screen first.

There are many places you can go from here. Let’s take a look
around.
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Welcome to COMPASS

The fast and easy way to access
benefits - anytime and anywhere

COMPAS! ennsylvanians to apply for many health
and human ser d manage benefit information. Click on the
Apply Now bu

APPLY NOW

At the top of the screen you can put your cursor over the menu
items to see what’s in each one. Let’s see what’s there.

COMPASS Tutorial 12



Staff Development

Office of Income Maintenance

'Eg COMPASS

CLICK. APPLY. BENEFIT.

Health Care

HealthChoices, Pennsylvania's Medica

WHAT WE OFFER

Food & Nutrition

The Supplemental Nutrition Asistance

P and
your family with many health care
options.

Learn More about Pennsylvania's
Medical Assistance expansion plan

Medical Assistance
Medicaid For Former Foster Care Youth
CHIP

Health Insurance Marketplace

the School Meals
program help you and your family buy
food and recelve nutrtious free or
reduced-price school meals.

SNAP

School Meals

HELPFULLINKS ~  ABOUT

Home and Community Based
Service Referrals

Home and Community Based Services
provide services beyond those covered
by Medical Assistance that enable an
Individual to remain in a community
setiing. The following services are not
avallable to be applied for on

‘COMPASS, but you can submit a referral
to express your Interest In the service.
6o 10 Do | Qualify? to submt your
referral today.

Early Intervention Services
Intellectual Disability Services

Adult Autism Services

PASTATEAGENCIES ¥ PA ONLINE SERVICES ¥

CONTACTUS v~  LOGIN/REGISTER

Other Benefits

Cash Assistance

Low Income Home Energy Assistance
Program (LIHEAP)

Child Care Works

Long Term Living Services - Home and
Community Based

Long Term Living Services - Nursing
Home and Related Facili

SEE ALL BENEFITS »

v

04/20/2018

What We Offer provides links to give you more information about
the DHS benefits that you can access.
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Using COMPASS

COMPASS Web-Based Tutorial
COMPASS Quick Reference Guide

COMPASS Community Partner Web-
Based Tutorial

COMPASS Community Partner Quick
Reference Guide

COMPASS Community Partner Online
Self-Registration Guide

COMPASS Training Guide for Food
Service Directors and Staff

Early Leaming Program and Provider
Search Quick Reference Guide

WHATWEOFFER v

Important Links

Find Early Leamning Programs and Child
Care Providers

Find Home and Community Based
Services Providers

1095-B Tax Form Reprint

Check Application Status

Free Summer Meals for Children
Voter Registration and Information
Voter Registration Form

Family Safety Information

Other Health and Human Service
Programs

HELPFUL LINKS ~

PLEASE READ Rights and
Responsibilities

Health Care Coverage

Children's Health Insurance Program
(CHIP)

Supplemental Nutrition Assistance
Program (Food Stamps)

Cash Assistance
Home and Community Based Services

Low Income Home Energy Assistance
Program (LIHEAP)

Child Care Works

SEEALL FAQs »

PASTATE AGENCIES ¥ PA ONLINE SERVICES ¥

CONTACTUS v LOGIN /REGISTER ~

Site Map

Apply Now
Do | Qualify?

Renew Your Benefits
Finish Your Application

Use LIHEAP COMPASS Registration
Number

1095-B Tax Form Reprint

Login/Register

SEE ALL BENEFITS

Helpful Links gives you access to specific information on Using
COMPASS and answers questions you may have about DHS
benefits and programs. From here you can also jump directly to
other areas of COMPASS.
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Welcome to COMPASS
The fast and easy way to access - e
benefits - anytime and anywhere . B

’ > ‘
COMPASS is an online tool for Pennsylvanians to apply for many health ~

-
and human service programs and manage benefit information. Click on the ,‘
Apply Now button below to begin.

1 3 . -3
DO 1 QUALIFY?
L =~ - X /s

About provides general information about COMPASS and
instructions for downloading the myCOMPASS PA app.

COMPASS Tutorial
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Call or Email Us

HELPLINE
1800-692-7262

Call us between 8:30 a.m. and 4:45 p.m.
Monday through Friday. If you are
hearing impaired, call TTY/TTD at 1-800-
451-5886. If you have a question during
non-business hours or prefer to use
email

Send an Email

WHATWE OFFER v

Have a question about CHIP
benefits o eligibility?

Please visit the CHIP website at
www.chipcoverspakids.com and click
on "FAQ" at the top right comer to find
answers to most questions,

and human service programs and manage benefit information. Click on the
Apply Now button below to begin

DO 1 QUALIFY?

HELPFULLINKS v ABOUT

Have a question about the status
of your School Meals application
or questions about the program?

Please contact the school your child
attends.

PA STATE AGENCIES ¥

CONTACTUS v

More Information

If you have other questions or need
additional information, please visit the
contact page for all up-to-date details.

Go to the Contact Page »

PA ONLINE SERVICES ¥

LOGIN /REGISTER v

Contact Us gives you options for assistance, including the
COMPASS Helpline phone number and access to request help

through an online form.

COMPASS Tutorial
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Community Partners

Community Partners are community-based agencies, organizations, coalitions,
hospitals, church groups, sponsors of the National School Lunch Program (NSLP) and
other groups that wish to help Pennsylvanians submit applications for health and
human services.

Login / Register

Service Providers

Service Providers and Business Partners are public utilties that provide Lifeline and
other program benefits to low-income individuals.

Login / Register

DO 1 QUALIFY?

PASTATEAGENCIES ¥ PA ONLINE SERVICES ¥

HELPFULLINKS v ABOUT CONTACTUS v LOGIN /REGISTER v

Individuals & Families

My COMPASS Account is a secure, central location for your application and benefit
information. With your My COMPASS Account, you can:

v Apply for benefits

 Renew your benefits

 Check the status of your application

 Upload documentation for your application or case

+ View your benefit information, such as benefit amount and renewal date
 Report changes to your case, such as a change in income o address

+ Receive e-Notices

+ Manage other aspects of your benefits online

Login / Register

Login/Register allows you to register for a new account or log in

to your existing account.

COMPASS Tutorial
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Welcome to COMPASS

The fast and easy way to access
benefits - anytime and anywhere

You can view this page in Spanish or access assistance with other
languages.

COMPASS Tutorial 18
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Welcome to COMPASS

The fast and easy way to access
benefits - anytime and anywhere

ennsylvanians to apply for many health
benefit information. Click on the

Individuals and families can Apply for new benefits or can check
to see if they may qualify for benefits before applying.

Let’s scroll down to see what else is on the COMPASS homepage.

COMPASS Tutorial 19
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Benefits = Application Meals for Children
o

Log In 10 your My COMPASS Account to

your My COMPASS Account to finish Free Summer Meals for Children
ation you stopped and saved. If you
My COMPASS Account, click on

renew your benefits. If you do not have a My
COMPASS Account, click on the link below

Renew Now Continue Learn More

- AR

Here individuals and families may choose to renew benefits if
they already have DHS benefits, finish an application that they
have already started, or during LIHEAP season, apply for LIHEAP
benefits. During the summer season, they may click the link to
learn more about the Summer Food Service Program.

COMPASS Tutorial 20
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Get the myCOMPASS PA App Today!

Access your benefits from anywhere, at any time. Review what beneflts you receive, check
upload . submit your I Reporting

the status of submitted

’ (SAR), and report changes directly from your phone.

Your Benefits, Made Easler

ceron
” Google Play

mycompass T3

Browser Compatiilty | | PrvacyPolicy | HIPAA Notice of Privacy Practices | Notice of Non-Discrimination

And at the bottom of the page, there’s information about the
myCOMPASS PA app.

COMPASS Tutorial
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Welcome to COMPASS

The fast and easy way to access
benefits - anytime and anywhere

Now we’ll take a closer look at some of things you, as a
Community Partner, can do with COMPASS.
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Select the next topic you want to explore.
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Organizations such as hospitals, coalitions, church groups, and
other community based groups that help Pennsylvania residents
apply for health and human services can register to become a
COMPASS Community Partner.

COMPASS Tutorial
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By registering as a COMPASS Community Partner, your
organization can initiate and track applications and renewals,
screen for benefits, submit documents, and more, through the
COMPASS Community Partner Dashboard. Once registered, the
COMPASS Community Partner Dashboard will serve as a single
access point for all of your organization’s activities.

COMPASS Tutorial
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Community Partners

Community Partners are based agencies, coalitions,
hospitals, church groups, sponsors of the National School Lunch Program (NSLP) and
other groups that wish to help Pennsylvanians submit applications for health and
human services.

Login / Register

Service Providers

Service Providers and Business Partners are public utilities that provide Lifeline and
other program benefits to low-income individuals.

Login / Register

DO 1 QUALIFY?

WHAT WE OFFER v

DEPARTMENT OF HUMAN SERVICES

ogin/Register ’@ pennsylvania

PASTATE AGENCIES ¥ PA ONLINE SERVICES ¥

HELPFUL LINKS v ABOUT CONTACTUS v LOGIN / REGISTER v

Individuals & Families

My COMPASS Account is  secure, central location for
information. With your My COMPASS Account, you ©

« Apply for benefits T~
v Renew your benefits

 Check the status of your applicstion

 Upload documentation for your applicatics

 View your benefit information, such as b

 Report changes to your case, such as a &

 Receive e-Notices

+ Manage other aspects of your bega

Login / Register

To log in or register as a Community Partner, click on the
Login/Register link found in the Login/Register Menu.

COMPASS Tutorial
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Community Partner Information

Welcome Community Partners
Community Partners are community-based agencies, organizations, coalitions, hospitals, church groups, sponsors of the National School Lunch Program (NSLP)
and other groups that wish to help Pennsylvanians submit applications for health and human services.

User ID
Why become a COMPASS Community Partner?
Registered COMPASS Community Partners have access to a centralized location to help them manage ‘
their applications. This location is commonly known as the Community Partner Dashboard and allows Forgot User D2
Community Partners to
Password
+ Submit and track all applications in one location
- ESign applications on behalf of applicants ‘
- Access saved and submitted applications for up to 180 days —
+ View statuses of submitted applications
+ Submit documents electronically on behalf of applicants and recipients -
ign

+ View quick reports of applications
- View
+ View messages from headquarters

+ Access forms, links and other publications

reports of applications through search function

Want to Become a Community Partner?

Start Online Self-Registration
If you are a Medical Assistance (MA) provider, and you use your MA provider number when filing the |

application, you will receive notices of your patient's eligibility, including their MA ID number for billing Online Self-Registration Guide

purposes.

Community Partner Account Cancellation

An organization can remove itself from the list of registered COMPASS Community Partner organizations at any time by completing the Community Partner
Cancellation Form

The “Online Self-Registration Guide” provides information on
how to register your organization as a Community Partner. It also
contains detailed information on other Administrative tasks, such

as how to register your organization’s individual users.

To begin the registration process, click on the “Start Online Self-

Registration” button.

Users with existing Community Partner credentials can sign in

using their User ID and Password.

COMPASS Tutorial
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The first screen you see, your Community Partner Dashboard,
shows a snapshot of your organizations’ activities. There are
many places you can go from here. Let’s zoom in a bit and take a

look around.
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Dashboard

Quick Reports

nformation

Administration

Search Applications

Anach a File for a Recipient

Scan Documents for a Recipient

Check Renewal Date

Correctional Facilities

MA Inmate Release

Report Changes

MA Providers

PE Worksheet

Add Newborn

COMPASS

CLICK. APPLY. BENEFIT.

WHAT WEOFFER v HELPFUL LINKS v

Welcome Andy of

Alerts/Messages

ABOUT CONTACTUS v

@ ACCOUNT

Holy Cross Medical 2 (Mechanicsburg) 162 Miller St v

03/05/2018 New Message
Create CUIT Test Message

03/05/2018 New Message
Updated Creste CUIT Test Message

You have submitted benefit
applications

this month

Saved Submitted Tickets

Applications Your Organization Recently Saved

® All Applications O My Applications

e-Form # Appiicant
W669999996009 Jericho, Chris
W179999998971 Sunorthampton, Norman

Your Organization
has submitted

~

benefit
applications

this month

Renew your Bencfits

Last Edited

02/212018

02/05/2018

Edited by

B-ARODRICK

B-ARODRICK.

We'll look at the links along the left side of the screen after we

look at the rest of the Dashboard elements.

COMPASS Tutorial

04/20/2018

29



Staff Development 04/20/2018
Office of Income Maintenance

' COMPASS WHAT WEOFFER v HELPFUL LINKS v ABOUT CONTACTUS v @ ACCOUNT
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CLICK. APPLY. BENEFIT.

Hi Andy,
Dashboard Welcome Andy of Holy Cross Medical 2
S Dashboard
Quick Reports Alerts/Messages Edit Profile
. 03/05/2018 New Message
T Create CUIT Test Message Logout >
AT 03/05/2018 New Message
Updated Create CUIT Test Message
Search Applications
You have submitted benefit Your Organization benefit
QR ERE =0 applications has submitted applications
this month this month

Scan Documents for a Recipient

Check Renewal Date o
New Application Renew your Benefits

Correctional Facilities

Saved Submitted Tickets
MA Inmate Release

Report Changes Applications Your Organization Recently Saved

® All Applications O My Applications
Ma Providers

e-Form # Appiicant Last Edited Edited by

PE Worksheet

W669999996009 Jericho, Chris 027212018 B-ARODRICK.
Add Newborn

W179999998971 Sunorthampton, Norman 02/05/2018 B-ARODRICK.

The Account tab in the top menu allows you to jump back to the
Dashboard screen at any time, edit your profile, or log out. Let’s
see where the Edit Profile link takes us.
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Business Partner Management | Home | Manage My Profile | SelfReq

Home

¥ —
X —

View My Work List

Manage My Profile

=, & b

2

Change Email Change Password Change Securit
Questions

2
y

You can make changes to your profile on this screen, such as
changing your email address, password, or security questions.
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Dashboard

Quick Reports

nformation

Administration

Search Applications

Auach a File for a Recipient

Scan Documents for a Recipient

Check Renewal Date

Correctional Facilities

MA Inmate Release

Report Changes

MA Providers

PE Worksheet

Add Newborn

COMPASS

WHAT WE OFFER v HELPFUL LINKS

Welcome Andy of

Alerts/Messages

ABOUT CONTACTUS + @ ACCOUNT

Holy Cross Medical 2 (Mechanicsburg) 162 Miller St

03/05/2018 New Message
Create CUIT Test Message

03/05/2018 New Message
Updated Create CUIT Test Message

You have submitted benefit
applications
this month

Saved  Submitted  Tickets

Applications Your Organization Recently Saved

© All Applications O My Applications

e-Form # Applicant
W669999996009 Jericho, Chris
‘W179999998971 Sunorthampton, Norman

Your Organization benefit
has submitted applications
this month

~

(w
Renew your Benefits

Last Edited Edited by
02/212018 B-ARODRICK
02/05/2018 B-ARODRICK.

Your name and your Community Partner location will be
populated near the top of the screen.
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Dashboard

Quick Reports

nformation

Administration

Search Applications

Auach a File for a Recipient

Scan Documents for a Recipient

Check Renewal Date

Correctional Facilities

MA Inmate Release

Report Changes

MA Providers

PE Worksheet

Add Newborn

WHAT WEOFFER v HELPFUL LINKS

ABOUT CONTACTUS + @ ACCOUNT

Welcome Andy of Holy Cross Medical 2 (Mechanicsburg) 162 Miller St v
Alerts/Messages
03/05/2018 New Message
Create CUIT Test Message
03/05/2018 New Message
Updated Create CUIT Test Message
You have submitted benefit Your Organization benefit
applications has submitted applications
this month this month

Saved  Submitted  Tickets

Applications Your Organization Recently Saved

© All Applications O My Applications

e-Form # Applicant
W669999996009 Jericho, Chris
‘W179999998971 Sunorthampton, Norman

~

(w
Renew your Benefits

Last Edited Edited by
02/212018 B-ARODRICK
02/05/2018 B-ARODRICK.

Just below, you will find important system notifications or

messages.
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WHAT WE OFFER v HELPFUL LINKS ABOUT CONTACTUS @ ACCOUNT v

Dashboard Welco me Andy of Holy Cross Medical 2 (Mechanicst burg) 162 Miller St v

Quick Reports Alerts/Messages

03/05/2018 New Message
Create CUIT Test Message

Administration 03/05/2018 New Message
Updated Create CUIT Test Message

h Apy
You have submitted benefit Your Organization benefit
(A 2 T e e applications has submitted applications
this month this month

~
ewal Date 7
@ New Application Renew your Benefits

Correctional Facilities

Saved  Submitted  Tickets

MA Inmate Release
Report Changes Applications Your Organization Recently Saved

@® All Applications O My Applications
Ma Providers

e-Form # Appiicant Last Edited Edited by

PE Worksheet

W669999996009 Jericho, Chris 027212018 B-ARODRICK.
Add Newborn

W179999998971 Sunorthampton, Norman 02/05/2018 B-ARODRICK.

The rest of the page provides information about the applications
you and your organization have saved and submitted. At a glance
you can see how many applications you and your organization
have submitted in the current month.
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Dashboard

Quick Reports

nformation

Administration

Search Applications

Auach a File for a Recipient

Scan Documents for a Recipient

Check Renewal Date

Correctional Facilities

MA Inmate Release

Report Changes

MA Providers

PE Worksheet

Add Newborn

WHAT WE OFFER v HELPFUL LINKS

Welcome Andy of

Alerts/Messages

ABOUT CONTACTUS + @ ACCOUNT

Holy Cross Medical 2 (Mechanicsburg) 162 Miller St

03/05/2018 New Message
Create CUIT Test Message

03/05/2018 New Message
Updated Create CUIT Test Message

You have submitted benefit
applications
this month

Saved  Submitted  Tickets

Applications Your Organization Recently Saved

© All Applications O My Applications

e-Form # Applicant
W669999996009 Jericho, Chris
‘W179999998971 Sunorthampton, Norman

Your Organization benefit
has submitted applications
this month

~

(w
Renew your Benefits

Last Edited Edited by
02/212018 B-ARODRICK
02/05/2018 B-ARODRICK.

If you scroll lower, the bottom section shows recently saved and

submitted applications by you and your organization.
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Dashboard

Quick Reports

nformation

Administration

Search Applications

Auach a File for a Recipient

Scan Documents for a Recipient

Check Renewal Date

Correctional Facilities

MA Inmate Release

Report Changes

MA Providers

PE Worksheet

Add Newborn

WHAT WE OFFER v HELPFUL LINKS

ABOUT CONTACTUS + @ ACCOUNT

Welcome Andy of Holy Cross Medical 2 (Mechanicsburg) 162 Miller St v
Alerts/Messages
03/05/2018 New Message
Create CUIT Test Message
03/05/2018 New Message
Updated Create CUIT Test Message
You have submitted benefit Your Organization benefit
applications has submitted applications
this month this month
~

Saved  Submitted  Tickets

Applications Your Organization Recently Saved

© All Applications O My Applications

e-Form # Applicant
W669999996009 Jericho, Chris
‘W179999998971 Sunorthampton, Norman

(w
Renew your Benefits

Last Edited Edited by
02/212018 B-ARODRICK
02/05/2018 B-ARODRICK.

In the middle of the screen there are quick links to jump to
complete a new application or renew benefits.
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Dashboard

Quick Reports

nformation

Administration

Search Applications

Auach a File for a Recij

Scan Documents for a Recipient

Check Renewal Date

Correctional Facilities

MA Inmate Release

Report Changes

MA Providers

PE Worksheet

Add Newborn

WHAT WEOFFER v HELPFUL LINKS

Welcome Andy of

Alerts/Messages

ABOUT CONTACTUS +

e ACCOUNT

Holy Cross Medical 2 (Mechanicsburg) 162 Miller St v

03/05/2018 New Message
Create CUIT Test Message

03/05/2018 New Message
Updated Create CUIT Test Message

You have submitted benefit
applications
this month

Saved  Submitted  Tickets

Applications Your Organization Recently Saved

© All Applications O My Applications

e-Form # Applicant
W669999996009 Jericho, Chris
‘W179999998971 Sunorthampton, Norman

Your Organization
has submitted

4
Renew your Benefits

Last Edited

02/212018

02/05/2018

benefit
applications
this month

Edited by

B-ARODRICK

B-ARODRICK.

Next, let’s look at the links on the left.
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N cucx appuy. senerr

Dashboard

Quick Reports
ormation

Agminisuation

New Application

Renew Benefits

Search Applications

Attach a File for a Recipient

Scan Documents for a Recipient

Check Renewal Date

Correctional Facilities

MA Inmate Release

Report Changes

MA Providers

PE Worksheet

WHAT WEOFFER v HELPFUL LINKS v ABOUT CONTACTUS v

Quick Reports

The following numbers represent e-Forms submitted in March, 2018,

Submitted e-Forms by County

COUNTY You

Total o

Submitted e-Forms by Benefit

BENEFIT You

Total 0

Location: Holy Cross Medical 2 (Mechanicsburg)

YOUR ORGANIZATION

o

YOUR ORGANIZATION

o

@ ACCOUNT v

The Quick Reports screen shows the number of e-Forms

submitted by you and your Organization.
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Dashboard

Quick Reports

Information

Administration

New Application

Renew Benefits

Search Applications

Auach a File for a Recipient

Scan Documents for a Recipient

Check Renewsl Date

Correctional Facilities

MA Inmate Release

Report Changes

MA Providers

PE Worksheet

WHAT WEOFFER v HELPFUL LINKS v ABOUT CONTACTUS v @ ACCOUNT v

Information

Click on a link to open a new browser window with more information

Benefits Information

Health Care Coverage (CHIP, Medical Assistance, Medicaid for Former Foster Care Youth, Mental
b Abuse, Health Marketplace)

Supplemental Nutrition Assistance Program (Food Stamps)
Free or Reduced Price School Meals

Cash Assistance

Child Care Works

LIHEAP Crisis

Long Term Living Services - Home and Community Based

Long Term Living Services - Nursing Home and Related Facilities

Low-Income Home Energy Assistance Program (LIHEAP)

Downloadable Forms

Other Helpful Links

The Information screen provides you with links to information

04/20/2018

about each of the benefits that you can apply for using COMPASS,

links to downloadable forms, and other helpful links.
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Dashboard

Quick Reports

nformation

Administration

New Application

Renew Benefits

Search Applications

Auach a File for a Recipient

Scan Documents for a Recipient

Check Renewsl Date

Correctional Facilities

MA Inmate Release

Report Changes

MA Providers

PE Worksheet

WHAT WEOFFER v HELPFUL LINKS v ABOUT

Administrative Functions

Click on a link below to access the administrative function

CONTACTUS v @ ACCOUNT v

Location: Holy Cross Medical 2
(Mechanicsburg)

For more information on managing users and your organization/location, view the Online Self-Registration Guide

Manage User Manage Organization

Within this area you are able to Within this area you are able to
manage your users' access to the manage organization location
COMPASS Dashboard and reset a information to include address
user's password. updates/changes, as well as review

the Data Release Agreement

Registered Users

Work List

Within this area you are able to view
items that are on your work list, as
well as search for previously
submitted tasks

Columns are sortable by ascending and descending order. Click on the column header once for ascending order and twice

for descending order.

The following users are registered with your organization

LAST FIRST PHONE
USER ID EMAIL ADDRESS

NAME NAME NUMBER
borodrick  Rodrick  Andy c-miimbach@pa.gov 717.743-7062
bdsagig]  sagid] dagj fax@gmail.com 717.743-7062

465-665-
bokel Kkl i lakckr I
jkala ala jam ak krr@gmail.com 768

betiroman__roman Tiftan slitjawslel73@gmailcom _ 717.556.5555

DELEGATED
ORGANIZATION

ADMIN

v Holy Cross Medical 2
(Mechanicsburg)

¥ Holy Cross Medical 2
(Mechanicsburg)

v Holy Cross Medical 2
(Mechanicsburg)

v Holy Cross Medical 2

The Administrative Functions Screen provides links to the

administrative functions menu, where you can make changes to
your Community Partner Organization and users. A list of your
organization’s users appears here. The list can be exported for
saving and sorting.

Let’s see where the “Manage User” and “Manage Organization”

links take us.
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w pennsylvania

usiness Partner Management | Home | Manage My Profile | SelfReg

Home
¥ —
= —|

View My Work List

Manage My Profile

=, & b

Change Email Change Password Change Security
Questions

This is where you can make changes to your organization and
manage your organization’s users. For detailed instructions on
how to manage your Community Partner Profile or Community
Partner Users, please refer to the COMPASS Community Partner
Online Self-Registration Quick Reference Guide.
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' COM PASS WHAT WEOFFER v HELPFUL LINKS v ABOUT
(J

CONTACTUS v @ ACCOUNT v
N CLICK. APPLY. BENEFIT.

Getting Started Apply Next Steps Submit Confirmation

What To Expect Setup Returning Users  Password Wi

Privacy & Use of Your Information v
We will keep your information private as required by law. Everything you enter in this appli
only.

As part of the application pro

cation will be kept confidential and will be used to administer benefits

provided

ebsite, please read the Privacy Policy.
on, please read the HIPAA Notice of Privacy Practices.

e an u 0 provide and report, please read the Rights and Responsibilities. You may print a copy
lities at the end of your application.

What information do | need to complete this application? ~

The “New Application” link brings you this screen, where you can
complete an application on behalf of your client. You will need to
complete the entire application in order to submit it. If you are

unable to complete the application, you may save it and return to
it later.

For a more in depth review of how to complete an application,
please view the COMPASS Overview for Individuals and Families.

Otherwise, follow the instructions on screen and use the Help
icons for further assistance.
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' COM PASS WHAT WE OFFER v HELPFUL LINKS v ABOUT CONTACTUS w @ ACCOUNT
(]

CLICK. APPLY. BENEFIT.

Renew Your Benefits

You may only renew benefits for one Department at a time. Please select the benefit(s) you would like to renew

() Department of Human Services Benefit(s): Medical Assistance, Supplemental Nutrition Assistance
Program (Food Stamps) Benefits, Cash Assistance, Home and Community Based Services Waiver,
or Long Term Living Services - Nursing Home and Related Facilities

() Department of Human Services Benefit: Children's Health Insurance Program (CHIP)

[[] Community Partners are able to renew benefits on behalf of a ciizen, given they have received approval from the
citizen 1o renew on their behalf. Please Indicate that you have received permission to submit this renewal on behalf
of the Individuals on the case.

S ten-

The “Renew Benefits” link brings you to this screen, where you
may assist your clients with existing cases in renewing their
benefits.

COMPASS Tutorial 43



Staff Development

Office of Income Maintenance

v("’é‘. COMPASS

CLICK. APPLY. BENEFIT.

Dashboard

Quick Reports

nformation

Administration

New Application

Renew Benefits

Search Applications

Auach a File for a Recipient

Scan Documents for a Recipient

Check Renewsl Date

Correctional Facilities

MA Inmate Release

Report Changes

MA Providers

PE Worksheet

WHAT WEOFFER v HELPFUL LINKS v ABOUT CONTACTUS v @ ACCOUNT v

Search Applications

Search for Applications Saved or Submitted by your Organization

Search for Applications v

Form Number Application Creator Application Status

‘ O saved (O Submitted

First Name Last Name Date of Birth
‘ ‘ mm/dd/yyyy B
Social Security Number Medical ID Number
I x ‘ ‘
County District
Submitied Between and Last Updated Between and
mm/ddlyyyy If|| mmiddlyyyy Ifl‘ ‘ mm/ddlyyyy Ifl‘ mm/ddAyyyy Ifl‘

The Search Applications screen allows you to search for
applications your organization has saved or submitted.
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CLICK. APPLY. BENEFIT.

frecord 1 :|

How to attach a file to an application
1. Enter the County and record number

2. Attach a file if the document you wish to
upload is on your computer. Click the Add button
and select the document type from the list. Then
select the correct file folder on your computer
and attach the document

3. Click the Add button once again if you wish to
add another document to the same document
type or for another document type

4. If you wish to delete any of the uploaded
documents before submission, check the
document and click the Delete File button

5. When done uploading the documents, click on

the | am Finished button.

Attach documents in JPEG, BMP, Single Page
TIFF, Single Page PDF formats enly and must not
exceed 10 MB in size_ Please not submit

password protected docume ssword

P

viewed

cted documents cannot be received or

If looking for additional information, click here for

help
Add 1 Am Finished

WHAT WEOFFER v

HELPFUL LINKS v

ABOUT

CONTACTUS v

@ ACCOUNT v

The “Attach a File for a Recipient” link brings you to this screen,
where you may attach a file to be submitted to a case. Follow the

instructions on the screen to attach your document.
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The “Scan Documents for a Recipient” link brings you to this
screen, where you may scan documents to be submitted with a
case. Follow the instructions on the screen to scan documents.
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WS cuck. apeuy. senerIT

Renewal Date

You may look up an individual's renewal date. Please select the benefit(s).

Medical Assistance, St Nutrition Assi: Program (SNAP) Benefits, Cash Assistance.
Home and Community Based Services Waiver, or Long Term Living Services — Nursing Home and
Related Facilities

O Children’s Health Insurance Program (CHIP)

Back to CPD Home Get Renewal Date(s)

The “Check Renewal Date” link brings you to this screen, where
you can find out the renewal date for individuals’ benefits.
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Renewal Date

You may look up an individual's renewal date. Please select the benefit(s)

Medical Assistance, Supplemental Nutrition Assistance Program (SNAP) Benefits, Cash Assistance,

Home and Community Based Services Waiver, or Long Term Living Services — Nursing Home and
Related Facilities

) Children’s Health Insurance Program (CHIP)

County Assistance Office Benefit Renewal Search
To look up an individual's renewal date, please enter identifying infermation.

Please select one of the radio button options and enter the Head of the Household MCI number / Medicaid ID / EBT
Card number for this field, or the Head of the Household SSN. Then, enter the County/Case Record Number.

Social Security Number

O - ‘ @ (example 123-45-6789)

MCI # / Medicaid ID / EBT Card # *

County *

‘ Select— v ‘

Case Record *

(example: 51- Philadelphia / 3456729)

You will need to provide demographic or case information.
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JAN CLICK. APPLY. BENEFIT.

Dashboard
Quick Reports
nformation
Administration

New Application

Renew Benefits

Search Applications

Attach a File for a Recipient

WHAT WEOFFER v HELPFUL LINKS v ABOUT CONTACTUS v

@ ACCOUNT v

Apply for Inmate Release Health Care Coverage

What is Apply for Inmate Release Health Care Coverage?

The Apply for Inmate Release Health Care Coverage feature allows approved correctional facilities with the Department of
Human Services (e.g., State Correctional Institutions, County Prisons, and Community Corrections Centers) to submit a
shortened Health Care Coverage application for individuals who are being released from incarceration so the individuals
have health insurance in place when they re-enter the community.

Non-MA Provider Number {A1234567)

B

Release Date

mm/ddyyyy B ‘ 7

Release Address @

Street Address

Scan Documents for a Recipient ‘
Street Address (2)

Check Renewal Date ‘
City *

Correctional Facilities ‘

MA Inmate Release
State: *

B @S PENNSYLVANIA v ‘
Zip ZipEBxt

MA Providers ‘ ‘

PE Worksheet County

The MA Inmate Release Screen allows approved correctional
facilities to submit a shortened Health Care application for
individuals who are being released from incarceration.
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Quick Reports

Correctional Facilities

MA Inmate Release

Report Changes

MA Providers

PE Worksheet

WHAT WEOFFER v HELPFUL LINKS v ABOUT CONTACTUS v @ ACCOUNT v

Search for an Individual to Report a Change

‘What is Report Change ?

The Report Change feature allows approved correctional facilities with the Department of Human Services (e.g., State
Correctional Institutions, County Prisons, and Community Corrections Centers) to submit release address and/or release
date updates for individuals being released from incarceration. This feature also allows approved correctional facilities o
submit a Release Cancellation if the incarcerated individual in no longer being released

Please enter your organization's Non-MA Provider Number and the individual's e-Form Number below and click 'Search’.
Once you locate the correct individual, click on 'Report Change' to submit a change to the individual's release address
and/or release date or to submit a release cancellation

Non-MA Provider Number (A1234567)

e-Form Number

04/20/2018

The Report Changes screen allows approved correctional facilities

to report address and/or release date updates for individuals
being released from incarceration. Facilities may also submit a
release cancellation if the individual is no longer being released.
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MA Providers

PE Worksheet

WHAT WEOFFER v HELPFUL LINKS v ABOUT CONTACTUS v @ ACCOUNT v

Apply for Presumptive Eligibility

What is Presumptive Eligibility?

The Presumptive Eligibility (PE) process allows acu

MA Provider Validation

Please enter your MA provider information

Type of Medical Service:

MA Provider Number (123456789-1234):

Certain approved MA providers may complete Presumptive

Eligibility applications through this screen for qualified

Presumptive Eligibility groups (including pregnant women,
children, parents/caretakers, adults ages 19-64, and former foster

care recipients under age 26).
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- WHATWE OFFER v  HELPFULLINKS v  ABOUT
W#N  cLICK. APPLY. BENEFIT.

Add Newborn

Quick Reports What is Newborn Add?

MA Provider Validation

Please enter your MA provider information

MA Provider Number (123456789-1234)

e s
Search Applications H:|

Correctional Facilities

MA Inmate Release

Report Changes

MA Providers

PE Worksheet

CONTACTUS +

@ ACCOUNT v

The Newborn Add feature allows Community Partners that are qualified Medical Assistance providers a quick and efficient
way to add a newborn to the mother's Medical Assistance case. When the provider submits a Newborn Add ticket, it notifies
the local County Assistance Office of the newborn's birth, and may be used in place of the paper MA 112 form

Qualified MA providers may notify the County Assistance Office
of a newborn’s birth using the Add Newborn screen, which may

be used in place of the paper MA112 form.
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WHAT WE OFFER v HELPFUL LINKS ABOUT CONTACTUS @ ACCOUNT v

Dashboard Welco me Andy of Holy Cross Medical 2 (Mechanicst burg) 162 Miller St v

Quick Reports Alerts/Messages

03/05/2018 New Message
Create CUIT Test Message

Administration 03/05/2018 New Message
Updated Create CUIT Test Message

h Apy
You have submitted benefit Your Organization benefit
(A 2 T e e applications has submitted applications
this month this month

~

Check Renewal Data 7
New Application Renew your Benefits

Correctional Facilities

Saved  Submitted  Tickets

MA Inmate Release

Applications Your Organization Recently Saved

@® All Applications O My Applications
Ma Providers
e-Form # Appiicant Last Edited Edited by
PE Worksheet
W669999996009 Jericho, Chris 027212018 B-ARODRICK.
Add Newborn
W179999998971 Sunorthampton, Norman 02/05/2018 B-ARODRICK.

If you have further questions about the COMPASS experience for
applicants or recipients, we encourage you to view the COMPASS
Overview for Individual and Families, which can be found in the
Helpful Links Section of COMPASS.
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For Further Assistance: '@ pennsylvania
‘ DEPARTMENT OF HUMAN SERVICES

|pline:
OMPASS He
¢ 1.800-692-7462

or \

\

: him |

dback/index. \

dns pagov/Fee i
M/ ‘

For further assistance using COMPASS, remember that you may
access help for a field by clicking on the blue question mark icon

04/20/2018

next to it. You may also contact the COMPASS helpline at: 1-800-

692-7462 or send an email at
www.dhs.pa.gov/Feedback/index.htm.

COMPASS Tutorial

54



Staff Development 04/20/2018
Office of Income Maintenance

),

DEPARTMENT OF HUMAN SERVICES

Thank You! @ pennsylvania

Thank you for taking the time to view the Community Partner
COMPASS Overview.
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