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Introduction to WMS
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@ Link to WMS: https://wms-mmdl.cms.gov/WMS/faces/portal.jsp

@ To begin reviewing waivers, select the appropriate link to enter the
web-based waiver application—1915(b) or 1915(c).

@ Once you select the desired application, it will transfer you to the
Log In page.

pplications

Home Logout

Welcome
“ 1915(c) Waiver Application & 372 Reports - Click the link to access the web-based 1915(c) Waiver Application
Sohethled Mainfenance: The Medicaid Home and Community-Based services (HCBS) waiver program is authorized in §1915(c) of the Social Security Act. The program permits a
The system may be state to furnish an array of home and community-based services that assist Medicaid beneficiaries to live in the community and avoid institutionalization.
unavailable on Fridays from 9 The Centers for Medicare & Medicaid Services (CMS) recognizes that design and operational features of a waiver program will vary depending on the
pm to 10 pm ET. specific needs of the target population, the resources available to the state, service delivery system structure, state goals and objectives, and other
§1915(c) HCBS Waiver factips:
Application:

The web-based 1915(c) Home
and Community Based
Services Waiver Application
was launched on November

1915(b) Waiver Application - Click the link to access the web-based 1915(b) Waiver Application

This waiver preprint is for a State’s use in requesting authority under section 1915(b) of the Social Security Act (the Act) to operate a managed care
17, 2006.
' program. Specifically, it is designed for use in authorizing programs involving Managed Care Organizations (MCOs), Prepaid Inpatient Health Plans
(PIHPs), Prepaid Ambulatory Health Plans (PAHPs), and Primary Care Case Management (PCCM) systems. In addition, it can be used for section 1915(b)

(4) fee-for-service selective contracting programs.

HCBS Taxonomy:

Download Taxonomy Category
and Subcategory Definitions.

User Training (Ver. 3.6):
Download version 3.6 training
materials for State Users and
CMS Users.

s
User Training CMS 372 Contact | Centers for Medicare & Medicaid Services
Reports: —cprs/

Download 1915¢ 372 Report

training materials for State
and CMS Users.
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https://wms-mmdl.cms.gov/WMS/faces/portal.jsp

@ A new user is assigned a default password. It is recommended to
change it upon your first login. To do so:

@ Complete the User Name and Password fields but do not select the

Log In button.

@ Select the Change Password link at the top of the screen.

Home |Chan§e Passwordl g

Login

User Name:

Password:

For security reasons, it is strongly recommended that you do not allow Windows to remember and autocomplete your
password when you log in.
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@ The Change Password screen displays.
® Enter your new password.

@ To confirm the password, re-enter it. Once you have re-entered the

password, finalize it by selecting Change or void the transaction by
selecting Cancel.

® Once you have changed your password, you can enter the
application by selecting Einder in the top menu bar.

Change Password

Passwords must contain 6-15 characters and contain at least one letter and one number with no spaces between.
Passwords are case sensitive.

User Name: | |

New Password: | |

Confirm Password: | |

Change | Cancel |




@ To log in, enter your User Name and Password, then select Log In.

@ Once you have logged in, you will be transferred to the first page
within the application, the Finder page.

2= ppplication for
CMS 1915(c) HCBS Waivers

Home Change Password

Login

User Name: |

For security reasons, it is strongly recommended that you do not allow Windows to remember and autocomplete your password when you log in.

Password: |




@ The Finder page contains a list of all waivers that are accessible to
you.

@ To access a waiver application, select Detail. This will transfer you
to the Waiver Detail Finder page.

@ To see the most recently approved waiver, whether it is a renewal
or an amendment, select Active.

Waiver Finder

Walver:

State  Walver d Deadt D
ZZ D46

L2051
ZZm 22001
ZZ.06T0 ZZ.002

KK HH

M Application tite
Guam |l

Guam HECS Program
This is a lest wareer lor demonsirabon purposes
D e et iz
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@ The Waiver Detail Finder page shows all base waivers, amendments
and renewals that are associated with the waiver number.

@ To access the waiver, select the waiver number link (i.e.,
Z7.802.R00.00) under the Waiver # column.

@ This will transfer you to Page One of the waiver. Page One contains
basic information about the waiver as well as the functions
necessary to begin your review.

Waiver Detail Finder

Waiver Family Number: ZZ0802
Waiver Family Title: M-B Review
Waiver Family Draft ID: ZZ.03
Waiver Detail:

o
e

E]
=]

Effective Date Waiver # M Application title Status
10/08M12 Z7.0802.R00.00 Z7.039.00.00 M-B Review SUBMITTED

Show Inactive ]




 Waiver ID: The number automatically assigned to a waiver when it

IS submitted. Each group of numbers denotes a different
characteristic of the waiver

ZZ,0997.R01.03

ZZ = State abbreviation (ZZ is the Help Desk test state name)

0997 = auto generated number

RO1 = Renewal number

e Some start at 03, etc. — this means there were renewals on paper prior to
WMS system

* ROO represents a Base waiver

. 03 = Amendment number
* 00 represents the Base waiver, 01 is the first amendment, etc.
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@ The top of Page One displays descriptive waiver application
information and provides information on the 90 day clock.

Waiver ZZ2.0670.R00.00

Program Title: Demonstration Waiver Application-User Training
Type of Request: new - 3 years

Waiver Type: Regular Waiver
Proposed Effective Apr1, 2011

Date:

Application Status: UNSUBMITTED

Draft ID: ZZ.002.00.00

CO Status: MNEUTRAL

RO Status: REVIEW IM PROCESS

00 Day Clock Start: : 0 days since submission
90 Day Clock End: : 0 days left

10



@ The functions in blue lettering are available to the user. Anything
that is grayed out is not available.

@ Functions available are based on the WMS role you are assigned.
(see slides 47-51 for more detail).

| Browse [ Edit ' Browse Current

| Print i Validate ‘

| Change Report | Change Log ‘

I Start Review ‘ Add Comment | Show Comments |
RAT : Informal RAT ‘

| Preliminary Opinion | Complete Review | Set Effective Date |

Approve Disapprove | Temp Extensions |
Trans History | Historical View |

Waiver Nbr Maint i Approval Date Util ‘

| Waiver Team [ Deactivate I Convert App Rev

Review Tool |
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== fack | Check | Continue -->

® To navigate in the waiver, select
Back or Continue on the top or
bottom right corners of the

page.

«® Do not use the web browser
back and forward arrows.

@ Left-side Navigation Bar —The
navigation bar on the left side of
each page allows you to go
directly to an appendix. There
are additional subsections that
are only viewable once the
appendix is chosen.
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® Home — Returns you to the Home page.
@ Finder — Returns you to the Finder page.

@ Save - Saves the page when the state is completing the waiver.
The system automatically saves data when the state moves from

page to page.

PR

—

=

=" Application for
MS 1915(c) HCBS Waiver: ZZ.0670.R00.00 - Apr 01, 2011
Home Finder Save Validate Logout Print Help

Page One
I_

1. Request Info
2. Program Desc
3. Components
4. Waivers A. The State of ZZ Test State requests approval for a Med
5. Assurances

6. Reguirements

1. Request Information (1 of 3)

B. Program Title (optional - this title will be used to locate

7. Contacts | Demonstration Waiver Application-User Training
8. Authorization
A. Attachment C. Type of Request: new
B. Optional Requested Approval Period:(For new waivers requesti
Appendix A ® 3 years (' 5 years
Appenﬁf’ e [[] New to replace waiver
o Replacing Waiver Number:
Appendix D
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@ Validate — Checks the waiver to make sure all required fields have

been completed.
® Log Out — Allows you to exit the system.

@ Print —Allows you to print the application by Appendix or in its
entirety (see slide 41 for more information).

=
—

=== Application for
MS 1915(c) HCBS Waiver: ZZ.0670.R00.00 - Apr 01, 2011
Home Finder Save Validate Logout Print Help

Page One
I_

1. Request Info
2. Program Desc
3. Components
4. Waivers A. The State of ZZ Test State requests approval for a Med
5. Assurances

6. Reguirements

1. Request Information (1 of 3)

B. Program Title (optional - this title will be used to locate

7. Contacts | Demonstration Waiver Application-User Training
8. Authorization
A. Attachment C. Type of Request: new
B. Optional Requested Approval Period:(For new waivers requesti
Appendix A ® 3 years (' 5 years
Appenﬁf’ e [[] New to replace waiver
o Replacing Waiver Number:
Appendix D
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General WMS Features
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@ To browse the waiver, select Browse. This allows you to browse

the submitted waiver.

@ This is a read-only mode. It is not possible for you to edit the
waiver.

@ This will transfer you to the first page in the waiver.

Browse Edit ‘ Browse Current |
| Print | Validate ‘
| Change Report | Change Log ‘
| Start Review ' Add Comment | Show Comments |
l RAI | Informal RAT ]

I Preliminary Opinion I Complete Review ‘ Set Effective Date |

| Approve | Disapprove r Temp Extensions |
| Trans History I Historical View |
| Waiver Team I Deactivate I Convert App Rev

: = .
[ Waiver Nbr Maint I Approval Date Uil ‘
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@ The Browse Current feature allows CMS to view the DRAFT
application with the concurrence of the state.

@ To view the DRAFT application, select Browse Current on Page
One of the application.

@ This button is only active if the state selected Allow CMS View on
Page One of the waiver. If the state has not granted CMS access,
then this button is inactive

Browse I Edit | Browse Current I

‘ Print l Validate \
| Change Report | Change Log | Appears

only when
Start Review ‘ Add Comment | Show Comments ‘ the state
- = allows
RAI Informal RAT | viewing
Preliminary Opinion | Complete Review ‘ Set Effective Date ‘
Approve Disapprove | Temp Extensions |
‘ Trans History ‘ Historical View
| Waiver Team | Deactivate Convert App Rev

Waiver Nbr Maint Approval Date Util

17



@ To access the Change Report, on Page One of the application select
Change Report.

Browse Edik I Browse Current I
Print - Validate ‘
Change Report Change Log
| Start Review Add Comment Show Comments
: RAT Informal RAI
Preliminary Opinion | Complete Review Set Effective Date

Approve Disapprove Temp Extensions |
Trans History Historical View |
Waiver Team Deactivate I Convert App Rev

Waiver Nbr Maint Approval Date Util ‘

Review Tool
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Change Report for Waiver ZZ.0670.R00.00 - Apr 01, 2011

Report Header Data:
Waiver Number:

Draft Number:
Application type:

Program title (as per last submitted version):

Z7 0670.00.00
£7.002.00.00
new

Demonstration Waiver Application-User Training

Proposed effective date (as per last submitted version): Dec 16, 2014 Column
Effective approved date: MIA Headers
Application Status: UNSUBMITTED
. . . Subsection . .

Section/Appendix Subsection # Name Question # Question Name Change Type  Changed By Change Date
Changes in version submitted on Feb 18, 2011

Main 8 Authorization Authorizing . MEDSTAT Feb 18, 2011

Signature
Appendix B 1 Target Groups a Target Group(s) MOD; MEDSTAT Apr19, 2011

19



@ Change Report displays the latest changes made to an item in the
application.

@ It is organized by appendices with the most recent group of
changes (based on latest version submitted) displayed first and the
remainder in descending chronological order.

@ If a user’s cursor touches a section, it may register as a change in
the change report.

@ Column Headers include:

¢ Section/Appendix Subsection#
¢ Subsection Name

¢ Question #

¢ Question Name

¢ Change Type (MOD, ADD, DEL)
¢ Changed By

¢ Change Date 20



@ The change report displays changes that occurred between
submissions.

@ It does not show all changes.

@ For example, if the waiver was submitted on 1/15, unsubmitted on
1/20 and resubmitted on 1/30, it will only show the changes that
occurred between the unsubmission on 1/20 and resubmission on
1/30.

21



@ To access the Change Log, on Page One of the application, select
Change Log.

Browse

Edit

Allow CMS View

Print

validate

Change Report

‘ Change Log

Submit

Unsubmit

Withdraw

Trans History

Historical View

User Access

Deactivate

Convert App Rev

Create Amendment

Create Renewal

22




@ The Change Log accepts a range of dates.
@ Enter the desired date range, then select Get Change Log.

Note: If you select Get Change Log without entering a date range,
the default display will include all changes.

Change Log for Waiver

Date Range Selector:

Start Date: (MM/ddiyy) | |

End Date: (MM/ddlyy) | |

I Get Change Log I

23



@ The Change Log shows all the changes made to the application
within the selected date range.

@ It is organized by the date in which changes were made to the
application.

@ It can be very lengthy if many changes were made.

|Change Log for Waiver ZZ.0670.R00.00 - Apr 01, 2011

Date Range Selector:

Start Date: (MM/ddiyy) [09/10/10 |

End Date: (MM/ddlyy) (1011011 |

| Getchangelog |

Report Header Data:

Selected Date Range: Sep 10, 2010 - Oct 10, 2011

Waiver Number: ZZ.0670.00.00

Draft Number: Z7.002.00.00

Application type: new

Application Status: UNSUBMITTED

Change Date  Section/Appendix Subsection # a:?:omn Question # Question Name Changsg
. Derivation of Estimate of Best November

Jul 08, 2011 Appendix J 2 Estimates d Factor D record

24



Review Process

Note: The Review Tool features Iin
WMS are not used for 1915(b) waivers.

25



Browse Edit | Browse Current

@ To start the review process, select

Start ReVieW- The Status Of the | Change Report | Change Log |
waiver will change from Waiting for [_surtacvin ] addcomment | show commens |

Assignment to Review in Process.

| Preliminary Dpin'mrl Complete Review | Set Effective Date |

Approve Disapprove Temp Extensions

I 1 . “ Historical View
® Once you select Start Review, it will T

transfer you to the Start Review
confirmation page, select Confirm
and add a comment if applicable.

Confirm Action: Start Review

Enter comments (optional) and confirm or cancel the action.
Cheracter Count:( out of 1500

Confirm | Cancel |

26



@ To add a comment at any point o || wowee comem

[_eowe ]
during the review process, select

| Change Report | Change Log |

Ad d C 0 m m e n t - | Start Review I Add Comment I Show Comments |

RAI |  Informalrar |

| Preliminary Dpin'mrl Complete Review | Set Effective Date |

@ Once a comment has been entered, T e
confirm it. Confirming the comment Ity | toeralver | |
will add it to the comment log. The e
comment log can be viewed by Review Too
selecting Show Comments on Page
One.

Confirm Action: Add Comment

i

Enter comments (optional) and confirm or cancel the action.
Character Count:( out of 1500

Confirm | Cancel

27



@ A preliminary opinion allows
users to indicate if they are
considering approval or
considering disapproval.

® To add a preliminary
opinion, select Preliminary
Opinion and make a
selection.

Browse [ Edit ,' Browse Current |

‘ Print [ Validate

Change Report | Change Log ‘
Start Review I Add C t | Sh C ts ‘
RAI |  Informalrar |

I Preliminary Dpiniurl Complete Review | Set Effective Date ‘

Approve | Disapprove | Temp Extensions |
‘ Trans History [ Historical View
‘ Waiver Team [ Deactivate | Convert App Rev

‘ Waiver Nbr Maint l Approval Date Util

‘ Review Tool ‘

Confirm Action: Preliminary Opinion

Enter comments (optional) and confirm or cancel the action.

Character Count:0 gut of 1300

hoproval | Neutrol | Disapproval

28




® To issue an informal RAI, sowe | ew | sowsecurem

————
select Informal RAI. This will

| Change Report | Change Log |

allow the state to edit the I ) e
waiver while not stopping the Coem [ wiormatear |
90 d ay CI OCk. | Preliminary opmmdﬁ Complete Review | Set Effective Date |

Approve Disapprove | Temp Extensions

Trans History Historical View |

Waiver Team Deactivate : Convert App Rev

® On the Informal RAI page, S pe———
confirm the request and add a e Joo
comment if applicable.

Confirm Action: INFORMAL RAI

i

Enter comments (optianal} and confirm or cancel the action.
Character Count:0 out of 1300

Confirm | Cancel |

29



® To issue a formal RAI, select
RAI. This will allow the state
to edit the waiver as well as
stop the 90 day clock.

® On the RAI page, confirm the
request and add a comment
if applicable.

Browse [ Edit ,‘ Browse Current
| Change Report | Change Log |

Start Review I Add Comment | Show Comments ‘

%

Informal RAI |

| Preliminary 0pinior| Complete Review | Set Effective Date ‘

Approve | Disapprove | Temp Extensions

Trans History Historical View

Waiver Team Deactivate i Convert App Rev

Waiver Nbr Maint | Approval Date Util

Review Tool

Confirm Action: RAI

Enter comments (optional) and confirm or cancel the action.

Character Count: 0 gut of 1500

Confirm | Cancel |

30




@ To complete the review and @ Please do not press Complete
recommend approval or Review until you are done.
disapproval, select Complete Once complete review has
Review. been selected, it cannot be

® The status of the waiver will reversed. s
change to Recommend o
Approval or Recommend s ien | ndacomment_| sho conmens
Disapproval. —

Confirm Action: _Complete Review — I
Enter comments (optional) and confirm or cancel the action. Deactivate | Convert App Rev

Character Count:0 cut of 1500 Waiver Nbr Maint | Approval Date Util

Approval m Disapproval

31



@ To approve the waiver, select ‘ — [ —
AD D rove . ‘ Change Report | Change Log ‘
Start Review I Add Comment | Show Comments ‘
@ Th e ap p roval b Utto n iS O n Iy ‘ Preliminary Dpinio;i Complete Review | Set Effective Date ‘
available to users assigned a [pworove ] osavorove | remp extemsions
S peC ifi C ro I e ] } Tra:ls History : Histurica-ll View : i
‘ Waiver Nbr Maint I Approval Date Uil
‘ Review Tool ‘

Confirm Action: APPROVAL

Waiver Number: ZZ.01.R00.02
Program Title: Waiver for Training
Request Type: amendment
Proposed Effective Date: 08/08/07
Approved Effective Date: |[12r"[12-f11

| Confirm | Cancel |

32



® To disapprove the waiver,
select Disapprove.

@ The disapproval button is only
available to users assigned a
specific role.

Browse t Edit [ Browse Current |

‘ Print [ validate i

Change Report | Change Log ‘
Start Review ‘ Add Comment | Show Comments ‘
| RAT |  Informal RAT |

‘ Preliminary Dpiniurl Complete Review | Set Effective Date ‘

Approve ' Disapprove | Temp Extensions |
‘ Trans History i Historical View
i |
‘ Waiver Team [ Deactivate | convert App Rev |

‘ Waiver Nbr Maint ’ Approval Date Util

‘ Review Tool ‘

Confirm Action: DISAPPROVED

Enter comments (optional) and confirm or cancel the action.

Character Count:( out of 1500

Confirm | Cancel |

33




WMS Administrative Functions
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@ Central Office users will need to be assigned to a region.
@ To assign a region, select Maintenance, then select CMS

Reqgional Assignments.

ety

=" Application for
CMS 1915(c) HCBS Waivers

Home Logout IHaintenanceI 372 Reporis Data Downloads

Maintenance

Edit Users

CMS Regional Assignments

Aging Report

Report Distribution Maintenance

35



@

&
&
&
&
&

ignm
| CMS

T TT P AT AR & Rl T P T

A table of Central Office users will be displayed indicating whether the user
IS active or not. Above the table is a drop-down list of the 10 CMS Regional
Offices.

Select the desired Regional Office from the drop-down list.
To assign the individual, select the checkbox in the Assigned column.

Assigned designates individuals who will receive submission notifications for
all waivers within that region.

Primary provides information of who the point of contact is for that region.
Only one individual can be designated as Primary.

Once you are finished, select Back to return to the previous page.

CMS Regional Assignments
CMS Central Office Regional Responsibility

Region:l | - Boston V|

Username First Name Last Name Active |Assigned Primary
yes (| @]
| yes | O | O

36
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@ A table of Regional Office users will be displayed. It will provide
iInformation of whether a user is active or not.

@ Immediately above the table is a drop down list displaying your
Regional Office.

@ In order for a user to receive all submission notifications within the
region, their name needs to be selected in the Assigned column.

CMS Regional Assignments
CMS Regional Office Triage Manager

This function is used fo

Region: X! - Other v designate RO staff who will
receive email nofifications of
Username First Name Last Name Active|Assigned application submissions
no ' within a designated region.
yes ]

37



@ In order for a user to receive <O Status: REVIEW IN PROCESS
specific notifications R
(SmeiSSion, UnSmeiSSion, 90 Day Clock End: Dec 28, 2015: 88 days left
RAI, IRAI, etc.) for a — Edit
designated waiver, they — .
have to be assigned to the - -
waliver team. Start Review | Add Comment | Show Comments

RAI Informal RAI

® To assign users to the Preliminary. Opinion | Complete Review | Set Effective Date
waiver team, select Waiver Approve Disapprove | Temp Extensions
Team on Page One of the Trans History | Historical View
application. It will transfer | waverream || oeoctvare | convertnop e
you to the Waiver | Waiver Nbe Maint. | Approval Date util
Notification and Assignment Review Tool

page.
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@ On the Waiver Team page there are two columns, Notify and
Primary.

@ To allow users to receive notifications, select their name in the
Notify column. To assign an individual as the point of contact for the
waiver, select their name in the Primary column. Only one individual
can be designated as the point of contact.

@ Once an individual is assigned to the waiver, they will receive a

system-generated email informing them of their waiver team
assignment.

@ To return to Page One, select Back.

Waiver Notification and Assignment
CMS Central Office

Waiver Number: ZZ.0670.R00.00

Program Title: Demonstration Waiver Application-User Training
Request Type: new

Status: UNSUBMITTED

State: Z7 Test State

Region: XI

Username First Name Last Name Active Notify Primary

yes O @)

39



@ As of 12/3/18, the printed waiver PDFs and printed 372 Reports from
the Waiver Management System (WMS) are now considered 508

compliant
& MNote: As is standard with other accessibility checkers, users must
perform a manual check on their document's logical reading order to
ensure full 508 compliance.

® Recommended Action for All Users

¢ |t is highly recommended that all users clear their cache before
proceeding with the printing instructions.

¢ |f you have PDF reader software, you must complete the following steps
to change your Form highlighting preference to ensure radio buttons and
checkbox values appear correctly in printed outputs. The following
screenshots reflect Adobe Acrobat as an example—your PDF reader
preferences may not be on the same menu or may be titled differently.

40
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@ Open the Preferences dialogue box (in Adobe choose Edit, Preferences).

@ Change the highlighting option for your Forms preference (in Adobe select Forms
in the Categories panel on the left and then select Show border hover color for
fields under the Highlight Color preference).

Bl add . -

Adobe Acrobat ProDC Preferences
File View Window Help -
Categories: General
H . .
| Commenting - v Automatically calculate field values
| Documents -
| 3 ' Automatically adjust tab order when madifying fields M Barcade P,
Full Screen
F I | General ' Show focus rectangle
| Page Display | Show text field overflow indicator
|30 & Multimedia ' Show field preview when creating or editing form fields
| Accessibility V| Automatically detect Form fields
5 | Action Wizard
Adobe Online Services
Y/ |catalog Highlight Calor
| Color Management 2 h -
- V! Sk ! lor for fields =
D | Content Editing Sopbordenhovel olonfoufeids
| Convert From PDF e S [
| Fields highlight color: \a
A |Convert To PDF i
| Email Accounts Required fields highlight color: | Ill]
| Identity ¢
| Auto-Complete
| Take a Snapshot | Internet Pl
| JavaScript [
L K IOf'f = | Remember numerical data (e.q.. telephone number)
Check Spelling » | Anguags
| Measuring (2D)
| Measuring (3D) Edit Entry List
| Measuring (Geo)
| Multimedia (legacy) The auto-complete feature is now off. No suggestions will be made while you type in form fields. Choose
| Multimedia Trust legacy) Basic or Advanced from the drop-down box to tum the feature on.
Advanced Search Shift+Ctrl+F | Reading
| Reviewing
Manage Tools |Search
| Security
‘ Cirl+K | Secarity (Fnhanced) | 4

41



@ Follow the steps to generate a 508 compliant waiver or 372 Report with fully
expanded text boxes. If you are unable to complete the instructions below, it may
be because you do not have the correct software to read a PDF. If this is the case,
please provide the waiver number(s) you are trying to print to the Help Desk.

@ To print the waiver, select Print in the top Volidate Logout [Peint] —
menu bar within the waiver or on Page One.
) . . . Printing Selection
@ If you Wou Id |Ike to prl nt the entl re Walver! To print a section or to print the entire application, make a selectio|
- - - . below and select Create Printable View.This action will open u
Select Entl re ADDI ICatI On . TO prl nt a_ _aln_nother browse:.ﬁith a DII’:i.FIt.ab|IE ver.‘;ion ol—the wtawer applﬁ]catioﬁ.
. : . o print, sel.ect elthelr the print icon in the. toolbar or use th.e
SpeCIfIC ap pend IX, SeleCt the append IX. E;?:Eirzfptrr:r;t\‘zl;?\féflgbgﬁg:;ilo\{](?u are finished close the printable
@ Then, select Create Printable View, which T eeon o pine
will open the waiver in a new tab. o hopenan
Amendment Draft ID 2Z.001.01.12 O Appendix C
O Appendix D
Program Title: This is a test waiver O AsZendix E
Type of Request: amendment - 5 year| O Appendix F
Waiver Type: Regular Waiver O Appendix G
Proposed Effective O Appendix H
Date: Appendix I
Application Status: DRAFT g Aszendix ]

O Quality Improvement Strategy

O Entire Application
| Browse | Edi

Create Printable View I —
I Print I Validate

It may take a few moments to load the printable version.

Change Report Change Log 42 ::Jtllt::ag.‘;an\;\;ani:;(]r the browser to finish loading before printing
I Eesae———— L1 ———— -
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® The 508 compliant PDF with all text fields expanded is automatically
generated in the web browser, and you must Save that PDF after
confirming the logical reading order.

@ Important. You no longer need to use the Print function in your web
browser to create a PDF once the waiver appears. Refer to the
information below regarding saving the PDF:

¢ Move your mouse cursor over the document and a small toolbar should
appear. The toolbar location can vary depending upon your browser but is
often located at the upper-left or lower-right of the page.

¢ Once you've located the toolbar, select the icon that looks like a computer
diskette or an arrow pointing down to save the PDF file. (See screenshot

below) ™

43
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@ Note: If the toolbar is not visible, look in your browser's File menu
for the Save option. (Press the Alt key to make the menu bar visible
If hidden.) You can also right-click on the document and select
Save to save the PDF file.

N & https;//wms-mmdl.cms.gov/WMS/pdfdocprinter/printWaiver.p

= Application for 1915(c) HCBS .. & wms-mmdl.cms.gov x [

Favorites Help

44
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@ If you do not have PDF reader software and therefore have been reaching
out to the Help Desk to generate waiver PDFs, please keep the following in
mind:

¢ |f you are using the Chrome or Firefox web browser when you print, the
PDF generated in your web browser is considered 508 compliant, so you
can Save that file after confirming the logical reading order.

@ If you are using the Internet Explorer (IE) web browser, you will receive the

following dialogue box. Make sure to choose Save (not Open). Due to IE
limitations, only the saved file is considered 508 compliant—not the PDF

that displays in the browser.

'hl x

Do you want to open or save from wms-mmdl.cms.gov? Open Save

@ Save the PDF from this dialogue box and confirm the logical reading order.
To ensure the output is formatted correctly you must always Save the PDF
first versus Print it. Once the PDF is saved you can then open the file and

print, if necessary.
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Central and Regional Office
User Roles

46



€S <cms

Staff

Browse

Start review

Provide an opinion on
the application

Enter comments

Informal RAI

Complete review:
Recommend
Approval/Disapproval

Auxiliary
Staff
Browse

N/A

N/A

N/A

N/A

N/A

Operation Manager

Browse

Analyst notification

Manage users

Enter comments

Informal/formal RAI

Final
approval/disapproval

a7

System
Administrator

Browse

Analyst notification

Manage users

Enter comments

Informal RAI

Recommend
approval/disapproval



Function

Browse

Start Review
Recommend
approval/disapproval

Analyst notifications

Enter comments
Informal RAI
Complete Review
Final
approval/disapproval
RAI

Manage users

Auxiliary
Staff

N/A
N/A

N/A

N/A
N/A
N/A

N/A
N/A

CO Staff

>

>

N/A

N/A
N/A

48

CO System
Administrator

>

>

N/A

N/A

CO Operation
Manager

X X X X

X X
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Staff

Browse

Start Review

Provide an opinion on the
application

Analyst notification
Enter comments

Informal RAI for renewals
and amendments to renewals

Complete review

ARA

All System Operation
Manager Functions

Informal and Formal RAI

Final approval/disapproval
for renewals and
amendments

N/A
N/A
N/A

N/A
49

RO System/Operational
Manager

All staff level functions

Manage users

N/A

N/A
N/A
N/A

N/A
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Function RO Staff RO System/ RO ARA
Operational Manager

Browse X X X
Start Review X X X
Recommend X X X

approval/disapproval

Analyst notifications X X X
Enter comments X X X
Informal RAI X X X
Complete Review X X X
Final approval/disapproval N/A N/A X
RAI N/A N/A

Manage users N/A X X
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® To add new users, first select

Maintenance, then select Edit
Users, and finally select Create
New User. This will transfer you
to the User Maintenance page. On
the User Maintenance page, add
the user’s information.

Create a username, add the user’'s
email and phone number, select a
role, and, if regional user, select
the region.

You must select Save prior to
selecting the program access in
the lower half of the page. Place a
check next to the program(s) to
which the user requested access.
Select Save again.

51

® The Regional Office System
Administrator (RO Sys/Op Mgr),
Regional Office Associate Regional
Administrator (RO ARA), Central
Office System Administrator (CO
Admin) and Central Office
Operation manager (CO Op Mgr)
are the only individuals who can

add users.

Hack

Home Logout

Hegion:

Active:

rrrrrrr
Access:




Review Tool
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@ CMS Central Office (CO) and Regional Office (RO) staff can access
the review tool by selecting Review Tool on Page One of the

waiver application.

e T
[ Print | Validate |
| ChangeReport |  Changelog |
| startReview || Add Comment | Show Comments |
T ) e |

[ Preliminary Opinion “ Complete Review " Set Effective Date ]

[ Approve “ Disapprove ” Temp Extensions |
[ Trans History ” Historical View ‘
[ Waiver Team ” Deactivate ‘

[ Waiver Nbr Maint l

‘I Review Tool I
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@ To open the review tool and add comments, select Edit.
@ To open the review tool in read only mode, select Browse.

#® To close the review tool so that the other CMS office will be able to
view your comments, select Complete.

@ To view all the questions that need more information and their
associated comments, select NMI Report.

#® To choose whether to select CO or RO comments to use for the final
review select Final Review. Both must be complete for Final

Review to become active.

Browse

Edit

Complete

Final Review

NMI Report
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CO staff can only view CO analyst notes and selections, RO staff can only view
RO analyst notes and selections.

The review tool allows CMS staff to indicate whether the state did or did not
answer a question completely by selecting either Yes, No or NA.

If a question was completed that should be open, select Clear and then
Save. That will clear the field.

In most cases a textbox is available for CMS staff to add notes.

If more information is needed, they can select the NMI checkbox.
The NMI box must be checked for comments to appear on the NMI Report.

@ If the Resolved box is checked, the comments entered do not appear on the
NMI Report.

Module 1
1. Request Information (1 of 3)

SO @ @O 9@

A. State: ZZ
B. Waiver Title: Review Tool Demonstration Waiver

1. Does the state specify the waiver's title, if it has one? cO: O ves O No ONA O cClear [1 NMI[] Resolved

CO Analyst Notes:

Example
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@ Some questions such as the Type of Request are populated from the
waiver application.

C. Type of Request:
Is this application for a:
[/] New waiver (3 years)?
[] New waiver (3 years) to replace waiver 7

[ | Renewal waiver (5 years)? or
[] Amendment to waiver £?

Requested Approval Period:{For new waivers requesting five year approval periods, the
waiver must serve individuals who are dually eligible for Medicaid and Medicare. )

@ 3 years () 5years
[1 This waiver provides services for individuals who are eligible for both Medicare and Medicaid.
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@ At the end of Module 1 and each Worksheet there is an Overall
Review section. This allows CMS staff to indicate whether a module
Is acceptable and ready for approval. There is also the option for
indicating NA and/or that more information is needed.

Module 1

Overall Review

Is this module acceptable/ready for approval? CO: O ves O No O NA O Clear L] NMI[] Resolved

CO Analyst Notes:
Character Count:7 out of €000

Examp ].e|
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@ The Overall Review section is a summary of every section to show if
a section should be approved or not.

Worksheet Overall Review Summary:

Module I

Worksheet A
Worksheet B
Worksheet C
Worksheet D
Worksheet E
Worksheet F
Worksheet G
Worksheet H
Worksheet I

Worksheet ]

co:

CO:

CO:

cO:

coO:

cO:

coO:

coO:

co:

CO:

CO:

O Yes O
) Yes
) Yes O
O Yes O
) Yes O
O Yes O
) Yes
O Yes O
) Yes
) Yes (O

) Yes

No O
) No
No O
No O
No O
No O
No O
No O
) No
No O

) No

NA [ | NMI

) NA [[] NMI

NA [] NMI
NA [[| NMI
NA [[| NMI
NA [] NMI
NA [[] NMI

NA [| NMI

) NA [ NMI

NA [| NMI

) NA [[] NMI
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@ NMI is a summary list of all questions that need more information.

@ The summary includes the question number and comments from the

CMS staff.

guestions Needing More Information

WaiverGU.0799.R00.00

Waorksheat | Saction | Needs More Information?
Mod I 1c Request Information: Type of Request

2 [/] co

CO Analyst Notes:

Lorem ipsum deler sit amet, consectetur adipiscing elit. Phasellus eu ipsum et risus melestie bibendum sit amet at enim. Prein risus orci, fermentum sed cursus a,
Mod I 1AT Transition Plan

7 [/] co
CO Analyst Notes:

Lorem ipsum deler sit amet, consectetur adipiscing elit. Phasellus eu ipsum et risus molestie bibendum sit amet at enim. Proin risus orci, fermentum sed cursus a,l
consequat. Sed a turpis mattis magna bibendum dictum. Maecenas ut orci sed enim wvarius interdum wvel vel nisi. Vestibulum risus nulla, pellentesque et pellentesgy
neque id pharetra rutrum, justo neque tempar Magna, eget arnare erat arcu &t enim, In arcu sem, commode quis blandit ek, euismod =t nisi. Etiam aliquet pharetra u
placerat in urna. Sed gravida wvestibulum ligula, vel congue nisl mattis a. In erat sem, condimentum vel vulputate et, vestibulum vel sapien, Donec a interdum juste.
nibh. Wunc auctor tristique dui, euismod rhoncus tellus tincidunt ut. Cras blandit pretium ante, vitae tincidunt eres congue vitae, Phasellus odio lorem, condimentun
quis adipiscing imperdiet, est larem tincidunt nisi, eget pharetra justo est quis mi. Nulla sagittis commada nulla eget wvehicula. Phasellus cursus delor su turpis dign
ipsum primis in faucibus arci luctus et ultrices posuere cubilia Curae; Mullam sed purus ut mauris varius imperdiet. Yestibulum vitae ligula arcu, vitae cursus arci.
at enim. Proin risus orci, fermentum sed cursus a, sellicitudin quis nunc, Mauris vulputate ante a ligula mollis ultricies. Suspendisse iaculis purus a libero blandit te
adipiscing vel arcu. &liguam vitae sem eget lerem rhencus pulvinar mattis id sem. Mulla nec risus urna, nen rhencus tertor. In ut est juste, eu cursus nisi. Praesent|
accumsan, diam at canvallis sodales, nisi est parta lectus, nec placerat mi daolorid lectus, Donec nec pellentesque justs, In sit amet condimentum nisl, Munc placy
potenti. Vivamus metus risus, lacreet non suscipit nec, tincidunt witae arcu, Mullam wel sem leo, Suspendisse ernare faucibus welutpat, Lorem ipsum dolor sit amet,
aptent taciti sociosqu ad litora torquent per conubia nostra, per inceptos himenaeos. Sed lacinia pretium velit ac tristique. Donec eu pharetra nulla. Mauris augue n
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@ To complete the review select Complete on the Control Panel of
the Review Tool, then select Confirm.

@ Once the complete review is confirmed it cannot be reversed.

@ To go back to the control panel without completing the review tool,
select Cancel.

@ Selecting Complete means the CMS staff member has finished
reviewing the waiver and is allowing the other CMS office to view
their comments.

Confirm Action: Complete Central Office Review Tool

Enter comments (optional) and confirm or cancel the action.
Character Count:0 out of 1500
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@ The Final Review only becomes active once both the CO and RO
have selected Complete.

@ Finalizing the review allows the selection of either the CO or RO
notes as the final review comments.

CO Status: REVIEW COMPLETE Review Tool: Complete
RO Status: REVIEW COMPLETE Review Tool: Complete
| Browse || Edit |

| Complete || Final Review |

| NMI Report |
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@ To confirm and complete the final review select Confirm. This will

allow further options to appear on the Review Tool control panel
like Browse Completed and Browse Final.

< In the screen shot below, it shows the decision was made to use the
Central Office review tool as the final review.

#® To cancel and not finalize the review tool, select Cancel.

Confirm Action: Finalizing Review using the Central Office Review Tool

Enter comments (optional) and confirm or cancel the action.
Character Count:( out of 1500
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@ The status will change to Finalizing Review.

@ The control panel below appears after Final Review is confirmed.
Complete is reactivated.

@ Complete will only become reactivated for the CMS office whose
comments were chosen as the final. Therefore, it will be either
active for CO or RO bhut not both.

@ To complete the final review, select Complete, which will transfer
you to the complete final review page.

CO Status:
RO Status:

FINALIZING REVIEW

REVIEW COMPLETE

[ Browse

|

Edit ]

[ Complete

|

Final Review ‘

[ Browse Completed ”

Browse Final ‘

[ NMI Report

|

Review Tool: Finalizing
Review Tool: Complete
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@ To complete the final review, select Confirm.

#® To cancel and not choose the comments as the final comments,
select Cancel.

Confirm Action: Complete Final Review Tool

Enter comments (optional) and confirm or cancel the action.
Character Count:0 out of 1500

Cancel
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@ After the review tool is Final and Complete more options are
available.

«® Browse Final becomes active. To review the comments chosen as
the final comments, select Browse Final.

CO Status: REVIEW FINALIZED Review Tool: Final

RO Status: REVIEW COMPLETE Review Tool: Complete
| Browse || Edit |

| Complete || Final Review |

| Browse Completed || Browse Final |

| NMI Report |
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«® Browse Final shows the comments that were chosen as the final
comments.

< In the case above, the central office comments were chosen as the
final comments.

A. State: ZZ
B. Waiver Title: Review Tool Demonstration Waiver

1. Does the state specify the waiver's title, if it has one? CO: @ ves O No O NA O clear [ ] NMI[] Resolved

CO Analyst Notes:
Character Count:7 out of &000

Example
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@ Browse Completed shows CO and RO comments side by side.

Module 1

1. Request Information (1 of 3)
A. State: ZZ

B. Waiver Title: Completed Review Tool-Not Final

1. Does the state specify the waiver's title, if it has one?

CO Analyst Notes:

CO:
RO:

O Yes O No O NA O Clear [] NMI[] Resolved

O ves O No O NA O clear [] NMI[] Resolved

Example

RO Analyst Notes:
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Frequent Issues

68



@ A message alerts you when your session has timed out.

@ This occurs when the page has not been refreshed for 30 minutes
and may result in loss of unsaved data.

Home

Session Timed Out.

You have been logged out of the HCBS Waivers Application.
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Incorrect
Screen

Correct
Screen

User Maintenance

User Name:

First Name:

CMS User ID:

Last Name:

Phone: [ |
Reset Password
E-mail: [ |0 7Ty
Role: ‘
State: [Unknown M
Region: | Create New User ‘na v‘
Active: [na v
CMS Program Access: [Yes v
User Maintenance
User Name: [
CMS User 10: [
First Marme: [
Last Name: [
Phone: [ Ty
E-mail: [
Robe: [Unknerwm v
State: ¥
Region: &
Active: [Yan |
{205 brogram hoceas: Program Description Access
MAC Medicaig State Plan EBgIbility o
MPC Midicald Premiums and Cost Sharing im]
CHP Chiltren's Mesith Inswsronce Program Eligibiny m]
BiP Batancing Incentive Program ]
HHS Health Home Services a
AL RAL Program o
MFS aymment Suspensions - State Annusl Repart [
1915(c) Waiver u]
1915(b) 1915(b) Waiver o

[S5e] Concel | meset Possword | Croate New ser | |
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@ If you have a compatibility view issue, your screen will look like the
“Incorrect Screen” (see prior slide).

@ Problems may arise and an error message may appear when adding
users with an “Incorrect Screen.”

@ To correct it, follow the instructions on the next couple of slides.

@ If you would like these instructions in a Word document, please
contact the Help Desk.
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1. Select Tools on the [rF* Ei.-:lit View Favorites LTI Help ==
3 Find: [ 079
top of the page. -

__ Application for == R
CMS 1915(c) HCBS Waiver: rint

Home Logout Save Back File -
Zoom (95%) »
User Maintenance 1R '
Add site to Start menu
View downloads Ctrl+)
Help Manage add-ons
Delete browsing history... Ctrl+Shift+Del F12 DEVE'OPEI’ Tools
2 . Se I eCt InPrivate Browsing Ctrl+5Shift+P

) , Go to pinned sites
Turn en Tracking Protection

CO m Dati b i I itv ActiveX Filtering Compatibility View settings I
Vi eW Setti n gs Fixx connection pro.blems...- Report website problems

Reopen last browsing session

Add site to Start menu Internet ':’pt"‘::""s
View downloads Ctrl+J About Internet Explorer
Pop-up Blocker 2

(Internet Explorer 11 Browser)
SmartScreen Filter k

Manage add-ons

Compatibility View settings

Subscribe to this feed...
Feed discovery 2
Windows Update

12
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3. The Compatibility View Compatibility View Settings X
Settings box will pop-up. The -
website URL should appear in @ e oy Yo
the Add this website textbox. I 5
To add the website, select o ]
A_CICI - Websites you've added to Compatibility View:

Remove

Display intranet sites in Compatibility View
[ ] use Microsoft compatibility lists

Learn more by reading the Internet Explorer privacy statement

Close
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@ On the left-side of the Page there is a Links & Downloads section,
where users can access the training guides and other materials.

CMS Waiver Applications
Home Logout

Welcome

“ 1915(c) Waiver Application & 372 Reports - Click the link to access the web-based 1915(c) Waiver Application

S herled Baiafenances The Medicaid Home and Community-Based services (HCBS) waiver program is authorized in §1915(c) of the Social Security Act. The program permits a

The system may be state to furnish an array of home and community-based services that assist Medicaid beneficiaries to live in the community and avoid institutionalization.
unavailable on Fridays from 9 The Centers for Medicare & Medicaid Services (CMS) recognizes that design and operational features of a waiver program will vary depending on the
pm to 10 pm ET. specific needs of the target population, the resources available to the state, service delivery system structure, state goals and objectives, and other

g factors.
§1915(c) HCBS Waiver

Application:

The web-based 1915(c) Home
and Community Based
Services Waiver Application

‘f?szlglégfhe'j Sillosekbe This waiver preprint is for a State’s use in requesting authority under section 1915(b) of the Social Security Act (the Act) to operate a managed care

program. Specifically, it is designed for use in authorizing programs involving Managed Care Organizations (MCOs), Prepaid Inpatient Health Plans

PIHPs), Prepaid Ambulatory Health Plans (PAHPs), and Primary Care Case Management (PCCM) systems. In addition, it can be used for section 1915(b)
(4) fee-for-service selective contracting programs.

HCBS Taxonomy:

Download Taxonomy Category
and Subcategory Definitions.

1915(b) Waiver Application - Click the link to access the web-based 1915(b) Waiver Application

User Training (Ver. 3.6):
Download version 3.6 training
materials for State Users and

CMS Users. EAOS

User Training CMS 372 Contact | Centers for Medicare & Medicaid Services
Reports: ﬂ'é

Download 1915c 372 Report

training materials for State
and CMS Users.
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@ If you still have questions, please create a case and submit it to the
Help Desk.

@ To create a case, select Contact on any page within WMS, or call

the Help Desk at (301) 547-4688.

CMS waiver Applications
Home Logout

Welcome

“ 1915(c) Waiver Application & 372 Reports - Click the link to access the web-based 1915(c) Waiver Application
S hedulad Maintenance: The Medicaid Home and Community-Based services (HCBS) waiver program is authorized in §1915(c) of the Social Security Act. The program permits a
The system may be state to furnish an array of home and community-based services that assist Medicaid beneficiaries to live in the community and avoid institutionalization.
unavailable on Fridays from 9 The Centers for Medicare & Medicaid Services (CMS) recognizes that design and operational features of a waiver program will vary depending on the
pm to 10 pm ET. specific needs of the target population, the resources available to the state, service delivery system structure, state goals and objectives, and other
§1915(c) HCBS Waiver s
Application:
The web-based 1915(c) Home
gz‘:\ﬁg&::z ﬁ;;ﬁgaﬁm 1915(b) Waiver Application - Click the link to access the web-based 1915(b) Waiver Application
‘f;szl?;ég':hed Ritievinbe This waiver preprint is for a State’s use in requesting authority under section 1915(b) of the Social Security Act (the Act) to operate a managed care

’ ) program. Specifically, it is designed for use in authorizing programs invelving Managed Care Organizations (MCOs), Prepaid Inpatient Health Plans
(PIHPs), Prepaid Ambulatory Health Plans (PAHPs), and Primary Care Case Management (PCCM) systems. In addition, it can be used for section 1915(b)

(4) fee-for-service selective contracting programs.

HCBS Taxonomy:

Download Taxonomy Category
and Subcategory Definitions.

User Training (Ver. 3.6):
Download version 3.6 training
materials for State Users and

CMS Users. FAQs
Zo= Contact | Centers for Medicare & Medicaid Services
User Training CMS 372 I

Reports: ﬂ'é
Download 1915c 372 Report

training materials for State
and CMS Users.
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