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Disclaimer & Terms Of Use

The Hawaii Med-QUEST computer information system(s) are the property of the State of Hawaii 
and subject to state and federal laws, rules, and regulations.

These systems are intended for use only by authorized persons and only for official state business. 
Unauthorized use of the system is prohibited and subject to criminal and civil penalties. Login IDs 
and passwords are never to be shared. Systems users must not disclose any confidential, restricted, 
or sensitive data to unauthorized persons. These systems are being monitored and are subject to 
audit. Use of these systems indicates consent to be monitored. By clicking on the “Terms Of Use” 
button, you acknowledge that the information you access may contain protected health 
information and other identifiable information protected by federal and state privacy laws, 
including the Health Insurance Portability and Accountability Act (HIPAA). You agree to abide by all 
conditions, policies and restrictions for each application I am authorized to access.

All information such as provider and individual names, NPI and other numbers and information are 
fictitious and provided for instructional purposes only.



• HOKU works by connecting you to our servers via the Internet using an Internet browser. At present we 
recommend using Google Chrome, Microsoft Edge or Mozilla Firefox. Microsoft's Internet Explorer is not 
supported. Please access HOKU using a safe, secure internet connection such as from home or your office.  
Please DO NOT access HOKU using a PUBLIC WiFi connection such as in a restaurant, mall or other public 
location.

• It helps to first gather digital copies of required licenses/certificates/documents. These can be computer scans 
or photos taken with your phone, or preferably, documents saved as Adobe Acrobat .pdf files. For this provider 
type that includes: Certificate of General Liability insurance, Certificate of Professional Liability Insurance. You 
will need to enter the primary data from these documents into HOKU as well as upload the digital files into 
HOKU.

• Place your documents to be uploaded to HOKU in a folder on your PC that will be easy for you to locate, such as 
your "My Documents" folder, or one that is placed on your Desktop.

• You may also obtain assistance by visiting the HOKU Provider Enrollment System page on our web site and 
clicking on the 'Training' tab, or by contacting our Call Center at 833-909-3630. You may also email  us at 
HCSBInquiries@dhs.hawaii.gov and we will arrange to have a team member contact you to provide assistance.

Before You Begin - General
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Overview

HOKU Enrollment – Facility/Agency/Organization – Nutrition Supports Provider

Med-QUEST has created a new Medicaid provider enrollment type, “Nutrition Supports Provider,” that allows both 
healthcare and community-based organizations to participate in the Medicaid Nutrition Supports program. 
Healthcare and community-based organizations that meet all applicable qualifications described in the Nutrition 
Supports Program Guidance may deliver Nutrition Supports benefits.

General Requirements
To enroll as a Nutrition Supports Provider an organization must have:
• An active Hawai’i business registration
• Be in Good standing with the Hawai’i Department of Commerce & Consumer Affairs (DCCA)
• A Federal Employer Identification Number (EIN)
• A Type 2 National Provider Identifier (NPI)

• Recommended Taxonomy Codes: 
• 251K00000X — Public Health or Welfare
• 171W00000X — Contractor
• 332U00000X — Home Delivered Meals

• A Hawai’i General Excise Tax license
• A signed MQD Provider Agreement (completed with enrollment in Hawai’i’s Online Kahu Utility, HOKU)
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Overview - Continued

Optional/Conditional Requirements
Depending on your organization, you may also need: 
• [If nonprofit] 501(c)(3) documentation if nonprofit
• [If preparing meals] Food establishment permit

Insurance Requirements

To reduce barriers associated with provider enrollment for community-based organizations that don't deliver care, we 
recommend asking your insurance underwriter to use conditional professional liability language, such as: 
"Professional liability coverage required only when services are delivered or delegated by a provider licensed through 
DCCA.“

Insurance Coverage Details 
General Liability Required for all Nutrition Supports Providers

$1M per occurrence /  $2M aggregate

Professional Liability Required only if licensed clinical services are provided
Auto Insurance Required only if transporting food 
Workers' Compensation Required per Hawai’i law
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Exclusion and Screening Requirements
The following exclusions and screenings are required:
Office of Inspector General (OIG) exclusion screening
System for Award Management (SAM) screening
Medicaid exclusion screening
[If handling vulnerable populations] Background checks for key personnel

Site Visit Review
As part of Nutrition Supports Provider enrollment, MQD will conduct:
• Virtual or onsite inspection
• Food safety verification

Next, we’ll walk through how to find HOKU enrollment information and complete enrollment online. 

Overview - Continued



Start: Visit Our Website
Medquest.Hawaii.gov

Click on “Plans & 
Providers”
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On Our Website
• Medquest.Hawaii.gov or click Hoku.Hawaii.Gov/UserRegistration

Then, click on 
“Provider 

Enrollment 
Modernization”

8

Click on “Plans & 
Providers.” Then, 

‘Provider Enrollment 
Modernization’ 

below will appear
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MQD Page For Providers
• Bookmark this page as your starting point for all provider topics.
• Use the link(s) below to register to access HOKU for the first time.

Click to register for 
HOKU Username & 

Password

Click to login to 
HOKU once 

registered with the 
username and 

password emailed to 
you

Tabs to access 
Training info and 

helpful Resources

HOKU Enrollment – Facility/Agency/Organization – Nutrition Supports Provider



10

Register As User in HOKU
• Use the information that was emailed/mailed to you to register as a HOKU user.
• Enter the required information. Any field (box) with a blue asterisk is a mandatory field.
• After you complete all fields (boxes), read the “Terms of Use,” click “I agree…,” and click ‘Submit.’

Click ‘Submit’ to 
agree to all terms and 

proceed

Click ‘Cancel’ to refuse 
the terms and 
discontinue registration
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Check Email For Login Info
• After you receive the ‘Welcome’ email or standard mail letter, use the info and click the link shown
• The next screen will allow you to login to HOKU for the very first time

Click ‘Click here to 
continue to proceed 

to the first HOKU 
login screen
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Check Email For Login Info
• Enter the ‘User Name’ and password provided in the ‘Welcome’ email or letter your received
• Then click on the black ‘Sign In’ bar to login

This is the ‘User 
Name’ you created 

which was then 
emailed/mailed to 

you

This is the ‘Password’ 
that was given in the 

email/letter you 
received which you 

should normally 
change during the 

first login 
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Agree To ‘Terms Of Use’
• These ‘Terms Of Use’ pertain specifically to HOKU itself and any associated applications.
• Click the box to ‘Agree,’ then click on the ‘Continue’ bar.

You must check the 
box “I Agree to the 

Terms of Use” to 
continue

Click ‘Continue’ to 
proceed
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Check Email For Login Info
• Select ‘HOKU’ as the application you will be using - The other options will not usually apply.
• Click anywhere on the HOKU logo to login.

This screen is showing 
4 app options but 
yours may only show 
the icon to access 
HOKU

These are the initials 
of the user logged 
into HOKU
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Select your HOKU settings
• There are three “dropdown” menu bars.
• Typical settings are: ‘Select Domain: DPR,’ ‘Select Profile: Provider Administrator,’ ‘Select Favorite: 

New Enrollment Task.’

Click dropdown bar to 
select options for 
each setting

HOKU Enrollment – Facility/Agency/Organization – Nutrition Supports Provider



16

Proceed to ‘Enrollment Type’ Selection
• Click on each dropdown menu bar to see and select the option that matches. 
• There may be only one choice, which still must be selected. Then click ‘Go.’

Click ‘Go’ to proceed 
to ‘Enrollment Type’ 
selection
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Initial Screen
• Upon first login you’ll normally see this screen which offers two options.
• Clicking ‘New Enrollment’ will start that process. ‘Track Application’ will require that you 

already have an ‘Application ID’ that you want to track for a completed application.

Click the link to 
proceed. In 

HOKU, any blue-
highlighted text 
is actually a link 

which can be 
used to navigate 

through the 
screens and steps  
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Enrollment Type
• Select your ‘Enrollment Type’ as ‘Facility/Agency/Organization’ or “FAO, Nutrition Supports.”
• Click the ‘Submit’ button in the lower left.

Click the ‘Submit’ 
button to confirm 
your ‘Enrollment 

Type’ and proceed

Select your 
‘Enrollment Type’ 

from the list – 
Here,‘FAO,’ 

‘Nutrition Supports’ 
is selected

HOKU Enrollment – Facility/Agency/Organization – Nutrition Supports Provider



19

Provider Basic Information
• Fill out the Provider ‘Basic Information,’ which for an ‘FAO’ provider will usually be that of an admin or credentialer.
• Note the mandatory fields marked with an asterisk.

Click ‘Confirm’ FIRST, 
to make sure entries 
are valid – if errors 
occur you must 
correct your 
information to 
proceed

Click ‘Finish’ after 
confirming to proceed 
to the HOKU ‘Business 
Process Wizard’

All fields marked 
with asterisks are 

mandatory

Note the use of 
dropdown menu 

bars for info that 
is selected from 

specific lists 
rather than 

entered manually

The EIN or TIN of the 
Group entity is 
mandatory
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Basic Information Completed
• After you ‘Confirm’ the information with no errors, click ‘Finish.’
• Next, HOKU will display your unique, permanent ‘Application ID.’

Click ‘Finish’ to 
receive your 
‘Application ID’

Please be accurate 
with these entries

Selections are 
made using the 

choices from 
each dropdown 

menu
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HOKU ‘Application ID’ Assigned
• HOKU has assigned the provider a unique, permanent ‘Application ID’
• Take note of it by writing it down or copying & pasting it for easy retrieval later

Your ‘Application 
ID’ is permanent 

and is the quickest 
way to look up 

your application 
and HOKU account 

status

Always write or 
note your 

‘Application ID’  
where it is easy to 
retrieve or recall

Click ‘OK’ to proceed 
to the enrollment 
steps screen
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‘Business Process Wizard,’ or ‘BPW’
• Now you’re on the ‘Business Process Wizard page,’ or ‘BPW’ where you will enroll in HOKU.
• The ‘BPW’ is the main screen that allows you to navigate to all of the required sub-steps.

Your ‘Application 
ID’ will display on 

every screen

Steps will vary 
according to your 
enrollment type. 
Entered/complet

ed, and next 
steps will 

highlight blue

Note navigation 
and tool options 

along the bottom 
of the ‘BPW’

These buttons will 
allow you to navigate 
to more information 
on longer lists with 
multiple pages

Clicking this button will generate a spreadsheet 
which can be viewed or saved.

Note the first step we 
just performed has 
been marked 
‘Complete.’ All steps 
must be marked 
complete in order to 
submit the application
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Use the ‘Business Process Wizard’
• To enroll using the ‘BPW’ you will click on each ‘Step’ shown which is a link to screens or sub-steps 

that allow you to enter required and optional information.
• Note also which steps are ‘Required’ and the ‘Status’ of each step. All steps must be completed.

Each ‘Step’ is a 
link that is 

clicked to enter 
the step. Steps 
are highlighted 
blue when they 

are either 
complete, or 

ready to be 
clicked

Each ‘Step’ must be 
marked ‘Complete’ 
before you may 
submit your 
application

Steps are marked 
‘Required’ or 
‘Optional’

Clicking ‘Close’ 
will pause the 

enrollment 
process which we 

have 30 days to 
complete

HOKU Enrollment – Facility/Agency/Organization – Nutrition Supports Provider



24

Step 2 – Add Location(s), ‘Locations List’
• This screen will be used frequently. We can add a single location or multiple locations which will then display on this list.
• Please note that ‘Locations’ are service locations and not related to billing or other tasks.

Use the ‘Add’ button 
to enter your first 

location and as many 
additional locations 

as needed

Clicking ‘Close’ at 
this point will 

return us to the 
previous screen 
without saving 

any changes
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Step 2 – ‘Add Provider Location’ Screen
• This will now be a two-step process, first to enter a ‘Primary Practice Location, then a ‘Pay To’ address.
• First we will need to enter a ‘Primary Practice Location.’

Simply add the 
street number and 
name, then the zip 

code and click 
‘Validate Address.’ 

The rest of the 
fields will then 

autopopulate (auto-
fill)

Click ‘OK’ to save all 
entries and return to 
the previous screen

Asterisks denote 
mandatory fields

Clicking ‘Validate 
Address’ will confirm 
the address is 
deliverable and a 
message will display
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Now we’ve 
entered the 

street address 
and zip code

Click ‘OK’ to save all 
entries and return to 
the previous screen 
or to add additional 
locations

Clicking ‘Validate 
Address’ will confirm 
the address is 
deliverable and a 
message will display

Step 2 – ‘Add Provider Location’ Screen
• Add your ‘Primary Practice Location,’ including hours of operation and other options.
• Note the optional ‘DBA’ and ‘Email Address’ options at the bottom of the screen.

If you add 
anything to 

‘Address Line 2,’ 
it will appear 

next to the first 
text in ‘Address 
Line 1.’ Entries 

on ‘Address Line 
3 will appear 

BELOW what is on 
‘Address Line 1’

We need to add the location’s open days and hours.
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Step 2 – ‘Add Provider Location’ Address Not Validated
• HOKU uses the US Postal Service (USPS) database to validate that the address is deliverable.
• Addresses on the Outer Islands or in rural areas are often not found. Click ‘OK’ if you know the address is deliverable.

If HOKU cannot 
validate the address 
this message will 
display – But if you 
know the address is 
correct you can 
proceed by clicking 
‘OK’

This message 
indicates the address 

is not found in the 
USPS database

HOKU will display 
error messages in the 
top portion of the 
screen when 
corrective action is 
required. Click the 
‘X’ to close the red 
banner

HOKU Enrollment – Facility/Agency/Organization – Nutrition Supports Provider



28

Step 2 – Add Location(s), Add a ‘Pay To’ Location
• As an ‘FAO’ we need to also add a ‘Pay To’ address.
• We do that by clicking on the ‘Primary Practice Location’ we just entered.

HOKU tells us 
that we need to 

add a ‘Pay To’ 
address which 

we’ll do by 
clicking on our 

just-entered 
‘Primary Practice 

Location
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Step 2 – Add ‘Pay To’ Address
• ‘FAO’ Providers must enter a ‘Pay To’ address as well as a primary location address.
• Click ‘Add Address’ at the lower left of this screen to add the ‘Pay To’ address.

Click ‘Add 
Address’ here to 

add your ‘Pay To’ 
address and other 

addresses

This is the 
primary location 

we previously 
entered. Click to 

view it

As usual, note 
mandatory fields 
that are marked 

by asterisks We need to enter the 
operating hours and 
closed days for this 
location here

We have the option to 
enter additional 
information now or at 
any time later

Clicking ‘Close’ 
will return us to 

the ‘BPW’ screen

Clicking this button will generate a 
spreadsheet which can be viewed or saved.HOKU Enrollment – Facility/Agency/Organization – Nutrition Supports Provider
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Step 2 – Add ‘Pay To’ Address
• An ‘FAO’ Provider must enter a ‘Pay To’ address as well as a primary location address.
• The ‘Pay To’ address is where payments from MQD to the ‘FAO’ or a ‘Biller’ will be sent.

We have only one 
choice here – ‘Pay 

To’ address

As before, add 
the street 

address, then zip 
code and simply 

click ‘Validate 
Address’ as 

before. HOKU will 
autopopulate all 

other fields

As before, clicking 
‘Validate Address’ will 
confirm the address is 
deliverable and a 
message will display

Click ‘OK’ to save all 
entries and return to 
the previous screen
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Step 2 – Add ‘Pay To’ Address
• Group Providers must enter a ‘Pay To’ address as well as a primary location address.
• Click ‘Add Address’ at the lower left of this screen to add the ‘Pay’To’ address.

When adding the 
‘Pay To’ address we 

can use the ‘Copy 
This Location 

Address’ option to 
automatically 

populate the same 
address info if the 
addresses are the 

same

Our address 
validation was 
successful

Click ‘OK’ to save all 
entries and return to 
the previous screen
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Step 2 – Add ‘Pay To’ Address
• We’ve now completed the minimum mandatory entries for the ‘FAO.’
• Click ‘Add Address’ at the lower left of this screen to add the ‘Pay To’ address.

We’ve added the 
‘Primary Practice 
Location’ and the 

‘Pay To’ address

Click ‘Add 
Address’ here to 

add additional 
addresses

Clicking ‘Close’ 
will return us to 

the ‘BPW’ screen

If our ‘Address List’ 
contained a larger 
number of entries the 
page navigation 
controls would 
become active

As with our ‘Primary 
Location’ we’ve set 
Open/Closed days and 
operating hours
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Step 3 – ‘Add Correspondence Address’
• We’ve returned to the ‘BPW’ and will proceed to ‘Step 3 – Add Correspondence Address’
• Normally completed and “next” ‘Steps’ will be highlighted blue.

Click on ‘Step 3 – 
Add Correspondence 

Address’

‘Step 2’ is complete 
and we can see that 
Step 3 needs to be 
completed

‘Step 3’ is a ‘Required 
Step’
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Step 3 – Add ‘Correspondence Address’
• The ‘Correspondence Address List’ is where we’ll enter our ‘FAO’ contact information.
• This is a ‘Required’ step since MQD needs to know how to contact and send info to providers.

Use the ‘Add’ button 
to enter your first 
‘Correspondence 

Address’
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Step 3 – ‘Correspondence Address’ Entry & Validation
• Enter the required info in the mandatory fields (with asterisks).
• MQD Recommends selecting ‘Email’ since it is instantaneous and more reliable than mail.

Simply enter the 
‘Address Line 1’ 
street address, 

then the zip code 
and click 

‘Validate Address’ 

Click ‘Validate 
Address’ and HOKU 
will auto-populate 
the rest of the fields

We strongly 
suggest ‘Email’ 

versus ‘Standard 
Mail’

All MQD notifications 
and advisories 
relating to this 
provider will be sent 
to this email address
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Step 3 – ‘Correspondence Address’ Entry & Validation
• Enter the required info in the mandatory fields (with asterisks).
• MQD Recommends selecting ‘Email’ since it is instantaneous and more reliable than mail.

The address has 
been successfully 

‘Validated’

Click ‘Validate 
Address’ and HOKU 
will auto-populate 
the rest of the fields. 
Here, the address has 
been successfully 
validated

‘Email’ has been 
selected from the 

dropdown

All MQD notifications 
and advisories 
relating to this 
provider will be sent 
to this email address

Click ‘OK’ to save all 
entries and return to 
the previous screen
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Step 3 – ‘Correspondence Address’ Not Validated
• HOKU uses the US Postal Service database to validate that an address is deliverable.
• Addresses on the Outer Islands or in rural areas are often not found. Click ‘OK’ if you know the address is deliverable.

If HOKU cannot 
validate the address 
this message will 
display – if you know 
the address is correct 
you can proceed by 
clicking ‘OK’

This message 
indicates the address 

is not found in the 
USPS database

HOKU will display 
error messages in the 
top portion of the 
screen when 
corrective action is 
required. Click the 
‘X’ to close the red 
banner
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Step 3 – ‘Correspondence Address’ added
• Note the ‘Correspondence Address’ we just entered.
• At this time HOKU will only permit the entry of one (1) ‘Correspondence Address.’ Click ‘Close’ to 

return to the ‘BPW.’

We’ve entered a 
‘Correspondence 

Address.’ As of this 
writing HOKU 

supports only one 
(1) ‘Correspondence 

Address’ per 
provider account

Clicking ‘Close’ 
will return us to 

the ‘BPW’ screen
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Step 4 – ‘Add Provider Type/Specialties/Subspecialties’

Click on ‘Step 4 – 
Add Provider 

Type/Specialties/
Subspecialties’

• We’ve returned to the ‘BPW’ and will proceed to ‘Step 4 – Add Provider Type/Specialties/Subspecialties.’
• Normally, completed ‘Steps’ and the next step to be performed will be highlighted blue.

‘Step 3’ is complete 
and we can see that 
Step 4 needs to be 
completed

HOKU Enrollment – Facility/Agency/Organization – Nutrition Supports Provider



40

Step 4 – ‘Provider Type/Specialty/Subspecialty List’
• Use this screen to enter Provider info for your FAO.
• If this step is ‘‘Optional,’ just click ‘Close.

Use the ‘Add’ 
button to enter your 

first ‘Provider 
Type/Specialty/Subs

pecialty’
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Step 4 – Add ‘Provider Type/Specialty/Subspecialty’
• Clicking ‘Add’ opens a sub-screen to allow us to make the desired selections and entries.
• The ‘Add Subspecialty’ available ‘Subspecialties’ will vary depending upon your provider type.

Clicking on the 
dropdown will 

display a list of 
provider types. 
Click to select 

your type

Clicking on this 
dropdown will 

display a list of 
specialties

If relevant and 
you need to add a 

‘Subspecialty,’ 
click it here and 

use the arrows to 
add it to the 
‘Associated 

Subspecialties’

Click ‘OK’ to save all 
entries and return to 
the previous screen
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Step 4 – Add ‘Provider Type/Specialty/Subspecialty’
• Clicking ‘Add’ opens a sub-screen to allow us to make the desired entries.
• The ‘Add Subspecialty’ available ‘Subspecialties’ will vary depending upon your provider type.

Using the 
dropdown menus 

we’ve selected 
the proper ‘Type’ 

and ‘Specialty’

Here we’ve 
selected and 

added the correct 
‘Subspecialty’ by 
using the arrows 
and transferring 

it into the 
‘Associated 

Subspecialties’ 
window

We’ve now populated 
the ‘Associated 
Subspecialties’ 
window by selecting 
it in the ‘Available’ 
window and 
transferring it using 
the arrows

These arrows will transfer a ‘Subspecialty’ into the 
‘Associated Subspecialties’ window, OR remove it if it 
was incorrectly selected.

Click ‘OK’ to save all 
entries and return to 
the previous screen
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Step 4 –‘Provider Type/Specialty/Subspecialty’ added
• Note the ‘Provider Type/Specialty’ we just entered appears in the List.
• We can add additional Specialties using the same process. Click ‘Close’ to return to the ‘BPW.’

We’ve entered a 
‘Specialty’ and 
any additional 

entries will 
display below this 

entry

Clicking ‘Close’ 
will return us to 

the ‘BPW’ screen
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Step 5 – Add ‘Associate Billing Provider/Other Associations’
• We’ve returned to the BPW and will proceed to ‘Step 5 – Associate Billing Provider/Other Associations.’
• Normally, completed ‘Steps’ will be highlighted blue.

Click on ‘Step 5 – 
Associate Billing 
Provider/Other 

Associations.’ An 
associate billing 

provider is not 
necessary in this 

case but the step 
must be 

completed

Step 5 is Optional, 
however we must still 
proceed to the next 
screen if only to 
‘Close’ and return 
here. Then the step 
will be marked 
‘Complete’
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Step 5 – ‘Billing Provider/Other Associations’ list
• Use this screen to enter a ‘Billing Provider,’ or ‘Other Association’ if required.
• If this step is ‘‘Optional,’ just click ‘Close.

We don’t need to 
add a ‘Billing 

Provider,’ so we can 
just click ‘Close’ 
which will then 

mark this step as 
‘Complete.’ Any 
‘Optional’ steps 

can be completed 
the same way
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Step 6 – ‘Add License/Certification/Other’
• We’ve returned to the BPW and will proceed to ‘Step 6 – Add License/Certification/Other.’
• Normally completed ‘Steps’ will be highlighted blue. 

Click on ‘Step 6 – Add 
License/Certification

/Other’ Note this is an 
‘Required’ step so we 
need to proceed to 
the next screen

Note ‘Step 5’ now 
shows as complete
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Step 6 – ‘Add License/Certification/Other’
• This is an optional step for an FAO provider.
• For this or any other ‘Optional’ step we simply enter the step, as here, then click ‘Close’ to return to the ‘BPW.’

This is a ‘Required’ 
step for an ‘FAO – 

Nutrition Supports’ 
provider.

Click ‘Add’ to 
proceed to the next 

screen where you 
will add the 

required 
information
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Step 6 – ‘Add License/Certification/Other’
• This is an optional step for an FAO provider.
• For this or any other ‘Optional’ step we simply enter the step, as here, then click ‘Close’ to return to the ‘BPW.’

Click on this 
dropdown menu to 
reveal the License 

and Document 
types

HOKU Enrollment – Facility/Agency/Organization – Nutrition Supports Provider

Enter, for example, 
the insurance policy 
number, or any 
identifying number on 
your license or 
document

Enter, the expiration 
or end-date of your 
license or certificate

Enter the start or 
effective date

Click on the ‘Confirm’ 
button to validate 
your license
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Step 6 – ‘Add License/Certification/Other’
• This is an optional step for an FAO provider.
• For this or any other ‘Optional’ step we simply enter the step, as here, then click ‘Close’ to return to the ‘BPW.’

Click on this 
dropdown menu to 
reveal the License 

and Document 
types

HOKU Enrollment – Facility/Agency/Organization – Nutrition Supports Provider

Enter, for example, 
the insurance policy 
number, or any 
identifying number on 
your license or 
document

Enter, the expiration 
or end-date of your 
license or certificate

Enter the start or 
effective date 

which is listed on 
the document

Click on the ‘Confirm’ 
button to validate 
your license
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Step 6 – ‘Add License/Certification/Other’
• This is an optional step for an FAO provider.
• For this or any other ‘Optional’ step we simply enter the step, as here, then click ‘Close’ to return to the ‘BPW.’

Now the selected 
license/document 

type is visible

HOKU Enrollment – Facility/Agency/Organization – Nutrition Supports Provider

The entered license 
or certificate number 
is visible

Click Click ‘OK’ to 
continue and to 
return to the list view 
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Step 6 – ‘Add License/Certification/Other’
• This is an optional step for an FAO provider.
• For this or any other ‘Optional’ step we simply enter the step, as here, then click ‘Close’ to return to the ‘BPW.’

We can see that 
we’ve added two 

required licenses or 
documents and can 
repeat the process 

to add more
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Click ‘Close’ to 
return to the ‘BPW’ 

screen
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Step 7 – ‘Add Additional Information’
• This is an optional step for an ‘FAO’ provider.
• For this or any other ‘Optional’ step we simply enter the step, as here, then click ‘Close.’

Click on ‘Step 7 – Add 
Additional 

Information,’ an 
‘Optional’ step

Note this is an 
‘Optional’ step but 
we still need to 
proceed to the next 
screen, then ‘Close,’ 
and return

Note ‘Step 6’ now 
shows as complete
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Step 7 – ‘Add Authorized Representative’
• We’re adding an ‘Authorized Representative.’ We can add ‘Bed Information’ and additional ‘NPI’ numbers.
• Note that when entry lists become very long, the filter tools and page navigation buttons can be used.

Note that when 
we’ve added an 

authorized 
representative(s) it 

will display here

Click ‘Close’ to 
return to the 

‘BPW’

Note that we can 
add ‘Bed 

Information’

The filter tools will 
allow us to manage or 
search these sections 
efficiently when 
there are a large 
number of entries

If our lists contained 
a larger number of 
entries the page 
navigation controls 
would become active
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We’ve entered an 
‘NPI’ and can 

enter additional 
‘NPIs’ as needed
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Step 7 – ‘Add Authorized Representative’
• Here is where we can add an ‘Authorized Representative.’ We can add ‘Bed Information’ and additional ‘NPI’ numbers in a similar way.
• Note that when entry lists become very long, the filter tools and page navigation buttons can be used on the previous screen.

As with all steps 
note the asterisk 

(*) denotes 
mandatory fields

Unless a specific 
earlier date 

applies, enter 
today’s date

Click ‘OK’ to save 
your entry and return 
to the previous 
screen
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Step 7 – ‘Add Authorized Representative’
• We’ve added an ‘Authorized Representative.’  If we click ‘OK’ we’ll return to the previous list screen.
• Note that when entry lists become very long, the filter tools and page navigation buttons can be used.

As with all steps 
note the asterisk 

(*) denotes 
mandatory fields

Unless a specific 
earlier date 

applies, enter 
today’s date

Click ‘OK’ to save 
your entry and return 
to the previous 
screen
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Step 7 – ‘Add Authorized Representative’
• We’ve added an ‘Authorized Representative.’ We can add ‘Bed Information’ and additional ‘NPI’ numbers.
• Note that when entry lists become very long, the filter tools and page navigation buttons can be used.

All ‘Authorized 
Representatives’ will 

be listed here

Click ‘Close’ to 
return to the 

‘BPW’

Note that we can 
add ‘Bed 

Information’

The filter tools will 
allow us to manage or 
search these sections 
efficiently when 
there are a large 
number of entries

If our lists contained 
a larger number of 
entries the page 
navigation controls 
would become active
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We’ve entered an 
‘NPI’ and can 

enter additional 
‘NPIs’ as needed
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Step 8 – ‘Add Provider Controlling Interest/Ownership Details’
• We’ve returned to the ‘BPW’ and will proceed to ‘Step 7 – Add Additional Information.’
• Please view the training videos or slides to be guided through the steps for your type.

Click on ‘Step 8 – 
Add Provider 

Controlling 
Interest/Ownership 

Details’

Note ‘Step 7’ now 
shows as complete
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58

Step 8 – ‘Add Provider Controlling Interest/Ownership Details’
• This screen is required for the type ‘FAO’ and is different from most HOKU screens.
• Note the ‘Actions’ dropdown which contains all of the sub-steps we need to complete.

Clicking on this 
dropdown menu 

provides us with all 
the necessary tools 

we need to 
complete this step

All ‘FAO’ Providers 
will need to 

complete all sub-
steps except 
possibly the 

‘Import Owner’ 
function
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Step 8 – ‘Add Provider Controlling Interest/Ownership Details’
• This screen is required for the type ‘FAO’ and is different from most HOKU screens.
• Note the ‘Actions’ dropdown which contains all of the sub-steps we need to complete.

Clicking on this 
dropdown menu 

provides us with all 
the necessary tools 

we need to 
complete this step

All ‘FAO’ Providers 
will need to 

complete all sub-
steps except 
possibly the 

‘Import Owner’ 
function
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Step 8 – ‘Add Owner’
• Here we’re adding an owner’s information using the dropdown with specific types.
• The address entered below should be the owner’s business and contact address.

Click on the 
‘Type’ dropdown 
to see the list of 

appropriate 
controlling 

interest types

This will be a number 
up to ‘100.’ If a given 
entry is ‘No percentage 
owned,’ enter ‘0.’ Do 
not leave this field 
blank

This is the 
familiar address 

entry section

Note that the address 
has been ‘Validated’ 
and is confirmed as 
deliverable

Click ‘OK’ to save all 
entries and return to 
the previous screen
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Step 8 – ‘Add Owner’
• Here we’re adding an owner’s information using the dropdown with specific types.
• The address entered below should be the owner’s business and contact address.

Note the Ownership 
Percentage displays as 
entered

A required owner 
as ‘Agent’ has 

been entered – a 
‘Managing Agent’ 

must then be 
added

Click the dropdown 
menu again to add a 

‘Managing Agent’ and 
then we’ll add the 

‘Owners 
Relationships’
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Step 8 – Add Owner’s Relationship
• Here we’re adding an Owners Relationship entry using the dropdown with various relationships.
• On this page the information for owner “John Moana” has been completed.

First answer this 
question as ‘Yes,’ 

or ‘No’

The correct 
selection here is 

‘None,’ meaning, 
meaning she does 

not have any of 
the listed 

relationships to 
the owner 

The purpose of this 
sub-step is to identify 
any close or familial 
relationship between 
the listed owner and 
managing employee

In this example, 
neither person has an 
identified relationship 
to the other

We must ‘Save’ to 
confirm these entries
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Step 8 – Add ‘Owner’s Adverse Action’
• Here we can see that 1 of 3 required steps has been completed
• The address entered below should be the owner’s business and contact address.

Note that we’ve 
completed the 
‘Relationship Status’ 
and must now 
complete the 
‘Adverse Action’ 
section
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Step 8 – Add Owner’s Adverse Actions
• This step is found on the dropdown menu and is required for both entries, “Owner,” and “Managing Employee.
• The procedure is the same for both types but the  responses may be different.

This would be the 
‘Owner’ or in this 

case ‘Agent’

We answer ‘Yes’ or 
‘No.’ If ‘Yes, you must 
add an explanatory 
comment regarding 
any adverse action

Click ‘OK’ to return 
to the previous 
screen

This is the 
essential question 

that must be 
answered here
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Step 8 – Owner’s Adverse Actions complete’
• We’ll now return to the ‘Actions’ dropdown menu and complete the ‘Owners Adverse Action section. 
• Please view the training videos or slides to be guided through the steps for your type.

We’ve entered an 
owner’s information

Note that we’ve 
completed the 
‘Relationship Status’ 
and must now 
complete the 
‘Adverse Action’ 
section

HOKU Enrollment – Facility/Agency/Organization – Nutrition Supports Provider



66

Both the Owner 
or ‘Agent,’ and 

‘Managing 
Employee have 

been entered

In both cases we’ve 
answered ‘No,’ thus 
no comment is 
required

Click ‘OK’ to return 
to the previous 
screen

This is the 
essential question 

that must be 
answered here

Step 8 – Answer ‘Managing Employee’s Adverse Action
• This screen is required for Group Providers and is different from most HOKU screens.
• Please view the training videos or slides to be guided through the steps for your type.
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Step 8 – Ownership Details Entries Completed
• We’ve answered all required questions for the ‘Owner’ and the ‘Managing Employee.’
• Please view the training videos or slides to be guided through the steps for your type.

We’ve made the 
required 

‘Ownership’ entries

We’ve answered the 
required questions for 
these 3 sections 

Click ‘Close’ to 
return to the ‘BPW’
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Step 9 – ‘Add Taxonomy Details’
• Our next step will be to add ‘Taxonomy’ details which is a ‘Required’ step.
• You can enter your Taxonomy code but you will also have the opportunity to look it up.

Click on ‘Step 9 – Add 
Taxonomy Details’

Note ‘Step 8’ now 
shows as complete
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Step 9 – ‘Taxonomy List’
• Use this screen to enter Taxonomy Information.
• Please view the training videos or slides to be guided through the steps for your type.

Use the ‘Add’ button 
to add Taxonomy 

Information’
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See the next slide for 
details about 
Taxonomy Codes that 
apply to your specific 
situation
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Step 9 – ‘Add Taxonomy Details’
• Before entering your ‘Taxonomy Code’ or Codes please review the information below
• You will then enter the Code or Codes one at a time.

1. NPI & Health Care Provider Taxonomy Codes

• Dietitian, Registered: 133V00000X

• Nutritionist: 133N00000X

• Dietetic Technician, Registered: 136A00000X

• Dietary Manager: 132700000X

2. Medicaid & HRSN (Health-Related Social Needs)

• Home-Delivered Meals Provider: 332U00000X

• Nutrition Application Assistance: Used by agencies helping vulnerable populations secure 
SNAP or other food benefits.

• Medically Tailored Meals (MTM): Specialized programs providing doctor-prescribed diets for 
specific medical conditions.

Enter this specific code or the 
code that applies to you in the 
next screen



71

Step 9 – Enter/Paste Taxonomy
• Once we’ve pasted or entered the correct Taxonomy code we can ‘Confirm’ the Taxonomy.
• Please view the training videos or slides to be guided through the steps for your type

We’ve entered the 
appropriate code 

here

Then we’ve clicked 
‘Confirm,’ which 

validates the code
After clicking 
‘Confirm Taxonomy’ 
and seeing the 
correct result we 
then click ‘OK’ to 
complete all entries 
and return to the 
previous screen

The ‘Start Date’ for 
your ‘Taxonomy 

Code’ must in 
general be the 

effective date, or a 
later date such as 

today’s date
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Step 9 – Taxonomy Entry Confirmed
• We’ve successfully added a valid Taxonomy. We can continue adding additional Taxonomies.
• If our list is now complete, click ‘Close’ to return to the ‘BPW.’

We’ve added a 
‘Taxonomy Code.’ 

Clicking on the blue 
link will allow us to 

view the information 
we entered, or we 
can add additional 

codes by clicking 
‘Add’

Clicking ‘Close’ 
will return us to 

the ‘BPW’ screen
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Step 10 – Fee Payment
• MQD has suspended the Fee Payment requirement until further notice.
• As with other ‘Optional’ steps we still need to enter this section, then simply click ‘Close’ to return to the ‘BPW.’

As of this time ‘Fee 
Payments’ to Med-
QUEST have been 

suspended so we can 
skip this Step 

however, as shown 
previously, we must 

still access the 
screen, then close to 
return here to mark 
the step ‘Complete’

Note ‘Step 9’ now 
shows as complete
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Step 11 – Employee Details
• Next we can enter ‘Employee Details’ as needed for our enrollment type.
• Note that this is an ‘Optional’ step. We’ve already learned how to complete optional steps.

Click on ‘Step 11 – 
Employee Details’

Note ‘Step 10’ was 
not required as fee 
payments are 
currently suspended 
by Med-QUEST
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Step 11 – Employee Details
• Here we can upload documents pertaining to employees as needed per the enrollment type.
• Please try to upload documents in Adobe Acrobat .pdf format if possible.

Clicking ‘Close’ 
will return us to 

the ‘BPW’ screen

If applicable to 
your enrollment 

these buttons will 
allow you make 

‘Employee 
Details’ entries
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Step 12 – Upload Documents
• This required step allows us to enter digital copies of required licenses/certificates/documents .
• Please try to upload documents in Adobe Acrobat .pdf format if possible.

Click on ‘Step 12 – 
Upload Documents’

Note ‘Step 11’ now 
shows as complete
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Step 12 – Upload Documents
• We first use the dropdown menus to set the license/certificate/document type, then, upload it.
• If our list is now complete, click ‘Close’ to return to the ‘BPW.’

Click the ‘Add’ 
button to begin 

uploading

Click ‘Close’ to 
return to the ‘BPW’

-

HOKU shows us what 
licenses/certifications
/documents are 
required

Please try to 
photograph/scan/con
vert the documents 
into the .pdf format 
which will then be 
uploaded on the next 
screen
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Step 12 – Upload Documents
• We first use the dropdown menus to set the license/certificate/document type, then, upload it.
• If our list is now complete, click ‘Close’ to return to the ‘BPW.’

The ‘Document 
Type’ dropdown lets 
you select the type 

for any document 
that must be 

uploaded

This dropdown will 
allow us to select a 
specific document 
name

HOKU Enrollment – Facility/Agency/Organization – Nutrition Supports Provider

The ‘Fee Payment’ 
requirement has 
been suspended

Select the option 
‘License’ to upload 

Certificates of General 
and Professional 

Liability
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Step 12 – Upload Documents
• When we click ‘Choose File’ we’ll be prompted to locate the license/certificate/document on our PC.
• If our list is now complete, click ‘Close’ to return to the ‘BPW.’

HOKU will open a file 
window where you 

navigate to your file, 
select, and click 

‘Open’

We locate and 
select the license 

file as we normally 
do with any file on 

our PC

Click the ‘Choose File’ 
button which is 
hidden here, to locate 
and upload your 
license/certificate/do
cument

We’ll select the 
proper document from 
the dropdown list
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Step 12 – Upload Documents
• When we click ‘Choose File’ we’ll be prompted to locate the license/certificate/document on our PC.
• If our list is now complete, click ‘Close’ to return to the ‘BPW.’

HOKU will open a file 
window where you 

navigate to your file, 
select, and click 

‘Open’

We locate and 
select the license 

file as we normally 
do with any file on 

our PC

Click the ‘Choose File’ 
button which is 
hidden here, to locate 
and upload your 
license/certificate/do
cument

We’ve selected the 
proper document from 
the dropdown list

HOKU Enrollment – Facility/Agency/Organization – Nutrition Supports Provider



81

Step 12 – Upload Documents
• We’ve successfully selected and uploaded a required license/certificate/other document.
• If our list is now complete, click ‘Close’ to return to the ‘BPW.’

Now we can see the 
name of the file we 
just uploaded. If we 
uploaded the wrong 

file we can simply 
press ‘Cancel’ to 

start over

We can click ‘OK’ to 
return to the ‘List’ 
screen to add more 
documents

If we made a mistake 
in our upload we can 
simply click ‘Cancel.’ 
The document will 
not be stored in HOKU
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Step 12 – Upload Documents
• We now see the listing of all licenses/certificates/documents we’ve uploaded.
• If our list is complete, click ‘Close’ to return to the ‘BPW.’

Now we’ve 
uploaded the 

documents required 
for our enrollment 

type

Clicking on the file 
name in this column 

will open the 
document for viewing

Click ‘Close’ to 
return to the 

‘BPW.’
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Step 13 – ‘Complete Enrollment Checklist’
• We’ve successfully uploaded required licenses/certificates/other documents.
• Now we’ll complete ‘Step 13,’ the ‘Enrollment Checklist.’

Click on ‘Step 13 – 
Complete Enrollment 

Checklist’

Note ‘Step 12’ now 
shows as complete.
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Step 13 – ‘Provider Checklist’
• Make certain you answer every question as ‘Yes’ or ‘No.’ Then click ‘Save.’
• The ‘Comments’ field will allow ample space for any explanatory or qualifying comments.

Our choices are ‘No,’ 
or ‘Yes’ to each 
question

The ‘Comments’ 
field, which is also 
used for lengthier 
clarifying comments – 
can actually accept 
over 1,000 characters

Don’t forget the 
‘Save’ button 

which we’ll use 
before we exit 

this screen

Click ‘Close’ to 
return to the ‘BPW’
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Step 13 – ‘Provider Checklist’
• Make certain you answer every question as ‘Yes’ or ‘No.’ Then click ‘Save.’
• The ‘Comments’ field will allow ample space for any explanatory or qualifying comments.

Our choices are ‘No,’ 
or ‘Yes’ to each 
question have been 
answered

The ‘Comments’ 
field, which is also 
used for lengthier 
clarifying comments – 
can actually accept 
over 1,000 characters

Don’t forget the 
‘Save’ button 

which we’ll use 
before we exit 

this screen

Click ‘Close’ to 
return to the ‘BPW’
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Step 14 – ‘Submit Enrollment Application For Approval’
• We’ve completed all enrollment steps as well as the enrollment checklist.
• Provided there are no errors or inconsistencies, clicking on ‘Step 14’ will allow us to submit our application to MQD for review.

Note that we’ve 
completed all the 
steps required to 
submit our 
application for 
review. The final 
“Incomplete” item is 
the final step to 
submit the 
applicationClick on ‘Step 14 – 

Submit Enrollment 
Application for 

Approval’
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Step 14 – ‘Final Submission’
• This is the first step in the submission process. The application will be placed in our queue for review. 
• After reading the ‘Final Submission’ disclaimer/agreement, click ‘Next’ to continue.

Click ‘Next’ AFTER 
you have read the 

disclaimer

Click ‘Close’ to 
return to the ‘BPW’ 

in the event we 
need to check or 

make corrections or 
edits.
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Step 14 – ‘Provider Agreement & Condition of Participation’
• The final disclaimer and agreement are binding upon the PROVIDER.
• The name at the bottom indicates the person who has prepared the application.

After reading and 
checking the box 

below, clicking 
here will submit 
your application

Click here AFTER 
you have read the 

disclaimer

Only the bottom-
portion of this long 

screen and agreement 
is shown here so 

please read all of the 
agreement terms 
carefully before 
clicking the box
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Application Complete
• The red high-lighted confirmation means that you are finished with the enrollment steps.
• Your application is now in the queue for review and normally, approval by MQD.

SUCCESS! We’ve 
now submitted our 
application to the 
MQD Review Team 

for approval

Make sure to take 
note of your 

‘Application ID’ to 
track your 

application

Note that we’ve 
completed all the steps 
including submitting 
our application for 
approval

If your 
application is 

NOT approved 
you will receive a 

notification 
message directing 

you to correct 
and re-submit 

your application

HOKU Enrollment – Facility/Agency/Organization – Nutrition Supports Provider
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Track Your Submitted Application
• Once it has been submitted we can track the application review status by using the ‘Provider’ menu, ‘Track Application.’
• If you haven’t done so, record your ‘Application Number’ for tracking and follow-up later.

Click ‘Track 
Application.’ You 

will need your 
‘Application ID 
Number’ to use 

the tracking 
feature

Click on the 
‘Provider’ menu
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Track Your Submitted Application
• Enter your ‘Application ID’ in the box and make sure there are no spaces in the entry.
• Click ‘Submit’ to proceed.

Click ‘Submit’ to 
track your 

application

HOKU Enrollment – Facility/Agency/Organization – Nutrition Supports Provider



92

Application Review Status
• The status of your application will be displayed.
• When your application has been APPROVED, you will receive an email or standard mail notification.

If your 
application is still 
under review and 
not yet approved, 

this status 
message will 

display

When your 
application is 

approved, a 
‘Welcome’ 

notification letter 
will be emailed 

or mailed to you

Click the ‘X’ to close 
the red banner
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After Approval

• Once your application has been approved by the MQD review team you will receive a ‘Welcome’ notification 
letter by email or by standard mail depending upon which option you selected in the ‘Correspondence 
Address’ step.

• The ‘Welcome’ letter will include the effective date of your enrollment with MQD. If you were already 
enrolled in the MQD mainframe system and the date given is not correct, please contact us to revise your 
effective date.

• You’ll be able to login to your HOKU account just as you did in the beginning enrollment steps. This will 
allow you to update licenses/certificates/other documents as well as editing and/or updating other 
important data such as addresses, email addresses and most of the information entered during the initial 
application. Updating certain items of data will require review and approval by the MQD team.

• Please follow the safe practices guidelines mentioned earlier: please access HOKU from using a safe, secure 
internet connection such as from home or your office.  Please DO NOT access HOKU using a PUBLIC WiFi 
connection such as in a restaurant, mall or other public location.
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For Further Assistance – Contact Med-QUEST

Email: Nutrition-MQD@dhs.hawaii.gov
Phone: 1-833-909-3630

Fax: 808-692-8087

Office Address
601 Kamokila Boulevard, Room 506A

Kapolei HI 96707
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