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Accessing the Facility Services Website

To access the Facility Services Website (FSW), open your
browser, enter Internet address_http://facility.Modivcare.com/,
and then click the GO button. You may save the Modivcare
Facility Services-Login screen as a Favorite web location for a
quick search. The Login screen also provides notices of
scheduled maintenance or system updates.

Logging into the Facility Services Website
To log into the FSW:

1. In the Modivcare Facility Services-Login screen, enter your
Modivcare User Name and Password (assigned for site
access or from your system administrator or manager)

2. Then click the Login button

LogistiCare

Changing Your Password

The security feature designed to protect you, your facility, and
your members, requires you to change your password the first
time you log into the system.

1. In the Change Password screen, within the Old Password
field, enter your current login password

2. Inthe New Password and Confirm Password fields,
provide your new password

3. Then click the Submit button

Entér your cumant password and the naw passward you would ke 1o use The password
mustbe atleast & characters and must contain characters rom three of the following four
character sets: upper case letlers, lowesr case leftars, numbaers or special charactars
Special characters are any of the following cha 'Edas -I@RE 8", _

Old Password:

New Password.

Ccnﬁn Password

| Submit “ Cancel |

Submitting Your Challenge Questions

Challenge questions are a security feature used to validate
your identity when you need to reset your password. These
questions are designed for you to easily remember the answer,
but hard for someone else to guess.

1. In the main menu, select MY PROFILE and click the
Manage Challenge Questions option

HONE NEWRESIRVATION | NEW STAMOING DROER WY REQUESTS WYREPORTS MYPROFLE ADMM MELP LOGOUT
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2. In the Manage Challenge Questions screen, provide
an answer for each challenge question
3. Then click the Submit button

In case you forget your password and need it resel you will be prompted lo answer a
security question. Please specify an answer 10 at least ane of the questions below If you
answar more than one quastion, ona will ba randomly presentsd to you when you attempt
to reset your passward

What is the color of your first car? I :

What is your mothers maiden name?
¥When did you graduate High School?

Which year were you bom?

Submit ] Cancel |

Note: The system randomly selects the challenge questions
to be answered should you forget your password. You
can also change or update your security questions at
any time.

The Facility Services Home Page

The Facility Services home page provides a snapshot of the
current trip requests, including notifications and news of
scheduled updates, maintenance, and system changes.

Navigating the Site

From the Home screen, you can use the main menu at the top
of the screen to open the reservation request forms, view
existing requests, and manage your Facility Services account.
The main menu is accessible from every screen in the site.

HOME - Returns you to the main screen

NEW RESERVATION - Opens a new trip request form

NEW STANDING ORDER - Opens a new standing order
request form

MY REQUESTS - Opens the My Requests screen where you
can search for trip requests by date, status, or member

MY REPORTS - Opens the Reports screen. (This option is not
currently available.)

MY PROFILE - Provides links to change your password and
challenge questions

ADMIN - Opens the User Management screen where master
facility users can add and manage user accounts

HELP - Accesses the Facility Services Website User's Guide
and information on how to contact Modivcare for additional


http://facility.logisticare.com/
http://and/
http://and/
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support. The Help menu also include the Forms and FAQ link
to the Modivcare Facility Resource Site, which provides state-
specific forms and information

LOGOUT - Logs you out of the Facility Services Website and
returns you to the Login screen. As a security measure, you
are automatically logged out after a period of inactivity

Dashboard

The Dashboard summarizes the trip requests you can manage
by date and status. The display shows the current date
requests and up to 90 days of upcoming requests. Permission

levels set up at your facility determine which trips are viewable.

The list shows 10 days per screen. Click the screen numbers
at the bottom of the list to view additional dates.

Modivcare Facility Services Updates

Notices of scheduled maintenance and system updates are
displayed at the bottom of the Home screen, and the link to
View All News and Updates, lets you review current and
previous notices. You have the ability to search and inquiry on
the status of any reservation.

Entering New Requests
To create a trip request for a member, select NEW

M

HOME NEWRESERVETION  NEW STAMDRG ORDER WY REQUESTS UTREPORTS WYPROFLE ADMIN WELP LOGOUT

RESERVATION or NEW STANDING ORDER in the main
menu.

Selecting the Member

To enter or modify any request or reservation, select the
correct member.

1. In the Find Member screen within the Member ID field,
provide their ID number without dashes or spaces

2. In the Member Last Name field, provide member’'s name
(this field is not case sensitive)

3. Inthe Insurance Type field, select the appropriate type
from the drop down menu

4. Then click the Search button

Find Member
Member 1D —

Member Last Name

Insurance Type v

Search <:'
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Entering the Trip Details

As you enter the trip information, the system processes certain
fields to determine if additional information is needed. Before
opening the Trip Leg screen, the system validates the required
entries. Always verify you have selected the correct member
before completing any reservation request.

1. In the Status Pending screen, complete all fields (*
asterisk appears on required information)
2. Then click the Continue button

TR TN
Mamber i) kret Nama Aldda Hame  Last amo  Dato of Brta  Gonder  incurance Typa
004-02-0002 CANDACE L SHITH n23nee F Heam Cane Aumh ol

“thame Ralatonutg L) *Contact Phana lurmber
Amarida Bouuer «HONE» b

ol atnon FMad “Neabstecataon Phons Member Fax Hurnber
Aoudeaciey som

“Daste of Serdce
“Leval of Senace
w

Humber of PCAR  Numiber of Adurt Escorts Numiber of Crilkd Cecorts Mumber of Child Cor Seats
[ o~ (3 0s

“Hature af ASDXNEMT Patsnt Coneinon
“Traatmant Typa Procenuns Coos)
Pk 8 trastrrant byee v

“Can Membar $ign the dnvers log?
Oves Ono

Adcsbonal Commants

=D (o)

Note: If a required field is not entered or an error is found, the
field name appears in red. And an error message is
displayed under the Continue button

FPotierd Condton

Tiwatmeod Trpe Proces e Covie

“Can Mt 5w e dervess b

Dves One

Entering the Trip Legs

In the Trip Leg Information screen, Trip Leg A is the initial pick
up to the drop off location. You can create a round trip, add
multiple trip legs, or submit the request for a one-way trip. The
member’s address auto populates as the default pick up
location if it is in the Modivcare system. If the address is not
found or the pickup location is not the member’s residence,
use the Look Up radio button or enter address manually.
Manually entered addresses are validated in the Modivcare
system when you save the trip leg.
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In the Trip Leg Information screen, the Look Up radio
button is the default selection to open the Location Look
Up screen

Or

Click the Enter Manually radio button to access the
location fields and manually enter the pickup address
Complete all fields within the Pickup and Drop Off sections
In the Signature section, click the checkbox and fill in the
Please type your name field as your digital signature.
(Enter the signature after providing all trip legs and you
are ready to submit your trip request)

After reviewing all trip info for accuracy, click the Create
Request button

Flease complets the 0 leg INforMation Below

Mombor: EVE ADAME  Date of Trip: 122272011 Status: Pending

5 E 5 t PICK UP

@ Look Up O Enter Lianually Requested Pick Up Time

“Froan Locabon Hama 5
r O OPm

“Addross ~City Buiding Apartment

-State “Zip

“Phone Humber Exransion

Harme of Doctos “Type of Assistance

Curbto-Curh
Directsons for the drives
DROP OFF

@ Look Up O Enter Manually
Appointment Time

“To Location Hama

[

“Address “City
“State “Zip

Hame of Doctor

Direchions for the driver

1 CTreste or Update Round Trip

L
€ Crese ot
€ Fomoe To Lo

Jpaste he Mext Trip Lag

()
Note: Click the ™= Create or Update Round Trip button to

copy the info from Trip Leg A and create Trip Leg B for
the member’s round trip

Click the o Create or Update Next Trip Leg button
to copy the drop off info from Trip Leg A and open Trip
Leg B. After entering Trip Leg B, you can repeat the
process to enter additional legs (C, D, etc.)

Click the Remove Trip Leg button to cancel or
remove a trip leg

Note: If address cannot be validated, the This address could

not be verified prompt appears. Click the validated
address or Use the Unverified Address radio button to
maintain your entered address

his address could not be verified.
Please select an option below.

(O 407 3rd St, Broken Bow, AK 77728-4123

Lse the Unverified Address
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Or

If you are requesting a one way trip and do not need
another trip leg, click the Submit Request button

When the Are you sure you want to request
transportation one-way?....prompt appears, click the OK
button to confirm this is a one-way trip

_‘?‘/ Ane youure you wank bo request transportation ane-way? IF not, please cancel thes notis and create 2 secoed tro keg.

:> o [ ol |

Adding Additional Trip Legs

Additional trip legs follow the same format used when entering
Trip Leg A with a few exceptions. The new trip leg uses the
Drop Off location from the previous leg as the Pick Up location

1.

In the Trip Leg B screen within the Pick Up section, click
the Will Call checkbox if member is contacting
LogistiCare when ready to be picked up from this leg of
the trip Or

Enter Requested Pick Up Time when member should be
picked up from this location

Click the Next Day checkbox if the pickup time will be the
next day. (Ex: appt is at 9:00 pm, but member needs to
be picked up at 2:00 am the next day)

In Drop Off section enter the Appointment Time for this
trip or click the Will Call checkbox if member is contacting
LogistiCare with a return time for this leg of the trip

When all info has been provided for the trip legs,
complete the Signature section, and then click the Create
Request button

Trp Leag B

PICK UP
ok Up © Enter Manually vl Canl <:
aton Hame Requested Pick Up Time
SITY REGICNAL HOSPITAL - S aa O Pl
“City e Crext Day
=arkawn Dr Jriawest Gty
Building Apartment
g
[r3170
*Phone Humber Extension
Hame of Doctor 2035559686
Directions for the driver
DROP OFF
@ Look Up © Enter Manually <:
S — Appointment Time
P yama O em
“Address ~City [ riest Day
Building Apartmant
* State “Zip
[ - [ “Phone Humber Extension
Hame of Doctor
Directions for the driver
' g ancy transportation for fhe member named above only for those days
£ayabIe UeAMAnt 31 43CN TaCiily NAMAS ADOVE. | AMAT that the
A

Note: Click the oNext Trip Leg button to copy the Drop Off

info from the current leg and open the next leg of the trip

Click the Remove Trip Leg button to remove or
cancel current trip leg without changing other trip legs
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Trip Request Confirmation

When you have completed your entries and saved your
request, a Confirmation screen provides a summary of the trip
and displays the trip request number at the top of the screen.

To see additional trip details or to make any changes to the
request, click the View all details link at end of the Modivcare
Facility Services - Confirmation screen to open the Trip Detail
screen

DORTCTR Fainy Banvros  Canfrmion 17 I 25 AR A

¥OLT TEQUES T TANSEOraten B35 oo Suomce. Fieass 3l0Le 10 S SIS ars b LagiiCan 1 DAOCESS 1068 TS ONoE jowr sinas

e g2 ms5ed Mie 9lBS 41 i 1 Mggied il CoMbe v e nnle 0 3 Clluisted P u e Flease e Wi wel 9l 0% 1
s

Your equest Tuwber: 73

Mrbar, & 0LF WM

ek of Senvce: & 1828
Ll S

ins leg:
Pk Ut Tnielerir
Apporrman Time: 1308,
Orom DFf MEDSCAL CElER

Tng Lag:®
s oy ML CENIES <:|
Anpoimrmuden Tima: 281 S
D OFF Weo i

il Gty

Note: Although you have entered the trip request, it must still
be reviewed by Modivcare for approval. You must later
search for and review your trip request to verify if it has
been coded: Approved, Denied or Rejected (inaccurate or
missing information.) If your request has been approved
you can retrieve the trip number.

Using the Location Look Up

The Location Look Up allows you to quickly look up the
addresses of healthcare facilities and other locations. This
feature is helpful when the pickup or drop off location is not
the same as the default address.

Within any Trip Leg screen, you may click the g Look Up
icon to open the Search by Type, Name, and Address screen.

Search by Location Type

Within the Search by Type, Name, and Address screen, the
Search by Type tab provides two options in the drop down
menu: Facility and Residence.

The Facility option displays the facilities you are
associated with. These associations are part of your
user setup and managed by the FSW Administrator.
The Residence option searches the Modivcare
system for the rider’s residential address.

1. In the Search by Type tab, within the
Location Type field, select Facility or Residence from
the drop down menu, then click the Search button

2. Inthe Search section scroll through the results list

3. Select the radio button of the appropriate location
name, and then click the OK button to populate the
location address in the Trip Leg screen
Or

4. Without selecting a location, click the Cancel button to
return to the Trip Leg screen and manually enter the Pick
Up or Drop Off info

Version 1, Jan 2012
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Search by Type | Mame | Address

Location Type: Facilit v C:

4

0K || Cancel

Search by Location Name

In the Search by Type, Name, and Address screen, the Name
tab provides the search by Location Name field. Within this
field, you may search for locations by entering all or part of a
facility name. The results are based on the member’s
insurance type and show the facilities associated with that
agency matching your search criteria.

1. In the Name tab, within the Location Name field, enter all
or part of the facility name and then click the Search
button. Results matching your entry are listed
alphabetically

2. Select the radio button of the appropriate location
name, and then click the OK button to populate the
location name and address in the Trip Leg screen
Or

3. Without selecting a location, click the Cancel button to
return to the Trip Leg screen and manually enter the Pick
Up or Drop Off info

Search by Type  MName <3-,;

Location Name: meadi

Search by Address

In the Search by Type, Name, and Address screen, the
Address tab helps you identify the facilities located at a specific
address. You must know the complete address to use this
function.

1. In the Address tab, provide the appropriate info within the
Zip Code, Address, City, and State fields. You must
enter an exact match, including the correct street
designation (ex: Dr., St., or Ave.)

2. Then click the Search button to see all facilities located at
that address

3. Select the radio button for the appropriate location name,
and then click the OK button to populate the location
name and address to the Trip Leg screen
Or
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4. Without selecting a location, click the Cancel button to
return to the Trip Leg screen and manually enter the Pick
Up or Drop Offinfo

Search by Type | Name | Acdress
+zip Cade
*Address *City *Slale
8200 National Ave Midwast City DK =

& CITY RECIONAL HOESTAL
T E200 Malional Ave
Midwest Céy, OK 73110

CENTER FOR THERATY
6200 hiatonel Ave
Midwest City, CK 73110

[ok ) [Ganeat )

Entering a Standing Order

A standing order is used to schedule a member’'s multiple trips
in advance, to the same location and is good for up to three
months. After three months, they must be recertified by
Modivcare to ensure the trip continues to be necessary. (Ex:
dialysis treatments, adult day care, or physical therapy may
require a standing order.)

At the top of any screen, within the main menu, select NEW
STANDING ORDER to open a new standing order request

form.

WOME  NEWRESERVATION  MEWY STANDING ORDER  NYREQUESTS WYREPORTS MYPROMLE ADGRN HELP LOGOWT

«

The information required for a Standing Order request
includes many of the member and trip fields required for a
new trip request. However, within the Standing Order section
of the request form, info for a Standing Order includes: the
Start Date of Service, End Date of Service, Maximum
Number of Trips and Days of Week fields.

Hotification E-Maik “Notification Phone Number Fax Number
o |
*Stan Date of Sendco End Dato of Service Mamum Number of Trigs

“Days of Woek

Sunca |uonday [ Tuesda Wednesds Trarsda Frda Saturda

“Level of Sendce
T I e o (Y L r o0 J A

*Start Date of Service This is a required field and is the first
date the preschedule will become a reservation. This date
must fall on one of the days of the week for this trip. It must
also be at least 5 business days after the current date to
allow for Modivcare processing. (Use MMDDYYYY format or
click field to open calendar and select the date.)

End Date of Service If the standing order has an end date,

enter the last date for a trip reservation. If the standing order
is indefinite, leave this field blank.

Version 1, Jan 2012
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i .
Maximum Number of Trips Enter the number of authorized
trips for this standing order. If the standing order is
indefinite, leave this field blank

*Days of Week In this required field, select the days of the
week the trip will be made

Standing Order Request Confirmation

When you have completed your entries and saved your
request, the Modivcare Facility Services - Confirmation screen
provides a summary of the standing order and displays the
request number.

To see additional trip details or to make any changes to the
request, click the View all details link at end of the Modivcare
Facility Services - Confirmation screen to open the Trip Detail
screen

sgsitare Pacilty fericon Coodimaton Lo bt s Asvaneie Tamsios

wtabir s beor savwted Poatn alon up s T Waenms 205 W g e Lo le raoess 1o maanl Ve sl s
8w FARE A0on T Wi 3O A 3 3 SRS B uptee PHALE SN weh L et

ol w1 LT (0
Sty Ot B Dl of St 2 70010

Fustilry (et = sy

Sty e ¥oveh Dy V0w (e 2 Tady
Love of Servce b dor

dpLeg

Poa b Crgcymant

Agporemon T 0300 W

Do O 7Y FERINSL HOSPT L

Tp e
P U 1T KWL Ha L
Agpoirtmenr T 11 Zal

Drop O kaplar e @
Coa ad dree

Finding and Viewing Trip Requests
You can look up trip requests that you and others at your
facility have entered for your members. The FSW user
management system is set up so you can also view and edit
requests created by:

Your FSW user manager

Other users under your manager

Users that you manage

Your search results, list trip requests according to the
date, status, and member search criteria you enter. From the
list, you can open individual requests to make changes,
corrections or withdraw the request.

1. Atthe top of the screen, in the main menu, select MY
REQUESTS to open the Search for Trip Requests screen

WOME NEW RESERVATION  WEWY STANDING ORDER MYREQUESTS MYREPORTS WYPROFLE ADMIN HELP LOGOUT

Enter date in the Start Date field. Default is today’s date.
Enter date in the End Date field. Default is 30 days from
today’s date. (30 days is the maximum number of days
you can use in your search criteria.)

4. Select the Status from the drop down menu. (Ex:
Pending, Rejected, Approved, Denied, Withdrawn, or
Cancelled requests.) Any, is the default status.

5. Member is an optional field. To limit search to trip request

wn

for a specific member, click the Look Up icon to
open the Find Member Search screen. Provide member
info for search

6. Then click the Search for Trip Requests button
Or
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7. Click the Remove button to remove the member

name from your SearCh Criteria WOUE NEWRESERVATION NEWH STAMDNG ORDER MY REQUESTS WYREPORTS WYIFSIORLE ADMN NELP LOGOUT
)
hcavespuci s i el i 2. Clickthe & View icon to view the request
I Start Dk * b Dot * Shatux Uermber:
Fieass oy jow search oiwia * Recaind famatar
Taad by Tp Raquasts Stort late: * e ke * S Hember
o bl rprre ere i [ *0
L en wirer v infoumaion abid e brg requast tale at anly infarmatian fai 1o firs leg of e reguestis dispiaec

Saarfor Tnp Raguasts |

DeteoiSerdce Sl SaamOeer Saueclaily | Dembird  Memderiigme | MemberD0B Apooimént Tew Piap

MO0 (APPROVED. O AMMDADOLVER |BZADOIY LOLAADDSDN | 440 HolM RESC ik 08 4~ 10 e e inbywabn abaud i regused okl Tt nriskon b 1 1 o/ e s s Giglayee
J| YHRIM | FENDMG VES AUMNCABIUMER 007004040 CARLYUBRE | THMEM A e
HUAH (PPROED| N0 WeREYEERIAO JMOMONK  DMIRDER | 07709 | 34SMI RESC MEdions SME OnoOien MOSCRN  USNME  Lenodie  Merbe D03 igpormert Imé Pike
L 3 26N WPPRDVED 2 AMAIDABOUMER |DIZD00037  LOL ADDISON | 44600 1000 Al RESC
MM FENDING 1es AMYDABOUVER DOTDI0040  CARLY ERS Inxim 0N RESC
Note: Clicking an underlined column header sorts the column PHAN PRDED M) MAVEVEERNRD|WMUOM DNIRDER | T3 | MR RESC
| 4 2
Click the : View icon, at left of columns to view
request details or edit pending or rejected requests 3. Click the Edit button to modify the request
4. The first screen displays the rider‘s information fields. You
Note: The Status Approved screen, displays a can edit any fields except the Member and Date of

Service fields
5. Click the Withdraw button if you need to change Member
or Date of Service fields to withdraw your request and

Reference Number at top of screen.
A Pick Up time appears on approved trip legs.

Each trip leg shows its status: pending, approved, then create a new request with the correct information
denied, or rejected.

= [t [ nmoas ]
Status: Relected  Request fumber: 149

Refecied Status Mol - Nesd mecical necessit fom and baatment plan pror b aporoval A Bowidar 1202201

Uember D  FirstMame [iddz Name lastName DateclBith Gender Inswance Type
W420002  CANDACE DA e F Health Care aubhord

| —————" v ————r——_|

6. Click the Continue button to open the trip legs and make
the necessary changes

7. Complete the Signature section and then click the Save
Changes button

Note: Your changes are not saved until you open the Trip Leg
Edit screen, make your changes, and then click the
Save Changes button
The Pick Up and Drop Off location fields cannot be

edited until you click the “ Look Up icon or select
Enter Manually to update the fields
Manually entered changes are validated by the
LogistiCare system when you click the Save Changes
button

If you change the Drop Off location for a trip leg, you
must also change the Pick Up location for the next leg

Modifying Trip and Standing Order Requests
You can edit a trip request or standing order if the request is in

Pending or Rejected status. Modifying Rejected Requests

However, you cannot edit a request that is within 2 business Any requests with inaccurate or missing information (needed to
days of the Date of Service. If the trip date is within 2 business approve the request) will be rejected by the LogistiCare Facility
days of the current date or within the minimum Advance Notice Specialist.

requirements of the contract, contact your LogistiCare Facility

Representative. At the top of the Request screen, in the Important Notes

section, you will find the notes from the LogistiCare Facility

1. At the top of the screen, in the main menu, select MY Specialist, explaining why the request was rejected.

REQUESTS to open the Search for Trip Requests screen.
(You can also find the pending or rejected reservation
through the Dashboard by opening the list of trip requests
for a specific date.)

Version 1, Jan 2012
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After reviewing the notes, you can edit and resubmit the
request or withdraw the request. If you resubmit the request,
the status changes to Pending approval by LogistiCare.

= ][ hm]

l Status: Rejectad Request Number, 147

Fleecied Stabus Note - Need medical necessit fom and beatment plan prior b0 approval 2 Bowder 12022011
WemberD  Frstllame  MiddeName Lasthame DateofBith Gender Insurance Type
004020002  CANDAC DAV neews F Health Care Authori

| —————— v ————————_|

Withdrawing a Trip or Standing Order Request

You can withdraw a trip request or standing order if the request
is in Pending or Rejected status. A withdrawn request can be
viewed, but it cannot be reinstated or modified.

To withdraw a pending request:

1. At the top of the screen, in the main menu, select MY
REQUESTS to find the pending or rejected request you
wish to withdraw. You may also use the Dashboard list.

|

HOME NEWRESERVATION  NEW STANDNG ORDER WYREQUESIS WYREPORTS WYPROFLE ADMM HELP LOGOUT

)
3. Clickthe « View icon to view the request
Feaze soecd; et search e * Seured Inftematan
" Start Do * bl Dt * St Ueniber
- T b A | Ay v J0
:_':.‘."”‘.‘.'- 1o Recwosts
b nen mote infoematzn ke e o request Neade ol ovd inkaration by Me sl of e reest = fgiage

‘U’mz.m M SedeoOrieq  Rpooishedly  lemberd  Limierime | linbw DOB AsportneetTine Pokp

WA EPRDNE m MIADAENMER TZ000G7  LOLAADDEON | 4S80 100 Al RES{
AN FODNG e D EONER D CAALY UERS i Jlor RESL
WA APPROVED w HAREY SERISRD 0TT0008 Dl RYDER 311699 s RESL

2. Click the Withdraw button

€at | [ noen | &3

Statug: Rejectsd  Request Number: 142

Important Notes

Fejected Stalis Nole - aed medical necassily fom and beziment plan prior 1o approval 2 Beuder 10022011
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3. When the Are you sure you want to withdraw... prompt
appears, click the OK button. The system then displays a
message confirming that the request has been withdrawn.

Cancelling a Trip Reservation or Standing Order
Contact your Facility Representative to cancel an approved
reservation or standing order.

Managing Denied Requests
Occasionally, LogistiCare must deny services to a member. In

some cases, a denial is based on the services LogistiCare has
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been contracted to provide. Contact your Facility
Representative if you have questions regarding a denied
request.

Managing Your Profile

You can change your Facility Services Website password as
often as needed. Never share your login information with
anyone. If you think someone has your login information,
change your password immediately.

Because you are required to periodically change your
password, you will receive a password expiration warning
before your password expires. If you do not change your
password during the warning period, you will automatically be
redirected to the Change Password screen when you attempt
to log into the system.

1. Inthe Change Password screen within the Old Password
field, provide your current login password

2. Inthe New Password and Confirm Password fields,
provide your new password

3. Then click the Submit button

Enter your current password and the new password you would like to use. The password
must be at least 8 charaders and must contain characters from three of the following four
charactar sets upper case |etters lower case lelters, numbars or special characters.
Special characters are any of the following characters: ~1@85°8"7,.._

Old Password. c:

MNew Password:

Confirm Password

If your new password is accepted, the Password was
changed successfully prompt is displayed

Note: You cannot reuse your current password or your
previous 5 passwords
Your password must be at least 8 characters long and
contain 3 of the following 4 groups:

Uppercase letters A-Z

Lowercase letters a-z

Numbers 0-9

Special characters ~! @ #$* & * ?,

Resetting Your Forgotten Password

If you forget your password, LogistiCare can send an email
with a link to reset it. The link is sent to the email address listed
in your user profile.

1. On the Login screen, click Forgot Your Password?
2. In the User Name field provide your info

LogistiCare
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3. Inthe Characters field, enter the characters shown in the
picture. The characters are all non-case sensitive letters
(no zeros, ones or other numbers.) The image is used to
distinguish a real person trying to validate the account
from a computer attempting to defraud the system.

4. Then click the Continue button.
5. Inthe challenge question field(s) enter the
appropriate answer(s)
6. Then click the Submit button
7. When the Email message has been sent prompt appears,

click the Back to Login button

8. Go to your email, select the LogistiCare email and click
the link provided in the email.

9. In the Reset Password screen within the New
Password and Confirm Password fields, provide your
new password

10. Then click the Submit button

Note: The emailed link is valid for 5 days before it expires.

Administrative Tasks

Administrative tasks, such as adding new users and
managing user accounts, are available to users who are set
up as User Administrators or Peer Managers.

Users without administrative permissions do not have the
ADMIN option on the main menu and cannot open the User
Management screen.

HOME  NEWRESERVATION  NEW STANDMG ORDER WY REQUESTS WYREPORTS MYPROFLE ADMM MELP L0GOUT

The FSW uses a hierarchy or “tree” to manage user accounts
and administrative access. The user tree is much like the files
and folders directory tree used to manage your computer files.

1. Click the plus sign next to the user name to open and
display the users under that User Administrator or Peer
Manager.

2. Click the minus sign to close the tree.

3 &P Peer Manager Day Shift ™= User Administrator or Peer Manager

l::} 3 5502 Peer Manager Group A M= peer Manager
u User Al G—p— <o
(4 User A2
3 4P Peer Manager GroupB mmmmmmmpeer Manager

(4 User B1 P———
(& User B2

Note: The icons identify user types and their status.
User Administrator or Peer Manager

User is active in the system

User is not active in the system
User is locked out of the system

There are three types of FSW users:
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User Administrators: have access to the entire user tree, and
can add new users, manage user accounts, reset passwords,
and move any users.

Peer Managers: (or supervisors) can add and manage users
who report directly to them, but have limited rights to manage
user accounts assigned to other managers (or supervisors.)
Peer Managers can access two trees:
*  their own tree with the users under their supervision
* aseparate tree with other Peer Managers and the
users in their trees

Users: do not have any administrative rights and do not have
access to the User Management screen

Adding New Users

User Administrators can add new users to any group. Peer
Managers can add users only to their own tree. A user without
administrative rights cannot have another user added to them.

1. In the main menu, select ADMIN and click User
Management from the drop down menu

WOUE NEWRESERVATION NCW STANDNG ORDER WY REQUESTS WYREPORTS WYPROFLE ADEN WELP LOGOWT

2. Inthe Users Under Your Management section, you are the
default user. Therefore, you do not need to select a user
to add users to your tree. However, if you are a User
Administrator and wish to add a user under a Peer
Manager, select that user

3. Click the Create New User button

4. Inthe User Management Panel, all fields are required.
Within the Name field, enter the name of the user

5. In the User Name field, enter the login name for the user

6. In the Password and Confirm Password fields, enter the
temporary password for the user

7. In the Email Address field, enter the email address to
be used if the user must reset their password

8. In the Available Facilities section, select at least one
facility from the list.

9. Click the L2222

right arrow button to move the selected
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facilities to the Facilities Currently Selected section. (To
select and move all available facilities, click the Move All

Facilities checkbox and then click the right arrow
button.) Your selected facilities, determines what is
displayed in the Search by Location Type: Facility
option for a pick up or drop off location

10. Click the appropriate Administrative function radio
button to grant User Administrator or Peer Manager rights
to this user. By default, new users are not granted
administrative rights

11. Then click the Save User button
Or

12. Click the Cancel button to exit without adding a new user

Note: The left arrow button moves selected facilities
from the Facilities Currently Selected section, to the
Available Facilities section.

Managing User Accounts

User Administrators can access any user account in their
system. Peer Managers have full rights over the users in their
tree, and limited rights to manage the accounts of users under
other peer managers.

To modify or update a user account:

1. In the main menu, select ADMIN and click User
Management from the drop down menu

HOME  NEWRESERVATION - NCW STANDBNG DRDER WY REQUESTS WYRERORTS WYPROFLE ADMEN WP LOGOUT

2. Inthe Users Under Your Management section, select the

user

3. Inthe User Management Panel edit or update the user
account

4. Then click the Modify User button.
Or

5. Click the Cancel button to close the screen without
making any changes

User Banagement Parmed
slect 3 user from he tres 10 Modmy e user, You cannol moas,

mediication fghts on your peer

acaiabie Faclimes Facilities Currently Selecled

»>>> | IMIDWEST CITY REGIONAL HUA
<
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ﬂ 1 Lbove 4 F acilities

0 senin ok
Juncson Mo admin rights
Grant admin nights

O Grant admin wih peer manager nghts
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Note: Name is the user’s real name, not their login user name.
Active checkbox is checked if the user’s status is active.
Uncheck the checkbox to inactive the user and disable
their login.

Locked Out checkbox is checked if the user is locked
out of the system because of failed login attempts.
Unchecking the checkbox unlocks the user’s account.
Update password? click the Yes radio button to enter a
new password for the user. The new password must
meet the minimum password requirements.

Email Address updates the user’s email address
Available Facilities / Facilities Currently Selected
modifies the user’s selected facilities

Administrative function radio buttons set or change
the user’s administrative function. This option is only
available to a User Administrator or the user’s Peer
Manager.

Managing User Groups

Depending on your administrative rights, you can move users
between groups. The User Administrator can move users
between any trees. Peer Managers can move users only within
their own tree.

You may want to move a user or a group of users if a
supervisor or manager is on vacation or leaves the company.
You can “drag and drop” the user tree to an active supervisor
or manager.

To move a user or group of users:

1. In the main menu, select ADMIN and click User
Management from the drop down menu

HOME NEWRESERVATION  NEW STAMDNG OROER WY REQUESTS MYREPORTS WYPROFLE ADMI WLP LOGOWT

2. Inthe Users Under Your Management section, press and
hold the mouse button to select and “grab” the user. If you
select a user who has users under them, you will move the

entire tree

3. Drag the user to another a User Administrator or Peer
Manager

4. Then release the mouse button to drop the user in the new
location.

3 '-\‘S {2 Peer Manager Day Shif WspumsJsgr Administrator or Peer Manager

3 G5 Peer Manager Group A Me==poer Manages

|:> 2 User Al

e pe—) |0
& User A2
C= = 45 Peer Manager GroupB emmmepeer Manager
\é User BT “—"‘—'Usar
(& User B2

Things to Consider

1. Determine if your internet connection supports Microsoft
Internet Explorer or Mozilla Firefox
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Since the User Administrator will manage the user
accounts, consider a manager or supervisor with computer
skills
Consider a Peer Manager as a back up user, to add
and manage users, but have limited rights to manage
other mangers.
Determine your additional users
Determine what authorities your users will have. Who will
be able to:
Correct or update user names, email addresses
Change user’s status
Reset passwords

11
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Modify list of facilities assigned to a user

Change administrative permissions

Move users to another group

6. Determine the type of trip requests users
will access on the dashboard
Contact your local facility representative to sign up the
User Administrator
Review the Facility Services Website user's manual
Keep the Quick Guide at hand for “at a glance” reference
information
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