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Computer Instructional Guide


Electronic Medicaid Waiver System











Give it a minute - hour glass will stop turning over and over when all applications have loaded - mouse pointer appears – then you’re ready!





This opening window is called your desktop and the background may vary depending upon your preference in wallpaper or the version of Window’s operating system you are running (versions: Windows XP, Vista, or Win 7).  





Developmental Disabilities Programs 


We are very excited to release the NEW Electronic Medicaid Waiver System (EMWS)!  This guide is to help you with the technology components needed to utilize this new online system.


HARDWARE REQUIRED


Personal Computer (PC) or MAC


CD/DVD


Fax


Scanner – recommend flatbed, black and white scanner, scan resolution up to 300 dpi, ability to scan up to 8.5x11 


Printer


Recommend high-speed Internet connectivity; preferably DSL or Cable





SOFTWARE REQUIRED


Web Browser – recommend Microsoft Internet Explorer – fewer problems and interfaces smoother


Word Processing – recommend Microsoft Word NOT WordPerfect or Microsoft Works 





ACCEPTED FILE FORMATS for documents saved and ready to upload (maximum file size 10MB)


.doc or .docx (Word processing)


.pdf (portable document format)


.rtf (rich text format)


NOTE:  Scanned documents save as pdf or rtf














GETTING STARTED


1. TURN ON COMPUTER


� HYPERLINK "http://www.google.com/imgres?imgurl=http://www.ebcak.com/wp-content/uploads/2008/09/power_button.jpg&imgrefurl=http://www.ebcak.com/archives/1052&usg=___akWQzYVR7r0kOi7SHxsMeZouv0=&h=310&w=374&sz=52&hl=en&start=4&zoom=1&tbnid=PuYoDCVlWE9qwM:&tbnh=101&tbnw=122&ei=MHx7TvenE6PisQLnmpnBAw&prev=/images%3Fq%3Dstart%2Bbutton%2BPC%26hl%3Den%26gbv%3D2%26tbas%3D0%26tbm%3Disch&itbs=1" �� INCLUDEPICTURE "http://t0.gstatic.com/images?q=tbn:ANd9GcTvMkXtusR8diNvJQubxqT1xbkmqpSCqM4H5FZ_UVIQFFl0TRAlHjEfHfI" \* MERGEFORMATINET ����


2. COMPUTER BOOTS UP & LOADS APPLICATIONS


�


3.  CLICK START


4.  in the menu that opens, click INTERNET EXPLORER - this is your web browser �(recommend version 7.0 or higher)


�








HOW TO SCAN DOCUMENTS


After document is scanned, be sure to name it per the file naming convention noted below.  This may require right clicking and click rename then type in file name as per below.  User will be promoted on Task tab when it is time to upload a scanned document.








HOW TO NAME FILES UPLOADED�Please follow this file naming convention and separate with a period.�


1. WAIVER INITIALS:  ADD, CDD, ABI


2. PARTICIPANT:  LAST NAME. FIRSTNAME


3. DOC TITLE ABBREVIATED:  (see list in Guides)


4. DATE:  YYYY.MM.DD





Example:  CDD. Staunton.Jamie. Appl.2011.10.28


                        1                     2                  3             4


�


HOW TO FAX �EMWS fax #:  307-777-7636�


use the fax cover sheet form located in the document library in the emws titled – EMWS FAX COVER





form can be completed online using Microsoft Word – press tab to advance to the next field and type in the requested data or use your mouse to check a box. 


HOW TO GET HELP  �


EMWS HELP Desk #:   800-510-0280 �ask for electronic waiver HELP Desk��DD Programs provides a HELP Desk to assist �users with software issues �hrs:    mon – fri      8 am – 5 pm











5.  Set Internet explorer advanced setting


Click Tools on Internet Explorer menu


Click Internet Options


Click the Advanced tab


In the Settings window scroll down to the end and check the box Use TLS 1.0


�


         VERY IMPORTANT to set this setting otherwise may get error message page not found


6.  Type in web address to open emws homepage         �       � HYPERLINK "https://waivers.health.wyo.gov" �https://waivers.health.wyo.gov�


7.  Save emws address to desk top


Click File on Internet Explorer menu


Point to Send


Click Shortcut to Desktop�


8. open manual and follow along – guide includes screen shots and explanations on how to complete each task





RESOURCES 


ENCOURAGE USERS TO PICK UP ANY OF THE COMPUTER DUMMIES SERIES IF EXTRA HELP IS NEEDED with computers – THESE GUIDES ARE EASY TO USE, HELPFUL, AND WILL SAVE TIME!



































MINIMIZE, MAXIMIZE, & CLOSE








