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Intake Overview

Intake Description

Palco’s online enrollment solution, Intake, enables internal staff to initiate the
enrollment process by adding enrollees to the system and generating a secure online
enrollment link for Participants and Workers. This allows them to complete and submit
their enrollment electronically.

To access the CMP Intake, use this link https://intake.palcofirst.com/.
To access the CMP Admin, use this link https://cmp.palcofirst.com/.

Helpful Hint: For quicker access, consider bookmarking them in your web browser.

Initiating a New Enrollment:

1. Click Admin tab in top right corner.

2. Click New Enrollment.

Search. ..

All Enrollments

New Enrollment

3. Click New Member enrollment.
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NEW ENROLLMENT

Who is this Enrollment for?

Existing Member O New Member @

4. Enter the Member's information and click Next.

NEW ENROLLMENT

Who is this Enrollment for?

Existing Member O New Member @

*First Name Middle Name *Last Name
First Name Middle Name Last Name
*Email *SSN
Email Social Security Numl

5. Select Which Program is this Enroliment For?

NEW ENROLLMENT

Who is this Enrollment for?

&' For: Bob Scott SSN: 888770000 Email: bscott@mailinator.com

Which Program is this Enrollment for?

Select One v

Creating a new Participant Enroliment:

1. Select What would you like to do?
a. Select Participant Enroliment for this Member.
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What would you like to do?

‘ Select One V‘

Begin NM_SDCB Participant Enrollment for this member....
Begin NM_SDCB Employer Enrollment for this member....
Begin NM_SDCB Worker Enrollment for this member....

2. Select How will enrollment be Completed?
a. Select Send enrollment link to user.

How will enrollment be completed?

‘ Select One v‘

Select One

Send enrollment 1ink to user

Palco complete online

3. Click Start New Enrollment.

How will enrollment be completed?

Send enrollment T1ink to user ~

Please review your selections above and ensure they are correct before starting the enrollment

START NEW ENROLLMENT

4. Enter the enrollee’s Email and Last 4 of their SSN and click Verify.
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VPALCO
INTAKE

YOU'VE BEEN INVITED TO ENROLL

Email...

Last 4 of SSN...
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5. To start and complete the enrollee’s enrollment, click Save and Next.
a. This will guide you through each section.

DPALCO
INTAKE

Welcome, Bob Scott!

Participant Enrollment

B8 Consent
Date Started: 02/24/2025 18:16 0%

B Participant Info Current Status Initiated COMPLETE SUBMIT FOR REVIEW
Days Elapsed: 0 Days Remaining: 42

E Employer Designation
RE Consem INCOMPLETE

6. Review Consent and click Accept and Continue.
Enter Personal Details and click Save and Next.
8. Enter Contact Info and click Save and Next.

~

9. In the Employer Designation screen, select Me (The Participant) and click Accept and
Continue.

DPALCO
INTAKE

B Employer Designation & Acknowledgment

The employer of record must recruit, hire, train, supervise, ang
and submitting timesheets. The employer of record functioning

preferences, and use sound judgment to act on the participant
Al Consent

*Who is planning to be the employer?

B Participant Info
= @ Me (The Participant)

1 3 Someone Else

By clicking "Accept" below, you agree to the following:

N i . As the employer of record, | understand that | am the sole employer
B Employer Designation the employee. The employee is not employed or retained by Palco, p
As the employer, | must adhere to all federal, state, local, program, a
unemployment agency) laws, regulations, and requirements, as well
waste, abuse, neglect, or exploitation.

The employer must assume responsibility for managing the risk and
administrators, are responsible or liable for any negligent acts, work]
Funds to pay for services provided by the employee are from public g
accountable for the funds spent through the program and understar]
service budget, will be reported to the appropriate authorities for iny
the employee or service provider under state and federal laws.

The employer must maintain accurate records and provide such recq
| attest, under penalty of perjury. that | have examined the citizenshi|
the employee named in the 1-9; and, to the best of my knowledge, th|
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10. Review Agent Authorization and Accept and Continue.
11. Review Employer Tax & Labor Costs screen and click Save and Next.
12. Create Signature.

a. Click Apply

b. Click Save and Next

VDPALCO

INTAKE

¥ signature

By using the electronic signature feature, you under
for the purposes required under participation in thig
Use your cursor to draw your signature in the 'Creat
BB Consent ] ; el : :

with your signature, click 'clear' to draw your signaty

B Participant Info I Create Signature I

DS o

B Contact Info
Apply Clear Cancel
SAVE AND NEXT

B Employer Designation

13. Submit the Enrollment.

VDPALCO
INTAKE

Welcome, Bob Scott!

Participant Enroliment

BB Consent
Date Started: 02/24/2025 18:16 100%

B Participant Info Current Status Initiated COMPLETE SUBMIT FOR REVIEW

[E} Personal Details
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Steps to Complete Participant Enrollment as a Conduent Staff
Member

1. In the Enrollment Work Queue screen, filter by:
a. Program
b. Status: Under Review

DPALCO

INTAKE
Tasks
Open Tasks @ Last Updated at 02:33:21PM
= Task Type v & Program w Status v
Unassigned 56 Assigned 5505 £, Assignee v

2. Located your participant enrollment and click View Task.

Dr' PALCO

INTAKE

Tasks

QOpen Tasks

Unassigned 1

I OH_COA Participant Enroliment I a

Task Type: Enroliment Owner: Bob Scott 1D: 322014 Program: OH_COA Role: Participant

W Due: Apr 07, 2025 @ Under Review = () 53.52%

© AssignTo [ View Task

Results perpage | 5 w  Viewing 1-5of 1 E Jump to Page l:l Go
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3. Go to Finalize Enrollment Incomplete section.

VPALCO
INTAKE

Participant Enrollment ~(53.52% complete) ~crested 02/24/2025 11:16 by fSmith
Assigned To: (322914) Bob Scott Due Date: 04/07/2025 12116 7 Status: Under Review

» Task Inf

o [ sncvore
e |
B t
’ [ Porcipantinto ‘
2 \ [y Employer Designation & Acknowledgment ‘
(- ent ’ -
o
Finalize Enrollment

&
0

omplete the following in Finalize Enrollment:
a. Program Assignments
b. Program Compliance
c. Activate

5. Complete Program Assignments
a. Choose the Agency Organization from the drop-down menu.
b. Enter Medicaid ID number.
c. Assign Managed Care Organization from the drop-down menu.

@ Program Assignments

*Assign Agency Organization in CMP

select One ~

*Medicaid ID

*Assign Managed Care Organization

select One ~

SAVE AND NEXT
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6. Complete Program Compliance and check:
a. Employer Established
b. Budget Entered in CMP

@ Program Compliance

D *Employer established

D *Budget entered in CMP
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O Activate

7. Select a start date for Participant and Employer of Record Roles. intake Complete:  72.46%

Create status for participant role:

8. Click Set Active Status. Felect a date
a. This will make them active in CMP Admin.
cr February 2025 1 role:
Februar 200 »

Su Mo Tu We Th Fr Sa

T2 27 28 29 30 31

2 3 4 5 &6 7T 8

9. Send Welcome Notification and click Save and Next. L L

16 17 18 19 20 21 2
Ezsazﬁ % 27 2% 1

O Activate

Intake Complete:  75.36%
Create status for participant role:

* |5 Already Active 2025-02-01 as participant
Create status for employer of record role:

* |5 Already Active 2025-02-01 as employer of record

* Send Welcome Notification

SEND EMAIL

SAVE AND NEXT

10. Change Status from Under Review to Approved.

0 B Status:| Under Rewview ~

select One
Needs Action
Closed
Rejected
Initiated
Approved

Under Review

! Opened |
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11. Click the Save disk icon.

O O status: Approved v

Creating a Caregiver/Worker Enrollment:

1. Select What would you like to do?
a. Select Worker Enrollment for this Member.

What would you like to do?

Select One v

select One
Begin NM_SDCB Participant Enrollment for this member....
Begin NM_SDCB Employer Enrollment for this member....

Begin NM_SDCB Worker Enrollment for this member. ...

2. Next it will ask you Who is the participant associated to this?
a. In the Search Box, type in the Palco ID of the participant. You can also
search by last name, first name, or email address.

Wheo is this Enrollment for?

# For:Tom Segura SSN:552181798 Email: tsegura@mailinator.com

Which Program is this Enrollment for?

# Program: NM_SDCB

What would you like to do?

# Begin NM_SDCB Worker Enrollment for this member....

Who is the participant associated to this ?

Find Existing NM_SDCB Participant

Search Q
3. Click Select for the participant .
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SEARCH RESULTS

322914 bscott@mailinator.com 888770000

4. Select How will enroliment be Completed?

a. Select Send enrollment link to user.
How will enroliment be completed?

‘ Select One v‘

Select One

Send enrollment 1ink to user

Palco complete online

5. Click Start New Enroliment.

How will enrollment be completed?

Send enrollment Tink to user «

Please review your selections above and ensure they are correct before starting the enrallment

RT NEW ENROLLME

Enrollee Views

1. When the enrollee accesses the enroliment screen, they will need to validate their information
in order to access their enrollment. They will enter the last 4 digits of their social security
number and their email address.

VFPALCO

INTAKE

YOU'VE BEEN INVITED TO ENROLL

Email...

Last 4 of SSN...
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2. Once logged in, the enrollee will move through each section in the guided workflow,
enter the requested information and click Save and Next.

DPALCO Frank Daniels | ID#: 322915
Role: OH_COA Worker Enrollment for Bob Scott

INTAKE Status: Initiated

Welcome, Frank Daniels!

OH_COA Worker Enrollment For Bob Scott

Bl Consent
Date Started: 02/24/2025 21:05 0%

B worker Info Current Status Initiated COMPLETE

Days Elapsed: 0

SAVE AND NEXT

Review Acknowledgement and click Accept and Continue.

Review Consent and click Accept and Continue.

Enter Personal Details and click Save and Next.

Enter Contact Info and click Save and Next.

Enter Payment Info
a. Select Payment Type.

b. EFT will allow the enrollee to sign up for Direct Deposit through a bank account
of their choice. Prepaid Card allows them to request a free Money Network Card.

8. Enter Additional Info

9. Select Citizenship Status and complete your I-9 details.

a. Select your I-9 identification list and choose the supporting documentation being
provided. The system will guide them in what kind of supporting documentation
is allowable.

b. Add/Upload supporting document. Example:

N o vk~ Ww

LIST A:

*Document Title: U.5. Passport or U.S. Passport Card v

I & Add Document I

c. Complete the issuing authority, document number and expiration date as
requested.
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I *Issuing Authority: I

UsA

I Document Number (if any): I

123456789

I Expiration Date{ifany]:l 09/30/2029

10. Review Background Info and select | Accept.

11. Review Overtime Selections and select Yes or No.
12. Complete the Tax Withholdings.

13. Create Signature, Apply and Save and Next

& signature

By using the electronic signature feature, you understan

Current Signature

Yo orda

Update Signature

SAVE AND NEXT

14. Once all information is entered and you reach 100% click Submit Enrollment

Welcome,

Participant Enroliment

Date Started: 02/24/2025 18:16 100%

Current Status Initiated COMPLETE L —
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Steps to Complete a Worker Enroliment as a Conduent Staff
Member

1. In the Enrollment Work Queue screen, filter by:
a. Program:
b. Status: Under Review

VPALCO
INTAKE

Tasks

Open Tasks

[ Task Type v & Program v & Status v

Unassigned 56 Assigned 5505 & Assignee v

2. Located your participant enrollment and click View Task.

DPALCO

INTAKE

Tasks

Open Tasks

Unassigned 1

(OH_COA Worker Enraliment )

Task Type: Enrallment Owner: Frank Daniels. ID: 322016 Program: OH_COA Role: Worker

i Due:Apro7,2025  ® Under Review () 78.52%

© Assign To [ View Task

Resultsperpage 5 % Viewing1-50f1 m JmeIqugol:l Go
3. Go to Finalize Enrollment Incomplete section.

B Worker Info COMPLETE

Eligibility to Work

M Backsround checks

s TaxWithholdings
- e COMPLETE

| |
| |
| |
- e |
| |
| |

é F}nfllu INCOMPLETE
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4. Complete the following in Finalize Enrollment:
a. Program Compliance
b. Activate

D PALCO Role: NM_SDCB Worker Enrollment for Bill Burr
| N T A K E Status: Initiated

O & Finalize Enrollment (0.00% complete) created 06/10/2025 11:15 by CLCody

Assigned To: Enrollment Due Date: 07/22/202511:15 # status: |nitiated

¥ Task Information (3)

o Program Compliance EEHELEE ‘

Continue

INCOMPLETE ‘

° Activate
Continue

B Payroll Details
G

@, Tax Exemptions

5. Program Compliance
a. Check Proof of Driver's License, Vehicle Insurance, and Registration if applicable

6. Activate
a. Select Worker Start Date.

b. Click Set Active Status.
i. This will make them active in CMP Admin.

Intake Complete: 89.86%

Create status for worker role:

Select a date

* Send Welcome Notification

SEND EMAIL

SAVE AND NEXT

1

7. Send Welcome Notification and click Save and Next.
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O Activate

Intake Complete: 93.24%
Create status for worker role:

* |s Already Active 2025-02-01 as worker

* Send Welcome Notification

* Notification created at 02/24/2025 by |Smith

SAVE AND NEXT

8. Change Status from Under Review to Approved.

o/ Status:l Under Review v

Select One
Needs Action
Closed
Rejected
Initiated
Approved

Under Review

Opened

9. Click the Save disk icon.

© O status: Approved v
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Accessing Enrollment Forms

1. Open your web browser and go to https://cmp.palcofirst.com/

2. Login to your account.

Steps to Search for a Participant, Employer, or Worker

To search for a Participant, Employer, or Worker, follow these steps:

1. Enter one of the following search criteria in the search box located in the top right corner
of the screen:

Search by S5N,
Palco ID,

Medicaid ID,

First or Last Name

2. Select the desired search person and click View.

Search results o
D FIRST LAST PROGRAM ROLE STATUS PARTICIPANT
100163 Bill Burr NM_SDCB Participant Self
100163 Bill Burr NM_SDCB Employer Of Record Bill Burr
288682 Burr Lburr NM_MV Employer Of Record Active Bryce Lbryce

To view the status of an individual enroliment or to access enrollments forms, professional users
should access CMP Admin and follow the below steps.

Helpful Hint: Enrollment forms can be only found in the Employer of Record and Worker
roles.
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1. Click the Enrollment tab on the left-hand side.

!) PALQO David Morgan

Case Manag: D+ 061659  starus: [[NGHNEN

Member Info

=+ Enrollment

©® Account Info

Communications

Employer Cost

2. To view an enrollment form, click the form you want to download.

D PALCO David Morgan ROLES DETAILS
Case Management Porta D¢ 061659 - ACTIVE Employer (self) of CO_CDASS - Notes | Members

B Member Info

WORKFLOWS
Enrollment
Filter by: @Dates: All v
Account Info
Enrollment Type:
Communications

} B ENROLLMENT & @ Employer Responsibilities Attestation
Started: 2019-05-07 & ® Em Authorization Agreement
General Completed: 2019-07-05 | 3 @ colg DRO145 Designation Power of Attorney
& © IRS 2678
B vendors . o= & @ UITL-100 CO Application for Unemployment
- & ® IRSS5-4
&% Organizations X @ IRS 8821
& © 8822B Transition
&= Role and Caseloads
& @ viewAll
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