sy\f HOW-TO GUIDES

* Agencies
—Request a new agency
—Agency update

e Locations
—Create a new location
—Publish a location
—Unpublish a location
—Delete a location
—Update availability

» User Management
—Create a new user
—Update user
—Reset password
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s\] HOW-TO GUIDE: AGENCY REQUEST “AHCCCS

Hello,

1. Click "Register” button
2. Enter email address

3. Verification email will be
received

4. Click “Sign in to...” link
within the email

5. Confirm email address
. Complete agency info

/. Agency is now entered into
AHCCCS approval process

We received a request to sign in to Opioid Services Locator using this email address. If you want to sign in
with your john.smithi@email.com account, click this link:

@gn in to Opioid Services Ln{:atnr)

If you did not request this link, you can safely ignore this email.

An email will be sent with a link allowing you to request
a new agency Thanks,

Your Opioid Services Locator team

CANCEL [EEESlISSS

O

If an iIssue occurs before step
6, e.g., link from verification
email has expired, then restart sl TR

the process from step 1. e mm———— 5
‘fear Established [(Optional) Phione Mumbser

New Agency Request

Wibsite (Optional)

Apartment, Suite, etc. (Optional)
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Arlzana Health Care Cost Conlainment Sysbem

s\ HOW-TO GUIDE: AGENCY UPDATE (1/2) AHCCCS

1. Click “Visit Your Account” AHCCCS

Arizona Health Care Cost Containment System

button from agency
approval emall Agency Approved

2. Confirm emall address
. Please login into your account by clicking on the button below and complete
3 r C O n fl rm n a m e a n d S et your agency'’s location-specific information. If the button below does not

work, please visit Opioid Services Locator and clicking the “Forgot

p a S SWO rd Password?” link.
4 C I i C k . S i g n I n 7 b u tto n Welcome to the Opioid Services Locator, we've approved your agency R
] request.

Enter email address & [)

paSSWO rd If you have an stions or need support, please contact us at
6 . CI i Ck (14 E d i tu b u t to n opioidservicelocator-support@azahcccs.gov .
/. Agency info can be edited,

Please confirm your email address

o

AHCCCS SIGN IN J REGISTER
I n Cl u d I n g O ptl O n to ad d | Og O Zip Code Q \;it::n"es o S;tiEETyPE(S) - [C] Accepting Clients = Show Filters
Finish Account Setup B g Indian el
SortBy 1 Name ~ = Map  Satellite :
- . [ Fre e Middle Name (Optional) ) - = D ingiow Pﬁéﬁf{,ﬁgf
If an Issue occurs, e.g., link i N
| \Valley AL A
| (o] OT?IWOO ¥
from approval email has |
s e
expired, then sign in directly or o
A \ ? . \_ ﬁ:gfﬁkon : Payson - etop-lﬂ.akeside
click "Forgot Password?”. Please Start Your Search L
No Current Results PR
9 Tonto National
Forest
Phoeni
UPDATE er ogﬁlxmgsa "8 giobe RESERVAT '
Chandler
16 rog RN ¢+

[ X —gf

: - ey
https://maps.google.com/maps?ll=34.048495,-111.094105&z=8&t=m&hl=en-US&gl=US&mapclient=apiv3 Google KeTboardhoni ol Map fara 2000 GoorelINEGIB Tarms Rl e Report i or




Arlzana Health Care Cost Conlainment System

syf HOW-TO GUIDE: AGENCY UPDATE (2/2) AHCCCS

1. Click "Visit Your Account”
button from agency
approval emalil

2. Confirm email address s

@ Locations for this agency: 0

3. Confirm name and set

Natinnal Forest

Map  Satellite

_ ra
In¢ 7 iappg Jack oL
Cottonwood ALY)

Agency DEACTIVATE (| EDIT Locations

John's Agency No locations found for the agency.

123 Main St, Phoenix, AZ 85001
Year of Establishment: N/A

(¢ Verd
esocott ﬁampﬂ . Snovgflake
- 7 o
. T . ] Forgot Password? Pine Apache-Sitgreaves  Taylor
National Forest
. Star Yalley ShDV\L Low. G
— Paycson Pinetop-Lakeside
w Youn Pa
- ,Black 5"
Canyon City.
5. Enter email address &
RESERVATIOl @
Whiter
Tonto National
p a S S WO r Forest
Phoenix I
o Miami
[} (] o 5 o SAN CARLC
6 CI k “Ed t” b tt Rt Mesa Slabe RESERVATI|
5 —
] I C I u O n Chandler
GO b gle Keyboard shortcuts Map data ©2021 Google, INEGI Terms of Use Report a map error

/. Agency info can be edited,
iIncluding option to add logo

Edit Agency JO Edit Agency
(

Agency Name Phone Number

If an iIssue occurs, e. g., link S | o e s U | [ rr——————r——r—
from approval email has
expi red y th e n S i g n i n d i re Ctl y O r . Apartment, Suite, etc. (Optional) ' Drop an Image

click "Forgot Password?”. v

. J

Created: John Smith, 06/21/2021 3:57:55 PM CANCEL Created: John Smith, 06/21/2021 3:57:55 PM CANCEL

Please select an agencv logo to be disnlaved (Optional)

Updated: N/A, 06/21/2021 3:59:11 PM Updated: N/A, 06/21/2021 3:59:11 PM
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sy HOW-TO GUIDE: NEW LOCATION

Click “Add New” button
from Agency Overview
screen

Complete location
information - all fields
required except those
noted as optional

Click “Add Service” button
to add service

Complete service
information - all fields,
including capacity, are
required except those
noted as optional

Click “Save” button - will
only be enabled when all
required fields are
complete
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Agency DEACTIVATE || EDIT | Locations

No locations found for the agency.

John's Agency
123 Main St, Phoenix, AZ 85001
Year of Establishment: N/A

Q (123) 456-7890

@ Locations for this agency: 0

N=atinnal Forest Josepn Litye HoItLrook
Ma Satellite
in¢ p 1app¥ Jack -
Cottonwoo d o
Camp Verd
esocott _ e Snowflake
o
W o
Pine Apache-Sitgreaves  Taylor
o +
National Forest
St:ajr \u/alley Shovg Low. &
] Payson Pinetop-Lakeside
w v P
Black "9

Ca nyon City

NewaRiver FORTAPACHF
RESERVATIO!N
°
Whiter
Tonto National
Forest
Phoenix +
o Miami
o o oGlobe SAN CARLC
Rer Mesa RESERVATII __
o
Chandler
GOOg|e Keyboard shortcuts Map data ©2021 Google, INEGI Terms of Use Report a map error

‘ ADD NEW '

Add Service

Please select the services of this location:

g N
[C] Naloxone Distributor

Naloxone is a medication designed to reverse the harmful effects of opioid overdose.
[C] office-Based Opioid Treatment (OBOT)

Buprenorphine practitioners; prescribes buprenorphine outside of an OTP setting.
[[] Opioid Treatment Program (OTP)

SAMHSA-certified Opioid Treatment Program (OTP)

[C] Residential

\Live-in care, lasting for one month to one year,

‘AHCCCS

Arlzena Health Care Cost Conlainment Sysiem

< Return to Agency Overview

Create Location ADD SERVICE CANCEL SAVE “

Location Details

- A

Location Name

Address

Apartment, Suite, etc. (Optional)

State
City A7 Zip Code
Phone Number
Website (Optional)
\ W,

Operating hours

= JAHCCGCS

rog

< Return to Agency Overview

Create Location ADD SERVICE CANCEL SAVE H

Services

v OBOT Service REMOVE

[ Buprenorphine Treatment Capacity J

MAT Services

Buprenorphine
Works similar to methadone and can be prescribed to take at home.
[] Naltrexone

Blocks the effects of opioids and alcohol completely.
OUD Services

[C] Adolescents

[] Pregnant Women

Gooale Chrome




sy HOW-TO GUIDE: LOCATION STATUS UPDATE AHCCCS

Arlzana Health Care Cost Conlainment System

= JAHCCCS = AHCCCS

1. Click location card from ( ,
Ag e n Cy Ove rV i eW SCree n Agency DEACTIVATE “ EDIT | ;ocations \ JoNlm'sptf‘iricm Draft 5 EDIT

John's Agency
123 Main St. Phoenix. AZ 85001 Not Accepting Clients # 7 Residential - N/A /90 Available OBOT - N/A/ 100 Available Delete Location
2 St t d t i | b | Year ofEstab/is,hment‘ N//; John's First Location Details
. dlus updates avallanie ' . . | Pubish
123 Main St, Phoenix, AZ 85001 v Hours of Operation: Contact Details
(123) 456-7890 .
- I % ACC Health Plans - Accepting 1 Plans  Medication-Assisted Treatment (MAT) - Buprenorphine, Methadone Monday 8:00 AM - 8:00 PM 123 Main St,
ro l I I rl p e O C O I Ce S @ Locations for this agency: 1 Counties Served - Serving 1 Counties  OUD Services Provided - Adolescents, Pregnant Women, Additional Tuesday 8:00 AM - 8:00 PM Phoenix, AZ 85001
(123) 456-7890 Draft Wednesday 8:00 AM - 8:00 PM Get directions
vary based on current \ ) Thursday  B00AM- 00 PM
Map Satellite s Friday 8:00 AM - 8:00 PM % (123) 456-7890
cl Happy Jack 551 |
Cottonwood , = Saturday 8:00 AM - 8:00 PM Services: Office-Based Opioid Treatment (OBOT)
S ta t u S ) sscon el Sunday 8:00 AM - 8:00 PM Residential
n o ﬁ Snovséflake
Fee Apache Sitgreaves  Tajer v Counties Served: 1 @® Agency: John's Agency

National Forest

u ]
. Star Vall g
e:r Valley Shov‘v’ Low. .m Marlcopa 1aen =
ﬁ Payson - Pinetop-Lakeside Payson
5

. rA
| ug?nc;on City v Health Plans: 1 Wl\ifkiim Satellltg |:ykon City Lt
D ft d I P ’ oW R \PACH| Arizona Complete Health-Complete Care Plan R\ S ST
raft and In Progress i
' Tont}?or;leasttional Services ' Tont;or;l:;tionz [&
| u -
o U n p u b I Is h — AV a I | a bl e Phoenix / s | + » Office-Based Opioid Treatment (OBOT) % Phoenix A
e e Mosa o oGlobe YCARLO _ Buprenorphine Practitioner in office setting (cannot be combined with OTP) P - et Mgsa + -

Chazdler ) Cha?ldler @

]
f ro b | I S e d a d I GO gle Keyboard shortcuts Map data ©2021 Google, INEGI Terms of Use Report a map error Roticespinzilients % -
&2  Riinrennrnhine Treatmant: 100 = ol

= Delete — Available from

John's First Published N | John's First Published : EDIT

all statuses, does delete

Location Details Location Details

| O Catl O n e n tl re | y v Hours of Operation: Contact Details HpaaAYEl Aty v Hours of Operation: : = Contact Detals Update Availability

Monday 8:00 AM - 8:00 PM 123 Main St, Unpublish Monday 8:00 AM - 8:00 PM dain St, Unpublish

Confirmation

Tuesday 8:00 AM - 8:00 PM Phoenix, AZ 85001 Tuesday 8:00 AM - 8:00 PM , AZ 85001
Wednesday 8:00 AM - 8:00 PM Get directions Wednesday 8:00 AM - 8:00 PM ions
Thursday 8:00 AM - 8:00 PM Thursday 8:00 AM - 8:00 PM This action will permanently delete all versions of this
Friday 8:00 AM - 8:00 PM & (123456789 Friday 8:00 AM - 8:00 PM location. Please confirm the deletion of the location. 4ab:7aq0
Saturday 8:00 AM - 8:00 PM Services: Office-Based Opioid Treatment (OBOT) Saturday 8:00 AM - 8:00 PM ices: Office-Based Opioid Treatment (OBOT)
Sunday 8:00 AM - 8:00 PM Residential Sunday 8:00 AM - 8:00 PM Residential
v Counties Served: 1 @ Agency: John's Agency v Counties Served: 1 cy: John's Agency
Maricopa P = Maricopa o
) Payson -y S ; ”t Payson S
v Health Plans: 1 Map | Satellite s - v Health Plans: 1 : dleiite ooy L
Wickepnburg i chk%nburg y
Arizona Complete Health-Complete Care Plan DowRg Arizona Complete Health-Complete Care Plan LewiRivey
: Tonto Nationi ; (60 Tonto Nationi &
Services , S Forest 4% Services O] ' Forest
+ Residential @ Phoenix £ A » Residential o) Ehoenix % fa
1 9 Live-in care, lasting for one month to one year. a8 el Mesa + o Live-in care, lasting for one month to one year. il e Mesa +
o
() Chagdler ( 5) Chandler (s
® Accepting Clients % — @ Accepting Clients 6;3 —
E 2

2 Niumher of Rade 88 /@0 Availahle 5T 82  Numher of Rade: 88 /00 Availahle




sy HOW-TO GUIDE: UPDATE AVAILABILITY ‘AHCCCS

Arlzana Health Care Cost Conlainment Sysbem

Availability values available = JRHCCCS
on Published and In Progress | ][] Locaions

. . . John's Agency
u . " ® Accepting Clients % ®  Residential - 85 / 90 Available OBOT - 90/ 100 Available . .
Iocatlons, u navallable In Draft i i gt Update Availability
Year of Establishment: N/A John's First
123 Main St, Phoenix, AZ 85001 0BOT
Q, (123)456-7890
o ACC Health Plans - Accepting 1 Plans  Medication-Assisted Treatment (MAT) - Buprenorphine, Methadone Last updated : 6/22/21, 11:22 AM
Locations for this agency: 1 Counties Served - Serving 1 Counties  OUD Services Provided - Additional, Adolescents, Pregnant Women ilahili
. 7 . Update OBOT Availability (/@)
I C p a e V a I U O n gt Published Q@
] Buprenorphine Treatment
National Forest JOSEpN LIY®: Holbrgok
. i . ' ational Fores of . /100
from location card within Il )
Cottonwood 3 @y

Residential

C Verd:
gascott TR Snowflake Last updated : 6/22/21, 11:22 AM
°

Ag e n Cy OV e rv i eW S C re e n i Pine Apache-Sitgreaves  Taylor Update Residential Availability 19

National Forest

Star Valley Show Low
u y ] ng > | e i Number of Beds
7] Payson 5 Pinetop-laakeside
oggle service’s availability :
u Canyon City
g
NewoRiver FORT APACHE
RESERVATION &
to b e u pd ate d Tonto National Whiter CANCEL ‘ UPDATE AVAILABILITY '
Forest
[ ]
3. Update value(s) and click +
o iy SAN CARLOS
" fla RN Mesa Sobe RESERVATION —

Chandler

“ U p d a te AV a i I a b i I i ty,, b u tto n Google Keyboard shortcuts  Map data ©2021 Google, INEGI  Terms of Use Report a map error

AHCCCS

Agency Admin role can also
update within the location John' st run |
detail screen: e

EDIT

v Hours of Oper OBOT
. " — Unpublish
1. Click on location card from i i ooy oy () o
. Wednesd
Agency Overview screen I

Friday

" (14 " - 7 Saturday : : reatment (OBOT)
2 . C I I C k U pd ate AV a I | a bl | Ity Sunday Eai:s:gdigg?sl/zzgn 11:22 AM
. S o s Update Residential Availability »
fro m trl p | e d Ot Maricopa

v Health Plans: 1

Number of Beds =

85 /90

Arizona Comple

Services onto Nation ' ’
o Residential o [ ‘f;ghggfiix.‘: B ‘ X
Live-in care, lasting for one month to one year. i'a“ er | - fﬁlgs'aj + . . . . . . y . . .
20 - of Rl N\ | Proprietary and Confidential. Do not distribute without SYNTASA's written permission.

2  Nimbher nf Bade: 88 /00 Availahle g’n : ﬁ




sy HOW-TO GUIDE: NEW USER

1. Select "User Management”
from top-left navigation Agency Overview

2. Click “Create” button rrovdertocster
y ) (User Management )
. Enter user information
4. Selectrole:
= Agency Admin — All
rights within assigned
agency
= Availability Reporter — First Name

Only update location
availability values within

W

New User

Email Address

“AHCCCS

Arlzana Health Care Cost Conlainment Sysbem

Middle Name (Optional) Last Name

assigned agency (" gy pam

Availability Reporter )

5. Click “Create” button —
Email is sent to new user
at this time

21

CANCEL( | &=

© SYNTASA 2021 Proprietary and Confidential. Do not distribute without SYNTASA’s written permission.



syf HOW-TO GUIDE: USER UPDATE

. Select "User Management”
from top-left navigation

. Click the triple dot next to
user to be updated

. Select Deactivate/Activate

22

AHCCCS

Arizana Healih Care Cost Conlainment Sysbem

Y
Arizona Health Care Cost Containment System

Users

Filter By

Name ¥ Email Address Role Status Created On Last Sign In
Jane Smith :  shahdy.alihassan-ys " 5
John Smith Edit 3ssan+ AAHCCCCS
Users
Filter By -~

Name ¥ Email Address Role Status Created On Last Sign In

Jane Smith : shahdy.alihassan+availreport1@gmail.com Agency Availability Reporter Inactive 06/22/2021

John Smith Edit 1ssan+newagency@gmail.com Agency Admin Active 06/21/2021 06/22/2021




syf HOW-TO GUIDE: PASSWORD RESET AHCCCS

Arlzana Health Care Cost Conlainment System

Logg ed i n : v = : | User Profile
1. Select "User Profile” from OHSAGENS) e o ;
top-right navigation I

Email Address: shahdy.alihassan+newagency@gmail.com

2. Click toggle to change SRR ...
p a S SWO rd | Change Password

3. Click “Update” button - .

Middle Name (Optional)

Confirm Password

Logged out: Welcome Reset Password
1. Select "Sign In” from top- Opioid Services Locator
nght naV|gat|On El;tsz‘rlv);igremalladdressto get an email to reset your
2. Click “"Forgot Password”?” == Show Filters ((Email Address )
3. Enter email address and | =
click “Reset” button n Forgot Password?
Leupp

23 © SYNTASA 2021 Proprietary and Confidential. Do not distribute without SYNTASA’s written permission.



