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1 Registering as an MCO Clerk 

Staff working on behalf of an MCO may register for the KMAP MCO Portal. After completing the registration 
process, the MCO clerk should follow up with the organization’s KMAP MCO Portal administrator to be added as a 
Delegate user for the MCO. If you have technical difficulties, contact the web admin team at Kansas-
WEBADMIN@gainwelltechnologies.com with the username and a brief description of the reason for contacting the 
web admin. 
 
Key Items for the MCO Clerk to Complete:  
 Register as an MCO Clerk if worked is performed on behalf of the provider organization in the MCO Portal  
 Retrieve the Relationship Code as described in Section 2 (Last Name and Relationship Code are needed to 
assign staff as MCO Clerk/Delegate)  
 Communicate to MCO (Administrator) through their preferred method of communication (email, phone, fax, 
text, messenger app, etc.) your Relationship Code and Last Name  
 
Complete these steps to register for the KMAP MCO Portal: https://portal.kmap-state-ks.us/PublicPage  
 
From the KMAP Home page, click Login. 
 

 

From the Login page, click Register under Provider/Drug Labeler. 
 

mailto:Kansas-WEBADMIN@gainwelltechnologies.com
mailto:Kansas-WEBADMIN@gainwelltechnologies.com
https://portal.kmap-state-ks.us/PublicPage
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Choose MCO Clerk from the list. 
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The system returns the MCO Clerk Registration page. 
 
Complete the MCO Clerk Registration page. 
 
NOTE: The first time you logon to the KMAP MCO Portal you will be prompted to change your password. 
 
Check the “I’m not a robot” Captcha box. 
 
Click SUBMIT. 
 

 

The system displays a message indicating your registration was successful. 
 

 

You will receive a Welcome email with a link to the KMAP MCO Portal logon page. 
 
Logon to the KMAP MCO Portal as described in Section 2 to retrieve your Relationship Code needed for Delegate 
assignment. 
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2 Logging on to the KMAP MCO Portal 

Upon receiving your User ID and Password from kmmsidentitymanagement@gainwelltechnologies.com, complete 
these steps to login to the KMAP MCO Portal: https://portal.kmap-state-ks.us/SecurePage  
 
From the KMAP landing page, enter your User Name. 
 
Click Continue. 
 

 

The system returns the Password page. 
 
Enter your Password. 
 
Click enter. 
 

mailto:kmmsidentitymanagement@gainwelltechnologies.com
https://portal.kmap-state-ks.us/SecurePage
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The first time you login, you will be prompted to reset your password. 
 
Enter the password you created during registration as the Old Password and Click Enter. 
 
Enter a New Password and Click Enter. 
 
Enter the password again to Confirm New Password and Click Enter. 
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The system returns the Security Profile page, this is displayed the first time you login. 
 
Read each section for details regarding your security profile. 
 
Click Continue. 
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The system provides a personal security image and phrase. 
 
To change the image and phrase, click Get a new image and phrase, until you find one you want to use. 
 
Click Continue. 
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The system asks you to setup your Security Questions. 
 
Select three security questions. For each question selected, type the answer into the secure text pad and click 
Enter. 
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Once you have entered the third security question, the system takes you to a One-Time Password (OTP) 
Registration page. 
 
Enter your Email Address. 
 
Click Continue. 
 

 

You are now logged on to the KMAP MCO Portal as a Clerk.  
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To be added as a Delegate for an MCO, your Last Name, as entered during registration, and Relationship Code 
must be provided to the MCO Portal administrator. 
 
To retrieve your Relationship Code, select My Account  Portal Profile Maintenance 
 

 

Your Last Name and Relationship Code are displayed on the My Account Profile page. 
 
Provide this information to the MCO Portal administrator for each MCO for whom you will be performing work. 
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Click Logout to log out of the KMAP MCO Portal. 
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3 MCO Portal Administrator – Add/Manage Delegates 

3.1 Adding Registered Delegate 
 
The KMAP MCO Portal administrator may provide access to their clerks, referred to as delegates, to perform work 
on their behalf in the KMAP MCO Portal. To add a delegate, the delegate user’s last name and relationship code is 
needed. Section 1 and 2 describe the process for a clerk to register as a delegate and retrieve their relationship 
code.  
 
Login to the MCO Portal (refer to Section 2) with MCO administrator access granted by KMMS security team. 
 
Click My Account. 
 
Select Manage Delegates. 
 

           

The Delegates panel will display the list of delegates who have been granted access to work on your behalf. To add 
a new delegate, click Add Registered Delegate. 
 

 

Enter Last Name and Relationship Code. 
 
Click Continue. 
 



KMAP MCO Portal Registration Instructions 
 

15 
 

 

The Add Registered Delegate panel will be displayed. 
 
Note: By default, the status of the delegate is active, unchecking the Active checkbox will inactivate the delegate.  
 
Checking the Delegate Administrator check box will give the delegate full access including the ability to Manage 
Delegates on your behalf. 
 
To grant specific security functions to the delegate, select from the Available Functions list, then click the right-
facing arrow. This will move the functions to the Selected Functions list. You may also click the double right-
facing arrow to move all functions to the Selected Function list. This will give the delegate access to all functions 
within the KMAP MCO Portal, except for Managing Delegates. To remove functions from the Selected Function 
list, select the function, then click the left-facing arrow. To remove all functions from the Selected Functions list, 
click the double left-facing arrow. You can select multiple functions by using the CTRL key and clicking each 
function, the clicking the right or left-facing arrow to add or remove the selected functions. 
 
Click Submit. 
 

 

A confirmation message will be displayed.    
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3.2 Managing Delegates 
 
You may also update Delegate access after it has been assigned. The process is basically the same as when 
adding a new Delegate. 
 
Click My Account. 
 
Select Manage Delegates. 
 

          

The system displays the Delegates page. 
 

 

Double-click a delegate row to view the details. 
 
To make a Delegate inactive, uncheck the Active checkbox. 
 
To remove or add Delegate Administrator access, either check or uncheck the Delegate Administrator checkbox. 
 
To add security functions to the delegate’s access, select from the Available Functions list, then click the right-
facing arrow. This will move the functions to the Selected Functions list. You may also click the double right-
facing arrow to move all functions to the Selected Function list. This will give the delegate access to all functions 
within the KMAP MCO Portal, except for Managing Delegates. To remove functions from the Selected Function 
list, select the function, then click the left-facing arrow. To remove all functions from the Selected Functions list, 
click the double left-facing arrow. You can select multiple functions by using the CTRL key and clicking each 
function, the clicking the right or left-facing arrow to add or remove the selected functions. 
 
Click Save. 
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A confirmation message will be displayed.    
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