YouTube Video Training: SETS Provider Portal Access (3:17)
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All Provider Users must use the state of Montana’s authentication method, Okta, to access the SETS Provider Portal.
This requires a Provider User to register an email account with Okta.

Step 1: Connecting with Okta

If You Already Have an Okta Account
1. Click this link to the SETS Provider Portal.

2. You will reach the Okta (beta) page. Click the HCBS Okta (beta) button.

@ HCBS Provider Portal

Sign in with:

Q) HcBs okta (beta)

By signing in, you agree to the term
service and privacy policy.

3. You will reach the Okta log-in page, where you will log-in with your existing public (meaning a non-state of
Montana employee) Okta account:
a. Enter your existing public Okta Username and Password.

b. Click Sign-in.

‘ﬂ MONTANA.GOV

SIGN IN
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Username
all others use email address

Password

Sign in

Eorgot password?

OR

— Sign in with Employee Sign-in



https://youtu.be/CaDDMnioJN8
https://www.appsheet.com/start/d1eb525e-9074-416e-9df3-b819bec47f0e
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If You Do Not Already have an Okta Account
1. Click this link to the SETS Provider Portal.
2. You will reach the Okta (beta) page. Click the HCBS Okta (beta) button.

”i;"ﬁﬁ”‘ HCBS Provider Portal

Sign in with:

Q HcBs Okta (beta)

By signing in, you agree to the terms
service and privacy policy.

3. Sign-up for an Okta account by clicking the “Sign up” link at the bottom of the page.
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4. Complete the required fields and click the Sign-up button.


https://www.appsheet.com/start/d1eb525e-9074-416e-9df3-b819bec47f0e
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Sign up
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First name

Test Provider |

Last name

Admin 2 ‘

Email

| HCBStestprovideri@outiook.com

5. You will be prompted to Set up additional security methods via Email, Password, and Security Question. This is
necessary to protect your account. Click the Set up button under each method (one at a time) and follow the
directions/prompts.
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@ HCBStestprovideri@outiook com

Security methods help protect your account by

ensuring only you have access.

Set up required

|

Email

Verify with a link or code sent to your
email
Used for access or recovery

Setup p

Password

Choose a password for your account
Used for access

Setup

Security Question

Choose a security question and answer
that will be used for signing in

Used for recovery
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6. After setting up the additional, required security methods you may be asked to set up additional, optional
security methods (note, this is not required for use of the SETS Provider Portal).
a. Ifdesired, follow the same Set up procedure for each method that you followed for the required
methods and then click the Continue button to proceed.
b. If you wish to skip the optional security method set ups you may skip them and click the Continue
button to proceed.

Set up security methods
FORMERLY EPASS MONTANA

l@ HCBStestprovideri@outiook.com

Security methods help protect your account by

ensuring only you have access.

Set up optional

e Okta Verify

Okta Verify is an authenticator app,
installed on your phone, used to prove
your identity

Used for dccesb/
Setup

‘ On-Prem MFA
Verify by entering a code generated by
On-Prem MFA.
Used for access

P ’

Back to sign in
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Step 2: Requesting a SETS Provider Portal Role
After signing-in with your public Okta account, you will be taken to the SETS Provider Portal Welcome page.

1. Click OK to proceed.

HCBS Provider Portal

In January 2014, the Centers for Medicare and Medicaid Services (CMS)
announced a requirement for states to review and evaluate current Home and
Community-Based Services (HCBS), including residential and non-residential
settings, and to demonstrate compliance with the new Federal HCBS Setting Rules
that went into effect March 17, 2014. These federal guidelines were developed to
ensure that members receiving long-term services and supports through HCBS
programs under Medicaid waiver authorities have full access to benefits of
community living and the opportunity to receive services in the most integrated
setting appropriate. This includes opportunities to engage in community life,
control personal resources, receive services in the community, and, when
appropriate, seek employment and work in competitive and integrated settings to
the same degree as individuals who do not receive HCBS. The regulations also aim

2. After clicking OK, you will enter the SETS Provider Portal, where you should be greeted with the New User
Profile form page. If you are not greeted with the New User Profile form page, you must navigate to it by
accessing it from the Main Menu (three horizontal bars in the upper left-hand corner of the page).

-
& New User Profile

Last Name™

@m Contact Email
fromithe)

tesssimp@hotmail.com

Contact Phone*

Brofile)

Contact Fax

Choose your provider from the dropdown menu below.

Click 'Save' to submit your user information to HCBS for

Save

3. Complete the required information on the New User Profile page, including selecting your Provider and selecting
which access role you are requesting. Access role options are Provider Admin, Standard User, or Viewer. Click
Save to submit your request.
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New User Profile

Contact Fax

Choose your provider from the dropdown menu below.

Click 'Save' to submit your user information to HCBS for
authorization.

Provider*

Select your user type:

Provider Admin: If you are an administrative user responsible
for managing provider information, granting access to
standard users, and overseeing provider-related tasks.

Standard User: If you are a standard user working at a
provider and need to add a setting or complete a PSA
(Provider Self-Assessment).*

Save

4. After saving the New User Profile page, you will receive a confirmation message.

% Request Under Review

You have successfully submitted your registration information. You
will receive a notification once HCBS has approved your registration.
Upon approval, you will gain access to view or register your provider
and self assessment information.

In the meantime, click this link to view more information on the
HCBS webpage.

5. Be sure to log out from the Main Menu when finished Saving your role Request.
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0 rvout You have successfully submitted your registration information. You
will receive a notification once HCBS has approved your registration.
Upon approval, you will gain access to view or register your provider

B8 App Gallery
== and self assessment information.

In the meantime, click this link to view more information on the
HCBS webpage.

o tesssimp@hotmail.com

Log Out

Step 3: Receiving Approval or Denial
1. If you are the first Provider Admin from your Provider requesting access, HCBS staff must take action on
(approve or deny) your request. You will receive an email notification once your access is approved or denied.
2. If you are not the first Provider Admin from your Provider requesting access, then someone from your Provider
must take action on your request. You will receive an email notification once your access is approved or
denied.

Accessing SETS Provider Portal After Approval

1. Once you receive word that your access has been approved you will be able to log-in to the HCBS Provider Portal
using the same link to the SETS Provider Portal listed above. You will see more menu options from the Main
Menu once logged in:

#¥% HCBS Provider Portal

Pending Users (0)
= My Provider Self Assessments
{31 Setting Registration
E} My Providers Users
@ About

mm App Gallery
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