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About this training...

Live training in webinar format
— Mute/Unmute disabled
— Chat and Question/Answer available

Use Chat and Question/Answer Feature
— We will answer questions at the end of sessions

Training may be recorded

Today’s training handout will be available on the MFLC website:
— www.magellanmflc.org
— Learning & Development > Live Trainings > Deltek Costpoint Trainings
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Deltek Costpoint Account Activation
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Today’s Training Objectives

Learn about the Deltek Costpoint System

Learn the steps to activate your Deltek Costpoint Account

Learn the steps to log into your Deltek Costpoint Account

Understand practice expectations for logging into Deltek Costpoint
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Magellan Federal Support Team

We’ve got you covered!

L

ot
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James Thornbrugh
VP, Deputy Program
Manager, MFLC

Nikki Walker
Training Manager
MEFLC

Magellan

Gene Meyer

VP, Special Projects
MFLC
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Samantha Liegl
Supervisor, Service
Center, MFLC

Darleena Byrne Kalli Saland

Sr. Project Manager Sr. Manager, Financial
HR & Accounting Systems

Christi Garner

Training Coordinator
MFLC MFLC

Teresa Banner
Sr. Training Specialist
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Deltek Costpoint Overview
A Timekeeping System

Deltek Costpoint is Replacing Workday Time Recording

kday.
* Records all hours worked workday

 Classifies hours worked by Charge Codes

Deltek Costpoint is NOT:

* CareW/CareApp
— Keep using CareW/CareApp to enter daily activity reports

* Logging/LILO/Log In-Log Out
— Keep using MFLC Service Center App to send daily logging notifications

Magellan
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Deltek Costpoint Overview
A Timekeeping System

Deltek Costpoint is Replacing Workday Time Recording
* The new “timesheet”
* Records all hours worked

* Breaks down work time into different Charge Codes

workday:. — DEItEk

December 16

Magellan
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Deltek Costpoint Overview
Workday and Deltek Costpoint Comparison

V.

* Flexible time entry (daily or weekly) * Daily time entry only
* Enter total time worked for each day * Enter total time worked for each day
* Submit timesheet end of the week * Sign timesheet end of pay period (twice
 Does not require charge codes for per month)
work hours * Requires charge codes for work hours
* Does not alert counselor or supervisor * Alerts counselor and supervisor when
when timesheet is not submitted time is not submitted daily

g =
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Counselor Take-Aways

v’ Deltek Costpoint will replace Workday time recording

v Counselors will officially start using Deltek Costpoint on December 16
v Counselors will practice using Deltek Costpoint throughout November
v Counselors will be required to enter work time daily instead of weekly

v Counselors will sign their Deltek Costpoint timesheets at the end of each pay
period (twice per month)

Magellan
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About Deltek Account Activation

* Important! Account Activation gives access to the Deltek Test Site

* Use test site to practice Deltek login and time entry before the official
December transition

* A desktop or laptop is preferred for activating your account. Magellan phone
for activation is also OK

* One-time activation. Let’s get it done!
-  Follow the instructions to ensure successful activation

Magellan
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Activation Step 1:

Go to your Magellan email and find the two emails from costpointcloud @deltekfirst.com.
Tip: Write down your username and password and store it in a safe space.

Email 1: New Username

From: "costpointcloudi@@delekfirst. com”

To: "testmflcee@yahoo com”

Ce: "cdrowland@magellanhealth com”

Sent: Wednesday, October 28, 2020, 08:30:05 PM EDT
Subject: Account Activation Required

Dear Costpoint Cloud User,

IUSE:I’ Marne: d?lEl.a.l’E&tmﬂcEEl%ﬂMl—'ll OMNLY. DO NOT LISE
Follow the link below to activate your account using the temporary password
provided separately.

B AREE RS REEEAARREE AR D] FACE QEADA RS RRE R E R RE AR

NOTE: Under the 'Account Activation' title, enter your User Name and Temporery Passwosd to begin the sctvation
process. Ba vore 1o chek on 'Clik héde 10 continoe’ in order 10 86t ap vous challenge questsons o complate the
activation process. Do NOT click on the Reset Passoord’ or Unlock Accoust' link to complete this.

REMINDERS: You cannot copy and paste the temporary passwoed, It sboudd be manually typed. The snswes to your
securty questions must contam 4 or more characters. Please rememiber yous answer exactly as this will be nesded to
reset your password and'or ondock yoor accoust in the firhare

https:/fadss] deMekenterprise com

L e e T e e P

Best regands,

= The Costpomt Cloud Operations Team

Magellan
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Email 2: Temporary Password

This 15 a reminder that the following Costpoint Cloud account was created for you:

Oince your account is activated, you can use the lnk above to reset your password or unlock your accoant, if needed.

From: “cosipointcloud @detekfirst com™

To: “lestimilceai@yahon com™

Ce: "cdrowlandimagellanhaalth.com”

Sent: Wednasday, Oclober 28, 2020, 08:30:05 PM EDT
Subject: Account Activation Required

Dear Costpoint Cloud User,

Please use below temporary password together with the provided User Namea to
activate your account:
[Temporary Passwnrd:slﬁnxi'ﬂhm-,ﬂl-'ll OMLY. DO NOT UISE
Follow the link below to activate your account using the temporary password
provided separately.

SRR EASE HEAD TR SRS R

NOTE: Under the "Account Activation” title, enter your User Wame and Temporary Password 1o begin the actvation
process. Be ware 1o chek om "Chek here bo combmise’ i order 1o set ap your challenge questions &0 complete the
activation process. Do NOT click on the Reset Password’ or Unlock Account’ limk to complete this.

REMINDHERS: Y ow casmot ©opy and paste the temporary passward. It should be masually typed. The amswer to yoisr
secaiily qisthons sl coatin 3 of more charsdteds. Plesss temember Your aavwer exactly ai ths wall be seeded 1o
reset your password and'or wmlock your account m the fture.

httpsVades] deltekenterprize.com

Once yous accoust 35 actrvsted, vou can use the liak sbove 1o reset vour passwond of wlesk vour accoust, if aseded

R R R AR R RS R

Best regards,

- The Costposnt Cloud Operaticas Team
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Activation Step 2:

Go to the Deltek Activation Log In Page: https://adss1.deltekenterprise.com/showlogin.cc

— Either click the web address in your activation email OR

— Copy/paste web address into your internet browser

Deltek Activation Log In Page

skEntorprie < PWSeEService N +'

[ l:ll s deRekenienpnss. oo s hows Loy

Deltek &g

« FIRST TIME USERS log in Belaw
bo achwaie wour SOoount

= Login balow to Update ywour Flease activate your sccownt before wsing “Reset Password.®
Security Questions & Answers,

Aooount Sl -Serelos

sy ir * Recol Passward

i Unlack AcCount
H

Magellan
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https://adss1.deltekenterprise.com/showlogin.cc

A\ Activation Step 3:

Enter the User Name and Temporary Password from the activation emails

Deltek Activation Log In Page

arvice M +-

- |:|I i aciss 1 deRekerieronss. oo shoss

Deltek &g

« FIRST TIME USERS log in Belaw Account Seif-Serdioe
bo achwaie wour SOoount
= Login balow to Update ywour Flease activate your sccownt before wsing “Reset Password.®
Security Questions & Answers,
A Type username and Sign I @  Reset Bassword
password f
Usrr Nam«:
A Do not copy/ paste Passwmard: I,] Unilack Accownt

from the activation emails

A Caution: Type slowly to ensure you enter the correct User Name and
Temporary Password.

Magellan
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Review Time: Let’s Watch These Steps

File Home  Insert  Design  Layout  References  Mailings  Review  View b £ = Comments

‘:J [h‘j ‘D ““. Breaks - Indent : Spacing ; E.’-\v‘ E‘f}‘«hg" .

Line Numbers» | 3% Left: A
Margins Orientation  Size  Columns = Selection
v - v N~ be Hyphenation ~ =< Right: 0" 2

Pane
Page Setup Paragraph

) Business Use /

A RS
From: “costpointcloud@deltekfirst.com™ <costpointcloud@deltekfirst.com>
To: "testmflcee@yahoo com” <testmficee@yahoo com>

Cec: "cdrovdand@s llanhealth.com” <cdrowland@; llanhealth.com>
Sent: Wednesday, October 28, 2020, 08:30:05 PM EDT

Subject: Account Activation Required

Dear Costpoint Cloud User,

This is a reminder that the following Costpoint Cloud account was created for you:

User Name: 47161.a.testmflcee h

Follow the link below to activate your account using the temporary password provided separately.

B T 7 e s

NOTE: Under the "Account Activ n' title, enter your User Name and Temporary Password to begin the activation process. Be sure to click on "Click here to continue’ In order to set up your challenge

questions to complete the activation process. Do NOT click on the ‘Reset Password' or 'Unlock Account’ link to complete this.

REMINDERS: You cannot copy and paste the temporary password. It should be manually typed. The answer to your security questions must contain 5 or more characters. Please remember your answer
exactly as this will be needed to reset your password and/or unlock your account in the future

hitps.//adssd deltekenterprise.com

Once your account is activated, you can use the link above to reset your password or unlock your account, if nesded

A EEEEEEISEEIXRIIITEIRIIEALE sxzsssasss

Best regards,

Page | of 2 0 B &a ty: Investigste

Magellan
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A\ Activation Step 4:

Change your password

Tip: For your New Password, use the same password that you
use for other Magellan systems. Store your password in a safe
space.

1. In the Old Password field type the password that is
listed in your Deltek email.

2. In the New Password field, type your new password.

3. In the Confirm New Password, retype your new
password.

4. Click Change Password.

Deltek Change Password Page

Change Password ¢

Old Password

New Password

Confirm New Password

Minimum length should be at least 8

Number of numerals to include 1

Must not be a palindrome

Must not contain any character more than twice consecutively

Must not have 5 consecutive characters from usemame

Change Password

Cancel

A Caution: Type slowly to ensure you enter the old and new passwords

correctly.

Magellan
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Activation Step 5:

You will see a notice that the password is successfully changed. Click close. A new screen will display the
security questions.

Password Success Notice

Status X

Password change successful for the following account(s)

» 47161.a.testmflceel - cp.deltekfirst.local

Close

Magellan
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Activation Step 6:

Select four security questions and
answers of your choice.

1. Take your time.
2. Be sure to complete both the
“Answer” and “Confirm Answer”

for each question.

3. Click Next.

Tips: Store your answers in a safe place.

Unclick “Hide Answers”

Magellan
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por:

Security Questions Page

Please enroll for the forced verification methods enabled for your account.
B Security Questions

-= Mlease Select a Question -- w

Question : -- Please Select a Question — s
Quesltion : -- Flease Select a Question -- e 2
Cruest -- Mease Salect a Question -- -

~  Hide answens)

« The minimum |ength of the answer{s) should be 4 characters and macdmum allowed is 20 characters

Step 1 of 1

ation and a wholly-owned subsidiary of Magellan Healthcare, Inc.
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Activation Step 7:

You will receive the Successfully Enrolled notice at the top of the screen. Congratulations! You have
successfully activated your Deltek Costpoint account.

Successfully Enrolled Notice

You have successfully envolled! The information you provided will
©  help us verify your identity when you login or during the password

{ the methods listed below. Learn more

W  Security Questions & Answer
View my security questions '

foday 10:24 PM

Magellan
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Final Activation Step 8:

Completely close out the Deltek Activation webpage by clicking the “X” in your web browser.
No further action is needed for account activation.

Close the Webpage

L=

I O T L T R e P . N S R e ] T L O Y A T I = 5 ety Ve sy @ ) B omRs

L T - T e ey e
& wwa orch ree sl st s e w by B ——d
' el e
1 Pl YL LR

Web browser X that closes the
Magellan webpage

-
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Review Time: Let’s Watch These Steps
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From: “costpointcloud@deltekfirst.com™ <costpointcloud@deltekfirst.com>
To: "testmflcee@yahoo com” <testmficee@yahoo com>

Cec: "cdrovdand@s llanhealth.com” <cdrowland@; llanhealth.com>
Sent: Wednesday, October 28, 2020, 08:30:05 PM EDT

Subject: Account Activation Required

Dear Costpoint Cloud User,

This is a reminder that the following Costpoint Cloud account was created for you:

User Name: 47161.a.testmflcee h

Follow the link below to activate your account using the temporary password provided separately.

B T 7 e s

NOTE: Under the "Account Activ n' title, enter your User Name and Temporary Password to begin the activation process. Be sure to click on "Click here to continue’ In order to set up your challenge

questions to complete the activation process. Do NOT click on the ‘Reset Password' or 'Unlock Account’ link to complete this.

REMINDERS: You cannot copy and paste the temporary password. It should be manually typed. The answer to your security questions must contain 5 or more characters. Please remember your answer
exactly as this will be needed to reset your password and/or unlock your account in the future

hitps.//adssd deltekenterprise.com

Once your account is activated, you can use the link above to reset your password or unlock your account, if nesded

A EEEEEEISEEIXRIIITEIRIIEALE sxzsssasss

Best regards,

Page | of 2 0 B &a ty: Investigste

Magellan
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Common Activation Challenges

We’re here to help!

Username and Temporary Password Typos

Account Lockouts
— Three password attempts will lock account

Password Resets

Security Questions Troubleshoot

Magellan
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Counselor Take-Aways

v Follow the step-by-step instructions for successful activation
v/ Activation is required for Deltek access

v Keep track of your Deltek Username and Password
— Write it down
— Keep in a safe, private place

v Your Deltek account gives access to the Test Site before the Dec 16 transition

Magellan
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About Deltek Log In

A The Deltek log in page is different from the activation page

Deltek Activation Page Deltek Login Page
(Go here to activate account) (Go here to access timesheet)

LT ——— GovCon Cloud Solutions Deltek.

Specifically designed for project-based firms

C (3] & adst dohabemtarprisa.com showlogin

Magellan

D |t k — +EDERAL
E E Derrores
€ el f
5 Employees & Project Managers
« FIRST TIME WSERS log in bel Account Seli-Servce 2 Important Message/s:
to activate your account jects >> Application Maintenance
= Login balow to Updaty your Flease activate your accounit before wsing "Reset Password.” Click here.
Security Questions & Answers. -
ik * Rireil Pasaward A b X
# == Accounting Procurement, 'S
M Vaterials, bR ‘ Customer Care
o CLARITY
Fasewor: | Unlock Account Praioet Regoring e e R
l] Organize, Di: & Get Things Done >> \
- P

https://adss1.deltekenterprise.com/showlogin.cc  https://www.deltekenterprise.com/MAGELLANHEALTH/portal.html

Magellan
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https://adss1.deltekenterprise.com/showlogin.cc
https://www.deltekenterprise.com/MAGELLANHEALTH/portal.html

About Deltek Log In

Best Practice: Sign in via Magellan Federal website: www.magellanfederal.com
Does not require OKTA
Can log in via Magellan-issued phone or personal device

The Deltek App is NOT recommended (limited features)

Magellan
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http://www.magellanfederal.com/

Deltek Log In Step 1:

- Go to the Magellan Federal Website: https://www.magellanfederal.com/

— Click Employees

¥ Magellan Federal X +

< Cc 0O By magellanfederal.com

o COVID-19: Important: Learn more about COVID-19 (Coronavirus) and Magellan’s available resources.

Magellan

FEDERAL

Magellan

Federal

web address
EXPERIENCED.

We've supported military and federal families
for decades and bring a deep understanding of
the unique life challenges facing this essential

< community.

Magellan
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Go to COVID-19 Library =

I~

Employees link

29


https://www.magellanfederal.com/

Deltek Log In Step 2:

- On the Employees page, click Time & Expense Resources

— Click Access Deltek Costpoint System

r RO

¥ Employee Links | Magellan Fede: X 4 = & X
<« C () @& magellanfederal.com/employees/employee-links/

Members Employees | MContact Q

Magellan

FEDERAL WhoWeAre v WhatWeDo v What'sNew v Careers v

Home / Employees /

Employee Links

I Employee Links
+ Useful Links
Support Directory

Referatrogram — Time & Expense Resources

Veteran Benefits
Entering Time
/ Access Deltel Costpoint System (7' g ACCGSS Delte k

Ti m e & EX e n Se B Deltek Costpoint Time Entry Guide .
Reso u rcesp B Access Deltek University for Training Videos Cost p0| nt Syste m

B Approving Timesheets in Deltek Costpoint

Magellan
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Deltek Log In Step 3:

— You’re now on the Deltek Portal: https://www.deltekenterprise.com/MAGELLANHEALTH/portal.html|

— In the Employees Section, Click Enter your Timesheet or Expense Report

@ Deltek Enterprise Portal X + = X

C {) @ deltekenterprise.com/MAGELLANHEALTH/portal.html * » O :

GovCon Cloud Solutions Deltek

Specifically designed for project-based firms

Magellan

+EDERAL

Employees Project Managers
& ploy -~ ) g

2 Important Message/s:
= Manage Projects >> 5 IS 5
Enter your Tllneshee(\or Exlpexxse Report >> ijeg! Rep(l)ning Se Application Maintenance:
Organize, Discuss & Get Things Done >> A Click I
SN Analyze your Projects >> 1cK here.
Unlock Account or Reset Password >>

E m p I Oyees Sectio n Budgeting & Planning >>

-

T fonmborsatrsen AMmiinbmimanmns

. :(—-— AccogntingProcurement, 7 S &
Enter your Timesheet HE Voteriois R £ customercare

O r EX e n Se Re O r‘t Administrative Functions >> ( LA R | TY
p p Accounting, Procurement, Materials, HR >> Manage User Accounts >>

Project Reporting >> Upcoming Releases >>
Organize, Discuss & Get Things Done >> Support, Guides and FAQ's >>
TE10 End User Training >>

Magellan
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https://www.deltekenterprise.com/MAGELLANHEALTH/portal.html

Deltek Log In Step 4:

- You’re now on the Deltek Log In Page

— Click Remember Me and + Show Additional Criteria

'} Costpoint 7 b 3 +

Cc 0 # magellanhealth-cp.deltekenterprise.com/cpweb/cploginform.htm?1601903248

YIN I | Add Desktop Shortcut

Which Interface would you like to use?

(O Classic Version @ New Version

USERNAME

PASSWORD

Enter a valid password

Remember Me — B TR

+ Show Additional Criteria 1

Magellan

rEDERAL
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Deltek Log In Step 5:

— Type in your Username and Password
— In the System Field, type MAGELLANHEALTHTEST
— Click Log In

Magellan

rEDERAL

Costpoint 7 X +
"

CcC 0O 8@ magellanhealth-cp.deltekenterprise.com/cpweb/cploginform.htm?1601903248

Username —

Password —mm————

C.O {3"” 5) M INT | Add Desktop Shortcut
<\ O LN UL L
1 AT TS I

Which Interface would you like to use?

(O Classic Version @ New Version

USERNAME
47161 ATESTMFLCEE

APPLICATION
PASSWORD

COMPANY
SYSTEM

MAGELLANHEALTHTEST ?

Remember me Reset \
LOG IN

— HIDE ADDITIONAL CRITERIA

System field =

VALIDATION FREQUENCY
Field

LANGUAGE
English

MAGELLANHEALTHTEST

33



Final Deltek Log In Step 6:

You’re now in Deltek Costpoint!
This is the home page. 52

FILE LINE OPTIONS PROCESS HELP

# W [0 Browse Applications Tvpe here fo search applications
IWI Manage Work Schedule
- C||Ck the following “nks Expense Timesheet Reports/inguiries Manage Resource Work Schedules
1' Tlme & Expense Configuration | Manage Timesheets |
2' T|me ManagefApprove Timesheets
3. Timesheets
4. Manage Timesheets 4.

Magellan
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Review Time: Let’s Watch These Steps

@e ¥ https://www.magellanfederal.com ~ @& ¢ || Search... P~

w Waiting for magellanfedera... % ||

3 2 Costpoint8 Portal () Deltek Learning Zone Ma... .’ Deltek Insight 2020 '} Costpoint 7 (2) y Workday magellanhealth2... Dffilter PM2.5 Protective K... €p Coronavirus Disease 2019... | Deltek Portal

6 COVID-19: Important: Learn more about COVID-19 (Coronavirus) and Magellan’s available resources.

Go to COVID-19 Library =

Members Employees SContact Q

Magellan

+EDERAL Who We Are v WhatWe Do v  What'sNew v Careers v

EXPERTS.

We are the largest employer of sports
psychologists in the country, leveraging that
unique expertise to maximize readiness across
our federal clients.

I Pause

Magellan
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Counselor Take-Aways

v'Log In via Magellan Federal: Simplest way for new users
v’ Deltek Log In can be done using Magellan phone or personal device
v Store your Username and Password in a safe place

v'"Remember to enter MAGELLANHEALTHTEST in the system field

Magellan
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Agenda

) Counselor Practice Requirements
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What to Practice...



Practice Daily:

* Login through Magellan Federal

e Type in MAGELLANHEALTHTEST in the system field

e Go through the steps on the final application page:
1. Time & Expense
2. Time
3. Timesheets
4., Manage Timesheets

Magellan

TEDERAL
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Today’s Training Objectives

e Discuss the Magellan Federal Transition

* Learn about the Deltek Costpoint System

* Learn the steps to activate your Deltek Costpoint Account

* Learn the steps to log into your Deltek Costpoint Account

* Understand practice expectations for logging into Deltek Costpoint

Magellan
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Magellan

+EDERAL

© 2020 Magellan Federal is a registered

How can we help?

Question and Answer Period

Counselor Support Sessions
Forthcoming

d/b/a of Armed Forces Services Corporation and a wholly-owned subsidiary of Magellan Healthcare, Inc.




Thank you for your attendance
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Confidentiality Statement

By receipt of this presentation, each recipient agrees that the information contained herein will be kept
confidential and that the information will not be photocopied, reproduced, or distributed to or disclosed to
others at any time without the prior written consent of Magellan Federal.
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