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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
login 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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@ 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

L_ogin

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 page will display.
® Enter the new password.
® To confirm the password, re-enter it.

@ Once you have re-entered the password, finalize it by selecting
Change or to void the transaction, select Cancel.

® Once you have changed your password, you can enter the
application by selecting Finder 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:

Password:

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




® On the Waiver Finder Page, you are able to:

¢ Create a new waiver

¢ Create a new waiver as a renewal

¢ Access a waiver family

¢ View the most current, approved waiver

Waiver Finder

Waiver:
State Waiver # Draft 1D M  Application title
i ZZ.046 Guam Il
z ZZ.051 Guam HBCS Program
7 27201 £Z.001 This is a test waiver for demonstration purposes | Active | | Detail |
z 22.0670 ZZ.002 Demonstration Waiver Application-User Training
Create New Waiver Create New Waiver as Renewal | Show Inactive




& To create a new waiver, select Create New Waiver at the bottom

of the page.

@ This will bring you directly to the first page within the waiver,
Request Information Page.

Waiver Finder

Waiver:
State Waiver # Draft ID M Application title
i Z7.046 Guam Il
7z Z7.051 Guam HBCS Program
yri ZZ.01 £Z.001 This is a test waiver for demonstration purposes
7z 72.0670 ZZ.002 Demonstration Waiver Application-User Training

Create New Waiver Create New Waiver as Renewal | Show Inactive
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@ To create a renewal of a waiver that exists only on paper and is not
already in WMS, select Create New Waiver as Renewal at the

bottom of the page. Note: To renew a waiver that already exists in
WMS, use the Create Renewal button on Page One of the waiver.

® Once you make the selection, it will ask for the base waiver number
allocated to the waiver on paper. Enter it here.

@ If, when completing this part, an error message appears saying that
the waiver number already exists online, then this may not be the
correct option for your situation.

Waiver Finder

Waiver:

State Waiver # Draft ID M Application title

7z 77.046 Guam ||
zz 27.051 Guam HBCS Program
7 Z7.01 ZZ.001 This is a test waiver for demonstration purposes
Z7Z Z7 0670 ZZ7.002 Demonstration Waiver Application-User Training

Create New Waiver " Create New Waiver as Renewal " Show Inactive
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@ To access an existing waiver application and its associated
amendments and renewals select Detail, this will bring you to the
Waiver Detail Finder Page.

Waiver Finder

Waiver:
State Waiver # Draft ID M Application title
7z ZZ.046 Guam Il
yra £7.051 Guam HBECS Program Detail
Z7 ZZ.0 ZZ7.001 This is a test waiver for demonstration purposes Active | | Detail |
7z ZZ.0670 ZZ.002 Demonstration Waiver Application-User Training

Create New Waiver

Create New Waiver as Renewal | Show Inactive
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@ The Waiver Detail Finder page shows all waivers, base waivers,
amendments and renewals associated with the waiver number,
regardless of their status (draft, submitted, unsubmitted, approved,
etc).

@ To access the waiver, select the waiver number link
(ZZ.0802.R00.00) under the column, Waiver #.

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

Waiver Detail Finder

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

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

Show Inactive I
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 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.

12
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@ To see the most recently approved waiver, whether it is a renewal
or an amendment, select Active.

Waiver Finder

Waiver:
State Waiver # Draft 1D M  Application title
i 77046 Guam |l
7 Z7 051 Guam HBCS Program Detail
7 270 27 001 This is a test waiver for demonstration purposes Active | | Detail |
7 Z7 0670 27002 Demenstration Waiver Application-User Training Detail

Create New Waiver Create New Waiver as Renewal | Show Inactive
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@ Select Browse or Edit to Waiver Draft ID Z2Z.051.00.00
enter the application. This Program Title: Guam HBCS Program
will bring you to the first :’;ﬁ:j:‘: :t Ezu]; .
page of the waiver, Request Proposed Effective Oct 30, 2010
Information Page. Application Status: DRAFT
@ To access the application in Browse Edit Hide From CMS
“read only” mode, select [ r—————
B rowse ' Change Report Change Log
Submit Unsubmit Withdraw
@ To edit the waiver, select trans History | Historical view
Edit. S E—
Create Amendment Create Renewal
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® The functions in blue lettering
are available to the user.
Anything that is greyed out is
not accessible.

@ Functions available are based
on the role you are assigned.

@ Only the State Medicaid
Director role has the authority
to Submit, Unsubmit, or
Withdraw an application.

ge One)

Waiver Draft ID ZZ.051.00.00

Program Title:
Type of Request:

Guam HBCS Program
new - 5 years

(CMsS
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Waiver Type: Regular Waiver
Proposed Effective Oct 30, 2010
Date:
Application Status: DRAFT
Browse Edit Hide From CMS
Print Validate
Change Report Change Log
Submit Unsubmit Withdraw

Trans History

Historical View

User Access

Deactivate Convert App Rev

Create Amendment

Create Renewal

15




#® To create a renewal of a waiver, select Create Renewal.

#® The renewal must be created off of the current base waiver or base
renewal (the waiver ending in .00).

@ It is not possible to create a renewal from an amendment.

@ If you choose an incorrect waiver, the Create Renewal button will
be greyed out.

Browse Edit

Print Validate
Change Report Change Log
Submit Unsubmit Withdraw
Trans History Historical View

User Access Deactivate Convert App Rev

Create Amendmentl Create Renewal
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#® To create an amendment, select Create Amendment.

® An amendment can only be created from the current base waiver or
base renewal (the waiver ending in .00), not another amendment.

@ If you choose an incorrect waiver, the Create Amendment button
will be greyed out.

Browse Edit

Print Validate
Change Report Change Log
Submit Unsubmit Withdraw
Trans History Historical View

User Access Deactivate Convert App Rev

| |
I Create Amendment I Create Renewal
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= 1. Reg t Information (1 of 3)
| EOMpSants A. The 51 l of 2Z 1 t State q approval for a Medicaid home and community-based services (HCBS) wai
4. Waivers the authority of §1915(c) of h i Security Act (the Act).
5. Assurances
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Appendix B * 3years ' 5 yeal
““““““ New to replace waive
Appendix 11 Replacing Waiver Nurnbu::
endix E
| Appendix F Migration Waiver - this is an existing approved waiver
appendix G Provide the inf b h ginal being mig
pendix H pase
Amen
Appandhb 1 (If applicable):
| Appendix ) Effective Date: imrddipy)
Walver Number:ZZ.0670.R00.00
Draft 10:
D. Type of Wai ! Ty ).
Reqular Wi P v
oposed Effecth
H16/14
= Back | Check | Continue -2
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< In the waiver, select Back or

Continue on the top or
bottom right corners of the
waiver page to navigate

Do not use the web browser
back and forward arrows to
navigate

Left-side Navigation Bar — The
navigation bar on the left side
of each page allows you to
choose which appendix you
want to view. There are
additional subsections that are
only viewable once the
appendix is chosen.




€ Home — Returns you to the Home Page.
@ Finder — Return you to the Finder Page.

@ Save — Saves the page you are currently completing. The system
automatically saves data when you move from page to page or
when the page is refreshed.

Application for

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

Page One |
|

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

1. Request Information (1 of 3)

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

7. Contacts | Demonstration Waiver Application-User Training
8. Authorization
A Attachiment C. Type of Request: new
B. Optional Requested Approval Period:(For new waivers requesti
Appendix A ® 3 years [ 5 years
A"De“ﬁf" s ] New to replace waiver
Appendix C Replacing Waiver Number:
Appendix D

19



@ Validate — Takes you to the Validate Waiver Application Page. This
feature checks the appendices to verify that the required fields have

been completed.
@ Log Out — Saves your application and exits you from the system.

@ Print — Takes you to the Printing Selection Page. This allows you to
print your application by Appendix or in its entirety (see slide 42).

=== pApplication for
CMS 1915(c) HCBS Waiver: ZZ.0670.R00.00 - Apr 01, 2011

Home Finder Save Validate Jlogout 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

1. Request Information (1 of 3)

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

7. Contacts |Dem0nstratian 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 O 5 years
Appe“dfx b [[] New to replace waiver
o Replacing Waiver Number:
Appendix D
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General WMS Functions

Validating Waivers

21



@ To verify the section you are working on is complete, select Check
at the top or bottom of the page.

«® This function does not include cross-checks with other sections or
appendices.

<— Back | Check | Continue —>

Appendix A: Waiver Administration and Operation

1. State Line of Authority for Waiver Operation. Specify the state line of authority for the operation of the waiver (select one):
O The waiver is operated by the State Medicaid agency.
Specify the Medicaid agency division/unit that has line authority for the operation of the waiver program (select one):
The Medical Assistance Unit.
Specify the unit name:

(Do not complete item A-2)
Another division funit within the State Medicaid agency that is separate from the Medical Assistance Unit.

Specify the division/unit name. This includes administrations/divisions under the umbrella agency that has been identified as the Single Stite Medicaid
Agency.

(Complete item A-2-3).
O The waiver is operated by a separate agency of the State that is not a division/unit of the Medicaid agency.
Specify the division/unit name:

In accordance with 42 CFR §431.10, the Medicaid agency exercises administrative discretion in the administration and supervision of the waivdl and issues
policies, rules and regulations related to the waiver. The interagency agreement or memorandum of understanding that sets forth the authoritf and arrangements
for this policy is available through the Medicaid agency to CMS upon request. (Complete item A-2-b).

<— Back | Check | Continue —>
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@ To validate certain appendices or |Validate Waiver Application
the entire waiver, select Validate,

which will take you to the Validate
Waiver Application page. On the
validation page, select the
appendix, or appendices you would
like to validate. If you would like to
validate the entire waiver, select
Select All which will mark off all
the appendices. Once you have & Appendix H
selected the appropriate ® Appendix I
appendices, click Validate. ¥ Appendix J

@ A Validation Report will appear
identifying the appendix and the
incomplete question.

[¥] Main Module
] Appendix A
1 Appendix B
[l Appendix C
¥ Appendix D
[ Appendix E
[l Appendix F
¥ Appendix G

Validate |Select All

23



@ If there are incomplete questions, a Validation Report will appear.

@ The report provides information on the appendix, sub-section,

guestion and error.

@ To exit the Validation Report, select €Back.

Validation Report

Reported From Page: validate

Sub-

Validation Check

Section
modI 1 F | Level(s) of Care Mo selection made
modI 1 G Concurent Dpe_riltu?r_l with Other Cannot be blank
Programs Applicability
modI 6 I | Public Input Cannot be blank
modI 2 A l"l_edu:ald Agency Representative: Cannot be blank
First Name

24




@ If there are no errors, the Validation Report looks like the screen
below.

Validation Report
Reported From Page: validate

Section | Sub-Section | Locator | Validation Check. Error

No Validation Errors Found.

25



General WMS Functions

State Actions

(Submit, Unsubmit, Withdraw,
Deactivate, Hide)

26
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Once you have completed the waiver, you are able to submit it.

To submit a waiver, select Submit on Page One, which will transfer you to the
section Main 1. 8 within the waiver.

On Main 1-8, select Submit. The Signature and Submission Date will
automatically populate.

The State Medicaid Director role is the only role that can submit the application.
If there are validation errors, then it will not be possible to submit the waiver.

8. Authorizing Signature

This document, together with Appendices A through J, constitutes the State's request for a waiver under
§1915(c) of the Social Security Act. The State assures that all materials referenced in this waiver
application (including standards, licensure and certification requirements) are readily available in print or
electronic form upen request to CMS through the Medicaid agency or, if applicable, from the operating
agency specified in Appendix A. Any proposed changes to the waiver will be submitted by the Medicaid
agency to CMS in the form of waiver amendments.

Upon approval by CMS, the waiver application serves as the State's authority to provide home and
community-based waiver services to the specified target groups. The State attests that it will abide by all
provisions of the approved waiver and will continuously operate the waiver in accordance with the
assurances specified in Section 5 and the additional requirements specified in Section & of the request.

Signature: | |

State Medicaid Director or Designee

Submission | |
Date:

Submit

27



@ If you have submitted your application but would like to unsubmit the
waiver which will take it off of the review clock, it can be
unsubmitted.

@ The State Medicaid Director role is the only role that can unsubmit it.

@ To unsubmit the waiver, select Unsubmit on Page One, which will
bring you to the section, Main 1-8.

Browse | Edit |

Print | Validate |

Change Report | Change Log |
Submit Withdraw

Trans History | Historical View |

User Access | Deactivate |

Create Amendment | Create Renewal |

28



® On the Main 1-8 page, select Unsubmit.
@ Once the application is unsubmitted, it can be edited again.

@ Note: Once you have made all the necessary changes you must re-
submit the application. This will restart the review clock.

3. Authurizing Signature

This document, together with Appendices A through J, consttutes the State’s request for a waiver under §1915(c) of the Sodal Security Act. The State assures
that all materials referenced in this waiver application (induding standards, licensure and certification requirements) are readily available in print or electronic form
vpon request to CMS through the Medicaid agency or, if applicable, from the operating agency spedfied in Appendix 4. Any proposed changes to the waiver will be
submitted by the Medicaid agency to CMS in the form of waiver amendments.

Upon approval by CMS, the waiver application serves as the State's authority to provide heme and community-based walver services to the spedfied target groups.
The State attests that it will abide by all provisions of the approved walver and will continuously operate the walver in accordance with the assurances specified in
Section 5 and the additional reguirements specified in Section & of the request.

Signature: Jim Michalowski
State Medicaid Director or Designee
submission Date: Aug 21, 2012
UnSutymit

Note: The Signature and Submission Date fields will be automatically completed when the State Medicaid Director
submits the application.

29
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Activate/Deactivate

@ The State Medicaid Director and Sys/Op Manager are able to
designate any DRAFT waiver as inactive in order to hide it on the
Finder Page. Once a waiver is deactivated, it is no longer editable.

@ Conversely, a deactivated draft waiver can be reactivated, enabling
it to be viewable as well as editable again.

@ A deactivated waiver is automatically hidden.

Hide/Unhide

@ The Hide/Unhide feature hides or un-hides the DRAFT waiver that
has been designated as inactive.

@ Only waivers that are deactivated can be hidden.

30
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@ Deactivating and hiding a waiver is useful when a renewal or
amendment is accidently created. It is not possible to delete a
waiver, therefore an alternative is to deactivate it and hide it.

#® To deactivate a waiver, select, Deactivate.

| Browse I Edit | Hide From CMS |
| Print | Validate |

| Change Report | Change Log |

i [

| User Access Deactivate Conver t App Rev

Create Amendment Create Renewal

< To hide the waiver, select Hide Inactive.

ZZ  ZZ1146  ZZ.146 Independent Care Waiver Program (ICWP) renewal waiver | Active | | Detail |
77 ZZ1166  ZZ.098 new waiver
Create New Waiver Create New Waiver as Renewal |
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< To view the waivers that were hidden, select Show Inactive.

@ This function will show any inactive hidden waivers.

@ This function can be found on the Finder page and on the Waiver
Detail Finder page.

27 2701 ZZ.001 This is a test waiver for demonstration purposes | Active | | Detail |
7z 770670 77.002 Demonstration Waiver Application-User Training
Create New Waiver Create New Waiver as Renewal Il Show Inactive
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@ The State Medicaid Director role is the only role that can withdraw a
waiver.

@ Withdrawing a waiver takes it out of contention.

@ Once withdrawn, it can never be edited or submitted again.

Browse Edit Hide From CMS
Print Validate
Change Report Change Log
Submit Unsubmit
Trans History Historical View
User Access Deactivate Convert App Rev
Create Amendment Create Renewal
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Withdrawn

@ A withdrawn waiver can never be edited or submitted again.

«® A waiver that has been submitted and then unsubmitted can be
withdrawn.

Deactivate

@ A deactivated waiver can be reactivated and edited again.
@ A draft waiver is the only type of waiver that can be deactivated.

< Once a waiver has been submitted and then unsubmitted it cannot
be deactivated.

34
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@ This feature allows CMS to view a waiver that is being edited by the
state, whether that be in draft, unsubmitted, RAI or IRAI status,
with the concurrence of the state.

@ If this button is not selected, then CMS cannot view the application.

@ This feature is only available to state users.

| Browse I Edit Allow CMS View

| Print | Validate

| Change Report | Change Log

Submit | Unsubmit | Withdraw

| Trans History | Historical View

User Access I Deactivate [ Convert App Rev

Create Amendment Create Renewal
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@ This feature hides the application from CMS so they are not able to
view the waiver being edited.

@ If this button is not selected, then CMS can see the application.

@ This feature is only available to state users.

Browse Edit Hide From CMS I
Print Validate
Change Report Change Log
Trans History Historical View
Deactivate Convert App Rev

Create Amendment Create Renewal
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General WMS Functions

Waliver Active Functions
(Historical View)
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@ Historical View is only available from Page One on an approved

base waiver or base renewal.

Browse Edit
Print Validate
Change Report Change Log
Submit Unsubmit Withdraw
User Access Deactivate | Convert App Rev
Create Amendment Create Henewal
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@ Historical View allows you to examine what the application looked

like on a specific date or as it was originally approved.

Historical Date Selection

View As Of Date: (mm/dd/yy)

View As Originally Approved:

Go
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General WMS Functions

Saving, Printing, and PDFs

40



@ The system automatically saves your data when the page is
refreshed.

@ Refreshing the page includes:

+ Navigating the system by selecting €Back, Continue=>, or using the left-side
navigation bar.

¢ Selecting Logout or Home
¢ Selecting Save

¢ Activating questions that are inactive. The system is dynamic, meaning the
selection of some answers will activate more questions, changing them from
grey to black.

@ If you are logged into the system for 30 minutes or more without
refreshing the page, you will be timed-out and automatically logged
out. Automatic log out results in loss of data. Any previously saved
data will not be lost.

@ It is recommended that you manually save your work periodically to
prevent loss of data.

41



@ 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.

42
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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).

P — — T — |
Adobe Acrobat ProDC Preferences
File View Window Help &
Categories: General
Commenting & V| Automatically calculate field values
Documents . . s
¥ Automatically adjust tab order when modifying fields Barcode P
| Full Screen 4
F I | Ganeral | Show focus rectangle
Page Display ¥ Show test field overflow indicator
13D & Multimedia || Show field preview when creating or editing form fields
| Accessibility ! Automatically detect Form fields
S | Action Wizard
Adobe Online Services
M | Catalog Highlight Calor
| Color Management : . h =
D | Content Editing v Show border hover color for fields =
| Convert From PDF = Fields highlight color: )
Al Convert To PDF =
| Email Accounts Required ficlds highlight color: ||
Identity .
i Famist Auto-Complete
{[0]; Take a Snapshot N
-------- lavaScript [ .
Language IEf_! ¥ Remember numerical data (e.g., telephone number)
Check Spelling ' | Measuring (20}
| Measuring (30) Edit Entry List
Measuring (Gea)
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 turn the feature on.
Advanced Search Shift+Ctrl+F Reading
| Reviewing
Manage Tools Semr'
| Security
h Ctrl+K Security (Fnhanced) -
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@ 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|
I . . . ” . oy below and select C_reate F_'rintable V_iew.ThiS actipn will open up
select “Entire Application”. To print a specific e e
ap pend IX, SeIeCt the append IX. E;?:Eirzfptrr:r;t\‘zl;?\féflgbgﬁg:;ilo\{](?u are finished close the printable
@ Then, select Create Printable View, which e seeon o prine
will open the waiver in a new tab. 0 hopendinh
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 44 ::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.

al
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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
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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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General WMS Functions

Viewing Changes to the Waiver
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@ To access the Change Report on Page One of the application, select
Change Report.

Browse Edit Allow CMS View
Print Validate
Submit Unsubmit Withdraw
Trans History Historical View
User Access Deactivate Convert App Rev
Create Amendment Create Renewal
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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
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® 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 51



@ 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.
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@ 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
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@ 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 change dates.

Change Log for Waiver

Date Range Selector:

Start Date: (MM/ddiyy) | |

End Date: (MM/ddlyy) | |

I Get Change Log I
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® 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/ddlyy) |09/10/10 |

End Date: (MM/ddlyy) (10110111 |

| GetcChangelog |

Report Header Data:

Selected Date Range: Sep 10, 2010 - Oct 10, 2011
Waiver Number: ZZ.0670.00.00

Draft Number: £7.002.00.00

Application type: new

Application Status: UNSUBMITTED

Change Date Section/Appendix Subsection # a::ls:ction Question # Question Name Changg
: Derivation of Estimate of Best November
Jul 08, 2011 Appendix J 2 Estimates d Factor D record
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WMS Administrative Functions
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Function

Create waiver

(new, amendment,

renewal)

Browse
Edit
Deactivate
Activate
Submit
Unsubmit
Withdraw
Add users
User access

Allow CMS
View/Hide from
CMS

State Auxiliary
N/A

N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A

State Staff

X

X X X X

N/A
N/A
N/A
N/A
N/A

57

State Sys/Op
Mgr Director

X

X X X X

N/A
N/A
N/A

>

State Medicaid

X

X X X X X X X X X X




® To add new users, first select @ The State Sys/Op Manager and
Maintenance, then select Edit the State Medicaid Director are
Users, and finally select Create the only individuals who can
New User. This will transfer you add users for the state.
to the User Maintenance page. e T
On the User Maintenance page, —
add the user’s information. —

@ Create a username, add the o b
user’s email and phone number, s
select a role and the state. e

® You must select Save prior to
selecting the program access in gz
the lower half of the page. Place o0 e e sy

a check next to the program(s) to
which the user requested access.

Select Save again.
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@ In order for a State Staff user to edit a waiver they have to be
granted access to the waiver.

@ To grant them access, select User Access, which will transfer you
to the User Access page.

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
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@ To grant a state staff access to the waiver, check their name off in
the Access Column.

@ Assigning access will allow users to edit the application.

@ Caution: Do not select Add All unless you wish to add every user
listed. This feature will grant all users listed access to edit the
application.

User Access

Waiver Number:ZZ.01.R02.00
Program Title:This is a test waiver for demonstration purposes

Username First Name Last Name !Activ Access
]ves O
ves |0
ves |00
iyes ]

EI’IO

yes |[]

I Add All I Clear List I
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Frequently Asked Questions

Amendments
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@ Question: | cannot create an amendment, the button is greyed out.

@ Answer: You may have selected another amendment instead of the
original base waiver or base renewal. It is only possible to create an
amendment from the original base or a renewal (waiver number
ending in .00) not another amendment. On Page One of an
amendment, the Create Amendment button will be greyed out,
while on a base waiver or base renewal it will be active.

Waiver Detail Finder

Waiver Family Number: ZZ1022
Waiver Family Title: 8-27-12
Waiver Family Draft ID: ZZ.06
Waiver Detail:

Effective Date Waiver # Draft ID M Application title Status
ZZ.0942.02 8-2712 DRAFT
11130117 ZZ10gWR02.01 ZZ.0d6402.01 8-27-12 APPROVED
09/19/16 Z7.066.02.00 8-2712 APPROVED
09/15/15 Z7.1022.R01.01 Z7.066.01.01 8-27-12 APPROVED
0829112 Z7.1022.R01.00 Z7.066.01.00 82712 APPROVED
01/29/13 £7.1022.R00.01 Z7.066.00.01 8-27-12 APPROVED
10027112 Z7.1022.R00.00 Z7.066.00.00 8-2712 APPROVED

Show Inactive
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Waliver to

® Question: | did not create the renewal or amendment off of the
original waiver, is there any way to connect the two waivers?

@ Answer: NO. The only way to transfer data from one waiver to
another is by copying and pasting.

@ Our Suggestion: If you are unsure or have some doubts about
creating the renewal or amendment, please contact the Help Desk
for assistance. It is more effort for you to reenter the data than to
contact us.
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@ Question: How are amendments incorporated into the base waiver
or base renewal?

@ Answer: Once the amendment is approved and effective, it will be
incorporated into the base waiver or base renewal. The
incorporation of an amendment is determined by its effective date
only, not the approval date.
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First

A 4

CMS approves amendment
02. Approved 1/1

h 4

CMS approves amendment
01. Approved 1/13

Amendment 02 is
incorporated first because
it has an effective date
before amendment 01. The
amendment is
incorporated based on the
effective date and not the
approval date.
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Amendment 01 is
incorporated second
because it has a later

effective date. The
incorporation of the

amendment is not
determined by the date it
was approved




Frequent Issues
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@ If your response exceeds the character limit allowed for the text field, an error
message will appear prohibiting you from navigating to another page. You
cannot navigate until the character number is less than or equal to the character
limit.

@ An error message in red text will appear at the top of the page and above the
problem text field. Fixing the character amount will allow you to leave the page.

@ If a numeric response is incorrectly formatted, then a red error message will
appear, preventing you from navigating. Changing the numeric format will
Correct the problem Appendix I: Financial Accountability

I-2: Rates, Billing and Claims (1 of 3)

Zxors on the pave. S

a. Rate Determination Methods. In two pages or less, describe the methods that are employed to
establish provider payment rates for waiver services and the entity or entities that are responsible for
rate determination. Indicate any opportunity for public comment in the process. If different methods
are employed for various types of services, the description may group services for which the same
method is employed. State laws, regulations, and policies referenced in the description are available
upon request to CMS through the Medicaid agency or the operating agency (if applicable).

o

haracter Count:0 out of 12000

b. Flow of Billings. Describe the flow of billings for waiver services, specifying whether provider billings
flow directly from providers to the State's claims payment system or whether billings are routed
through other intermediary entities. If billings flow through other intermediary entities, specify the

entities:
Number of characters smtersd €400 is grester than allowsble mamimum of £000. —

Character Count:€400 out of &000
Flow of Billings. Describe the flow of billings for waiver services, apecifying whether
provider billings flow directly from providers to the State's claims payment 3ystem or
whether billings are routed through other intermediary entities. If billings flow through
iother intermediary entities, specify the entities:

W




@ 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 page).

@ Problems may arise, an error message may appear, when adding
users when the screen is incorrect.

@ 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.

70



") cms

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 ] '
Add site to Start menu
View downloads Ctrl+)J
2 . SeleCt Help Manage add-ons

Delete browsing history... Ctrl+Shift+Del

ibili F12 Devel Tool
CO m Datl b I I Itv InPrivate Browsing Ctrl+Shift+P eveloper fools

- ~ T Tracking Protect Go to pinned sites
urn on |l racking Frotection
VI ew Settl n q S ActiveX Filtering Compatibility View settings I

Fix connection problems...

_ _ Report website problems
Reopen last browsing session
Add site to Start menu Internet options
View downloads Cirle) About Internet Explorer
el g (Internet Explorer 11 Browser)
SmartScreen Filter 2

Manage add-ons

Compatibility View settings

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

71



") cms

Compatibility View Settings

3. The Compatibility View

Settings box will pop-up. The [y Change Compatibility View Settings
website URL should appear in =

the Add this website textbox. Add this website:

To add the website, select [ems gov

Ad d ] Websites you've added to Compatibility View:

Display intranet sites in Compatibility View

[ Juse Microsoft compatibility lists

Learn more by reading the Internet Explorer privacy statement




@ If you have questions about the section you are completing, select
Help on the top of the page.

@ Selecting Help will transfer you to the corresponding section in the

Help document.

Home Finder Save Validate Logout Print

Page One
Main
Appendix A
Appendix B
Appendix C
Appendix D
Appendix E
Appendix F
Appendix G

Appendix I: Financial Accountability

<— Back | Check | Continue —>

I-2: Rates, Billing and Claims (2 of 3)

c. Certifying Public Expenditures (select one):

) No. State or local government agencies do not certify expenditures for waiver services.

O Yes. State or local government agencies directly expend funds for part or all of the cost
of waiver services and certify their State government expenditures {CPE) in lieu of
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@ If you would like to go a specific section/appendix, select the link
and you will be transferred to the selected section/appendix.

@ If you need help with content and policy related issues, you can
download and view the instructions, Technical Guide and Review
Criteria in either a PDF format or in HTML.

Web-Based 1915(c) Waiver Application

Getting Started

Logging In
Waiver Finder Screen

Waiver Detail Finder Screen
PageOne

Change Report

Change Log

View Draft Feature

Version Conversion

Main

Appendix A

Appendix B

Appendix C

Appendix D

Appendix E

Appendix F

Appendix G

Appendix H

Appendix |

Appendix J

I . Technical Guid | Review Criteria (PDE D )
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@ If the help instructions are not useful for a particular section, access
the Instructions Technical Guide and Review Criteria.

@ To return to the beginning of the Help section, select the Top of
Page.

Appendix A

This appendix identifies the state agency that is responsible for the day-te-day waiver administration and operation, other contracted
entities that perform waiver operational functions, and, if applicable, localfregional entities that also have waiver administrative
responsibilities.

1. State Line of Authority for Waiver Operation. Select whether the waiver is operated by the Medicaid agency or by ancther state
agency. When the waiver is operated by the Medicaid agency, specify whether it is operated by the Medical Assistance Unit or another
division/unit within the Medicaid agency. When the waiver is operated by another state agency, specify the state agency and complete
ltem A-2.

2. Medicaid Agency Oversight of Operating Agency Performance. This item is only completed when the Medicaid agency does not
operate the waiver.

3. Use of Contracted Entities. In certain circumstances the Medicaid Agency or the Operating Agency can contract with entities to
perform operational activities and functions. Specify whether contracted entities perform waiver operational and administrative functions
on behalf of the Medicaid agency and/or the operating agency (if applicable).

4. Role of Local/Regional Non-State Entities. Indicate whether local or regional non-state entities perform waiver operational and
administrative functions and, if so, specify the type of entity. When such entities perform such functions, complete ltems A-5 and A-G.

5. Responsibility for Assessment of Performance of Contracted and/or Local/Regional Non-State Entities. This item is only
completed when contracted entities (as indicated in ltem A-3) andlor localfregional non-state entities (as indicated in ltem A-4) perform
waiver operational and administrative functions.

6. Assessment Methods of Frequency. This item is only completed when contracted entities and/or local/regional non-state entities
perform waiver operational and administrative functions, as indicated in ltems A-3 and/or A-4.

7. Distribution of Waiver Operational and Administrative Functions. In the table, check the entity or entities that have responsibility for
conducting each of the waiver operational and administrative functions that are listed.

75



CMS

ML 1 A THC AR & AN LT

@ 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
Seheiiulad MG nfenances 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 Factars:
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

17. 2006 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
Links & Bownloads (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
== Contact | Centers for Medicare & Medicaid Services
User Training CMS 372 I
Reports: —cars)
Download 1915c 372 Report

training materials for State
and CMS Users.
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