Dear Agency,

In an effort to streamline the process to register for IPA/Navigator/Certified Application Counselor (CAC) courses, we are
implementing an on-line registration process for the three-day Navigator/CAC training program and for other training
programs as offered. This easy process will allow you to view the training schedule and to register directly on-line.

We are requesting that you use the registration process described below moving forward. For your convenience, we
created detailed instructions for you to use or forward to your staff.

Hello, you have been invited to enroll in a Navigator/Certified Application Counselor (CAC) training program. Please
complete your registration via the MAXIMUS On-Line registration process described as follows:

. Right click on the MAXIMUS enrollment/registration link, MAXIMUS - New York State of Health CAC-IPA-
Navigator Training and select “open hyperlink”. Add this URL to your favorites so you can easily return to the
registration page.

. Begin by entering the requested information on the Sign Up home page:

To use the key NavigatorCourse, please sign up fora new accountor login to an existing one.
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. You will be prompted to create a unique username and password. Once created, you will see a message that
confirms the username and password entered. This message is also emailed to you in case you forget them.

. The last step is to log in using your username and password. Once you complete this process, the course
registration “Welcome” page will open.


http://maximusny.absorbtraining.com/?keyname=NavigatorCourse&keypass=Maximus14%21&autologin=true
http://maximusny.absorbtraining.com/?keyname=NavigatorCourse&keypass=Maximus14%21&autologin=true
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. Click on “My Courses”, click “View” for a list of available courses, locations and the dates/times offered.
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. Click “Enroll” to select the desired course session from the list.
o Each course session has a maximum enrollment and registration deadline. If a session reaches
maximum enrollment, a notification will display on the screen to select a different date. Enrollment
must be completed 48 hours prior to the session start date.

. Once “Enroll” is selected, this completes the enrollment process and you will receive a confirmation email.
o Enrollment can be changed and/or canceled via the on-line registration process.
= To change or cancel: Sign-in, select “My Courses”, click on “View” and choose “Change Session” or “Cancel
Session”.
o If you or a member of your staff are unable to attend a session, please be sure to update the
registration status to allow others an opportunity to register.

For assistance with the on-line registration process, please contact Lynn Indelicatto at: LynnMIndelicato@maximus.com

Thank You,

Gabrielle Armenia, Director

Bureau of Child Health Plus Policy and Exchange Consumer Assistance
And

Steve Russell, Director of Training - MAXIMUS
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