Kiteworks Quick Start Guide

This Quick Start Guide will review how to use the tool Kiteworks for the South Dakota Health Homes
Outcome Measures. The default sign-in page can be accessed via this link: HMA Managed File
Transfer Service (hlthmgt.com)

The first section covers how health home clinics will be notified, how Health Homes can sign up for
an account, and how to download and upload outcome measures. If users have any issues, please
contact SDHealthHomeEval@healthmanagement.com.

Initial notification, account activation, log-in

Account Activation

1. Openyourwork email account to review the notification from the South Dakota Team.

HMA
kkwedar@healthmanagement.com sent you a secure message

Access message ‘—

This message requires that you sign in to access the message and any file attachments.

2. Clickthe access message button.
3. The sign-in page will display.

HMA

Sign in

Username or email

Login via the external SSO provider

03 English v Getting Started? Contact Us

4. Enteryour email address.


https://mft.hlthmgt.com/#/mail/inbox
https://mft.hlthmgt.com/#/mail/inbox
mailto:SDHealthHomeEval@healthmanagement.com

5. Click the Next button.
6. The Create Account page will display.

HMA

Create account

Already a kiteworks user? Sign in
Email

kyleekwedar@gmail.com

Password

@ 1 number

@ 1 uppercase character
@ 1 special character

@ 12 characters minimum

Next

7. Create a password for the account according to the password restrictions:

a. 1 number

b. 1 uppercase character

c. 1 special character

d. 12 characters minimum

NOTE: It is recommended to save your password in a secure password manager.

8. Clickthe Next button.
9. Acaptcha code will display to confirm you are a validated user.
10. Enter the captcha code displayed.
11. Click the Create Account button.

Create account

Already a kiteworks user? Sign in
Email

kyleekwedar@gmail.com

Password

Enter the captcha code

569265
569269

Create account



12. A message will display directing you to go back to your email account.
HMA

One more step!

We've sent a message to kyleekwedar@gmail.com
Check your email and click on the button to activate your
account.

13. The following message will display. Click Activate Account.

HMA

Welcome to "HMA Managed File Transfer Service

Your account has been created.

To start using the system, please activate your account.

Activate account

14. Kiteworks will prompt you to sign-in using the email and password credentials just created.
15. A terms of service message will display.
16. Select the check box next to the statement “l have read and accept the terms of service”.

Terms of service

This system is for the use of authorized users only.
Individuals using this computer system without authority,
or in excess of their authority, are subject to having all of
their activities on this system monitored and recorded by
system personnel. In the course of monitoring individuals
improperly using this system, or in the course of system
maintenance, the activities of authorized users may also
be monitored. Anyone using this system expressly
consents to such monitoring and is advised that if such
monitoring reveals possible criminal activity, system
personnel may provide the evidence of such monitoring
to law enforcement officials.

O 1 have read and accept the terms of service




Downloading Measures

17. The Kiteworks landing page will open.

HMA

© (1 completed) v

/' compose

Inbox
W Filter: All Mail v
INBOX
From Subject Attachments/Expiration
Sent & Tracked
“Kiteworks Notificaton” <no-raply@kizeworks.com> Weicome to "HMA Managed File Transfer Sanvice" » Your account has been created. To start using the system, please activate your account. Aug 27
Drafts
Trash Kewedar@healthmanagement.com Test Share - Nickellack is cool Aug27 1€ (28daysleft)

Outbox

All Files

Recents

Shared with me

Favorites

Contacts

18. Select the unread email message with the outcome template attached.
19. The message will display.
20. Click the download button to review the attachment.

NOTE: Files will expire after 180 days.

Q Search content in HMA Managed File Transfer Service X Get the mobile app
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Inbox > Message
‘ “ Replyall | v H  Forward l T Move to Trash ‘ i Print 20f2 £
INBOX
Sent & Tracked Test Share
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Uploading Measures

21. When ready to submit your outcome template, come back to HMA Managed File Transfer
Service (hlthmgt.com) to log-in, or access your original email message.

22. Go to the secure email message in Kiteworks.

23. Click the reply all button.

24. The message window will display.



https://mft.hlthmgt.com/#/mail/inbox
https://mft.hlthmgt.com/#/mail/inbox

Compose Message

@ Message Security Settings: Access: Original recipients only. Message Body: Protected. Attachments: Expire Oct 5, 2024

Notify me when attachments are downloaded.

To kkwedar@healthmanagement.com @

File name:

~ | Al Files

Open

29. The attachment will save and will display on the right-hand side of the message.

Cancel

Cc Bec
RE: Test Share
HPavach: B B @ ] ‘ sansserif+ 14+ B I U & A ~ £ E = = = = X' X, =
\ Attachments: 0 items
From: kkwedar@healthmanagement.com
Sent: Tuesday, August 27, 2024 3:46 PM
=
25. Click the attach file button.
26. Your internal file management window will display.
27. Select the attachment you would like to submit.
28. Click the Open button.
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Compose Message

© Message Security Settings:  Access: Original recipients only. Message Body: Protected. Attachmentts: Expire Sep 28, 2024

Notify me when attachments are downloaded.

To kkwedar@healthmanagementcom @
cc

RE: Test Share

Fatach: B B @

sansserif~ - B I U § A -~ = = = = = =

X X &=

From: kkwedar@healthmanagement.com

Sent: Tuesday. August 27, 2024 3:46 PM

To: kyleekw com coms>
Subject: Test Share

Nickelback is cool

- =

30. Click the Send button.

Attachment: 1item
(Expires: Sep 28, 2024)

Test PDF.pdf (3.8 KB)

X

/

31. A successful completed message will display at the top of the landing page.

Activities
Completed

w Sending to kkwedar@healthmanagement.com

@ Subject: RE: Test Share

Clear all
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