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Send Notes in a provider record
— Slides 37 and 38




Note Status

* The Note's purpose determines its status

—Draft Status: Please do not send or add
Draft Notes. Change the status as indicated
in the manual or job aid.

—Complete Status: Used when a Note may
be in its final stage.

—Information in the Note may require the recipient to
take further action or no additional may be required.

It is important that a Note in Complete Status be

reviewed.




Note Status

— Pending Status: Used when a Note documents a
conversation between multiple parties on a
consumer's record. It allows for tracking until a
resolution is made or a process has been
completed.




Note Status

— Alert Status: Used when a consumer has
experienced a significant life event. A
few examples are death, facility placement and
waiver disenrollment.

— The Note will pop up on a consumer record every
time it’s entered and will continue to pop up until
the Note's creator changes the status to

Complete.



Note Status

— I’'m Interested: Used when a provider is
responding to a request to accept a new
consumetr.

— I’'m Not Interested: Used when a provider is
declining a request to accept a new consumet.




How to Add a Note

* Your role determines what Note types and Sub-types
you can add within APD iConnect.

* Enter the specific consumer record.
* Go to the Notes Tab.
* File > Add Notes

File  Tools Reports  Ticklers  View Consumer Incidents

A LS 1D 1 oD F

Add Notes Quick Search
Print -
Consumers Last Name D ©  aovancen seance
[ participating
MY DASHBOARD | CONSUMERS INCIDENTS CLAMS ‘ SCHEDULER

Hershey, Jill (23551)

Diagnosis = Eligibility = Medications | Auths = Provider Documentation = Contacts = Consumer Module User

Demographics Divisions Consumer Budgets ~ Programs ~ Provider Selections =~ SAN Notes Forms Appointments |~ Plans | Waiting List Payers

<) Filters
Note Date +
[ Scarch | Reset |

17 Notes record(s) returned - now viewing 1 through 15

Note Date v Note By Note Type Note Sub-Type Description
091772019 ‘Worker, Applicable Application/Eligibility Application Acknowledgement Letter
091772019 ‘Worker, Applicable Application/Eligibility Application Acknowledgement Letter
09/17/2019 ‘Worker, Applicable Application/Eligibility Application Acknowledgement Letter




How to Add a Note

* |nthe WSC/CDC and Service Provider roles, you must
select your agency name in the Program/Provider
dropdown.

 The drop-down pulls from your provider selection

record.

— FOR WSCs ONLY: If this field does not populate,
you will add yourself as a provider selection.
Follow this job aid from our elLearning Library: Add

a WSC Provider Selection .



http://apdcares.org/waiver/iconnect/docs/Add%20a%20WSC%20Provider%20Selection%20Cheat%20Sheet.pdf

Notes Details
Division *

Note By =

Note Date *
Program/Provider *
Note Type *

Note Sub-Type

Description

Note

Status *
Date Completed

How to Add a Note

|Wurker, Applicable W

11132019 |03

|Training Test Provider v| Details
| or

|Draft v|




How to Add a Note

The Note type and sub-type depend on its purpose.

The manuals and job aids will ALWAYS state what
Note type and sub-type to use.

Please do not guess.

Incorrect use of Note type, Sub-type, and Status
combinations can trigger unnecessary ticklers.




How to Add a Note

* The Description is like the subject line of an email.

* People can view the Description before opening the
Note to understand what is in the Note.

e Description is not required, but it is highly suggested.

Note By MNote Type Mote Sub-Type Description

Worker, Applicable Waiver Disenroliment Pending Waiver Disenrollment This is like the subject line of an email.




How to Add a Note

* The body of the Note is for the details.
 There is a 6000-character limit.

Description This is like the Subject Line of an email

This is where your details go |

Note




How to Add a Note
e The default status for Notes is Draft.

Status * Draft W

* Change to the appropriate status indicated in the
manual or job aid.

Status

Date Completed I'm Mot Interested

* If a Note is put in Complete status by mistake, call the
APD iConnect Helpdesk to reverse the status of the
Note to Pending.

— The number is 1(800)353-5168




How to Add a Note

e To attach something to a Note, click Add
Attachment.

Attachments

Add Attachment

e Click Browse to search the computer for the
document to add.

* Once the document is found, select it and click Open.
Click Upload.



How to Add a Note

* The page will reload and show the document attached.

mmmmmmmm

mmmmmmm Description Category Action

eeeeee

* If the wrong attachment is selected, click Remove on
the right.

* PDF documents are preferred over Word documents,
as PDFs cannot be downloaded and edited.

 Up to 18MBs per attachment can be added to a Note

— Multiple 18 MB attachments can be added to the
same Note.




How to Add a Note

* |f someone must view the Note created, add them as a
Note recipient.

 Route the new Note record to the appropriate worker by
clicking the ellipsis ... button next to Add Note Recipient.

Mote Recipients

Add Note Recipient: -w
e Search by last name and click the worker you want to add

daS a reci p e nt « Search by: Search Text: |worker

MEMBERID S ke T e

23860 Worker, ABA
2858 Worker, Applicable
2861 Worker, MCM
2863 Worker, Provider
2862 Worker, QSI
2886 Worker, State Office
3006 Worker, Training

2859 Worker, WSC




How to Add a Note

* Once selected, the worker will appear as an Unread
Note recipient.

* Once saved, unread recipient Notes appear on the
recipient’s My Dashboard.

* If the wrong worker is selected, click Remove on the
right.

You can add as many recipients as needed.



How to Add a Note

 Sometimes Notes are added without recipients.

* The manual always states when and to whom a Note
should be sent.

Always use your resources!




How to Add a Note

* Once completed click File > Save and Close Notes

 Thereis no “Send” button. Once the Note is saved, it
will go to the recipient's My Dashboard.

%g Tools Reports

- History
‘ s Details
. Spell Check )
on
Save Notes .
3y
Delete i
Save and Close Notes am/Provider
Save and Add Another Type *
Print Sub-Type

Close Notes o




How to Reply to a Note

* Log on to APD iConnect to check your My Dashboard.

e On the left under the Consumer section is a section for
Notes.

* If you were added as a Note recipient from a consumer
record, it will show here.




How to Reply to a Note

Welcome, Rebecca Stanton

o iConnect

My Dashboard Sign Out

e

Service Provider

Pending 1

{My Claims

11/14/2019 10:30 AM
File
Quick Search
Consumers Last Name & ©  aovancep searce
[ participating
MY DASHBOARD ] CONSUMERS ‘ FPROVIDERS ‘ INCIDENTS | CLAIMS ‘ SCHEDULER
CONSUMERS INCIDENTS PROVIDERS TASKS
Division > ‘ My Incident Ticklers (>) || Notes (> H Links >
APD Eligible - Waiver 275 | Ticklers 5 | Complete 8 iConnect eLearning Library
APD Eligible - WLSC Assigned 3 B Pending 2 iConnect Help Desk
Inquiry Alert Notes List (>)
Closed 2
| Unread Alert Notes 0 | [My Management » w
[ Provider Selections ® ] Current Active Cases
Pending Plans
{Notes > l
- Ticklers Due
Complete 2
|




How to Reply to a Note

* Click the Pending or Complete status to access the
Notes in the Notes queue.

4 Notes record(s) returned - now viewing 1 through 4

iConnect ID Consumer . Note Type Note Sub Type Note Date Subject Author Status |
11618 Adamski, Jeffrey Qs Q151 Status Pending 10/02/2019 I'm working on this Shorter, Carcline Complete |
36048 Gabbard, Tony Crisis Notice of Crisis Approval 11/05/2019 Sent to consumer on 11/5 Latouche, Lorie Complete O
25910 Nye, Marco Cost Plan Review Plan Validation Review 09/18/2019 COST PLAM REVIEW Lumumba, Kwame Complete O
36683 Stamm, Gerald Crisis Additional Documents 10/31/2019 Consumer needing urgent placement Robaina, Cristiana Complete O




How to Reply to a Note
* Use the filter to streamline the Notes search.
— Add a filter by clicking the green +.
— Remove a filter by clicking the red x.

(v )-Filters

Status Equal Tao Complete AMD ;4
iConnect ID +

| Search | Reset |

e Use the drop-down to further streamline your search.

File Tools

v }Fi Begins With
v -Filters Ends With

Status v Complete v anov| x

Greater Than

: T Less Than
iConnect ID :l Not Equal To

Contains
Does Mot Contain Searc 15E
i N —

Non Blank 1 through 4

4 Notes record(s) r




How to Reply to a Note

e Click the blue headers to organize how Notes are
viewed.

iConnect ID Consumer Note Type Note Sub Type Note Date Subject Author Status | |

nnnnnnnn

 Change the number on the bottom of the page to
adjust how many Notes can be viewed per page.

— The maximum number 999.

wiew | Plan Validation Review | 09/18/2019 | COST PLAN REVIEW

<<= First < Previpus Retrieve | 45 Recordsatatime MNext=  Last==



How to Reply to a Note

* Click to open the individual Note.

Notes Detaiis

Division * [APD Vi

Note By * Weeker, WSC

Note Date * 08232019 -9

Progtam Provuser APD Waiver | Detads

Note Type * [EZ iBudget 4
Note Sub-Type (WSC Request V|

Descripbon g ey e

On 8232619 ot 3:03 PM, Rebecca Staston wrote: Please send me 2
new E2Z 1Budget Calculator. Consumer moved form Family Home to
Behavior Focused Group Home.




How to Reply to a Note

 Type areply to the Note in the white box and click

Append Text to Note to send the reply to the gray box
with a time stamp.

* |f you don't click Append Text to Note, the reply will not
be added or seen.




How to Reply to a Note

On 1/3/2020 at 12:01 PM, Rebecca Stanton wrote: Please send an On 1/3/2020 at 12:01 PM, Rebecca Stanton wrote: Please send an
updated EZ. The consumer moved from a Family home to a small updated EZ. The consumer moved from a Family home to a small
behavior focused Group Home. Q Sl is up to date. behavior focused Group Home. QSl is up to date.

On 1/3/2020 at 12:03 PM, Rebecca Stanton wrote: Done

New Text New Text
Done

Append Texi to Note Append Text to Mote

|Pending v [Pending v|

* Update the status of the note, if appropriate.



How to Reply to a Note

* If the reply must be viewed by another worker, add the
worker as a Note recipient:

— Even if the worker created the original Note.

— If the worker is already an unread recipient, APD
iConnect will display a message.

Message from webpage >

Worker, Applicable is already included as an Unread
| Recipient,

Ok




How to Reply to a Note

* Route the new Note to the appropriate worker by
clicking the ellipsis ... button next to Add Note

Recipient.
Mote Recipients
Add Note Recipient: -

e Search by last name and click the worker record to
add as a recipient.
Search by: [LastName V| Search Text: |worker m

MEMBERD | Worker | Tie

2360 Worker, ABA
2858 Worker, Applicable
2861 Worker, MCM
2863 Worker, Provider
2862 Worker, QS|
2886 Worker, State Office

3006 Worker, Training
2859 Worker, WSC



How to Reply to a Note

* Once you click their name, they will show as an
Unread recipient.

DDDDDD Date Read Status Date Signed

* If the wrong worker is selected, click Remove on the
right.

* Add as many recipients as needed.




How to Reply to a Note

* If you are having a back-and-forth conversation,
there is a possibility you will have to add the same
person every time you reply.

* Unread = On their My Dashboard.

* Read = They marked the note as Read and cleared
it from their My Dashboard.




How to Reply to a Note

* Once you are done, you will click File > Save and Close
Notes.

 There is no Send, but your Note will go to your Note
recipient’s My Dashboards once you save.

%g Tools Reports

- History
5 Details
. Spell Check )
on
Save Notes .
3y
Delete Yate *

Save and Close Notes R ErSnHEE

Save and Add Another Type *
Print Sub-Type
Close Notes

iption




How to Mark a Note as Read

* There are two ways you can mark a note as Read:

1. From inside the Note

— Open the Note, read it, and before responding,
hover over Tools and click Mark as Read.

— Then respond oD iCennect

File Tools Reports

Mark as Read

‘Hntes

Mark as Read and Close




How to Mark a Note as Read

2. Mark multiple Notes as read:

— Reply to multiple Notes and then mark them all read
at the same time.

— This is done from the Notes queue accessed from
your My Dashboard.

CONSUMERS

Division
APD Eligible - Waiver 275
APD Eligible - WLSC Assigned 3

Closed 2

Provider Selections

Notes
Complete 2

Pending 1




How to Mark a Note as Read
Check the box on the right of the Note(s) to

indicate that the Note was read.
Hover over Tools and click Mark as Read.

L
File Tools
Filtey Mtk a3 Fread
Slatss w|  EqualTo j Pending v Amﬂ ®
Conmect D W +
16 Notes recordis) returmed - now viewing 1 through 15
Konnect 1D Consumer . Naite Type Nate Sub Type Nate Date Subject Author Status | |
2007 Beall, Brett E2 iBudget WAL Request 12 Changing Living Settings Germain, Creg Panding | &
17186 Dhrvial, Mang EZ iBudgat WEC Request 10312019 change of iving setting Despsali, Suzanng Panding | b
) 24205 Hialt, Lawremcs EZ iBusgel WSC Riequest 1312019 | Change in kving setsing requos! Muberite, Darta Pending | b
17400 Hileman, Ricarda EZ iBudgel WL Request 10612019 Changs in Living Selting Reques! MeDonadd, Timothy Perding W
10583 Jobe, Jill WEC Sedechion MNolifica®on of W3 Changs 11ea0e B Wichar, Wilson Fanding W
10583 Jaba, Jil ‘Watrer Disenioliment Panding Wabver Disanrolimant 11132019 This is o2 the subpact line of an email \Warker, Appicable Pending O
am3 Kaell Andros SaN Adgdtional information Request by Stale DROERMS Warker, State Office Panding | &
N3 Kall, Andres EZ iBudgal WSC Request 932019 Plaase reply Sanlon. Rebaecca Panding [
25408 Daks, Kelsey EZ IBudgel WSC Request 107312019 | change in living setling Stanioe. Rebecca Pending | [
39583 Slamen, Garald EZ iBudgat WST Requast 1312ma e living setling meaded Fobaina, Crishiana Panding %2
| 20008 | Gwinaon Andra |E7 iAudant | war Raouest [tna1zma chanaa in kina 2st fanon Piame Panding | ]




How to Mark a Note as Read

* It can be to your benefit to manually mark Notes as
Read.

— Keep notes on your My Dashboard as a reminder
to complete a tasks.

— Notes remain on your My Dashboard until they
are marked as Read.




Add a Note in a Provider Record

* The only difference between adding a Note in a
consumer record and a provider record is where the
Note shows on your My Dashboard.

* When someone sends a Note or replies to a Note
from within a provider record, it will show under the
provider section of your My Dashboard.




Add a Note in a Provider Record

Uy I UTIeLs

11/15/2019 10:38 AM T T | Senvice Provider KAl GO
File
Quick Search
| Consumers Last Hame &) ©  aovancen searc
[ participating
MY DASHBOARD ] CONSUMERS | PROVIDERS | INCIDENTS | CLAIMS | SCHEDULER
CONSUMERS INCIDENTS PROVIDERS TASKS
Division > } [My Incident Ticklers I ?_'.f} [Notes (> } [Links > }
APD Eligible - Waiver 275 Ticklers 5 Complete E] iConnect eLearning Library
APD Eligible - WLSC Assigned 3 o Fending 2 iConnect Help Desk
Inquiry Alert Notes List (>)
Closed 2
Unread Alert Notes 0 [My Management > }
Provider Selections . ] Current Active Cases
FPending Plans
[Notes > }
- Ticklers Due
Complete 2

Pending

My Claims >



eLearning Library

* The manual and all job aids, including this PPT, are
in the eLearning Library.

* There is a link to the eLearning Library on your My
Dashboard, under Tasks.

TASKS

Links
IConnect eLearning Library

IConnect Help Desk




eLearning Library

'~ AboutUs  Locations  Providers  Customers  Waivers  News
APD iConnect eLearning Library

Important Links

Note: Disconnect from VPN before proceeding with the modules below. VPN connection is

= APD iConnect not required for this part.
= APD iConnect
Centrify eLearning Modules
= APD iConnect FAQ
= APD iConnect + APD iConnect Basics

elLearning Library
+ Overview of the Consumer Central Record

* WSC Interaction with Person-Centered Support Plan

Be sure to check Documents

out the APD Blog by
clicking below! » APD iConnect Case Management Training Manual (Posted 12/4/18)

+ APD iConnect Status Definitions Per Tab Instruction Sheet
+ Add a WSC Provider Selection
* Add a Supervisor WSC

+ APD iConnect Quick Reference Guide

¢ Addinm Madiral and Mantal Hoalth Nisannecoe




Questions?

Contact your Regional Worker or Trainer, or
email iConnect@apdcares.org .



mailto:iConnect@apdcares.org

agency for persons witn disa
State of Florida



