CDO Application Demonstration

This document is a transcript of the CDO Application Demonstration video.
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CDO Application Demonstration
In this demonstration, we will walk through the CDO application and demonstrate the various paths the
application follows based on selections you make on each screen.
There is also a link to a Quick Start Guide on the CDO application, which provides step-by-step
instructions for completing the application. We suggest you open this file and refer to it when
completing the CDO application.
I will now go into the CDO application to complete this demonstration.

Overall Navigation and Links
Before we begin the CDO application, let’s describe the overall navigation features of the CDO
application and links that are available to you to help you prepare and complete the application.
Upon selecting the link for the MATS CDO application, you will access the Welcome page of the CDO
application.
At the top right-hand corner of the CDO Application Welcome Page are two helpful links you can access.
The Quick Start link opens a document containing helpful tips and a list of information you need before
starting the application. The Guidance link opens the Quick Start Guide that provides step-by-step
instructions for completing this application.
The Guidance link is available on every page of the application. The Quick Start link is only available on
the Welcome Page because you should use it prior to navigating to the other pages of the application.
The Continue button at the bottom of the Welcome Page is an example of the navigation buttons you
will encounter throughout the application. Every button includes roll over text that describes the action
taken when you select the button.
In this example, the Continue button’s rollover text describes the action the application takes when you
select the Continue button, which is that you will proceed to the next page of the application.
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Welcome Page
The Introduction section on the Welcome Page describes the application and references the helpful links
we just discussed.
The terms and conditions for proceeding with the CDO application are located at the bottom of the
Welcome Page. By selecting Continue, you are accepting these terms and conditions so please review
them carefully.
You will select the Continue button after reading and agreeing to the system access requirements
message. The application navigates to the Submitter Contact Information page.

Submitter Contact Information
The Submitter Contact Information page allows you to enter your contact information.
The phone extension field is not required. All required fields are indicated by the red asterisk.
You will then select the Continue button. The application navigates to the Existing Organization
Information page.
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Existing Organization Information: Previous Application Submitted
The Existing Organization Information page allows you to check your organization’s status to determine
whether an application already exists for your organization. Based on your entries on this page, you will
encounter different paths in the application.
1. Select the checkbox indicating whether your organization has a Federal Employee Identification
Number (FEIN). If your organization has an FEIN, you will enter the nine-digit number in the field
provided.
2. Then, select the radio button next to Yes or No if the organization was previously approved as a
CDO.
3. Finally, select the Continue button to proceed.
If your organization submitted a CDO application in the past and CMS approved it or is reviewing it, the
application navigates to the Organization Found page which details the status of your previous
application. You will not be able to proceed with the application from this page. This prevents duplicate
applications from occurring.
If you believe you received the Organization Found message in error, you can enter your explanation in
the Comments field and then select the Submit Comments button. The application navigates to the
Existing Organization Confirmation page. You will exit the application from that page and someone from
the CAC Program Office will contact you to address your situation.
We are going to select No to each question and proceed with the application.
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Organization Contact Information
CDOs must have two unique contacts: one Organization Senior Official, one CAC Project Director, and an
optional Secondary Contact. Contact information cannot be the same across multiple roles. The
Organization Contact Information page allows you to enter the contact information for each role.
If the submitter is going to fulfill one of these roles, you will select the checkbox next to the title of that
role indicating that the person fulfilling that role is the same as the submitter.
You will enter the contact information for each role. If you want to add a Secondary Contact, select the
Secondary Contact Information check box and enter the Secondary Contact’s information.
When you are finished, select the Continue button. The application navigates to the Organization
Headquarters Information page.
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Organization Headquarters Information
The Organization Headquarters Information page allows you to enter information about your
organization’s headquarters.
1. You will enter the contact information for your organization.
•

First, you will enter your organization’s name.

•

Then you will enter your organization’s phone number.

•

Then your organization’s email address.

•

Then your organization’s website URL, which is optional.

In the second section on the page, you will enter the Organization Headquarters Address.
•

Enter the organization’s street address, the city and state in which the organization
headquarters is located, and the applicable zip code.

2. Select the Continue button. The application navigates to the Service Locations page.
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Service Locations: Map of Marketplaces
The Service Location page allows you to select the state(s) and county or counties in which your
organization provides enrollment assistance services. To access a color coded map that provides the
Marketplace type by state, select the Map of Marketplaces link in the center of the screen.
A separate browser window will open and you can find your state and identify the type of Marketplace it
operates.
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Service Locations
To begin:
1. Select the state in which your organization will provide enrollment assistance services from the
drop-down menu. The Available Counties list will populate with the counties for the state
chosen.
2. Select the counties in which your organization will provide enrollment assistance services using
the arrows above the Available Counties list to move the applicable counties to the Selected
Counties list. You may filter the list of counties by entering the county name in the Filter field.
3. Select the Update Table button. The Service Locations table will include all service locations for
the organization.
4. Repeat these steps for each state in which your organization will provide enrollment assistance
services.
5. Select the Continue button. The application navigates to the Additional Organizational Details
page.
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Additional Organization Details
The Additional Organization Details page allows you to supply specific information about the types of
enrollment assistance your organization will provide.
1. Select the Primary Organization Type that applies to your organization. You can only select one.
If you select Health Services, you can then select all that apply.
2. Select the Organization Specialty. This is optional and you can select all that apply.
3. Select the enrollment assistance type of Year round or Open Enrollment only.
4. Select the radio button next to Yes or No for the three questions about the processes your
organization currently has in place.
5. Select the Continue button. The application navigates to the CDO Summary page.
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CSO Summary Page: Submit Button
The CDO Summary section provides all of the information you submitted in the CDO application. You can
review and edit any of the information you entered on the application by selecting the Edit link next to
the title of each section.
To submit your application, select the Submit button. The application navigates to the Confirmation
page.
Remember that submission of an application does not guarantee approval. Once your application is
approved CMS will send you a preliminary approval with instructions on how to submit your signed
agreement.

11

Confirmation Page
The Confirmation page provides a summary of your session and allows you to print and save a PDF
confirmation containing the information you submitted.
To generate a PDF confirmation, select the PDF button. A separate browser window will open where you
can view and save the PDF confirmation page.
To exit the application, select the Exit button. A pop-up will open asking if you are sure you want to exit
the application. Select the OK button.
You will receive an acknowledgement email when the CMS CAC Program Office receives your application
and you will receive a status email within two weeks of submitting the application.
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