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Help Desk

To speak with an Information Technology (IT) staff member regarding the iBudget Florida application, please
contact APD's Help Desk. Call (850) 488-4357 between 8 a.m. and 6 p.m. (Eastern time), Monday through
Friday. You can also submit a helpdesk ticket 24/7 by clicking on the link below.

https://apdflorida.zendesk.com/home
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Getting Started

Log onto the iBudget application using your APD user name and password (see Figure 1.1).

e |User name ]
| Password ]
Domain: APD
| Remember my credentials

OK Cancel |

Figure 1.1

General Information

The iBudget system consists of four work sections and subgroups on the main screen under Workplace: The
sections are My Work, People, Provider, and iBudget. Below is a snapshot of the work sections and subgroups

(see Figure 1.2).

Workplace o B~

' My Work

I
&y Queues
ﬂ Reports
; Announcements
t People
8 Consumers
t Provider
@ Providers
! iBudget
~3
« o Annual Budgets
L. Annual Cost Plans
i¢ Service Authorizations

_& Help

Figure 1.2
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To View the features of a subgroup, first click the subgroup then click the drop-down list to filter the list based
on available criteria. All Activities available have the following options: all activities, task, fax, phone call, e-
mail letter, appointment, service activity, campaign response, campaign activity and recurring appointment.
You may or may not be utilizing all of the available options. The System View also has a list of options to filter
to a specific content type you would like to view (see Figure 1.3).

Activities | All Activities ~

Due: Al 4 AllActivities » System Views
| Subj ¥ a5k ’ All Activities Priority Starl &
z 4 iBud & F » Closed Activities Roeal |
o4 iBud e PhoneCa > My Activities Normal
" 1k4d  iBud 4 E-ma > My Closed Activities Normal
: A Bud ™y e My Team Members’ Activities Normal
& |Lette 3
_|k4d iBud — ) " Open Activities Normal
) IO Appointmen
J 4 iBud - Scheduled Activities Normal
— r Service Activity b
-9
|4 iBud & L Create Personal View Normal
bd iBud B AMPAIgn Response ¥ ran Compreten TESTery Teverr Normal
B4 iBud ¥ Campaign Activity ¥ mail Completed Tester 1 Level 1 Normal
B4 Annt ; Recurring Appointment b mail Completed Arthur Barndt Normal
k4 iBudget cost plan status change Cost Plan for...  E-mail Completed Tester3 Levell Normal v
_1E4  Annual Budget has changed for... &9 Annual Budg...  E-mail Completed Tirupal Kurapati Normal
Fs ~
Figure 1.3

Sorting

There are several ways to sort data (ascending (a-z) or descending (z-a)) within the column headers. You can
sort by the last name of the consumer by clicking on the column header with the arrow to the right of the
consumer’s last name (see below).

Consumers  Active Consumersy’™ e

Firet Mama I act Nams o Tiar Cads Madicaid Numhbar Nats OF Rirth Carcial Spevrity Numb sr oM Gandar Pictriet Cannty

To sort by multiple columns on any screen in the iBudget application, hold the Shift button and click the
column header names to be included in the sort.

Lastly, you can sort by clicking on the alphabet of the consumer’s last name to limit the sorted list to only those
records having data in the sorting column that begin with the letter selected (view below).

Extending a List

If the list presented is more than one page, in the bottom right of the screen there will be a paging option to
scroll to the next page or to go back to the previous page.
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Refresh

If at any time you wish to refresh your view of a list, you may click the Refresh icon EI located in the upper
right corner of the list.

Search

Whenever a search box | | EI is provided, you can use it to limit the information being
displayed. Asterisks (*) can be used to search for a word within a phrase, such as the word “Happy” in the
phrase “Lowe’s Happy Home Away from Home” group home. Type *happy™* in the Search text box and click
the Search icon (magnifying glass) You can also search by a consumer’s Social Security number and last name.

Many pages have links to related information. If the value in a data box is underlined the value is a link to the
related information.

service Code * & 4270 a

If a data field has a look-up icon =3 at the far right of the field, the Search icon may be used to open a Look
Up Record window to look for, view, and search to find the matching records. Filter the results and view
different columns of data by using the view options. Then, select the record you want to view and click OK or
double click on the selected record (see Figure 1.4).
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Look Up Record

Look for: | Service Code

Enter your search criteria and click Search to find matching records. Filter your results and view different columns
of data by using the View options. Then, select the record you want and click OK.

'~ T show Only My Records

View: IService Code Lookup View

[=]

Search: | o
Description Service Code a Service Family s ]

Adult Dental 4001 Wellness Management %
Behavior Analysis - Level 3 4010 Therapeutic Supports
Behavior Analysis - Level 2 4011 Therapeutic Supports
Behavior Analysis - Level 1 4012 Therapeutic Supports
Behavioral Services - Assistant 4013 Therapeutic Supports
Behavior Analysis Assessment 4014 Therapeutic Supports
Consumable Medical Supplies - CDC 4030 Wellness Management
Dietitian Services 4040 Wellness Management
Durable Medical Equipment 4050 Environmental and Adapt
Environmental Accessibility Adaptations 4060 Environmental and Adapt
Environmental Accessibility Adaptations -- Assessment 4061 Environmental and Adapt
Family and Legal Representative Training 4070 Life Skills Development E]
I‘ElrLun.m, .Au.wwm_] anon Viga Ll n.................rZI

1 -50 of 115 (0 selected) M 4 Pagel b

Properties l I New |
~. -
IAQ:(—” Cancel ” Remove Value ]
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Subgroups
Many of the screens have one or more of the following links in the Related Common menu on the left side of

the page.

Information
}- Consumer
L Notes

Related

4 Common

4 Activities

L® Closed Activities

g Approved Services

. : Annual Budgets
Annual Cost Plans

<+ Service Authorizations

[ Claims

4 Processes
(& Workflows

Information:

Consumer - Provides detailed demographic information about the consumer, legal guardian and waiver
service coordinator.

Notes — Available for the Waiver Service Coordinator or APD Staff to input important documentation
regarding the consumer.

Related/Common:

Activities — Open tasks that must be reviewed and completed.

Closed Activities — Tasks that have been completed.

Approved Services — Services approved for the consumer.

Annual Budgets - Consumer’s allocated amount for previous and present fiscal years.
Annual Cost Plans — Consumer’s annual cost plan for previous and present fiscal years.
Service Authorizations — Displays the status of all service authorizations for each consumer.
Claims — Claims that are paid to providers for services rendered.

Additional Icons:

A new browser window will open each time the user accesses a new object. Please note that depending on
your browser settings a new tab may open up at the top.

The new browsers are tabs for Consumer, Annual Cost Plan, and Service Plan. The new browser window allows
you to view previous information without having to close the information you are currently viewing.

o)
When you have finished with the information on that tab, be sure to either click Save and Close at the top

v
left of the page or click the [Bl icon in the upper right corner to exit the application. This will reduce the
number of open pages.
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Completing Activities

1. Click on Activities - You will see the outstanding Activities associated with your user ID (see Figure 1.5).

‘ - Activities View

‘ 4 =k Cancel

- R
<, Set Regarding
Mark

Charts

_‘J -
e

Add Assign

RO Ly D IS v

1 Share O 3 g [X) Export to Excel m
43 Copya link . . 5P 7 Filter
u

Run Start Run Advanced
omplete Note (@ E-mailalink . Workflow Dialog Report. Find
Actions Include Collab l Process Data
‘ Norkplace (& - Activities |
4 Activities 2] A Activity Type Subject Regarding
&5 Queues —
d Reports L 21 Task Cost Plan requires Area Review - Regarding Cost Plan... L;L Cost Plan F...
| ; Announcements B3 rask Cost Plan requires Area Review - Regarding Cost Plan... [ CostPlanF...
Paont E3 Task Consumer has dipped into Reserve Funds - Regarding... [\ CostPlanF...
g Consumers T3 Task Cost Plan requires Area Review - Regarding Cost Plan... L-; Cost Plan F...
Provider [ Task Cost Plan requires Area Review - Regarding Cost Plan... [l Cost PlanF...
| ; Providers §‘ﬁ Task Cost Plan requires Area Review - Regarding Cost Plan... |\ CostPlanF...
iBudget

22 Annual Budgets
L. Annual Cost Plans
e Service Authorizations

Prionity
Normal
Normal
Normal
Normal
Normal

Normal

Due Date o

5/29/2013 11:03 AM
9/6/2013 11:17 AM
9/9/2013 11:09 AM
1/14/2014 8:30 AM
1/14/2014 8:33 AM
1/14/2014 8:35 AM

Search for records

Start Date

5/29/2013 11:03 AM
9/6/2013 11:17 AM
9/9/2013 11:09 AM
1/14/2014 8:30 AM
1/14/2014 833 AM
1/14/2014 835 AM

Figure 1.5

2. An activity must be “completed” to remove it from your Activities list. To access a specific activity,
double click on it (see Figure 1.6). Review the activity and take the appropriate action.

‘ - Activities View

‘ 4 =k Cancel

- R
<, Set Regarding
Mark

Charts

| e
Add Assign

RO Ly D IS v

1 Share O 3 g [X) Export to Excel
43 Copya link . . 5P 7 Filter
u

&

omplete Note di—mall alink . \'Jo?f{l‘ow Dsltﬁgg Re‘:)ol:l - Adglir:‘d(m
Actions Include Collaborate Process Data
‘ ”w‘.“ d ;’. ﬂcﬂvities My Activities v Search for records
My Work ‘ Due:  [Al =)
e [ :; Adtivity Type Subject Regarding Prio TR Start Date
‘ g RQ:::;: ;7 21 Task Cost Plan requires Area Review - Regarding Cost Plan... L;‘_ CostPlanF... Norm, AM 5/29/2013 11:03 AM
| ; Announcements =l Task Cost Plan requires Area Review - Regarding Cost Plan... [, CostPlanF.. Norm AM 9/6/2013 11:17 AM
People E3 Task Consumer has dipped into Reserve Funds - Regarding... [\ CostPlanF.. Norm. 9/9/2013 11:09 AM 9/9/2013 11:09 AM
g Consumers “_ & Task Cost Plan requires Area Review - Regarding Cost Plan... L-; CostPlanF... Norm 1/14/2014 8:30 AM 1/14/2014 8:30 AM
Provider O3 Task Cost Plan requires Area Review - Regarding Cost Plan... [ CostPlanF.. Normgl 1/14/2014 8:33 AM 1/14/2014 833 AM
| [k Providers : al 1/14/2014 8:35 AM 1/14/2014 835 AM
iBudget

22 Annual Budgets
L. Annual Cost Plans
e Service Authorizations

Figure 1.6
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3. Once the individual task has been completed, click the Mark Complete or the Close Task icon at the top
of the page (see Figure 1.7). Note: Selecting the Mark Complete icon will close the task automatically.

| T —
E ! g t_] E_ h To Case i Sharing « o @ '
ﬁ Copy a Link
Mark Save Save & Attach Add Close To Assign Run
Complete Close File Note Task Opportunity ﬁ E-mail a Link Workflow Dlalog Report »
Save Indude Actions Convert Activity Collaborate Process Data
Information - Task
oo @ Cost Plan requires Area Review - Regarding Cost Plan For ISAAC D. STCLAIR For 2013-201
4 Task
Related
Subject * Cost Plan requires Area Review - Regarding Cost Plan For ISAAC D. STCLAIR For 2013-2014

Following cost plan requires area review
Consumer: ISAAC D. STCLAIR
Fiscal year:2013-2014

Cost Plan:Cost Plan For ISAAC D. STCLAIR For 2013-2014Submitted By WSC: Gabrielle MoralesSubmitted By WSC On:5/22/2013 11:03 AM
| Please review this cost plan.

Regarding L_;‘_ Cost Plan For ISAAC D. STCLAIR For 2013-2014
Owner * § Gabrielle Morales
Duration E Priority Normal
Due 5/29/2013 w1103 am [v]
Category Sub-Category
|
Figure 1.7
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4. If you select the Close Task icon a pop-up box will automatically appear. The selected status of the
task to be closed must indicate completed (see Figure 1.8).

| 8] http://crmuat.apd.fl.local/APDTraining/_grid/cmds/dlg_deactivat
Close Task

You have selected 1 Task to close.

Select the status of the closing Task.

Status: Completed

htt € Internet | Protected Mode: On

Figure 1.8
5. Click OK (see Figure 1.9).

£ http://crmuat.apd.fl.local/APDTraining/_grid/cmds/dlg_deactivate.aspx’c
Close Task

You have selected 1 Task to close.

Select the status of the closing Task.

Status: Completed

Figure 1.9
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Assigning Activities from Your Activities Page

On occasion, a Area Office staff member may need to assign a task to another staff member to follow up or
complete. When this is the case, the first staff member must verify that all the steps mentioned below have
been completed so that the second staff member may complete the process.

1. Click on Activities and you will see the outstanding Activities associated with your user ID (see Figure

1.10).

U LY TN IS

hart
” | - Cancel 1ol Share - ~ ﬂ [~ Export to Excel tﬁ
i Set Regarding W 4 Copya link . o =y Y Filter
Mark Add Assign Run Start Run Advanced
omplete Note di-mauaunk « Workflow Dialog Reports Find
Actions Include Collaborate Process Data
Norkplace (3} - Activities My Activities v Search for records
. [ e =
[ Adtiities Subject Regarding Priority Due Date a Start Date
eues
g RQ:pom as! Cost Plan requires Area Review - Regarding Cost Plan... [, CostPlanF.. Normal 5/29/2013 11:03 AM 5/29/2013 11:03 AM
; Announcements & Task Cost Plan requires Area Review - Regarding Cost Plan... |, CostPlanF.. Normal 9/6/201311:17 AM 9/6/2013 11:17 AM
Peopk T Task Consumer has dipped into Reserve Funds - Regarding... [\ CostPlanF.. Normal 9/9/2013 11:09 AM 9/9/2013 11:09 AM
a Consumers E&F Task Cost Plan requires Area Review - Regarding Cost Plan... [ CostPlanF.. Normal 1/14/2014 8:30 AM 1/14/2014 8:30 AM
Provides O Task Cost Plan requires Area Review - Regarding Cost Plan... |, CostPlanF.. Normal 1/14/2014 8:33 AM 1/14/2014 8:33 AM
3 Providers & Task Cost Plan requires Area Review - Regarding Cost Plan... | CostPlanF.. Normal 1/14/2014 8:35 AM 1/14/2014 835 AM
iBudget

._'2 Annual Budgets
Lz Annual Cost Plans
e Service Authorizations

Figure 1.10

2. Select the task(s) you wish to assign by clicking on the box left of the task(s) (see Figure 1.11).

U LY TN IS v

hart l

” | - Cancel 1ol Share - ~ ﬂ [~ Export to Excel tﬁ

. Set Regarding Vo Uiy Copyalink . /) =y 7 Filter

Mark Add Assign Run Start Run Advanced

mplete Note dﬁ-mau alink . Workflow Dialog Report. Find

Actions Include Collaborate Process Data

Norkplace o 53 Activities My Activities v \ Search for records

My Work Due: Al =]
[ Adtiities J b Ceumiact Regarding Priority Due Date a Start Date

eues -

g RQ:pom requires Area Review - Regarding Cost Plan... [, CostPlanF.. Norm3l 5/29/2013 11:03 AM 5/29/2013 11:03 AM

; Amouncements N requires Area Review - Regarding Cost Plan,.. [ CostPlanF.. Normdi 9/6/201311:17 AM 9/6/2013 11:17 AM
People T Tas Consumer has dipped into Reserve Funds - Regarding... [\ CostPlanF.. Normgl 9/9/201311:09 AM 9/9/2013 11:09 AM

a Consumers 8 Task Cost Plan requires Area Review - Regarding Cost Plan... [ CostPlanF.. Normgl 1/14/2014 8:30 AM 1/14/2014 8:30 AM
Provides O Task Cost Plan requires Area Review - Regarding Cost Plan... |l CostPlanF.. ::y | 1/14/2014 8:33 AM 1/14/2014 8:33 AM
[k Providers S e Ragacding-ostis T —————— mal 1/14/2014 8:35 AM 1/14/2014 835 AM
iBudget

._'2 Annual Budgets

Lz Annual Cost Plans

e Service Authorizations

Figure 1.11
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3. A check mark will appear by the selected task (see Figure1.12). Click the Assign icon at the top of the

page (see Figure 1.12).

. Activities E I

View Chart®

d (3R cancel &P >’ 1l Share @ = ﬂ fX» Export to Excel m

& Set Regarding $ 43 Copy alink . " S 7 Filter

Add Assign Run Start Run Advanced
mplete Note @ E-mail a Link , Workflow Dialog Reporty Find
Actions Include Collaborate Process Data

lorkplace (3 Ci- | Activities My Activities ~ Search for records
ly Work Due: Al ~]
1@ \ A L—- Regarding Priority Due Date o Start Date

Queues
gkepm; _".il mem-mmcmm | CostPanE.. Normal 5/29/2013 11:03 AM 5/29/2013 11:03 AM
3 Announcements v &)\\l q Area Review - Reg: g CostPlan... | CostPlanF.. Normal 9/6/2013 11:17 AM 9/6/2013 11:17 AM
seople ‘4 & Task Consumer has dipped into Reserve Funds - Regarding... [\ CostPlanF... Normal 9/9/2013 11:09 AM 9/9/2013 11:09 AM
8 Consumers VA Task Cost Plan requires Area Review - Regarding Cost Plan... | CostPlanF.. Normal 1/14/2014 8:30 AM 1/14/2014 8:30 AM
vovider !7 & Task Cost Plan requires Area Review - Regarding Cost Plan... [, CostPlanF... Normal 1/14/2014 8:33 AM 1/14/2014 8:33 AM
& Providers g & Task Cost Plan requires Area Review - Regarding Cost Plan... |g, CostPlanF.. Normal 1/14/2014 8:35 AM 1/14/2014 8:35 AM
Budget
22 Annual Budgets
(% Annual Cost Plans
iy Service Authorizations

Figure 1.12

4. The Assign to Team or User pop-up box will automatically appear showing how many tasks have been
selected to be assigned. Click on the magnifying glass under Assign to another user or team to find the
user or team to assign the task (see Figure 1.13).

Assign to Team or User

You have selected 3 items. To whom would you like to assign them?

Assign to another user or team
Assign the selected item(s) to the following user or team:

Cancel

Area Office User Guide 10/14/2014
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5. The Look Up Record pop-up box will automatically appear. In the Search box, type in the name of the
user or team you are assigning the task. Then select the user or team and click OK. (see Figure 1.14).

Look Up Record
Enter your search criteria and click Search to find matching records. Filter your results and view different columns
of data by using the View options. Then, select the record you want and click OK.
Look for: l User E]
View: ] User Lookup View E] |
Search: Tester1 Levell Jo) _ |
Full Name Main Phone Business Unit e"
| [l satya Puwada 8509213091 APDTest =]
O Tirupal Kurapati 850-488-4357 APDTest
["] sharath Tigulla 850-921-4101 APDTest
(7] Email Sender DO NOT P4 IV APDTest
[l Meghan Murray \_ | APDTest
["] Miranda Johnson 8504149132 Central Office
] Mike Sodders APDTest
O Tirupal Kurapati 850-488-4357 APDTest
[l satya Puwada 8509213091 APDTest
] Erin Levin 850/570-0459 APDTest
(] Tester1 Level1 9999999999 Test BU
] Cheryl Smith 850-921-4189 Area Office 2 v
< ' |
1 - 50 of 89 (0 selected) M 4 Pagel b ’
Properties “ New
|
N

Figure 1.14

6. The task has now been assigned. Repeat steps 1 through 5 as needed.

Area Office User Guide 10/14/2014 Page 14
8.1a




Accessing the Queue

1. To access your Area Office queue, select Queues (see Figure 1.15).

Workplace o G-

4 My Work
4 Activities |
& Queves -
@ Reports
§ Announcements

4 People
8 Consumers

4 Provider
@ Providers

4 jBudget
..?2 Annual Budgets

| L.;'. Annual Cost Plans

ig Service Authorizations

‘ Lb Help

Figure 1.15

2. You must change the default filter by selecting the drop down arrow next to Queue Items. Change the
default view to All Items (see Figure 1.16).

‘ Queue Items View Charts
‘ {3 Copyalink O 3| a fx» Export to Excel m
2 E-mail a Link . ' HE 7 Filter

Run Start Run Advanced
Find

Workflow Dialog Report.

‘ Collaborate Process Data

Workplace o 53~ Queue Items I Items I am working on ¥ I [

| w5 v
‘ T All Items x

g Activities Title \ | lld Queue v Type Queue
&5 Queues Items available to work on

& Reports Items I am working on
&' Announcements

People
‘ 3 Consumers
| G P

Q Providers
‘ iBudaet

Create Personal View

Figure 1.16

Area Office User Guide 10/14/2014 Page 15
8.1a




3. To select the appropriate queue select the drop down arrow next to Queues. Scroll down to find your
corresponding Region queue (see Figure 1.17).

File Queue Items View Charts
‘ 13 Copyalink > = g x> Export to Excel n
ﬂ E-mail a Link . : BE 4 Y Filter
Run Start Run Advanced
Workflow Dialog Report. Find
Collaborate Process Data
Workplace (3} [~ Queue Items  All Items v I
| My Work Queue: IArea Office 1 Queue
g Activiti — | APDENET\whitlej's WIP Bin queue -
3 == ] Title | APDENET\wildj's WIP Bin queue ered Queue v Type Queue Worke
Queues == APDENET\willist's WIP Bin queue
2 Reports 1@  Cost P{apDENETwrilson)'s WIP Bin quede " 3/28/2014 334 PM  Task Area Office 1 Queue
- [[1&@ ConsufAPDENETwilsonn's WIP Bin queue . 3/28/2014332PM  Task Area Office 1 Queue
& Announcements — 3 APDENET\Winter Mclemore's WIP Bin queue L el Quew
| People [ costp APDENET\wojcikk's WIP Bin queue 3/28/20143:12PM  Task Area Office 1 Queue
3 APDENET\wrightm's WIP Bin queue ) .
| 8 Consumers [E g Consul pENET\yandelw's WIP Bin queue .. 3/28/2014 3:07 PM  Task Area Office 1 Queue
Provid 1 & Cost PIAPDENET\yochemj's WIP Bin queue i 1/9/2014 1:50 PM  Task Area Office 1 Queue
| } APDENET\Yolanda Morris's WIP Bin queue =
@k Providers gl: & Consu APDENET\YolondaDubose's WIP Bin queue |- 1/9/2014 1:47 PM  Task Area Office 1 Queue
| iBudget I o r e e 1/9/20141233PM  Task Area Office 1 Queue
23 Annual Budgets 1@ cost PETISNTr — 1/9/2014 1231 PM  Task Area Office 1 Queue
5 Area Office 10
[ Annual Cost Plans 1 costPlaren office 11 g:::: 19/20141229PM  Task Area Office 1 Queue
ie Semvice Authorizations [ costrl :ea %:“ g gueue 1/9/2014 12:26 PM  Task Area Office 1 Queue
ea Office ueue
‘a b B 2] Cost Pl Area Office 14 Queue - 1/8/2014 243 PM  Task Area Office 1 Queue
> Area Office 15 Queue G <
H 2| Consu Area Office 2 Queue oo 1/8/2014 239 PM  Task Area Office 1 Queue
W [[1' & Cost PlArea Office 23 Queue 1/8/2014 1:15PM  Task Area Office 1 Queue
orkplace | Area Office 3 Queue
{ 1-500f79 0 Area Office 4 Queue
Settings an .|Area Office 7 Queue - u . . v ' . “ ~ n -
Figure 1.17

4. Once you have selected your Area Office queue, you will be able to see all of the outstanding activities
for your region. Now click on View, across the top there are several options: Set as Default View,
Filter, Save Filters, Save As, New Personal View, and Refresh. Click on Set as Default View to make this
your default view every time you select Queues (see Figure 1.18).

Queue Items View Charts
[ - A~
L YHSZ B B

Set As Nefault Filter Save  Save New Personal Refresh

gl - Filters As View
List View
Figure 1.18
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Closing and Assigning Tasks from the Queue

There are multiple ways to close a task from the queue. Follow the steps below to close and remove tasks
from the queue or assign the task to the appropriate staff member.

Closing Multiple Tasks at a Time

1. To close multiple tasks at one time, hold down the CTRL key and select the task(s) you wish to close by
clicking on the box left of the task(s). A check mark will appear by the selected task (see Figure 1.19).

Queue Items View Chart

i3 CopyaLink . = E x> Export to Excel
i E-mail a Link . @ o b g Y Filter lﬂ
Run Start Run Advanced
Workflow Dialog Report. Find
Coliaborate Process Data
Workplace 7} Lo~ Queue Items  All tems ~ Search for records
My Work Queue: I [ Araa Oftics 7 Ouisnis [=]
d Activities ;_,/: _ Entered Queue v Type Queue ‘Worked By Owner (Object)
g:::: 14 = Regarding Cost Fian... 1/13/2014 9:48 AM  Task Area Office 2 Queue Chen Smith
d Announcements vl 4 has dipped into Reserve Funds - Regarding... 1/13/20149:46 AM  Task Area Office 2 Queve Tester2 Levell
h [4] 21 Cost Plan requires Area Review - Regarding Cost Plan.... 1/9/2014 1247 PM  Task Area Office 2 Queue Tester7 Levell
8 Consumers 21 Consumer has dipped into Reserve Funds - Regarding... 1/9/2014 1247 PM  Task Area Office 2 Queue Tester7 Levell
Prow [v] 21 Consumer has dipped into Reserve Funds - Regarding... 1/9/2014 1244 PM  Task Area Office 2 Queue Tester7 Levell
@ Providers gIZIZJ Cost Plan requires Area Review - Regarding Copied Co... 1/8/2014 135 PM  Task Area Office 2 Queue Tester1 Levell
= [V A Coct Plan renuirec Area Review - Reaardina Conisd Ca. 1RONA194PM  Tack Area Office 7 Ouens ToctertD Lovelt
Figure 1.19
2. Select Run Workflow (see Figure 1.20).
Queue items View Pm. -
i3 Copyalink . Excel A
@ E-mail a Link . CJ \_ | m
Run Advanced
Workfiow D Report » Find
Coliaborate Process Data
Workplace 0 G3- Queue Items  All tems ~ Search for records
My Work Queue: | Area Office 2 Queue E
(3 Activities ] Title Entered Queue v Type Queue Worked By Owner (Object)
gg:::: vl 4 Cost Plan requires Area Review - Regarding Cost Fian... 1/13/2014 9:48 AM  Task Area Office 2 Queue Chenyl Smith
j Announcements V] 4 Consumer has dipped into Reserve Funds - Regarding... 1/13/2014 9:46 AM  Task Area Office 2 Queue Tester2 Levell
People [/ 1 Cost Plan requires Area Review - Regarding Cost Plan... 1/9/2014 1247 PM  Task Area Office 2 Queue Tester7 Levell
8 Consumers F20F] Consumer has dipped into Reserve Funds - Regarding... 1/9/2014 1247 PM  Task Area Office 2 Queue Tester7 Levell
Peoider [v] /1 Consumer has dipped into Reserve Funds - Regarding... 1/9/2014 1244 PM  Task Area Office 2 Queue Tester7 Levell
i Providers /1 Cost Plan requires Area Review - Regarding Copied Co... 1/8/2014 135PM  Task Area Office 2 Queue Testerl0 Levell
o= [V J Cact Plan reauirec Area Review - Reaardina Conisd Ca. 1ROMA1I4PM Tack Arsa Office 7 Ouens TecteriD L avelt
Figure 1.20
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3. The Look Up Record pop-up box will automatically appear. You do not need to input any information to
search for the tasks. They will automatically be displayed in the box under Process Name. Select the
box next to Close Task and a check will appear and then select OK (see Figure 1.21).

Look Up Record
Enter your search criteria and click Search to find matching records. Filter your results and view different columns
of data by using the View options. Then, select the record you want and click OK.

;ookfot:lProcess - o Show Only My Records

View: | On Demand Workflows [v]
0

Search: Search for records

Process Name | Created On Modified On Status Owne

Close Task \_| 7/5/20127:52 AM  4/23/2014 6:16.  Activated Satya Pu

< [»]

1-1o0f1 (1 selected) M 4 Pagel »

Properties ||

I
Wl_im. I

Figure 1.21

4. The tasks will be closed and removed from the queue.
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Close an Individual Task from the Queue

1. To close an individual task from the queue double click the task you want to close (see Figure 1.22).

‘ Queue Items View Charts

23 Copy a Link

- O g fx» Export to Excel [ﬁ
{3 E-mail a Link . Q ¥ Filter
|

| WOrkflow Dnalog Re%%rr‘t- Ad‘F'ianr::;mj
Coliaborate Process Data
Workplace (G} [}~ Queue Items  All tems ~
« My Work Queue: [Area Office 2 Queue E
(4 Activities F Title = | mp— Type Queue Wor
gm 2] cmnnummm-umcwm;.\_lmt Area Office 2 Queue
3 Announcements ‘D & Consumer has dipped into Reserve Funds - Regarding... 1/13/2014 9:46 AM  Task i

Area Office 2 Queue
« People \D 21 Cost Plan requires Area Review - Regarding Cost Plan... 1/9/201412:47 PM  Task Area Office 2 Queue
\ -

Figure 1.22

2. To close the task, you can either select Mark Complete or Close Task. Note: Selecting Mark Complete
will automatically remove the task from the queue (see Figure 1.23).

— = — v ——

Hldl )8 (G @ 8537 o5

\ﬁ Copy a Link
Save Save& Attach Add To Assign
Close File Note Opportunity .E E-mail a Link Workflow Dlalog Re
Save Include Actions Convert Activity Collaborate Process [
Information

=4 Task 1
Task .

s Cost Plan requires Area Review - Regarding Cost Plan...

4 Task
Related

Subject ™ C

ost Plan requires Area Review - Regarding Cost Plan For ETHAN A, BERG For
Following cost plan requires area review

Consumer: ETHAN A, BERG
Fiscal year:2013-2014

Cost Plan:Cost Plan For ETHAN A. BERG For 2013-2014Submitted By WSC: Tester2 Levell Submitted ¢
9:48 AM

Please review this cost plan.

Regarding L" Cost Plan For ETHAN A. BERG For 2013-2014
Owner™* 8 Cheryl Smith
Figure 1.23
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3. If you select Close Task, a Close Task pop-up box will automatically appear. The status of the task to
close will default to “Completed” (see Figure 1.24).

Close Task
You have selected 1 Task to close.

Select the status of the closing Task.

Status: | Completed

htt @ Internet | Protected Mode: On

Figure 1.24

4. Select Ok. This will remove the task from the queue. If you need to cancel closing the task click on the
drop down box and select cancelled (see Figure 1.24).

Close Task

You have selected 1 Task to close.

Select the status of the closing Task.

Completed
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Assigning on Tasks from the Queue

1. To assign tasks from the queue, double-click the task you want to assign (see Figure 1.25).

Queue RRems View

33 Copyalink . —
© &
R S

Charts

fx» Export to Excel

{3 E-mail a Link . 7 Filter

#

WOrllc‘fTow Dila?gg Re%%rr‘t- Aa;iannc:ed
Coliaborate Process Data
Workplace 4} [}~ Queue Items  All tems ~
« My Work ‘ Queue: | Area Office 2 Queue [+]
3 Activities \E] Title " Entered Queue v | Type Queue Wor
gg:::: ‘2 Cost Plan requires Area Review - Regarding Cost Plan... 1/13/2014 9:48 AM  Task Area Office 2 Queue
; Announcements B 21 Consumer has dipped into Reserve Funds - Regarding... 1/13/2014 9:46 AM  Task Area Office 2 Queue
« People \9 2} Cost Plan requires Area Review - Regarding Cost Plan... 1/9/201412:47 PM  Task Area Office 2 Queue

Figure 1.25

2. A pop-up box will open with the task information. Instead of selecting the Assign button. We are
asking WSC(s) to click the Work on feature. It will allow WSC(s) to remain the owner in the queue.
Also, the Area Staff can sort by the consumer or WSC name. (see Figure 1.26).

File Queue Items View Charts
o / [ Release 43 Copy a Link S = g x» Export to Excel lﬁ
== {#l €-mail a Link - N S g Y Filter
louting Work Run Start Run Advanced
On ¥ Queue Item Details Workflow Dialog Reporte Find
Actions Collaborate Process Data
Figure 1.26
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3. The Assign to Team or User pop-up box will automatically appear showing how many tasks have been

selected to be assigned. Click on the search magnifying glass next to the box under Assign to another
user or team to find the user or team to assign the task to (see Figure 1.27).

Assign to Team or User |
You have selected 1 item,. To whom would you like to assign it?

Assign to another user or team
Assign the selected item(s) to the following user or team:

Help [[  cancel ‘

Figure 1.27
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4. The Look Up Record pop-up box will automatically appear. In the Search box, type in the name of the
user or team you are assigning the task. Then select the user or team and click OK. (see Figure 1.28).

" Look Up Record
| Enter your search criteria and click Search to find matching records. Filter your results and view different columns
of data by using the View options. Then, select the record you want and click OK.
Look for: | User [=]
View: l User Lookup View E] I
Search: Testerl Levell jo _
\ N
‘ Full Name Main Phone Business Unit Fs
] satya Puwada [ 8509213091 APDTest =
] Tirupal Kurapati _ | 850-488-4357 APDTest
' [[]  sharath Tigulla 850-921-4101 APDTest
' [ Email Sender DO NOT REPLY APDTest
E Meghan Murray APDTest
] Miranda Johnson 850-414-9132 Central Office
] Mike Sodders APDTest
"] Tirupal Kurapati 850-488-4357 APDTest
E Satya Puwada 8509213091 APDTest
] Erin Levin 850/570-0459 APDTest
] Tester1 Level1 9999999999 Test BU
]  Cheryl Smith 850-921-4189 Area Office 2 v
[ [»] |
1 - 50 of 89 (0 selected) M 4 Pagel b
‘ PIOperiies H New
I
R | e
—

N
Figure 1.28

5. The task has been assigned. Repeat as needed.

Area Office User Guide 10/14/2014 Page 23
8.1a




Accessing Consumer Information

1. You will use the Consumers option under People in the Workplace menu on the left side of the page to
access the consumer information. Clicking this link will provide a list of consumers you are authorized
to view (see Figure 1.30).

Workplace (3} _3- Consumers  Active Consumers ~ Search for records
Ja— [7]  First Name Last Name TierCode  Medicaid Number Date Of Birth Social Security Number PIN Gender District County Living Situi
3 Acwties 7] usey AARON 1BGT 2004027361 7191970 534689448 0000100530 Female o ESCAMBIA FAMILYHC *
&y Queues ABBOTT 1BGT 2414288913 9/231979 037143713 0000174637 Female 02 WASHINGTON  FAMILY HC
% Reports B ABEL 1BGT 8751399318 51171976 530-34-1153 0000153592 Female o1 ESCAMBIA SUPPORTE,
& Announcements " | cHanEL ABERNATHY BGT 5306113561 5111976 410-194778 0000100551 Female oL ESCAMBIA SMALL GRY
! People _ 18GT 2353427068 /211972 750858773 0000147772 Female oL SANTA ROSA FAMILY HC
§ consumers 1BGT 6588201665 20611966 865-78-2055 0000163420 Femaie 02 LEON FAMILY HC
e ABREU 1BGT 3409023238 3161978 787394875 0000156033 Female o1 OKALOOSA FAMILY HC
8 providers ] ACEVEDO 1BGT 2290980659 731992 955307123 0000135463 Male 02 WASHINGTON  FAMILY HC
' B et mioats l— ICOLN ACKER 1BGT 8702152841 /571975 459-123028 0000152599 Male 02 GADSDEN FAMILY HC
: e 1 rarson ACKER 18GT 2548593380 5191946 309329204 0000002008 Male 02 GULF LARGE GRI
£, Senice Authorizations | L| ENDALL ACKERMAN 18GT 3221453935 116/1963 947674912 0000144682 Male o ESCAMBIA SUPPORTE
[ FRANK ACKERMAN 1BGT 8560745167 5121949 698866479 0000100482 Male o1 ESCAMBIA SMALL GRS
1 marmHas ACKERMAN 18GT 8031583456 1240963 322914279 0000100923 Male o ESCAMBIA FAMILY HC
| l:n1 Aluasn AcTmiL IRET 2WITROCEIA ANSAQEE 273 04 QW3 AOOANN1 SIS Aala a2 Irvsna canant (-Bé'
Wostplice 1-50 of 3060 0 selected) M € Fage1 b
Settings Al - A B C D E F G H 1 ) K L M N P o R s T u v w X Y z

Figure 1.30

2. You may change the view by selecting the drop down arrow next to “Active Consumers” to indicate
whether you wish to view active or inactive consumers.

Workplace @ - Consumers | Active Consumers ~ PERCH F0i¢ SRCDA0E
I My First Name ate Of Birth Social Security Number PIN Gender District County Living Situ. £
3 Actities uBsY AARON 2004027361 7/19/1970 584.68.9448 0000100530 Female o ESCAMBIA EAMILY HC*
& Queues CmTHA ABBOTT 1BGT 2414288913 9231979 037143713 0000174637 Female 02 WASHINGTON  FAMILY HC
[ Reports BRIANA ABEL 18GT 8751399318 5111976 930-34-1153 0000153592 Female o1 ESCAMBIA SUPPORTE
o announcements CHANEL ABERNATHY 1BGT 5306113561 51171976 410-194778 0000100551 Female o1 ESCAMBIA SMALL GRC
! People ALATNA ABNER 18GT 2350427068 7211972 750858773 0000147772 Female o1 SANTA ROSA FAMILY HC
§ consumers REYNA ABRAMS 18GT 6588201665 261966 865782055 0000163420 Female 02 LEON FAMILY HC
* Poider ALANA ABREU 18GT 3409023238 3161978 787-394875 0000156033 Female o1 OKALOOSA FAMILY HC
& Froviders
& WADE ACEVEDO BGT 2290980659 731992 955307123 0000135463 Male 02 WASHINGTON  FAMILY HC
e UNCOWN ACKER 1BGT 8702152841 5/51975 459-12.8028 0000152598 Male [ GADSDEN FAMILY HC
S St c':"“ KAYSON ACKER 18GT 2548593380 5191946 309.32.9204 0000008008 Male 02 GULF LARGE GR(
L} Sewice Autnortions KENDALL ACKERMAN 18GT 3221453935 1116/1963 947674912 0000144682 Male a ESCAMBIA SUPPORTE
FRANK ACKERMAN 1BGT 8560745167 5121949 698366479 0000100482 Male o1 ESCAMBIA SMALL GR
MATTHIAS ACKERMAN BGT 8031583456 12401969 322914279 0000100923 Male o ESCAMBIA FAMILY HC
P At mer 27780814 Ansaacs 27304 022 ranaont e Ataia P nrreon
Workplace
1-50 of 3060 0 selected) M 4 Page1d
Settings an - a R c n F F e H 1 ' © 1 M N o ® ” 3 T u v w ¥ v 7
Workplace & Gi- | Consumers | Active Consumers ~ Search for records
1 My ok F First Name| System Views J I e e e <~ ial Security Number PIN Gender District County Living Situ. ;
3 Actties T user Active Consumers 9443 0000100530 Female o1 ESCAMBIA FAMILY HC
2y Queues T onmaa Inactive Consumers 143713 0000174637 Female 02 WASHINGTON  FAMILY HC
[ Reports I srANA = 5111976 930341153 0000153582 Female o ESCAMBIA SUPPORTE
o announcements T cHanEL - 5111976 410-194778 0000100551 Female o ESCAMBIA SMALL GR¢
! People O asma gt DO i 7211972 750858773 0000147772 Female o SANTA ROSA FAMILY HC
under
8 consumers T REMA 20611966 865-78-2055 0000163420 Female 02 LEON FAMILY HC
= ME Region Call
O asna 3161978 787394875 0000156033 Female o OKALOOSA FAMILY HC
i Providers T wabe Koente Yersonat Wewr 731992 955307123 0000135463 Male 02 WASHINGTON  FAMILY HC
by UNCOLN ACKER BGT 8702152841 5/5/1975 459-12-8028 0000152599 Maie 02 GADSDEN FAMILY HC
Annual Budgets -
o~ = I KAYSON ACKER BGT 2548593380 5191946 309-32-9204 0000008008 Male 02 GULF LARGE GRC
: S bt B xenOAL ACKERMAN BGT 3221453935 116/1963 947674912 0000144682 Male o1 ESCAMBIA SUPPORTE
T FRANK ACKERMAN BGT 8560745167 5121943 638366479 0000100452 Male o ESCAMBIA SMALL GR¢
T MATTHIAS ACKERMAN BGT 8031583456 7241968 322914279 0000100923 Male o ESCAMBIA FAMILY HC
I: AzaRA. Acuma. meT 2RI7NCEIL 40SA0RE 27204 8782 Ananan S35 Mata n nrrsom <aanni coe’
‘« »
Mg 1-50 of 3060 0 selected) W 4 Page1 d
Settings an « & = ¢ n FE = & w1 P v 0 m ow A b 5 < T um v o w v v 3
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3. To select a consumer, double click the consumer’s name in the list (see Figure 1.30). This will display
the Consumer Information page (see Figure 1.31).

Information —

—
Consumer Consumers
—_— " MARTHA BROWNE

4 Consumer
Related

Demographic Data

+ Common
3 Activities First Name * [psrTH Last Name * |
& Closed Activities Middle nitial [ SEX |
L% Approved Services Gender [Fomale =1 Pn* Jpoo102c62
‘?b Annual Budgets Date Of Birth* 1/14/1960 _Ev Medicaid Number [
L&, Annual Cost Plans 7
i4 Service Authorizations Soce! Securty fass-91-5054 cco [
r;-' S Phone Number I Email I
Address Line 1 | 7 ADDRESS70 Address Line 2 |
city lcurF sreeze State B lorida
Figure 1.31
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Approved Services

Approved Services is a section in iBudget that shows what a consumer is allowed to have on their cost plan and

what services a provider can provide.

Consumer-Approved Services

In order for a cost plan to be built in the iBudget application, a consumer must have approved services. The
pre-approved services are a necessity for the health and safety of the consumer.

1. Under People, click Consumers on the left side of the page (see Figure 2.1).

2. Double click on a consumer from the list (see Figure 2.1).

Workplace (3 -

Consumers

Active Consumers ~

First Name Last Neme a TierCode  Medicaid Number Date Of Birtn
My Work
3 Actwties BBy AARON BGT 2004027361 7191870
& Queu CYNTHIA ABBOTT | et 2414288913 931979
= Repor - BRIANA ABEL 511197
V CHANEL ABER: 5111976
People ALAYNA ABNER 77211972
§ consumers REMIA ABRAMS 1BGT 6588201665 25611966
Provider ALANA ABREU 1BGT 3409023238 3161978
i Providers WADE ACEVEDO 1BGT 2290980659 731992
Sudget LINCOLN ACKER BGT 8702152841 /51975
22 Annual Budgets 9
= 7] xarson ACKER 1BGT 2548593380 5191946
L Annual Cost Plans
-} Service Authosizations KENDALL ACKERMAN 18GT 3221453935 1161963
FRANK ACKERMAN BGT 8560745167 51211949
MATTHIAS ACKERMAN 1BGT 8031583456 712411969
1 ALARN. ACTIMA IRGT W ITANCEIA ANSN0RE
‘
Worl
plsce 1-50 of 3060 O selected)
Settings Al - A B c D E H ] ' 3

Social Security Number

584689448
037-14-3713
930-34-1153
410-194778
750858773
865-78-2055
787-394875
955-30-7123
459-128028
309-32.9204
947674912
698866479
322914279

212 01 @22

PIN

0000100530
0000174637
0000153592
0000100551
0000147772
0000163420
0000156033
0000135483
0000152539
0000002008
0000144652
0000100482
0000100923

ANNANN1 SIS

Search for recor

Gender
Female
Female
Female
Female
Female
Female
Female
Male
Male
Male
Male
Male
Male

Mals

ds
District
o1
02
o1
01
o1
02
01
02
02
02
01
o1
01
a2

County
ESCAMBIA
WASHINGTON
ESCAMBIA
ESCAMBIA
SANTA ROSA
LEON
OKALOOSA
WASHINGTON
GADSDEN
GULF
ESCAMBIA
ESCAMBIA
ESCAMBIA

Arvenm

Living Situi &
FAMIYHC =
FAMILY HC
SUPPORTE
SMALL GR¢
FAMILY HC
FAMILY HC
FAMILY HC
FAMILY HC
FAMILY HC
LARGE GR¢
SUPPORTE
SMALL GRe¢
FAMILY HC

cannit G T
»
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3. The consumer’s information will be displayed (see Figure 2.2).

Information
‘Consumer
Notes

+ Common
3 Activities
L& Closed Activities
|#% Approved Services
.g Annual Budgets
L&, Annual Cost Plans
L4 Service Authorizations
& Claims

Consumer

" MARTHA BROWNE

4 Consumer

Demographic Data

First Name * [asrTHa Last Name *
Middle Initial | SEX

Gender Famale «~ | PIN*

Date Of Birth* 1/14/1960 |Ev Medicaid Number
Social Security Jaos-91-5954 @C D
Number

Phone Number I Email
Address Line 1 |17 aDoRess? Address Line 2
city |GuLF sresze State

Consumers

B Forida

Figure 2.2

4. Click Approved Services under the Subgroup Common on the left side of the page (see Figure 2.3).

‘Consumer
Notes

+ Common
4 Activities
& Closed Activities
L#& Approved Services
&2 Annual Budgets
L&, Annual Cost Plans
L4 Service Authorizations
& Claims

T Consumer

~~ MARTHA BROWNE

4 Consumer

Demographic Data

First Name * MARTHA
I

Date Of Birth *

Social Security
MNumber

Phone Number

Address Line 1

ity

Last Name *

SFX

PN

Medicaid Number

oCcb
Email

Address Line 2

State

Consumers

B Forida

Figure 2.3

5. Click Add New Approved Service (see Figure 2.4).

s - vV — RS SIS ALY - Gabrielle Morales ™
B oo | oo | soprovedsemen | Nores =
I L2l Share A save Fiters — y - -
v © 5 W 5
e X% copy a Link & Save Filters as New View i == >
Add New App! Assign Approved Filter Set As Default Chart Run Start Run  Export Approved
Delete Approved Service Services # E-mail a Link View Pane » Worlkflow Dialog Report~ Services
ecords Collaborate Current View View Process Data
Information —
Consumer Consumers Ak AR
Consumer L8
t — " MARTHA BROWNE
\pp d Services App d Service ciated View ~ Search for records £
1 Approved Service Name a Service Code Begin Date End Date PA Number PA Status PALZ
4 Common
3 Activiti 7] MARTHA BROWNE - Adult Dental 4001 47172013 12/30/9999
ies
- .
X ] MARTHA BROWNE -- Life Skills Development - Level 3 (ADT)... 4082 a/1/2013 12/30/9999
L® Closed Activities =
A 3 Servid i MARTHA BROWNE -- Personal Supports 4140 7/1/2013 12/30/9999
' = = ] MARTHA BROWNE -- Personal Supps day) 4141 4/1/2013 12/30/9999
Z£2 Annual Budgets - - b, /1/201. /3
™ = 4
kst Annual Cost Plans MARTHA BROWNE -~ Support Coordination 270 45172013 12/30/9999
i@ Service Authorizations
& craims
<] 1 1
1-5 of 5 (0 selected) M 4 Pagel b
an - a " -~ n e e ~ - 1 ' L 4 ' L ~ ~ o ~ L < L " w w w v 4
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Figure 2.4

6. Click the Look Up icon in the Service Code field to select the new service code and description (see

Figure 2.5).
- Approved Service Add AruIranIng o
I l | g asave & New 4o sl Sharing - Q = I
¥ (3 copyaLink e _.45
Save Save & Assign Run Start Run
Close 7| E-mail aLink Workflow Dialog Report .
Save Collaborate Process Data
: (N F Approved Service Approved Sen o]
| Approved Service B New .
. Notes
4 roved Service
App!
Approved Service
4 Processes
G Workflows Approved Service |
Name
Consumer £ MARTHA BROWNE | Q
Servce Code m\_l EE
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7. The Look up Record box will automatically appear. Click the box next to the description of the service

code(s) selected and click OK (see Figure 2.6). .

Look for: I‘jerunie Code O Show Only My Records
View: e
Search: Search for records jo)

Description | Service Code a Service Family | i¥Fs
Adult Dental \_ | 4001 Welness Management 1
[] Behavior Analysis - Level 3 4010 Therapeutic Supports ¥
[:] Behavior Analysis - Level 2 4011 Therapeutic Supports Y
[] Behavior Analysis - Level 1 4012 Therapeutic Supports Y
D Behavioral Services - Assistant 4013 Therapeutic Supports b
[:] Behavior Analysis Assessment 4014 Therapeutic Supports Y
D Consumable Medical Supplies - CDC 4030 Wellness Management I
[] Dietitian Services 4040 Wellness Management Y
[] Durable Medical Equipment 4050 Environmental and A... P
D Environmental Accessibility Adaptations 4060 Environmental and A... P
[l Environmental Accessibility Adaptations -- Assessment 4061 Environmental and A... P v
n Family and Legal Representative Training 4070 Life Skills Development I

< >
1 - 50 of 118 (1 selected) M 4 Pagel b
I Properties I I New
[
I OK \\l—'_ “ Remove Value
Figure 2.6
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8. Inthe Begin Date field enter the start date for the service (see Figure 2.7).

Approved Service Add Aruianing o
% Save & New w4l Sharing - O = P
E e I'% copy a Link Ve —J
Save Save& Assign Run Start Run
dE»maiIaLmk Workflow Dialog Report.
Save Collaborate Process Data
nformation 5 :
= : 8 Approved Service e 5
I Approved Senice -’ oproved d
ES ! New
4 Approved Service
Related
Approved Service
| Processes
G# Workflows Approved Service |
Name
Consumer £ MARTHA BROWNE - | a
v .
Service Code L 4001 @ BeginDate B
Figure 2.7
9. Click Save; Save and Close or Save & New (see Figure 2.8).
- Approved Service = Add ArvIranIng o
Im & New s Sharing - O = L
I'5 Copy a Link S —-di
Szve Save& Run Start Run
@ E-mail a Link Workflow Dialog Report.
Collaborate Process Data
g - F Approved Service e P [
|- #pproved Senice 5 New : —
L Notes
4 Approved Service
Related
Approved Service
4 Processes
Gé Workflows Approved Service |
Name
Consumer 8 MARTHA BROWNE Q
Service Code (@ 4001 [ BeginDate 1012014 x B

10. Repeat steps 4 through 9 until all approved services have been entered.
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How to Add Provider Services

For provider services to be added into iBudget, the Field Office provider enrollment staff person will add the
iBudget service codes to the ABC screen AVEMNCS. Once added, the service codes will be reflected in iBudget
overnight, with the exception of weekends when they will reflect by the following Monday.

In cases of an emergency, where services are needed in iBudget immediately, please contact State Office
provider enrollment staff.

Effective July 1, 2013, all APD waiver providers will maintain one active Medicaid provider ID. This change will
only impact current waiver providers with multiple active Medicaid provider IDs. WSC/Consultants should
build their Fiscal Year 13-14 service plans using the provider number that contains the Developmental
Disability (DD) contract. An error message will occur if any other number is used.

Effective July 1, 2013, active CDC+ waiver provider numbers will be transferred to the DD Medicaid provider ID
through an automated process in FMMIS.

If a Waiver Support Coordinator (WSC) does not know which number has the “DD” contract, they have been
instructed to contact their Field Provider Enrollment Specialist.
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Budget Reductions

There may be instances in which a consumer’s annual budget amount needs to be reduced (i.e., as a result of
cost plan reviews, living setting changes, or changes in QSI scores.) To reduce the annual budget amount,
follow these steps:

1. Click Consumers in the Workplace menu (see Figure 3.1).
2. Locate the consumer you wish to change. Highlight the consumer and double click. This will open the
Consumer Information page (see Figure 3.1).
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#] Reports | BRIANA ABEL 1BGT 8751339318 5111976 930-34-1153 0000153592 Female oL ESCAMBIA SUPPORTE
& Announcements RNATHY 1BGT 5306113561 51171976 410194778 0000100551 Female o1 ESCAMBIA SMALL GRY
People F(R 1BGT 2353427068 /211972 750858773 0000147772 Female oL SANTA ROSA FAMILY HC
8¢ \I g 1BGT 6588201665 2)6/1966 865-78-2055 0000163420 Female 02 LEON FAMILY HC
Pomeiber O A ABREU 1BGT 3409023238 3/16/1978 787-394875 L 0000156033 Female oL OKALOOSA FAMILY HC
& roviders i) wabe ACEVEDO 1BGT 2290980659 731992 955-307 _ 3le 02 WASHINGTON  FAMILY HC
B i bt * LINCOLN ACKER BGT 8702152841 /51975 459-12-8}0\,—&1: 02 GADSDEN FAMILY HC
- El xarson ACKER 18GT 2548593380 S/19/1946 309-32.9204 0000003008 Male 02 GULF LARGE GRe
L= Annual Cost Plans
<} Seoice Atostestions ] xenoau ACKERMAN 1BGT 3221453935 1116/1963 947674912 0000144682 Male oL ESCAMBIA SUPPORTE
FRANK ACKERMAN 1BGT 8560745167 5/12/1949 698866479 0000100482 Male o1 ESCAMBIA SMALL GR(
O marmias ACKERMAN 1BGT 8031583456 7/241969 322914279 0000100923 Male o1 ESCAMBIA FAMILY HC
T Atuaen ACtmg RET 3RITVCEIA ANSNGEE 27304 QR3 ANOOON1 KIS Mals a2 [t canant v::n'
Woskplace 1-50 of 3060 0 selected) M ¢ Fage1 b
Settings an - A B c ) £ F G H 1 ) 3 L MN o 3 o R s T u v wooX Y z

Figure 3.1

3. Onthe left side under the Related Common menu click Annual Cost Plan (see Figure 3.2).
4. Verify that the cost plan is in either Draft or Pending Review status (see Figure 3.2).
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Figure 3.2
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5. Click on Annual Budgets (see Figure 3.3).
6. Double click on the allocated amount.
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Figure 3.3
7. This will bring you to the Annual Budget information screen. Double Click on the Allocated Amount

(see Figure 3.4).
Change the amount to the appropriate budget amount (see Figure 3.4).

Always verify the reduced amount of the budget to ensure it is not less than the allocated amount of

the cost plan. If the amount is less than the allocated amount, the system will populate an error

message and will not allow you to save.

10. Click Save and Close (see Figure 3.4).

Sharing ~

© &6 8

Copy a Link

Save Save & Assign Run Start Run
Close x Delete jE-mau alink Workflow Dialog Reports
Save Collaborate Process Data

Ifocmation ' Annual Budget Annual Budgets v|4

- Annual Budget - = 9 :

gy =% Annual Budget for MARTHA BROWNE For FY 2013-2014
4 Annual Budget

Related
Annual Budget

+ Common

(3 Activities Consumer 8 "ARTHA BROWNE Q@ Fiscal ear* B 2013-2014 ]
. .
L® Closed Activities Begin Date * 7/1/2013 [Bw EndDate* 6/30/2014 Bw
' L 0
Allocated Amount™  $1200000 _ |
Yearly Budget Approximate Monthly
Allocated Amount

Flex Amount Reserve Amount
Certification
I Certify I have @ No C Yes Date Last Certified B

verified the Allocated
Amount

Area Office User Guide 10/14/2014
8.1a

Figure 3.4

Page 33




11. The Annual Budgets screen will show the reduction under allocated amount (see Figure 3.5).
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Review, Approve, or Deny a Cost Plan

The Area Office staff review cost plans and will sometimes send them to the State Office for additional review,
or they approve cost plans which creates service authorizations that are sent to the Agency for Health Care
Administration (AHCA) for a Provider Authorization (PA) number.

Reasons for Area Office Review

Certain situations result in Area Office review of a cost plan. A cost plan will automatically be checked for the
possibility of sending to the Area Office for review each time a WSC clicks the Save and Process button. When
the Area Office receives one of these cost plans in its queue or as an activity on the Activities page, a staff
member will then read the reason in the Reason for Field Review box and verify that all health and safety
needs have been met before approving the cost plan.

Figure 4.1

In the Area Office Processing box, you might see the following reasons for a review:

Reason: Automatically sent to Area Office Review
a. Description: This happens when it is the first cost plan for a consumer or when the WSC wants
the Area Office to check something before approving.

Reason: Services from the following critical/needed groups:
a. Description: This happens when a service plan has not been built for an approved critical
service or if the minimal amount has not been met. It will list the specific service that needs to
be reviewed.

Reason: One or more of the consumer's needed services have not been budgeted in the cost plan
a. Description: This happens when there is no service plan for a service that is needed to meet
the health and safety requirements of the consumer. To verify this, click on Consumer
Approved Services to make sure there is a service plan for all services listed.

4. Reason: The service Environmental Accessibility Adaptations has triggered an automatic
Area Office review. Please verify that the total expenditure is not greater than $20,000 within the last
five years.

a. Description: Environmental Accessibility Adaptations has a maximum allowed amount of
$20,000 per every five years of services. This alert reminds the Area Office staff to verify that
limit has not been met yet for this consumer.

5. Reason: One or more of the consumer's needed services have been budgeted less than the current
approved cost plan.
Area Office User Guide 10/14/2014 Page 35
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a.

Description: When a cost plan is built and copied for changing, those changes are tracked to
create a history or Historical cost plan. The plans are then compared to the current approved
plan to make sure that the changes will not affect the health and safety of the consumer.
When this alert appears, it means that a needed service has been reduced. The Area Office
needs to verify that this lesser amount will still meet the health and safety requirements of the
consumer.

6. Reason: Waiver Support Coordination has not been budgeted as required.

a. Description: Waiver Support Coordination is a required service for all cost plans. This alert
verifies that it has been budgeted for every month of service in the cost plan. To check this,
open the service plan for Support Coordination in the cost plan and verify that the amounts for
each month are correct.

b. Description: When the cost plan is over the approved threshold amount.

c. Description: When the Like Skills Development 3 ratio of 1:5.
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Approving a Cost Plan

There are several steps to properly approve a cost plan. The steps mentioned below must occur for every cost

plan that is sent for Area Office review.

Verifying Cost Plan Budget Amounts

1. Click Consumers in the Workplace/People menu (see Figure 5.1).

2. Double click on the consumer within the list (for example: Browne, Martha) (see Figure 5.1).
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Figure 5.1
3. The Consumer Information page will be displayed (see Figure 5.2).
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Figure 5.2

Area Office User Guide 10/14/2014
8.1a

Page 37




4. Click Annual Cost Plans in the Related Common subgroup on the Consumer Information page (see

Figure 5.3).
5. Double click the cost plan in the list that is in Pending Review or Pending Area Office Review status to
view cost plan amounts (see Figure 5.3).

Arormanon
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Notes
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22 Annual Budgets
| Annual Cost Plans.
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Figure 5.3

6. This brings up the Annual Cost Plan Information page. Verify that the amounts are correct (see Figure
5.4). Be sure to check the Notes at the bottom of the page for notes (See Figure 5.5).

e
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Figure 5.5
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Components of the Cost Plan

1.

against monthly budgets (see Figure 5.6).

Annual Cost Plan

| LISt 100is l 4 IVICTOSOTT LYTIaImics LM

Add Monthly Cost Plans

Click the Monthly Cost Plans link in the Related Common menu to check the monthly expenditures
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B January $866.30 §734.11 $13219 US Dollar Gabrielle Morales
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Figure 5.6
2. Click the Service Plans link under the Related Common menu (see Figure 5.7).
3. Double click each service plan to review the budgeted amount for the service.
t-:'rmu!l Cost Plan bl Annual CostPlans + | 1 &
- -~ Copied Cost Plan For MARTHA BROWNE For 2013-2014
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c}":\:ﬂbes | 4001 Aduit Dental BOSSO, KATHY DMD DO160UC None 400 I $600.00 71/2013 6/30/2014  SYSTEM 17
s.é Tt A ,|][ 4082 Life Skills Development -...  ABILITIES CENTER OF... S5102UC 110 7500 1/2013 6/30/2014  SYSTEM 17,
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Figure 5.7
4. Click the Notes tab to check for service plan notes. Service plan notes are the notes that appear on the
provider service authorization (see Figure 5.8).
,-":lrr.re Plan ervice Plan Service Plans e ¥
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L® Closed Activities
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Titte: Note MMW |.oulﬂ
Spanning the first quarter a the last quarter for a cleaning at $300. If more funds are needed or follow up appointments please contact Gabrielle Morales at gabrielle. morales@apdcares.org.

YSTEM 1/7/2014 10:36 AM
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5. If cost plan issues are found, take appropriate action to resolve the issues. This can be done by fixing
the issues yourself or sending the cost plan back to the WSC for review (see Figure 5.9).

6. When the Area Office is requesting input from the State Office, click the Central Review icon at the top
of the page. This will send the cost plan to State Office for input prior to processing the cost plan (see
Figure 5.9).

**WSC, Area Office, and State Office enter notes into the system, click Save, and then click the
appropriate button**
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Figure 5.9

7. If the Cost Plan Status is Pending Review and the Processing Status indicates Pending Area Office
Review, the Area Office will see a date in the Effective Date field. The Area Office must enter

comments in the Area Office Processing Comments box for the cost plan. Then click Save (see Figure
5.10).
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Figure 5.10
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8. Click the Process icon at the top of the Annual Cost Plan page (see Figure 5.11).

Annual Cost Plan Add ArvIan
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Figure 5.11

9. A confirmation box will appear asking, “Are you sure you want to process this cost plan?” Click OK (see
Figure 5.12).
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4 Annual Cost Plan
Related
Annual Cost Plan
4« Common [ . -
[ Activities Consumer* 8 2013-2014 v |
[® Closed Activities Annual Budget Q
[, Monthly Cost Plans S irad Do @ Are you sure you want to process this cost plan? [
¥ Service Plans =
P Amounts I
G Workflows 85% Target Amount] Remaining Target §999.43
I Amount
10% Flexible — Remaining Flexible
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Figure 5.12

10. The Cost Plan Status will change from Pending Review to Current Approved (see Figure 5.13).
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(@ Closed Acti 7] 2013-2004 712013 1BGT Current Approv...  Approved I $12,000.00 $9,409.32 $259068 Gabrieie Moral... 8/30/2013 10:00... Gabrielie Moi
{4 Approved Services 7] 2013.2004 112013 1BGY Draft MNone E— $1,508.52 $10,49148 Gabrielie Moral... 10/24/2012 3:08... SYSTEM
3 Annual Budgets (7] 20132014 47142014 1BGT Pending Review  Pending. $9,200.52 $279948  SYSTEM 177/20141036.  Gabrielie Mol
-
1. Annual Cost Plans
Le Service Authorizations
FT Claime
.
Figure 5.13
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11. If the cost plan needs to be submitted for State Office review, click the Central Review icon (see Figure

5.14).
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Figure 5.14

12. A confirmation box will appear asking, “Are you sure you want to process this cost plan?” Click OK (see

Figure 5.15).
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Figure 5.15

13. The Processing Status will change to Pending State Office Review.

14. An activity is created for State Office to review the cost plan.
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Activities Submitted to the Area Office Queue

1. Click Queues under My Work in the Workplace section on the left side (see Figure 6.1).

Workplace N B

Activities |
2 Queues -
[ﬁ Reports
5 Announcements
1 People
a Consumers
4 Provider
i Providers
4 jBudget
.’}: Annual Budgets
[, Annual Cost Plans
i¢ Service Authorizations

Figure 6.1

2. If you did not set your default view, change the drop down menu Queue Items to All ltems and change
Queue: to your Area Office (see Figure 6.2).

File Queue tems View Charts
33 Copyallink . @ = @ fx» Export to Excel [ﬁ
ﬁ E-mail a Link . g Y Filter
Run Start Run Advanced
Workflow Dialog Report. Find
Coliaborate Process Data I
T | ere—mr— \_
« My Work Queue: | Area Office 2 Queue N =
(S Activities ) Title Entered Queue Type Queue Wor
Queues =
gkepom V1 1 Cost Plan requires Area Review - Regarding Cost Plan... 1/13/2014 9:48 AM  Task Area Office 2 Queue
5 Announcements 1@ consumer has dipped into Reserve Funds - Regarding... 1/13/2014 9:46 AM  Task Area Office 2 Queue
« Peopk B 3 Cost Plan requires Area Review - Regarding Cost Plan... 1/9/201412:47 PM  Task Area Office 2 Queue
Figure 6.2
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3. Double click the task to read the notes (see Figure 6.3).

Jueue tems Al ems ¥

My Work Queue: | A1l Queues z’
(3 Actiities [ e - Entered Queue v Type " Queue Worked By _Owner(Object) g I
glupom 14 costhan Area Renew Cost Plan... 1/13/2014 948 AM Task Area Office 2 Queve Cherd Smith
‘ j Announcements [ & Consumer has dipped into Reserve Funds - Regarding... 1/13/2014 9:46 AM  Task Area Office 2 Queue Tester2 Levell
Peopie & costPan requires Area Review - Regarding Copied Co... 1/5/2014 1:50 PM  Task Area Office 1 Queue SANDRA HILL
‘ ‘ Consumers [T Consumer has dipped into Reserve Funds - Regarding... 1/9/2014 1:47 PM Task Area Office 1 Queue Tester22 Leveil
Provider ] Z Cost Plan requires Area Review - Regarding Cost Plan... 1/9/2014 1247 PM  Task Area Office 2 Queue Tester7 Levell
a Providers §l_ &) Consumer has dipped into Reserve Funds - Regarding... 1/9/2014 12:47 PM  Task Area Office 2 Queue Tester7 Levell
iBudget [T1E4  Cost plan has been submitted for processing. 1/9/2014 12247 PM  E-mail APDENET\TTLL's WIP Bin...
| :: Annual Budgets 71 @  Consumer has dipped into Reserve Funds - Regarding... 1/9/2014 12:44 PM Task Area Office 2 Queue Tester7 Levell
Ls. Annual Cost Plans 1@  Cost Plan requires Area Review - Regarding Cost Plan... 1/9/2014 1233 PM  Task Area Office 1 Queue Tester22 Levell
e Service Authorizations [T  Cost Pian requires Area Review - Regarding Cost Plan... 19/2014 1231 PM  Task Area Office 1 Queue Tester22 Levell
() Z Cost Plan requires Area Review - Regarding Cost Plan... 19/2014 1229 PM  Task Area Office 1 Queue Tester22 Levell
[T Cost Pran requires Area Review - Regarding Cost Plan... 192014 1226 PM  Task Area Office 1 Queue Tester22 Levell
| & L] & Cost Plan requires Area Review - Regarding Copied Co... 1/8/2014 243 PM  Task Area Office 1 Queue SANDRA HILL -~
s 1-50 of 1113 {1 selected) M 4 Pagel b
‘m R S T S T S TS S T S
Figure 6.3
4. Click the appropriate action for that task (see Figure 6.4).
a. Ifyou are assigning the task to someone else, click Assign.
b. If the task has been completed, click Close Task.
- Task —\../ \‘J’ vl
BVl = 2% @) To Case Y/ s Sharing « o
o b Y ¢/ © & &
n Copy a Link
Mark Save Save& Attach Add Close To Assign Run Start Run
omplete Close File Note Task  Opportunity ﬁ E-mail aLink Workflow Diaslog Report«
Save Include Actions Convert Activity Collaborate Process Data
nformation e
‘ Task ﬂ s Tasks v
o Cost Plan requires Area Review - Regarding Cost Plan For ETHAN A. BERG For 201...
4 Task
1
Subject® Cost Plan requires Area Review - Regarding Cost Plan For ETHAN A. BERG For 2013-2014

Following cost plan requires area review

Consumer: ETHAN A. BERG
Fiscal year:2013-2014

Cost Plan:Cost Plan For ETHAN A, BERG For 2013-2014Submitted By WSC: Tester2 LevellSubmitted By WSC On:1/13/2014 9:48 AM

{ Please review this cost plan.

Regarding L, Cost Plan For ETHAN A. BERG For 2013-2014

Owner * 8 Cheryl Smith

Figure 6.4

5. Click Run Workflow. The Look Up Record box will automatically appear (see Figure 6.5).

6. Select the check box next to Close Task.
7. Click OK. Repeat steps as needed
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Look Up Record
Enter your search criteria and click Search to find matching records. Filter your results and view different columns
of data by using the View options. Then, select the record you want and click OK.

Look for: | Process - I show Only My Records
View: IOn Demand Workflows E]
Search: Search for records EJ

Process Name | Crleated On Modified On Status Owne

< | [*]

1-1o0of1 (1 selected) M 4 Pagel »

14
1]
3

| Properties ||

I oK ;_ hcd " Remove Value

N

Figure 6.5
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6. Click the Refresh ListE” icon (see Figure 6.6). Repeat steps as needed.

AUTUE ST AT

Queue: All Queves El

Title

Owner (Object) Entered Queue w Type Queve

Worked By

Figure 6.6

7. If you need to add a note or attach a file, click the Add a Note or Attach a File buttons (see Figure 6.7).
8. Once your task is completed, click Save and Close.

-mt
L

Mark Save Save &
omplete Close

"y -~

o5

Run Start n
‘gE-mailalink Woridlow Dulog Report»

|
\.( 25 @ToCase [ [JiSharing~
g t-l % “7 ‘ahcawallm

Attach  Add Qose To Assign
File Nate Task Opportunity

Incude Actions

=9 Task
[

Cost Plan requires Area Review - Regarding Cost Plan For ISAAC D. STCLAIR For 2013-2014

Convert Actwity Coliaborate Process Data

4 Task

Subject ™

Followang cost plan requires area review

Consumer: ISAAC D. STCLAIR

Fiscal year: 2013-2014

Cost Plan:Cost Plan For ISAAC D. STCLAIR For 2013-2014Submitted By WSC: Gabrielle MoralesSubmitted By WSC On:5/22/2013 11:03 AM
Please review this cost plan.

Regaraing [, Cost Pian For ISAAC D. STCLAIR For 2013-2014

Owner * £ Gabnieiie Morales

Duration 9 Priority [Normal
Due 5/20/2013 [ 1103 am vl

Category Sub-Category

Gabnelle Morales %
APDTest &
Tasks b L
3
r- |
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How to Share and Unshare Records with a Team

For a WSC to work with consumers in more than one field, the consumer records must be shared with the WSC
team for the additional fields. This section discusses sharing consumer records and unsharing them with the
steps to remove share permissions as needed.

Sharing Records with a Team

Example: User T9L1 is assigned to field 1 but has consumers in field 2. Therefore, T9L1 must share the
consumer records in field 2 with the field 2 WSC team.

1. Click the Consumers option under People in the Workplace menu (see Figure 7.1).
2. Click the consumer’s record to be shared (see Figure 7.1).

2 Adtivate

# Deactivate

Ty S Share

"’3 4 Copyalink .

o &

- e g TR L R
APDTest a

i > Export to Excel H
E W Fitter

Assign Run Start Run Advanced
-j E-mail alink . Workflow Dialog Report. Find
Record: ollaborate Pro $ Data
Workplace & - Consumers  Active Consumers ~ Search for records
My Work First Name Last Name o Tier Code Medicaid Number Date Of Birth Sodal Security Number PIN Gender District County Living Situi £
(3 Acities uBBY AARON BGT 2004027361 7191970 584689448 0000100530 Female o ESCAMBIA FAMILY HC*
&) Queues CYNTHIA ABBOTT 18GT 2414288913 9231979 037143713 0000174637 Female 02 WASHINGTON  FAMILY HCO
(3] Reports BRIANA ABEL BGT >~ 399318 5151995 930-34-1153 0000153592 Female o ESCAMBIA SUPPORTE
@ Announcements ( [7] cHaneL ABERNATHY BGT _ 410194778 0000100551 Female o ESCAMBIA SMALL GR(
People - ALAYNA ABNER BGT E\W—J T211972 750858773 0000147772 Female o SANTA ROSA FAMILY HC
§ consumers REYNA ABRAMS BT 6588201665 4)6/1992 865.78-2055 0000163420 Female 02 LEON FAMILY HC
Provider 0 mana ABREU BGT 3402023238 3161978 787-394875 0000156033 Female o1 OKALOOSA FAMILY HC
idh Providers I wape ACEVEDO BGT 2290980659 6161994 955.30.7123 0000135463 Male 02 WASHINGTON  FAMILY HC
"_“;’*:‘n . LINCOLN ACKER BGT 8702152841 S/51975 459123028 0000152599 Male 02 GADSDEN FAMILY HC
L" “n::I ;:::‘:m KAYSON ACKER BeT 2548593380 5191946  309-32-9204 0000002008 Male 02 GUIF LARGE GRI
3 Senicn Neksscitions KENDALL ACKERMAN BGT 3221453935 1161963 947674912 0000144682 Male o ESCAMBIA SUPPORTE
& Help FRANK ACKERMAN BGT 8560745167 5121943 698866479 0000100482 Maie o ESCAMBIA SMALL GRI
MATTHIAS ACKERMAN BGT 8031583456 /241963 322914279 0000100923 Male o ESCAMBIA

FAMILY HC

Figure 7.1
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3. Click Share (see Figure 7.2).

Pramc g e _ Wi g
# Deactivate 42 Copya ink 7 Fiter
Assign Run Start Run Advanced
-ﬂE-ﬂulamk - Workfiow Dialog Report. Find
Records Cotlaborate Process Data
Workplace (i - Consumers  Active Consumers ~ Search for records
"y ("] First Name Last Mame o Tier Code Medicaid Number Date Of Birth Sodial Security Number PIN Gender District County Living Stui{
(3 Actmities 1 ussey AARON BGT 2004027361 7191970 584-68-9448 0000100530 Female o ESCAMBIA FAMILY HCO.
&5 Queues O ommia ABBOTT BGT 2414288913 9/23/1979 037-14-3713 0000174637 Female 02 WASHINGTON ~ FAMILY HC
[#] Reports [ sRIANA ABEL BGT 8751399318 5/15/1995 930-34-1153 0000153592 Female o1 ESCAMBIA SUPPORTE|
Poople I awama ABNER BGT 2359427068 7211972 750858773 0000147772 Female o1 SANTA ROSA FAMILY HC
8 consumers 1 rema ABRAMS 86T 6588201665 4561992 865.78-2055 0000163420 Female 02 LEON FAMILY HC
Provider [ aana ABREU BGT 3409023238 3/16/1978 787-394875 0000156033 Female o1 OKALOOSA FAMILY HC
B providers 1 wapE ACEVEDO BGT 2290980659 6/16/1994 955307123 0000135463 Male 02 WASHINGTON  FAMILY HC
1 uncown ACKER BGT 8702152841 /51975 459125028 0000152599 Male 02 GADSDEN FAMILY HC
2 Annual Budgets =]
C‘_mcmm 1 xavsom ACKER BGT 2548593380 5/19/1946 309329204 0000008008 Male a2 GULF LARGE GRI
L4 Service Authorzations || KENDALL ACKERMAN BGT 3221453935 1/16/1963 947674912 0000144682 Male o1 ESCAMBIA SUPPORTE
& Help Tl Frank ACKERMAN BGT 8560745167 5121949 698-86-6479 0000100482 Male o1 ESCAMBIA SMALL GRI
I mammass ACKERMAN BGT 8031583456 7/24019639 322514279 0000100923 Male o1 ESCAMBIA FAMILY HC

Figure 7.2

4. On the sharing page “Who would you like to share the selected consumer with?” click Add User/Team.
Then click OK (see Figure 7.3).

Who would you like to share the selected consumer with?

Select the users or teams with whom you want to share the 1 consumer record you have selected. Then, use the check boxes on the right to specify which permissions to give each user

or team.

— I r Name Read Write Delete Append Assign Share

§ 4ddUserTeam @ ArealTeam ~ i r ~ g ~
Ry Selected |

x emave selede : r s Area 7 Team I3 v = icd ~ ~

+ Toggle All Permissions
of the Selected ltems
2] Reset

©) Get Help with Sharing |
I
T

Figure 7.3
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5. The Look Up Records box will automatically appear. At the top left of the page click the drop-down
arrow in the Look for field to select Team (see Figure 7.4). A list of Teams will appear in the box under
Team Name. If the teams do not appear input all or part of the name of the team into the search box
by clicking the search icon. Double click on the team you wish to share your consumer.

Look Up Records

Select the type of record you want to find and enter your search criteria. Filter your results and view different columns
of data by using the View options. Repeat this process for different types of records.

|
ook for: | Team El\—|
A2l

V(L VHl Teams Lookup View I

Search: Search for records jo. \_l

_]  Team Name s
_] ArealTeam [

e
7)1 a0 Team 1 < |
:] Area 11 Team
j Area 12 Team
] Area13Team v
| A 4.4 T

1 - 50 of 304 (1 selected) M 4 Pagel P

Selected records:

Figure 7.4
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6. You will return to the sharing page (see Figure 7.5).

Who would you like to share the selected consumer with?

Select the users or teams with whom you want to share the 1 consumer record you have selected. Then, use the check boxes on the right to specify which permissions to give each user
or team.

Common Tasks

r Name Read Write Delete Append Assign Share

§ 4dd UserTeam r #  AealTem = g r = 5 "

R Selected It
X Remove sele e ftems r @ Aea7Team I = e [ = "
+ Toggle All Permissions

of the Selected Items [~ @3 Areal0Team e r r r r r
_E] Reset
@) Get Help with Sharing

0K | [ cance
Figure 7.5

7. Then, use the check boxes next to the name of the user or team to specify which permissions you are
giving to each user or team. Click all of the boxes that are circled in Figure 7.6. Click OK.

Who would you like to share the selected consumer with?

Select the users or teams with whom you want to share the 1 consumer record you have selected. Then, use the check boxes on the right to specify which permissions to give each user

or team.

Common Tasks r Name Read Write Delete Append Assign Share

s Add Uses/Team r & Area 1 Team = cd r e I Ird | |
Remove Selected ltems

X r & Area7 Team o 5 F [ I [N

v Toggle All Permissions
of the Selected Items [ &% Areal0Team 3 C = C [ [

@] Reset

©) Get Help with Sharing

Figure 7.6

The consumer record and all of its dependent records have now been shared with the team you
selected.
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Unsharing Records with a Team
This section discusses unsharing consumer records with the steps to remove share permissions.

Example: User T9L1 is assigned to field 1 but has consumers in field 2. The consumer has been shared with
field 1. The consumer then moves to field 2. Therefore, T9L1 must unshare the consumer record with field 1.

1. Click the consumer’s record to be unshared (see Figure 7.7).

Consumers View Charts Ada

D Adtivate > [ Share = @) > Bport to Excel (ﬂ

# Deactivate $ 42 Copyalink . o H 7 Fiter

Acion {7 E-mail a Link - Wokv%\uw Dsgl:g mm. ‘?ﬁ“

Records Cotlaborate Process Data

Workplace o - Consumers  Active Consumers ~ Search for records

My Work I First Name Last Name o Tier Code Medicaid Number Date Of Birth Sodial Security Number PIN Gender District County Living S«ul(
(3 Actwities I usey AARON BGT 2004027361 77191970 584689448 0000100530 Female a ESCAMBIA FAMILY HC *
& Queues T omma ABEOTT BGT 2414283913 9/23/1979 (037143713 0000174637 Female 02 WASHINGTON Iu.mnc
3] reports T1 BRANA ABEL BGT 8751399318 5151995 930-34-1153 0000153592 Female oL ESCAMBIA
& Announcements CHANEL ABERNATHY BGT 5306113561 511976 410194778 Female a ESCAMBIA

People I awama ABNER 18GT 2359427068 7211972 750858773 0000147772 Female o1 SANTA ROSA
8 consumers [ rema ABRAMS B8GT 6588201665 4)6/1992  865-78-2055 0000163420 Female 02 LEON 1LY HC
Provide: _‘ ALANA ABREU BGT 340023238 3/16/1978 787394875 0000156033 Female o OKALOOSA FAMILY HC
B providers ] waDE ACEVEDO BGT 2290980659 6/16/1994 955.30.7123 0000135463 Male 02 WASHINGTON  FAMILY HC
.,":MI - [ uncown ACKER BGT 8702152841 /51975 459128028 0000152599 Male 02 GADSDEN FAMILY HC
L':- o 8 [ wavson ACKER BGT 2548593380 519/1946 30932-9204 0000008008 Male 02 GULF LARGE GRI
©4 Service Authorzations |} KEMDALL ACKERMAN BGT 3221453935 1161963 947674912 0000144682 Male o ESCAMBIA SUPPORTE
& Help [T Frank ACKERMAN BGT 8560745167 51211949  698-86-6479 0000100482 Male o1 ESCAMBIA SMALL GR¢

O marmrss ACKERMAN BGT 8031583456 77241963 322914279 0000100923 Male o1 ESCAMBIA FAMILCHC

Figure 7.7

2. Click Share (see Figure 7.8).

Conuﬁh\-/ Ada

D Adtiuate > [ Share @ E @) > Export to Excel (ﬁ

# Deactivate a 43 Copyalink . 7 Fiter

Assign Run Start Run Advanced
{FEmailalink . Workfiow Dislog Report+ Find

Records Cotlaborate Process Data

Workplace o 53 Consumers  Active Consumers ~ Search for records

My I 1 First Name Last Name o Tier Code Medicaid Number Date Of Birth Sodial Security Number PIN Gender District County Living Situi £

3 Acmties T ussy AARON BGT 2004027361 7191970 584-68-9448 0000100530 Female o ESCAMBIA FAMRY HC*

&5 Queues O omma ABEOTT BGT 2414283913 9/23/1979 037143713 0000174637 Female 02 WASHINGTON  FAMILY HC

5] reports T] BRANA ABEL BGT 8751399313 5151995 930-34-1153 0000153592 Female o1 ESCAMBIA SUPPORTE

& Announcements CHANEL ABERNATHY BGT 5906113561 5411976 410-194778 0000100551 Female a ESCAMBIA SMALL GRt

People | ALAYNA ABNER BGT 2359427068 T/211972 750858773 0000147772 Female o1 SANTA ROSA FAMILY HC
|

8 consumers 1 RENa ABRAMS 18GT 6588201665 4)6/1992 865-78-2055 0000163420 Female 02 LEON FAMILY HC
I

Posvides O s ABREU BGT 3405023238 3161978 787-39-4875 0000156033 Female o OKALOOSA FAMILY HC

3 B o E; WADE ACEVEDO BGT 2290980659 6/16/1994 955307123 0000135463 Male 02 WASHINGTON FAMILY HC
I uncon ACKER BGT 8702152841 S/5/1975 459128028 0000152599 Male 02 GADSOEN FAMILY HC

22 Annual Budgets |

- L KAYSOM ACKER BGT 2548593380 5/19/1946 309-32-9204 0000008008 Male 02 GULF LARGE GRt

[ Annual Cost Plans E

L4 Service Authorizations || KENDALL ACKERMAN BGT 3221453935 11611963 947674912 0000144682 Male o1 ESCAMBIA SUPPORTE

_‘ Help : FRANK ACKERMAN BeT 8560745167 5/12/1949 698866479 0000100482 Male o1 ESCAMBIA SMALL GRt
[0 matrass ACKERMAN BGT 8031583456 772401969 322514279 0000100923 Male o1 ESCAMBIA FAMILY HC

Figure 7.8
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3. Onthe sharing page under the Name column, click in the check boxes to the left of the user or team
with whom you want to unshared, so that all boxes are unchecked. Click OK (see Figure 7.9).

Wheo would you like to share the selected consumer with?

Select the users or teams with whom you want to share the 1 consumer record you have selected. Then, use the check boxes on the right to specify which permissions to give each user
or team.

Common Tasks

r Name Read Write Delete Append Assign Share
§ Add UserTeam - Area 1 Team I [ r I 2 ~
Remove Selected Items 1
X o r Area7 Team ) ~ F I ¥ I
+ Toggle All Permissions
of the Selected tems v @ Areal0Team I ] I ~ v
@] Reset

©) Get Help with Sharing

Figure 7.9

4. Click Remove Selected Items. Click OK (see Figure 7.12).

Who would you like to share the selected consumer with?

Select the users or teams with whom you want to share the 1 consumer record you have selected. Then, use the check boxes on the right to specify which permissions to give each user
or team.

Common Tasks r

| Name Read Write Delete Append Assign Share
§ Add UserTeam s a1Team 4 ~ r 4 4 ”
Remove Selected Items
x _ a 7 Team I e F e ~ o
+ Toggle All Permissions
of the Selected ltems # @ Areal0Team I i r ~ ~ v
@] Reset

©) Get Help with Sharing

Figure 7.12

The share permissions have now been removed; the record is unshared.
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