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Introduction 
 
This guide outlines the steps required by Administrators (typically 
the Clinical Program Director) to manage Youth Assignments and 
user’s access when providers either join or leave the agency. 
 

 
  

  



New Providers 
 
When a new provider joins the agency, the Administrator will first 
need to create a login for that provider to use to access the site. 
Administrator Setup is the application which is used to 
create/manage logins for other staff.  
 

 
 
  

  



Click Continue to begin. 
 

 
 

Select the applicable Entity from the drop-down menu. 
 

 
 
  

  



On the next screen, complete all required fields and click Add User. 
Ensure users are, at a minimum, given access to Check Member 
Eligibility and Referral/Care Management in order to access member 
records.  
 

 
 

Please note: If this individual should have access to Authorizations, 
also select ‘View Authorizations’ for this Provider 
 
The Administrator will then be given the username and temporary 
password, which should be shared with the new provider. 

  



Specialty Assignment 
 
The next step is to designate specialties to the new provider. The 
Administrator will do this using the Specialty Assignment application. 
Only the Administrator for each agency will have access to Specialty 
Assignment. 
 

   

  



The application will list all users tied to that agency. The new 
provider will be listed without any specialties assigned. Click the 
pencil icon to add specialties.   
 

  
 
Please note: There are times when users have more than one login 
for the site.  In this case, make sure specialties are assigned to the 
correct login in order to avoid duplicate entries for that provider 
when attempting to assign the provider to a Youth Assignment. 
 
Also, only providers that are certified as a Family Support Partner or 
Youth Support Partner should have Youth and Family Training 
assigned as a specialty.  

  



Mark the checkboxes for the appropriate specialties for the provider 
and click Save. When assigning this provider to a Youth Assignment, 
their name will display in the drop-down for each specialty checked. 
 

 
 
Please note: Only select a specialty if the provider has met 
certification requirements. If you are unsure, reach out to 
WYProvider@MagellanHealth.com. 
 
  

  



Assigning Providers to Youth Assignments 
 
The final step is to assign the provider to any applicable Youth 
Assignments. 
 

 
 

 
  

  



The Administrator will search for and locate the correct member and 
will then click Youth Assignment.  

 

 
 

  



The Administrator can then add the proper designation for the new 
provider by clicking Edit Youth Assignment. 
 

 
 
  

  



All staff linked to the agency will be available from the drop-down 
menus for each designation. The Administrator will click the drop-
down for the Family Care Coordinator and select the new provider 
and then add the Assignment Start Date. When finished, click Submit. 
The new provider will then be added to that member’s assignment 
and will be able to view it using their login. 
 
The Clinical Program Director’s Assignment Start Date is the date the 
member was enrolled. The Family Care Coordinator should select 
the other providers as they are assigned to the team. 

  

  



Removing Providers 
When a provider leaves an agency, the first step will be for the 
Administrator to end that provider’s affiliation with the Youth 
Assignments for all applicable members. 
 
The Administrator will edit the assignment, enter an Assignment End 
Date and click Submit. 

 

  

  



The end date will then display and that provider will no longer be 
able to view that member’s assignment. 
 

 
 
The next step will be to disable that provider’s access to the site 
entirely. In Administrator Setup, click Edit next to the provider’s 
name. 
 

 

  



From the list of applications, only None should be selected. Click 
Save. . This will disable the provider’s access and they will no longer 
be able to access the provider site. 
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