Document Upload Portal User's Manual

Upload Documents

Access will be granted upon log in.
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What is the Document Upload Portal?

The Document Upload Portal is a secure online portal for providers to submit their clients’
required documentation to the KDHE. This is the sole purpose of the Document Upload
Portal.

These documents may include birth certificates, proof of citizenship, diplomas or other
required documentation.

To use the Document Upload Portal, go to the home page and sign up to create an
account.

This is the URL:

https://docuploadportal.kees.ks.qgov/apspssp/docUpload.portal
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https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocuploadportal.kees.ks.gov%2Fapspssp%2FdocUpload.portal&data=04%7C01%7CTheresa.Steinlage%40ks.gov%7C2e8b707ec11549d62dd408d99b032a9a%7Cdcae8101c92d480cbc43c6761ccccc5a%7C0%7C0%7C637711260155632632%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=KCgAe5zgqv%2FLb5poiwk69YGSKkZxW2RasMleaqNTfiU%3D&reserved=0

Part 1 — Sign Up and Create an Account

1. Onthe Document Upload Portal homepage choose Sign Up (located in the right-

hand corner of the page).

I(al'lCale Document Upload

Portal

2. Read the Welcome page, and select the Continue button to go to the User Online

Account Credentials page.

ACCOUNT
Provider User
Welcome Details: Account
Welcome

Let's get started

Here are some things to know before you start the Sign Up and Request for Access process.

If you are creating a new user account, we will ask you for Provider Details to complete account registration.

Continue

3. Ared asterisk* indicates the required
in the Document Upload Portal.
a. Follow the instructions to create
a User Name, and Password.

b. Passwords are good for 60 days.

ACCOUNT

fields

Provider User
facene Detais

I * Red asterisk indicates required lm
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You will e automatically logged in upon successful sign up.

Password*

The password must be at least
12 characters with no
characters repeated four times
in a row and contain all of the
following: upper-case letter,
lower-case letter, number, and
a special character.

Confirm Password*

The password cannot contain
the user name.
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4. Enter Personal Information.
5. Enter Contact Information.
a. Use this format for the phone number:(999)999-9999
b. The Email is used to send a Validation Token necessary to complete the Sign

Up process.

Personal Information

First Name* Sample
Middle Name/Initial M.

Last Name™ Kansas

Suffix Select One v
Date of Birth* 02/22/2000

Contact Information
Phone Information

Type™ Phone Number (999)999-9999+

Cell v (785)273-1880

Extension Do you have additional phone numbers?
O Yes ® No

Email Information
Email Address (example@abc.com)* sample25@gmail.com

This box has been checked to add an extra layer of security to your account. We will send you
a verification code to the email provided to be entered on the following screen.

Email (example@abc.com)

This email will be used to send a verification code each time you log in.

6. Select security questions and enter the answers in the fields provided.

7. Select Save and Continue to go to the Verify User Account Credentials page.

Select Secur :stions for which you know the answer. If you forget your password, you
will be aske swer these questions to recover your password.
First Security Question™ What was the name of your first school? ~
Answer® Elementary
Second Security question™ What was your favorite place to visit as a child: v
Answer* Zoo

|Kcan|:el\| =

\_ Y, Save and Continue
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8. On the Verify User Account Credentials page. Check to see if everything is

correct. Select Save and Continue. You will be taken to the Thank you for signing

up page.

ACCOUNT

Verify User Account Credentials

The summary of the User Account Crecentials entered on the prévious screen are below. Uise the Back button
te change any information.

Make sure all the detals are accurate and complete in order for us to take bimely action on your reguest.

New Provider User Summary

User Mame EmEDickinson

Passwoed 0 EE=E==E=s

First Name Emilly Sample

Middle Mame/ Initial

Last Name Dickingon Kansas

Suffix

Date Of Birth 07/01/2000 02/22/2000
Contact Information

Type Phone Number Extension

Cell (785)308-9077 (785)273-1880

Type Email Address

Primary Theresa.Steinlage®! samplezs@gmail.com

Security Questions

First Security Question What was the name of your first school?
AnSWEr Vista La Mesa Primary School

Second Security question What was your favorite place to visit as a child?
Answer Teo

- -, .
[ Back ) Save and Continue

9. On the Thank you for signing up page, there is a Validation Token field. Enter
the Validation Token and select Continue to be taken to Email Validation

Success.
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ACCOUNT

Thank you for signing up.

To complete your account sefup, 4 Validatian Token hat been went fa bhe emad sddress usad fo create vour
Docurment Upiosd Portal socount. Ender the valdatmn (oken below and sehect Conbinue

Walsdation Token* P T BT

To resend your validation token, select the Resend bution.

=

. The Validation Token is sent to the email entered in the User Online
Account Credentials page.

. The Validation Token adds an extra layer of security to the account. There is
an unlimited number of tries to correctly enter the Validation Token; but once
a token is sent, it is only valid for ten minutes.

. You will receive this message when a Validation Token is sent:

I. A Validation Token has been sent to <user email address>.

. You will be able to Resend a Validation Token an unlimited number of times.
. If you select Resend within 10 minutes of receiving the first token, you will
receive the same token. Once 10 minutes have passed, you will receive a
new token.

ACCOUNT

Thank you for signing up.

To complete your account setup, a Validation Token has been sent to the email address used to create your
Document Upload Portal account. Enter the validation token below and sefect Continue.

Validation Token* vahigr2xhwb9dus

To resend your validation token, select the Resend button.
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10. On the Email Validation Success page, select Close to be taken to the Document

Upload Portal homepage.

ACCOUNT

Email Validation Success

Thank you for validating your emall account.
You can now upload documents using the Document Upload Portal.

' ™y
| Close ) |-

Once you are in the Document Upload Portal, if you are inactive for more than 15 minutes,

you will be logged out automatically.

A WARNING! will appear after you've been inactive for 10 minutes. At five minutes

remaining, a timer will begin counting down.

WARNING!

Your session will timeout in 04:36 minutes.

Click continue working to continue to extend
your session or cancel to continue working
without extending your session. Any unsaved
work will be lost when the session expiraes.

Continue Working Cancel
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Part 2 - Two-Step Authentication

Providers who have already set up an account with the Document Upload Portal will encounter
the Two-Step Authentication for the first time when logging into their Document Upload
Portal account after 03/18/2023. Two-Step Authentication also appears for all providers new

to Document Upload Portal after 03/18/2023.

1. Log In to the Document Upload Portal.

= | KanCare pocument upload Portal o | ey P

Upload Documents

2. Enter your User Name and Password and select Log In button.
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3. Confirm your identity by selecting the Send button to receive your verification code to the

reported email address.

Select the send busten to recerve your verification code ot the
armbil balow
® Ema

prreeesym il com

[ cancel ) | Send
L™ -~

4. A 6-digit verification code will be sent to the email address on file.

Document Upload Portal Verification Code a8 B
rkow w

z momply. ks dup@kmes ks.gov ZEAPM sEagy oy .

This verification cods was sent lo your ermall 1o access e Document Upioad Porta
‘Wour ofe G code B

757872

Please enfer i and submit E onine. This. code wil exple in 10 minuies. To profed] your
account, do not give this code bo anyone slse. This i an sulomated message. Do not

raply

= Boply r* Foreard

5. Enter the verification code from the email received in the Verification Code box and select

the Submit button.

Enter Verification Code

Wa've sent you a werification code to
FEEEEEEm ol com

verificat on Code 757872

Resend werificptean code

£ ™ _
I  Cance /I Submit
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Part 3 - Upload Documents

1. Select the Upload Documents Link to go to the Consumer Case Search page.

Upload Documents

Access Upload Documents

Uplead Documents Link

2. Enter the consumer’s 8-digit Medical Case Number.

ACCOUNT

Consumer Case Search

Prowvide both the madical case auwmber (alaht digits) and the datce oF Birth of the prirmary Apolicant. A prrmary

Applicant i Mewlys an adult and i applying for themselves, s Spouse, Dl mings chifdren or cdher
children iving in the hause,

* Red asterisk Indicabes reguined

Medical Case Mumber= H276810

Primary Applicant Cate of Birth (mmy/dd/ 001/ 2950
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a. The consumer’s Medical Case Number is located in the headers of any forms or
notices sent from the KanCare Clearinghouse.

KanCane Cleaninghouse

FO Box 3559 P
Topeka, K5 BEE01.5738 nsas

Digramend of 1kally
2 e

Hobice Date: 11202018

CASE NAME Case Hame: CASE NAME
Agdress 1 [ Case Humber: 00003000 |
Address 2 Frogmam: Liedical

City, K3 2P

3. Enter the Primary Applicant’s Date of Birth in the field provided.
a. The Primary Applicant is always an adult who is applying for themselves, their spouse,
their minor children or other children living in the house.

ACCOUNT

Consumer Case Search

Priveide both bhe medical case number [eypht digits) and the date of birth of the primary applicant. 4 primary
applicant is shways an adult and is sppiving for themselves, their spowse, their minor chifdren or cther
childran iang i the howse,

" el Sttak SRR Ppguingd
Madical Case Mumbar: 202TEE10
Primary Applicant Date of Birth [menrdd vy ) 05/01/1980

4. Choose Search to be taken to the Upload Documents for Case page.
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5. Review the criteria for documents to be uploaded. These are at the top of the Upload
Documents for Case page.

AGCOUNT

Upload Document(s) for Case: 20276810

Mg mcioohe & cover sheed wilf cocs docorsend. rour docweeenis af e e bo e secsee bocation, Mogss
i red pesswand mearest than, Max Se i 20HE File fanes accanteds

= Micraseft Cffiza Fowar Foint
e Micrasull Wordl

» Microsoft Lozl

i Q.IF. FPleaze read thiz sefore uploading any doccumeants.
®ILIML
= HFH
v PG

| sibrnsa Firs Mo il chosen

Teamedy Mo Teon:

6. Select Choose Files.
Choose the file to be uploaded and click Open. You can do this multiple times to upload

more than one file or document.

T I o = 0@
ACCOUNT ;S ]

W 30 Chpeces E2izt DR
B Oestiep 105 KDHE « WEES Phane Dectisysis

Upload Document(s) for Case: 20276810 P

Please include a cover sheet with each document. Your documents will | e Hev Tent Dot umar e

do not password prodect them, Max fifa is 25MB. File types accephed: B e E=PE Ligrrn foe UAT g
& Prchares 7D seldertiopen e

+ Microsoft Office Power Poink B videss o | 308, Hatepad HOT

# Microsoft Word
# Microsoft Excel
# PDF O P3N T}

= Wit (0

« TXT = MewShared (ViR
» HTML _— e ® 3
= BMP Fale rumewets || AN fides .71
» IFG
Opan Cancul

Chioosa Fies | Mo file chosen

Search Hew Case

a. Documents to be uploaded must be one of the file types listed in the Upload

Documents for Case page. Attempting to choose a document that isn’t one of the file
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types supported, results in the message, Error! The document type is not supported and
the document cannot be uploaded.
b. The file size should not be more than 25 MB. Chosen files are listed on the Upload

Documents for Case page. Their size is shown in the center column.

ACCOUNT
Upload Document(s) for Case: 20276810
Please include a cover sheet with each document. Your documents will be saved to a secure location. Please

do not password protect them. Max file is 25MB. File types accepted:

Choose Files | Mo file chosen

Y Birth. pptx 1.06 MB Remove
'HS Diploma.pptx 1.06 MB Remove
'Military Service.pptx(1.06 MB Remove
Citizenship.pptx 1.06 MB Remove

m Search New Case

c. Trying to upload a document larger than 25 MB results in the message File Too Large.
To avoid this, divide too-large documents into several smaller documents (less than 25
MB) that can be uploaded.

ACCOUNT

Upload Document(s) for Case: 20276810

Flease include a cover sheet with each document. Your documents will be saved to a secure location. Please
do not password protect them. Max file is 25MB. File types accepted:

[ Browse.. |

"-‘Sln.ndf?.!.tlh MB File Too Large Remove

@ Search New Case
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8. Once you've retrieved the file(s) you want, click Upload.

9. A pop-up will appear. Check to see if the Case Number is correct and click OK.

@ trn-acsspkees ks.internal/apspssp/docUpload portalfdocUploadAccessUpload Documents,docUpload
tri-acsspkees ksinternal says
o Document Upload
Case Number: 20276810

If the caze nurmber is correct, click 0K

If the case number is incorrect, click Cancel

ACCOUNT [ o |

Upload Document(s) for Case: 20276810

Please include a cover sheet with each document.Your documents will be saved to a secure location. Please
do not password protect them. Max file is 25MB. File types accepted:

Choose Files | No file chosen

! Birth. pptx 1.06 MB Remove

Search New Case

10.You will be taken to the Document Uploaded Successfully for Case page. Print or Save to
File the verification that the document(s) has been successfully uploaded.

ACCOUNT

Document(s) Uploaded Successfully for Case: 20276810

7 Birth.pptx 1.06 MB Successfully uploaded through DUP [CST Time] on 15:18 PM
Friday, August 27, 2021

Print or Save to File

11.Select Next.

ACCOUNT

Document(s) Uploaded Successfully for Case: 20276810

7 Citizenship.pptx 1.06 MB Successfully uploaded through DUP [CST Time] en 15:52 PM
Friday, August 27, 2021

| Print or Save to File

14

2/11/2025 1:01 PM



12.To begin the process of uploading documents for another client, select Search New Case.

ACCOUNT

Upload Document(s) for Case: 20276810

Please include a cover sheet with each docurnent. Your documents will be saved to a secure location. Please
do not password protect them. Max file is 25MB. File types accepted:

+ Microsofl ffice Power Point
+ MicrosoftYord

» Microsoft Excel

« FDF

e TXT

« HTML

« BMP

+ IPG

ChooseFlIes No file chosen

Search New Case

13.1f you are finished, click Log Out (located under your name in the upper right of your screen).

Document Upload
Portal

Jane Evre

Kler-.
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Part 4 - Forgot Your User Name or Password?

If you enter the incorrect User Name and/or Password more than 10 times, Your account will be
locked for 1 hour. You will receive the message:

Your account is Locked.

You can login after 1 hour.

FORGOT/RESET PASSWORD

You will need to create a new password after 60 days. If you create a password that matches any of
the previous 24 passwords you will receive the message:

Error! Password cannot be one of the previous twenty-four passwords.

1. If you forget your password, on the Log In page, select Click here if you forgot your

password.

Log In

User Name
Password

nera if you forgat your password
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2. On the Forgot/Reset Password page, enter your User Name.

3. Select Continue.

ACCOUNT

Forgot/Reset Password

Fill in the below detalls to reset your password.

" fad asterisk Indicates required

# User Name*

4. On the Verify User page, answer the Security questions.

5. Select Continue to be taken to the Reset Password page.

ACCOUNT

Verify User

Fill in the answers to the below Security questions as given during the time of sign up.
If vou do not remember your answers to your Security guestions, please contact the help desk at 877-782-
7358 for further assistance

* Red asterisk indicates required
What was the name of your first school?=

What was your favorite place to visit as a
child?*

6. On the Reset Password page, follow the password guidelines and type a new password in the
fields provided.

7. You automatically log in once your password is reset. C
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ACCOUNT

Reset Password

Please create the new password in the fields provided below.

The password must be at least 12 characters and contain all of the following:

= Upper-case letter, lower-case letter, number, and a special character.
« No characters repeated four times in a row.

* The password cannot contain the user name.

« The password cannot be one of previous 24 passwords.

You will be automatically logged in upon successful password reset.

* Red asterisk indicates required

Password*

Confirm Password*

FORGOT USER NAME

1. If you forget your User Name, on the Log In page, select Click here if you forgot your

username.

Log In

User Name
Password

Click here if you forgot your password

Click here if you forgot your username

Don't have an account?
Click here to create an username
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2. Onthe Forgot User Name page, enter your Last Name, First Name and Date of Birth in the
fields provided.

3. Choose Submit. You will be taken to the Verify User page.

ACCOUNT

Forgot User Name

If you forgat your user name, please fill in the blanks below and we will send you an email with your user
name.

* Red asterisk Indicates required
Last Name*
First Name*

Date of Birth=

(o)

4. On the Verify User page, answer the security questions.

5. Select Continue to be taken to the User Name Confirmation page.

ACCOUNT

Verify User

Fill irr the answers to the below Security questions as given during the time of sign up.

If vou do not reamember your answers ko yvour Security guestions, please contact the help desk at 87 7-782-
7358 for further assistance

* Red asterisk indicates required

What was the name of your first school 7+

What was your favorite place to visit as a
child?=

e

Your user name will be on the Forgot User name Confirmation Page. You will also see a
message suggesting you change your password if it is close to the 60-day deadline.

Choose Continue. You will be taken to the Document Upload Portal homepage where you
can Login.
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ACCOUNT

Forgot User name Confirmation Page

We suggest that you change your password soon.

Your User name is: Guardianangel2

Log In Sign Up

KanCare it ’ l

’ Portal

Upload Documents

Access will be granted upon log in.
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