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Introduction | Case Management Module Training Guide
Preceding Training Guide

APD iConnect Basics eLearning Module

This training manual and links to FAQ’s for user self-help are
available via My Dashboard > My Links > APD iConnect
elLearning Library.

Quick Search

Consumers V]| Lesthame ~| G ADVANCED SEARCH
MY DASHBOARD | CONSUMERS | PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILTIES REPORTS
CONSUMERS INCIDENTS PROVIDERS TASKS
Division Disposition Notes Links
Connect el eaming Library ‘—
My Enroliments Screening Priority Ticklers

o

My Management

Ot Ot ool

Summary

This training guide covers all aspects of the Intake to the
Enrollment processes, including Case Closure and Death
reporting. Claims and Billing is covered in the Financial
Training Guide.

Learning Objectives for Case Management Module

Training Guide:

v' Develop a working knowledge of the various
components of a consumer record, and the
navigation thereof.

v" Understand the function of roles within APD iConnect
and how to use them with an established workflow.

v Understand how to complete tasks associated with
the user’s daily job responsibilities.
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Chapter 1 | Consumer Intake

Introduction

This chapter covers the initial Consumer Intake Process.
Potential Consumers can make an inquiry for waiver
services via phone call, email, paper application, online
application sent to the state office or one of the six regional
offices. While contact can be and is often made directly with
the state office, all inquiries must be directed to the
applicable regional office for processing.

Intake Workers are responsible for tracking all inquiries as
Call records via the Call Chapter in the APD iConnect
system. Intake Workers will capture information about the
Caller and the Potential Consumer in Participant records that
are affiliated with the Call records.

Workers will utilize regional queues to reroute Call records to
the appropriate regional office for processing. Potential
Consumers will be identified by their residential address and
routed to the applicable regional queue based on that
address. Workers in the appropriate regional office will then
pick up the Call record and complete the Intake process.

Not all Potential Applicant Participant records will result in
the creation of Consumer records in APD iConnect. The
process for identifying the Participant records that should be
pushed to Consumer records will be outlined below.
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Intake Process

Receiving a Phone Intake

1. State/Region Office Worker receives an inquiry via phone

indicating an individual may need APD Services

2. Log into APD iConnect and select the APD Main Calls Role.

Click Go:
s Role
Opd iConnedct iiri:li;g;c:ehne Tiemey | My Dashboard | sign out APD Main Calls

File
Quick Search
| Consumers v [ Lasthiame ~| (& ADVANCED SEARCH

MY DASHBOARD |  CONSUMERS CALLS
3. Click on the Calls chapter > File > Add Call
Or‘i Connect Welcome. Jacqueline Tiemey | Queue Search Sign Out

File

3NE201811:03 AM

bedlEE] Quick Search
}Spell Check Calls [v]| | cano [v] HE-H ADVANCED SEARCH
Print
MY HARMONY | CONSUMERS cas |

Search

Help

[ Apply Filter in Search [ "Semrch | Reset JIEVETS

Filters

Contact Type

Contact Status

Call Queue

CalliD

ual To ﬂ PFrospeciive cunsumerﬂ" AND v x
ﬂ Pending ﬂ AND|v| x

wsl To v v anD|v| =

L<] <] [<] <]
+| [F[E][F

0 record(s) retumed

4.

In the new Call record, update the following fields in the Call
Information Section:

a. Set Contact Method to one of the following = Email,
Fax, Telephone, Walk In

b. The Entry Date, Contact Date, Entry Time and
Contact Time fields will default to the current
date/time

c. The Contact Status field will default to Pending

s Well
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od iCennect

File
IZI Call Information
Entry Date*
Contact Date*

Contact Method

Person Taking the Call*

Contact Status®

>

e
[Telephone /R

. |Tierney, Jacqueline

I I Clear |

Pending v

Chapter 1 | Consumer Intake

Entry Time

Contact Time*

Contact Type*

Follow up Required

Welcome, Jacqueline Tierney Add cCall
3M6/2013 11:29 AM

11:25 AM

e~
11:29 AM |

Inguiry ﬂ

O

5. Update the Caller Information Section with information about
the Caller:

If the Caller is the potential Consumer, set

a.

b.

Relationship to Consumer = Self

If the Caller provides enough identifying information,
update the relevant demographic fields and then click
Search to verify if the Caller already has an existing
record in the APD iConnect People Table

o0 iConnect

File

IZI Caller

Anonymous
Salutation

Last Name

Address Type
Address
Address 2

City

Residence County

Main Phone

Cell Phone

Relationship to Consumer

Primary Language

sk WellSk

Welcome, Jacqueline Tierney Add call
3/16/2018 11:29 AM

O

L]

. Middle First
[Smith | prsagi Tl Neme ~ (MaU
Residence Address v
[2210 stephan Drive | copy Address From

lL} =~ - 32302 - [ clear |

TALLAHASSEE - State Caer ] Zip Code
LEON .

Business Business
|{9°B)?45'9034 | Phone Extension
[(508)433-4000 | E?darltlass | |
Individual (self) v
English v

i. The People Search window will open. The
multi variable search criteria will pre-populate
with the values entered into the fields in the

June 2023
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Caller Section of the Call record. Click the red
X to remove any search criteria or the green +
to add additional criteria. Then click Search.

O iCennect

File
( '_ Search
Help

[] Apply Filter to Search m m Show Filter

(“)-Filter @
Last Name ﬂ Begins With ﬂ Smith AND ﬂ x
First Name ﬂ Begins With ﬂ Mary AND ﬂ x
Middle Name ﬂ Begins With ﬂ M AND ﬂ x
Partial Contact Information ﬂ Equal To ﬂ | AND ﬂ x
Phone ﬂ Equal To ﬂ (908)745-9034 OR ﬂ x
Phone ﬂ Equal To ﬂ (908)433-4000 AND ﬂ x
Street ﬂ Equal To ﬂ 2210 Stephan Drive AND ﬂ x
City ﬂ Equal To ﬂ TALLAHASSEE AND ﬂ x
State ﬂ Equal To ﬂ FL ﬂ AND ﬂ x
Zip Code ﬂ Equal To ﬂ 32302 AND ﬂ x
Last Name ﬂ * \ | Search | Reset | Hide Fier |

e s i
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ii. If the Search does not return a matching record
from the People Table, the following messagge
will appear:

Opd wConnect Welcome, Jacqueline Tiemey =~ People Search
3/16/2018 11:41 AM
File
——
o
Last Name V| Begnswin || smin AND[v| %
First Name ﬂ Begins With ﬂ Mary AND j x
Middle Name ﬂ Begins With ﬂ M AND ﬂ x
Partial Contact Information j Equal To j 0 AND j *®
Phone ﬂ Equal To ﬂ (908)745-9034 OR j x
Phone V| EwaTo | te08)433-4000 AND[v] | x
Street ﬂ Equal To ﬂ 2210 Stephan Drive AND j x
city ﬂ Equal To ﬂ TALLAHASSEE AND ﬂ x
State v EwalTo v R v lanpv] x
Zip Code ﬂ Equal To ﬂ 32302 AND j x
Last Name ﬂ +
Bl Bl Bhtill
Search Results for Harmony People
‘ Last Name People Inﬁst Name ‘ Middle Name ‘ Suffix | DOB | Gender Date of Death ‘ Race ‘ SSN | Case No Person Type Participant Photo |

| ‘Norecordstodisplﬂv. &~

ii. If the Search does return a matching record
from the People Table, matching records will
populate under the heading Search Results for
Harmony People:

Q0 onnect Weicome, Jacqueline Tiemey | People Search
t 3162018 1147 A
File

Search

Appiy Fiter to Search | “Searcn | "reset RN
Fiter
Last Name:

First Hame

Partial Contact Information

<] ][] <

Last Name

Search Results for Harmony People /

LastName Psople ID First Name Middle Name Suffix DoB Gander Date of Death Race ssH Case No Parson Type Participant Photo
& | Sman 10254 Mary M Participant

iv. Click on the appropriate matching record. A
pop-up window will open with the following
options. Click on the correct option to pull data
from the matching record into the Caller
Section of the new Call record:

1. Overwrite Participant Data - Any fields in
the Caller's existing People record will
overwrite fields on the Caller's new
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record (i.e. the existing People record
will replace the new record)

2. Link to Participant Data - Only empty
fields on the Caller's new record will be
populated with data from the existing
People record

Tip
If you’re not sure which option to use, select

Link to Participant Data to preserve both sets of
data.

Participant Data is NOT Consumer Data.
Changes you make here do not affect the
Consumer record.

‘Overwrite Participant Data: Participant data on the intake record will be replaced
with data from the selected people record.

Link to Participant: Only empty Participant fields on the intake record will be

replaced with data from the selected people record and then will be
added’appended to the selected people record.
How would you like to attach the selected rerd?
® Qverwrite Participant Data
O Link to Participant
O Cancel and Retum to People Search Grid

6. Scroll down to the Prospective Applicant section and click
Add. The Add New Prospective Applicant Information
window will open:
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File

Add New Prospective Applicant Information Search Clear

Primary
Caller is Consumer
Salutation

Last Name

Address Type L}
Address

Address 2

City

Residence County
Main Phone

Cell Phone

SSN
Sex.

Date of Birth

s Well

]
O
[v]
[v]
[ | copy Address From
<[ dear ] state = [ clear | 7p Code - [ dear |
v Race v Ethnicity v

Update all relevant fields with information about the
prospective Consumer.

If the Caller is the prospective Consumer check the
Caller is Consumer field. Upon doing so, relevant data
from the Caller Section of the Call record will pre-
populate into the affiliated fields in the prospective
consumer’s Participant record

If the Caller is not the prospective Consumer, enter all
relevant information and then click Search. Repeat
the steps in Step E above to verify if the prospective
Consumer has an existing record in the APD iConnect
People Table

When finished, click File > Save and Close
Prospective Applicant
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File
Spell Check ‘nformation Search Clear
Save Prospective Applicant
Save and Close Prospective licant
Close P licant ]
(LS I ppiica Middle Inftial First Name Mary

Address Type Residence Address v
Address [2210 stephan Drive | copy Address From
Address 2 [ |
city TALLAHASSEE - State Florida - Zip Code 32302 -
Residence County LEON s
Sex. Female | w | Race v Ethnicity UsA v
Date of Birih [03/03/2004 [ Age at Intake
Caseworkers name and telephone
number
Marital Status Married [v] Living Arrangements [~

Autism » |Intellectual Disability

Cerebral Palsy L3

Unknown >
Suspected Developmental Prader-Willi Syndrome
Disability Spina Bifida

Down Syndrome 1

Phelan McDermid Syndrome 4

4

7. Scroll down to add information into the Reason for Call

Section:
a. Update Details of Call and Referral Source as
appropriate

E Reason For Call

Caller/Prospective Consumer is interested in receiving services related to her intellectual disability

Details of Call

Referral Source [Community Bace Care Network IS

8. Scroll down to the Decision Section of the Call record.
a. In the Decision Section, update the following fields:
i. Call Priority

ii. Call Queue = Region Office that will service the
Prospective Applicant

iii. Call Disposition = Follow Up (if record must be
routed to appropriate regional office) OR
Application Pursued (if Caller contacted
appropriate regional office)
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iv. Division = APD

If Call Must be Routed to Another Region Office:

| E Decision
| Call Priority Normal Reviewﬂ / Call Queue Southern ﬂ
Call Disposition® Follow Up [v] /
Other Information
Regional Worker |Tiemay, Jacqueline | | Clear |
Division APDﬂ

If Caller Contacted the Correct Region Office:

Decision

Gall Disposition * v
call Priority

Call Queue - m
Regional Worker Em
Division APD

9. Depending on whether the Caller has contacted the
appropriate office, choose one of the following options to
finish the Intake process:

a. If the Caller has called the appropriate Region Office
that will provide the Prospective Applicant with
services, select File > Save, Close & Create
Consumer Record:

o0 itonnect

File

Spell Check
Save Intake
vidual (self) [v]
Save, Check In and Close Intake
Save, Close and Edit Intake s v
Save, Close and Create Consumer
Record Q Add Edit Delete

Close Intake

b. If the Caller contacted the incorrect Region Office and
the Call record must be routed to the appropriate
Region Office, select File > Save, Check-in & Close
Intake. proceed to Calls Routed to Different Region
Office.

o —c
=l WellSky
VIAY
J
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od iConnect

File Tools Reports Word Merge

History ct Status * Pending A4
Spel Call
Save, Check In and Close Call
S L Consumer called
Save, Check In and Close Call -1 Source | v‘
Delete Call
ion
Check In Call | . —
isposition * Application Pursued A4
Pt oty
Close Call ke 3] Clear |
Regional Worker _m
Division APD

Caller Contacted Correct Region Office:

1. If the Caller has called the appropriate Region Office that will
provide the Prospective Applicant with services, but has
NOT reached the correct person (for example the call center
representative or secretary), update the following fields on
the Intake record:

a. Disposition = Follow-Up
b. Region Worker = the correct Intake Worker in the
region.
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o0 wennedt

File Tools

| can
Participants
Notes
Associated Calls

Track Call Status

Reports  Word Merge

Initial Contact

Entry Date *

EntryTime *

Contact Date *

Contact Time

Contact Method
Contact Type *

Person Taking the Call *
Follow Up Required
Contact Status *

Reason for Call
Details of Call
Referral Source

Decision

—. (Call Disposition *

Call Priority

Call Queue

—k Regional Worker

Division

Call Notes

Chapter 1 | Consumer Intake

Call ID = 10177 - Alice Sheppard
Last Updated by jbuck
at 4/16/2015 10:04:12 PM

04/03/2018

0312 PM

04/03/2018

03:12PM

[Buck, Jennifer v
O

test

| vl

|FDI\uw Up V|
Southen L4 Clear |

Reed, Monica | | Clear] Details
APD

New Text

2. If the Caller has called the appropriate Region Office that will
provide the Prospective Applicant with services, and has
reached the correct person, select File > Save, Close &
Create Consumer Record.

3. The Consumer Search window will open prompting the user
to search the system to verify if the Prospective Applicant
already has a Consumer record.

4. Upon clicking Save, Close & Create Consumer Record,
the Consumer Search window will open prompting the user
to search the system to verify if the Prospective Applicant
already has a Consumer record.

5. Use the multi variable search criteria to build a search for the
Prospective Applicant and click Search:

s Well
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6.

8.

Chapter 1 | Consumer Intake

File

Filters
Last Name ﬂ Equal To ﬂ smith Jones AND|™ x
First Name ﬂ Equal To ﬂ tdary OR ﬂ »
Date of Birth /| EquaiTo  |v| 62 orR v x
SSN ﬂ Equal To ﬂ XXKX-XX-0005 Unmask  OR ﬂ x

Last Name ﬂ +

If the Consumer Search returns a match, click on the match
to open the record.

The Prospective Applicant's Consumer record will open to
the Demographics page where you can click on the
Divisions tab to verify if the Consumer already has an active
APD Division record.

File Word MerV

‘ Division / | Events

Application Received Date 2|
Interested in ICF/ID

Age Category at Time of Application
Application Pended Due Date it
Eligibility Documentation Complete Date 1

Referral Source
Referral Date 03212018 |[E

Divison = APD
Events
Disposition * Pending hd
Track Disposition ~ n -
Disposition Date 03r21/2018  |CH)
Open Date 032172018 |7
Data Entry Date 0372172018
Primary Worker * Tiemey, Jacqueline || Clear ] Details
Secondary Worker I

Referral Source ‘ Parent

W

If the Consumer Search does not return a match:

a. Navigate back to the Call record and click
Participants > Consumer > Tools > Add as
Consumer > Add New:
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File Add Participant

call Filters
Last Name j +
Participanis
L E— Searct Reset
Notes [ > ) e

2 Participants record(s) returned - now viewing 1 through 2
Associated Calls

Last Name First Name Participant Type F ici| Photo Main Phone
Track Call Status Smith Mary Caller (908)745-9034
Smith Mary Consumer (908)745-9034

/ << First < Previous jﬁleve 415 Records atatime Next>  Last>>

Add as Consumer:

File Tools Reports
"
Seal
| ‘ ey m’] Add as Consumers \pplicant
. Co
N mer
@MES  Add as Consume
q b to
Addresst
| Add as Col el
Phones Last Name Smith
Emails First Name Mary
Middle Name M
Identifiers
Address Type Residence Address v
Address 2210 Stephan Drive
Add New:
| o0 iConnect
File
1 () Filters
| LastName ﬂ Equal To ﬂ Smith AND|v| | x
First Name ﬂ Equal To ﬂ Mary OR ﬂ x
{ . i
Date of Birth|» Equal To w OR |wv x
SSN ﬂ Equal To ﬂ Unmask OR ﬂ *x
LastName |v| |4

b. Upon clicking Add New, the Consumer record will
open to the Demographics page. Information from the
Call record will be pushed to populate the consumer’s
demographics. Set Initial Division = APD:

”{? Qi"" \/
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ocd iConnect

File Tools Reports

Basic Demographics
Salutation

Last Name *

First Name *

Consumer Photo
Middle Name

Suffix

Chapter 1 | Consumer Intake

Smith
Mary

M

Alias

Title

Date of Birth *
Age

Date of Death
Cause of Death

03/01/2008 |7

&

c. Update all relevant demographic fields. When
finished, click File > Save and Close Demographics.

d. The consumer’s Division record will automatically

open with Disposition = Pending

File Word Merge

Division

Events

Track Disposition

Events

Divison *

Disposition *

Disposition Date

Open Date

Data Entry Date

Primary Worker *

Secondary Worker

Application Received Date
Interested in ICF/IID

Age Category at Time of Application
Application Pended Due Date
Eligibility Documentation Complete Date

Referral Source
Referral Date

Referral Source

June 2023

APD

Pending hd
o3arzi01e [
0312018 [H

03/21/2018

Tiemey, Jacqueline _m Details
i
i
i

0321201 [

Parent hd
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e. Add or Update the consumer’s APD Division record
with Disposition = Application Pending.

f. The user can skip the Referral source section if the
Consumer record was created from a call record,
because the referral source information was already
recorded on the Call record. The user can review the
Call record for this information.

g. The user would complete the Referral Source section
on the Division page if the Consumer record was NOT
created from a call record.

h. Then click File > Save and Close Division:

File Word Merge
History
s
Add Note
n* APD
Spell Check
pe - sition * Application Pending V|
Save and Close Division sition Date 03212018 |
Date 03212018 |[H
%VE and Close Division intry Date 03/21/2018
Print ry Worker * Tiemey, Jacqueline || Clear | Details
Close Division ry Worker || Clear |
Application Pended Due Date @

9. Upon saving the APD Division record with Disposition =
Application Pending, a Workflow Wizard window will
automatically trigger with one Ticklers:

a. Send Initial Contact Letter for Paper Application —
Assigned to Current User, Due Immediately

File

Workflow Wizard

Send Initial Contact Letter

»
for Paper Application Open
ﬁnoﬂler

Cancel

Reassign

View Consumers Record

= Well June 2023 Page 24
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10. Hover the cursor over the Tickler arrow to click Open to
access the Tickler.

a. The Initial Contact Letter for Paper Application will
automatically open.

b. Click Open Document to edit the letter:

File

Preview (read-only)
This is a preview of your merge document and is not editable

Generate Merge Document
Click the "Open Document” button 1o open the Merge 2
Document for editing

B —

Save to Note @ Om

1f no changes have been made to the Merge:

Di 1, click “Save 1o Note® The it wiord i i
eroa Vesplaie il ba upioaced 1 2 ncts ecord Wih agency for persons with disabilities
the merge fields populated. State of Florida
Upload and Save to Note Rick Scott 11/17/2017
If changes were made lo the Merge Document, click
“Upload and Save to Note" to select the saved file and Governor
upload that document to a note record Don't forget to
delete the saved document aher you have attached it [ 1 ]
o the nole record. c/o
Upioad and Sav Barbara Palmer
Director
[ 1]
State Office
4030 Esplanade Way
s as Dear Mr/Ms :
Tallahassee, FL 32399-0950 . X
- <Paraaraph A — Select this paraaraph when receivina a referral> v

c. Save the document to your computer so that it can be
edited in Microsoft Word:

(] - - Initial Contact Letter (Protected View) - Word A Jacqueline Temey @

File Home Insert Draw Design Llayout References Mailings Review View QT

/
11/17/2017

- c/o

T
Dear Mr/Ms :
<Paragraph A — Select this paragraph when receiving a referral>

-m
The Agency for Persons with Disabilities received a referral on your behalf.
We tried to reach you by telephone at <INSERT TELEPHONE NUMBER> on
<INSERT DATE> and left you a message. <OR> It was a pleasure to talk to
you on <INSERT DATE>.

=
<Paragraph B — Select this paragraph when receiving a call from an applicant
or legal representative>

- Thank you for contacting our office regarding an application for services.

d. Edit the letter as appropriate and save it to your
computer.
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e. Then, back in the APD iConnect system, select
Upload and Save to Note:

File

Generate Merge Document
Click the "Open Document” button to open the Merge
Document for editing.

Save to Note

If no changes have been made to the Merge
Document, click "Save to Note". The current word
merge template will be uploaded to a note record with
the merge fields populated.

Save to Note

Qg

11/17/2017

Upload and Save to Note Rick Scott
If changes were made to the Merge Document, click

"Upload and Save to Note” to select the saved file and Governor
upload that document to a note record. Don't forget to

delete the saved document after you have attached it HE

to the note record.

Barbara Palmer c/o

ind Save to Note o

Director

f. Select the appropriate file from your computer:

@& Choose File to Upload

X
o
New folder =- m O

4 m > ThisPC 5 Desktop v U Search Desktop -
Organize ¥ =
. § Mary Smith
B Videos ~ AFU ICUTITIELL Lase IViaHagennient Muuuie Haiiny auiue Uate moarmed: 3/£1/2U1% 333 FM n ]
Authors: Lesli Ritchie Size: 7.67 MB
@ OneDri - .
nevrive Copy of APD CDMS_Workflow Wizard Config Wkbk_v6.0 Date modified: 2/9/2018 8:46 AM F
% This PC Authors: Katie Knitz Size: 514 KB
» 3D Objects n!" FL APD - Case Management UAT Script 3.9.18 Date modified: 3/13/2018 1:35 PM
m Desktop Authors: Jennifer Buck Size: 156 KB
[£ Documents .
n’" FL APD - Case Management UAT Script Date modified: 3/9/2018 10:40 AM
 Downloads Authors: Jennifer Buck Size: 149 KB
$ Music
ke pictures — FL Case Management BA Date modified: 2/22/2018 7:52 AM
! Authors: Valerie Thomas Size: 388 KB
B Videos
25 Local Disk (C) €03 GoToMeeting Date modified: 3/17/2018 1:47 AM
F-) Type: Shortcut Size: 1.35 KB

sx Implementation

=y Jacqueline.Tierne

¥ Network v

File name: ”

Initial Contact Letter

Authors: Osa Imohe \

Date modified: 3/21/2018 3:54 PM
Size: 50.7 KB

AN

All Files (*%) 2

N\

ezl

s Well

June 2023

Page 26



Case Management Module Chapter 1 | Consumer Intake

g. The system will automatically save the updated letter
to a new Consumer Note record and return the
following message. Click OK:

; A~

Message from webpage x
disabilities
| Document was successfully saved to Note with NotelD=10305. la
Rick Scott
Governor
[ 1
Barbara Palmer c/o
Director
1

h. Upon clicking OK, a new Consumer Note record will
open. In the new Note record, update the following
fields:

I.  Update Note Type =
Application/Eligibility and Note Subtype
= Initial Contact Letter

ii. Set Status = Complete

iii.  Notice that the Initial Contact Letter is
attached to the Note

iv.  When finished, click File > Save and
Close Notes

= Well June 2023 Page 27
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Opd iConnect Mary Smith Notes

Last Updated by jtiemey
at 3/21/2018 3:56:24 PM

File Tools Reports

| Notes | Notes Details
Division *
Note By * Tiermney, Jacqueline
Note Date * oz212018  |[H
Note Type * [Application/Eligibility v
Note Sub-Type | Initial Contact Letter V|
Description ‘Word Merge Template
Status *
Date Completed 03/21/2018
Attachments

Add Attachment

Document Description / Category Action
Initial Contact Letter. pdf Word Template: Initial Contact Letter Paper Application Remove

Note Recipients
Add Note Recipient: -m

Name Date Sent Date Read Status Date Signed

11.Return to the open tickler window. From the tickler flyout
menu, select Complete. The tickler is marked as complete.
Click File > Close Workflow Wizard:

Fi
Close Workflow Wizard
P
Close Workflow Wizard

N
éenel—l—nm.al—(:-emaei—l:enewc b

Calls Routed to Different Region Office:

1. If the new Call record needed to be routed to a different
Region Office, the Region Worker will be able to pick up the
Call record via their My Dashboard.

s Well
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2. To do so, log into APD iConnect and set Role = APD Main
Calls. Click Go.

3. On the My Dashboard, find the Calls Section and scroll

down to the Disposition Panel. Click on the Follow Up link to
access the Calls Queue:

" . Role
ij iConnect ?‘;\;eé;nuehneﬂemey My Harmony 8190 OUE 1 b main cas ~] @
File
Quick Search %
| Consumers ﬂ Last Name ﬂ @ ADVANCED SEARCH
MY HARMONY CONSUMERS CALLS
CALLS
Disposition
Application Pursued 4
Follow Up / 1
Unable to Contact 1
4. The Region Worker can also access the Call record by
clicking on the Calls chapter and using the multi variable
search to pull up calls with Disposition = Follow-up and
Region = appropriate Region. Click Search:
File
Quick Search
calis v|| | cano ~| ADVANCED SEARCH
MY HARMONY CONSUMERS CALLS
Search
Help
ElAppIyFlIterln Search i ei— Show Fiiter
Filters
Call Queue j Equal To j Southem ﬂ AND ﬂ x
Call Disposition j Equal To j Follow Up j ANDﬂ x
callID j + k

el Beatell Milesibliesil
1 Queue Search record(s) returned - now viewing 1 through 1

Call ID | Contact Date = Contact Time | Call Disposition | Contact Status | Caller First Name | Caller Last Name = Consumer FirstName = Consumer Last Name | Call Queue | Checked Out By

E 10155 | 08/21/2018 3:03 PM Follow Up Pending Mary Smith Jones Mary Smith Jones Southemn

<<First <Previous Retrieve 15 Recordsatatime Next> Last=»

5. Note that the worker has five business days to respond to
the Consumer to initiate the application process. To do so,

attempt to contact the Consumer via phone by completing
the following steps:

a. Click on the Call record and click File > Check Out
Call to open it. While you have the Call record
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File Tools

Check Out Call
Print

Close Call

Track Call Status

Chapter 1 | Consumer Intake

checked out, no other users will be able to edit the

record:

Reports Word Merge

Histd
Check Qut Call
Spel;

Contact

Date *

nime *

ct Date *

ct Time
Contact Method

Contact Type

Person Taking the Call *

Follow Up Required
Contact Status =

Reason for Call
Details of Call
Referral Source
Decision

Call Disposition *
Call Priority

Call Queue

Regional Worker

Division

03/21/2018
03:03 PM
03/21/2018
03:03 PM

Inquiry

Tiemey, Jacqueline

Pending

Caller called to inquire about services for the potential consumer's
intellectual disability

Other

Follow Up
Normal Review

Southem

APD

b. From within the Call record, click Participants >
Consumer to open the Potential Applicant's
Participant record. Find the consumer’s Phone
Number and call the applicant:

> File Add Participant

Call

Participants
Notes
Associated Calls

Track Call Status

Filters:
Last Name ﬂ +
et Eabaineal

2 Participants record(s) returned - now viewing 1 through 2

Last Name First Name Participant Type Participant Photo
Smith Jones Mary Caller
Smith Jones Mary Consumer

Main Phone
(703)929-2222
(703)929-2222

/ <<First  <Previous Relrieve 45 Recordsatatime Next> Last>>

c. If the Region Worker Successfully Contacts the
Consumer, proceed to number 7 below. If the Region

Worker fails to contact the Consumer, proceed below:

6. Region Worker Fails to Contact Potential Applicant:

s Well

a. Each time the Region Worker is unsuccessful in their
attempt to contact the Consumer phone (and no
Consumer email address provided), record the
attempt in a Note record. To do so, using the APD
Main Calls Role, in the Call record > select the Notes
tab. Click File > Add Note.

June 2023
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ool s cnnect

Add Note
F
Add Note @ brs
Print Date ﬂ +
Close Notes
‘ Notes | | = ] "

0 record(s) returned
Assodiated Calls \

Track Call Status

b. Update the following fields in the Note record.
i.  Participant = Potential Applicant
ii. Note Type =
iii. Note Sub-Type = 1st Attempt OR 2nd
Attempt OR 3rd Attempt

iv. Note = Record details of contact
attempts

v. Status = Complete
c. Then click File > Save and Close Note.

7. Region Worker Successfully Contacts Potential
Applicant:

a. Navigate to the Call record and scroll down to the
Decision Section to update Call Disposition =
Application Pursued and then click File > Save Call
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File Tools Reports Word Merge

Hist
4 save Call Contact
Spel
Date *
Save Call .
fime
Save, and Close Call ot Date *
Delete Call ct Time
CheckIn Ca ct Method
Print ct Type *
Close Call n Taking the Call *

Follow Up Required
Contact Status *

Reason for Call

Chapter 1 | Consumer Intake

03/21/2018

03:03 PM

03/21/2018

03:03 PM
—
[l

. Caller called to inquire about services for the potential consumers ~
PEELBCEIEE] intellectual disability v
Referral Source |0ther V\
Decision
Gall Disposition * v
can priory
Call Queue Southern
Regional Worker
Division AFD
b. On the Call record, click on the Participants tab and
then click on the record labeled Consumer to open
the Consumer details.
O{Dﬁj iCennect Call ID = 10067 - Tester Sample | Participants
- o 711672018 2:08 PM
File Add Participant
cal Filters
- .| |Last Name v +
Participants |
 Notes ) [ Searh |
2 Participants record(s) returned - now viewing 1 through 2
Associated Calls
Track Call Status Last Name First Name Participant Type Participant Photo Main Phone Business Phone Age
Sample Tester Caller
Sample % Tester Consumer
<<First < Previous Refrieve| 15 Recordsatatime Next>  Last=>
Call ID = 10067 - Tester Sample Consumer

ocd iConnect

File Tools Reports

' Search For Person
| consum licant
L Copy Address From Consumer

r v
Names | add as Consumers =

Addresses

Phones Last Name
Emails First Name
Middle Name
Identifiers
Address Type
Address

Sample

Tester

Last Updated by wsc2
at 2062018 10:02:10 AM

c. Select Tools > Add as Consumer

A WellSky

June 2023
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d. Proceed to Chapter 1 Intake Process to create the
Consumer Record and sending the Initial Contact
Letter.

Receiving a Paper Application

1. Upon receiving the paper application via email or mail, date
stamp the application

2. Log into APD iConnect and select the Waiting List
Workstream Worker Role. Click on the Consumers chapter
and File > Add New Demographics Search to verify if the
Potential Applicant already has a record in APD iConnect:

Welcome, Elizabeth Warker1 Advanced Search Sign Out

de iConnect 2712018 1-47 PM
File
Add New Demographics Search \arch
Print ﬁ Consumers [V]| | Lasthame [v] @
MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER
Filters
LastName [v| [Beginswih  [v] AND|w| [ x

iConnect ID ﬂ +

3. Utilize the multi variable Consumer search to build and
execute a search for the Potential Applicant. For example,
utilize the First Name, Last Name or SSN to build a search
statement. Then click Search:

FITErs
Last Name v Contains ﬂ sample ANDﬂ ®

First Name |v Contains ﬂ enrollee OR ﬂ x

Last Name ﬂ +

L -1 5 |
1 Demographics Search record(s) returned - now viewing 1 through 1

Last Name First Name Date of Birth SSN iConnect ID Medicaid ID Address City State Zip Code ABC PIN
Sample Enrollee 09/26/2003 XXH-XX-G464 10131 634460460 123 Sample Street TALLAHASSEE FL 32302

<<First <Previous Reirieve 15 |Recordsaiatime Next> Last=>

4. If the Consumer Search returns a match, click on the match
to open the record. If the Consumer Search does not return
a match, click Add New:
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File

~)-Filter
First Name ﬂ Equal To ﬂ mitten AND ﬂ b 4

People ID ﬂ +

Search Results for Harmony People

People ID First Name Last Name | Middle Name

No records to display.

5. Clicking Add New or clicking on a matching record will bring
you to the consumer’s Demographics page.

a. Update all relevant demographic fields with
information from the applicant’s paper application.

b. Set Initial Division = APD

Race
Ethnicity [Cambodia v|
Autism » | |Cerebral Palsy
Intellectual Disability ALE
Unknown »
Suspected Developmental Disability Prader-Willi Syndrome
Spina Bifida 4
Down Syndrome V|| 4
Phelan McDermid Syndrome “
Competency [Has Capacity V|
Mrtal Status
Living Setting |Fami|y Safety & Preservation Commitment Fac V|
Referral Source | Court Order v\
SSN* HOOK-XX-4005 Unmask
Medicaid ID
Medicare ID
Medicare Type Medicare Type A W
Initial Division * <
ABC PIN

6. When finished, click File > Save and Close Demographics.
a. The consumer’s APD Division record will
automatically open with Disposition = Pending.

b. If the Consumer record already existed, the Intake
worker will navigate to the consumer’s Record and
select the APD Division Record.

7. On the consumer’s Division record, update the following
fields:
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Disposition = Application Received
Disposition Date = the date the disposition above was
selected. User can update.

Open Date = defaults to today. This is the Date

became APD Client

Application Received Date = Update to date paper
application was received. If this value is unknown,

enter 01/01/1900.

Interest in ICF/IID = Yes or No as appropriate

Age Category at Time of Application = Update as

appropriate

The user can skip the Referral source section if the
Consumer record was created from a call record,
because the referral source information was already
recorded on the Call record. The user can review the
Call record for this information.

The user would complete the Referral Source section
on the Division page if the Consumer record was NOT
created from a call record.

File  Word Merge

‘ Division |
Events

Track Disposition

8. When finished, click File > Save and Close Division

s Well

o iCennect

Events

Divison *

Disposition *

Disposition Date

Open Date

Data Entry Date

Primary Worker *

Secondary Worker
Application Received Date *
Interested in ICF/IID

Age Category at Time of Application *
Application Pended Due Date

Eligibility Documentation Complete Date

Referral Source
Referral Date
Referral Source *
Referral Reason
Name

Title

Agency
Address

City

State

Zip Code

Main Phone

APD

‘ Application Received

v“—

o7n1z018 |
05232018 |8
05/23/2018

Buck, Jennifer
Buck, Jennifer
05012018 |F

=
=

05232018 |

Clea Details
[ - | Clear |
[

‘Churchfclergy
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9. Complete the Initial Application Form in the system. To do
S0, navigate to the consumer’s record and click on the
Forms tab > File > Add Form:

File  Tools  Ticklers  View Consumerincident  Word Merge

Add New Consumer People Search Quick Search

Add Forms

Print D

| Gonsumers [v] | Lasthame M &3 ADVANGED SEARCH

MY HARMONY CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITIES REPORTS

Smith, Marianne (10043)

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

Demographics = Divisions | Consumer Budgets = Programs = Provider Selections = Noles | Forms = Appointments =~ Plans =~ Waiting List | Payers | Legal
Filters

Form ﬂ +

0 record(s) retumed

10.Set Please Select Type = Application for Services.
a. Inthe form, update all relevant fields.

b. In the header, set Review = Initial and Status =
Complete

c. When finished, click File > Save and Close Forms:

File

Please Select Type: for Services v

‘Consumer Forms

Review * Worker * Tiemey, Jacqueline |- | clear TS
Review Date * 03212018 | Status * [Complete v

Division * Program

Approved By Tiemey, Jacqueline Details Approved Date 03/21/2018

APPLICATION FOR SERVICES

Date of Application 03212018 |78
APPLICANT INFORMATION
Applicant Last Name: Smith
Applicant First Name: Marianne
Applicant Middle Name:
Suffix:
Social Security Number: XXX-XX-4005 Unmask
Street Name: 2210 Stefab Drive
City: ALFORD
State: FL
Zip: 32420
Region: NORTHEAST 8] Clear |

11.To attach application collateral documents to the consumer’s
record, click on the Notes tab > File > Add Note.

a. Inthe new Note record, update the following fields:

= Well June 2023 Page 36



Case Management Module Chapter 1 | Consumer Intake

i. Division = APD

ii. Note Type = Application/Eligibility
iii. Note Subtype = Application Collateral Docs
iv. Status = Complete

b. Attach all supporting documents submitted with the
paper application.

c. Then click File > Save and Close Notes

Receiving an Online Application

1. A potential applicant or that individual's designated
representative may request to fill out an online application.
Begin by creating Consumer Module login credentials for the
potential applicant or the designated representative

2. To create login credentials for the User, click on the
Consumers Chapter and click on Consumer Module User
> File > Add New Consumer Module User.

a. Inthe Consumer Module user record, update the
following fields:

i. Name = pre-populates from Consumer record

ii. Relationship = pre-populates from Consumer
record

iii. Email Address = pre-populates from Consumer
record

iv. Current Consumer = Select radio button
v. User ID = Update as appropriate
vi. Access Role = Consumer Module
vii. Status = Active
viii. Change Password on Next Log-in = Checked

b. When finished, click File > Save and Close
Consumer Module User

3. Upon saving the new credentials, the system will send the
new user two emails - one with the URL to the Consumer
Module and another with the credentials. The system will
also display the new user's ID and password on the
Harmony screen
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4. Provide the potential applicant or the designated
representative with login instructions via a Consumer record.
To do so, click on Notes > File > Add Note

a. Inthe new Note record, update the following fields:
i. Division = APD
ii. Note Type = Consumer Module
iii. Note Sub-type = Online Application Instructions
iv. Note = Write out instructions
v. Status = Complete
b. When finished, click File > Save and Close Note

5. The Consumer or the consumer’s Designated
Representative will navigate to the URL provided in the auto-
generated email and enter their username and password to
log into the Consumer Module

6. The Consumer or the consumer’s Designated
Representative will click on the Forms tab and click New
Form > Application Form. After completing the Form, set
Status = Submitted and click Submit

7. Throughout the application process, the Consumer or the
consumer’s Designated Representative may need to
communicate with APD staff. To do so, click Create New
Message or reply to an existing message by clicking Reply

8. After completing the online Application Form, the Consumer
will reply to the Region Worker's message containing the
application instructions to indicate that they have submitted a
completed application. They can also upload attachments to
the message. After composing the message, click Send

9. To review the applicant’s online application, navigate to the
Notes section on the My Dashboard and click on the new
message from the Consumer or the consumer’s Designated
Representative.

10.In the Note record, locate the consumer’s APD iConnect ID.
Copy it.
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11.Click on the Consumers chapter. From here, use the multi
variable search feature to search for the Consumer by APD

iConnect ID

File

Quick Search

wsumers

MY HARMONY ‘ CONSUMERS PROVIDERS
Filters
iConnect ID ﬂ Equal To ﬂ 10043 X AND ﬂ x
iConnectlDﬂ -+ \

| e T

12.Upon locating a matching record, click on the record and
navigate to the Forms tab. Open the Application for Services
and review it accordingly.
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Chapter 2 | Application Review

Introduction

The chapter covers the Application review process. The
Intake Worker will initiate the Application Review process.
Then, the Eligibility Determination Specialist and an
Approved Professional, if warranted, will review the
consumer’s Application for Services and any collateral
documentation to determine if the Consumer is eligible to
receive Waiver services.

If the Application is incomplete or additional referrals are
needed, the Intake Worker or Eligibility Determination
Specialist will hold the Consumer in an Application Pended
status until all necessary information is obtained and an
eligibility determination can be made.

Application Review

1. To begin the application review process, the Intake Worker
will navigate to the Consumers record and click on the
Divisions tab

File Ticklers View Consumer Incident Word Merge

Smith, Marianne (10043)
Diagnosis Eligibilty Medications ~ Auths | Provider Documentation | Confacts ~ Gonsumer Module User
Demographics | Divisiens | Consumer Budgels | Programs | Provider Selections | Nofes | Forms | Appontments | Flans ~ WaitingList | Payers | Legal

Filters
Oposiion|v] Nt EavaTo || [Glosed v wolv|

Open Date|v|  Greater Than|v i ANDﬂ x

Dmision |V +

| Scarch | Reset |
1 Divisions record(s) returned - now viewing 1 through 1

Division Disposition Primary Worker Secondary Worker Open Date ~
APD Application Received Tiemey, Jacqueline 03/21/2018

‘\ <<First  <Previous Retrieve| 15 Recordsatatime Next>  Last>>

2. Open the record labeled Division = APD and Disposition =
Application Received.

a. Update the following fields:
I.  Disposition = Application Review
li.  Secondary Worker = Eligibility Determination
Specialist
iii.  Age Category at Time of Application = 6 and
Above OR Under 6 (if not previously done)
b. When finished, click File > Save and Close Division
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g4 Save and Close Division

File Word Merge
History
s
Add Note
n= APD
Spell Cherk
sition * |App|icati0n Review hd

Print

sition Date 032202018 |
Save and Close Division @ \ Date 03212018 |4

‘ntry Date 03/21/2018

Close Division y Worker * Tierney, Jacqueline
Secondary Worker *
Application Received Date * 03/21/2018 |7
Interested in ICF/ID
Age Category at Time of Application *
Application Pended Due Date :I
Eligibility Documentation Complete Date __I

3. Upon saving the Division record, a Workflow Wizard will
trigger one Tickler to the current user (Intake Worker) and
two Ticklers to the assigned Eligibility Determination

Specialist:

a. Send Application Acknowledgment Letter — Assigned
to Intake Worker, Due Immediately

b. Verify Receipt of Collateral Documentation —
Assigned to Eligibility Determination Specialist, Due in
45 days for Consumers under 6, and 60 days for
Consumers 6 and above:

c. Approve Eligibility Determination — Assigned to

Eligibility Determination Specialist, Due in 45 days for
Consumers under 6, and 60 days for Consumers 6
and above

4. Hover over the arrow next to the Tickler called Send
Application Acknowledgement Letter to click Open

a.

s Well

Edit the document in Microsoft Word. Include a list of
all collateral documents that are required to complete
the application, if any.

Print the document to mail to the Consumer

Save the updated document to your Desktop
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File

Workflow Wizard /
Send Application |

Acknowledgement Letter -

Complete Open @
Cancel
Complete

View Consumers Record

File

Preview (read-only)
This is a preview of your merge document and is not editable:

Generate Merge Document
Click the "Open Document” button to open
the Merge Document for editing.

| Open Document | |

Save to Note i iliti

If no changes have been made to the Merge OQF}’TC\{ f(‘)r’ OEFSOHS w Th @SODH T\(::S
Document, click “Save to Note”. The cumrent State of Florida

word merge template will be uploaded to a
note record with the merge fields populated

o= March 22, 2018

Rick Scott
Governor
Upload and Save to Note [ 1] clo
If changes were made to the Merge .
Document, click "Upload and Save to Note™ Barbara Palmer
to select the saved file and upload that Director
document to a note record. Don't forget to .
delate the saved documen afler you have State Office Thank you for your interest in becoming a client of the Agency for
Upload and Save to Nof 4030 Esplanade Way Persons with Disabilities (“APD” or “Agency”). Your service
Suite 380 application was received on . Pursuant to section 393.065(1),
Tallahassee FL 123000050 Florida Statutes, the Agency will complete the application process
T and make a determination of eligibility within <select forty-five (45)

Northwest Region days (for children under 6 yoa)/ or sixty (60) days (for all other

- annliranteis Af raraint Af tha cinnad annlicratinn . Hawavar if thara

5. Back in APD iConnect, click Upload and Save to Note. In
the new Note Record, update the following fields:

a. Division = APD

b. Note Type = Application/Eligibility

c. Note Subtype = Application Acknowledgement Letter
d. Status = Complete

6. When finished, click File > Save and Close Note
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File Tools

Notes

Reports
Notes Details
Division *
Note By *
Note Date ~
Program/Provider
Note Type *
Note Sub-Type

Description

Note

Status *

Chapter 2 | Application Review

o

Tierney, Jacqueline
031222018 |l

‘ApplicationlEl\g\bility vr

‘Application Acknowledgement Letter V‘

Word Merge Template

New Text

Complete N

7. When finished, hover over the arrow next to the Tickler to
click Complete.

File

Workflow Wizard

Send Application

Acknowledgement

Letter - Complete Open
Cancel
Complete

View Consumers Record

8. Upon receiving the application collateral documents from the
Consumer, the Eligibility Determination Specialist will attach
the documents to the consumer’s record.

sl WellSky
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9. Collateral documentation includes everything the Eligibility
Determination Specialist needs to either make an eligibility
determination or decide if an Approved Professional review
is needed.

10.The Eligibility Determination Specialist will navigate to the
consumer’s record and click Notes > File > Add Note.

a. Inthe new Note record, update the following fields:
i. Division = APD
ii. Note Type = Application/Eligibility
iii. Note Subtype = Application Collateral Docs
iv. Note = Describe the attached documents
v. Status = Complete
b. Attach the documents

11.When finished, click File > Save and Close Notes

Q0 Connect Marianne Smith | Notes
32212018 324 PM

File  Tools

Notes Details
Division * APD v

Note By Tiemey, Jacqueline |

Note Date - 032212018 |

Program/Provider v

Note Type * Application/Eligibility ~
Note Sub-Type Application Collateral Docs hd

Description

Description of attached collateral docs.

Status * Complete ~

Date Completed 0312212018

12.1f the consumer’s Application is missing any required
information, the Intake Worker or Eligibility Specialist will
reach out to the Consumer to obtain the information. The
Consumer or the Designated Representative is required to
submit the missing information within 45 days of the date of
the receipt of application.

13.Record each attempt to obtain the missing information in a
new Note record by navigating to the consumer’s record and
clicking Notes > File > Add Note.

14.1n the new Note record, update the following fields:
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Division = APD

Note Type = Application/Eligibility
Note Subtype = Application Contacts
Note = Describe the contact attempts
Status = Complete

® 20 T

15.When finished, click File > Save and Close Note

Q0 iConnect Marianne Smith
- 312212018 517 PM

File Tools

Notes Details

Division * APD v

Note By * Tiemey, Jacqueline V|
Note Date * 0312212018 |
Program/Provider v

Note Type *

Note Sub-Type
Description

Application missing required information. Attempted to contact Consumer on
3/22 and left voicemail requesting required information.

Status * [Complete I

Date Completed 03/22/2018

16.For any information obtained from a 3rd party, the Intake
Worker or Eligibility Determination Specialist must complete
the Authorization to Release Information Consent form. This
form does not reside in the APD iConnect System.

17.The two ticklers that were assigned to the Eligibility
Determination Specialist when the Division record was
saved with Disposition = Application Review are available via
My Dashboard:

a. Verify Receipt of Collateral Documentation
b. Approve Eligibility Determination

18.To begin, log into APD iConnect and set Role = Region
Waiting List Workstream Worker and click Go.

Role
N Welcome, Michelle Eligibility = My Dashboard
ofd iCennect ar015 1133 A1 Sign Ol | e ||

File
Quick Search
Consumers [v]| | Lastame ~ & ADVANCED SEARCH
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19.Find the consumer’s Section and scroll down to the Tickler’s
Panel. Click on the Ticklers link to open queue of
outstanding Ticklers.

Alert Notes
Unread Alert Motes 0
Ticklers
Ticklers 1\3* 10
Plans
Approved 1
Draft 2
Pending 1

a. Use the multi variable search to find the following
Ticklers. These Ticklers are due in 45 days for
Consumers under 6, and 60 days for Consumers 6
and above:

I. Verify Receipt of Collateral Documentation

ii. Approve Eligibility Determination

File

Filters

Status v Equao ﬂ New |v] ANI]ﬂ x
LastName | |Equal To ﬂ smith ANUﬂ x
iConnect ID A +

| Apply Alert Days Before Due N
by

kel el
2 Ticklers record(s) returned - now viewing 1 through 2
Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed
Smith, Marianne 10043 Apprave Eligibility Delermination 0312272018 05/21/2018
Smith, Marianne 10043 Verify receipt of Collateral Documents 0312272018 05/21/2018

<<First <Previous Relieve| 15 Recordsatatime Next> Last>>

20. After receiving the collateral documents from the Consumer,
open the Tickler called Verify Receipt of Collateral
Documents. A message Tickler will open reminding the
Eligibility Determination Specialist to Verify Receipt of
Collateral Documents.

File
Filters
Status v| EquaiTo v oNew v o] x
Last Name v Equaio v|  smih anplv| | x

iconectin  [v| [+

L] Apply Alert Days Befors Due

L ]
1 Ticklers record(s) retumed - now viewing 1 through 1
iConnect ID Tickler Name Date Created Date Dus Dats Completsd [1,
Smith, Marianne 10043 ‘Verify receipt of Collateral Documents 0312202018 052172018 A
<<First  <Previous Retrieve | 15 |Recordsatatime Next>  Last>»
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Message Tickler:

File [

Filters
Status ﬂ Equal To ﬂ New
Last Name ﬂ Equal To ﬂ smith
iConnect ID ﬂ +

O Apply Alert Days Before Due

1 Ticklers record(s) returned - now viewing 1 through 1

Chapter 2 | Application Review

ANDv| [ x
ANDﬂ x

e ——

Message from webpage

Consumer Name iConnect ID

Tickler Name

10043

Smith, Marianne

Verify receipt of Collateral Documents

<<First <Previ

| . Verify receipt of Collateral Documents

21.Hover over the arrow next to the Tickler to click Complete.
This will remove the Tickler from the Tickler Queue.

File
Filters
Status v|  EquaiTe v] New ~ AND vl x
Last Name v EquaTo v| smith AND v| x
iComnectin v+
Apply Alert Days Before Due
E
1 Ticklers record(s) returned - now viewing 1 through 1
Consumer Name iConnect ID Tickler Name

Smith, Marianne 10043 Verily receipt of Collateral Documents

<<First

< Previous

Retrieve

Date Due Date Completed Status.

05/21/2018

Date Created

032212018 New

15 Recordsalalime Next>  Last>>

Tiemey, Jaom
ca

—

22.Return to the tickler queue and hover over the arrow next to
the Tickler called Approve Eligibility Determination.

a.

If an Approved Processional review is not needed to

make an eligibility determination, the Eligibility
Determination Specialist will click Complete. This will
remove the Tickler from the Tickler Queue.

s Well
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File

) Filters
Tickler Name || | Contains ﬂ Approve Eligibility ANDﬂ x

Status j Equal To j New j ANDj x
icomectiv  [v| [+

L] Apply Alert Days Before Due

1 Ticklers record(s) returned - now viewing 1 through 1
[T Consumer Name | iconnectin | Tickler Name | Dpaecreated | DaeDue | Date Completed | status | Assigned To [ I
|| smith, Marianne | 10023 | Approve Eligibility Determination | 03232018 | 081972018 | | New | Tiemey. p—

<<Fist < Previous Refrieve| 15 |Recordsatatime Next» Last»> ey

/ D

b. If an Approved Professional review is needed, the
Eligibility Determination Specialist will click Reassign
to assign the Approve Eligibility Determination tickler
to the Approved Professional.

File

Filters

Status v Equaito M omew v anolv| [ x
Lasthame | EqualTo v smin ao[v| x
iConnect ID : +

[] Apply Alert Days Before Due

2 Ticklers record(s) returned - now viewing 1 through 2
Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To

Smith, Marianne 10043 ‘Approve Eligibility Determination 03/22/2018 05/21/2018 New Tiemey, . Cancel

Smith, Marianne 10043 Verify receipl of Collateral Documents 03/22/2018 05/21/2018 New Tiemey,
Edit

<<Fitst  =<Previcus Retrieve 15 Recordsalatime Next>  Last>>

——
Complete
View Consumers Record

c. Type in the appropriate Approved Professional and
click Search. In the results, click on the matching
Worker record to send the Tickler to that Approved
Professional user to complete the Tickler:

Search by Last Name: Tierney Search  eclioly A
MEMBERID S orker |
213 Tierney, Jacqueline
1
It
v
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23. The Eligibility Determination Specialist will submit a request
to the Approved Professional via a Note in APD iConnect
and an Authorization paying for the Approved Professional’s
review will also be created. Proceed to section Approved
Professional Application Review.

Approved Professional Application Review

After reviewing all Collateral Documents, if it is determined
that a review from an Approved Professional is required to
determine if the Consumer has a developmental disability,
the Eligibility Determination Specialist will submit a request
to the Approved Professional via a Note in APD iConnect
and an Authorization paying for the Approved Professional’s
review will also be created. The processes described below
assume the Approved Professional name is already known.
If not, the user can use the Provider Search functionality in
Chapter 11 | Identify & Select Service Providers.

Authorization for Approved Professional’s Review

Once a Non-Waiver Program record has been created, the
authorization process can begin. The authorization process
begins with the creation of a Plan record in APD iConnect.
Once a Plan exists, planned services are added. The
planned services are validated against business rules and
after passing, authorizations are created.

1. To create a Plan record, proceed to Chapter 10 | Support
Plan.

2. Then proceed to Chapter 11 | Cost Plan to add the planned
service and create the authorization for the Approved
Professionals Review.

Request for Application Review Note

1. Navigate to the consumer’s record and click Notes > File >
Add Note.

2. In the new Note record, update the following fields:
a. Division = APD
b. Note Type = Application/Eligibility
c. Note Subtype = Request for Application Review
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d. Note = Record details of application review including
any identified diagnoses

e. Status = Pending

3. Route the Note record to the Approved Professional by
adding him/her as a note Recipient. The Approved
Professional will be able to access the Note record via their
My Dashboard

4. When finished, click File > Save and Close Notes

O Key Point

Remember to save the Note in Pending Status
so that the recipient can update the Note and
route it back to the sender

File Tools

Notes Details
Division ®
Note By * |T|emey, Jacqueline hd \
Note Date - 0322;2018  |A
Program/Provider
Note Type * [ Application/Eligibility v
Note Sub-Type | Request for Application Review V|
Description
Please review the Consumer's application and collateral documentation to
determine waiver eligibility.
Suspected intellectual disability
Note
Status * Pending v —

Date Completed

5. The Approved Professional will monitor the Notes Panel on
their My Dashboard for new Notes requiring their review.
Click on the Notes with Pending status link, and then click
on the Note record with Note Type = Application/Eligibility
and Note Subtype = Request for Application Review to view
it.
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‘ Notes ‘

Draft 1

Pending / 1

File

Filters
Status V| equaito v|  Pendng v| anolv|  x
iConnect ID j +

el Bl
1 Notes record(s) returned - now viewing 1 through 1
iConnect ID Consumer » Note Type Note Sub Type Note Date Subject Author
10043 Smith, Marianne Application/Eligibity Request for Application Review 032212018

Tiemey, Jacqueline

<<First <Previous Refrieve | 15 Recordsatatime Mext> | Last>»

6. Review the Note record and identify the consumer’s name.
Use the First Name and Last Name as search criteria in the
next step to search for the consumer’s record:

OO0 iConnect

File  Tools Repons[‘

Notes Notes Details

Division * APD V|

Note By * Tierney, Jacqueline

Note Date * 032222018 |

Program/Provider v

Note Type * ‘Application/Eligibility vl

Note Sub-Type Request for Application Review v

Description
On 3/22/2018 at 5:29 PM, Jacqueline Tierney wrote: Please review the

s and collateral to

waiver eligibility.
Suspected intellectual disability

Note

New Text

7. Using the consumer’s APD iConnect ID specified in the Note
record, locate that consumer’s record in APD iConnect by
using the Quick Search feature. Click Search.

Role

Op\’j iConnect Welcome, Jacqueline Tierney |~ My Dashboard Sign Out

3/22/2018 5:29 PM APD Main

File

Quick Search
/ St X | | consumers [v]] | LastName ~ & ADVANCED SEARCH

8. Determine if the Consumer is APD Eligible. To do so, review
the consumer’s application via Forms > Application for
Services and any collateral documents via Notes (select
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any Notes with Note Type = Application/Eligibility and Note
Subtype = Application Collateral Docs)

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS GCLAIMS SCHEDULER UTILITIES REPORTS

L

Smith, Marianne (10043)
Diagnesis  Eligibility Medications =~ Auths Provider Documentation | Contacts = Consumer Module User

Demographics  Divisions | Consumer Budgets | Programs | Provider Selections = Notes | Forms | Appointments = Plans | WaitingList | Payers | Legal

Demographics
iConnect ID 10043 Medicaid ID
Age

Salutation Mrs. 14

Last Name Smith Race African American

First Name Marianne Ethnicity Cambodia

Consumer Photo Marital Status Married

Middle Name Living Setting Family Safety & Preservation Commitment Facility
Alias Written Language Central Yupik

Medicaid Enrolled No Spoken Language Croatian

Date of Birth 3/4/2004 Legal County

9. After determining if the Consumer is APD Eligible, record the
decision in a Consumer Note record. To do so, click on the
Notes tab and open the existing Note record with Note Type
= Application/Eligibility and Note Subtype = Request for
Application Review.

a. Update the following fields in the Note record:
I. Note Type = Application/Eligibility
ii. Note Subtype = Professional Review Complete
iii. Note = Specify Eligibility determination
iv. Status = Complete

b. Attach the Professional Report to the Note record

c. Route the Note to the Eligibility Determination
Specialist

d. When finished, click File > Save and Close Note
Consumer Notes:

Smith, Marianne (10043)
Diagnosis | Eligibility =~ Medications | Auths = Provider Documentation =~ Contacts = Consumer Module User
Demographics | Divisions = Consumer Budgets | Programs | Provider Selections | Notes = Forms = Appointments = Plans | Waiting List = Payers = Legal

Filters

Note Date ﬂ +

2 Notes record(s) returned - now viewing 1 through 2

Note Date Note By Note Type Note Sub-Type Description Status Date Completed
03/22/2018 Tiemey, Jacqueline Application/Eligibility Request for Application Review Pending
03/22/2018 Tiemey, Jacqueline Application/Eligibility Application Acknowledgement Letter Word Merge Template Complete 0312212018

<<First <Previous Retrieve {5 Recordsatatime Next> Last>>
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Updated Consumer Note Record:

Q0 iConnect
File Tools Reports

Notes. Notes Details
Division *
Note By *
Note Date *
Program/Provider
Note Type *
Note Sub-Type

Description

Note

Chapter 2 | Application Review

APD Vv

Tiemney, Jacqueline

032222018 |

v

Application/Eligibility v
Professional Review Complete v

On 3/22/2018 at 5:29 PM, Jacqueline Tierney wrote: Please review the
ollateral to

s
waiver eligibility.
Suspected intellectual disability

On 3/22/2018 at 5:36 PM, Jacqueline Tierney wrote: 3/22 - Professional
Review Complete. Consumer is determined to be eligible.

New Text

~

10. A Workflow Wizard is triggered when the Approved Professional
saves the Note with Note Type = Application/Eligibility and Note
Sub Type = Professional Review Complete. The tickler is
assigned to the Eligibility Determination Specialist (secondary
worker) prompting him/her to close the plan that was created for
the Approved Professional application review.

11.The Approved Professional will close the Tickler called Approve

Eligibility Determination.

12.To do so, navigate to My Dashboard, find the consumer’s
Section and scroll down to the Tickler’s Panel. Click on the
Ticklers link to open queue of outstanding Ticklers.

Alert Notes
Unread Alert Notes 0
Ticklers
Ticklers \ 10
Plans
Approved 1
Draft 2
Pending 1
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a. Use the multi variable search to find the following
Ticklers. These Ticklers are due in 45 days for
Consumers under 6, and 60 days for Consumers 6
and above:

i. Approve Eligibility Determination

W Equal To j New ~ AND v x
Lasthame |V EqualTo | | smitn anpv| | x
iComnect D |v| |4

Apply Alert Days Before Due

2 Ticklers record(s) returned - now viewing 1 through 2

Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed
Smith, Marianne 10043 Approve Eligibility Determination 0312212018 06/21/2018
Smith, Marianne 10043 Verify receipt of Gollateral Documents 0372212018 05/21/2018

<<First <Previous Refiieve| 15 Recordsatatime Next> Last>>

13.Hover over the Approve Eligibility Determination Tickler and
click Complete. This will remove the Tickler from the Tickler
Queue.

Pended Applications

1. If the Intake Worker or Eligibility Determination Specialist
determines that the consumer’s application is still incomplete
and the Consumer requires additional evaluations, navigate
to the consumer’s record and click on Notes > File > Add
Note.

2. The Note Details page displays. Update the following fields:
i. Note Type = Application/Eligibility
ii. Note Subtype = Additional Evaluations
iii. Note = Document referral details
iv. Status = Complete

3. When finished, click File > Save and Close Notes
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oD iConnect

File Tools

Notes Details

Division *

Note By * Tierney, Jacqueline hd

Note Date = 03232018 |

Program/Provider

Note Type * [ Application/Eligibility s

Note Sub-Type [Additional Evaluations v

Description
Additional evaluations and referrals required. Consumer application
incomplete

Note

Status * v

Date Completed 03/23/2018

Attachments

4. Update the Consumer record to reflect the Pended
Application status.

Review

5. To do so, click on the Divisions tab and open the APD

Division record:

- . S Rols
a Marianne Smith Divisions Sign Out oe
OO0 wonnect et Upted by hemey APDMain
at 3/2212018 1:38:34 PM
File  Ticklers  View Consumer Incident ~ Word Merge
MY DASHBOARD CONSUMERS FROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITIES

Smith, Marianne (10043)

Diagnosis | Eligibility JMedications | Auths  Provider Documentation | Contacts =~ Consumer Module User

Demographics | Divisions = Consumer Budgets | Programs = Provider Selections =~ Motes | Forms = Appointments | Plans | Waiting List

Marianne Smith
3/23/2018 7:59 AM

REPORTS

Payers | Legal

Notes

Filters:
Disposifion j Mot Equal To ﬂ Closed ﬂ AND ﬂ x
Open Date ﬂ Greater Than ﬂ E AND ﬂ x
Division j +
1 Divisions record(s) returned - now viewing 1 through 1
[ Dwision | Disposition [ Primary Worker [ Secondary Worker [ Open Date ~ Close Date | s [
‘ |APD |Appli|:aijur| Review |T\emey, Jacqueline ‘Tiemey_ Jacqueline ‘ 03/21/2018 ‘2 | ‘

=«First < Previous Refrieve 15 Recordsatalime MNext= Last=>

==First =< Previous Heineve| {5 |Hecordsataume Next=  Last=>

a. Update Disposition = Application Pended and
Application Pended Due Date = as appropriate

s Well
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6. When finished, click File > Save and Close Division

7. Upon saving the Division record with Disposition =
Application Pended, a Workflow Wizard will trigger two
Ticklers:

a. Send Application Acknowledgment Letter — Additional
Information Needed Assigned to Eligibility
Determination Specialist, due immediately

b. Approve Eligibility Determination — Assigned to
Eligibility Determination Specialist, who will reassign
to the Approved Professional if a review is needed,
due 90 days after Application Received Date

8. Hover over the arrow next to the Tickler called Send
Application Acknowledgment Letter — Additional Info Needed
and click Open:

File

Workflow Wizard

Send Application
Acknowledgement Letter -

Additional Info Needed %pen
Approve Eligibility
Determination

! Cancel

Complete

View Consumers Record

9. Click Open Document to edit the contents of the Word
Merge letter. Edit the document in Microsoft Word. Print the
document to mail to the Consumer:
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File

Preview (read-only)
This is a preview of your merge document and is nol editable.

Generate Merge Document
Click the "Open Document” button to open
the Merge Document for editing.

[ Open Document |
Save to Note aaqency for persons wi S es
If no changes have been made to the Merge Qgency for persons w th @1(7")\ fie
Document, click “Save to Note™. The current State of Florida

word merge template will be uploaded to a

note record with the merge fields populated
E March 22, 2018

—— Rick Scott
Governor
Upload and Save to Note [ 1] clo
If changes were made to the Merge o -
Document, click "Upload and Save to Note”™ Barbara Palmer
to select the saved file and upload that Director
document to a note record. Don't forget to am
delete the saved document after you have : . . -
attached it 10 the nota record State Office Thank you for your _|r_1t_eree:lt in b;ecorpmg a cl:ent of the Agency for
Upload and lo No Persons with Disabilities (“APD” or “Agency”). Your service
Eeetebell

application was received on . Pursuant to section 393.065(1),
Florida Statutes, the Agency will complete the application process
and make a determination of eligibility within <select forty-five (45)
Northwest Region days (for children under 6 yoa)/ or sixty (60) days (for all other
— . annlicantels af raraint af tha cinnad annlicatinn  Haweavar if thara

a. Save the updated letter to your computer. Back in
APD iConnect, click Upload and Save to Note. In the
new Note Record, update the following fields:

1. Division = APD

2. Note Type = Application/Eligibility
3. Note Subtype = Pended

4. Status = Complete

10.When finished, click File > Save and Close Note

11.Return to the tickler queue and hover over the arrow next to
the Tickler called Approve Eligibility Determination.

a. If an Approved Processional review is not needed to
make an eligibility determination, the Eligibility
Determination Specialist will click Complete. This will
remove the Tickler from the Tickler Queue.

b. If an Approved Professional review is needed, the
Eligibility Determination Specialist will click Reassign
to assign the Approve Eligibility Determination tickler
to the Approved Professional.
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File

Filters
New |v| ao[v| x

v| |EquaiTo v
Last Name v| | EqualTo v|  smith AND ﬂ x
v

Status

iConnect ID +

[] Apply Alert Days Before Due

2 Ticklers record(s) returned - now viewing 1 through 2
Consumer Name iConnect ID Tickler Name Date Craated Date Due Date Completed

Smith, Marianne 10043 Approve Eligibility Determination 03/2212018 05/21/2018
Smith, Marianne 10043 Verify receipl of Collateral Documents 032212018 05/21/2018

<<First  <Previous Retrieve| 15 |Recordsatatime Next> Last>»

c. Type in the appropriate Approved Professional and
click Search. In the results, click on the matching
Worker record to send the Tickler to that Approved
Professional user to complete the Tickler:

Search by Last Name: | Tierney S Cancel | ~
213 Tierney, Jacqueline
i
It
W

12.The Eligibility Determination Specialist will submit a request
to the Approved Professional via a Note in APD iConnect
and an Authorization paying for the Approved Professional’s
review will also be created. Proceed to section Approved
Professional Application Review.

Approved Professional Review Complete, Close the Plan

1. If an Approved Professional review was completed, the
Eligibility Determination Specialist will receive a tickler,
reminding him/her to close the plan record that was created
for the Approved Professional Application review.

2. The Eligibility Determination Specialist will monitor their My
Dashboard for Ticklers related to Application Reviews. To
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S0, navigate to the My Dashboard and find the Consumers
section. Scroll down to the Ticklers panel and click into the
linked number of outstanding Ticklers to access the Tickler

Queue:
‘ Notes ‘
Draft 1
I'm Mot Interested 1
‘ Alert Notes ‘
Unread Alert Notes 0
‘ Ticklers ‘

Ticklers — 10

‘ Plans ‘
Approved 1
Draft 1

3. From here, use the multi variable search to find the Tickler
called Approved Professional Application Review is
Complete. Close the Plan Record. Click Search:

Opd iConnect Welcome, Jennifer Buck | Ticklers
BI11/2012 11.43 AM

File

Filters-
Tickler Name || |Contains j Approved ANDﬂ ®

iConnect ID ﬂ +

Apply Alert Days Before Due
Bl M

1 Ticklers record(s) returned - now viewing 1 through 1

‘ Consumer Name | iConnect ID | Tickler Name | Date Created ‘ Date Due | Date Completed | Status | Assigned To ‘

Approved Professional Application Review is Complete. Close the N
Elan Record 06/11/2018 06/11/2018 New Buck, Jennifer 3

‘ ‘ Sheppard, John |101DS

<<First = <Previous Refrieve| {5 Recordsatatime Next= Last=>

Tip
When searching for a future Tickler, remember

to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

4. Click to open the Approved Professional Application Review
is Complete. Close the Plan Record Tickler. The Plans List
view will open.
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5. Select the Plan record that was created for the Approved
Professional application review.

Om iConnect John Sheppard Plans
i 61172018 11:46 AM

File

Workflow Wizard Filters:

Division ﬂ +

Complete. Close the Bkl M
Plan Record.

Approved Professional
Application Review is

1 Plans record(s) returned - now viewing 1 through 1

|

| | Division | Program ‘ Worker | Cost Plan Creation Date v | Comments | Closed Date ‘ Status ‘

—ly | AFD | | Buck, Jenniter |04n012018 | | | Dratt |

<<First = <Previous Relrieve| 15 Recordsatatime Next> Last>>

6. The Plan information subpage opens in a new window.
Change the Status = Complete any Comments as needed.
Click File > Save and Close Plan.

N John Sheppard Plan Information
Om iConnect Last Updated by jbuck

at 6/1/2012 1:46:55 PM

File  Reports

| Fian mformation | | Plan Details
Planned Services Division APD
QS Needs -
Waorker [Buck, Jennifer v
Plan Notes Cost Plan Creation Date * o4imiizo1a  |7E
Comments

Status *
Cost Plan Begin Date

Cost Plan End Date

7. When finished, return to the open Workflow Wizard window.
Hover over the arrow next to the Tickler to click Complete.
The Tickler will be removed from the user’s Tickler Queue:
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od itennect

File

Workflow Wizard () Filters

Division j +

returned - now viewing 1 through 1

Approved Professional
Application Review is
Complete. Close the
Plan Record.

Open
Add Another

Chapter 2 | Application Review

John Sheppard

Plans

6/11/2018 11:46 AM

Cancel

‘ Program ‘ Worker

| Cost Plan Creation Date ‘ Comments

Closed Date

Edit ‘ ‘ Buck, Jennifer

| 04012018 |

== First

/. Complete

View Consumers Record

a2 WellSky

June 2023
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Chapter 3 | Eligibility Determination

Introduction

There are four possible paths in the Eligibility Determination
process. The Eligibility Determination Specialist will
determine which of the four paths is applicable to the
Consumer, and indicate their choice by updating the
consumer’s APD Division record Disposition:

1. Applicant Deemed APD Eligible — High Risk — Not
Eligible for Waiver

2. Applicant Deemed APD Eligible — Not High Risk — Enroll
in Waiting List

3. Applicant Deemed APD Eligible but Not Eligible for
Waiver

4. Applicant Deemed APD Eligible and Bypasses Waiting
List
5. Applicant Deemed APD Ineligible

Add the APD Eligible Diagnosis

Once an applicant is deemed eligible, regardless of type of
eligibility, the Eligibility Determination Specialist needs to
create the Diagnosis record and add the APD eligible
diagnoses. Only regional staff can record APD Eligible
Diagnoses. These fields are read only for the WSC and
Service provider roles.

1. The Eligibility Determination Specialist will begin by logging
into APD iConnect and setting Role = Region Waiting List
Workstream Worker. Click Go:

2. Navigate to the consumer’s record and click Diagnosis.
Click File > Add Diagnosis.

File Ticklers  View Consumer Incidents

Add New Demographics Search Quick Search

AddDisgnosisDetall | [ [consumens (]| [ castname & & ADVANCED SEARCH
Print

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

Sheppard, John (10106) l

Diagnesis  Eligibility =~ Medications | Auths | Provider Documentation | Contacts | Consumer Module User

Demographics | Divisions | Programs @ Provider Selections = Notes = Forms | Appointments | Plans | Waiting List | Payers | Legal Issues
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3. The Diagnosis details page displays. There is only one type
of diagnosis recorded on this page, APD Eligible Diagnoses.

4. Update the following fields:
a. Review = Other

b. Review Date = defaults to today
c. Division = defaults to APD
d. APD Eligible Diagnosis Verified By = defaults to Self
e. Status = defaults to Pending. Change to Complete.
f. ICD Version = defaults to 10 and is read only.
g. Primary Diagnosis = defaults to Diagnosis A (Primary)
and is read only. After saving this record, this value
will change to the Value selected in the Diagnosis A
Primary field below.
Opd iConnect 6/12/2023 3:05 PM Digg?;?is
File
Diagnosis Detail
Review *
Review Date * 061212023 |2
Division *
APD Eligible Diagnosis Verified By * ( " v]
Status *
ICD Version * 10
Primary Diagnosis Diagnosis A {Primary)

Primary Diagnosis Code

5. The steps to add a Diagnosis are the same regardless of the
type of Diagnosis being entered. To add a Diagnosis, click
the ellipsis next to one of the Diagnosis A — D fields. The
diagnosis Search window opens.

a. The default ‘Search by’ parameter = Diagnosis Code.
Change the selection to ‘Description’

b. Enter the full or partial name of the diagnosis, then
click Search.

6. Applicable results are displayed. Select the correct APD
eligible diagnosis code. These are the ONLY ICD-10 codes
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that should be selected when entering the APD Eligible
diagnosis.
e Intellectual Disability —(ICD10) = F79 Unspecified ID

NOTE: Use ONLY F79 Intellectual Disability, Unspecified
which will then require you to enter the 1Q.

e Autism — (ICD10) = F84.0 Autism
e Cerebral Palsy —(ICD10) = G80.9

e Prader-Willi Syndrome —(ICD10) = Q87.1 Congenital
Malformation Syndromes Associated with Short Stature

¢ Spina Bifida — (ICD10) = Q05.9
e Down Syndrome — (ICD10) = Q90.9
e Phelan McDermid — (ICD10) = Q93.2

Opj ifConnect _ Diagnosis
6/12/2023 3:05 PM Detail
File

Diagnosis Detail

Review *

Review Date * 06122023 |FH

Division *

APD Eligible Diagnosis Verified By * | v

Status = Complete v

ICD Version * 10

Primary Diagnosis o

et DiagCode Search PopUp
Primary Diagnosis Code
APD Eligible Diagnoses Search By: o - Search Text:
escription intell earcl Clea Cancel

Tttt T o) [ USRS g W——

e Please enter at least 3 characters when searching by Description

il aeconay) DiagCode Description Axis | Category | Class | Active | SecCode D 1CD Type

Diagnosis C (Tertiary) R41E3 Barderline intellectual functioning 1 APD Yes R4183 22816 | 10

T = 10 Family history of intellectual disabiliies 1 APD | Ves 2810 71385 | 10

LS 75 Intellzctusl Dissbilities, Unspecified ) AFD | Ves GO 3522 |10

F70 Mild intellectual 0 APD | Yes F10 4817 |10
F71 Modzrate intellectual disabilities 0 AFD | Yes FIL 4818 | 10
F78 Other intellectual disabilities 1 APD | Yes F18 4821 |10
F73 Profound intellectual disabilities ] AFD Yes F73 4820 10

7. The page refreshes and the selected diagnosis displays on
the Diagnosis details page.

= WellSky June 2023 Page 64



Case Management Module

File

Diagnosis Detail
Review *
Review Date *

Division *

Status *
ICD Version *
Primary Diagnosis

Primary Diagnosis Code

APD Eligible Diagnoses
Diagnosis A (Primary)

Q-

Diagnosis B (Secondary)
Diagnosis C (Tertiary)

Diagnosis D

ocd iConnect

APD Eligible Diagnosis Verified By *

061122023 |

Chapter 3 | Eligibility Determination

~

-l
10
Diagnosis A (Primary)

[F79] Intellectual Disabilities, Unspecified

59

6/12/2023 3:05 PM

Diagnosis
Detail

8. When complete, click File > Save and Close Diagnosis
Details.

Add the Mental Health and Medical Diagnoses

1. Mental Health Diagnosis & Medical Diagnoses are recorded
on the Diagnoses - Mental Health and Medical form and are
typically created by the WSC.

2. Navigate to the Forms tab. From the File menu, select Add

Form.

File Tools

Ticklers

Add New Demographics Search

Add Foqns
Print
Diagnosis
Demegraphics
Filters
Form ﬂ +
el Bl

MY DASHBOARDi CONSUMERS = PROVIDERS

Eligibility | Medications

Divisions

View Consumer Incident

Consumers

Auths

Consumer Budgets

Provider Documentation

Programs

v | LastName ™| ADVANCED SEARCH
INCIDENTS CLAIMS SCHEDULER UTILITIES REPORTS
Contacts | Consumer Module User
Provider Selections | SAN | MNotes = Fomms = Appeintments | Plans | Waiting List | Payers

3. Select the Diagnosis — Mental Health and Medical form.
Update the following fields in the header:

s Well
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Review = select As Needed

b. Review Date = defaults to today and does not need to

be changed

c. Division = defaults to APD and does not need to be

changed

d. Worker = defaults to self and does not need to be

changed

e. Status = Open. This form will remain in Open status
so it is editable and can be updated when needed.

f. Provider/Program = select your agency

opd iConnect

File

Please Select Type: \ Diagnoses - Mental Health and Medical

Consumer Forms

Review * As Needed v

021102022 |8

Review Date =
Division *

Approved By

v
Worker *
Status *
Provider/Program *
[ | Clear | Approved Date

WscPlaceHolder. Suncoast

2/10/2022 3:57 PM

ATest Provider w | Details

[ | Cear el

Forms

Mental Health Diagnoses

4. For each mental health or medical diagnosis of the
consumer, select the ellipsis to search for and select the

diagnosis code.

5. Change the search filter to description and enter the textual
description of the diagnosis.

OO0 iCennect

File

Please Select Type: | Diagnoses  Mantal Haxlth and hiadical

-l

2/10/2022 3:57 PM

DiagCode Search PopUp x
Consumer Forms
Review * I
T 1 SearchBy: o oo o | SearchText:| O K09 @ 1010 g oy Cl Cance
Division * E Please enter at least 3 characters when searching by Description
Approved By
DiagCode Description Axis | Category | Class | Active | SecCode | ID | ICD Type
G369 Acute . unspecified 1 APD | Yes | G368 4887 | 10
= 830.3 Acute epidemic hemorrhagic conjunctivitis (enteroviral) 1 APD |Yes | 8303 1026 | 10
Mental Health Dlag" O J81.0 Acute pulmonary edema 1 APD | Yes 1810 10230 | 10
Mental Health D is 1 G373 Acute transverse myelitis in demyelinating disease of cns| 1 APD | Yes | G373 5001 | 10
T49.3X5A | Adverse effect of emollients, demulcents and protect, init 1 APD | Yes | T493X5A | 59653 | 10
: 5 T49.3X50 | Adverse effect of emollients, demulcents and protect, subs 1 APD | Yes | T483XSD | 58654 | 10
Mental Health D 2
T43.3X55 | Advrs effect of emollients, demulcents and protect, sequela 1 APD | Yes | T493X5S | 59655 | 10
. B F10.27 Aleohol dependence with alcohol-induced persisting dementia 1 APD | Yes F1027 4196 | 10
Mental Health D 3 - -
F10.97 | Alcohol use, unsp with alcohol-induced persisting dementia 1 APD | Yes | Fl087 | 4210 | 10
‘ . T78.3)XA | Angioneurotic edems, initial encounter 1 APD | Yes | T783XXA | 62062 | 10
Mental Health Diagnosis 4 T78.3X48 | Angionewratic edema, sequels 1 &PD [ ves | T7E3xxS | 62064 | 10
T78.3X¢D | Angioneurotic edems, subsequent encounter 1 APD |Yes | T783XXD | 62063 | 10
Mental Health Diagnosis 5 0725825 | Bandemia 1 APD | Yes 072825 | 3138 | 10 -

Mental Health Diagnosis 6

Mental Health Diagnosis 7
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6. Select the diagnosis. The page will refresh, and the
diagnosis will be visible on the form.

Please Select Type: [Diagnoses - Mental Health and Medical v
Consumer Forms
Review * Worker * Buck, Jennifer | - | Clear | Details
Review Date * ooo7i2020 | Status *
Division * Provider/Program
Approved By Approved Date

Mental Health Diagnoses

Mental Health Diagnosis 1 Dementia in oth diseases o
Mental Health Diagnosis 2 Anxiety disorder, unspeci i
Mental Health Diagnosis 3 =
Mental Health Diagnosis 4 =
Mental Health Diagnosis 5 =

7. When all diagnoses have been added, select File, then Save
and Close Forms.

8. The contents of this form are also visible on a Report from
Diagnosis tab for those roles who do not have access to the
Forms tab on a consumer record.

9. From the Diagnosis tab, select Reports then Diagnoses —
Mental Health and Medical.

Diagnosis
/ x .
f}j iConnect Last Updated by jbuck@apdcares.org
at 172272020 12.06:44 PM
File Reports Ticklers View Consumer Incident
Diagnoses - Mental Health and Medical
Consumers v/ | LastName v| @ ADVANCED SEARCH
MY DASHBOARD, CONSUMERS | PROVIDERS | INCIDENTS CLAIMS CHEDULE| UTILITIES REPORTS

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

[ “Search | " Reset |

1 Diagnosis record(s) returned - now viewing 1 through 1

Review Review Date Status Primary Diag Code Primary Diag Code Description ICD Version
As Needed 07/01/2018 Complete F79 Intellectual Disabilities, Unspecified 10
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10.The report opens in a new window.

od iConnect Forms

2/10/2022 3:57 PM

File

Please Select Type: [ Diagnoses ; Mantal Haalth and Madical -

[ Production Report - Work - Microsoft Edge — o ®
(3  https//itssbhi.mediware.com/FLAPDInterfaceTest/Pages/Report.aspx?Report| D=11284&5CFId =ID&SCOp=Equal%%20To&SC Val = 78499&secure =0JaAzfAHO0ksLUHOq2mzFPuS CwjSo TSQC 306n-3MNBs1 & @

HTML v Save to Note|
1D [78409 | View Report

4 41 Jofr b bi @ [ |rndiNext - G

Mental Health and Medical Diagnoses

Connect ID:78499
Date Printed: 02/10/2022

Mental Health Diagnoses

vlental Health Diagnosis 1 Dementia in oth diseases classd elswhr w behavioral
disturb
vlental Health Diagnosis 2 Anxiety disorder, unspecified

vlental Health Diagnosis 3
vlental Health Diagnosis 4
viental Health Diagnosis 5
vlental Health Diagnosis 6
vlental Health Diagnosis 7
vlental Health Diagnosis &
vlental Health Diagnosis 9
vlental Health Diagnosis 10
vlental Health Diagnosis Comments
Vedical Diagnoses
viedical Diagnosis 1

Wedical Niaanncic 2

June 2023 Page 68



Case Management Module Chapter 3 | Eligibility Determination

Applicant Deemed APD Eligible — High Risk — Not Eligible for
Waiver

1. High risk consumers are those 3 to 5 years old, identified
during the application review process as children at high risk
of developing a developmental disability but don’t have a
confirmed diagnosis. These individuals are not added to the
Waiting List nor can they be enrolled on the waiver. They
can only be APD eligible and receive certain services
through IFS.

2. The Intake Worker will create the Consumer Record.

3. To do this, log into APD iConnect and select the Region
Waiting List Workstream Worker Role. Click Go:

Welcome, Jennifer Buck | My Dashboard | gio, o, Role

ogd iconnect T egon ng s wensneam vorer 1| ()

File
Quick Search
| Gonsumers [~ [Lostame ~ G ADVANCED SEARCH

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

4. Navigate to the consumer’s record and click on
Demographics > Edit > Edit Demographics

John Shepgard Demographics <, 1,
Last Updaied by Bk

€

oo wennect

File Edit Tools Reports Ticklers View Consumer Calls ‘Word Merge
Edit Demogeaphics Quick search

Sheppard, John (10106)
DiagnossWEEigiblty | Megeatons | Auths e
Duisio Sansumer Budgels | Progra

Demographics

5. Update all relevant demographic fields with information from
the applicant’s paper application.

6. When finished, click File > Save and Close Demographics.

7. Click the Division tab. Select the consumer’'s APD Division
Record. On the consumer’s Division record, update the
following fields:

a. Disposition = APD Eligible — High Risk
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b. Application Received Date = Update to date paper
application was received if not already populated. If
the date is unknown, enter 01/01/1900.

c. Age Category at Time of Application = Under 6

d. Primary Worker = Waiting List Workstream Lead

i. Because the Consumer is high risk, he/she is
not eligible to be placed on the Waiting List, but
a Waiting List Support Coordinator is still
assigned.

e. Secondary Worker = Clinical Workstream Lead

o iCennect
File  Word Merge

Division Events

Events Divison * APD
Disposition * W

Track Disposition Disposition Date 06/29/2018 H
Open Date os2az01s |
Data Entry Date 05/23/2018
Primary Worker * Buck, Jennifer | Clear | Details
Secondary Worker Buck, Jennifer | Clear | Details
Application Received Date * 05/01/2018 H
Interested in ICF/ID
Age Category at Time of Application * 4—___-
Application Pended Due Date |
Eligibility Documentation Complete Date E
Referral Source
Referral Date 05232018 |
Referral Source * \Chumh.’C\ergy v
Referral Reason

8. When finished, click File > Save and Close Division

9. Upon saving the APD Division record with Disposition = APD
Eligible — High Risk, a Workflow Wizard will trigger:

a. Complete Support Plan Short Form - Assigned to
Waiting List Workstream Lead (Primary Worker)

b. Verify Mental Health Diagnosis - Assigned to Waiting
List Workstream Lead

c. Merge/Mail the Eligibility/Ineligibility Notice (Mega
Notice) — Assigned to Waiting List Workstream Lead

10.The Waiting List Workstream Lead will be able to access the
Ticklers assigned to them via the Tasks Panel on the My
Dashboard:
a. To do so, navigate to the My Dashboard and click on
Ticklers Due
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b. Click on the linked number of outstanding Ticklers:

c. Use the multi variable search criteria to narrow the
results in the Tickler Queue. Then click Search:

Tip

When searching for a future Tickler, remember
to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

Op\j iConnect Welcome, Jennifer Buck | Ticklers

81012018 3:27 PM

File
Filters
Status ﬂ Equal To ﬂ New ﬂ AND|v x
iConnect ID ﬂ +
[] Apply Alert Days Before Due
[ “search | Reset |

432 Ticklers record(s) returned - now viewing 1 through 15
Consumer Name iConnect ID Tickler Name Date Created ~ Date Due Date Completed Status Assigned To
Sheppard, Alice 10053 Verify Mental Health Diagnosis 081012018 08/24/2018 New Buck, Jennifer »
Sheppard, Alice 10053 Generate Notice of APD Eligbility/ineligbility 08102018 02/15/2018 New Buck, Jennifer »
Sheppard, Alice 10053 Complete Support Plan Short Form 08102018 08/24/2018 New Buck, Jennifer »

11.Click the Tickler called Complete Support Plan Short Form.

12.The Support Plan Short Form will open. Complete all
relevant fields

13.In the Form header, set Review = Initial, Division = APD and
Status defaults to Draft.

14. Answer the questions in the Form.

15.When finished, if all the questions are answered, change the
Status = Complete. If all the questions are not answered,
keep the Status = Dratft.

16.Click File > Save Forms. The Tickler is marked as
complete. Close the Workflow Wizard window.
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Opj iCennect John Sheppard Forms
Last Updated by jbuck
at 8/9/2018 1:06:18 PM
File Reports
Workflow Wizard Support Plan Short Form

Review * Worker* Buck, Jennifer Detalls

Review Date * oame2018 | Status * Draft v

Division * APD Approved By

Approved Date Note E

SUPPORT PLAN - SHORT FORM

Consumer Name:

Last Name: Sheppard

First Name: John

Middle Name: L

Consumer DOB: 12311970 |

Consumer SSN: XXXXX-6355 Unmaslc
Medicaid #: 12314588

17.Back in the Tickler Queue, click on the next Tickler called
Verify Mental Health Diagnosis.

18.The consumer’s Diagnosis list view will open.

Opd iConnect John Sheppard | Diagnosis
&/10/2018 4:15 PM
File

Workflow Wizard Filters

Verify Mental Health

[Scaren | reser |

1 Diagnosis record(s) retumed - now viewing 1 through 1

Review Review Date APD Eligible Diagnosis Verified By Status Primary Diag Code Primary Diag Code Description ICD Version

Initial 0872812018 Buck, Jennifer Pending F79 Intellectual Disabilities, Unspecified 10

<<First <Previous Refrieve| 15 |Recorss atatme Next>  Last>>

19. Verify that the Diagnosis record is correct. If it is not, click
into the record and update all relevant fields. Refer to
section Add the APD Eligible Diagnosis section for adding
new Diagnosis records.

20.When finished, from the tickler flyout menu, select
Complete. Select File > Close Workflow Wizard.

21.Back in the Tickler Queue, click on the tickler called
Merge/Mail the Eligibility/Ineligibility Notice (Mega Notice) to
Open. The Notice of APD Eligibility-Ineligibility - MEGA
Notice Word Merge opens in a new window.
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Welcome, Jennifer Buck

OF_U iCennect 81072013 3:35 PM

File

Preview (read-cnly)
This is a preview of your merge document and is not editable.

Notice of APD
Eligibility-
Ineligibility -
MEGA Notice

Generate Merge Document

Click the "Open Document” button to open ~ [2) (T‘) [= = e} @ |1 /s [ @ O@® oa= - E

the Merge Document for editing

Save to Note

If no changes have been made to the om

Merge Document, click "Save fo Note™. The ~ 5 . s
current word merge template will be @ agency for persons with disabilities
Q State of Florida

uploaded to a note record with the merge

fields populated

[save 1o note |
Rick seott - Notice of Eligibility/Ineligibility for Services from the Agency
Govemor ) . . el

Upload and Save to Note am fOr Persons with Disabilities

If changes were made to the Merge

Document, click "Upload and Save to Note" Barbara Palmer

10 select the saved file and upload that Director August 10, 2018
document to a nate record. Don't forget to 4 11
delete the saved document after you have
attached it to the note record. State Office Peter
v 4030 Esplanads Way Pan
Suite 380

c/o Peter Pan
— Tallahassee, FL 32399-0950

[ 1]
Northwest Region

4030 Esplanade Way
You recently submitted an application to the Agency for Persons with

Talmms:_‘ii‘;;gg_zgqg Disabilities (“APD” or “Agency”) for services under the categories of ,
m and to participate in the Individual Budgeting (iBudget) Home &
Mortheast Region Community-Based Services (‘HCBS”) Medicaid waiver. Based upon a
3631 Hodges Boulevard review of your application and supporting documentation, the Agency
Jacksonville, FL 32224 has made the following determinations:
[ [ ]

22.Upon generating the letter, click Open Document to edit the
letter in Microsoft Word, and Upload and Save to Note to
save a copy of the modified letter to the consumer’s record.

23.1n the new Note record, update the following fields:
a. Division = APD
b. Note Type = Application/Eligibility
c. Sub Type = Notice of APD Eligibility/Ineligibility
d. Status = Complete

24.When finished, click File > Save and Close Notes
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File Tools
- History
|\ Spell Check
Save Notes

Reports

Dell save and Close Notes

Save and Close Notes

Print @

Close Notes

itails

Jrovider

Tierney, Jacqueline

03232018 |

Chapter 3 | Eligibility Determination

| Application/Eligibility

Word Merge Template

Description

Note New Text

Append le o Mote

Complete ~

03/23/2018

Status *

Date Completed

25.When finished, return to the Tickler Queue. From the tickler
flyout menu click Complete.

Welcome, Jennifer Buck | Ticklers
8/10/2018 4:36 PM

ocd iConnect
File
) Filters
Status ﬂ Equal To

v [mew v awo[v] x

comectin  [v] [+

Apply Alert Days Before Due

382 Ticklers record(s) returned - now viewing 1 through 15
‘Consumer Name iConnect ID Tickler Name Date Created v Date Due Date Completed Status. Assigned To

She rd, Al 10053 Gt ite Noti T APD Eligbility/ineligbil 08/10/2018 021572018 N .

\eppard, Alice enerate Notice of igbility/ineligbility ew View G |
Sheppard, Alice 10083 Generate Notiee of APD Eligbilty/ineligbility 081012013 021512012 New

- . - Complete —

Sheppard, Alice 10083 Verity Accuracy of Preliminary Waiting List Category 081012013 0811012013 New | |
Qhannar Alira 1nnRa Ranarsta Ninfira nf ARN Elinkiihdnatinkihe — |nenaome [nonennes Nowe [Rurt tannifar Iy

Confirm the Diagnosis and place on Waiting List

1. 90 days prior to the consumer’s 5" birthday, the Waiting
List Workstream Worker will run a report to identify high
risk consumers 90 days prior to his/her 5 birthday.
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2. The Waiting List Workstream worker will complete the
eligibility determination process again.

a. If that process determines the soon to be 5-year-old
will be eligible, he/she will be added to the Waiting
List. Proceed to section Add the APD Eligible
Diagnosis.

b. If the child does not have a confirmed diagnosis at
this time, then the case should be closed. Proceed to
Chapter 19 | Case Closure.

Applicant Deemed APD Eligible - Not High Risk - Enroll in
Waiting List

1. If the applicant has been deemed eligible for APD services
but is not High Risk, a dependent of an Active Military
services member or diagnosed as having Phelan McDermid
Syndrome, the Eligibility Determination Specialist can begin
the Waiting List Enrollment process. If the applicant is a
dependent of an Active Military service member or diagnosis
as having Phelan McDermid Syndrome, the applicant will
bypass the Waiting List. Proceed to APD Eligible — Bypass
the Waiting List section.

Assign Primary Worker

1. The Eligibility Determination Specialist will begin by logging
into APD iConnect and setting Role = Region Waiting List
Workstream Worker. Click Go:

- A Role
- N Marianne Smith Waiting List .
Or‘ D iConnect Last Updated by jtiemey Sign Out Region Waiting List Workstream Worker [V @

at 3/26/2018 11:12:43 AM

File Ticklers View Consumer Incident ~ Word Merge

Consumers ]| | LastName ~ = ADVANGED SEARCH

MY HARMONY CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

2. Navigate to the consumer’s record and click Division and
open the Division record with Division = APD.
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MY HARMONY CONSUMERS PROVIDERS INCIDENTS

Smith, Marianne (10043)

Diagnosis |~ Eligibility =~ Medications | Auths | Provider Documeniation | Centacts =~ Gonsumer Module User

CLAIMS

Chapter 3 | Eligibility Determination

SCHEDULER REPORTS

Demographics | Divisions = Programs | Provider Selections | Nofes | Forms = Appeintments = Plans = Waiting List | Payers  Legal Issues

Filters
Disposition| /|  Not Equal To ﬂ Closed

Open Date||  Greater Than ﬂ

Division ﬂ +

1 Divisions record(s) returned - now viewing 1 through 1

v |anpl] (%
= anp[v| | x

] Division I Disposition

] Primary Worker I

Secondary Worker

[ Open Date + [

Close Date [ s ]

| [aro | Application Pended

| Tiemey, Jacqueline ‘ Tiemey, Jacqueline

| 032112018 |

<<First < Previous Refrieve 15 Recordsatatime Next>  Last=>

3. Update the following fields:
a. Disposition = APD Eligible - Waiting List
b. Primary Worker = Waiting List Workstream Worker
c. Secondary Worker = Clinical Workstream Lead
d. Age Category at Time of Application = Under 6 or 6 and

Above

e. Eligibility Documentation Complete Date = Date when all
required collateral documentation received

f. If the Consumer has expressed interest in ICF/IID,
update Interested in ICF/IID = Yes and proceed to the
ICF-Central Admission process.

4. When finished, click File > Save and Close Division

File  Word Merge

Division

Events

Track Disposition

sl WellSky

Events

Divison *

Disposition *

Disposition Date

Open Date

Data Entry Date

Primary Worker *

Secondary Worker

Application Received Date *
Interested in ICF/ID

Age Category at Time of Application *
Application Pended Due Date
Eligibility Documentation Complete Date

June 2023

AFPD

~

|AF‘D Eligible - Waiting List

v

03232018 |
032112018 |
0312172018

Tierney, Jacqueline
Tierney, Jacqueline
032112018 |

033012018 |
03242018 |
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5. Upon saving the APD Division record with Disposition = APD
Eligible — Waiting List, a Workflow Wizard will trigger with
one Tickler and one System Automation:

a. Assign Initial QSI — Assigned to the Clinical Workstream
Lead (Secondary Worker), Due Immediately. The
Clinical Workstream Lead will reassign this tickler to a
QSI Assessor.

b. System Automation will automatically enroll the
Consumer on the Waiver Waiting List

6. The Clinical Workstream Lead will monitor his/her ticklers via
My Dashboard.

7. Click the Tickler queue to open.
8. Search for and select the Assign Initial QSI tickler.

9. In the Workflow Wizard, hover over the arrow next to the
Tickler called Assign Initial QSI and click the Reassign link.
In the Reassign Tickler window, search for the appropriate
QSI Assessor, click Search, and upon finding a match click
on the name:

a. Find the Reassign link:
File
Workflow Wizard

Assign Initial @S]
}Open

Cancel
Reassign

View Consumers Record

b. Reassign the Tickler to the QSI Assessor:
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Search by Last Name:

213 Tiemey, Jacqueline

10.The QSI Assessor will be able to access the reassigned
tickler via the Tickler Panel on the My Dashboard. This
process is outlined in Chapter 8 | QSI Assessment.

11.Navigate to the consumer’s record and click on the Waiting
List tab to view that the Consumer successfully populated
on the APD Waiting list:

WY HARMONY W PROVIDERS ‘ INCIDENTS | CLAIMS | SCHEDULER | REPORTS

Smith, Marianne (10043)

‘ Diagnasis T Eligibility I Medications = Auths | Provider Documentation =~ Contacts I Consumer Module User ]
‘ Demographics I Divisions T Programs T Provider Selections | Notes Forms = Appointments = Plans

v -Filters:

Waiting Lis! Category [+

/ N
—1 Waiting List record(s) returned - now viewing 1 through 1
| \ Waiting List Status \ Waiting List Category \ Waiting List Category Date \ Days On WaitList \ Reason For Removal

L] | New | 0330013 o |

<<First  <Previous Relrieve {5 Recordsatalime Next> Last==

Waiting List Support Coordinator Assignment

1. The Waiting List Support Coordinator Supervisor will assign
a Waiting List Support Coordinator to the consumer’s record.

2. The Waiting List Support Coordinator Supervisor will monitor
his/her My Dashboard > Consumers > Division queue.

3. Select the Status = APD Eligible — Waiting List to display a
list of APD Eligible Consumers awaiting a Waiting List
Support Coordinator assignment.
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|' MY DASHBOARD ‘ CONSUMERS PROVIDERS
CONSUMERS
Division (V] ‘
APD Elgible - Waiver 1
APD Ehgible — Waiting List 1
APD Inefigible 2
Closed 1

4. Select a consumer from the list.

OFU iConnect Welcome, Jennifer Buck | Division

111972018 212 PM
File

2)-Filters
Disposition j Equal To ﬂ APD Eligible — Waiting List j ANDj x

Referral Date j +

| Search J Reset |

1 Division record(s) returned - now viewing 1 through 1

Client Name « Fund Code | Case No Referral Date Open Date Closed Date Disposition Date Gender LOS | Age | Date of Birth Date Of Death
Sheppard, Alice APD 10053 03/01/2018 10M10/2013 Female |263 |37.7 (01/01/1931

<=First  <Previous Relrieve 15 Recordsatafime Next=  Last=>

5. The Consumer record opens. click on the Divisions tab and
open the APD Division record:

Smith, Marianne (10043)
Diagnosis Eligibility =~ Medications | Auths Provider Documentation Contacts Consumer Module User

Demographics | Divisions = Programs | Provider Selections | Notes = Fomms | Appointments | Plans =~ Waiting List | Payers = Legal lssues

-Filters
Disposition || NotEqualTe  [v| |Closed V] |awplv| x

ANDlv| x

Open Date || | Greater Than|v|

=
Division j +
Bl B
1 Divisions record(s) returned - now viewing 1 through 1 I’\>
|

| Division | Disposition I Primary Worker | Worker | Open Date v I Close Date | Los

| [arD | APD Eligible - Waiting List | Tiemey, Jacqueline | Tiemey, Jacqueline | 032172018

<<First  <Previous Retrieve| {5 Recordsatatime Next> Last>>

6. From there, update the following fields:
a. Disposition = APD Eligible - WLSC Assigned
b. Primary Worker = Waiting List Support Coordinator
c. Secondary Worker = Waiting List Workstream Lead

7. When finished, click File > Save and Close Division
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File Word Merge

Division Events
Events Divison APD
Disposition * [APD Eligible - WLSC Assigned |

Track Disposition Disposition Date 03/23/2018 c|
Open Date 03212018 |77
Data Entry Date 0372172018
Primary Worker * Tiemey, Jacqueline || Clear| Details
Secondary Worker Tiemey, Jacqueline || Clear] Details
Application Received Date * 03/21/2018 il
Interested in ICF/ID
Age Category at Time of Application *
Application Pended Due Date 03/30/2018 E
Eligibility Documentation Complete Date 03/21/2018 il

8. Upon saving the Division record, a Workflow Wizard will
trigger with the following Ticklers assigned to the Waiting List
Support Coordinator (Primary Worker on the Division
record):

a. Verify Accuracy of Preliminary Waiting List Category —
Due immediately

b. Complete Waiver Eligibility Worksheet — Due within
45 days

c. Complete Support Plan Short Form — Due within 45
days

d. Generate Notice of APD Eligibility/Ineligibility — Due
45 days from the Application Received Date when
Consumer is under 6. Due 60 days from the
Application Received date when consumer is 6 and
Above.

e. Verify Mental Health Diagnosis — Due with Support
Plan Short Form

f. Send Annual Status Review Form to Consumer — Due
365 Days after Initial form sent

9. The Waiting List Support Coordinator will monitor their My
Dashboard for Ticklers related to Waiting List enrollment. To
do so, navigate to the My Dashboard and find the
Consumers section. Scroll down to the Ticklers panel and
click into the linked number of outstanding Ticklers to access
the Tickler Queue:
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‘ Notes ‘
Draift 1
I'm Mot Interested 1

‘ Alert Notes ‘
Unread Alert Motes 0

‘ Ticklers ‘

Ticklers —— 110

‘ Plans ‘
Approved 1
Draft 1

10.From here, user the multi variable search to find New
Ticklers click Search:

od iwennect Welcome, Jacqueline Tiemey | Ticklers
32312018 9:42 AM
File
Filters
Status ﬂ Equal To ﬂ New ﬂ ANDﬂ x
LastName  |v|  EqualTo V| omitn AND[v| | x
iComnectiD  [v| [+
[ Apply Alert Days Before Due %
| >
8 Ticklers record(s) returned - now viewing 1 through 8
iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
10043 Verlfy Accuracy of Preliminary Waiting List Category 0312312018 0372372018 New Tiemey, Jacqueline y
‘Smith, Marianne 10043 Complete Waiver Eligibility Worksheet 03/23/2018 05/07/2018 New Tierney, Jacqueline
Smith, Marianne 10043 Complete Support Plan Short Form 03232018 051072018 New Tiemey, Jacqueline
Smith, Marianne 10043 Complete Family Risk Factor 0312312018 051072018 New Tiemey, Jacqueline
Smith, Marianne 10043 Verify Mental Health Diagnosis 031232018 0510772018 New Tiemey, Jacqueline v
Smith, Marianne 10043 Generate Notice of APD Eligbilty/Insiigbilfy 0312312018 05/07/2018 New Tiemey, Jacqueline v
Smith, Marianne 10043 Approve Eligibility Determination 03/23/2018 06/19/2018 New Tiemey, Jacqueline
Smith, Marianne 10043 Send Annual Status Review Form to Consumer 03232018 037232019 New Tiemey, Jacqueline

<<First  <Previous Refrieve| 15 |Recordsatatme Next»  Last=>

Tip
When searching for a future Tickler, remember

to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

11.Work through each of the New Ticklers in the Tickler Queue:

a. Click on the first Tickler called Verify Accuracy of
Preliminary Waiting List Category.
I. The consumer’s Waiting List record will open.
From here, verify that the Consumer
successfully populated on the APD Waiting List
and verify if the preliminary Waiting List
Category is accurate.
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ii. Hover over the arrow next to the first Tickler to
click Complete.

iii. When finished, click File > Close Workflow
Wizard

iv. Note: If changes need to be made to the
Waiting List Category, the steps are
documented in Chapter 4 of the Training
Guide.

File
Workflow Wizard Filters:
Waiting List Categor v +
If the WL category changes send out 9 R J
applicable notice to reflect new
Waiting List Category | - 5 |

Verify Accuracy of

Preliminary Waiting List 1 Waiting List record(s) returned - now viewing 1 Erough 1

Category

‘Waiting List Status Waiting List Category Waiting List Category Date Days On WaitList Reason For Removal
New 03/23/2018 0

<<First <Previous Refrieve 15 Recordsatatime Next> Last >>

12.Click on the second Tickler called Complete Waiver Eligibility
Worksheet.

a. The consumer’'s HCBS Waiver Eligibility Worksheet
will open

b. Complete all relevant fields

c. When finished, click File > Save Forms and File >
Close Workflow Wizard

File
Workflow Wizard Please Select Type: [ HCBS Waiver Eligibility Worksheet
Complete Waiver l Consumer Forms
Eligibility Worksheet Review* Worker™ Tiemey, Jacqueline [ ] cear ERS
Review Date * 03r3zets | Status *
Division * APD Approved By

Approved Date

HCBS WAIVER ELIGIBILITY WORKSHEET

Client First Name: Marianne

Client Last Name: Smith

“Social Security Number: XXX-XX-4005 Unmask

Region: CENTRAL N ciear |
Support Plan Effective Date: 03302018 x |

LEVEL OF CARE ELIGIBILITY

The individual is an APD client with a Developmental Disability who meets one of the following criteria and is eligible to receive services provided in an ICF/DD.

Option A: The individual's primary disability is Intellectual Disability with an intelligence quotient (1Q) of 59 or less.

13. After obtaining the necessary signatures, attach the signed
HCBS Waiver Eligibility Worksheet to the consumer’s record.
To do so, navigate to the consumer’s record and click on
Notes > File > Add Note:

a. Inthe new Note record, update the following fields:
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I. Division = APD
ii. Note Type = Waiver Enrollment

iii. Note Subtype = Signed Waiver Eligibility
Worksheet

iv. Status = Complete
b. From the File menu > select Save and Close Notes.

14.Back in the Tickler Queue, click on the next Tickler called
Complete Support Plan Short Form to open it. The
consumer’s Support Plan Short Form will Open:

i. Complete all relevant fields

ii. When finished, click File > Save Forms and
File > Close Workflow Wizard

Tickler Queue:

File
Filters
Status ﬂ Equal To ﬂ New ﬂ ANDﬂ %
Last Name ﬂ Equal To ﬂ smith ANDﬂ x

icomnect D |v| |+

[] Apply Alert Days Before Due

6 Ticklers record(s) returned - now viewing 1 through 6

Consumer Name iConnect ID Tickler Name Date Created Date Due o Date Completed Status. Assigned To
Smith, Marianne 10043 Complete Support Plan Short Form [@Eﬁms 05/07/2018 New Tiemey, Jacqueline »
Smith, Marianne 10043 Complete Family Risk Factor 018 05/07/2018 New Tiemney, Jacgueline 4
Smith, Marianne 10043 Verify Mental Health Diagnosis 03/23/2018 05/07/2018 New Tiemey. Jacqueline
Smith, Marianne 10043 Generate Notice of APD Eligbility/ineligbility 037232018 05/07/2018 Mew Tiemey, Jacqueline »
Smith, Marianne 10043 ‘Approve Eligibility Determination 03/2312018 06/18/2018 New Tiemey. Jacqueline 4
Smith, Marianne 10043 Send Annual Status Review Form to Consumer 037232018 037232019 New Tiemey, Jacqueline »

<<First  <Previous Refrieve| {5 | Recordsatatime Next» = Last»>

Complete and Save the consumer’s Support Plan Short Form:

Opd iCocnnect Marianne Smith
3/23/2018 9:54 AM

File

Spell Check

Save Forms ease Select Type: | Support Plan Short Form

Cupy me@i“us Consumer Forms

Print Review * Worker * Tiemey, Jacqueline | Clear |BIER

Close Forms Review Date * 03232018 | Status *

Division * APD Approved By

Approved Date

Forms

SUPPORT PLAN - SHORT FORM

Consumer Name:

Last Name: Smith

First Name: Marianne

Middle Name:

Consumer DOB: 03042004 |
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15.Back in the Tickler Queue, click to open the Tickler called
Verify Mental Health Diagnosis. The consumer’s Diagnosis
record (if any) will open.

a. If the Diagnosis record does not exist, liaise with the
relevant worker who can add a diagnosis (e.g.
Eligibility Determination Specialist to ensure one is
added). Relevant worker can View consumer’s
record, Click Diagnosis tab > File > Add Diagnosis.
Complete all relevant fields on the new Diagnosis
record. When finished, click File > Save and Close
Diagnosis.

b. Mark the tickler as complete.

c. Back in the Workflow Wizard window, click File >
Close Diagnosis and File > Close Workflow Wizard

od iConnect
File

Print
Close Workflow Wizard @

Verify Mental Health >
Diagnosis

16.Back in the Tickler Queue, click to open the Tickler called
Generate Notice of APD Eligibility/Ineligibility to open it

a. The Notice of APD Eligibility-Ineligibility MEGA Notice
will open in preview mode. Click Open Document to
edit the contents of the letter in Microsoft Word
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File

Generate Merge Document
Click the "Open Document” button to open
the Merge Document for editing.

| Open Document [

Chapter 3 | Eligibility Determination

Preview (read-only)
This is a preview of your merge document and is not editable.

Save to Note

If no changes have been made to the Merge
Document, click "Save to Note” The current
word merge template will be uploaded to a
note record with the merge fields populated

Upload and Save to Note
If changes were made to the Merge
Document, click "Upload and Save to Note”
to select the saved file and upload that
document to a note record. Don't forget to
delete the saved document after you have
attached it to the note record

B&Ee 00 A

Use this form letter when you are approving or denying eligibility for services unde
Chapter 393, F.S. (for both APD and Waiver services). If the applicant is determined
eligible for APD services and presumed eligible for the waiver, delete the word
“Ineligibility” in the title of the notice and vice versa. Choose all options that apply and
delete the others. If a face-to-face was already completed at the time of drafting thig
notice and the waiting list category assignment is known, select options #1 and #4, and
insert the waiting list category number in option #4. If the applicant is eligible but there’d
hot enough information to assign a Waiting List category, select options #1 and #5, and
insert the telephone number of the regionalffield office where the applicant can call tg
Ischedule a QS| assessment. If the person does not meet the definition of domicile ag
stated in s. 393.063(12), F.S., and/or the person is not a resident alien only selec
loption #7, insert the reason for not being determined to be domiciled and delete al
other options. If there’s no collateral information to prove the existence of a DD prior tg
lage 18, choose option #3. If the applicant is younger than age 3, choose option #8|

Once you have selected all applicable options, delete the option number and also delet:
these instructions. EI

On APD Letterhead

17.Save the document to your computer

18.Back in the Word Merge preview screen, click Upload and
Save to Note to attach a copy of the updated letter to a new
Consumer Note record

19.1n the new Note record, update the following fields:
a. Division = APD
b. Note Type = Application/Eligibility
c. Sub Type = Notice of APD Eligibility/Ineligibility
d. Status = Complete
20. When finished, click File > Save and Close Notes.
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File Tools Reports

History
iails
Spell Check
Save Not
ave Notes Tierney, Jacqueline
Dell save and Close Notes 03/23/2018 H
Save and Close Notes rovider
Print = [Application/Eligibility w
Close Notes e [ v|
Description Word Merge Template
Note New Text
|
Status
Date Completed 0312372018

21.When Division Disposition = APD Eligible - WLSC Assigned
a Workflow Wizard also triggered the following tickler for the
Secondary Worker (the Waiting List Workstream Lead)

a. Complete Family Risk Factor. This tickler will be
reassigned to the Clinical Workstream Lead.

22.The Waiting List Workstream Lead will reassign the tickler to
the Clinical Workstream Lead.

a. From the tickler flyout menu, select Reassign.

b. Search for and select the Clinical Workstream Lead.
The tickler is reassigned.

23.The Clinical Workstream Lead will monitor their My
Dashboard for Ticklers. To do so, navigate to the My
Dashboard and find the Consumers section. Scroll down to
the Ticklers panel and click into the linked number of
outstanding Ticklers to access the Tickler Queue:
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‘ Notes ‘
Draift 1
I'm Mot Interested 1

‘ Alert Notes ‘
Unread Alert Motes 0

‘ Ticklers ‘

Ticklers —— 110

‘ Plans ‘
Approved 1
Draft 1

24.From here, user the multi variable search to find New
Ticklers click Search:

ofd wennect Welcome, Jacqueline Tiemey | Ticklers
32312018 9:42 AM
File
Filters
Status ﬂ Equal To ﬂ New ﬂ ANDﬂ x
LastName  |v|  EqualTo V| omitn AND[v| | x
iComnectiD  [v| [+
[ Apply Alert Days Before Due %
8 Ticklers record(s) returned - now viewing 1 through 8
iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
10043 Verlfy Accuracy of Preliminary Waiting List Category 0312312018 0372372018 New Tiemey, Jacqueline y
‘Smith, Marianne 10043 Complete Waiver Eligibility Worksheet 03/23/2018 05/07/2018 New Tierney, Jacqueline
Smith, Marianne 10043 Complete Support Plan Short Form 03232018 051072018 New Tiemey, Jacqueline
Smith, Marianne 10043 Complete Family Risk Factor 0312312018 051072018 New Tiemey, Jacqueline
Smith, Marianne 10043 Verify Mental Health Diagnosis 031232018 0510772018 New Tiemey, Jacqueline v
Smith, Marianne 10043 Generate Notice of APD Eligbilty/Insiigbilfy 0312312018 05/07/2018 New Tiemey, Jacqueline v
Smith, Marianne 10043 Approve Eligibility Determination 03/23/2018 06/19/2018 New Tiemey, Jacqueline
Smith, Marianne 10043 Send Annual Status Review Form to Consumer 03232018 037232019 New Tiemey, Jacqueline

<<First  <Previous Refrieve| 15 |Recordsatatme Next»  Last=>

Tip
When searching for a future Tickler, remember
to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

25.Locate the tickler called Complete Family Risk Factor

a. The Clinical Workstream Lead will reassign the tickler
to the QSI Assessor.

i. From the tickler flyout menu, select Reassign.

ii. Search for and select the QSI Assessor. The
tickler is reassigned. Proceed to the Complete
Family Risk Factors section of Chapter 8 | QSI
Assessment.
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Applicant Deemed APD Eligible but Not Eligible for Waiver
1. If the Applicant has been deemed APD eligible but is not
eligible for the Waiver, the Eligibility Determination Specialist
will navigate to the consumer’s record and click Divisions >
open the record with Division = APD

MYDASHEOARD| CONSUMERS | PROVIDERS ‘ INCIDENTS ‘ CLAIMS | SCHEDULER | UTILITIES ‘ REPORTS

Smith, Marianne (10043)

Diagnosis Eligibility Medications Auths Provider Documentation Contacis Consumer Module User

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

Filters:

Disposition j Mot Equal To ﬂ Closed ﬂ AND j x %
Open Date j Greater Than ﬂ = AND j x
Division j +
[ “Search | Rese
1 Divisions record(s) returned - now viewing 1 through 1
| ‘ Division ‘ Disposition L4 | Primary Worker ‘ Secondary Worker | Open Date ~ ‘ Close Date | LOS | ‘
| ‘APD ‘AF’D Eligible - WLSC Assigned |T\emey, Jacqueline ‘Tiemey‘ Jacqueline |03f21f2018 |2 | ‘
<<First < Previous Relrieve| 15 Recordsalatime Next> Last==
2. Update the following fields:
a. Disposition = APD Eligible — Nonwaiver
b. Primary Worker = Waiting List Support Coordinator
Supervisor.
3. When finished, click File > Save and Close
File Word Merge
_ Division ‘ Events
Events Divison * APD
Disposition * » |[APD Eligible - NonWaiver v
Track Disposition B . -
Disposition Date 03232018 |
Open Date 03212018 |78
Data Entry Date 03/21/2018
Primary Worker * Tiemey, Jacqueline - | Clear] Details
Secondary Worker Tiemey, Jacqueline - | Clear | Details
Application Received Date * 03/21/2018 i
Interested in ICF/ID
Age Category at Time of Application * 6 and Above v
Application Pended Due Date 03/30/2018 e
Eligibility Documentation Complete Date H
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4. Upon saving the APD Division record with Disposition = APD
Eligible — Non-waiver, a Workflow Wizard will trigger one
Tickler:

a. Notice of APD Eligibility/Ineligibility — Assigned to the
Eligibility Determination Specialist, Due in 5 Days
e This tickler is not due immediately so will be visible
via My Dashboard.

5. The Eligibility Determination Specialist will monitor their My
Dashboard for Ticklers. Navigate to the My Dashboard and
find the Consumers section. Scroll down to the Ticklers
panel and click into the linked number of outstanding
Ticklers to access the Tickler Queue:

MNotes

Draft 1

I'm Mot Interested 1
Alert Notes

Unread Alert Notes 0
Ticklers

Ticklers ——— |10

Plans
Approved 1
Draift 1

6. From here, user the multi variable search to find New
Ticklers click Search:

Opd iCennect Welcome, Jacqueline Tiemey | Ticklers
- 312372018 8:42 AM

File

Filters

Status ﬂ Equal To ﬂ New ﬂ AND v x
LastName  |v|  EqualTo [v|  smith ANDlv|
iComnectiD  [v| 4

[ Apply Alert Days Before Due %
ke Bl
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Tip
When searching for a future Tickler, remember
to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

7. Locate the Notice of APD Eligibility/Ineligibility tickler.

8. Click on the Tickler to open it.

File

Workflow Wizard

Notice of APD >
Eligbility/Ineligbility
Open
Cancel
Edit
Reassign
Complete

View Consumers Record

9. The Notice of APD Eligibility/Ineligibility — MEGA Notice
letter will open in Word Merge preview mode. Click Open
Document to edit it in Microsoft Word. Print and mail it to the
Consumer:

Preview (read-only)
This is a preview of your merge document and is not editable

Generate Merge Document
Click the "Open Document” button to A
open the Merge Document for editing

Save to Note

If no changes have been made to the
Merge Document, click "Save to
Note". The current word merge
template will be uploaded to a note
record with the merge fields
populated.

Upload and Save to Note

If changes were made to the Merge
Document, click "Upload and Save to
Note" to select the saved file and
upload that document to a note record.
Don't forget to delete the saved

document after you have attached it to R

tha neata raeacd

Use this form letter when you are approving or denying eligibility for services unde
Chapter 393, F.S. (for both APD and Waiver services). If the applicant is determine
eligible for APD services and presumed eligible for the waiver, delete the wor
“Ineligibility” in the title of the notice and vice versa. Choose all options that apply an
ldelete the others. If a face-to-face was already completed at the time of drafting thi.
Inotice and the waiting list category assignment is known, select options #1 and #4, an
insert the waiting list category number in o@ion #4. If the applicant is eligible but there’
ot enough information to assign a Waiting List category, select options #1 and #5, an
insert the telephone number of the regional/field office where the applicant can call &
chedule a QSI assessment. If the person does not meet the definition of domicile a
|stated in s. 393.063(12), F.S., and/or the person is not a resident alien only selec
loption #7, insert the reason for not being determined to be domiciled and delete all
jother options. If there’s no collateral information to prove the existence of a DD prior t

10. Save the updated letter to your computer. Back in APD
iConnect, click Upload and Save to Note. In the new Note
Record, update the following fields:
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a. Division = APD
b. Note Type = Application/Eligibility
c. Status = Complete

11.When finished, click File > Save and Close Note.

12.Return to the open Workflow Wizard. From the tickler flyout
menu, select Complete. The tickler is marked as complete.

13.When the Eligibility Determination Specialist updated the
Division record with Disposition = APD Eligible — Nonwaiver,
the Waiting List Support Coordinator Supervisor was added
as the primary worker.

N John Sheppard Division
Opd iCennect Last Updated by jbuck
at 1071172018 9:56:33 AM
File  Word Merge
| Division | Events
Events Divison ~ APD
Disposition * = [APD Eligible - NonWaiver v
Track Disposition " -
Disposition Date 1212018 |
Open Date 05232018 |
Data Entry Date 05/23/2018
Primary Worker = — | Buck, Jennifer | - | Clear’] Details
Secondary Worker Buck, Jennifer | - | Clear | Details
Application Received Date * 08/01/2018 3
Interested in ICF/IID
Age Category at Time of Application =
Application Pended Due Date 08/01/2018 3
Eligibility Documentation Complete Date H
14.The Waiting List Support Coordinator Supervisor will monitor

his/her My Dashboard for newly assigned Cases. To do so

log into APD iConnect with Role = Region Waiting List

Workstream Lead.

" Role
Welcome, Jennifer Buck | My Dashboard | o,
Opd iConnect 1,;;?;,;?:;;[ . Y Dashboard| sign out Region Waiting List Workstream Lead [v] @
File
Quick Search
| Consumers [v]| | Last name | &3 ADVANCED SEARCH
‘ WY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

15. Select the My Dashboard tab. Locate the Consumer >
Division task pane.
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Welcome, Jennifer Buck

My Dashboard Sign Out
112172018 10:20 AM

od iwonnect
File

Quick Search

Role

Region Waiting List Workstream Lead

~

Consumers Lest Name @) © Apvanceosearcd
MY DASHBOARD ] CONSUMERS PROVIDERS ‘ INCIDENTS | CLAIMS ‘ SCHEDULER | REPORTS
CONSUMERS INCIDENTS PROVIDERS TASKS
‘Dwismn (v HD\EDDsiI\on © HNuIes > H Links > ‘
_k APD Eiigible - NonWaiver 1 P .
Screening Priority (> | Ticklers H My Management ‘
APD Exgible - Waiver . < < <
APD Eligible - Waiting List 1 | S © | ‘ Pros ‘
APD Ineligitie 1]
oses \ | My Incident Queue 0) |

Farensic Open

| My Incident Tickiers

‘ My Enroliments

. ‘|NenNo(es

16.Select the APD Eligible — Nonwaiver status to display a list

of consumers with this Waiting List Support Coordinator
Supervisor as the Primary Worker.

ol i ivisi
Qm l‘./(r"“ “ecl‘ Welcome, Jennifer Buck Division
11/21/2018 10:22 AM
File
()-Filters
Disposition Equal To APD Eligible - NonWaiver -\ND x
Referral Date -+
1 Division record(s) returned - now viewing 1 through 1
Client Name . Fund Code Case No Referral Date Open Date Closed Date Disposition Date Gender | LOS Age Date of Birth Date Of Death
Sheppard, John APD 10106 05/2320128 1112172018 Male 182 118.7 | 01/0111900
<<First  <Previous Refrieve {5 |Recordsatatime Next>  Last>>
o ionnect John Sheppard Divisions
Last Updated by jbuck
at 112172018 10:20:06 AM
File  Ticklers  View Consumer Incidents ~ Word Merge
Sheppard, John (10106)
Diagnosis | Eligibility | Medications | Auths | Provider Documentation | Contacts | Consumer Module User
Demographics | Divisions | Consumer Budgets | Programs | Provider Selections | SANs | Notes | Forms | Appoiniments | Plans | WaitingList | Payers
()-Filters
Dispositon|w| | Not Eaual To Closed ME
Open Date GreaterThan ] AND x
Division T+
2 Divisions record(s) returned - now viewing 1 through 2
‘ ‘ Division ‘ Disposition ‘ Primary Worker ‘ Secondary Worker ‘ Open Date » ‘ Close Date ‘ LOS ‘ ‘
I | APD Eligble - NonVaiver g | Buck, Jenniter | Buck. Jenniter [osiza2018 182 ]
<<First  <Previous Refrieve 15 Recordsatatime Next>  Last>>
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18.The Division details page displays. Update the following
fields:

a. Primary Worker: Search for and select the Waiting
List Support Coordinator as the Primary Worker on
the Division record.

d e John Sheppard Division
Op [(,[. nnect Last Updated by jbuck
at 11/21/2018 10:20:06 AM
File  Word Merge
‘ Division ‘ Events
Events Divison APD
Disposition * \APD Eligible - NonWaiver hd
Track Disposition _ _ -
Disposition Date 11/21/2018 j
Open Date 05232018 |
Data Entry Date 05/23/2018
Primary Worker * = Reed, Monica || Crear BRI
Secondary Worker Buck, Jennifer |- | Clear | Details
Application Received Date * 08/01/2018 3
Interested in ICFAID
Age Category at Time of Application = 6 and Above Vv
Application Pended Due Date 08/01/2018 3
Eligibility Documentation Complete Date 3

19.Click File >Save and Close Division.

20. The Waiting List Support Coordinator Supervisor will also
create the Non-Waiver Program record.

21.To enroll the Consumer in Non-Waiver Program, navigate to
the consumer’s record and click on Programs > File > Add
Program.

File Ticklers View Consumer Incident

Gonsumers (o] | [ Castriame ~| G ADVANCED SEARCH

MY DASHEOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITIES REPORTS

Smith, Marianne (10043)

Diagnosis | Eligibility | Medications =~ Auths = Provider Documentation =~ Confacts =~ Consumer Module User

Demographics Divisions Consumer Budgets | Programs Provider Selections Motes | Forms | Appointments Plans = Waiting List | Payers Legal

Filters-
Disposition ﬂ Mot Equal To ﬂ ﬂ AND j x \
Program ﬂ +

| Search Jf Reset |

0 record(s) returned

22.The Program details page displays. Update the following
fields:
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a. Program = Non-Waiver
b. Disposition = WLSC Assigned Non-Waiver
c. Enrollment Type = select applicable value
d. Primary Worker = defaults to the Primary Worker on
the Division Record (Waiting List Support
Coordinator)
opd iConnect John Sheppard Program
File  Tools
Division *
Referral Date 3
Create Date * 1212018 |
Disposition = —D|WLSC Assigned Non-Waiver V|
Disposition Date * 1212018 |8
Enroliment Type
Primary Worker = — | Reed, Monica | | Clear | Details

Program Begin Date * E
i

Expected Deactivated Date

Comments

O

LOC Completed Prior To Enroliment

23.When finished, click File > Save Program

24.Upon saving the Non-Waiver Program record with
Disposition = WLSC Assigned Non-Waiver, a Workflow
Wizard will trigger three Ticklers assigned to Waiting List
Support Coordinator (Primary Worker Division):

a. Complete Waiver Eligibility Worksheet
b. Complete Support Plan Short Form
c. Verify Mental Health Diagnosis

25.The Waiting List Support Coordinator will monitor their My
Dashboard for Ticklers related to Non-Waiver enrollments.
To do so, navigate to the My Dashboard and find the
Consumers section. Scroll down to the Ticklers panel and
click into the linked number of outstanding Ticklers to access
the Tickler Queue:

= Well June 2023 Page 94



Case Management Module Chapter 3 | Eligibility Determination

‘ Notes ‘
Draift 1
I'm Mot Interested 1

‘ Alert Notes ‘
Unread Alert Notes 0

‘ Ticklers ‘

Ticklers — 110

‘ Plans ‘
Approved 1
Draft 1

26.From here, user the multi variable search to find New
Ticklers click Search:

ofd wonnect Welcome, Jacquelne Tiemey | Ticklers
32312018 942 AM
File
) Filters
Status j Equal To j New j ANDj x
Lasthame  [v| EaualTo [V emin anov|  x
iconnect D [v| [+
[ Apply Alert Days Before Due
W M L
8 Ticklers record(s) returned - now viewing 1 through &
Consumer Name iConnect 1D Tickler Name Date Created Date Due Date Completed Status Assigned To
Smilh, Marianne 10043 Verify Accuracy of Preliminary Wating List Category 032312018 03232018 New Tiemey, Jacqueline ,
Smith, Marianne 10043 Complete Waiver Eligibility Worksheet 032312018 05/0702018 New Tiemey, Jacqueline 3
Smitn, Marianne 10043 Complete Support Flan Short Form 03232018 051072018 New Tiemey, Jacqueline »
Smith, Marianne 10043 Complete Family Risk Factor 032312018 051072018 New Tiemey, Jacqueline »
Smith, Marianne 10043 Verify Mental Health Diagnosis 03232018 051072018 New Tiemey, Jacqueline »
Smilh, Marianne 10043 Generate Notice of APD Elighilty/Ineligbilty 03232018 050072018 New Tiemey, Jacqueline ,
Smith, Marianne 10043 Approve Eligibiiity Determination 032312018 06/192018 New Tiemey, Jacqueline 3
Smitn, Marianne 10043 Send Annual Status Review Form o Gonsumer 03232018 03232010 New Tiemey, Jacqueline »

<<First  <Previous Refrieve| 15 |Recordsatatme Next»  Last=>

Tip
When searching for a future Tickler, remember

to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

27.Click on the Tickler called Complete Waiver Eligibility
Worksheet and click Open:
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File
Workflow Wizard
Complete Waiver Eligibility| , /
Worksheet
Open
Complete Support Plan
Short Form Cancel
Verify Mental Health Edit
Diagnosis
Reassign

View Consumers Record

28.The HCBS Waiver Eligibility Worksheet will open

File

Workflow Wizard Please Select Type: | HCBS Waiver Eligibility Worksheet

Complete Waiver . Consumer Forms
Eligibility Worksheet — (it V] Worker *
3

Tiemey, Jacqueline | clear BEEE
Complete Support Plan =
Short Form Review Date * 03232018 | Status = Complete ~
Verify Mental Health Division * APD o -
Verify Mental Health ivision rogram
Diagnosis '
Approved By Tiemey, Jacqueline Details Approved Date 03/23/2018

HCBS WAIVER ELIGIBILITY WORKSHEET

Client First Name: Marianne

Client Last Name: Smith

*Social Security Number: XXX-XX-4005 Unmask

Region: CENTRAL L3 Clear |
Support Plan Effective Date: 03232018 |

LEVEL OF CARE ELIGIBILITY

The individual is an APD client with a Developmental Disability who meets one of the following criteria and is eligible to receive services provided in an ICF/DD.

Option A: The individual's primary disability is Intellectual Disability with an intelligence quotient (12} of 59 or less

29.Complete all relevant fields
30.When finished, click File > Save Forms
31.Print the form.

32. After obtaining the necessary signatures, attach the signed
HCBS Waiver Eligibility Worksheet to the consumer’s record.
To do so, navigate to the consumer’s record and click on
Notes > File > Add Note.

33.In the new Note record, update the following fields:
a. Division = APD
b. Note Type = Waiver Enroliment
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c. Note Subtype = Signed Waiver Eligibility Worksheet
d. Status = Complete

34.From the File menu > select Save and Close Notes.

35.Hover over the arrow next to the tickler called Complete
Short Plan Short Form and click Open.

36.The Support Plan Short Form will open
37.Complete all relevant fields.

38.When finished, click File > Save Forms

File

Workflow Wizard Please Select Type: | Support Plan Short Form

Consumer Forms

Complete Waiver Eligibilty

arkshost Review * Worker * Tiemey, Jacqueline BRI Dstaits
Complete Support Plan =

Short Form Review Date 0323018 | Status * [Draft v

Verify Mental Health Division * APD Pi v

Verify Mental Heaith ivision rogram

Diagnosis '

Approved By Approved Date

SUPPORT PLAN - SHORT FORM

Consumer Name:

Last Name: Smith %

First Name: Marianne

Middle Name:

Consumer DOB: 030472004 |

Consumer SSN: XXX-XX-4005 Unmask

Medicaid #:

39.Hover over the tickler called Verify Mental Health Diagnosis
and click Open.

a. A Message Tickler will open: Verify Mental Health
Diagnosis and confirm or create a diagnosis record in
the Diagnosis tab
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File

Workflow Wizard Verify Mental Health Diagnosis and confirm or create a diagnosis record in the Diagnosis tab.

Wadsheet '

Complete Support Plan N
Short Form

Verify Mental Health l /‘

Diagnosis

40.From the tickler flyout menu, select View Consumer Record.
The Consumer record opens in a new window.

41.To confirm/add the Diagnosis record, click on the Diagnosis
tab.

a. Inthe list view, review the existing Diagnosis records
to confirm if the consumer’s diagnosis has an
affiliated record.

42.1f it does not, select File > Add Diagnosis Detail.

File Ticklers View Consumer Incident

Add Diagnosis Detail People Seareh ey,

Add Diagnosis Detail | Consumers [v]| | Last name ~| ADVANCED SEARCH

Print
MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITIES REPORTS

Smith, Marianne {10043)

Diagnosis Eligibility =~ Medications = Auths Provider Documentation | Confacis Consumer Module User

Demographics Divisions Consumer Budgets Programs Provider Selections MNotes Forms Appointments Plans Waiting List Payers | Legall
Filters

0 record(s) returned

43.The Diagnosis details page displays. Proceed to the Add the
APD Eligible Diagnosis section.

44.Return to the open tickler window. From the tickler flyout
menu > click Complete.

Applicant Deemed APD Eligible and Bypasses Waiting List

1. If the Applicant has been deemed APD eligible and can also
bypass the Waiting list (as in cases of military family, or
Phelan McDermid diagnosis), the eligibility determination
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tasks will be completed. The Eligibility Determination
specialist will mail the iBudget Waiver Enroliment Offer letter.
The EZ iBudget calculator will be generated to determine the
consumer’s algorithm amount. Once the consumer accepts
the offer, the remaining standard waiver enrollment tasks are
completed.

2. The Eligibility Determination Specialist will navigate to the
consumer’s record and click Divisions > open the record
with Division = APD.

File Ticklers View Consumer Incident Word Merge

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITIES

Smith, Marianne (10043)

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

Filters

D\spos\llunﬂ Not Equal To ﬂ Closed ﬂ ANDﬂ x
OpenDate|v| | Greater Than v | Ject] OME
Division ﬂ +

1 Divisions record(s) returned - now viewing 1 through 1

Division Disposition Primary Worker Secondary Worker Open Date +
APD APD Eligible - NonWaiver Tiemey, Jacqueline Tiemey, Jacqueline 0312172018

/ <<First < Previous Retiieve| {5 |Recordsatatime Next> Last>>

3. The Division Details page displays. Update the following
fields:

a. Disposition = APD Eligible - Non Waiting List

b. Primary Worker = Waiting List Workstream Lead
c. Secondary Worker = Clinical Workstream Lead
d

Age Category at time of Application = Update as
appropriate

4. When finished, click File > Save and Close Division

= Well June 2023 Page 99

REPQORTS

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

Close Date

Los



Case Management Module Chapter 3 | Eligibility Determination

File  Word Merge

Division
Events

Track Disposition

Events

Divison * \ APD
Disposition * [APD Eligible - Non Waiting List |

Disposition Date 032312018 |
Open Date 03212018 |
Data Entry Date 032172018

Primary Worker * Tiemey, Jacqueline
Secondary Worker Tiermey, Jacqueline
Application Received Date * 03/21/2018 H
Interested in ICFAID

Age Category at Time of Application *
Application Pended Due Date 03/30/2018 |
Eligibility Documentation Complete Date E

5. Upon saving the APD Division record with Disposition = APD
Eligible Non Waiting List, a Workflow Wizard will trigger:

Assigned to Eligibility Determination Specialist (Self)

a.

Merge/Mail the Eligibility/Ineligibility Notice —
Assigned to Eligibility Determination Specialist, Due
Immediately

Assigned to Clinical Workstream Lead (Secondary
Worker)

b.

Assign Initial QSI — Assigned to Clinical Work Stream
Lead which will be reassigned to the QSI Assessor

Complete Family Risk Factor - Assigned to Clinical
Workstream Lead which will be reassigned to the QSI
Assessor.

Assigned to Waiting List Workstream Lead (Primary
Worker)

d.

s Well

Complete Waiver Eligibility Worksheet — Assigned to
Waiting List Workstream Lead which will be
reassigned to the Waiting List Support Coordinator —
Due in 45 Days

Complete Support Plan Short Form - Assigned to
Waiting List Workstream Lead which will be
reassigned to the Waiting List Support Coordinator —
Due in 45 Days
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f. Verify Mental Health Diagnosis - Assigned to Waiting
List Workstream Lead which will be reassigned to the
Waiting List Support Coordinator — Due in 45 days.

Assigned to Eligibility Determination Specialist (Self)

6. The Eligibility Determination Specialist will select the tickler
to open or hover over the arrow next to the Tickler called
Merge/Mail Eligibility/Ineligibility Notice to click Open:

Merge/Mail Eligibility/Ineligibiility
Cancel
Edit
Reassign

Complete

View Consumers Record

7. The Notice of Eligibility/Ineligibility Word Merge opens.
Upon generating the letter, click Open Document to edit the
letter in Microsoft Word, and Upload and Save to Note to
save a copy of the modified letter to the consumer’s record

8. When finished, click File > Close Workflow Wizard:
File

Print /
Close Workflow Wizard

Merge/Mail ¢

Assigned to Clinical Workstream Lead (Secondary Worker)

9. The Clinical Workstream Lead will be able to access the
Assign Initial QSI and Complete Family Risk Factor ticklers
via the Tasks Panel on their My Dashboard.

10.To do so, navigate to the My Dashboard and click on
Ticklers Due:
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CONSUMERS
Division (>
My Enroliments (v
Provider Selections (v
Ticklers :,
Ticklers Tog

11.Click on the linked number of outstanding Ticklers:

File

(V)-Filters

1 Ticklers Due record(s) returned - now viewing 1 through 1

[ [ Worker [ _ Number Of Ticklers Due

| ‘Tiemey, Jacqueline ‘ 131 &

<<First <Previous Refrieve 15 Recordsatatime Next>  Last>>

12.Use the multi variable search criteria to narrow the results in
the Tickler Queue. Then click Search:

File

() Filters

Tickler Name Contains assign initial gsi AND x
D +

¥ Apply Alert Days Before Due

=

4 My Ticklers record(s) returned - now viewing 1 through 4 /

D Type Name / Tickler Name Due Date Fund Code
10029 Consumers Slater, Drew Assign Initial QS| 02/08/2018 APD »
10043 Consumers Smith, Marianne -« Assign Initial QSI 03/26/2018 APD >
10033 Consumers Tester, John Assign Initial QS| 02/12/2018 APD »
10030 Consumers Thomas, Valerie Assign Initial QSI 02/08/2018 APD L4

<< First < Previous Retrieve 15 Recordsatatime Next> Last >>
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13.Hover over the arrow next to the Tickler called Assign Initial

QSI to click Reassign:

4 My Ticklers record(s) returned - now viewing 1 through 4

D Type Name

Tickler Name

Due Date

Fund Code

10029 Consumers Slater, Drew

Assign Initial QSI

02/08/2018

APD

10043 Consumers Smith, Marianne

Assign Initial QSI

03/26/2018

APD

10033 Consumers Tester, John

Assign Initial QS|

02/12/2018

APD

10030 Consumers Thomas, Valerie

Assign Initial QSI

02/08/2018

AFPD

<< First <Previous Retrieve 15 Recordsatatime Next> Last >>

14.1n the Reassign Tickler window, search for the appropriate
Assessor, click Search, and upon finding a match click on
the name. The Tickler will be reassigned to selected user
and will populate under the Tasks Panel on the Assessor's

My Dashboard. This Process is outlined in Chapter 8 | QSI

Assessment.

Search by Last Name: | Tiemey

ekl Eteleacll

114 MEMBERID __Worker |

213

15.The Clinical Workstream Lead returns to the Tickler queue

Tierney, Jacqueline

[

and locates the Complete Family Risk Factor tickler.
From the tickler flyout menu, select Reassign.

16.In the Reassign Tickler window, search for the appropriate
Assessor, click Search, and upon finding a match click on
the name. The Tickler will be reassigned to selected user
and will populate under the Tasks Panel on the Assessor's
My Dashboard. This Process is outlined in Chapter 8 | QSI

Assessment.
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Assigned to Waiting List Workstream Lead (Primary
Worker)

17.The Waiting List Workstream Lead will reassign the three
ticklers assigned when the Eligibility Determination Specialist
created the APD Eligible — Non Waiting List Division record
to the Waiting List Support Coordinator.

a. Complete Waiver Eligibility Worksheet

b. Complete Support Plan Short Form
c. Verify Mental Health Diagnosis

18.The Waiting List Workstream Lead will monitor his/her My
Dashboard for newly assigned ticklers. To do so log into
APD iConnect with Role = Region Waiting List Workstream

Lead.
" Role
Opj iCennect ,VYZ‘T;'DV:‘: ,‘lne:‘::;r Buck | My Dashboard | giqn out Region Waiting List Workstream Lead ~ @
File
Quick Search
| Consumers V]| | Lasthame M &3 ADVANCED SEARCH
MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS
19.Click My Dashboard > Ticklers.
20.A list of outstanding ticklers assigned to the Waiting List
Workstream Lead is displayed.
21.Locate the Complete Waiver Eligibility Worksheet tickler.
From the tickler flyout menu > select Reassign.
Op\j iConnect John Sheppard Ticklers
111262018 1:43 PM
File
Filters
Status j Equal To ﬂ New ﬂ ANDﬂ x
Status j +
O Apply Alert Days Before Due
[“Secarch | Reset |
346 Ticklers record(s) returned - now viewing 1 through 15
Assigned To Tickler Name Date Due Date Created - Date Completed Status
Buck, Jennifer Verify Mental Health Diagnosis D1/10/2019 1172612018 New v
Buck, Jennifer Complete Waiver Eligibility Worksheet 01/10/2019 11/26/2018 New 4
Buck, Jennifer Complete Support Plan Short Form D1/10/2018 1172612018 Ne Cancel
Buck, Jennifer Assign Initial QS| 112612018 11/26/2018 Ne Edit 4
»

Buck, Jennifer Notice of APD Eligibility/ineligibility 11/26/2018 11/21/2018 Ne RESSST"
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22.Search for and select the Waiting List Support Coordinator
name. The tickler is reassigned.

23.Return to the list of outstanding ticklers. Locate the
Complete Support Plan Short Form tickler. From the tickler
flyout menu > select Reassign. Search for and select the
Waiting List Support Coordinator name. The tickler is
reassigned.

24.Return to the list of outstanding ticklers. Locate the Verify
Mental Health Diagnosis tickler. From the tickler flyout menu
> select Reassign. Search for and select the Waiting List
Support Coordinator name. The tickler is reassigned.

25.The Waiting List Workstream Lead will also assign the
Waiting List Support Coordinator as the Primary Worker on
the consumer’s APD Division Record.

26.Navigate to the Division tab. Select the APD Eligible —
Non-Waiting List Division record.

John Sheppard Divisions

ofd iConnect
Last Updsted by jouck
3t 11/26/2018 1:18:45 PM
File Ticklers View Consumer Incident Word Merge
Sheppard, John (10106)
Diagnosis | Eiigibility| | Medications | Auths | Provider Documentation | Contacts | Consumer Module User
Demographics | Diwisions | Consumer Budgets | Programs | Provider Selections | SANS | Noles | Forms | Appointments | Plans | Waiting List | Payers
Filters
D\spns\tionﬂ Not Equal To ﬂ Closed j ANDﬂ x
Opana‘eﬂ GreaterThanﬂ ] ANDﬂ x

Division ﬂ +

2 Divisions record(s) returned - now viewing 1 through 2

Division Disposition Primary Worker Secondary Worker Open Date ~ Close Date LoS
FOR Forensic Open Buck, Jennifer 08i03/2018 115
APD APD Eligible - Non Waiing List  «if—— Reed, Monica Buck, Jennifer 0512302018 187

<<First <Previous Retrieve 15 |Recordsatatime Next>  Last>>

27.The Division details page displays. Update the following
fields:

a. Primary Worker: Search for and select the Waiting
List Support Coordinator as the Primary Worker on
the Division record.
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g John Sheppard Division
Om iCcnnect Last Updated by jbuck

at 11/26/2018 1:18:45 FM

File  Word Merge

| Division | Events

T Divison * APD
Disposition * \APD Eligible - Non Waiting List V\

Track Disposition Disposition Date 11eR018 |0

Open Date 051232018 |7
Data Entry Date 05/23/2018
Primary Worker * ==l Reed, Monica || Clear | Details
Secondary Worker Buck, Jennifer || Clear | Details
Application Received Date * oe/o1/2018 |
Interested in ICF/ID
Age Category at Time of Application *
Application Pended Due Date 08/01/2018 3
Eligibility Documentation Complete Date H

28.Click File >Save and Close Division.

29.The Waiting List Support Coordinator can use My
Dashboard to track his/her newly assigned cases.

30.To do so log into APD iConnect with Role = Region Waiting
List Workstream Lead.

Role

- Welcome, Jennifer Buck | My Dashboard Sign Out
Opd iConnect 112172018 10:15 AM g Region Waiting List Workstream Lead ~] @
File
Quick Search
| Consumers [v]| | Lestuame ~ &3 ADVANCED SEARCH
‘ MY DASHBOARD | CONSUMERS PROVIDERS ‘ INCIDENTS CLAIMS | SCHEDULER ‘ REFORTS

31.Select the My Dashboard tab.
32.Locate the Consumer > Division task pane.
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Quick Search

Consumers [l | Losthame | @) ) AnvanceD searcH
| My nASHBOARDl CONSUMERS ‘ PROVIDERS | INCIDENTS | CLAIMS ‘ SCHEDULER | UTILITIES REPORTS
CONSUMERS INCIDENTS PROVIDERS TASKS
| Division (~ ‘ Disposition ||Notss . | Links ‘
=l AFD Eligivle - Non Waiting List 1
Screening Priority v) | Ticklers : || My Management v ‘
APD Eligible - Waiver 1
APD Eligible — Wsiting List 1 | Status - ) | | Referrals - | | My Claims - ‘
APD Ineligible 1
e ; | My Incident Queue : | | My Files ‘
Forensic Open 1 B
| My Incident Ticklers ) | | My Dashboards

33.Select the APD Eligible — Non Waiting List status to
display a list of consumers with this Waiting List Workstream
Lead as the Primary Worker.

- 3 I ivisi
Oﬁj iConnect Welcome, Jennifer Buck | Division
11726/2018 1:14 PM
File
(/)-Filters
Disposition ﬂ Equal To ﬂ APD Eligible - Non ‘Waiting Llstj »\NDﬂ b3
Referral Date j +
1 Division record(s) returned - now viewing 1 through 1
Client Name . Fund Code Case No Referral Date Open Date Closed Date Disposition Date Gender | LOS Age Date of Birth Date Of Death
Sheppard, John APD 10106 05/23/2018 11/26/2018 Male 187 118.7 | 01/01/11900

<<First <Previous Relrieve 15 Recordsatafime Next= Last=>

34.The assigned Waiting List Support Coordinator will also
monitor his/her ticklers via My Dashboard.

a. Navigate to My Dashboard and click on Ticklers

A WellSky
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CONSUMERS

‘ Division ‘

‘ My Enroliments . ‘

‘ Provider Selections . ‘

Notes . ‘

‘ Alert Motes . ‘

‘ Ticklers . ‘

Ticklers 708

b. Use the multi variable search criteria to narrow the
results in the Tickler Queue. Then click Search:

Tip
When searching for a future Tickler, remember

to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

File

Filters
Last Name ﬂ Equal To ﬂ smith ANDﬂ x

Status j Equal To j New ﬂ AND ﬂ x
iComnect D |v| |+

["] Apply Alert Days Before Due

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

Chapter 3 | Eligibility Determination

35. Click to open the Tickler called Complete Waiver Eligibility

Worksheet.

36.The HCBS Waiver Eligibility Worksheet will open.

s WellS!

June 2023

Page 108

Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Complete Waiver Eligibility Worksheet 0312612018 05/10/2018 New Tierney, Jacqueline »
Smith, Marianne 10043 Complete Support Plan Short Form 031262018 05/10/2018 New Tieney, Jacqueline >
Smith, Marianne 10043 Complete Familly Risk Factor 0312612018 05/10/2018 New Tierney, Jacqueline »
Smith, Marianne 10043 Verify Mental Health Diagnosis 03/26/2018 05/10/2018 New Tierney, Jacqueline 4
<<First  <Previous Refrieve| {5 |Recordsatatime Next> Last>>
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a. Communicate with the Consumer as needed to
complete all relevant fields on the form. Keep the
form with Status = Draft to keep it editable.

b. Only when all fields are complete, in the Form header,
set Review = Initial, Division = APD and Status =
Complete.

37.Print the form for signature.

38.When finished, click File > Save and Close Form and File >
Close Workflow Wizard

File

Workflow Wizard Please Select Type: | HCBS Waiver Eligibility Worksheet
Complete Waiver Consumer Forms
Eligibility Worksheet . Review * Worker * Tierney, Jacqueline || Clear pEEY
Review Date * 03/26/2018 |4 Status * Draft v|
D APD Approved By
Approved Date %

HCBS WAIVER ELIGIBILITY WORKSHEET

Client First Name: Marianne
Client Last Name: Smith

*Social Security Number: XXX-XX-4005 Unmask

Region: 8 Clear |
Support Plan Effective Date: ]

39. After obtaining the necessary signatures, attach the signed
HCBS Waiver Eligibility Worksheet to the consumer’s record.
To do so, navigate to the consumer’s record and click on
Notes > File > Add Note:

a. Inthe new Note record, update the following fields:
i. Division = APD
ii. Note Type = Waiver Enrollment
iii. Note Subtype = Signed Waiver Eligibility
Worksheet

iv. Status = Complete
b. From the File menu > select Save and Close Notes.

40.Back in the Tickler Queue, click on the Tickler called
Complete Support Plan Short Form.

41.The Support Plan Short Form will open.
a. Complete all relevant fields
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b. Inthe Form header, set Review = Initial, Division =
APD and Status = Complete

42.When finished, click File > Save and Close Form and File >
Close Workflow Wizard

File

Workflow Wizard Please Select Type: | Support Plan Short Form
Complete Support Plan . Consumer Forms
Short Form Review * Worker * Tierney, Jacqueline | | Clear | Details
Review Date * 032612018 | Status © Draft v
Division * APD Approved By

Approved Date

L
SUPPORT PLAN - SHORT FORM

Consumer Name:
Last Name: Smith
First Name: Marianne

Middla Name-

45.Back in the tickler queue, select the tickler called Verify
Mental Health Diagnosis

46.A Message Tickler will open: Verify Mental Health Diagnosis
and confirm or create a diagnosis record in the Diagnosis tab

File

Workflow Wizard Verify Mental Health Diagnosis and confirm or create a diagnosis record in the Diagnosis tab.

Warksheat '

Complete Support Plan >
Short Form

Verify Mental Health l /

Diagnosis

47.From the tickler flyout menu, select View Consumer Record.
The Consumer record opens in a new window.

48.To confirm/add the Diagnosis record, click on the Diagnosis
tab.

a. In the list view, review the existing Diagnosis records
to confirm if the consumer’s diagnosis has an
affiliated record.

b. If it does not, select File > Add Diagnosis Detail.

= Well June 2023 Page 110



Case Management Module Chapter 3 | Eligibility Determination

c. Proceed to the Add the APD Eligible Diagnosis
section.

49.Return to the open tickler window. From the tickler flyout
menu > click Complete.

43.The Offer Letter will be mailed to the consumer. Proceed to
Chapter 5 | iBudget Offer Enrollment Letter.

44.The EZ iBudget calculator form will be completed for the
consumer. Proceed to Chapter 9 | EZ iBudget Calculator.

45.The Waiting List Support Coordinator will submit the
Enrollment request Note to the State Office only after
verifying Medicaid Eligibility, verifying completion and
consumer signature on the Waiver Eligibility Worksheet and
the algorithm amount from the EZ iBudget calculator form.

46.Navigate to the consumer’s Record and select the Notes
tab. From the File menu > click Add Note.

47.A new Consumer Note record opens. Update the following
fields:

a. Note Type = Waiver Enrollment
b. Note Subtype = Waiver Enroliment Request

c. Note = document that contact initiated with
Consumer. The user should indicate who should be
the primary worker on both the Division and Program
records, the WSC or a designated Region worker.

d. Route the Note to appropriate State Office Enrollment
Worker by clicking the Ellipsis button next to Add
Note Recipient. In the pop-up window, type in the
Worker's Last Name and click Search. In the Search
results, click on the matching Worker Name to route
the note to that recipient.

e. Status = Pending

= Well June 2023 Page 111



Case Management Module Chapter 3 | Eligibility Determination

MNotes Details
Division *
Note By * [Regional, Jim v|
Note Date * 03ro2018 |
Note Type * | Waiver Enrollment A4 r
Note Sub-Type | Waiver Enrollment Request i |
Description
3.27 - Contact initiated with| customner
Note
Status * —
Date Completed

O Key Point

Remember to save the Note in Pending Status
so that the recipient can update the Note and
route it back to the sender

48.When finished, click File > Save and Close Notes.

49.The State Office Enrollment Worker will monitor their My
Dashboard for Note records related to Waiver Enroliment
request.

50.To do so, log into APD iConnect and set Role = State Office
Enrollment. Click Go.

Role
N _ Welcome, Worker State = My Harmony = ;
Opd iConnedct 3/29/2018 1:27 PM Sian Out " 5yaie office Enrolment

Fie /

Quick Search

| Gonsumers [v] | Lastttame ™| ADVANCED SEARCH

51.0n the My Dashboard, find the Consumers Section and
Scroll down to the Notes Panel. Click on the Pending link to
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open a queue of Notes with Status = Pending. The State
Office can mark the status as Complete if the request is
complete or keep the status as Pending if issues exist to
allow for the back and forth of this note.

52.In the Notes Queue, open the Note record with Note Type =
Waiver Enroliment and Note Subtype = Waiver Enroliment
Request. Review the contents of the Note and then click File
> Close Notes.

53.Navigate consumer’s record and click on the Divisions tab.
In the Divisions List View Grid, open the consumer’'s APD
Division record:

Smith, Marianne (10043)

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

Demographics | Divisions  Consumer Budgels ns | SANS = Noles = Forms | Appaintments | Plans | Wailing List | Payers
Filters

Oispostion|v|  NotEqual To  [w|  Closed

Open Date [w| |Greater Than j ]
Division ad +
[ Scaron | Resel |
2 Divisions record(s) returned - now viewing 1 through 2
Division Disposition Primery Worker Secondary Worker Open Date « Glose Date Los

FOR Tracking Tiemey, Jacqueline 05022018 35
APD APD Eligible - WLSG Assigned J,K 04/0412018 &3
<< Firsi

54.In the APD Division record, update the following fields:

a. Primary Worker = Waiver Support Coordinator (or
designated regional worker if the Consumer has not
yet selected a WSC)

. Secondary Worker = Waiver Workstream Lead
c. Disposition = APD Eligible - Waiver

55.When finished, click File > Save and Close Division

File Word Merge

| Division | Events

Events Divison \ APD
Disposition * APD Eligible - Waiver hd

Track Disposition ~ . -
Disposition Date 03/29/2018 ﬂ
Open Date 03212018 |
Data Entry Date 032112018
Primary Worker * Reed, Monica | Clear | Details
Secondary Worker WaiverWSL, Stanley [ - | Clear | Details
Application R{“gjved Date * 032112018 |
Interested in ICF/ID
Age Category at Time of Application = 6 and Above v
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56.Upon saving the APD Division record with Disposition = APD
Eligible - Waiver, a Workflow Wizard triggers with the
following Tickler:

a. Enroll in APD waiver - Assigned to the State Office
Worker, Due Immediately

57.Select the tickler to open. A message tickler displays:
Create/Update the APD waiver Program Record with
Disposition = Enrolled.

58.Hover over the arrow next to the Tickler called Enroll in APD
waiver to and click View consumer’s Record:

File

Workflow Wizard

Enroll in APD Waiver
| [Sspen

Cancel
Edit
Reassign

—ei»- \fiew Consumers Record

59.The consumer record opens in a new window.

60. Select File > Add Program. The Program details page
opens. Update the following fields:

a. Program = APD waiver
b. Disposition = Enrolled
c. Enroliment Type = Waiting List to Waiver

NOTE: The Enrolment type can vary depending on
the type of enrollment: Crisis, ICF/IDD, etc.

d. Primary Worker on the Division tab = Waiver Support
Coordinator

e. Program Begin Date = update as appropriate

61.When finished, click File > Save and Close Program.
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Division * APD

Worker State, Worker [ - | Clear | Details
Referral Date 03012018  |F

Create Date * 03292018  |E

Program * |AF’D Waiver v| Details

Disposition * |Enrolled v|

Disposition Date * 03292018 |E

Enrollment Type |Waiting List to Waiver v|

Primary Worker * Reed, Monica [ | Clear | Details
Program Begin Date * 03292018  |E

Expected Deactivated Date E]

62.Return to the Open Workflow Wizard window. From the
tickler flyout menu select Complete.

63. Upon saving the Program record, a Workflow Wizard triggers
with six Ticklers assigned to the Waiver Support Coordinator
and will be outlined in the section on Cost Plans. and
Support Plan

a. Initiate Cost Plan - Assigned to WSC, Due
Immediately

b. Complete Person-Centered Support Plan - Assigned
to WSC, Due Immediately

c. Complete Amount Implementation Meeting - Assigned
to WSC, Due Immediately

d. Upload Support Planning Collateral Documents to
Note - Assigned to WSC, Due Immediately

e. Complete Cost Plan - Assigned to WSC, Due in 45
Days

f. Eligibility Worksheet Reminder - Assigned to WSC,
Due in 45 Days

Applicant Deemed APD Ineligible
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1. If the Applicant has been deemed ineligible to receive APD
benefits, the Eligibility Determination Specialist will navigate
to the consumer’s record and click on the Divisions tab and
open the APD Division record.

MYDASHBOARD| CONSUMERS l PROVIDERS | INCIDENTS ‘ CLAIMS ‘ SCHEDULER ‘ UTILITIES ‘ REPORTS

Smith, Marianne (10043)

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

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

Filters:

Disposifion w|  NotEqualTo  [v|  Closed v ano[v| x
Open Date j Greater Than j ac AND ﬂ x
Division ﬂ +
1 Divisions record(s) returned - now viewing 1 through 1
[ T Division | Disposition / [ Primary Worker [ Secondary Worker [ Open Date + [ Close Date [ Los |1
| Jaro | APD Eligible - Non Waiting List  * | Tiemey. Jacaueline | Tiemey, Jacqueline 0312112018 | s [ ]

2. Update the following fields:
a. Disposition = APD Ineligible

NOTE: APD Ineligible will keep the APD iConnect
record in an open state, in case the consumer needs
to invoke Due Process.

3. When finished, click File > Save and Close Division
File  Word Merge

‘ Division ‘ Events

Events Divison APD
Disposition = APD Ineligible W

Track Disposition =
Disposition Date 0312612018 |
Open Date 031212018 |
Data Entry Date 03/21/2018
Primary Worker * Tierney, Jacqueline [ | Clear | Details
Secondary Worker Tier;l!;y, Jacqueline | Clear | Details
Application Received Date * 03/21/2018 ]

Interested in ICF/IID
Age Category at Time of Application *

Application Pended Due Date 03/30/2018 1]
Eligibility Documentation Complete Date 1]
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4. Upon saving the APD Division record with Disposition = APD
Ineligible, a Workflow Wizard will trigger with the following
Ticklers:

a. Notice of APD Eligibility/Ineligibility — Assigned to
Eligibility Determination Specialist, Due Within 5
Business Days

b. Verify if Request to Exercise Due Process was
Received — Assigned to Eligibility Determination
Specialist, Due 35 Days after Disposition Date. This
tickler will not trigger immediately because it's not due
now. It will be visible via My Dashboard.

5. The Eligibility Determination Specialist will be able to access
the Ticklers assigned to them via the Tasks Panel on the My
Dashboard:

6. To do so, navigate to the My Dashboard and click on
Ticklers.

7. Use the multi variable search criteria to narrow the results in
the Tickler Queue. Then click Search:

Tip

When searching for a future Tickler, remember
to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

8. Locate the tickler called Notice of APD Eligibility/Ineligibility
and click to Open.
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File

Workflow Wizard

Notice of APD
Eligbility/Ineligbility

Chapter 3 | Eligibility Determination

Open
Cancel
Edit
Reassign
Complete

View Consumers Record

9. The Notice of APD Eligibility/Ineligibility — MEGA Notice
letter will open in Word Merge preview mode. Click Open
Document to edit it in Microsoft Word. Print and mail it to the

Consumer:

File

Generate Merge Document

Click the "Open Document” button to A

open the Merge Document for editing

[

Save to Note

If no changes have been made to the
Merge Document, click "Save to
Note". The current word merge
template will be uploaded to a note
record with the merge fields
populated

Upload and Save to Note

If changes were made to the Merge
Document, click "Upload and Save to
Note" to select the saved file and

upload that document to a note record.

Don't forget to delete the saved

document after you have attached it to 7

tha natn rasard

Preview (read-only)
This is a preview of your merge document and is not editable.

Use this form letter when you are approving or denying eligibility for services unde
Chapter 393, F.S. (for both APD and Waiver services). If the applicant is determine
eligible for APD services and presumed eligible for the waiver, delete the wor
“Ineligibility” in the title of the notice and vice versa. Choose all options that apply an
delete the others. If a face-to-face was already completed at the time of drafting thi
Inotice and the waiting list category assignment is known, select options #1 and #4, an
insert the waiting list category number in o@fcn #4. If the applicant is eligible but there’
Inot enough information to assign a Waiting List category, select options #1 and #5, an
insert the telephone number of the regionalffield office where the applicant can call t
lschedule a QS| assessment. If the person does not meet the definition of domicile a
stated in s. 393.063(12), F.S., and/or the person is not a resident alien only selec
loption #7, insert the reason for not being determined to be domiciled and delete all

lother ontions. If there’s no collateral information to prove the existence of a DD prior t

10. Save the updated letter to your computer. Back in APD
iConnect, click Upload and Save to Note. In the new Note
Record, update the following fields:

a. Division = APD
b. Note Type = Application/Eligibility
c. Status = Complete

11.When finished, click File > Save and Close Note

s Well
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12.Thirty-five days after the user updated the consumer’s
Division Disposition = APD Ineligible, a Tickler will be due
prompting the Eligibility Determination Specialist to Close the
APD Division record if Due Process was not exercised. If
Due Process was exercised, the user can cancel the Tickler.

13.To access the remaining Tickler, navigate to the My
Dashboard tab and click on Ticklers.
File

1 Ticklers Due record(s) returned - now viewing 1 through 1
Worker Number Of Ticklers Due
131

Tierney, Jacqueline

<<First <Previous Refrieve 15 Recordsatatfime Next> Last>>

14.Use the multi variable search criteria to narrow the results in
the Tickler Queue. Then click Search:

Tip

When searching for a future Tickler, remember
to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

File %
Filters
Status j Equal To ﬂ New ﬂ AND j x
Last Name j Equal To ﬂ smith AND j x

iConnect ID j +

] Apply Alert Days Before Due

1 Ticklers record(s) returned - now viewing 1 through 1

Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To

Smith, Marianne 10043 Verify if request to exercise Due Process received 03/26/2018 04/30/2018 New Tierney, Jacqueline 4

<<First <Previous Retrieve {15 Recordsatatime Next> Last>>

15.Click on the Tickler called Verify if Request to Exercise Due
Process Received to open it. A Message Tickler will open —
Verify in the Notes tab if a Note record with Note Type = Due
Process and Note Subtype = Hearing Requested Notification
has been recorded for this Consumer. If not, proceed to
Case Closure:
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Message from webpage *

Verify in the Motes tab if a note record with a Note Type of
! “Due Process” and a Subtype of "Hearing Requested
Motification™ has been recorded for this consumer, If not,

proceed to Case Closure,
te Due
fioDue | ¢
| 0/2018

Next =

g 1 through 1

1'|ch

Verify if request to exercise Ij

o]

<< First < Previous Retrieve 15 | Records at a jfne Last >>

16.To verify if the Consumer has a Due Process Note record,
navigate the consumer’s record and click on the Notes tab:

MYDASHBOARD| CONSUMERS l PROVIDERS | INCIDENTS ‘ CLAIMS ‘ SCHEDULER ‘ UTILITIES ‘ REPORTS

Smith, Marianne (10043)

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

Demographics | Divisions = Consumer Budgets | Programs | Provider Selections | Notes  Forms = Appointments = Plans | Waiting List = Payers | Legal
Filters
Note Date ﬂ -+

| Search J " Reset'|
6 Notes record(s) returned - now viewing 1 through 6

Note Date Note By Note Type Note Sub-Type Description Status Date Completed Attachment
03/23/2018 Tierney, Jacqueline Other Word Merge Template Pending Yes
03/23/2018 Tierney, Jacqueline Annual Status Review Form Sent Word Merge Template Complete 03/23/2018 Yes
03/23/2018 Tierney, Jacqueline Application/Eligibility Word Merge Template GComplete 03/23/2018 Yes
03/23/2018 Tierney, Jacqueline Application/Eligibility Additional Evaluations I'm Not Interested 03/23/2018 No
03/22/2018 Tierney, Jacqueline Application/Eligibility Professional Review Complete I'm Not Interested 03/22/2018 No
03/22/2018 Tierney, Jacqueline Application/Eligibility Application Acknowledgement Letter Word Merge Template Complete 03/22/2018 Yes

<< First

< Previous Retrieve | {5 Recordsatatime Next>

Last >>

17.In the queue of existing Consumer Notes, verify if the
appropriate Note record exists (Note Type = Due Process
and Note Subtype = Hearing Requested Notification).

a. If the Due Process Note Does EXxist, this tickler can be
cancelled. To do so, hover over the arrow next to the
Tickler and click Cancel. Proceed to the Due
Process section.

sl WellSky

b. If Due Process was not exercised and the Due
Process Note does not exist, close the case. Navigate
to the consumer’s APD Division record. Update the
following fields:

Disposition = Closed
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c. Click File > Save and Close Division

18. A pop-up window will open with the following message:
Authorizations for the consumer will be terminated and all
current Ticklers will be marked as Cancelled. New Ticklers
can be added, if necessary. Click OK to continue or Cancel
to return to the detail page. Click OK.

Authorizations for the consumer will be terminated and all

current Ticklers will be marked as Cancelled. New Ticklers can
be added, if necessary. Click "QK" to continue or "Cancel” to
return back to the detail page.

A WellSky
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Chapter 4 | Waiting List

Introduction

After a Consumer is determined to be APD Eligible and is
placed on the Waiting List with Status = New, the assigned
Waiting List Support Coordinator will review the consumer’s
record to determine the appropriate Waiting List Category
(Category 1-6 recording on the Waiting List detail record).
After determining the consumer’s Waiting List Category, the
Waiting List Support Coordinator will obtain approval for their
decision from the Region Operations Manager (ROM). The
ROM will either approve the consumer’s Waiting List
Category or recommend a different Waiting List Category.
The Waiting List Support Coordinator will the update the
consumer’s Waiting List detail record accordingly.

Placement on the Waiting List

1. The WLSC will begin by logging into APD iConnect and
setting Role = Region Waiting List Workstream Worker. Click

. Marianne Smith Waiting List Role
O‘j “ OCNMNed i Last Updated by jtiemey Slgn Out Region Waiting List Workstream Worker ﬂ han‘
at 3/26/2018 11:12:43 AM
File Ticklers  View Consumer Incident ~ Word Merge
Consumers [v]| | Lastname (v w ADVANCED SEARCH

MY HARMONY CONSUMERS PROVIDERS INCIDENTS GLAIMS SCHEDULER REPORTS

2. The Waiting List Support Coordinator (WLSC) will monitor
the Division Panel on their My Dashboard for new records
flagged as APD Eligible — WLSC Assigned. The WLSC will
manage these Consumers:
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od iCennect
File

Quick Search

MY DASHBOARD ‘ CONE

CONSUMERS

‘ Division ‘ |

AFD Eligible - WLSC Assigned 2

APD Ineligible 1
Application Review 2
Forensic to Crisis Transition 1
Open 1

3. Click into the APD Eligible — WLSC Assigned link to view
the queue of Consumers who were just added to the Waiting

List
File
-Filters:
Disposition ﬂ Equal To ﬂ APD Eligible - WLSC AsswgnedE a\NDﬂ x

Referral Date ﬂ -+

il Bl
2 Division record(s) returned - now viewing 1 through 2
Client Name Fund Code Case No Referral Date Open Date Closed Date Disposition Date Gender LOS Age Date of Birth Date Of Death
Patrick, Lucy APD 10018 1112772017 11/20/2017 Female 220 17.4 | O7/01/2000
Sample, Enrollee APD 10131 06/25/2013 07/05/2018 Male 10 147 | 09/26/2003

<<First <Previous Refrieve {5 |Recordsatatime Next>  Last=>

4. Click to open the relevant consumer’s record. When the
consumer’s record opens, click on the Waiting List tab. By
default, all Consumers will be assigned to Waiting List
Category = New
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File  Ticklers  View Consumer Incident ~ Word Merge

Smith, Marianne (10043)
Diagnosis | Eligibility = Medications | Auths = Provider Documentafion | Contacts = Consumer Module User

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

Filters
Waiting List Category j + /
ekl I
1 Waiting List record(s) returned - now viewing 1 through 1
Waiting List Status ‘Waiting List Category Waiting List Category Date Days On WaitList Reason For Removal
New 03/23/2018 3

<<First <Previous Refrieve 15 |Recordsatatime Next> Last>>

5. Review the consumer’s Forms and any additional collateral
documentation to determine the consumer’s Waiting List
Category (1-6) via Forms and Notes

Waiting List Category 3 or 4

1. Upon deciding that the Consumer should be in Waiting List
Category 3 or 4, send an Approval Request note to the
Region Operations Manager. To do so, navigate to the
consumer’s record and click on Notes > File > Add Note:

2. In the new Note record, update the following fields:
a. Division = APD

Note Type = Waiting List Category

Note Subtype = Cat. 3 or 4-Approval Request

Note = Write details of approval request

Status = Pending

In the new Note record, attach any supporting
documentation by clicking Add Attachment >
Browse > select the correct document and click
Upload

g. Route the new Note record to the Region Operations
Manager by clicking the Ellipsis button next to Add
Note Recipient

-0 o000

3. When finished, click File > Save and Close Note
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Tip

By setting the Note Status = Pending, the Note
recipient will be able to open and edit the Note
via their My Dashboard

File  Tools
Motes Details

Division *

Mote By * WLCoordinator, Sue W

Mote Date * ozazots |

Program/Provider

Note Type * [Waiting List Category wf

Note Sub-Type [Cat. 3 or 4-Approval Request v|

Description

Plzase approve the Waiting List Category 2 decision for this Consumer

Note

Status R

Date Completed

Attachments

Add Attachment

Document Description Category Action
There are no attachments to display

Mote Recipients l

Add Mote Recipiznt | - | Clear |

Mame Date ent Date Read Status Date Signed

3/268/2018 Unread Remave

Tiemneay, Jacgueline

4. Log into APD iConnect and set your Role = ROM/Deputy
ROM. Click Go:

Op\j iConnect 3/26/2018 2:27 PM

File

Welcome, Jacqueline Tierney = My Harmony Sign Out =D
ROM/Deputy ROM

Quick Search
Consumers [v] | LastName ~ ADVANCED SEARCH

5. The Region Operations Manager will monitor the Notes
Panel on their My Dashboard for any new Notes flagged as

s Well
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Pending. Click into the Pending link to view the queue of
unread Consumer Notes:

Notes
Draft 1
I'm Not Interested 1
Pending dm=—""" 1

6. In the Notes Queue, click on the appropriate Note record
with Note Type = Waiting List Category and Note Subtype =
Cat. 3 or 4 Approval Request:

File

Filters
Status ﬂ Egual To ﬂ Pending ﬂ ANDﬂ x

iConnect ID j +

1 Notes record(s) returned - now viewing 1 through 1 %
iConnect ID Consumer o Note Type Note Sub Type Note Date Subject Author

10043 Smith, Marianne Waiting List Category Cat. 3 or 4-Approval Request 03/26/2018 WLCeordinator, Sue

<<First <Previous Refrieve {15 Recordsatatime Next> Last>>

7. Review the contents of the Cat. 3 or 4 Approval Request
Note record and then navigate to the consumer’s record and
click Forms to view any supporting documentation

8. After reviewing the consumer’s record, the Region
Operations Manager will approve or disapprove the Cat. 3 or
4 Approval Request.

a. To do so, navigate to the Notes tab and open the
Note record that contains the original approval
request

b. Update the Note with the approval or disapproval and
indicate the correct Waiting List Category (if
applicable) and by clicking Append.

c. Set Status = Pending

d. Route the Note record back to the correct State Office
Worker clicking the Ellipsis button next to Add Note
Recipient

e. When finished, click File > Save and Close Note
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Motes Details

Division * [4PD V|

Mote By * WLCeordinator, Sue

Mote Date * oazezos |1

Program/Provider bt |

Mote Type * Waiting List Category v

Mote Sub-Type [Cat. 3 or 4&-Approval Request v

Description
O W26/2018 at 2:24 PM, Sue WiLCoordinator wrote: Please approve
the Waiting List Category 3 decision for this Consumer

Note New Text

e Tex!
3728/18 - ROM - Approval Granted

-~

9. The State Office Worker will monitor the Notes Panel on
their My Dashboard for any new Notes flagged as Pending
to access the Waiting List Category approval/disapproval

10.0n the Notes Panel, click into the Pending link to view the
gueue of unread Consumer Notes

11.In the Notes Queue, click on the appropriate Note record
with Note Type = Waiting List Category and Note Subtype =
Cat. 3 or 4 Approval Request:

Filters:

Status j Equal To ﬂ Complete ﬂ ANDﬂ x

iConnect ID j +

6 Notes record(s) returned - now viewing 1 through 6
iConnect ID Consumer . Note Type Note Sub Type Note Date Subject Author Status
10010 Doe, Jim ICF ICF Response-Accepted 11/25/2017 ICF Accept Admission, Central Complete
10010 Doe, Jim ICF ICF Response-Admitted 11/%‘“"})17 Admission into ICF Admission, Central Complete
10010 Doe, Jim ICF Admission Process Completed 11/25/2017 ICF Process Complete Admission, Central Complete
10016 Patrick, Lucy Waiver Enrollment CBC to Waiver 11/30/2017 CBC to Waiver Note WLSuper, Robert Complete
10017 Sample, Thomas Qsl QS| Status Complete 11/28/2017 QS| Status Complete with Consumer Thomas, Valerie Complete
10043 Smith, Marianne Waiting List Category Cat. 3 or 4-Approval Request 03/26/2018 WLCoordinator, Sue Complete

/ <<First <Previous Retrieve 45 Recordsatatime Next> Last>>

12.1n the Note record, view the Region Operations Manager's
Waiting List Category approval/disapproval.
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13.Update the consumer’s Waiting List record as appropriate
14.1f no category change is needed, update the consumer’s
Waiting List record as follows:
a. Navigate to the consumer’s record and click on the
Waiting List tab > open the appropriate Waiting List
record

MY HARMONY CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

Smith, Marianne (10043)

Diagnosis | Eligibiliy | Medications | Auths | Provider Documentation | Contacts | Consumer Module User

Demographics | Divisions Programs | Provider Selections | Notes | Forms | Appointments | Plans | WaitingList = Payers | Legal Issues
Filters
Waiting List Category ~ |v| | + I
i e
1 Waiting List record(s) returned - now viewing 1 through 1
Waiting List Status Waiting List Category Waiting List Category Date Days On WaitList Reason For Removal
New 0372372018 3 @

<<First <Previous Refrieve| 15 |Recordsatatime Next> Last>>

b. Update Waiting List Status = Waiting
c. Update Waiting List Status Date as appropriate

15.When finished, click File > Save Waiting List and File >
Close Waiting List

16.If a category change is necessary, update the consumer’s
Waiting List Category as appropriate:
a. Navigate to the consumer’s record and click on the
Waiting List tab:

MY HARMONY CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

Smith, Marianne (10043)

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

Demographics Divisions Programs Provider Selections Notes Forms = Appointments Plans = Waiting List  Payers Legal Issues

Filters
Waiting List Category j + I

e s
1 Waiting List record(s) returned - now viewing 1 through 1
Waiting List Status Waiting List Category Waiting List Category Date Days On WaitList
New 03/23/2018 3

<< First <Previous Retrieve| 15 Recordsatatime Next> Last>>

b. On the Waiting List page, click to open the
consumer’s Waiting List record.
I. Update Waiting List Category = appropriate
Category
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File Word Merge

Waiting List Waiting List
Notes Waiting List Category /
Waiting List Category Date 03/23/2018
Waiting List Status |2 - Waiting v
Waiting List Status Date 03/26/2018 -_]
Date Placed on Waiting List 03/23/2018
Days on Waiting List 3

Reason for Closure

Closure Date -_]

c. Click File > Save Waiting List and then File > Close
Waiting List

17.Upon changing the Waiting List Status, a Workflow Wizard
triggered two ticklers

a. Send the Notice of Decision for Change in Waiting list
Category, Assigned to the Waiting List Support
Coordinator, due immediately. The Waiting List
Support Coordinator will reassign this tickler to the
applicable Region Worker.

b. Notify the Region Office of the Category change,
Assigned to Waiting List Support Coordinator, Due
immediately

18.Return to the = Waiting List Category Note record. Click
Append to indicate the change that was made to the
consumer’s Waiting List record

19.Route the Note record back to the correct WLSC clicking the
Ellipsis button next to Add Note Recipient

20.When finished, click File > Save and Close Note

Tip
By setting the Note Status = Complete, the

Note recipient will be able to open and view but
NOT edit the contents of the Note record
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Annual Status Review — Waiting List

When the Division record was saved with Disposition = APD
Eligible — WLSC Assigned, a Workflow Wizard triggered a tickler
for the Primary Worker to Send the Annual Review Form to the
Consumer, due in 365 days.

Once this form is sent and saved to a Note, a second Workflow
Wizard will trigger a tickler for the Primary worker again due 365

days after the initial form was sent so the annual review
reminder continues if the consumer is on the waiting list.

3. To begin, log into APD iConnect and set Role = Waiting List
Workstream Worker. Click Go.

4. Navigate to My Dashboard > Consumers > Tickler. Open the
Tickler queue. Click to open the Tickler called Send Annual
Status Review Form to Customer.

5. The Annual Status Review Form will open in preview mode.
Click Open Document to edit the contents of the letter in

Microsoft Word

File

Preview (read-only)
This is a preview of your merge document and is not editable.

Generate Merge Document
Click the "Open Document” button to open
the Merge Document for editing

Save to Note

If no changes have been made to the Merge
Document, click "Save to Note". The current
word merge template will be uploaded to a
note record with the merge fields populated

Rick Scott
Governor
Upload and Save to Note L
If changes were made to the Merge Barbara Palmer
Document, click "Upload and Save to Note”
10 select the saved file and upload that Director
document to a note record. Don't forget to 11
delete the saved document after you have .
attached it to the note record Northwest Region
O i

4030 Fsnlanade

oo

agency for persons with disabilities
State of Florida

Client Name,
c/o Legal Representative Name (or parent if minor child)

As you know, you are currently on the waitlist for the Developmental
Disabilities iBudget Waiver program with the Agency for Persons with
Disabilities (APD). We want to learn about your current situation, as well
as provide an update on your waitlist status. The information you provide
will help us better understand your needs, so that we can serve you
better.

Please call 1-XXX-XXX-XXXX OR complete and return the enclosed Annual

6. Save the document to your computer

7. Print and mail the letter to the Consumer
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8. Back in the Word Merge preview screen, click Upload and
Save to Note to attach a copy of the updated letter to a new
Consumer Note record

9. In the new Note record, update the following fields:
a. Division = APD
b. Note Type = Annual Status Review Form Sent
c. Status = Complete

10.When finished, click File > Save and Close Notes

File Tools Reports

| Notes | Notes Details
Division *
Note By * Tierney, Jacqueline
Note Date * 0332018 |
Program/Provider
Note Type * |Annua| Status Review Form Sent Vr
Note Sub-Type [}
Description ‘Word Merge Template
Note New Text
Status * v
Date Completed 0372372018

11.Saving the Note with Note Type = Annual Status Review Form
Sent and Status = Complete triggers a Workflow Wizard for the
Waiting List Support Coordinator with two ticklers:

a. Annual Status Review Receipt Confirmation
b. Annual Status Review 365 Day Reminder
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Annual Status Review Receipt Confirmation

1. When the Waiting List Support Coordinator saved the Note with
Note Type = Annual Status Review Form Sent and Status =
Complete a Workflow Wizard triggered the Annual Status
Review Receipt Confirmation tickler, due 45 days from when the
Review form was sent to the Consumer.

2. The Waiting List Support Coordinator will monitor his/her Tickler
queue.

3. To do so, navigate to the My Dashboard, find the consumer’s
section and scroll down to the Ticklers Panel. Click on the linked
number of outstanding Ticklers, uncheck the Alert Days before
Due checkbox, and use the multi variable search criteria to
narrow the results by Consumer Name. Then click Search.

MNotes

Draft 1

I'm Mot Interested 1
Alert Notes

Unread Alert Notes 0
Ticklers

Ticklers — 10

Plans
Approved 1
Draft 1

4. In the search results, find the Annual Status Review Receipt
Confirmation Tickler and click to open it:

File
Filters

Status |v| EalTo M Nen | ANDv| x

Lasthame  [v| EqualTo [V smitn ANDv| %

iConnect ID ﬂ +

] Apply Alert Days Before Due

2 Ticklers record(s) returned - now viewing 1 through 2 %

Consumer Name iConnect ID Tickler Name Date Created Date Due «. Date Completed Status Assigned To
Smith, Marianne 10043 Annual Status Review Receipt Confirmation 0312372018 050772018 New Tiemey, Jacqueline
Smith, Marianne 10043 Annual Status Review 365 Day Reminder 0312312018 0312372019 New Tieney, Jacqueline

<<First  <Previous Retrieve| 15 |Recordsatatime Next>  Last>>
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5. A Message Tickler will appear that says Review record to
determine if Annual Status Review form has been received. If
received, confirm/document consumer’s responses in the form
in the Forms tab. If it has not been received, proceed with Case
Closure and cancel 365-day reminder Tickler.

File
Filters
Last Name ﬂ Equal To ﬂ smith anp|v| | x
Status ﬂ Equal To ﬂ New ﬂ anD|v| | x
iConnect ID ﬂ +
] Apply Alert Days Before Due Message from webpage X
Review record to determine if Annual SS:US Review form has
! been received. If received, confirm/doclasnent consumers
responses in the form in the Forms tab. If it has not been
2 Ticklers record(s) returned - now viewing 1 through 2 received proceed with Case Closure and cancel 365 Day
b Reminder tickler.
Consumer Name iConnect ID Ti
Smith, Marianne 10043 Annual Status Review Re|
Smith, Marianne 10043 Annual Status Review 36 i

<< First

< Previous Retrieve | 15 |Records atatime Next>

Last >>

6. If the form has been received, navigate to the consumer’s
record and click on the Forms tab via File > Add Forms.

a. Inthe Please Select Type field, select the Annual Status

Report Form

b. Complete all relevant fields. Set Status = Complete and

Review = Annual

7. When finished, click File > Save and Close Forms
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File

Please Select Type: [Annual Status Report v

Consumer Forms

Review * Worker © Tiemey, Jacqueline .| Clear BEEIS
Review Date * 03232018 | Status * [Complete v]

Division * Program

Approved By Tiemney, Jacqueline Details Approved Date 03/23/2018

ANNUAL STATUS REPORT
Respite Care Adult Day Training
1. Are you or your family currently receiving any Supported Employr:nent )
services related to your developmental disability? This (Consumable Supplies (e.g. diapers)
may include services funded by Medicaid, school- Behavioral Therapy
based services, or other sources. Please selectall that  |Other
apply:

Respite Care
Consumable Supplies (e.g. diapers)

Supported Employment

BORESNRE -

. . _ Adult Day Training
g.m\l:h?at services do you or your family need at this Behavioral Therapy
Other
3. Is the APD client currently employed?

8. Back in the Tickler Queue, hover over the arrow next to the
Tickler to click Complete. This will remove the Tickler from the
user’s Tickler Queue

File

Filters
Last Name j Equal To ﬂ =smith ANDj x

Status ﬂ Equal To ﬂ New ﬂ AND ﬂ x
iConnect ID ﬂ +

O Apply Alert Days Before Due

kel Bbasell
2 Ticklers record(s) returned - now viewing 1 through 2
Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Annual Status Review Receipt Confirmation 0372312018 05/07/2018 New | E ) . L
ancel
Smith, Marianne 10043 Annual Status Review 365 Day Reminder J}m 032312018 03/23/2019 New 4
S Edit
=<First  =Previous Refrieve 45 Recordsatatime Mext= Last==
Reassign

Complete
/ View Consumers Record
Annual Status Review — Year 2 +

1. When the Waiting List Support Coordinator saved the Note with
Note Type = Annual Status Review Form Sent and Status =
Complete a Workflow Wizard triggered the Annual Status
Review 365 Day Reminder tickler, due 365 days from when the
last Annual Review Form was sent.

2. The Waiting List Support Coordinator will monitor his/her Tickler
queue.
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3. To do so, navigate to My Dashboard, find the consumer’s
section and scroll down to the Ticklers Panel. Click on the linked
number of outstanding Ticklers, uncheck the Alert Days before
Due checkbox, and use the multi variable search criteria to
narrow the results by Consumer Name. Then click Search.

‘ Notes ‘
Draift 1
I'm Mot Interested 1

‘ Alert Notes ‘
Unread Alert Motes 0

‘ Ticklers ‘

Ticklers —— |10

‘ Plans ‘
Approved 1
Draft 1

4. In the search results, find the Annual Status Review 365 Day
Reminder tickler and click to open it.

Filters:
LestName  |v| EqualTo v| | smitn AND | [ x

Status ﬂ Equal To j New ﬂ AND ﬂ b3
iConnect ID ﬂ +

O Apply Alert Days Before Due

1 Ticklers record(s) returned - now viewing 1 through 1

[ | ConsumerName | iComnectlD | Tickler Name v | Datecreated | DateDue | Date Completed | Status | Assigned To ]
|| smith, Marianne [ 10043 | Annual Status Review 365 Day Reminder | 032312018 031232019 | | New | Tiemey, Jacqueline [+

==<First <Previous Refrieve 15 Recordsatatime Next=  Last>>

5. The Annual Status Review Form will open in preview mode.
Click Open Document to edit the contents of the letter in
Microsoft Word
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File

Generate Merge Document
Click the "Open Document” button to epen
the Merge Document for editing.

Save to Note

If no changes have been made to the Merge
Document, click "Save to Note". The current
word merge template will be uploaded to a
note record with the merge fields populated

Upload and Save to Note
If changes were made to the Merge
Document, click "Upload and Save to Note”
to select the saved file and upload that
document to a note record. Don't forget to
delete the saved document after you have
attached it to the note record.

Preview (read-only)
This is a preview of your merge document and is not editable.

p—— opd
\ agency for persons with disabilities

State of Florida

O
Client Name,
¢/o Legal Representative Name (or parent if minor child)
Rick Scott
Governor As you know, you are currently on the waitlist for the Developmental
am Disabilities iBudget Waiver program with the Agency for Persons with

Disabilities (APD). We want to learn about your current situation, as well
as provide an update on your waitlist status. The information you provide

Barbara Palmer

Director
m will help us better understand your needs, so that we can serve you
better.
Northwest Region
[ 1]

Please call 1-XXX-XXX-XXXX OR complete and return the enclosed Annual
4030 Fsnlanade

6. Save the document to your computer

7. Print and mail the letter to the Consumer

8. Back in the Word Merge preview screen, click Upload and
Save to Note to attach a copy of the updated letter to a new
Consumer Note record

9. In the new Note record, update the following fields:
a. Division = APD
b. Note Type = Annual Status Review Form Sent
c. Status = Complete

10.When finished, click File > Save and Close Notes
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File Tools Reports

Notes Notes Details
- Division *
Note By *
Note Date *
Program/Provider
Note Type *
Note Sub-Type

Description

Note

Status *

Date Completed

Chapter 4 | Waiting List

Tierney, Jacqueline

0323018 |3

|Annua| Status Review Form Sent Vr

[

‘Word Merge Template

New Text

[Complete K4
0312312018

11.Saving the Note with Note Type = Annual Status Review Form
Sent and Status = Complete triggers a Workflow Wizard for the
Waiting List Support Coordinator with two ticklers:

a. Annual Status Review Receipt Confirmation due in

45 days.

b. Annual Status Review 365 Day Reminder due in

365 days.

12. After sending the Annual Status Review Form, return to the
tickler and hover over the arrow next to the Tickler to click

Complete:
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od iConnect
File

() Filters
Last Name Equal To smith
Status Equal To New

iConnect ID +

[} Apply Alert Days Before Due

AND[v| | x
AND[v| | x

Chapter 4 | Waiting List

Welcome, Jacqueline Tiemey = Ticklers
3/23/2018 2:20 PM

| Search | Resel |
1 Ticklers record(s) returned - now viewing 1 through 1

| ‘ Consumer Name ‘ iConnect ID | Tickler Name Date Created ‘ Date Due | Date Completed | Status ‘ Assigned To | |

|| smith, Mariznne | 10043 | Annual Status Review 365 Day Reminder | 032312018 |o33n019 | [New [T o |
Cancel

<< First < Previous Relrieve 15 Recordsaialime Next=  Lasts= Edit
Reassign
Complete
View ers Record

A WellSky
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Chapter 5 | Standard APD waiver Enrollment

Introduction

This Chapter outlines the workflow from the point in time
when a Consumer is placed on the Waiting List based on the
Consumer being eligible to receive APD services and
presumed eligible for the waiver.

As the Consumer moves through the process of receiving a
Waiver offer, accepting the offer and ultimately enrolling onto
the APD waiver Program, designated workers will update the
Waiting List Status field on the consumer’s Waiting List
record to indicate where the Consumer is in the enrollment
process.

When additional waiver funding is approved by Legislature
and signed by the Governor for additional waiver offers, the
State Office Worker will identify the Consumers who meet
the established criteria to receive Waiver services and the
Waiver offer letter is sent.

The Consumer contacts the State Office to accept/decline
the offer to participate in the APD waiver and to chooses a
Waiver Support Coordinator (WSC). The Waiting List
Support Coordinator will record the consumer’'s WSC
selection via a Provider Selection record in APD iConnect
and remove the consumer from the Waiting List.

iBudget Waiver Enrollment Offer

1. This section is only used when the legislature has approved
waiver funding. During times when funding has not been
approved, there will not be a word merge template for the
iBudget Waiver Enrollment Offer Letter available.

2. When additional waiver funding is approved by Legislature
and signed by the Governor for additional waiver offers, the
State Office Worker will identify the Consumers who meet
the established criteria to receive Waiver services.

3. Todo so, log into APD iConnect and set Role = State Office
Worker. Click Go.
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Role

N Welcome, Worker State . My Harmony | o
Oﬁj iConnect 3/26/2018 4:43 PM SIan OUl " site ottce worker [v] @
File
Quick Search

Gonsumers ]| | Lastname ~| & ADVANCED SEARGH

4. To view a specific consumer’s Waiting List record, navigate
to the Consumer record and select the Waiting List tab.

MYHARMONY| CONSUMERSW PROVIDERS ‘ INCIDENTS ‘ CLAIMS ‘ SCHEDULER ‘ REPORTS

Smith, Marianne (10043)
Diagnosis | Eligibility Medications = Auths | Provider Documentation Contacts =~ Consumer Module User

Demographics Divisions =~ Programs Provider Selections Notes Forms | Appointments = Plans = Waiting List Payers = Legal Issues

Filters

Wiaiting List Category ﬂ +

1 Waiting List record(s) returned - now viewing 1 through 1 /

Waiting List Status Waiting List Category Waiting List Category Date Days On WaitList Reason For Removal
3 - Offered 3 L4 03/27/2018 4

<= First <Previous Refrieve 15 Recordsatatime Next> Last ==

5. To view all Consumer Waiting List records, on the My
Dashboard, and under the Tasks Panel, click on the
Waiting List link:

‘ MY HARMONY ‘ CONSUMERS ‘ PROVIDERS ‘ CLAIMS ‘ SCHEDULER ‘ REPORTS
CONSUMERS INCIDENTS PROVIDERS TASKS
‘ Notes ‘ ‘ Alert Notes ( ‘ ‘ My Management
Complete 2 Unread Alert Notes 0 Current Active Cases
f Enroliments
‘ Alert Notes
Pending Assessments Queue
Unread Alert Notes 0
Pending Provider Assessments
R Queue
‘ Ticklers ‘

Waiting List
Ticklers 4
Provider Credentials Queue

Pending Plans @
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Welcome, Worker State |~ Waiting List

od iConnect
3/26/2018 4:48 PM
File
Filters
Waiting List Status ﬂ Equal To ﬂ 1-New ﬂ AND ﬂ x

Waiting List Category ﬂ +

3 Waiting List record(s) returned - now viewing 1 through 3
T
Waiting List Category Waiting List Category Date Waiting List Status Consumer Case No Days On WaitList Gender Region Reason for Removal
6 12/29/2017 1 Example, Forensics 10020 116 Female
6 12/29/2017 1 Gonnor, John 10013 115 Male
= |5 01/17/2018 1 Doe, Suzy 10005 68 Female SUNCOAST

<<First <Previous Refiieve 15 |Recordsatatime Next> Last>>

6. Click on the consumer’s record to make sure the QSI,
Waiver Eligibility Worksheet and EZ iBudget calculator form
are completed and the Consumer is still eligible. Review the
consumer’s Forms by clicking on the Forms and select each
form to review.

Sheppard, John {10106)

Dii i Eligibility i Auths | Provider Documentation | Contacts | Coensumer Module User

Demographics | Divisions Consumer Budgets = Programs | Provider Selections SANS Notes = Forms  Appoiniments Plans | Waiting List Payers

Filters
Form ﬂ +
6 Forms record(s) returned - now viewing 1 through 6
Form Review Review Date + Worker Division Status
Support Plan Short Form Initial 08/06/2018 Buck, Jennifer APD Draft
Person-Centered Support Plan Initial 07/19/2018 Buck, Jennifer APD Draft
Questionnaire Situational Infermation h Initial 0711112018 Buck, Jennifer APD Complete
HCBS Waiver Eligibility Worksheet i— Initial 06/11/2018 Buck, Jennifer APD Draft
EZ iBudget Calculator ‘— Initial 06/11/2018 Buck, Jennifer APD Draft
Questionnaire Situational Infermation Initial 06/05/2018 Buck, Jennifer APD Draft
7. For Consumers who are to be sent an Offer Letter, from the
y .
consumer’s record, click on the Plans Tab. From the Report
option in the toolbar, select Notice of Initial iBudget Amount
report.
- John Sheppard Plan Information
ocd iCennect Lot U b
at 10/9/2018 4:08:30 PM
File Reports
AlM Worksheet
Plan Infc
Consumer Plan AFD
PIanmee  Notice of Inifial Budget Amount -
@Sl Nee  Plan Validation Report [Buck, Jennifer o
Plan Notes Cost Plan Creation Date * 04012018 |
Comments
sws
Cost Plan Begin Date orio12018 |
Cost Plan End Date 06302020 |E
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8. The Notice of Initial Budget Amount letter will open as a
report in a new window. Click Save to Note to save it to a
Note. Proceed to step 10.

(2 Production Report - Internet Explarer - .
| & ntips://fwiestharmonyis.net/FLAPDSandbox/Pages/Report.aspx?ReportiD=11272&S5CFld=ID&SCOp=Equal %20 To&SCVal=198 & CEntityld=1010a¢
HTML “ |Export Save to Note

4 4 of2? [ 4 l:lFindl‘-‘e:-:t [ &

oD

agency for persons with disabilities
Srate of Florida

NOTICE OF INITIAL iBUDGET AMOUNT

E!Ck o November 12, 2018
Governor
am
Barbara Palmer John
Director Sheppard
L] cl/o Susan Buck
State Office 123 Blue 5t.

4030 Esplanade ‘Way

9. To make changes to the letter, save it to your computer as a
WORD document by selecting Word from the Export
Dropdown menu.

TML “ Export
A Jet2z b bl 6 [ Jeedinec [B-] &
XML file with report data
CSV (comma delimited) i
PDF . . e
MHTML (web archive) ith disabilities
rida
Excel
TIFF file
Word DGET AMOUNT
Rick Scott November 12, 2018
Governor
L}
Barbara Palmer John
Director Sheppard
=m cfo Susan Buck
State Office 123 Blue St

a. Save the report to your computer. Edit the file and
save your changes.
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HTML ~[Export
W 4L _Jof2?z b M @ [ rndinex - &
agency for persons with disabilities
stare of Flarida
NOTICE OF I} —
T Save Ac ==
Rick Scott —y T 1
ot Ny Obﬁ\l Desktop » <[4 ][ Seare )
Barbara Falmer John Organize ¥ New folder = @
Director <
Sheppard - “ Name Size Trem type Date modified
¢ Favorites Y
=s clo Susan Buck
123 Blue 5t B Desktop i Patterson Lease 8-1-18 - 7-31-19 T1KB  Microsoft W T416/2018 5:59 PM
—_— ue
mfézj;n;ﬂ[ﬁ 8 Downloads. spection Report Patterson 44 KB Microsoft §/23/2017 11:20 AM
" Sulte 38 & OncDrive F Willow Lawn Lease 8-24-17 - 7-31-18 69KB  Microsoft W 8/23/201710:24 AM
Tallahassee, FL 3 %] Recent Places Buck File folder 7/26/201810:33 AM
as You are currently enrolled in {Budg i application File folder 5/18/2018 2:07 PM
Northwest Region Community-Based (HCBS) Medicd| 3 Libraries T L sesinteke File folder 1/29/201811:58 AM
4030 Esplanade Way with Disabilities. This notice identif %] Documents € Network
Suite 280 N Musi. i
Talahasses, FL 323800948y b s, & Musie L/ Em TS
Your iBudget Amount ) Pictures 2 Jennifer Buck
L] §_35000.00 Allocatf B Videos 4 Libraries
Northeast Region +§ -35000.00 _ Signil|
3631 Hodges Boulevard -
Jacksomile FL 2224 =5_000 Annual iBd| ~"p[”mp“tﬁ’
. =$_35000.00 Proratd)| == LocalDisk(C)
e, our Waiver Servi : -
400 West Robinson Street Your Waiver Services LU o custom_NoticeofInitialiBudgetAmount]
Suite 5430 . s : | Microsoft Ward 97 - 2002 D t -
Orlando, FL 32801 The Agency has determined your s S [ ¥oroso Wer Scumen ]
Suncoast Region (Approved, | Allg|
1313 North Tampa Street Partially
Suite 515 - 1 | | |
Tampa, FL 33602 ‘ ‘
‘ Do you want te open or save rp_custom_NoticeofnitialiBudgetAmount.doc from fwtest.harmonyis.net? Open Save | v | Cancel | T

b. Back in the consumer’s record, select the Notes tab.
Click File > Add Note.

10.In the new Note record, update the following fields:
a. Division = APD
b. Note Type = Waiver Enrollment
c. Note Subtype = Offer Sent
d. Status = Complete

11.When finished, click File > Save and Close Notes
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Motes. Notes Details

l/} Note Sub-Type

Description

Nate

Status*
Date Completed

Add Aftachment

Chapter 5 | Standard APD waiver Enrollment

State, Warker
oaizizoe |

Ward Merge Templats

Description

‘Word Template: Nofic of Inifal iBudget Amaunt

12.Upon saving the Note, a Workflow Wizard will trigger with

the following Ticklers:

a. Update Waiting List Status to Offered - Assigned to
State Office Worker — Due Immediately. This tickler
can be cancelled for consumers who by-pass the

waiting list.

b. 15 Day Consumer Offer Response Received -
Assigned to WLSC — Due 15 days after Note Date

c. 30 Day Consumer WSC Selection Reminder -
Assigned to WLSC — Due 30 days after Note Date

13.In the Workflow Wizard, hover over the arrow next to the
Tickler called Update Waiting List Status to Offered to click

Open:

s Well
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od iCennect

File

Workflow Wizard
Update Waiting List Status | |
to "Offered”

Open
Cancel@

Reassign

Complete

View Consumers Record

a. The consumer’s Waiting List View grid will open. Click
on the Waiting List record to open it:

Opj iConnect Enrollee Sample = Waiting List
- 7I5(2018 4:49 PM
File

Workflow Wizard Filters

Waiting List Category ﬂ +
Update Waiting List
Status to "Offered”

1 Waiting List record(s) returned - now viewing 1 through 1
‘ | ‘Waiting List Status ‘ Waiting List Category | Waiting List Category Date ‘ Days On WaitList | Reason for Closure ‘ |
| |2- waiting |7 | 07022013 E | ]

<<First <Previous Retrieve 45 |Recordsatatime Next= = Last>>

b. Update Waiting List Status = 3-Offered

14.Click File > Save Waiting List

. Enrollee Sample Waiting List
oD iCennect

Last Updated by WLWorker
at 7/5/2015 4:48:27 PM
File Word Merge

Spell Check
‘ — st
: Category

Histof <o Waiting List ' Category Date 0710272018 /

Print - status

Close Waiting List . Status Date |
Date Placed on Waiting List 07/02/2018
Days on Waiting List 3
Reason for Closure [ v
Closure Date =

15.When finished, click File > Close Waiting List

16.Hover over the arrow next to the Tickler to click Complete
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File

Workflow Wizard Filters

Waiting List Category A

Update Waiting List
Status to "Offered" k
‘Open

| Cancel ord(s) r
Reassign us W
e Complete 3

View Consumers Record irst

17.In 15 days, follow up with the Consumer to ensure the
Waiver Offer was received. In 30 days, follow up with the
Consumer to ensure that they have selected a Waiver
Support Coordinator.

18.The following Ticklers are available to the Waiting List
Support Coordinator via their My Dashboard:

a. 15 Day Consumer Offer Response Received
b. 30 Day Consumer WSC Selection Reminder

19.To find these Ticklers, navigate to the My Dashboard, find
the Consumers Section and click on the Ticklers link under
the Ticklers Panel:
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File

Quick Search

| Consumers [v] | Lastl

‘MYH&RMDNY} CONSUMERS ‘ PROVIDERS ‘

CONSUMERS INCIDENTS
Notes ‘ Alert Notes ( ‘
Complete 2 Unread Alert Notes 0
Alert Notes
Unread Alert Notes 0 %
Ticklers //
Ticklers 4

a. Use the multi variable search to narrow down the
results in the Tickler Queue:
File

Filters
Status j Equal To j New ﬂ AND ﬂ x
Last Name j Equal To j smith ANDﬂ x
iConnect ID ﬂ +

O Apply Alert Days Before Due

[ e |
2 Ticklers record(s) returned - now viewing 1 through 2
Consumer Name iConnect ID 0 Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 30 Day chnel WSC Selection Reminder 03/27/2018 04/26/2018 New Tierney, Jacqueline
Smith, Marianne 10043 15 Day Consumer Offer Response Received 03/27/2018 04/11/2018 New Tierney, Jacqueline

<<First <Previous Refrieve| {5 Recordsatatime Next> Last>>

Tip

When searching for a future Tickler, remember
to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.
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20.1n the Tickler Queue, click to open the Tickler called 15 Day
Consumer Offer Response Received

2 Ticklers record(s) returned - now viewing 1 through 2

Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 30 Day Consumer WSC Selection Reminder 03/27/2018 04/26/2018 New Tierney, Jacqueline >
Smith, Marianne 10043 15 Day Consumer Offer Response Received 03/27/2018 04/11/2018 New Tierney, Jacqueline 4
/ <<First  <Previous Refrieve {5 Recordsatatime Next> Last>>
N

a. A Message Tickler will open — Review the Consumer
record to confirm that the Offer Sent Letter has been
received within 15 days. If the letter has not been
received, notify the State Office. Click OK.

Message from webpage X

Review the Consumer record to confirm that the Offer Sent
! Letter has been received within 15 Days. If the letter has not
been received notify the State Office,

rough 1
E— ﬁ

I
>onsumer Offer Response Received | 03/27/2018 | 04/11/2(

21.Hover over the arrow next to the Tickler to click Complete:

Opd iConnect Welcome, Jacqueline Tiemey = Ticklers
3/27/2018 11:00 AM
File
Filters
Status ﬂ Equal To ﬂ New ﬂ AND ﬂ x
Last Name ﬂ Equal To ﬂ smith AND ﬂ x

iConnect ID ﬂ +

] Apply Alert Days Before Due

[ Search | Reset | cancel
Edit
Reassign

1 Ticklers record(s) returned - now viewing 1 through 1
Compl
Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status
View Ce Record
Smith, Marianne 10043 15 Day Consumer Offer Response Received 03/27/2018 04/11/2018 New e s e |

<< First <Previous Refrieve 15 Recordsatatime Next> Last>>
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22.Back in the Tickler Queue, click to open the Tickler called 30
Day Consumer WSC Selection Reminder.

a. A Message Tickler will open — Review the Consumer
Record for the completed WSC Selection Form. If no
WSC has been selected, select on behalf of the
Consumer. Click OK.

O Apply Alert Days Before Due Message from webpage @
| Search™] .li;-.-‘i‘i

Within 15 days of sending the offer letter, confirm that the consumer
l . received the offer letter. Motify State Office if consumer did not receive
the offer letter.

25 Ticklers record(s) returned - now viewing 1 through 15

Assigned To Tickler Nai| [
Buck, Jennifer Update Waiting List Status to "Offered”
Buck, Jennifer 30 Day Consumer WSC Selection Remil, ot
Buck, Jennifer 15 Day Consumer Offer Response Received |D?f08f2018 | 06/2372018
T T

23.Hover over the arrow next to the Tickler to click Complete:

O Apply Alert Days Before Due

Cancel
| Search J Reset |
Edit
Reassign
2 Ticklers record(s) returned - now viewing 1 through 2
Complete
Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed | Status \/jew Consumers Record ]
Smith, Marianne 10043 30 Day Consumer WSC Selection Reminder 03/27/2018 04/26/2018 New | hemey, Jacqueline 4
Smith, Marianne 10043 15 Day Consumer Offer Response Received 03/27/2018 04/11/2018 New | Tierney, Jacqueline ‘ 4

<<First <Previous Refrieve| {5 Recordsatatime Next> Last>>

Consumer Accepts Waiver Offer

1. To accept the offer, the Consumer contacts the Region
Office and indicates which Waiver Support Coordinator who
they would like to work with.

2. To begin, the Waiting List Support Coordinator will log into
APD iConnect and set Role = Region Waiting List
Workstream Worker:

. Rele
N Welcome, Sue WLCoordinator . My Harmony
Om iConnect 3/27/2018 11:10 AM Sign Out Region Waiting List Workstream Worker v @

Quick Search

[ Consumers ~v| | LastName | ADVANCED SEARCH

3. Upon receiving the consumer’s acceptance, navigate to the
consumer’s record and click on the Waiting List tab:
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MY HARMONY | CONSUMERS | PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

Smith, Marianne (10043)

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

Demographics | Divisions = Programs | Provider Selections | MNotes | Forms = Appointments | Plans | Waiting List Payers = Legal Issues
Filters
Waiting List Category ﬂ +
1 Waiting List record(s) returned - now viewing 1 through 1 /
Waiting List Status Waiting List Category/ Waiting List Category Date Days On WaitList Reason For Removal
3 - Offered 3 ¥ 03/27/2018 4
=< First < Previous Retfrieve | 15 Records atatime Next> Last =>
4. Click on the consumer’s Waiting List detail record and
update the Waiting List Status field = Waiver Offer Accepted:
< File  Word Merge
Waiting List Waiting List
Notes Waiting List Category
Waiting List Category Date 03/27/2018 /
Waiting List Status | 4 - Waiver Offer Accepted v |
Waiting List Status Date 03/26/2018 -_]
Date Placed on Waiting List 03/23/2018
Days on Waiting List 4
Reason for Closure hd
Closure Date -_]

5. When finished, click File > Save Waiting List and File >
Close Waiting List

6. User can find and update the consumer’s Waiting List
Record. Upon doing so, a Workflow Wizard will trigger with
the three Ticklers:

a. Add WSC Selection Initial Assignment Note -
Assigned to WLSC, Due Immediately

b. Add WSC Selection - Assigned to WLSC, Due
Immediately

c. Waiver Enroliment Offer Accepted Note - Assigned to
WLSC, Due Immediately
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ocd itennect

File

Workflow Wizard

. Add WSC Selection Intial
Assignment Note

Add WSC Selection

Wavier Enrollment Offer
Accepted Note

Welcome, Sue WLCoordinator
272018 11:22 AM

7. In the Workflow Wizard, hover over the arrow next to the
Tickler called Add WSC Selection Initial Assignment Note
and click Open

a. A new Consumer Note record will open. Update the
following fields:

i.
i.
il.
iv.
V.

Division = APD

Note Type = WSC Selection

Note Subtype = Initial Assignment
Status = Complete

Attach the consumer’s signed WSC Selection
Form if submitted

8. When finished, click File > Save Notes

s Well
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File Tools

Workflow Wizard

Add WSC Selection
Intial Assignment Note
Add WSC Selection

»

Wavier Enrollment Offer
Accepted Note

»

Notes Details
Division * [APD V|

Lo sl
Note By * WLCoordinator, Sue Vv
Note Date * 03272018 |
Program/Provider | hd|
Note Type * | WSC Selection vl
Note Sub-Type [Initial Assignment VI
Description

% 3727 - This Consumer has selected Sue WL Coordinator as her WSC

Note
Status * '—(vlomplae A /
Date Completed 03/27/2018

9. Back in the Workflow Wizard, hover over the arrow next to
the second Tickler called Add WSC Selection and click

Open:

a. A new Provider Selection record will open. In the new
Provider Selections record, select the consumer’s
chosen WSC. If the Consumer has not selected a
WSC, choose a WSC based on professional
Judgment. To do so, update the following fields:

i.
i
il.
iv.

Provider = Selected WSC or Agency
Referral Type = Waiver Support Coordinator
Disposition = WSC-Selected

Provider Worker = WSC

10.When finished, click File > Save Provider

s Well
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oD iConnect

File

Workflow Wizard Division * ’—|APD v
r'dd. WSC Salection lntia . Selected By WLCoordinator, Sue .| Clear | Details
AssignmentNole Selection Date 03272018 |3
Add WSC. felaction Provider * WSC Agency1 | Clear | Details
Wavier Enrollment Offer o Referral Type * |Waiver Support Coordinator v
Accepted Note ) . —
! Disposition = WSC - Selected v
Disposition Date 03272018 |
Provider Worker * Tierney, Jacqueline | Clear | Details
WSC Transfer Effective Date &
WSC Transfer End Date b El

Comments

11.Upon saving the Provider Selection record, a Workflow
Wizard will trigger with the following Ticklers. Note that
these Ticklers are not addressed until the next section,
Standard Waiver Enrollment:

a. Verify QSI Current - Assigned to Clinical Workstream
Lead, Due Immediately

b. Verify Completion and get Consumer signature on the
Waiver Eligibility Worksheet and save to a Note —
Assigned to WSC, Due Immediately

c. Verify Medicaid Eligibility and Type - Assigned to
WSC, Due Immediately

d. Create/Update Plan Add WSC Service - Assigned to
WSC, Due Immediately

e. Verify Algorithm Amount from EZ iBudget Calculator -
Assigned to WSC, Due Immediately

f. Send Waiver Enrollment Request - Assigned to the
Primary Worker who is the Waiting List Support
Coordinator/Region Office Worker when the
Consumer does NOT bypass the Waiting List. Itis
assigned to the Waiting List Workstream Lead when
the consumer DOES bypass the waiting list.

12.Back in the Workflow Wizard, hover over the arrow next to
the third Tickler called Waiver Enroliment Offer Accepted
Note and click Open:
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File
Workflow Wizard

Loooootieootbompene
Wavier Enrollment Offer
Accepted Note b()pen

Cancel
Edit
Reassign

View Consumers Record

13.A new Consumer Note record will open. Update the following
fields:

a. Division = APD

Note Type = Waiver Enrollment

Note Subtype = Offer Response - Accepted
Status = Complete

Attach the consumer’s Waiver Acceptance document
by clicking Add Attachment > Browse > select the
correct document and click Upload

©®ooo

14.When finished, click File > Save Notes and File > Close
Workflow Wizard
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File Tools

Workflow Wizard

vr/

Notes Details
. - Division * APD v
Add WSC Selaction Intial
Add WSC Solociion latial | , [APD V|
Acsignmont Nolo Note By * [WLCoordinator, Sue V|
Add WSC Selactionwith =
m 4 Note Date * 032772018 |
Wavier Enroliment Offer Program/Provider WSC Agency1 ‘| Details
Accepted Not -
cceplec Yo'e Note Type * |Wawer Enrollment
Note Sub-Type | Offer Response — Accepted V|
Description
3/2718 - Consumer accepted Waiver Offer (see attached letter)
Note

Status * Complete v \

Date Completed 03/2772018

15. Add the selected WSC as the Primary Worker on the
consumer’s APD Division record.

16.To do so, navigate to the consumer’s record, click on the

Divisions tab > open the existing APD Division record:

Smith, Marianne (10043)
Diagnosis | Eligibiity | Medications | Auths | Provider Documentation | Conlacts | Consumer Moduse User

Demographics | Divisions = Consumer Budgets | Programs | Provider Seleclions | SANS | Notes | Forms | Appointments | Plans | WallingList | Payers

Filters
Disposition || NotEqual To  [v|  |Closed v mov] =
Open Date j Graater Tnan | = ANDj x
owson  [v]
[“Scach | reset |
2 Divisions record(s) returned - now viewing 1 through 2
Division Disposition Primary Worker Secondary Waorker Open Date + Close Date
FOR Tracking Tierney, Jacqueline 0510272018
w0 AP0 gt - WS Aesgret Reed, torca Termy, Jacene ouvazots

<<First | <Previous Refrieve | 15 | Recordsatatime Next> = Last>>

17.In the APD Division record, update the following fields:
a. Primary Worker = selected WSC
b. Disposition = remains WLSC Assigned. The

Los

33
a1

disposition will be updated later by the State Office
Enrollment worker when they receive the request for

Waiver enrollment.

18.When finished, click File > Save and Close Divisions
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Events

Track Disposition
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Word Merge

Events

APD
[APD Eligible - WLSC Assigned V|
06/04/2018 |7

04/04/2018  |[F

03/21/2018

Divison *

Disposition *

Disposition Date
Open Date
Data Entry Date

Primary Worker * Reed, Monica

o1 Details
| ]

Tierney, Jacqueline B Sl Details

o04/04/2018 |

Secondary Worker

Application Received Date *

Interested in ICF/ID
Age Category at Time of

Application *

Standard Waiver Enrollment

1. When the WSC Provider Record was saved, a Workflow
Wizard was triggered with the following ticklers:

Assigned to Clinical Workstream Lead (Secondary
Worker)

a.

Verify QSI Current - Assigned to Clinical Workstream
Lead, Due Immediately

Assigned to WSC (Provider Worker)

b.

Verify Completion and get Consumer signature on the
Waiver Eligibility Worksheet and save to a Note —
Assigned to WSC, Due Immediately

Verify Medicaid Eligibility and Type - Assigned to
WSC, Due Immediately

Create/Update Plan Add WSC Service - Assigned to
WSC, Due Immediately

Verify Algorithm Amount from EZ iBudget Calculator -
Assigned to WSC, Due Immediately

Assigned to Waiting List or Waiver Support
Coordinator (Primary Worker Division)

f.

s Well

Send Waiver Enrollment Request - Assigned to the
Primary Worker who is the Waiting List Support
Coordinator/Region Office Worker when the
Consumer does NOT bypass the Waiting List. Itis
assigned to the Waiting List Workstream Lead when
the consumer DOES bypass the waiting list.
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Assigned to Clinical Workstream Lead (Secondary Worker)

2. The Clinical Workstream Lead will log into APD iConnect
and set Role = Region Clinical Workstream Lead:

- Role ~
- ) Welcome, Tony ClinicalWSL = My Harmony i
o0 iCennect T Sign Out ~ D
File //
Quick Search
Consumers (V]| | LastName v ADVANCED SEARCH

3. The Clinical Workstream Lead will monitor their My
Dashboard for new Ticklers related to Provider Selection.

4. Find the Consumers Section and scroll down to the Ticklers
Panel. Click on the Ticklers Link to open the Tickler Queue:

. Rol
N Welcome, Tony ClinicalWSL =~ My Harmony Sign Out o' 1
o iConnect 312772018 12:08 P | Gy
File
Consumers ]| | Lastvame ~ ADVANCED SEARCH
‘ MY HARMONYW CONSUMERS | PROVIDERS | INCIDENTS ‘ CLAIMS ‘ SCHEDULER | REPORTS
CONSUMERS INCIDENTS PROVIDERS TASKS
Division ‘ ‘ Alert Notes L} ( ‘ ‘ My Management
APD Eligible - ICF/ID 1 Unread Alert Notes 0 Current Active Cases
APD Eligible - Waiting List 3 Enrollments
APD Eligible - Waiver 4 Pending Assessments Queue
APD Eligible - WLSC Assigned 2 Pending Provider Assessments
Queue
APD Ineligible 1
Waiting List
Application Pending 1
Provider Credentials Queue
Closed 1
Pending Plans
Forensic to Crisis Transition 1
Administrative Actions Queue
‘ Alert Notes ‘ Online Provider Application Queue
Unread Alert Notes 0 Provider Management Queue
[ \ Event Ticklers
‘ Ticklers ‘
Alert Notes
Ticklers 13

Ticklers Due
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a. Use the multivariable search to narrow down the
results in the Tickler Queue:
File

Filters
Status ﬂ Equal To ﬂ New ﬂ AND ﬂ X
Last Name ﬂ Equal To ﬂ smith AND ﬂ x
iConnect ID ﬂ +

O Apply Alert Days Before Due

5 Ticklers record(s) returned - now viewing 1 through 5§
Consumer Name | iConnect ID Tickler Name Date Created | Date Due Date Completed Status Assigned To
Smith, Marianne | 10043 Verify QSl is Current n[]-,,] 03/27/2018 03/27/2018 New ClinicalWSL, Tony | *

Tip
When searching for a future Tickler, remember

to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

5. In the Tickler Queue, click to open the Tickler Called Verify
QSl is Current. The consumer’s Form List View Grid will
open and display all Forms saved to the consumer’s record.

a. Click to open the Form called Questionnaire
Situational Information (QSI)

File Tools

Workflow Wizard Filters

Form j +

| Search || Reset |
5 Forms record(s) returned - now viewing 1 thro 5

Veri Sl is Current

Form / Review Review Date v Worker Division Status
Questionnaire Situational Infommlo‘J\U L Initial 03/27/2018 ClinicalWSL, Tony APD Complete
EZ iBudget Calculator Initial 03/26/2018 State, Worker APD Draft
HCBS Waiver Eligibility Worksheet Initial 03/23/2018 Tierney, Jacqueline APD Draft
Support Plan Short Form Initial 03/23/2018 Tierney, Jacqueline APD Draft
Family Risk Factors Initial 03/2312018 Tierney, Jacqueline APD Draft

<<First < Previous Refrieve 15 Recordsatatime Next> Last>>

b. Review the Review Date and Approved Date in the
form header of the QSI to verify if it is current. Then
click File > Close Forms
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File Reports Word Merge
Questionnaire Situational Information

Consumer Forms

Review ™ Initial Worker ™ ClinicalWSL, Tony Details
Review Date ~ 03/27/2018 Status ~ Complete

Division * APD Program

Approved By ClinicalWSL, Tony Details Approved Date 03/27/2018

FQSI ADMINISTRATOR INFORMATION

1. FQSI Administrator (i.e. the name of the Behavior, Area

person administering this questionnaire)

2. Initiation Date (Select the date in which the
FSIQ is initiated) 03/06/2018

3. Administration Date (Select the date in
which the FSIQ is completed) 03/20/2018

FQSI Administrator's ID#: Clearly write the
five-digit FSIQ administrator number of the
person completing this form.

6. Back in the Workflow Wizard window, hover over the arrow
next to the Tickler to click Complete.

7. Click File > Close Workflow Wizard

File Tools

Workflow Wizard Filters
Form W +
Veri Sl is Current ' J
(0] :
i pet |
Cancel ) rett
Edit
Reassign tuatio
Complete plator
{2 gibilit
View Consurmers Record o1t Fo

Family Risk Factors

Assigned to WSC (Provider Worker)

8. To finish the consumer’s Waiver Enrollment, the assigned
Waiver Support Coordinator will log into APD iConnect and
set Role = WSC/CDC
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- Welcome, Monica Reed My Harmony - 3
de iConnect 3/27/2018 12:29 PM SignOut 1" \scicne [~] @
File /
Quick Search
| Consumers [v|| | LastName ~ & ADVANCED SEARCH

Participating

9. The assigned Waiver Support Coordinator will monitor their
My Dashboard for new Ticklers. Find the Consumers
Section and scroll down to the Ticklers Panel. Click on the
Ticklers Link to open the Tickler Queue:

Ticklers / @

Ticklers

Appointments

Scheduled 4

Authorizations

Approved 11

Terminated 3

a. Use the multivariable search to narrow down the
results in the Tickler Queue:

File
Filters

Status M EquaTe o] e ] Aknj x
Last Name. ﬂ Equal To :J smith ANDﬂ x

iConnect 1D j +

[ Apply Alert Days Before Due

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

Consumer Name iconnect ID Tickler Date Created Date Due Date Completed status Assigned To
[ Verify Completion and get cor the Waives T oen 7 R
| 10043 Elgininty Worksheet ant Save | oeroarz018 06/04/2018 New Tiemney, Jacqueline

10043 Create/Update Plan add WSG Ser 06/04/2018 0610412018 New Tiemney, Jacqueiine 3
10043 Verify Aiocation Aigorithm Amount from EZ (Budget Calculator | 061042018 0610472018 New Tiemey, Jaoqueline ’
10043 Verify Medicald Elglbilty and Type 08/04/2018 0610472018 New Tiemey, Jacqueline 0

<<Fist <Previous Retrieve | {5 |Recordsalatime Next>  Last>>

Tip

When searching for a future Tickler, remember
to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.
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10.In the Tickler Queue, click to open the Tickler called Verify
Completion and get Consumer signature on the Waiver
Eligibility Worksheet and save to a Note.
a. A Message Tickler will open — Navigate to the Forms
tab and confirm Waiver Eligibility Worksheet and save
to Note. Click OK.

d Message from webpage X

Navigate to the Forms tab and confirm Waiver Eligibility
Worksheet and save to note

i U :

B
‘col 0K
av) -
/SCSErvice | Ue/U472078 | Ueru472078

11.To complete the Tickler, navigate to the consumer’s record
and click on the Forms tab. Confirm that the Consumer has
a completed HCBS Waiver Eligibility Worksheet

MY HARMONY | CONSUMERS | PROVIDERS | INCIDENTS ‘ CLAIMS ‘ SCHEDULER

Smith, Marianne (10043)
Diagnosis  Eligibility Medications =~ Auths Provider Documentation ~ Contacts =~ Consumer Module User

Demographics Divisions Programs Provider Selections ~ MNotes = Forms = Appointments Plans Waiting List ~ Payers

Filters-
Form ﬂ +
| Search ' Reset |
5 Forms record(s) returned - now viewing 1 through 5
Form Review Review Date « Worker Division Status

Questionnaire Situational Information P Initial 032772018 ClinicalWsL, Tony APD Complete s
EZ iBudget Calculator Initial 03/26/2018 State, Worker APD Draft
HCBS Waiver Eligibiity Worksheet 4 Initial 03/23/2018 Reed, Monica APD Complete #°
Support Plan Short Form Initial 03/23/2018 Reed, Monica APD Draft
Family Risk Faclors Initial 0372372018 Reed, Monica APD Draft

<<First <Previous Refrieve 15 |Recordsatatime Next> Last>>

12.With the open HCBS Waiver Eligibility Worksheet form
displays, select Word Merge > HCBS Waiver Eligibility
Worksheet. Print the document and get the necessary
signatures.
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Op\j iConnect John Sheppard Forms

Last Updated by jbuck
91412018 11:10:40 AM

File Reports Word Merge

HCBS Waiver Eligibil

Review* Initial Worker * Buck, Jennifer
Review Date * 09/14/2018 Status * Complete
Division * APD Provider/Program * WSC Agencyl | Details

Approved By Buck, Jennifer Details Approved Date 09/1472018

HCBS WAIVER ELIGIBILITY WORKSHEET

Client First Name: John

Client Last Name: Sheppard
*Social Security Number: XXX-XX-6355
Region: NORTHWEST

Support Plan Effective Date: 0910112018

13.Then, after obtaining the necessary signatures, scan the
Worksheet. Attach the signed HCBS Waiver Eligibility
Worksheet to the consumer’s record. To do so, click Notes >
File > Add Note. In the new Note record, update the
following fields:

a. Division = APD

b. Note Type = Waiver Enroliment

c. Note Subtype = Signed Waiver Eligibility Worksheet
d. Status = Complete

14.When finished, click File > Save and Close Note

15. Navigate back to the Tickler Queue and click Complete next
to the Tickler

16.In the Tickler Queue, click to open the Tickler called Verify
Medicaid Eligibility Type.

17.A Message Tickler will open — Navigate to the Eligibility tab
to confirm Medicaid Eligibility. Click OK.

a. Eligibility data is critical in determining whether a
consumer is eligible for one or more programs and,
once enrolled, monitoring that they remain eligible.
Consumers can, and often do, gain and lose Medicaid
eligibility as their income, living situations, and other
circumstances change. APD iConnect automatically
gueries, on an ongoing basis, the state eligibility
system for each consumer’s eligibility status. That
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data is posted into the consumer’s Payer and
eligibility records.

b. The WSC can also log in to the state eligibility website
and check eligibility manually. In these cases, with
correct Role access, the user can manually add the
Payer and Eligibility Record in APD iConnect.

18.From the consumer’s record, click on the Eligibility tab to
confirm if the Consumer is Medicaid Eligible based on the
records that were added automatically from the 270/271
eligibility interface with FMMIS.

v DASHBEOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITIES

Reed, Test (1000

Diagnosis Eligibility Medications | Auths Provider Documentation Contacts Consumer Module User
Demographics | Divisions | Consumer Budgets | Programs | Provider Selections | SAN Motes Forms | Appointments
Filters
Fayer Name ﬂ +

Bl Bl

5 Eligibility record(s) returned - now viewing 1 through 5

Payer Name Index Code Subobject Code Eligibility Type Start Date End Date « Status
Medicaid Statewide Medicaid Waiver 03/01/2019 03/31/2026 Active
Medicaid Statewide Wedicaid Waiver 01/01/2019 01/31/2019 Active

19.1f the Medicaid Eligibility is checked by logging into the state
website, the Payer and Eligibility records can be manually
added in APD iConnect.

Add Payer Record

1. The Payer record must exist before an Eligibility record can
be created. The FMMIS 270/271 eligibility interfaces will
create the Payer and eligibility records for a consumer. The
steps in this section are how to add one manually.
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MYDASHEIOAR['.1 CONSUMERS| PROVIDERS | INCIDENTS | CLAIMS | SCHEDULER | UTILITIES | REPORTS

Reed, Test (10002)

Diagnosis Eligibility Medications Auths Provider Documentation Contacts Consumer Madule User
Demographics | Divisions | Consumer Budgets | Programs | Provider Selections | SAN Motes Forms | Appointments Flans | 'Waiting List | Payers
Filters:

Payer Name ﬂ +

1 Payers record(s) returned - now viewing 1 through 1

k4 Payer Name Payer Address Effective Date . End Date Active

Medicaid 02/01/2018 True

2. To add a Payer record, navigate to the Consumer record
and select the Payer tab. Role = Region Waiver Workstream
Lead

3. Click File > Add Payer.

File Ticklers View Consumer Incident

Add New Demographics Search

Add Payer “onsumers [v]| | Lastrtame ~ ADVANCED SEARCH
Print

MYDASHEIOAR['.1 CONSUMERS PROVIDERS | INCIDENTS | CLAIMS SCHEDULER| UTILITIES | REPORTS

Reed, Test (10002)

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

Demographics | Divisions | Consumer Budgets Frograms Provider Selections | SAN Motes Forms | Appointments Flans Waiting List Payers

Filters

4. The Payer Details page displays. Update the following
fields.

a. Payer = select a value

Effective date = defaults to today — edit as needed.
End Date = enter the end date

The Insured demographic information auto populates
Active = defaults to checked.

®ooo

5. From the File menu, click Save and Close Payer.
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Q Q—j iConnect Test Reed Payer
5(7/2019 4:05 PM

File

Payer Detail

Payer *

Effective Date = 050712019 |E

End Date |

Relationship [ v

Link Address To Demo. O

Insured Name Reead, Test

Insured Street 9125 Branchwater Ct | P

Insured City JACKSONVILLE

Insured State Florida ha

Insured Zip 32244

Insured Phone (123)456-7890

Gender

Insured DoB 103171989 |

Member Number
Policy Number

Group Number
Comments

Active

0o ®

Charge Fee At Visit

Add Eligibility Record

1. Once the Payer record has been added, the Eligibility record
can be added. Navigate to the consumer record and click the
Eligibility tab.

2. Click File > Add Eligibility.

File Reports  Ticklers  View Consumer Incident

Add New Demographics Search

Add Eligibil “onsumers [v]] | Lastriame /| @& © ADVANCED SEARCH

Print
MYDASHEIOARI:i COMSUMERS | PROVIDERS | INCIDENTS | CLAIMS SCHEDULER| UTILITIES | REPORTS

Reed, Test (10002)

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

Demographics Divisions | Consumer Budgets | Programs | Provider Selections | SAN Motes Forms | Appointments Plans | ‘Waiting List | Payers

~)-Filters

3. The Eligibility details page displays. Update the following fields.
a. Insurance: Select the applicable payer value
b. Index/Sub Object: Select the correct value
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c. Eligibility Type: select the correct eligibility type

d. Start Date: defaults to today, edit as needed.

e. End Date: enter the end date

f. Status = change to Active
od iConnect TesiReed | Eligibility
File

Eligibility Details

Insurance * Medicaid v
|~ |

Index/SubObject Code * mexCode ‘ Index Description SubObject SubCObject Description
Statewide Statewide Medicaid Medicaid

Eligibility Type Medicaid hd

Start Date * 05072019 |7

End Date * ]|

Status *

4. Click File > Save and Close Eligibility.

5. Once eligibility has been verified, back in the Tickler Queue,
hover over the arrow next to the Tickler to click Complete.

6. In the Tickler Queue, click to open the next Tickler called
Create/Update Plan add WSC Service

a. A Message Tickler will open — Create or Update Plan and
add Waiver Support Coordination Service. Click OK

‘ough 4
Message from webpage X
Verify comple
Create or Update Plan and add Waiver Support Coordination T
CreatelUpdal /| conice " pe
Send Waiver,
WVerify Algoritl

i:\ / Next

7. To complete the Tickler, navigate to the consumer’s record and
click on the consumer’s existing Cost Plan to Open it:
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MY DASHEOARD | CONSUMERS l PROVIDERS

Smith, Marianne (10043}

INCIDENTS CLAIMS

SCHEDULER UTILITIES REPORTS

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

Demographics Divisions Consumer Budgets Programs Provider Selections Notes Forms | Appointments Plans ‘Waiting List Payers Legal

-Filters:
Division ﬂ +
2 Plans record(s) returned - now viewing 1 through 2
[+ \
Division Program ‘Worker \ Cost Plan Creation Date ~ Comments Closed Date Status
APD Tiemey, Jacqueline - 03/30/2018 Created from Assessment Pending
AFPD APD Waiver Reed, Monica 0372772018 Approved

<<First <Previous Relieve 15 Recordsatatfime Next= Last=>

8. In the new Plan record, ensure that the following fields are up to

date:
a. Division = APD
b. Status = Draft

c. Cost Plan Begin Date = Date that the WSC began working

with the Consumer

d. Cost Plan End Date = End of the fiscal year

% File
Plan Details
Division *
Program
Worker

Cost Plan Creation Date *
Comments

Status *
Cost Plan Begin Date
Cost Plan End Date

e

03272018 |
i

9. When finished, click File > Save and Add Planned Service:

File
Spell Check
Save and Add Need

Save and Add Planned Service

Save Plan
Save & Close Plan

Copy From Previous

Close Plan Information

June 2023
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10.A new Planned Service record will open. Add the appropriate

Waiver Support Coordination service to the record and click File
> Save and Close Planned Service and File > Save and
Close Plan. See Chapter 11|Cost Plan for additional details on
adding Planned Services.

od iCennect

File

Planned Services
Division

Begin Date

End Date

Index/SubObject Code *

Service Ratio
Consumer County *
Provider Rate Type *
Service Code *
Service Description
Unit Type

Units Per *

Units of Measure ~
Rate *

Total No of Units
Max Amount
Amount Requested
Provider ID *

Provider

Comments *

Contract Number

Planned Service Status

11.Back in the Tickler Queue, hover over the arrow next to the

APD
ot/012019 |
06/30/2019 |

Alice Sheppard Planned Service
9/21/2018 B:54 AM

IndexCode ‘ Index Description SubObject

SubObject Description

Statewide Statewide Waiver

ALACHUA

G9012:UC =
(4270) Support Coordination
Month

1

$148.69

6

5692.14

10035 B Details
WSC Agency1

planned service comments
go here

Tickler to click Complete:

3 Ticklers record(s) returned - now viewing 1 through 3

iBudget Waiver

12.In the Tickler Queue, hover over the arrow next to the Tickler

Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status | Assigned To ‘
Smith, Marianne 10043 Create/Update Plan add WSC Service 03/27/2018 03/27/2018 New | Read_Monica |
Smith, Marianne 10043 Send Waiver Enrollment Request 03/27/2018 03/27/2018 Mew Cancel
Smith, Marianne 10043 Verify Algorithm Amount from EZ iBudget Calculator 03/27/2018 03/27/2018 New Edit

==First = Previous Retrieve| 15 Recordsatatime Next> Last== Reassign

Complete

/ View Consumers Record

called Verify algorithm amount from EZ iBudget Calculator and
click Open:

sl WellSky
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1 Ticklers record(s) returned - now viewing 1 through 1

‘ | Consumer Name | iConnect ID | ' Tickler Name | Date Created | Date Due ‘ Date Completed ‘Shlusl Assigned To
b

|| smith, marianne | 10043 | verity Algarithm Amount from EZ iBudget Calculator | 032712018 [03272018 | | New | Reed, Monica

D« First < Previous Retrieve {5 Recordsatatlime Next= Last==

13. A Message Tickler will open — Verify Algorithm Amount from EZ
iBudget Calculator. Click OK.

1 e

| Verify Algorithm Amount from EZ iBudget Calculator
im Amou e

=3

== First B
| / . |

14.To complete the Tickler, navigate to the consumer’s record and
click on the Forms tab.

Smith, Marianne (10043}
Diagnosis = Eligibility = Medications =~ Auths Provider Documentation = Contacts =~ Consumer Module User

Demographics Divisions Programs Provider Selections MNotes Forms  Appointments Plans ‘Waiting List Payers

()-Filters
Form ﬂ + %
[“search | Reset |

5 Forms record(s) returned - now viewing 1 through 5/

Furm/ Review Review Date ‘Worker Division Status
Questionnaire Situational In!omatio‘q/ Initial 03/27/2018 ClinicalWsL, Tony APD Complete
EZ iBudget Calculator / Initial 03/26/2018 State, Worker APD Draft
HCBS Waiver Eligibility Worksheet Initial 03/23/2018 Reed, Monica APD Complete
Support Plan Short Form Initial 03/23/2018 Reed, Monica APD Draft
Family Risk Factors Initial 03/23/2018 Reed, Monica APD Draft

<<First <Previous Relrieve | 15 Recordsatalime Next= Last==

15.0pen the existing EZ iBudget Calculator form and scroll down to
view the Algorithm Amount

Algorithm Amount* $46109.25
Proportion Factor 1.00288
ALLOCATION ALGORITHIM AMOUNT (use this value)* $46242.05
QS| Behavioral (@5125-30) Sum* 16

QS| Functional (@S114-24) Sum* 22
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16. Note the Allocation Algorithm Amount
17.When finished, click File > Close Forms

18.Back in the Tickler Queue, hover over the arrow next to the
Tickler to click Complete:

1 Ticklers record(s) returned - now viewing 1 through 1

Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To

Smith, Marianne 10043 Verify Algorithm Amount from EZ iBudget Calculator 03/27/2018 03/27/2018 New Read Monira 13
Cancel
==First  =Previous Retrieve 15 Recordsalatime Next=  Last>>
Edit

Reassign
Complete %
/ View Consulriers Record

Assigned to Waiting List or Waiver Support Coordinator
(Primary Worker Division)

19.The Region Worker will monitor their My Dashboard for
Ticklers related to Waiver Enroliment. To do so, log into APD
iConnect and set Role = Region Waiting List Workstream
Worker. Click Go.

Welcome, Jim Regional My Harmony Sign Out e _

Q0 wConnect 2/20/2018 11:18 AM Region Waiting List Workstream Worker | W
File

Quick Search

Consumers [v]| | LastName v M ADVANCED SEARCH

20.To find the relevant Tickler, find the Consumers Section on the
My Dashboard and scroll down to the Ticklers Panel. Click on
Ticklers to open the Tickler Queue:
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kS
Role
) Welcome, Jim Regional My Harmony = ; ——
Qh‘ﬁ iConnect 312012018 11-18 AM Sign Out Region Waiting List Workstream Worker ~] w
File
Quick Search
Consumers [v]] | LastName v W ADVANCED SEARCH
‘ MY HARMONY CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS
CONSUMERS INCIDENTS PROVIDERS TASKS
‘ Division Disposition My Management
Application Received 2 Application Pursued 6 Current Active Cases
Open 2 Unable to Contact 1 Enroliments
Pending Assessments Queue
‘ Notes Screening Priority
Pending Provider Assessments
Complete 6 Normal Review 1 Queue
Waiting List
‘ Alert Notes. Status
Provider Credentials Queue
Unread Alert Notes 0 Complete 6
Pending Plans
Under Review 1
‘ Ticklers Administrative Actions Queue
Ticklers 4 | Alert Notes Online Provider Application Queue

a. Use the multi variable search to narrow down the search
results to find the Tickler called Send Waiver Enrollment

Request
File
Filters
Status j Equal To ﬂ New ﬂ ANDﬂ x
Last Name j Equal To :] smith AND ﬂ x

iConnect ID j +

O Apply Alert Days Before Due

ik B
1 Ticklers record(s) returned - now viewing 1 through 1
Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Send Waiver Enrollment Request 03/27/2018 03/27/2018 New Regional, Jim 3

<<First < Previous Relrieve 45 Recordsatatime Next> Last >>

21.Click to open the Tickler called Send Waiver Enrollment
Request. A new Consumer Note record opens.

22.1n the new Consumer Note record, update the following fields:
a. Note Type = Waiver Enrollment
b. Note Subtype = Waiver Enroliment Request

c. Note = document that contact initiated with Consumer.
The user should indicate who should be the primary
worker on both the Division and Program records, the
WSC or a designated Region worker.

d. Route the Note to appropriate State Office Enrollment
Worker by clicking the Ellipsis button next to Add Note
Recipient. In the pop-up window, type in the Worker's
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Last Name and click Search. In the Search results, click
on the matching Worker Name to route the note to that
recipient.

e. Status = Pending

File Tools

Workflow Wizard

Notes Details
; Add State Worker as Note Recipient Division *
Note that you aannn.t send waiver Note By * | Regional, Jim V|
it request until has
Medicaid. Note Date * 03292018 |

Send Waiver Enrollment .

Request [P I AR \
Note Type * |Waiver Enrollment Vr
Note Sub-Type [Waiver Enrollment Request v
Description

3.27 - Contact inifiated with| customer

Note
Status * Ty
Date Completed

O Key Point

Remember to save the Note in Pending Status
so that the recipient can update the Note and
route it back to the sender

23.When finished, click File > Save Notes and File > Close
Workflow Wizard

24.The State Office Enrollment Worker will monitor their My
Dashboard for Note records related to Waiver Enroliment
request.

25.To do so, log into APD iConnect and set Role = State Office
Enrollment. Click Go.

Welcome, Worker State | My Harmony Sign Out Role

,
Opd iCennect 399/2018 127 PM State Office Envoliment [v] @

Fie /'

Quick Search

[ Consumers (v | Lastbiame ™| =y ADVANCED SEARCH

= Well June 2023 Page 172



Case Management Module Chapter 5 | Standard APD waiver Enrollment

26.0n the My Dashboard, find the Consumers Section and Scroll
down to the Notes Panel. Click on the Pending link to open a
gueue of Notes with Status = Pending. The State Office can
mark the status as Complete if the request is complete or keep
the status as Pending if issues exist to allow for the back and
forth of this note.

27.1n the Notes Queue, open the Note record with Note Type =
Waiver Enroliment and Note Subtype = Waiver Enrollment
Request. Review the contents of the Note and then click File >
Close Notes.

28.Navigate consumer’s record and click on the Divisions tab. In
the Divisions List View Grid, open the consumer’s APD Division
record:

Smith, Marianne (10043)
Diagnosis | Eligibility = Medications | Auths | Provider Documentation | Contacts = Consumer Module User

Demographics | Bivisions = Consumer Budgels | Programs | Provider Selections | SANS | Noles | Forms | Appoiniments | Plans | Waiting List | Payers

Closed v| anplv| x

anov|  x

| "Search || Reset |
2 Divisions record(s) returned - now viewing 1 through 2

Division Disposition Primary Worker Secondary Worker Open Date + Glose Date Los
FOR King Tiemey, Jacqueline 05022018 35
APD APD Eligible - WLSC Assigned J,( Reed, Monica Tiemey, Jacqueline 040412018 63

«

Fist <Previous Retrieve | {5 |Recordsalatime Next>  Last>>

29.1n the APD Division record, update the following fields:

a. Primary Worker = Waiver Support Coordinator (or
designated regional worker if the Consumer has not yet
selected a WSC)

. Secondary Worker = Waiver Workstream Lead
c. Disposition = APD Eligible - Waiver

30.When finished, click File > Save and Close Division
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File  Word Merge

Division Events
Events Divison \ APD
Disposition * APD Eligible - Waiver hd
Track Disposition B . -
Disposition Date 03/29/2018 i
Open Date 03212018 |
Data Entry Date 03/21/2018
Primary Worker * Reed, Monica [ | Clear ] Details
Secondary Worker WaiverWWSL, Stanley - | Clear] Details
Application R{:éi\red Date * 032112018 |
Interested in ICF/ID
Age Category at Time of Application * 6 and Above W

31.Upon saving the APD Division record with Disposition = APD
Eligible - Waiver, a Workflow Wizard triggers with the following
Tickler:
a. Enroll in APD waiver - Assigned to the State Office
Worker, Due Immediately

32.Select the tickler to open. A message tickler displays:
Create/Update the APD waiver Program Record with
Disposition = Enrolled.

33.Hover over the arrow next to the Tickler called Enroll in APD
waiver to and click View consumer’s Record:

File
Workflow Wizard
Enroll in APD Waiver |
L

Cancel

Edit

Reassign

————————» View Consumers Record

34.The consumer record opens in a new window.

35.Select File > Add Program. The Program details page opens.
Update the following fields:
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a. Program = APD waiver
Disposition = Enrolled
c. Enrollment Type = Waiting List to Waiver

NOTE: The Enrolment type can vary depending on
the type of enrollment: Crisis, ICF/IDD, etc.

d. Primary Worker on the Division tab = Waiver Support
Coordinator

e. Program Begin Date = update as appropriate

o

36.When finished, click File > Save and Close Program.

Division * APD

Worker State, Worker [ - | Clear | Details
Referral Date 03/01/2018 [

Create Date * 03292018  |E

Program * |APD Waiver v| Details

Disposition * |Enrolled v|

Disposition Date * 03292018  |E

Enrollment Type |Waiting List to Waiver v|

Primary Worker * Reed, Monica [ | Clear | Details
Program Begin Date * 032912018 |2

Expected Deactivated Date ]

37.Return to the Open Workflow Wizard window. From the tickler
flyout menu select Complete.

38.Upon saving the Program record with Status = Enrolled, if the
consumer was on the waiting list, the Waiting List record Status
is automatically changed to Removed.

39.To view the Waiting List record, navigate to the Consumer
record and select the Waiting List tab.

40.The consumer’s Waiting List View grid will open Select the
Waiting List record to view the details. NOTE status =6 —
Removed.
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File Word Merge

Waiting List

Notes

Waiting List

Waiting List Category

Waiting List Category Date 03/27/2018

Waiting List Status 6 - Removed v
Waiting List Status Date / 03zerz01s |7

Date Placed on Waiting List 03/23/2018

Days on Waiting List 6

Reason for Clpsure [Enrolied onto Waiver v

Closure Date i

41.When finished, click File > Close Waiting List

42.1f a Waiting List record was removed in error, it cannot be
reversed in APD iConnect at this time. Contact the APD IT Help
Desk who will submit a request to Mediware to have the Waiting
List Status of the record updated from the back end/database.

43.Also, upon saving the Program record, a Workflow Wizard
triggers with six Ticklers assigned to the Waiver Support
Coordinator and will be outlined in Chapter 10|Support Plan and
Chapter 11|Cost Plan.

a. Initiate and/or Update the Cost Plan - Assigned to WSC,
Due Immediately

b. Initiate Person-Centered Support Plan - Assigned to
WSC, Due Immediately

c. Complete AIM - Assigned to WSC, Due Immediately

d. Upload Support Planning Docs - Assigned to WSC, Due
Immediately

e. Complete Cost Plan - Assigned to WSC, Due in 45 Days

f. Waiver Eligibility Worksheet Reminder - Assigned to
WSC, Due in 45 Days

s Well
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File

Chapter 6 | Declined, Return Mailed, or
Nonresponsive Waiver Offers

Introduction

Upon being notified of available Waiver Funds, the State
must distribute the funds amongst eligible Consumers.
Many times, those Consumers are not interested and/or
contact information has not been updated. This results in
returned offer letters, a lack of a response from the
Consumer and in some cases, the Consumer simply
declines the offer presented. In this Chapter, the method in
which to document said scenario(s) is outlined.

Consumer Declines Waiver Offer

The Consumer may contact the Waiting List Support
Coordinator to decline Waiver Offer. They may want to be
removed from the Waiting List or may be interested in the
Waiver offer but not in need of services and will remain on
the Waiting list

To begin, the Waiting List Support Coordinator will log into
APD iConnect and set Role = Region Waiting List
Workstream Worker. Click Go.

Roll
Welcome, Sue WLCoordinator - My Dashboard Sign Out ole

ls

To document the consumer’s response to the offer, navigate
to the consumer’s record and click Notes > File > Add Note

a. Inthe new Note record, update the following fields:
i. Division = APD
ii. Note Type = Waiver Enrollment
iii. Note Subtype = Offer Response - Declined
iv. Note = Explain consumer’s reason for declining
v. Status = Complete
b. When finished, click File > Save and Close Note
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File Tools %
Notes Details
Division *
Note By * |WLCoorcIinator, Sue V|
Note Date * 04/09/2018 |
Program/Provider

Note Type * \ [Waiver Enrollment VI
V|

Note Sub-Type |Oﬁer Response — Declined

Description

Consumer declined Waiver offer for X reason
Note
Status * Complete \4

4. If the Consumer has elected to remain on the Waiting List,
navigate to the consumer’s record and click on the Waiting
List tab > open the relevant Waiting List record.

a. Update the following fields:
i. Status = Waiting
b. When finished, click File > Save and Close Waiting
List

. ) Marianne Smith
Opd iCecnnect Last Updated by ICFAdm

I[} at 4/5/2018 10:54:01 AM

File Word Merge

Notes Waiting List Category
Waiting List Category Date 04/03/2018
Waiting List Status |2 - Waiting v
Waiting List Status Date 03/29/2018 |
Date Placed on Waiting List 03/23/2018
Days on Waiting List 17

Waiting List

Reason for Closure |

Closure Date 04/05/2018 |7
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5. The WLSC will maintain ongoing case management efforts
throughout the duration of the Consumer being on the
Waiting List

6. If the Consumer has elected to be removed from the Waiting
List, navigate to the consumer’s record and click on the
Waiting List tab > open the relevant Waiting List record

a. Update the following fields:
i. Status = Removed
ii. Reason = Record reason for removal
b. When finished, click File > Save and Close Waiting
List

e [ Marianne Smith Waiting List
Op‘j iCennect Last Updated by ICFAdm

at 4/5/2018 10:54:01 AM
File Word Merge

Waiting List Waiting List

Notes Waiting List Category
Waiting List Category Date \ 04/03/2018
Waiting List Status |6 - Removed v
Waiting List Status Date 03/20/2018 |
Date Placed on Waiting List 03/23/2018
Days on Waiting List 17
Reason for Closure v
Closure Date 04/05/2018 |7

Consumer Does Not Respond to Waiver Offer

1. After the initial Waiver Offer Letter has been sent to
Consumers, they have 15 days to respond indicating if they
would like to accept/decline. To identify Consumers who
have not replied to the offer, the Region Office Worker or
Waiting List Support Coordinator will log into APD iConnect
and set Role = Region Waiting List Workstream Worker.
Click Go.

2. Navigate to the Reports chapter and run the Waiver Offer
No Response Report as often as needed
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3. The Waiting List Support Coordinator (WLSC) will attempt to
contact each Consumer who did not respond to their Waiver
Offer Letter by phone call. Track each Consumer contact
attempt in a Note record.

a. To do so, navigate to the consumer’s record and click
on Notes > File > Add Note.

File Tools Reports Ticklers View Consumer Incidents

Add New Consumer People Search  ; gearch

Add Notes Consumers [v| | | LastName v] gc -D ADVANCED SEARCH
Print @
MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

Smith, Marianne (10043)

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

Demographice | Divisions = Programs | Provider Selecfions = Notes Forms | Appointments | Plans = Waiting List =~ Payers = Legal Issues

Filters
Note Date ﬂ +

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

Note Date Note By Note Type Note Sub-Type Description Status Date Completed
04/09/2018 WL Coordinator, Sue Waiver Enrollment Offer Response — Declined Complete 04/09/2018
04/09/2018 Reed, Monica IFS Request Verification of Available IFS Funds Complete 04/09/2018

b. In the new Note record, update the following fields:
I. Division = APD
ii. Note Type = Waiver Enrollment

iii. Note Subtype = 1st Attempt OR 2nd Attempt
OR 3rd Attempt

iv. Status = Complete
c. When finished, click File > Save and Close Notes
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File Tools

Notes Details

Division *
Note By * |WLCoordinator, Sue V|
Note Date * o4/102018 |
Program/Provider APD Waiver /| Details
Note Type * |Waiver Enroliment Vr
Note Sub-Type | 1st Attempt V|
Description
Attempted to contact the Consumer by phone on 4/10. Left a voicemail with
call back instructions
Note
Status * Complete v

4. There are three possible outcomes:

a. If WLSC Successfully Contacts Consumer and
Consumer Accepts Waiver Offer, proceed to Chapter
on Standard APD Enrollment

b. If WLSC Successfully Contacts the Consumer and
Consumer Declines the Waiver Offer, proceed to
Chapter on Declined Return Mailed or Non
Responsive Waiver Offers - Consumer Declines
Waiver Offer

c. If WLSC is Unsuccessful in Contacting Consumer
After Three Attempts, proceed below.

5. If the WLSC is unsuccessful in contacting the Consumer
after three attempts, decide if the consumers should be
removed from the Waiting list and if their case should be
closed.

6. To remove the Consumer from the Waiting List, navigate to
the consumer’s record, click on the Waiting List tab > open
the relevant Waiting List record.

a. Update the following fields:
I. Waiting List Status = Removed
ii. Reason for Closure = update as appropriate
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b. When finished, click File > Save and Close Waiting

Chapter 6 | Declined, Return Mailed, or

List
L I Marianne Smith Waiting List
Opd iConnect Last Updated by ICFAdM
at 4/5/2018 10:54:01 AM
File Word Merge
Waiting List
Notes Waiting List Category
Waiting List Category Date \ 04/03/2018
Waiting List Status |6 - Removed v
Waiting List Status Date 03/20/2018 |
Date Placed on Waiting List 03/23/2018
Days on Waiting List 17
Reason for Closure v
Closure Date 04/05/2018 |7
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If the WLSC decides that the consumer’s case is to be
closed, proceed to Case Closure.

Waiver Offer Letter Returned in the Mail

If a Waiver Offer Letter was mailed to the Consumer but
returned to APD by the post office, the Region Office worker

will record this on the consumer’s record

. To begin, log into APD iConnect and set Role = Region

Waiting List Workstream Worker. Click Go.

Navigate to the consumer’s record and click on the Note >

File > Add Note.
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Nonresponsive Waiver Offers

File Tools Reports Ticklers View Consumer Incidents

Add Notes Consumers ] | Lasthiame | ADVANCED SEARCH
Print

MY DASHBOARD CONSUMERS PROVIDERS CLAIMS SCHEDULER REPORTS

Smith, Marianne (10043)

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

Demographics | Divisions | Programs | Provider Selections = Notes = Forms | Appointments | Plans = Waiting List | Payers | Legal Issues

Filters
Note Date j + \

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

[T Notepate | Note By [ Note Type Note Sub-Type | Description Status Date Completed | Attachment | |
| |oar00i2018 | WiCoordinator, Sue Waiver Enrollment Offer Response — Declined \ Complete | 04/09/2018 |No \

a. Inthe new Note record, update the following fields:
i. Division = APD
ii. Note Type = Waiver Enrollment
iii. Note Subtype = Returned Mail
iv. Status = Pending

v. Route the Note to the Waiting List Support
Coordinator by clicking the Ellipsis button next
to Add Note Recipient. In the pop-up window,
type in the Worker's Last Name and click
Search. In the Search results, click on the
matching Worker Name to route the note to
that recipient.

b. When finished, click File > Save and Close Notes
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Op\j iCcnnedct Marianne Smith = Notes

4/11/2018 9:37 AM

File Tools

Notes Details

Division *

Note By * |State, Worker V|

Note Date * 04/11/2018 |

Program/Provider | V|

Note Type * [waiver Enrollment v
Note Sub-Type [Returned Mail v|
Description

Waiver offer letter was returned in the mail to APD on 4/11

Note

Status * [Pending V|

4. The WLSC monitor their My Dashboard for Notes related to
Waiver Enrollment issues. To begin, log into APD iConnect
and set Role = Region Waiting List Workstream Worker.

Role
Welcome, Sue WLCoordinater =~ My Dashboard i
Onj iCennect 41112018 9:47 AM SIgn QUL 1 peion waiting List Workstream Worker [v] @
File
: S
Quick Search
I Cansumers ]| | Last Name ~ ADVANCED SEARCH

5. On the My Dashboard, identify the Consumer panel and
scroll down to the Notes section. Click on the Pending link
to open a queue of Pending Notes
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MNotes

Complete 4

Draft 1

I'm Interested 1

Pending 1
Alert Notex

Unread Alert Notes 0

Ticklers

Ticklers 52

6. In the Pending Notes queue, open the Note record with Note
Type = Waiver Enrollment and Note Subtype = Returned
Mail:

a. Review the details of the returned Waiver Offer Letter

b. Navigate to the consumer’s record to obtain the
Telephone Number

7. Contact the Consumer to obtain the updated address.
Record each contact attempt in a Consumer Note record. To
do so, navigate to the consumer’s record, click on Notes >
File > Add Note:

a. Inthe new Note record, update the following fields:
i. Division = APD
ii. Note Type = Consumer Contact
iii. Note Subtype = Telephone
iv. Status = Complete
b. When finished, click File > Save and Close Notes

= Well June 2023 Page 185



Case Management Module

Nonresponsive Waiver Offers

o iConnect
File Tools

Notes Details
Division *

Note By *

Note Date *
Program/Provider
Note Type *

Note Sub-Type

Description

Note

Status *

Marianne Smith Notes
4/11/2018 9:54 AM

[

o411/2018 |

I

[Consumer Contact VI

Telephone v

-Attempted to contact Consumer on 4/11 to obtain updated address

Complete v

Chapter 6 | Declined, Return Mailed, or

i. If All Research Efforts Exhausted and No New
Address Found, proceed to the Chapter on

Case Closure.

If New Address Found, proceed below

8. If a new address is obtained, navigate to the consumer’s

record and click on Demographics > Edit > Edit

Demographics > Addresses > click on the outdated
address record

File Edit T Ticklers View Consumer Incidents Word Merge

Edit Demographics @

at 4/9/2018 1:35:28 PM

Consumers v Last Name

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS

Smith, Marianne (10043)

&

CLAIMS SCHEDULER

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

Demographics

Demographics

iConnect ID 10043
Salutation Mrs.
Last Name Smith

s Well

Divisions | Programs | Provider Selections | Notes | Forms | Appointments

Medicaid ID
Age

Race

June 2023

Plans | Waiting List | Payers

14.1

African American
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File Tools Reports

Demographics Basic Demographics
i v

Addresses Salutation

Last Name * Smith
Contact Names -

First Name * Marianne
Contact Phones Consumer Photo
Contact Emails Middle Name

Suffix Sr. Vv
Contact Identifiers

Alias

Title

Date of Birth * 03/04/2004 |8

Age 14.1

9. Update the address as appropriate and click File > Save
and Close Address.

10.From the consumer’s Demographics record, click on the
Word Merge menu > iBudget Waiver Offer Enroliment Letter
to generate the letter
a. Click Open Document to edit the contents of the
Word Merge letter. Edit the document in Microsoft
Word. Print the document to mail to the Consumer

b. Save the updated letter to your computer. Back in
APD iConnect, click Upload and Save to Note. In the
new Note Record, update the following fields:

1. Division = APD
2. Note Type = Waiver Enrollment
3. Note Subtype = Second Offer
4. Status = Complete
c. When finished, click File > Save and Close Note

11.1f the SECOND Waiver Offer Letter was mailed to the
Consumer but returned to APD by the post office, record this
on the consumer’s record. To begin, log into APD iConnect
and set Role = Region Waiting List Workstream Worker.
Click Go.
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. Roll
ol e Welcome, Sue WLCoordinator | My Harmony = i, ot oe
OI 2 i‘ ANNed l 27/2018 11:10 AM d Region Waiting List Workstream Worker A @

Quick Search
| Consumers V]| | LastName ~| ADVANGED SEARGCH

12.Navigate to the consumer’s record and click on Notes > File
> Add Note:

a. Inthe new Note record, update the following fields:

i. Division = APD

ii. Note Type = Waiver Enroliment

iii. Note Subtype = Returned Mail

iv. Status = Pending

v. Route the Note to the Waiting List Support
Coordinator by clicking the Ellipsis button next
to Add Note Recipient. In the pop-up window,
type in the Worker's Last Name and click
Search. In the Search results, click on the
matching Worker Name to route the note to
that recipient.

b. When finished, click File > Save and Close Notes

13.The WLSC monitor their My Dashboard for Notes related to
Waiver Enrollment issues. To begin, log into APD iConnect
and set Role = Region Waiting List Workstream Worker.

Click Go.
Role
Welcome, Sue WLCoordinator - My Dashboard - R
OO0 iConnect 4/11/2018 9:47 AM Sign Out Region Waiting List Workstream Worker v w
File
. s
Quick Search

| Consumers [v] | LastName M e ADVANCED SEARCH

14.0n the My Dashboard, identify the Consumer panel and
scroll down to the Notes section. Click on the Pending link
to open a queue of Pending Notes
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‘ MNotes ‘ ‘
Complete 4
Draft 1

I'm Interested 1 ‘

.
‘ Alert Notes \ ‘

Unread Alert Notes 0

Pending

‘ Ticklers ‘

Ticklers 52

15.1In the Pending Notes queue, open the Note record with Note
Type = Waiver Enrollment and Note Subtype = Returned
Mail:

16.Remove the Consumer from the Waiting List. To do so,
navigate to the consumer’s record and click on the Waiting
List tab > open the relevant Waiting List record

a. Update the following fields:
I. Waiting List Status = Removed
ii. Reason for Closure = Update as appropriate
b. When finished, click File > Save and Close Waiting
List

R Marianne Smith Waiting List
Opd iCcnnect s Last Updated by ICFAdm

at 4/5/2018 10:54:01 AM
File Word Merge

Waiting List Category

Notes

Waiting List Category Date \ 04/03/2018

Waiting List Status |6 - Removed v

Waiting List Status Date 032912018 |

Date Placed on Waiting List 03/23/2018

Days on Waiting List 17

Reason for Closure v

Closure Date 04/052018 |

I. If the consumer’s Case is to be Closed,
Proceed to the Chapter on Case Closure.
sl WellSky
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Chapter 7 | Level of Care

Introduction

Level of Care assessments are completed by a Waiver
Support Coordinator, to assist in determining if an individual
meets eligibility requirements and to what level of service is
required to accommodate the consumer’s needs. The
Support Coordinator will utilize the Waiver Eligibility
Worksheet to document the LOC determinations.

Complete Waiver Eligibility Worksheet

1. To begin, the Region Staff member will log into APD
iConnect and set Role = WSC/CDC. Click Go.

2. The consumer’s Initial HCBS Waiver Eligibility Worksheet
will be available by navigating to the consumer’s record and
clicking on the Forms tab.

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

Smith, Marianne (10043)
Diagnosis | Eligibility Medications | Auths Provider Documentation | Contacts | Consumer Module User

Demographics | Divisions | Programs | Provider Selections | Notes = Forms = Appointments =~ Plans = Waiting List | Payers = Legal Issues

Filters
Form ﬂ +

5 Forms record(s) returned - now viewing 1 through 5

Form Review Review Date ~ Worker Division
Questionnaire Situational Information Initial 03/27/2018 ClinicalWsL, Tony APD
EZ iBudget Calculator Initial 03/26/2018 State, Worker APD
HCBS Waiver Eligibility Worksheet Initial 03/23/2018 Reed, Monica APD
Support Plan Short Form Initial 03/23/2018 Reed, Monica APD
Family Risk Factors Initial 03/23/2018 Reed, Monica APD

==First  =Previous Refrieve {5 Recordsatatime MNexi> Last>>

3. To add a new form, click Forms > File > Add Form and in
the Please Select Type field select the HCBS Waiver
Eligibility Worksheet
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opd iConnect

File

Please Select Type: |Central Record Transfer Form

Crisis Identification Tool

Consumer Forms | Critical Incident Preliminary Alert Notification
Daily Attendance Log

Demographic Expansion Fields

DEQ Wage Data Assessment

DOR Wage Data Assessment

EZ iBudget Calculator

Family Risk Factors

Functional Behavioral Assessment

General Local Review Committee Minutes
HCBS Waiver Eligibility Worksheet

Local Review Committee Programs Review%
LRC BASP Review and Approval

LRC Chair Behavior Analysis Services Eligibility
Medical Case Manager Report

Medication Destruction Record

Medication Error Report

Nursing Health Assessment

Priority Category Waiting List Documentation
Protective Services Data

Quarterly Home, Safety and Health Review
Questionnaire Situational Information

Reaciive Sirategies Form

Request for Legal Action

ROD Report of Death Form

SL Quarterly Review Checklist

Support Plan Short Form

Vendor Cert of Res Care Pymnt Sves hd
WSC Progess Log

Review *
Review Date *
Division *

Approved By

Chapter 7 | Level of Care

Worker
Status *
Program

Approved Date

Regional, Jim

4. In the new HCBS Waiver Eligibility Worksheet, complete all
relevant fields

5. Then, update the fields in the header:

a.
b.

Review = Annual
Division = APD

c. Status = Complete

6. Print the form for signature

7. When finished, click Save and Close Forms

File

Please Select Type: | HCBS Waiver Eligibility Worksheet v‘ @

Consumer Forms

Review *
Review Date *
Division *

Approved By

Client First Name:

Client Last Name:

*$ocial Security Number:

Region:

Support Plan Effective Date:

(ol | e

04032018 |7

Worker *
Status *
Program

Approved Date

Regional, Jim

Complete v
APD Waiver ] Details

04/03/2018

HCBS WAIVER ELIGIBILITY WORKSHEET

Regional, Jim Details
Marianne
Smith
XXH-XX-4005
CENTRAL
0410312018

=

LEVEL OF CARE ELIGIBILITY

|- | Clear Rl

I Vel

N

The individual is an APD client with a Developmental Disability who meets one of the following criteria and is eligible to receive services provided in an ICF/DD.

8. After obtaining the necessary signatures, attach the signed
HCBS Waiver Eligibility Worksheet to the consumer’s record.
To do so, navigate to the consumer’s record and click on
Notes > File > Add Note:

s Well
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9. In the new Note record, update the following fields:
i. Division = APD
ii. Note Type = Waiver Enrollment
iii. Note Subtype = Signed Waiver Eligibility
Worksheet
iv. Status = Complete

10.From the File menu > select Save and Close Notes.
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Chapter 8 | QSI Assessment

Introduction

The chapter focuses on the process of scheduling and
conducting the QSI Assessment. The Clinical Workstream
Lead will assign a QSI Assessor who will schedule and
conduct the QSI for a Consumer. The QSI Assessor has the
option to complete the QSI Assessment on a paper form
while in-person with the Consumer and then transpose the
consumer’s responses into the QSI Assessment Form in
APD iConnect. Alternatively, the Assessor can use Mobile
Assessments to complete the QSI online while in person
with the Consumer.

After completing the QSI Assessment, the QSI Assessor
may need to obtain supplementary documentation from the
Consumer. The QSI Assessor will attach this documentation
to the consumer’s record via Note records. After finalizing
the QSI, the QSI Assessor will notify the assigned Waiting
List Support Coordinator or Waiver Support Coordinator the
QSIl is complete via a Note in APD iConnect.

Scheduling the QSI

1. After the Consumer was deemed APD Eligible, the Clinical
Workstream Lead reassigned a Tickler called Assign Initial
QSI to the QSI Assessor.

2. The QSI Assessor will log into APD iConnect to pick up the
reassigned Tickler. Upon logging in, change your Role = QSI
Assessor and click Go:

Welcome, Jennifer Buck | My Dashboard Sign Out Role

Op\j iConnect 02472015 507 P Qs1 Assessor 2]
File
Quick Search

Consumers )| [ Lasthiame v = ADVANCED SEARCH

MY DASHBOARD CONSUMERS SCHEDULER

3. The Assessor will monitor their My Dashboard for Ticklers
related to the initial QSI. To do so, navigate to the My
Dashboard and find the Consumers section. Scroll down to
the Ticklers panel and click into the linked number of
outstanding Ticklers to access the Tickler Queue:
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‘ Notes ‘
Draift 1
I'm Mot Interested 1

‘ Alert Notes ‘
Unread Alert Motes 0

‘ Ticklers ‘

Ticklers —— 110

‘ Plans ‘
Approved 1
Draft 1

4. From here, user the multi variable search to find the Assign
Initial QSI Tickler and click Search:

File

Filters

Status ﬂ Equal To ﬂ New ﬂ AND ﬂ x
iConnect ID ﬂ +

) Apply Alert Days Before Due

2 Ticklers record(s) returned - now viewing 1 through 2 \ %
Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Levert, Freddy 10025 Assign Initial QS| 12/17/2017 12/17/2017 New Assessor, George 4
Sample, Person 10006 Assign Initial QS| 03/15/2018 03/15/2018 New Assessor, George 4
<<First <Previous Refrieve 15 Recordsatatime Next> Last>>
Tip
When searching for a future Tickler, remember
to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.
5. In the search results, hover over the arrow next to the Assign
Initial QSI Tickler and click View consumer’s Record:
i, s fooka s i G5 o ooz N [ Ganat Iy
_Tesler_ John 10033 Assign Initial QSI 02122018 021272018 | New = Reassign
e = e T /*'(4“ e |

6. Review the Forms and collateral documentation on the
consumer’s record by clicking on the Forms and the Notes
tabs:

sl WellSky
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Smith, Marianne (10043)
Diagnosis | Eligibility | Medications = Auths = Provider Documentation = Contacts =~ Consumer Module User

Demographics | Divisions = Programs Provider Selections = Notes =~ Ferms = Appointments =~ Plans =~ Waiting List = Payers | Legal Issues

Filters
Form j +

1
3 Forms record(s) returned - now viewing 1 through 3

Form Review Review Date Worker Division

HCBS Waiver Eligibility Worksheet Initial 03/23/2018 Tierney, Jacqueline APD
Support Plan Short Form Initial 03/23/2018 Tierney, Jacqueline APD
Family Risk Factors Initial 03/23/2018 Tiemney, Jacqueline APD

<<First  <Previous Relrieve 15 Recordsatafime Next> Last>>

7. In order to schedule the QSI Assessment, the Assessor
must contact the Consumer via telephone or email to
schedule an appointment during which the assessment can
be completed

8. Record each attempt to contact the Consumer in a Note
record. From the consumer’s record, click on Notes > File >
Add Note.

9. In the new Note record, update the following fields:
a. Division = APD
b. Note Type = QSI
c. Note Subtype = Consumer Contact - Telephone
d

Notes = Enter details of the contact attempt. Multiple
attempts will be documented in the same note. The
Assessor can use the Append Text Note option to enter
each contact attempt on the same note.

e. Status = Pending. The note will remain in an
editable/Pending status so it can be updated with each
contact attempt. When the appointment is scheduled,
the status of this note can be change to Complete.

10.When finished, click File > Save and Close Note
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oD iennect

File Tools Reports

Chapter 8 | QSI Assessment

John Sheppard
Last Updated by jbuck
at 8/10/2018 4:32-58 PM

Notes

| Notes ||| Notes Details
Division *
Note By * Buck, Jennifer
Note Date * 08102016 |
Note Type * [asi v
Note Sub-Type [@s1 Consumer Contact Telephone v|
Description ‘Word Merge Template
On 11/12/2018 at 3:17 PM, Jennifer Buck wrote: additional contact
attempt notes added
Note New Text
another contact attempt is made|
pend o
Status — B Fodng ]

Date Completed

11. After selecting a date and time for the QSI Assessment
appointment, navigate to the consumer’s record and click on
the Appointments tab > File > Add Appointment:

Marianne Smith Appointments .
Last Updated by jtierney lefu Qi Region Clinical Workstream Worker [v] @

at 3/26/2018 11:12:43 AM

od wonnect

File Ticklers View Consumer Incident
AUVANCED SEARCI

COTSUITEns d THSTNETTe T

Add Appointment

Spell Check @ MY HARNMONY CONSUMERS PROVIDERS INCIDENTS CLAIMS
Print

SCHEDULER REPORTS

Smith, Marianne (10043)
Diagnosis | Eligibility =~ Medications =~ Auths  Provider Documentation Contacts = Consumer Module User
Demographics | Divisions = Programs = Provider Selections | Notes | Forms  Appeintments Plans | Waiting List = Payers | Legal Issues

View Style Filters
© List view O Monthly View satus V| NotEquaiTo  |v| Draf V| awolv|
@] Weekly View O Daily View
StartDate|v| |+

0 record(s) returned

12.In the new Appointment record, update the following fields:
a. Division = APD
b. Start Date
c. Start Time
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End Date

End Time

Appointment Type = QSI

Status = Scheduled

Priority = High (only if QSI is high priority
circumstance)

Sae "o o

13.When finished, click File > Save Appointment
File

Appointment Detail

Division
Program
Start Date * owveazos |
Start Time 04 v PM v
End Date oazazoiz |
End Time
Travel Time 01w
Preparation Time -
Type [asi v
Sub Type
Subject QS| Appointment
Appointment Summary
500 crevacs
Additional Information (Private)
Reason
Location [consumers Home v
Status * il
High: Priority m] —

14.Upon saving the new Appointment record, the Appointment
record will refresh and display the Add Attendee tab.

a. Click Add Attendee

b. Scroll to find your Worker record. Select the record
and click Add. Note that you can use the CTRL key to
select multiple workers before clicking Add

c. When finished, click File > Save and Close Attendee

d. The Appointment will now display in the Attendee's
My Dashboard

e. Repeat the process to add all Attendees to the
Appointment record

Completing the QSI
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1. The Assessor will be able to track assigned QSIs using the
Assign Initial QSI tickler. This tickler is visible via My
Dashboard and will remain on the Assessors ticker list until it
is marked as complete.

a. Click on the Ticklers link under the Consumers
section on the My Dashboard. The Tickler Queue will
open. Use the multi variable search to find the Assign
Initial QSI Tickler with Status = New.

File

Filters

Status ﬂ Equal To ﬂ New v ANDﬂ x
iComnectid  |v| |+

M Apply Alert Days Before Due

s Bl
returned - now viewing 1 through 2 \ ’«\
>

Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status. Assigned To
Levert, Freddy 10025 Assign Initial QS 121172017 121172017 New Assessor, George
Sample, Person 10006 Assign Initial QS 03/15/2018 03/15/2018 New Assessor, George

<<First <Previous Refrieve| 15 | Recordsatatime Next> Last>>

b. To view QSI ticklers that have already been
completed, change the Search filters in the Tickler
gueue. The default filter returns ticklers with Status =
New.

2. In addition, the Pending Assessments Queue visible via My
Dashboard will list all APD iConnect Assessments with
Status = Pending. The Assessor can save the QSI
Assessment with Status = Pending until he/she is ready to
complete the form.

3. Upon meeting with the Consumer, the Assessor will
complete the QSI Assessment. The Assessor has two
options:

a. The Assessor can complete a paper QSI and
transpose it into APD iConnect upon returning to the
office, or

b. The Assessor can complete the QSI in APD iConnect
directly in the application or via Mobile Assessment.

Completing the QSI in APD iConnect

1. To begin, log into APD iConnect and select Role = QSI
Assessor.
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2. Navigate to the Consumer record, click Forms > File > Add
Form.

File Tools Ticklers View Consumer Incident Word Merge

Adi umer People Search  5rch

 Add Forms

Add Forms | Consumers ]| | Lasthame | ADVANGED SEARGH

Print @
MY HARMONY CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

Smith, Marianne (10043)

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

Demographics | Divisions | Programs | Provider Selections | Notes « Forms = Appointments | Plans | Waiting List | Payers | Legal Issues

Filters
Form ﬂ +
el e

3 Forms record(s) returned - now viewing 1 through 3

Form Review Review Date ~ Worker Division
HCBS Waiver Eligibility Worksheet Initial 03/23/2018 Tiemey, Jacqueline APD
Support Plan Short Form Initial 03/23/2018 Tiemey, Jacqueline APD
Family Risk Factors Initial 03/23/2018 Tiemey, Jacqueline APD

3. Set Please Select Type = Questionnaire Situational
Information

Please Select Type: [Queslionnaire Situalional Information ~

Consumer Forms

Review* [Initial v Worker * Assessor, George

Review Date * 03262018 |3 Status * Complete ~v
Division * APD v Program ~
Approved By Assessor, George Jeta Approved Date 0312612018

[

FQS| ADMINISTRATOR INFORMATION

1.FQSI Administrator (L.e. the name of the .
person administering this questionnaire)  LDrenda, Roberts A
2. Initiation Date (Select the date inwhich | .. . =

the FSIQ is initiated) oszezo1s [

3. Administration Date (Select the date in . -
which th is completed) 03126/2019 x

4. Complete all relevant fields. Required field are marked with
a red asterisk. *

5. The QSl is a long assessment and the Assessor will want to
save updates along the way.

6. The QSI can be saved with required fields unanswered only
when using Status = Draft. Click File > Save Forms.

7. Based on the consumer’s responses to questions in the QSI,
the system will automatically require that the Consumer
complete second-level Assessments including:
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a. Behavioral Second Level Assessments
b. Medical Second Level Assessments

The questions for these second level Assessments will
conditionally populate right into the QSI Assessment if they
are required.

8. When finished with the entire form, change the form Status =
Complete.

9. Click File > Save and Close Forms.

ogd iConnect

File  Reports  Word Merge

Copy Shared Response !

S

History
Duplicate Assessment

Spell Check

ial hd Worker *
ninns  |HE Status *
Dv Provider/Program

Save Forms
Save and Close Forms

Approved Date
Save and Push to Plan

Print )

Close Forms

FQSI ADMINISTRATOR INFORMA

1. FQSI Administrator (i.e. the name of the person [Buck_Jennifer vl

10.When the QSI is complete, notify the Waiver Support
Coordinator or Waiting List Support Coordinator. To do so,
navigate to the consumer’s record and click on Notes > File
> Add Note.

11.In the new Note record, update the following fields:

a. Division = APD
Note Type = QSI
Note Subtype = QSI Status Complete
Status = Complete
Route the new Note record to the Waiver Support
Coordinator/Waiting List Support Coordinator by
clicking the Ellipsis button next to Add Note
Recipient. In the pop-up window, type in the Worker's
Last Name and click Search. In the Search results,
click on the matching Worker Name to route the note
to that recipient.

®ooo
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File  Tools

Notes Details
Division *

Note By *

Note Date *
Program/Provider
Note Type *

Mote Sub-Type

Description

Note

Status *
Date Completed

Attachments

Add Attachment

There are no attachments to display

Note Recipients

Add Note Recipient

031282018

[asi

[@SI Status Complate

>t
] /

3.28 - Q51 Completz

Pending

Name / Date Sent
Tiemey, Jacqueling 2282018

12.When finished, click File > Save and Close Notes

Mobile Assessments

1. Alternatively, in the future the Assessor can use Mobile
Assessments to fill out the Assessment online while with the

Consumer. To do so, proceed to Chapter 24|Mobile

Assessments.

QSI Supplementary Documentation

Date Read

Chapter 8 | QSI Assessment

Category

1. As the Consumer submits supplementary documentation
required for the QSI, add new Note records to capture the
documents. To do so, navigate the consumer’s record and

click on the Notes > File > Add Note:

2. Inthe new Note record, update the following fields:

a.

b.
C.
d

s Well

Division = APD
Note Type = QSI

Note Subtype = Supporting Documentation

Status = Complete
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In the new Note record, attach the supporting
documentation by clicking Add Attachment. In the
pop-up window that opens, click Browse to find the
appropriate document on your computer and then
click Upload

3. When finished, click File > Save and Close Notes

File Tools

Notes Details
Division *

Note By *

Note Date *
Program/Provider
Note Type *

Note Sub-Type

Description

Note

Status =

Date Completed

Attachments

Add Attachment

Document

03262018 |E [}

[asI ‘;I/
[Supporting Documentation v

Supporiing Documentation Attached to this Note

[Complete iR
0372612018

Description Category

FL APD - Case Management UAT Scripixlsx

4. When the QSI is complete, notify the Waiver Support
Coordinator or Waiting List Support Coordinator. To do so,
navigate to the consumer’s record and click on Notes > File
> Add Note.

5. In the new Note record, update the following fields:

a.

®aoo

s Well

Division = APD

Note Type = QSI

Note Subtype = QSI Status Complete
Status = Pending

Route the new Note record to the Waiver Support
Coordinator/Waiting List Support Coordinator by
clicking the Ellipsis button next to Add Note
Recipient. In the pop-up window, type in the Worker's
Last Name and click Search. In the Search results,
click on the matching Worker Name to route the note
to that recipient.
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File  Tools

Notes Details

Division *

Note By *

Note Date * azez01s |0

Program/Provider

Note Type * [asi v

Note Sub-Type [@s1 Status Complete V] /

Description

3.28 - Q51 Completz

Note

Status * Panding — b

Date Completed

Attachments

Add Attachment

Document Description Category
There are no attachments to display

Note Recipients

Add Note Recipient || Clear |

Tiemey, Jacqueling / 2282018 Unread
6. When finished, click File > Save and Close Notes

Complete Family Risk Factors

1. After the Consumer was deemed APD Eligible, the Clinical
Workstream Lead reassigned a Tickler called Complete
Family Risk Factor to the QSI Assessor.

2. The QSI Assessor will be able to access the reassigned
tickler via the Tasks Panel on the My Dashboard. To begin,
log into APD iConnect and set your Role = QSI Assessor.
Click Go.

l
Welcome, George Assessor |~ My Harmony Sign Out Rols

~ -
O‘- U iConnect /2612018 3:16 PM Sl Assessor

Date Signed

|

File
Quick Search
| Consumers V] | Lasthame v &3 ADVANCED SEARCH

3. The QSI Assessor will monitor their My Dashboard for
Ticklers. To do so, navigate to the My Dashboard and find
the Consumers section. Scroll down to the Ticklers panel
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and click into the linked number of outstanding Ticklers to
access the Tickler Queue:

Notes
Draft 1

I'm Mot Interested 1

Alert Notes

Unread Alert Notes 0

Ticklers

Ticklers — 10

Plans
Approved 1

Draft 1

4. From here, user the multi variable search to find the
Complete Family Risk Factor tickler and click Search:

File

Filters

Status j Equal To ﬂ New ﬂ AND! j x
iConnect ID j +

[l Apply Alert Days Before Due

™~

Tip

When searching for a future Tickler, remember
to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

5. Click the tickler to open it. The consumer’s Family Risk
Factor Form will Open:
i. Complete all relevant fields

ii. When finished, click File > Save Forms. The
tickler is marked as complete. Select File >
Close Workflow Wizard
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Spell
Save Forms ease Select Type: | Family Risk Factors

Corvin ous Consumer Forms

Print Review " Worker Tiemey, Jacqueline
Close Forms Review Date * 03232018 | Status * Draft

Approved By

Details

Division * APD

Approved Date

iConnect ID: 90000

ABC PIN: 3454

Primary caregiver unable to give care due to health
status of primary caregiver:

Does the primary caregiver have health issues that
prevent them from continuing to provide care?

Primary Caregiver Providing Care to a Minor, Elderly OYes
Person, or Other With a Disability within the Family

Primary Caregiver Unemployed:
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Chapter 9 | Consumer Budget

Introduction

When waiver funding is approved by the Legislature, the
APD Staff reviews the Waiting List data to determine the
number of clients who meet the established criteria to
receive a waiver offer. The APD Staff will use the EZ
iBudget Calculator form in APD iConnect to determine the
Algorithm amount for a Consumer and will send the Waiver
Enrollment Offer Notice to the Consumers and track the
status of the acceptance on the Waiver in APD iConnect.
Once the consumer accepts the offer and a WSC is
selected, APD staff create the Budget in APD iConnect and
the WSC is notified to create the cost plan as ‘planned
services’ in APD iConnect. These planned services must be
validated against the algorithm amount and other business
rules through the plan validation function in APD iConnect.
This same process is followed for individuals who transition
to the waiver via crisis, or any other approved waiver
enrollment process. The WSC will be unable to create an
authorization until the plan is validated successfully

EZ iBudget Calculator

Once the funding is available, the State Worker will use the
EZ iBudget Calculator form in APD iConnect that pulls
indicator data from the QSI to determine the Allocation
Algorithm amount for a Consumer. The Region completes
the EZ iBudget calculator when processing CWE, CBC,
ICF/1IID Transitions, Military, Phelan-McDermid enrollments.

1. To begin, log into APD iConnect and set Role = State Office
Worker. Click Go.

Role

) N Alice Sheppard Forms 0
Op\j{ i‘ AONNed a Last Updated by jbuck Sl State Office Worker
8t 5/2/2018 3.53.16 PM
File Tools Ticklers
Quick Search
| Gonsumers [M]| | Lestame ™ @ ADVANCED SEARCH

[ participating

MY DASHBOARD, CONSUMERS = PROVIDERS INCIDENTS CLAIMS SCHEDULER
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2. Navigate to the consumer’s record, click on the Forms tab >
File > Add Form

Alice Sheppard Forms Role
[P - S 3 -
OQj l(/‘. nnec 1 3 Last Updated by jbuck jaulehe Service Provider [v] @
3t 22018 35316 PM
File Tools Ticklers
Add Forms
| Consumers []] | Last Name v G ADVANCED SEARCH
[ participating
My DASHBoARq CONSUMERS | PROVIDERS | INCIDENTS cLAMS SCHEDULER

Sheppard, Alice (10053)

Diagnosis Medications s | Provider Documentation Contacts

Demographics =~ Notes | Forms | Appointments | Plans

3. Inthe Please Select Type field select the EZ iBudget
Calculator form. The form is displayed with some fields
auto populated.

Om iConnect Alice Sheppard = Forms
. 5/3/2018 9:15 AM
File
Please Select Type: | EZ iBudget Calculator V| g()\

Consumer Forms

Review * Initial W Worker * Buck, Jennifer [ | Clear’] Details
Review Date * 05032018 |E Status * [Draft V]

Division * Program

Approved By Approved Date

EZ iBudget Calculator
First Name Alice 4_——-'-""——

Last Name Sheppard "—"—_—-—

Area/Region

PIN Number
Update required in following situations? | v|
Select Client's Living Setting | v|
Client's Current Age 37
=
Intercept 2757204
Living Setting
Age 21 to 30 0 .t.-,——-——
Age 31 or older 48 96336
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4. Pullin the linked QSI data by selecting File > Copy Shared
Response. The existence of linked data on a form is
indicated by the link icon next to the Form Type. Complete
this step first before completing any other fields on this
form otherwise your data will be lost.

Om iConnect l Alice Sheppard = Forms

SI32018 9:15 AM

File

o] Shared R
o} ared Response - v| &\
Spell Check
Save Forms .
[V Worker * Buck, Jennifer | Clear | Details
Save and Close Form -
= Status * | Draft V|

Copy From Previous

Approved Date

Print
Close Forms

EZ iBudget Calculator

5. A list of Assessments with Shared Responses is displayed.
Select the Questionnaire Situational Information form.

Om iCennect Alice Sheppard As_sessments
5312018 9:22 AM with Shared
Responses
File
Filters
[ Search | Reset |
5 Assessments with Shared Responses record(s) returned - now viewing 1 through 5
Form Name Review Review Date ~ Rater
EZ iBudget Calculator Initial 04/17/2018 Buck, Jennifer
Questionnaire Situational Information Initial 04/17/2013 Buck, Jennifer
Person Ce d Support Plan Initial 04/13/2018 Buck, Jennifer
Person Cenggred Support Plan Initial 04/04/2018 Buck, Jennifer
FPerson Cenfered Support Plan Initial 04/04/2018 Buck, Jennifer

<< First <« Previous Retrieve | 5 |Recordsatatime MNext=  Last==

6. The linked responses on the QSI form populate on the EZ
iBudget Calculator form. (i.e. Questions 16, 18, 20,
Functional status...)

7. The form automatically completes the calculations. Make
sure all required * fields are answered.

8. Note the Allocation Algorithm Amount value.
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QSI Question 34 0

QSI Question 36 0

Q51 Question 43 0

Coefficient Sum 76.53540000000001
Algorithm Amount 8535767
Proportion Factor 1.002388

Allocation Algorithm Amount Bh874.54

Q51 Behavioral (Q5125-30) Sum 0

Q31 Functional (Q5114-24) Sum 0

9. In the form header, change the status to Complete.

10.Click File > Save and Close Form.

June 2023 Page 209



Case Management Module Chapter 9 | Consumer Budget

Create a New Annual Budget

The APD staff will record the Allocation Algorithm amount
from the EZ iBudget Calculator form on the Budget tab of the
consumer record once the enrollment offer is accepted, by
creating a Consumer Budget Detail record in APD iConnect.
The amount of the approved budget will be recorded as a
Budget Transaction on that Consumer Budget Detail record.
In order to add the next year’s budget a second Consumer
Budget Detail record and related Budget Transaction record
will be created. The Budget Entry Staff role can be used by
Region staff to edit an existing budget. That role should not
be able to create an initial budget for a person new to the
waiver. Creating initial budgets should be limited to the
State Office Enrollment role only.

Consumer Budget Detail

To begin, log into APD iConnect and set Role = State Office
Enrollment or Budget Entry Staff. Click Go.

Welcome, Jacqueline Tiemey = My Dashboard Sign Out i .

Q0 iConnect 6/4/2018 10.55 AM Stale Office Enraliment vl W
File
Quick Search
Consumers v]| | LastName ~| G ADVANCED SEARCH
2. Navigate to the consumer’s record, click on the Consumer
Budget tab.
3. Click File menu > Select Add Consumer Budget Detail
NOTE: The Waiver Support Coordinator can view the
budget details on this tab but cannot add or edit.
oo iWConnect Eaef J’;ujzamniliscz °§3§§‘é“t§’
at 315/2018 11:53:24 AM
File Ticklers View Consumer Incident
Add New Consumer People Search Quick Search
Add Consumer Budget Detail | Consumers v|  LastName v @ ADV
Print
MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITIES

Sample, Person (10006)

Filters

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

Demographics | Divisions = Consumer Budgets Programs | Provider Selections | Notes | Forms | Appointments | Plans | Waiting
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4. The Consumer Budget details page displays. Update the
following fields:

a.
b.
C.

Division = defaults to APD and is read only.
Fiscal Year = select the current fiscal year

Start Date and End Date auto populate when fiscal year
is selected. Edit as needed.

Programs = Open program enrollments for the consumer
are listed here. The value selected here controls the
plans that are available to link to this budget.

Budget Type = defaults to iBudget and is read only

Allocation Algorithm Amount = Add the amount from the
EZ iBudget Calculator Form to this field

Current Budget = displays a read only sum of all the
Budget Transaction values.

Budget Status = Draft

NOTE: The status of all Budget Detail records = Draft
until it is saved for the first time. After saving, the
following Budget statuses are available: Budget
Approved, Complete, Pending, Terminated

NOTE: When Budget Status = Approved the record
becomes read only and cannot be changed. Status =
Budget Approved indicates the Budget has been
reviewed and approved but remains editable in case
changes are needed throughout the year.

Description and comments are optional text fields

WSC, Region Office Staff and State Office Staff lookup
fields exist to select the associated staff for this
Consumer.

Annualized Budget =This is the total amount for a fiscal
year. If someone has a $12,000 algorithm, and they
enroll on the waiver 9/1/19, their initial transaction will
only be for $10,000 (prorated amount for the part of the
fiscal year they are on the waiver). Their annualized
budget for the next year will be $12,000.

Prior iBudget Amount = this is field used for the transition
process of iBudget to APD iConnect.
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ogd iCennect Lest Updted by uck

at 4127/2018 3:43:56 PM

i :;::::::‘j“ :::ISZL; ::21;2013 =
NorWaiver L3 [promarer
Program(s) \\i End Date * 06/30/2019 E
El
Termination Date = Budget Type * iBudget
Allocation Algorithm Amount * $35,000.00 Current Budget $60,000.00
Budget Status Description
WSC [Buck, Jennifer v Regional Office Staff [ v
Amount Unauthorized $8,871.17 State Office Staff | v‘
Prior iBudget Amount * $32,574.00
5. Click File > select Save. The page refreshes and the
Budget Transaction section is displayed.
Budget Transactions
A Consumer can have more than one budget transaction.
For example, a consumer newly enrolls on the waiver mid-
year so his/her algorithm amount would be prorated for that
year. The consumer would have a second budget
transaction with annualized amount showing for a full fiscal
year. Another example would be a SAN approval mid-year
where the consumer would have a prorated increase for that
current fiscal year and an annualized increase for following
fiscal year.
1. Enter the amount of the budget. From the consumer’s
Budget detail page, click File > Add Budget Transaction to
enter the budget amount.
Alice Sheppard BSgSestug:ra"

File
Add Budget Transaction
D 8 Approved By
Histo
Y 1 Date Division *

Save TOC+ | 3 | [APDWarer

Save and Closel |L

Print e 04012018 | Program(s) L
4

Close Consumer Budget Detail |;
b

End Date * 06302016 | Payer
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opd iCennect Alice Sheppard Budget
‘ 5/3/2018 10:56 AM Transaction
File
Amount CIE OO0 O0

Transaction Type *

" SAN
Transaction Date -—"‘_‘* Budget Adjustment due to AlM

Administrative Budget Adjustment
Algorithm

Comments

1. The Budget Transaction page displays. Update the following
fields:

a. Amount = the amount of the budget based on the
algorithm amount.

NOTE: if the budget does not cover the full fiscal year,
the budget amount should be prorated.

b. Transaction Type = select the applicable budget Type
Transaction Date = the effective date of the budget
d. Comments = enter budget comments

o

2. Click File > Save and Close

3. The budget transaction is visible on the Consumer Budget
Details Page.

4. The sum of all budget transaction amounts equals the
Current Budget amount.

5. The Current Budget amount will change as
amounts(services) are encumbered.
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opd iConnect e ot gk nggestulg:eet;il
o~ at 8/25/2019 11:44:27 AM
‘Eudge{ ‘ Budget ID £ Approved By
Linked Plans Approval Date Division * APD
Fiscal Yoar * Start Date * 0712010 |78
CDC+ \L [APD Waiver
Non-Waiver \L . .
Program(s) End Date * 06/30/2020
[«
B
Termination Date ] Budget Type *
Allocation Algorithm Amount * $15,000.00 Current Budget $45,000.00
Budget Status * Description
wsC [ v Regional Office Staff v
Amount Unauthorized $43,661.79 State Office Staff [ v
Comments Prior iBudget Amount * $0.00
Annualized Budget * $15,000.00
Budget Transactions
Transaction 1D || |+
1 Budget Transactions record(s) returned - now viewing 1 through 1
\ Transaction ID - \ Amount | Transaction Type \ Transaction Date \ Updated By | Updated On
‘ ‘122 ‘545.00000 |EudgelAdJustmemdueloA\M ‘09/25/2019 ‘Butk‘Jenmler |9/25/20191143.47AM
Link/Unlink a Plan to the Annual Budget
Once the enrollment offer is accepted and the Waiver
Support Coordinator has been selected, he/she will add the
consumer’s cost plan as planned services in APD iConnect.
These planned services must be validated against the
algorithm amount documented on the Consumer Budget tab
and other business rules through the plan validation function
in APD iConnect described in Chapter 11|Add Planned
Services. The planned services on the Plans tab of the
Consumer record must be linked to the Budget on the
Consumer Budget tab of the Consumer record.
1. Tolink a Plan to the Consumer budget, navigate to the

Consumer budget tab of the Consumer record.
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Person Sample Consumer
Last Updated by wsc2 Budgets
at 31512018 11:53:24 AM
‘Incident
Quick Search
| Consumers v | | Last Name v @ ADv
MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITIES

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

Demographics | Divisions = Consumer Budgets  Programs | Provider Selections | Notes | Forms | Appointments | Plans | Waiting
2. Select the existing budget record. The Consumer Budget
details page displays.

3. Note the Programs field. Only Plans for the selected
Programs will display on the Linked Plans subpage.

4. Select the Linked Plans subpage.

. _ John Sheppard Consumer
Opd iConnect Last Updated by jbuck Budget Detail
&t 8/25/2018 10:41:22 AM
File
| Buaget | Budget ID 51 Approved By
Linked Plans Approval Date Division * APD B
Fiscal Year Start Date * 07012018 |
\:_ APD Waiver
[ _
Program(s) End Date * 061302019 |
[
‘ Pl
g

5. From the File menu > Select Link to Plan

opd iCennect John Sheppard | Linked Plans

82512018 10:42 AM
File Tools

Link to Plan

Pri s ﬂ T
Cloge Linked Plans
kel Bl

6. A list of existing Plan records is displayed. Select the Link
option from the flyout menu next to the selected Plan.

s Well
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ng iCennect John Sheppard Link to Plan
8/25/2018 10:44 AM
File Tools
(V)-Filters
Fund Code +
1 Link to Plan record(s) returned - now viewing 1 through 1
‘ ‘ Fund Code ‘ Program ‘ Plan Start Date | Plan End Date ‘ Worker ‘ Status. ‘ ‘
S | | | | Buck, Jenniter |orar | v
Link
=<Fist <Previous Refrieve | 15 Recordsatatime Next>  Last=» T

7. A notification message displays. Click OK. Close the Link to

Plan window.

Message from webpage _ u

; l\. Selected Plan/s successfully linked to Consurner Budget.

8. The Linked Plans subpage now displays the Plan record that

was just linked.

opd iwennect

File Tools

() Filters
Budget
. . |[Fundcode  |w| 4
Linked Plans ‘
‘ :

1 Linked Plans record(s) retumed - now viewing 1 through 1

John Sheppard
81252018 10:47 AM

Linked Plans

| ‘ Fund Code ‘ Program Plan Start Date

[ Plan End Date [ Worker [ saws | ]

—,-!‘ APD | APD waiver |o71r2018

O
|ber02020 | Buck, Jenniter | Dratt [ ol ]

<<First <Previous Refreve 15 Recordsatatime Next>  Last>>

9. Return to the Consumer Budget subpage. Notice the
Amount unauthorized fields are now populated, if the linked

plan included existing authorizations.

A WellSky
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- John Sheppard Consumer
Clpd iConnect Last Updated by jbuck Budget Detail
at 0/25/2019 11:44:27 AM
File
‘ Budget Budget ID 98 Approved By
Linked Plang | APProval Date Division APD )
Fiscal Year* 2020 v Start Date * o7o12019 |
CDC+ + | |APD Waiver
Non-Waiver L

Lz 6

Program(s) End Date * 06/30/2020  |E]
L
El

:
Termination Date &= Budget Type * iBudget v
Allocation Algorithm Amount * $15,000.00 Current Budget $45,000.00
Budget Status * Budget Appr Vv Description
WSC [ % Regional Office Staff [ v
Amount Unauthorized $43,661.79 State Office Staff [ v
Comments Prior iBudget Amount * $0.00
Annualized Budget * $15,000.00

10.In the event of an error, a Plan can be Unlinked. Select the
Linked Plans subpage.

11.Select the checkbox to the right of the Linked Plan. From
the Tools Menu > Select Unlink Plan.

iConnect John Sheppard Linked Plans
| ’ - 8/25/2018 10:53 AM

File Tools

Unlink Plan

Budget
- Fund Code j +
‘ Linked Pians |

1 Linked Plans record(s) returned - now viewing 1 through 1

Fund Code Program Plan Start Date Plan End Date Worker Status
APD APD Waiver 07/01/2018 06/30/2020 Buck, Jennifer Draft ;ﬁ

==First < Previous Relieve| 415 Recordsatatime Next®  Last=»

12.The Unlink natification displays. Click OK.

Message from webpage M

I h Plan/s successfully unlinked.

13.1f you return to the Consumer Budget subpage, you’ll notice
the amount values have changed.

s Well
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. John Sheppard Consumer
OF‘T, iConnect Last Updated by jouck Budget Detail
3t 92512018 11:44:27 AM
File
‘ Budget ‘ Budget ID 98 Approved By
Linked Plans  APProval Date Division APD -
Fiscal Year * 2020 v Start Date * o7/012019 |8
CDGC+ » | |APD Waiver
Non-Waiver L
[ .
Program(s) End Date * 06/302020 |2
Kl
EN
b
Termination Date ] Budget Type * iBudget ~
Allocation Algorithm Amount * $15,000.00 Current Budget $45,000.00
Budget Status * Budget Appr v Description
wsc [ v Regional Office Staff [ v
Amount Unauthorized $45,000.00 State Office Staff ~

Edit/Change the Current Annual Budget

The annual budget may need to be adjusted throughout the
year because of a SAN, a budget adjustment due to AlM, or
an administrative budget adjustment. This is completed by
State Office staff using the Budget Entry role.

1. Navigate to the consumer’s record, click on the Consumer
Budget tab.

2. Select the current annual budget. The Consumer Budget
Detail page displays. Update any fields as needed to correct

g John Sheppard Consumer
OQ J iConnect Last Updated by jbuck Budget Detail
at 0/25/2019 11:44:27 AM
File
‘ Budget | Budget ID £ Approved By
Linked Plans  APProval Date Division * APD
Fiscal Year * 2020 v Start Date * 07012019 |
CDC+ v | [APD Waiver
Non-Waiver
» -
Program(s) L End Date * 06302020 |8
<
El
B
Termination Date Jici} Budget Type * iBudget v
Allocation Algorithm Amount * $15,000.00 Current Budget $45,000.00
Budget Status * Budget Appr ¥ Description
WsC [ v Regional Office Staff [ M
Amount Unauthorized $45,000.00 State Office Staff [ v

3. To update the current budget amount, add a new Budget
Transaction. The current budget amount is the sum of all
budget transactions.

4. From the File menu, select Add Budget Transaction.
Proceed to the Budget Transactions section.
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Chapter 10 | Support Plan

Introduction

The Support Plan cannot be created until the cost plan is
first initiated for an individual coming onto the waiver for the
first time. The initial cost plan can be created once the QSI
Assessment is completed. Based on the Consumer/Legal
representative’s responses to questions in the QSI
Assessment, APD iConnect uses Copy Shared Responses
functionality to import QSI responses directly into the
Person-Centered Support Plan (PCSP). The WSC will
review the QSI responses and address those needs during
person-centered planning.

For existing consumers already in iBudget, the QSI has
already been completed and will not be added to APD
iConnect; therefore, the Copy Shared Responses function
will not be available.

Once the WSC has completed the person-centered planning
process, he/she will create the support plan as a Form in
APD iConnect.

Create the Support Plan

1. Upon enrolling the Consumer into the APD waiver Program
(see Chapter on Standard APD Enrollment), a Workflow
Wizard triggered the following Ticklers to the Waiver Support
Coordinator:

a. Complete Person-Centered Support Plan - Assigned
to WSC, Due Immediately

b. Complete Amount Implementation Meeting - Assigned
to WSC, Due Immediately

c. Upload Support Planning Collateral Documents to
Note - Assigned to WSC, Due Immediately

d. Eligibility Worksheet Reminder - Assigned to WSC,
Due in 45 Days

2. To complete the Ticklers, log into APD iConnect and set
Role = WSC/CDC. Click Go.
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Welcome, Monica Reed | My Harmony 2 Role
ogd iCennect aamts o 45t Sign Out | yeoicoc ~
File
Quick Search
‘ Consumers [+]] | st Mame ~| @l © apvancen searce
W] Participating
3. On the My Dashboard, find the Consumers section and
scroll down to the Ticklers Panel. Click on Ticklers to open
the Tickler Queue:
_ N
‘ Alert Notes ‘
Unread Alert Notes 0
‘ Ticklers @ ‘
Ticklers 1....___1 53
‘ Appointments ‘
Scheduled 4
4. Use the multi variable search to narrow down the Tickler
Queue. Click Search:
Filters:
Status ﬂ Equal To ﬂ New ﬂ AND| j x
Last Name ﬂ Equal To ﬂ smith AND| j x
iComnectiD [V |+
[ Apply Alert Days Before Due
| Search | Reset |
 Ticklers record(s) returned - now viewing 1 through 6
Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Initiate Cost Plan 03/29/2018 0312972018 New Reed, Monica »
Smith, Marianne 10043 Complete AIM 03/29/2018 041282018 New Reed, Monica »
Smith, Marianne 10043 Complete Person Centered Support Plan 03/29/2018 03/29/2018 New Reed, Monica »
Smith, Marianne 10043 Upload Support Planning Docs 032972018 031292018 New Reed, Monica »
Smith, Marianne 10043 Complete Cost Plan 03/29/2018 0511372018 New Reed, Monica »
Smith, Marianne 10043 Waiver Eligibility Worksheet Reminder 03/29/2018 031292019 New Reed. Monica »
<<First < Previous Refrieve| 15 |Recordsatatime Next= Last=»
5. From in the Tickler Queue, hover over the arrow next to the
Tickler called Complete Person-Centered Support Plan to
open it:
5 Ticklers record(s) returned - now viewing 1 through 5 /
Consumer Name iConnect ID Tickler Name / Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Complete AIM / 03/29/2018 04/28/2018 New Reed, Monica »
Smith, Marianne 10043 Complete Person Centered Suppert Plan - 03/29/2018 03/29/2018 New Reed, Monica »
Smith, Marianne 10043 Upload Support Planning Docs 03129/2018 03/20/2018 New Reed, Monica 3
Smith, Marianne 10043 Complete Cost Plan 03/29/2018 051372018 New Reed, Monica »
Smith, Marianne 10043 ‘Waiver Eligibility Worksheet Reminder 03/29/2018 03/29/2019 New Reed, Monica »

<<First  <Previous Refrieve 15 |Recordsatatime Next>  Last»>

[N
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6. The Person-Centered Support Plan form displays.

7. Complete the header information. In the header of the form,

set Review = Initial and Status = Open.
NOTE: There should be only one Support Plan for the
year. The WSC will leave the status = Open and make
changes to the same form when there is an update vs.
creating a new form each time there is an update.

8. Information from other forms such as the QSI Assessment
can be copied over into the support plan record
automatically using the Copy Shared Response functionality
in APD iConnect.

9. The WSC will select File > Copy Shared Responses and
select the Questionnaire for Situational Information
Assessment from the list of available forms.

od iConnect

File L

Copy Shared Response o v| é\

Spell Check

Save Forms jl Worker *
Save and Close Form &= Status ©

Copy From Previous

Print

Program

Approved Date

Close Forms

10.A list of Assessments with Shared Responses is displayed.

Select the Questionnaire Situational Information form.
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-
od iConnect Assessments
0 iC with Shared
Responses
File
Filters
5 Assessments with Shared Responses record(s) returned - now viewing 1 through 5
Form Name [ Review [ Review Date v ' Rater

EZ iBudget Calculator Initial 04/17/2018 Buck, Jennifer
Questionnaire Situational Information Initial 04/1712018 Buck, Jennifer
Person Cediged Support Plan Initial 04/13/2018 Buck, Jennifer
Person Cenfred Support Plan Initial 04/04/2018 Buck, Jennifer
Person Cenfgred Support Plan Initial 04/04/2018 Buck, Jennifer

== First < Previous Refrieve 15 Recordsatatime Next= Last ==

11.0nce selected, the system will pull the information from the
QSI to fill in the full QSI section on the Person-Centered
Support Plan form.

12.Please note that the Person-Centered Support Plan in APD
iConnect should be filled out in the same way as the hard
copy Person-Centered Support Plan. For questions related
to what type of information should be included in the various
sections of the support plan, please refer to the Person-
Centered Support Plan Training modules found on the
APDcares.org website.

13.Update all remaining fields.

ofd iCennect Alce Sheppard Eoams

Last Updsted by jbuck
&t /52018 2:40:43 PM

File  Reports

Person Centered Support Plan &)

Consumer Forms

Review Worker Buck, Jennifer B -
Review Date * 07052018 | status*

Dwision ProviderProgram

Approved By Approved Date

Note

&

PERSON CENTERED SUPPORT PLAN

Support Plan Effective Date” os012018 |

My Waiver Support Coordinator

WSC Name* [Buek, Jennifer v

WSC Agency Name:
WSC Phone Number:
WSC Email:

My Family, Friends, and Support System
Add New Relation  [RSiEElElly  Search Existing Relations | el
e

Name v —
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14.When finished, click File > Save and Close Forms.

15.In the Workflow Wizard, hover over the arrow next to the
Tickler to click Complete.

16.When finished, click File > Close Workflow Wizard.

Add Medication

A user can add a medication on the Medication Tab of the
consumer record or add a medication to the Medication Tab
of the consumer record from the Person-Centered Support
Plan form.

Add a new Medication from a Form

1. To add a new medication from within the PCSP, the WSC
will either add a new PCSP or open the existing PCSP.

> -k
File  Tools T v Consum Word Merg
Aukd Now Demographics Search
Add Fom
o
Print
| CONSIMERS 0
(10008)
Foms
Opj iCennect June Smith Forms
612872015 10:42 AM
File
Slease Select Type: [Person Centered Support Plan v &
Consumer Forms
Review " Worker * Buck, Jennifer Detalls
Review Date * 06282018 |7 Status * Draft v

Approved By Approved Date

PERSON CENTERED SUPPORT PLAN

Support Plan Effective Date* =

v

WSC Email:

2. Medications are captured in the Medications tab of APD
iConnect and can be added to the support plan without the
WSC re-typing the information.
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3. WSCs can also add new medications from the Person-
Centered Support Plan form and the medication will be

added to the support plan and the Medications tab of APD
iConnect.

4. To add an existing medication from the Medication tab to the
Person-Centered Support Plan, select Search and a list of
medications from the medications tab of the consumer
record is displayed. Select a medication and the page
refreshes and the support plan is populated with the
medication information.

wwwwww

5. To add a new medication from the Person-Centered Support
Plan that will be added to the Support plan form and to the
Medication tab, use the Medication Control on the form.

6. Inthe My Health section of the form, select Add New
Medication.

My Health

Important Information About My Health

Hospitalizations in the past year?

My Medication Information (current as of date of support plan meeting)

Medications

0 record(s) returned

7. The Medication search window opens. Begin typing the
name of the medication. Matching values are displayed.
Select the medication and complete the remaining fields.
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Add New Medication %

Medication * ﬂ
Order Date * 3
D/C Date j

Status ~*

<]

Dose/Amount

Dose Units

Frequency

Route

Where Obtained

Mail Order

Packaging

Type of Assistance

Medication Assistance

<] [<] [<] [ [« [<] [<] [<]

Medication Management By

Prescribed By
Instructions

Reason for Medication

8. Once complete, select Save and Close. The page will
refresh with the medication information section completed.

9. Save and Close the Person-Centered Support Plan form.

Add Medication to the Medication Tab
1. Navigate to the Medication tab on the Consumer record.

2. From the File menu >Select Add Medication.
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o0 Wennect

John Sheppard
Last Updated by jouck

at 9/21/2018 11:41:21 AM

Medications Sign Out

Role
WSCICDC

|

File Reports Ticklers View Consumer Incidents

Add Medication

i Consumers oot Neme @ ©  apancen searc
[ participating

MY DASHBOARD PROVIDERS | INCIDENTS ‘

CLAIMS

‘ SCHEDULER

Sheppard, John (10106)

( | Diagnosis EHQM Auths | Provider Documentation ‘ Contacts | Consumer Module User ‘

| Demagraphics ‘ Divisions | Consumer Budgets ‘ Programs ‘ Provider Selections | SANs | Notes | Forms ‘ Appointments ‘ Plans | Waiting List ‘ Payers

()-Filters
Groer Date[v| [ +
=

{0 record(s) returned

3. Complete the Medication details page.

ocd itennect

File

Last Updated by gladys.minino@apd.direct
at 4/18/2019 2:45:02 PM

Medication

M Medication *
| NDCCode
Send To Emar
Dose

Dose Units
Strength
Frequency
Route
Prescribed By
Order Date *
DIC Date

As Prescribed
Status *

PRN?

Instructions per Label *

Reason for Medication

Side Effects/Problems
Experienced

Where Obtained

Mail Order

Packaging

Type of Assistance
Medication Assistance
Dispense Time 1
Dispense Time 2
Dispense Time 3
Dispense Time 4
Dispense Time 5

i WellSky

| Albuterol SuratelAibuterol Suifate|SOLL [ 8=

!

| As needed

mg (Milligram)

|

[OTH (Other)

Oral v

041182018 |4
uc]

!

Yes W

Active

I:‘I
<

| Albuterol as needed

| Asthma

| None at this time

[Supenvision v

[I need someone to assist me in taking my med |

<L

v
hd
W

<L

i

e
dld
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4. When complete, select File > Save and Close
Medication. Repeat this process for each Medication.

Schedule & Complete the AIM

2. Back in the Tickler Queue, click to open the Tickler called
Complete AIM:

4 Ticklers record(s) returned - now viewing 1 through 4
Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status

Smith, Marianne 10043 Complete AIM 03/29/2018 0412872018 New
Smith, Marianne 10043 Upload Support Planning Decs 03/20/2018 03/29/2012 New
Smith, Marianne 10043 Complete Cost Plan 03/29/2018 05132018 New
Smith, Marianne 10043 Waiver Eligibility Worksheat Reminder 03/29/2018 0312972019 New

<<First <Previous Refrieve| 15 |Recordsatatime Next» Last=»

3. A Message Tickler opens - Complete Amount
Implementation Meeting (AIM) with the Consumer or their
Legal Representative. Click OK.

4. Hover over the arrow next to the Tickler to click Complete,
then schedule and complete the Amount Implementation
Meeting (AIM) following the steps outlined below:

04/z

1nning_ Complete Amount Implementation Meeting [AIM) with the 03
— | Consumer or their Legal Representative

n : 0511

'orkshg 031z

| % / o L

5. Contact the Consumer to schedule the AIM and to identify
AIM participants. Document each contact in a Consumer
Note record.

6. To do so, navigate to the consumer’s record and click on the
Notes tab > File > Add Note:
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MY HARMONY PROVIDERS | INCIDENTS ‘ CLAIMS ‘ SCHEDULER
Smith, Marianne (10043)
Diagnosis Eﬁib\llw Medications | Auths Provider Documentation Contacts Consumer Module User
Demographi Divisions =~ Programs = Provider Selections = MNotes Forms = Appointments  Plans | Waiting List = Payers
Filters:
Note Date ﬂ + \
13 Notes record(s) returned - now viewing 1 through 13
Note Date Note By Note Type Note Sub-Type Description Status Date Completed Attachment
03/29/2018 Regional, Jim ‘Waiver Enroliment ‘Waiver Enroliment Request Pending No
03/27/2018 ‘WLCoordinator, Sue ‘Waiver Enroliment Offer Response - Accepted Complete 03/27/2018 No
03/27/2018 ‘WLCoordinator, Sue 'WSC Selection Initial Complete 03/27/2018 No
032772018 State, Worker ‘Waiver Enroliment Offer Sent ‘Word Merge Template Complete 032772018 Yes
7. Inthe new Consumer Note record, update the following fields:
a. Division = APD
b. Note Type = Support Plan
c. Note Subtype = Pre-Support Planning Activities
d. Status = Complete
8. When finished, click File > Save and Close Note.
File Tools
Notes Details
Division *
Note By *
Note Date * 03292018 |
Program/Provider
Note Type * |Support Plan Vr

Note Sub-Type

Description

Note

Status *

Date Completed

N

|F‘re-Support Planning Activities v

3/29/18 - Attempted to contact the Consumer. Left voicemail. |

Complete v

03/29/2018

9. Upon identifying Consumer Participants, add them to the
Consumers record by clicking on Contacts > Add New
Contacts Search:
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File Tools Ticklers View Consumer Incident

Add New Contacts Search uick Search
e SBHITI"‘ Censumers [v| | LastName [v] @ ADVANCED SEARCH

Participatin 1

MY HARMONY CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Smith, Marianne (10043)
Diagnosis |~ Eligibility | Medications | Auths | Provider Documentation = Contacts = Consumer Module User

Demographics | Divisions | Programs | Provider Selections | Motes | Form3y ~Appointments | Plans =~ Waiting List =~ Payers

Filters
Active v |EquaiTo v ves AND|v| x
Relation ID ﬂ +

0 record(s) returned

10.Use the multi variable search to search for the Participant.

11.1f you find a matching record in the search results, click on
the match.

12.1f no matching record is found, click Add New:

File %

Filters
Last Mame ﬂ Equal To ﬂ slater AND ﬂ b 4
First Name ﬂ Begins With ﬂ eugene x OR ﬂ b 4

Last Name ﬂ +

0 record(s) returned

13.0n the Contact Detail page, update all relevant fields
including Primary Relationship and Relationships = Care
Planning Participant (if they will be invited to participate in
the AIM)
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File

Contact Detail

Primary Relationship * |Aﬂ0rney V|
Advocate » | |Attorney
Aunt ~|LE
Boyfriend »

Relationship(s) Brother
Care Planning Participant 4
Care Provider Vil
Case Manager o]

Active Military Status O

Active )

Comments

Demographic Information

Salutation Mr. »

Last Name * Slater

First Mame * Eugene

Middle Name

Suffix Jr. v

Title Attorney at Law b4

14.When finished, click File > Save and Close Contacts

15.Upon identifying the consumer’s AIM Participants, reach out
to invite them to participate in the AIM. Document each
participant outreach attempt in a Consumer Note. To do so,
navigate to the consumer’s record and click on the Notes
tab > File > Add Note.

16.In the new Note record, update the following fields:

a.

b
C.
d

Division = APD
Note Type = Support Plan
Note Subtype = Pre-Support Planning Activities

. Status = Complete

17.When finished, click File > Save and Close Note.

18.Upon reaching the Consumer via telephone, schedule the
appointment. Optionally, add an Appointment in APD
iConnect on the Consumers record. To do so, navigate to
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the consumer’s record and click Appointments > File >
Add Appointment.

File Ticklers View Consumer Incident

Add i pleSearch ik search
Add Appointment
@ | Consumers []] | Lostame ~| ADVANCED SEARCH
Spell Chack
e Participating
Print
MY HARMONY | CONSUMERS | PROVIDERS INCIDENTS CLAIMS SCHEDULER

Smith, Marianne (10043)
Diagnosis  Eligibility Medications = Auths Provider Documentation = Contacis = Consumer Module User

Demographics Divisions Programs Provider Selections =~ Noles Forms  Appointments Plans = Waiting List = Payers

View Style Filters:
@ List View ' Monthly View Staws V| NotEqualTo [v| |Draf v ampv| (x
) Weekly View (U Daily View

strpats V| [+
Bl bl
19.In the new Appointment record, update the following fields:
a. Division = APD
Start Date
Start Time
End Date
End Time
Appointment Type = AIM/Support Plan Meeting
Status = Scheduled

@ ~p ooy

20.When finished, click File > Save Appointment
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File
Appointment Detail
Division
Program
Start Date *

Start Time

End Date

End Time

Travel Time
Preparation Time
Type

Sub Type
Subject

Appointment Summary

Additional Information (Private)

Reason

Location
Status *
High Priority

Chapter 10 | Support Plan

AIM Support Plan Meeting
3/29/18 - AIM Meefing Scheduled

488 characters remaining

500 characters remaining

O

21. Upon doing so, the Appointment record will refresh and display

the Add Attendee tab

File
| Appointment ‘ Appointment Detail

Aftendee List Division
Program

Add Attendee
Start Date *
Start Time
End Date
End Time
Travel Time

Preparation Time

Type

I
he!
o
<

<]

032912018 |

03 v PM v
03292018 |
4 11 v[PM

<
<

(=]
/4
<
e

|AIM."Support Plan Meeting

s

22.To add Participants to the Appointment, click on the Add

Attendee tab and set Filter = Case Relations.

23.Click on the appropriate relation and click Add to add the
Participant to the Appointment. Note that you can use the
CTRL key to select multiple workers before clicking Add
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24.When finished, click File > Save and Close Add Attendee

25.Prior to conducting the Initial Support Plan/AIM meeting, the
WSC will prepare the documentation. WSCs will take a
meeting signature sheet to the Initial Support Plan/AIM
meeting with the Consumer. A blank Person-Centered
Support Plan output report is printed. It will be filled out
when face to face with the consumer and then keyed into the
Person-Centered Support Plan form in APD iConnect.

26.The WSC will add Planned Services discussed with the
Consumer in APD iConnect. Planned services can be added
before and/or after the Initial Support Plan/AIM meeting with
the consumer. If they are entered before, the WSC can
benefit from a partially completed AIM Worksheet to review
with the Consumer.

27.There will be a second meeting with the Consumer. The
planned services have been entered and the Person-
Centered Support Plan form completed in APD iConnect.
The completed Person-Centered Support Plan report output
and AIM Worksheet are printed from APDAPD iConnect.
Both are signed by the consumer and added as attachments
to Notes in APD iConnect.

28.Before printing the AIM, navigate to the Plans tab and open
the existing Plan record:

MY HARMONY CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Smith, Marianne (10043)
Diagnosis Eligibility = Medications = Auths = Provider Documentation =~ Contacts | Consumer Module User

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

Filters
Division ﬂ + % \

1 Plans record(s) returned - now viewing 1 through 1

Division Program Worker Cost Plan Creation Date = Status Cost Plan Begin Date
APD Reed, Monica 0312772018 Draft 03/27/2018

/ <<First <Previous Refrieve| {5  Recordsatatime Next> Last=»

29.Update the following fields:
a. Worker = WSC
b. Status = Draft
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30.When finished, click File > Save Plan.

31.Print the AIM Worksheet. On the Plan Information page,
click Reports. From here, select the AIM Worksheet.

Chapter 10 | Support Plan

opd iConnect

File

Plan Infc

Planned

Qsl Needs

Plan Notes

Reports
AIM Worksheet

Consumer Plan

Plan Validation Report

Worker

Cost Plan Creation Date *

‘Comments

Status *
Cost Plan Begin Date
Cost Plan End Date

APD

APD Waiver /| Detalls

[Buck, Jennifer

v

04012018 |CH

ozotzote |0
063012020 |

John Sheppard
Last Updated by jouck
at 9672018 10:09:19 AM

32.This will launch a new window. Choose to save as an excel
document, so it can be edited.

Plan Information

HTML

4

4 of3 Bl

&

Amount Implementation Meeting (AIM

Discussion on iBudget Amount

v [Export

E

3y
Ll

XML file with report data

CSV (comma delimited)

PDF

MHTML (web archive)

uf rlorida

E Esxcel

TIFF file

Date

Individual

Legal Rep

WsC

Algorithm Amt:

2 10/29/2019
: Sheppard, John
. Sheppard, Viclet

] Attendees:

. Reed, Monica
: $12660.55

Word

Fsons with disabilities

Date of Enroliment
Field Office
Region

PIN

Date of Birth

- 08/23/2018

1

© BOUTHERN
- 10106

- 01/01/1988

Proposed iBudget CP:

Please identify Significant Additional Needs that justify funding to exceed the algorithm amount.

33.Excel will launch and the AIM worksheet will show as 3
sheets. Each sheet represents a page of the AIM
Worksheet. All 3 sheets need to be printed to take to the
consumer and review.
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o

sersons with disab

! Sl.r.l-rl.' of Ff-ure':f-ﬂ:
Amount Implementation Meeting (AIM) Worksheet - APD 2015-01

Discussion on iBudget Amount

Date: 10/29/2019 Date of Enrollment: 05/23/2018
Individual: Sheppard, John Field Office: 11
Legal Rep: Sheppard, Violet Region: SOUTHERN
Atendees: PIM: 10106
WSC: Reed. Monica Date of Birth: 01/01/19868
Algorithm Amt: $12660.55 Proposed iBudget CP:

Please identify Significant Additional Needs that justify funding to exceed the algorithm amount.

O I'have met with my Waiver Support Coordinator to discuss my iBudget.

Individual or Legal Representative (Signature) Date:

Individual or Legal Representative Printed Mame Sheppard, Violet

For Regional Office Use Only

Sheetl | Sheet2 | Sheet3 | 1

34.Sheet 2 pulls from any existing planned services in the Plan
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Amount Implementation Meeting Worksheet

Region: SOUTHERN
iBudget Cost Plan Begin/End Dates
From: 07/01/2018
Individual's Name: Sheppard, John

Chapter 10 | Support Plan

Date Submitted:

Legal Rep. Name: Sheppard, Violet

o

SBtate of Florida

To: 06/30/2019
PIN: 10106
iBudget Amount: 170000

Requested Annualized Services

SERVICE BEGIN DATE | END DATE [ RATE | UNITS [AMOUNTS|ANNUALIZED| ANNUALIZED
(4260) Speech Therapy 07/01/2018) 06/30/2019( 16.02 1460.00] 23389.2 5
(4270) Support Coordination|  07/01/2018| 06/30/2019| 148.69 12.00] 1784.28 5
(4270) Support Coordination|  07/01/2018| 11/01/2018( 148.69 5.00 743.45 5
(4270) Support Coordination|  07/01/2018| 06/30/2019| 148.69 12.00] 1784.28 5
(4175) Residential 07/01/2018| 06/30/2019] 136.50 365.00] 49822.5 5
(4142) Personal Supports 08/29/2018| 06/30/2019 4.00 2448.00 9792 5
(4300) Transportation - Mile 07/01/2018) 06/30/2019( 30.00 2600.00 78000 5
(4083) Life Skills 08/29/2018] 06/30/2019 9.05 22.00 1991 5
TOTAL:| 165514.81

Region Office Notes
(For Region Office Use Only)

Sheetl Sheet2

Sheet3

35. Print the Person-Centered Support Plan. Navigate to the
Forms tab. Open the Person-Centered Support Plan Form
from the grid view.

Filters:
Form M [+

Demographics | Divisions

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

Person-Centered Support Plan

Form

Questionnaire Situational InformN
HCBS Waiver Eligibility Worksheet

s Well
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Consumer Budgets

Initial
Initial

Annual

Programs

Review

Provider Selections = SAN = Notes = Forms

Review Date »

06/07/2019

06/07/2019
05/10/2019

Appointments | Plans | Waiting List |~ Payers

&
‘Worker
Mott, Shelia APD
Mott, Shelia APD
Mott, Shelia APD

Page 236

Division



Case Management Module Chapter 10 | Support Plan

36.From within the PCSP form, select Reports > Person
Centered Support Plan.

File Reports

Consumer Assessment
Person
Person Centered Support Plan
Consu 5] Synopsis Report @
Review ~ [1ni W
. ~ -
Review Date * 06/07/2019 _’]

37.This will launch a new window. The WSC can either save
directly to note or save as pdf to their computer. Either
option will give the WSC a printable pdf version of the PCSP
to be used when gathering consumer / legal representative

signature.
I HTML v [Expord
4 4 0f2 Bkl @ l:l=’:lllle<: u%' 2
O XML file with report data
CSV (comma delimited)
agency for persons with dizabilities Person-C PDE i
fafe wf floride MHTML (web archive)
Excel Plan Effictive Date: 021112019
TIFF file upport Plan Update: 04/01/2019
Word
About Me
Last Name Sheppard First Name John Nickname Date of Birth  01/01/1988
Medicaid ID 12314583 iConnect ID 10106 Legal Status
Living Setting Hospital - Psychiatric  Spoken Language  English Alternate Communication Braille
Where | Live
Street Address 12 Sippany Road City MIAMI State FL Zip 33101
Email Address  info@wellsky.com  Cell/lHome Phone (205)854-36Y5 Work Phone (559)874-4894 Region SOUTHERN
Deliver my mail to 12 Sippany Road City MIAMI State FL Zip 33101
Best way to contactme  Work Phone|Permission to leave a voicemall message
My Legal Representative(s)
#1
Last Name Admission First Name  Central Guardian/Legal Representative Type Legal Representative
Relationship Caregiver Other
Address 1234 Esplanade Way, Suite 100 City TALLAHASSEE State FL Zip 32399
Day Phone Night Phone Cell Phone
Email Address

38.If the Save to Note option is chosen, a Note window will
launch with the pdf output listed as an attachment.
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Notes Details
Division *

Note By *

Note Date *
Program/Provider *
Note Type *

Note Sub-Type

Description

Note

Status *

Attachments

Add Attachment

Document

rp_custom_PersonCenteredSupportPlanReport.pdf

Chapter 10 | Support Plan

el U
06/07/2019 |

WSC Agency1 wv/|Details

|Supp0rt Plan

|Signatures A4

Person Centered Support Plan

New Text

Printable output to share with consumer / legal representative and to obtain

signatures.

39. Attach a copy of the signed AIM Worksheet and Person-
Centered Support Plan to a Note in APD iConnect. On the
consumer’s record, click on Notes > File > Add Note:

File Tools Reports Ticklers

Add Notes |

Print

MY DASHBOARD CONSUMERS

Smith, Marianne (10043)

Diagnosis

Demographics

~}-Filters

Note Date  |w| |+

AQ ndd Notes [Mer People Search ek search

Eligibility | Medications

June 2023

View Consumer Incident

Desci
Consumers (v|| | LastName [v] E
PROVIDERS | INCIDENTS | CLAIMS | SCHEDULER

Auths | Provider Documentation | Contacts

Consumer Budgets Programs Provider Selections

~

Consumer Module User

MNotes Forms | Appointments
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40.In the new Note record, update the following fields:
a. Note Type = Support Plan
b. Note Subtype = Signatures
c. Status = Complete
d. Attach the signed Person-Centered Output Report to
the Note record by clicking Add Attachment >

Browse > select the appropriate file from your
computer > Upload

e. Note Recipients = the WSC add all relevant providers
as recipients on that note. If an update to the PCSP
has information necessary for any or all providers, the
WSC will follow the same process to notify the
pertinent providers.

41.When finished, click File > Save and Close Note

Notes Details

Division *

Note By * [Tierney, Jacqueline v|

Note Date * 033012018 |

Program/Provider APD Waiver | Details

Note Type * |SL|pport Plan V

Note Sub-Type |Signatures V|

Description
3/30 -Signed "Person Centered Support Plan™ Output report attached to this
Note resord

Note

Status * Complete v

Date Completed 03/30/2013

42.Navigate back to the Tickler Queue to complete the
remaining Ticklers:
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Filters
Status j Equal To ﬂ Mew ﬂ AND ﬂ x
LastName  |v| |EqualTo | smitn AND V| [ x

iConnect 1D ﬂ +

O Apply Alert Days Before Due

3 Ticklers record(s) returned - now viewing 1 through 3
Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Upload Suppert Planning Docs 03/29/2018 03/29/2018 New Reed, Monica
Smith, Marianne 10043 Complete Cost Plan 03/29/2018 05/13/2018 New Reed, Monica
Smith, Marianne 10043 Waiver Eligibility Worksheet Reminder 03/29/2018 03/29/2019 New Reed, Monica

=<First  <Previpus Relrieve| 15 |Recordsatafime Next> Last=>

43.Click on the Tickler called Upload Support Planning Docs to
open it.

44.A Message Tickler will open — Upload external Support
Planning Collateral. Click OK.

Message from webpage X

Upload external Support Planning Collateral

Ipi | B

B

il B

e - >

= Frrst TTEVIUNS TYCmeveE 5 T TS T TVERT ast -
L8

45.1f the Consumer shared any collateral documentation with
the WSC during the AIM, upload it to a Consumer Note by
navigating to the consumer’s record and clicking Notes >
File > Add Note.

46.1n the new Consumer Note record, update the following
fields:

a. Division = APD

b. Note Type = Support Plan

c. Note Subtype = Documentation
d. Status = Complete

47 .When finished, click File > Save and Close Notes
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File Tools

Notes Details
Division *
Note By

Note Date * 03302018 |

Program/Provider
Note Type * [Support Plan y
Note Sub-Type [Documentation v|

Description

3730 - Attached Support Plan Collateral Documentation below

Note

Status * v

Date Completed 03/30/2018

48.When finished completing the Tickler, hover over the arrow
next to it and click Complete:

3 Ticklers record(s) returned - now viewing 1 through 3

Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Upload Support Flanning Docs 03/29/2018 03/29/2018 New CEI;CE| »
Smith, Marianne 10043 Complete Cost Plan 03/29/2018 05/13/2018 New »
Smith, Marianne 10043 Waiver Eligibility Worksheet Reminder 03/29/2018 03/29/2019 New | Edit »
Reassign

<<First <Previous Refrieve 15 Recordsatatime Next> Last=>

Complete

/ View Cons@rs Record

49.Back in the Tickler Queue, click on the next Tickler called
Complete Cost Plan to open it.

50.The consumer’s Plans List View grid will open. Click on the
appropriate Cost Plan record to open it:

File
Workflow Wizard ) Filters
Division M o+
Complete Cost Plan
| Search § Resel |
1 Plans recordis) returned - now viewing 1 through 1
| Division | Program [ Worker | Cost Plan Creation Date ~ | staws | Cost Plan Begin Date | Cost Plan End Date |
|aPD | APD Waiver | Reed, Monica | 0372018 | Pending | 0372018 | |
<<First < Previous Refrieve| {5  Recordsatatime MNext> Lasts>
LS
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51.Review the planned services, and make updates as needed.
Proceed to Chapter 11|Edit Planned Services.

52.Add new planned services as needed. Proceed to Chapter
11|Add Planned Services.

53.When complete, mark the tickler as complete. Back in the
Tickler Queue, hover over the arrow next to the Tickler to
click Complete:

2 Ticklers record(s) returned - now viewing 1 through 2

Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10042 Complete Cost Plan 03/29/2018 05/13/201 New Reed Maonica
Smith, Marianne 10043 Waiver Eligibility Worksheet Reminder 03/29/2018 03/29/2019 New | Cancel

<<First  <Previous Relrieve| 15 |Recordsatatime Next>  Last>> Edit

Reassign

/ Vi‘:n\r: :n:mﬁ]‘s Record
Support Plan Update

1. Throughout the support plan year, the WSC may need to
update the existing support plan based on changes in the
consumer’s needs or desires. The existing Support plan form
will be amended/updated. A new Support Plan form will not
be created.

2. Also, the WSC may need to update the consumer’s plan as
a result of a Provider expansion. The Region Waiver
Workstream Lead will monitor their Notes queue on My
Dashboard for the Service Plan Impact Notification note.
This note instructs Region Waiver Workstream Lead to run
the authorization report to identify the impacted consumers.

a. Navigate to the Reports chapter and select the Active
Authorizations by Provider report.

b. In the report parameters, enter the following:
e Fund Code = APD
¢ Fiscal Year = current and possibly next Fiscal
year
e Program = Select the provider by agency name
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c. Select Run Report.

MY DASHBOARD CONSUMERS | PROVIDERS NCIDENTS CLAMS SCHEDULER UTILITIES REPORTS
Filter Report By
Type v: Category v| | Retrieve |
FundCode * APD v
FiscalYear » 2020 V|
Program » ATest Provider bed

Click on Run Report to view report.

Report Name Description

! 835 Status Report This report is intended to show the BPR and Claim Payment Amounts for the most recent 835

ry list ¢ Active Authorizat r the selected Fund Code and Fiscal Year. One row will be di d for each authorized
O Active Authorizations Summary list of all Active Authoriza for the selected Fund Code and Fiscal Year. One row will be displayed for each authorize

service
Active Authorizations By ISO This report shows a summary of the amount authorized by index code and by subobject code.
@ Active Authorizations By Provider This report shows details of authorizations grouped by Provider

( Active Authorizations By Provider and In the Service Code parameter, type in the servie code exactly as is (ex. G9005:U3). This report shows active authorizations for the
Service Code selected provider and service code.

d. The report opens in a new window and can be
downloaded as an Excel spreadsheet if needed.

] https://ltssbhl.mediware.com/FLAPDInterfaceTest/Pages/Report.aspx’ReportlD=11181 &SCFld=FundCode%2CFiscalYear%2CProgram&SCOp=Equal %20To%2 CEqual %20To%2C
HTML v [Expord
WA Jerr b bl & [ Jredines [&-] G
XML file with report data
harmony. €SV (comma delimee)
o
MHTML (web archive) Active Authorizations By Provider
Eiesl i Generated By: Jennifer Buck on 02/22/2020 04:37 PM
TIFF file
Fund Code: APD Word Fiscal Year: 2020

Program: A Test Provider

Consumer Case No Auth  Status StarEnd Dates  Region Match Source Service Code Units UnitCost  Auth Amt
s Ful /1812020 - 8/20/2020 Cent 2:0 5 1 743.45
Consumer Name. 12345 Fully Approved  2/8/2020 - 8/20/2020 Centrsl Gen12:UC 514360 $743.4
Grand Total Authorized Amount: §743.45
SSRGS FaTny aTatn Syeem I A FgTE resered FagE o
Sneinene: e P M Pt 2

e. The Region Waiver Workstream Lead will contact
each impacted consumer’'s WSC to inform them of the
approved provider expansion request.

f. The WSC will update each impacted consumer’s plan,
planned services and authorizations as a result of the
approved provider expansion request.

3. The steps to update the consumer plan are below. The steps
to update planned services is in Chapter 11|Cost Plan.

4. The WSC will locate the Support Plan form on the Consumer
record > Forms tab and select to edit.

5. The form must be in Draft, Pending or Open status to be

editable. Forms in Complete status are read only can
cannot be edited.

= Well June 2023 Page 243



Case Management Module Chapter 10 | Support Plan

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITIES REPORTS

Sheppard, Alice (10053)

Diagnosis | Eligibility =~ Medications | Auths | Provider Documentation | Contacts ConsumerMuduel

Demographics | Divisions | Consumer Budgets | Programs | Provider Selections | SANS | Notes = Fomms | Appointments | Plans | Waiting List = Payers

Filters
Form ﬂ +
| 1

20 Forms record(s) returned - now viewing 1 through 15

Form Review Review Date « Worker Division
Person Centered Support Plan Annual 07/05/2019 Buck, Jennifer APD
Person Centered Support Plan Initial 07/05/2018 Buck, Jennifer APD

6. Update the fields as needed. Click File > Save and Close
Forms.

7. Every time a form is saved, a snapshot of the form is saved
in the History records. Select File > History to review
previous versions of the support plan.

Status.

Open
Complete

opd itonnect

File Reports
Copy Shared Response

History g

Duplicate

ial ~ Worker * Buck, Jennifer SO Details
Spell Check - I el
52018 | Status * Draft v
Save Forms
R Provider/Program

Save and Close Forms
Approved Date

Print e

Close Forms )

Qpen

Support Plan Effective Date* 05012018 |

My Waiver Support Coordinator

WSC Name* [Buck, Jennifer v

8. If more than one history record exists, click the Next or Last
buttons at the bottom of the page to view each one.
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File

History Viewer

® This record was updated by jbuck at 7/5/2018 2:39:41 PM ‘_

Person Centered Support Plan 6\

Consumer Forms
Review * Initial Worker * Buck, Jennifer

Review Date * 07/05/2018 Status * Draft

Division * APD Provider/Program
Approved By Approved Date
ot £

PERSON CENTERED SUPPORT PLAN

Support Plan Effective Date* 05/01/2018

Waiver Support Coordinator

WSC Name* Buck, Jennifer

WSC Agency Name:

WSC Phone Number:

WSC Email:

=<<First =<Previous Record10of3 | Next="|"Last=="]

Annual Support Plan Review

1. When the Program record was saved with Program = APD
waiver and Status = Enrolled, a Workflow Wizard was
triggered prompting the Waiver Support Coordinator
(Primary Worker) to complete the Annual Support Plan
Review due before the expiration of the current Person-
Centered Support Plan. The WSC will receive a tickler due
365 days from the APD waiver Program Begin Date,
however WSC'’s usually begin the process 90 days in
advance.

= Well June 2023 Page 245



Case Management Module Chapter 10 | Support Plan

Opd iConnect John Sheppard Program
iCce k.

Lest Updated by jbuck
51232018 3:37:16 PM

File  Tools  Word Merge

‘ Program | Division * APD

Program Workers Worker Buck, Jennifer | Clear'| Details
Referral Date j

Notes =
Create Date * 05232018 |

Events Program * —e | APD Waiver Details

Track Disposition Disposition * ———y | Enrolled v
Disposition Date * 05232018 |E
Enrollment Type Waiting List to Waiver v
Program Begin Date * ﬁ 05/23/2018 3
Expected Deactivated Date 3
Comments
LOC Completed Prior To Enrollment O

2. When the tickler above is completed, a second Workflow
Wizard will be triggered prompting the Waiver Support
Coordinator to complete the Annual Support Plan Review
again, 365 days after the first tickler is completed.

3. Assume one year has passed since the Consumer was
enrolled on the waiver, access the Annual Plan Review
Tickler by navigating to the My Dashboard, finding the
consumer’s section and scrolling down to the Ticklers Panel.
Click on the Ticklers link:

Alert Notes

Unread Alert Motes 0

Ticklers []
\ E

Ticklers

Appointments

Scheduled 4
Authorizations

Approved 11

Terminated 3

4. In the Tickler Queue, use the multi variable search to narrow
the results down to the Annual Plan Review Tickler. Click on
the Tickler to open it:
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Filters:
Status ﬂ Equal To ﬂ New ﬂ AND! j *
Last Name. ﬂ Equal To ﬂ smith ANDﬂ %

M

Tickler Name Contains ﬂ annual plan AND. ﬂ x

iConnect ID ﬂ +

[ Apply Alert Days Before Due

Bkl Ml
1 Ticklers record(s) returned - now viewing[1 through 1
Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
8mith, Marianne 10043 ‘Annual Plan Review 03/30/2018 03/27/2019 New Reed, Monica

/ <<First < Previous Reliieve| {5 Recordsatalme Next> Last>s

5. A Message Tickler will open — Review the Consumers Plan
for accuracy. Click OK.

Message from webpage X

~
Ll =

| Review the Consumers Plan for accuracy

57|

/"'

6. Navigate to the consumer’s record and click on the Plans
tab. Open the relevant Cost Plan and review it for accuracy.

7. Navigate to the consumer’s record and click on the Forms
tab. Click the Person-Centered Support Plan form with
Status = Open.

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITIES REPORTS

Sheppard, Alice (10053)

Diagnosis | Eligibility = Medications = Auths = Provider Documentation =~ Contacts = Consumer Module l/

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

Filters:
Form v [+
| 1 |
20 Forms record(s) returned - now viewing 1 through 15
Form Review Review Date + Worker Division Status
Person Centered Support Plan Annual 07/05/2019 Buck, Jennifer APD Open
Person Centered Support Plan Initial 07/05/2018 Buck, Jennifer APD Complete

8. WSCs should never utilize the same person-centered
support plan from year to year. However, some information
may not change. While goals, needs, and other important
factors must be reviewed and updated each year, WSCs
may use the Duplicate Assessment feature to copy
information such as the social history. However, the WSC
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must update all section of the support plan with new
information and change the effective date of the plan.

9. Click File > Duplicate Assessment. A notification window
displays. Click OK. The new Person-Centered Support Plan
form that is an exact copy of the existing Person-Centered
Support Plan form is displayed.

Q0 wwennect o
File  Reports
Copy Shared Respense
History
Dupkcate Assessment
Spall Check ial v Worker - Buck, Jennifer B
07052018 s ra
‘Save Forms. EUEEE - Draft h
O~ ~
Save and Close Forms
Print
Close Forms U
PERSON CENTERED SUPPORT PLAN
Support Plan Effective Date’ 05012018 |
My Waiver Support Coordinator
WSC Name® Buck_Jennier &
wsc me
wse emie:

10.In the Form header, change the Review Type = Annual.
11.Update the support plan effective date.
12.Make updates to goals, needs, and other important factors.

13.When finished, change the Status = Open. Click File > Save
and Close Forms.

14.The Forms list view displays. Select the existing (previous
year’s) Person-Centered Support Plan form.

15.1n the header change the Status from Open to Complete.
16.Click File > Save and Close Forms.

17.Navigate back to the Tickler Queue and hover over the
arrow next to the Tickler to click Complete:

1 Ticklers record(s) returned - now viewing 1 through 1

Consumer Name iConnect 11D Tickler Name Date Created Date Due Date Completed Status Assigned To

Smith, Marianne 10043 ‘Annual Plan Review 03/30/2018 03/27/2019 New Reed_Monica
Edit
<<First <Previous Refrieve| {5 |Recordsatatime Next> Last>>
Reassign

Complete
/ View cﬂns.@s Record
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Chapter 11 | Cost Plan

Introduction

In APD iConnect, the ‘Cost Plan’ consists of one or more
‘planned services’ the Consumer needs to meet his/her
needs. These planned services must be validated against
the algorithm amount and other business rules through the
plan validation function in APD iConnect. This same
process is followed for individuals who transition to the
waiver via crisis, or any other approved waiver enroliment
process. Authorizations cannot be created until the plan is
validated successfully. Please review the definitions below:

Planned Services: Planned Services are services, such as
respite, support coordination and transportation, that the
WSC has added to the consumer record in APD iConnect.
The services are decided based on the QSI results and
needs, and information gathered during the AIM or person-
centered planning process. A set of Planned Services are
contained within a Cost Plan.

Plan Validation: After Planned Services have been added
to the Cost Plan, the Cost Plan is validated against business
rules, requirements and regulations. APD iConnect includes
a validation tool to perform this function. If validation passes,
the WSC can then authorize the Planned Services. If
validation does not pass, the WSC and/or regional or state
staff make corrections or complete reviews until the Cost
Plan has been successfully validated.

Authorizations: Once the Cost Plan has been successfully
validated, each Planned Service, both waiver and non-
waiver, must be authorized, using the APD iConnect
authorization function. If a provider does not have access to
APD iConnect, the WSC sends the authorizations to the
provider. When a provider has access, they can view the
authorizations in the application.

Create a New Cost Plan

1. Upon enrolling the Consumer into the APD waiver Program
(see Chapter on Standard APD Enrollment), a Workflow
Wizard triggered the following Ticklers to the Waiver Support
Coordinator:

a. Initiate Cost Plan, due immediately
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b. Complete Cost Plan - Assigned to WSC, Due in 45
Days

2. To complete the Ticklers, log into APD iConnect and set
Role = WSC/CDC. Click Go.

Role

. Welcome, Monica Reed | My Harmony .
O'Qd iCcnnect 372912018 2:45 PM Sign Out | wecieos vl @
File
Quick Search
‘ Consumers ()] | ast ame “ & O apvancen searce
W] Participating
3. Onthe My Dashboard, find the Consumers section and
scroll down to the Ticklers Panel. Click on Ticklers to open
the Tickler Queue:
|
‘ Alert Notes ‘
Unread Alert Notes 0
‘ Ticklers @ ‘
Ticklers ‘_E 53
‘ Appointments ‘
Scheduled 4
4. Use the multi variable search to narrow down the Tickler
Queue. Click Search:
Filters-
Status ﬂ Equal To ﬂ New ﬂ AND ﬂ x
Last Name ﬂ Equal To ﬂ smith AND j x
iConnect ID ﬂ +
] Apply Alert Days Before Due
| Search § mesel |
 Ticklers record(s) returned - now viewing 1 through 6
‘Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Initiate Cost Plan 03/29/2018 037282018 New Reed. Monica »
Smith, Marianne 10043 Complete AIM 03/29/2018 04/282018 New Reed, Monica »
Smith, Marianne 10043 Complete Person Centered Support Plan 03/29/2018 037292018 New Reed, Monica »
Smith, Marianne 10043 Upload Support Planning Docs 03/29/2018 031282018 New Reed, Monica v
Smith, Marianne 10043 Complete Cost Plan 03/29/2018 051132018 New Reed, Monica »
Smith, Marianne 10043 Waiver Eligibility Worksheet Reminder 03/29/2018 037282019 New Reed. Monica »

<<First < Previous Retrieve| 15 |Recordsalalime Next=  Last=»

5. Click to open the first Tickler called Initiate Cost Plan

a. The consumer’s Cost Plan List View Grid will open.
Verify a Plan Record does not already exist. If not,
once must be created.

= WellSky June 2023 Page 250




Case Management Module Chapter 11 | Cost Plan

File
Workflow Wizard Filters
Division j +
Initiate Cost Plan
il Bl

1 Plans record(s) returned - now viewing 1 through 1

| owision | program | Worker [ Cost Plan Creation Date + | status | Cost Plan Begin Date [ Cost Plan End Date
% | APD |Reed, Monica | 032712018 | Dratt | 0327012 |
=<First  =Previous Relrieve {5 Recordsatatime Next= Last=>

6. Plan records are required before planned services and
authorizations can be created.

7. From the tickler flyout menu, select View Consumer Record
to open the consumer’s record. Click > the Plans tab.

8. Click File > Add Plan.

e John Sheppard Plans Sign Out Role
Of 3| ifConnedct Last Updated by jbuck Region Clinical Workstream Worker
at 611112018 3:12:36 PM
File Ticklers View Consumer Incident
Add New Demographics Search : Search
Add Plan Consumers [v]| | Losthame ~ ADVANCED SEARCH
MY DASHBOARD CONSUMERS PROVIDERS | INCIDENTS | CLAIMS | SCHEDULER | UTILITIES REPORTS

Sheppard, John (10106)
Diagnosis | Eligibility = Medications | Auths Provider Documentation | Contacts | Consumer Module User

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

&

Filters-
Division j +
1 Plans record(s) returned - now viewing 1 through 1
| Division ‘ Program ‘ Worker | Cost Plan Creation Date v | Comments ‘ Closed Date ‘ Status ‘
| aPD | Buck, Jennifer | 040172018 | | |Draft |

<<First  <Previous Relrieve 15 Recordsatatime Next> Last==

9. The Plan Information page displays. Update the following
fields:
a. Cost Plan Creation Date = today
b. Division, Worker and Status have default values that
do not need to be changed.
c. Enter the Cost Plan Begin and End Dates.
d. The remaining non-required fields can be left blank.
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Opd iCcnnect John Sheppard Plan Information
612212018 11:25 AM
File
Plan Details
Division *
Program
Worker |Buck, Jennifer hd

Cost Plan Creation Date * _. 06/01/2018 |

Comments

Status
Cost Plan Begin Date 3
Cost Plan End Date J

10.Click File > Save Plan. Additional subpages are visible to
the left.

11.Proceed to Adding Planned Services if needed.

12.Hover over the arrow next to the Initiate Cost Plan Tickler to
click Complete. Then click File > Close Workflow Wizard.
[k File

Workflow Wizard Filters

Division
Initiate Cost Plan
Open irch|

Cancel ) ret

Edit —
Reassign E
Complete

View Consumers Record

Identify & Select Service Providers

1. The Waiver Support Coordinator or the Waiting List Support
Coordinator will work with the Consumer to identify any
available natural and community support for each required
Service.
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2. To assist the Consumer with selecting Providers, set up
Provider interviews and site visits. Then complete the
following process for each Provider.

3. Document the Provider interviews and site visits in
Consumer Note records. To begin, log into APD iConnect
and set Role = WSC/CDC. Click Go.

Role

ocd iennect v Y DAsNBOAI] signout oo <@
File
Quick Search
Consumers [5]] | Last Name & ADVANCED SEARCH
M Participating
4. Navigate to the consumer’s record and click Notes > File >
Add Note:
File Tools Ticklers View Consumer Incident
Aer People Search ok search
AdtdHotea Cansumers []] | Last Name v ADVANCED SEARCH
Print

Participating

MY DASHEOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Smith, Marianne (10043)

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

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

NoteDate  |v| [+ /'
kel Bhbeiil
5. In the new Note record, update the following fields:
a. Division = APD
Note Type = Support Plan
Note Subtype = Consumer Choice
Note = Document details of interview/site visit
Status = Complete

®ooo

6. When finished, click File > Save and Close Note.
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Notes Details
Division *

Note By *

Note Date *
Program/Provider
Note Type *

Note Sub-Type

Description

Note

Status *

Date Completed

03302018 |

[Support Plan vl

/ [Consumer Choice v

3/30 - Provider site visit completed

N\

v
03/3012018

7. Once the Provider has provided acknowledgment and the
consumer has approved, the Waiver Support Coordinator
can give the provider access to the consumer’s record. To
do so navigate to the consumer’s record and click on the
Provider Selections tab.

8. From the File menu, select Add Provider.

9. Complete the following fields:

a.

o

s Well

Provider = select the ellipsis to search for and select
the provider

Referral Type = Select applicable value
Disposition = Referred

Disposition Date = defaults to today and editable if
needed

Worker = change the default Provider Worker to the
actual worker for the provider who indicated they were
interested.
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od iCennect

File
Division *
Selected By Buck, Jennifer [ - | Clear | Details
Selection Date 027212020 |2
Provider * -] Clear]
Referral Type * | vl
Disposition *
Disposition Date 0212172020 |
Provider Worker * Buck, Jennifer [ - | Clear| Details
Comments
Type of Bed
Bed Capacity
Bed Status

10.When finished, from the File menu, select Save and Close

11.

12.

‘4\

Provider.

Later in the cost plan approval process, once the provider
has been selected and approved by the Consumer, and
added to the planned service, the WSC will update the
status of the provider’s Provider Selection record from
Referred to Open.

Provider selection records with a status of Referred, opened
for more than 30 days will automatically be closed by APD
iConnect, removing the provider’s access to the consumer
record.

Add Planned Services

To add new planned services or update services with the
selected provider, the WSC will navigate to the consumer's
record and click on the Plans tab. Upon doing so, the
consumer’s Plan List View grid will open.

In the consumer’s Plan List View grid, open the relevant Plan
> click on Planned Services subpage
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File Reports

Plan Information Plan Details
Planned Services Lot —
Program * APD Waiver | Details
Cost Plan Review Notes Work Buck_Jenni R
el
orker uck, Jennifer e gy Details
Cost Plan Creation Date = 01/17/2020 J
Comments
Stous
Cost Plan Begin Date * 07/01/2020 i
Cost Plan End Date * 06/30/2021 3

3. Click File > Add Planned Service.

4. A new Planned Service record opens. Update the following
fields:

a. Fiscal Year Choose the applicable fiscal year.
NOTE: Fiscal Years in APD iConnect are in yyyy format.
This is different than the yy — yy FY format APD is used
to. For example: 20 — 21 FY = 2021 in APD iConnect.

b. Begin Date Enter the begin and End dates as the dates
of service.

c. End Date Enter the begin and End dates as the dates of
service.

NOTE: The Start and End Dates of a Planned Service
must be within the Cost Plan Begin and End Dates
located on the Plan Information page.

d. Index/SubObject Code: The ISO is an APD iConnect
term that defines which ‘bucket of money’ the service is
being paid from Statewide and by region.

e WSCs will select their regional ISO, not ‘Statewide.’

e. Service Ratio: Select the correct ratio only if the service
contains a ratio

f. County: pulls from the consumer demographic page

g. Geographic Differential: Select Geographic, Non-
geographic or Monroe

h. Provider Rate Type: Select Solo or Agency

i. Service Code: Search for and select the service code.
j. Unit Type auto populates when service code selected
k. Unit Per Enter the identified number of units per period.
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I. This value will vary depending on the service
selected and can vary with time of year.

[.  Unit of Measure

m. Total No of Units will auto-populate

n. Provider ID: Search for and select the service provider if
known at the time the planned service is added. If not
known, can select Pending Provider. A valid provider
must be selected before creating an authorization.

0. Rate will auto populate and depending on the service
code may or may not be editable.

p. Max Amount will auto populate once the service code,
rate and provider have been selected.

g. Amount Requested = used by the Lead when the amount
requested does not equal the amount approved

r. Authorization Notes/Comments = enter notes. This is a
required field. Text in this field will be visible on the Auth
Service and printed authorization.

s. Contract Number = enter if applicable.
t. Non-Taxable = check if applicable.
u. Planned Service Status = Proposed.

oo iConnect Flanned Service
5/1/2020 4:45 PM
File
Planned Services
Division APD
Fiscal Year * 2021 v
Begin Date 07012020 |8
End Date 06202021 |
| - |

Index/SubObject Code *

Service Ratio

Consumer County *

Geographic Differential *

Provider Rate Type *
Service Code *
Service Description
Unit Type

Units Per*

Units of Measure
Total No of Units
Provider ID*
Provider

Rate *

Max Amount *

Amount Requested

Authorization Notes/Comments *

s Well

IndexCode Index Description SubObject SubObject Description
Central Central Region Waiver iBudget Waiver
Miami-Dade

GoD12:UC =
(4270) Support Coordination

Montn

1

12

14988 B Details
1 HOPE COORDINATION INC
$148.69

$1,784.28

wst, comments visible on the authorization|
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5. When finished, click File > Save and Close Planned
Service.

6. Repeat the steps above for all relevant Providers/Services

7. Planned Services can be created in APD iConnect prior to
the Provider Selection Process if desired. The Provider =
Pending Provider should be used until the actual provider is
selected. Once the actual provider is selected, remember to
update the Provider Selection record for the provider from
Referred to Open status.

8. Once the plan contains all necessary planned services,
proceed to Plan Validation. However, if services need to be
edited or removed, those sections follow.

Edit Planned Services

Planned services may be edited for several reasons. A
planned service may exceed the budget and the dates need
editing to decrease the amount requested. A planned
service may only by partially approved following a region or
state office review and the units may need to be decreased.
Planned services are edited as a result of an approved
provider expansion request. Regardless of the reason, the
steps to edit the planned service are the same.

1. The Waiver Support Coordinator will log into APD iConnect.

2. Navigate to the consumer’s record and click the Plan tab.
Select the APD waiver Plan.

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Smith, Marianne (10043)

Medications | Auths | Provider Documentation | Contacts =~ Consumer Module User

n
emographics | Divisions | Programs | Provider Selections | Notes | Forms | Appoiniments | Plans | Waiting List | Payers
Filters
Division v + %
2 Plans record(s) returned - now viewing 1 through 2

Division Program Worker Cost Plan Creation Date v Status Cost Plan Begin Date Cost Plan End Date
APD Tiemey, Jacqueline 03/3012018 Pending
APD APD Waiver Reed, Monica 0312712018 ey ADDIOVE 0372712018
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3. The Plan Details page displays. If the Plan has already
been validated and reviewed by the Region and/or State, the
Status will equal Approved and the Plan will be read only.
The WSC will need to Reverse the Status of the Plan before
editing the Planned Services and/or adding new.

4. To do so, the WSC must use the WSC Cost Plan Adjustment
Role.

5. Select the APD waiver Plan record with status = Approved.
The Plan Information Page displays.

6. Click File > Reverse Status.

John Sheppard Plans Role
ok SIaN Ot | e o ram Agstment &~ &
FL APD Sandbox - Internet Explorer o | [ |
https://fwtest.harmonyis.net/FLAP DSandbox/Pages/Harmony.aspx? ChapterlD=4808ViewType= SubPageViews PagelD = 57563&C hapterEntitylD=10106&EntitylD=198 &CallingChapter=Consumers&CallingPage=Plans3:20List &Parent EntityID=101068_popup_=1 &
. John Sheppard Plan Information
Opd iCcnnect Last Updated by jbuck
at 3/21/2019 12:22:39 PM
File  Reports
Duplicate
Details
Spell Check
st APD
Save and Validate Plan [ APD Waiver Details
Reverse Status. Reed, Monica
History Dlan Creation Date * 04/012018
Print
it:
Close Plan Information frents
7. The record is now editable, and the Plan Status equals
A~ g _ Violet Sheppard Plan Information
OO0 iConnedt

Last Updated by Iritchie
at 8/27/2019 12:40:086 PM
File Reports

| Plan Information ‘ Plan Details
S PR %
Planned Services Division AHD
Program * APD Waiver w | Details
Cost Plan Review MNotes Work el DT |
es onica | Clear | Detailz
orker , [ 5
Cost Plan Creation Date * 07/01/2018 j
Comments
Status * Draft w
Cost Plan Begin Date * 07/01/2018 3
Cost Plan End Date * 06/3072018 |

8. Click File > Save Plan.

9. Click the Planned Services subpage.
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G0 fCennedct Violet Sheppard Planned Services
1 11/11/2018 12:11 PM

File Tools

Plan Information Fitters

Max Amount ﬂ +
Planned Services |
Cost Plan Review Motes il Bl
2 Planned Services record(s) returned - now viewing 1 through 2
. N . Total . Provider _
Provider o Service Ser\_rlct_a Unit Rate Max No of Amount Begin End Date Rate Serv_lce
Code Description | Type Amount | |, Requested Date Ratio
nits Type
) (4176)
Ceno Residential
B |cDC+ HOD43:UC Habilitati Day $39.60 | 51,900.80 | 43.0000 07/01/2018 | 06/30/2019 | Agency
Provider SDatan -
Basic {day)
wse (4270)
G8012:UC | Support Month | 514865 | 51,784.25 | 12.0000 07/01/2018 | D6/30/2018 | Solo
| Agency1 N
Coordination
|

10. Select the planned service that needs to be changed to open
the details page.

11.Update the planned service details as needed.
12.For each, change the Planned Service Status = Proposed.

13.When finished, click File > Save and Close Planned
Service

14.Complete Plan Validation.

Remove Planned Services

Planned services may need to be deleted when an error is
made or when a planned service is denied. The Planned
services must be removed from the Plan to be excluded from
future plan validations. The WSC and other designated staff will
have access to the WSC Cost Plan Adjustment role in APD
iConnect. You cannot delete a planned service that has already
been pushed to an authorization.

1. When a service is denied by the Region or State Office
reviewer, the WSC will be notified by monitoring My
Dashboard for incoming Notes. Note Type = Cost Plan
Review. Sub Type = Not Approved.
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File Tools

Filters-

Status ﬂ Equal To ﬂ Pending ﬂ ANDﬂ x

iCennect ID ﬂ +

Welcome, Jennifer Buck | Notes

Om fConnect 812502018 1218 PM

| et e
23 Notes record(s) returned - now viewing 1 through 15

iConnect ID Consumer Note Type Note Sub Type Note Date = Subject Author Status O
10106 Sheppard, John Cost Plan Review Not Approved 09/25/2018 OT not approved Buck, Jennifer Pending O
10106 Sheppard, John ICF Reason Timeline Unmet 06/25/2019 Buck, Jennifer Pending | [
10106 Sheppard, John Qsl QS| Request 06/25/2019 Buck, Jennifer Pending O
10172 Sheppard, Violet ICF Transition Planning 06/25/2019 Ritchie, Lesli Pending O
10106 Sheppard, John ICF Transition Planning 06/21/2018 Buck, Jennifer Pending O

2. To delete a planned service, select the WSC Cost Plan
Adjustment Role.

3. Navigate to the consumer’s record and select the Plans tab.

Role
. John Sheppard Plans
Om fCennect Lest Updated by jouck SIgn OUt | 6 Gost Plan Adustment
5t8/25/2018 10:16:34 PM
File  Ticklers  View Consumer Incidents
Quick Search
Gonsumers (] | Lostriame & & ADVANCED SEARCH

[ Participating

MYDASHEOARD‘ CONSUMERS ‘

Sheppard, John (10106)
Diagnosis Eligibility Medications Auths Provider Documentation Contacts Consumer Module User
Demographics Divisions Consumer Budgets Programs Provider Selections Notes Forms Appeintments Plans  'Waiting List Payers

Filters:

4. Open the plan record. Select the Planned Services
subpage.

5. From the Planned Services List view > select the planned
service that is denied or added in error. The Plan Service
Details page displays.

6. From the File menu > select Delete Planned Service. The
Planned Service Record is deleted. Document details of the
planned service that was deleted in error or because it was
denied, in a Note.
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Violet Sheppard
Last Updated by Iritchie
at $/27/2018 12:38:20 PM

Planned Service

File
Save Planned Service
s
Spell Check
APD
35 id Add Pl d Servi
ave an lannel envice 2019 v
Save and Close Planned Service o7i1zoie |CH
Delete Planned Service o6r30/2019  |[CE
HISIOR i p 5
ode *

Print

IndexGode] Index Description [SubObjest SubObisct Description

MNortheast Mortheastern Region Waiver

Close Planned Service

Consumer County * ALACHUA
Provider Rate Type *
Service Code * Go012:UC

Service Description (4270) Support Coordination

Unit Type Manth
Units Per = 1.00
Units of Measure *
Total No of Units 12.0000
Provider ID * 10035 Details
Provider WSC Agencyi
Rate * 14869
Max Amount * $1,784.28
Amount Requested
notes

Authorization NotesiComments *

iBudget Waiver

7. From the Plan record select the Cost Plan Review Notes

subpage.

8. From the File menu > select Add Note:

o0 iCennect
File

( _- —Filters
Note Type

Plan Information

Equal To ﬂ

Mote Date ﬂ +

Cost Plan Review
Flanned Services

Cost Plan Review Noie%

0 record(s) returned

John Sheppard
S25/2019 12:11 PM

Cost Plan Review
Notes

V[ AoV x|

9. In the new Note record, update the following fields:

a. Division = APD
b. Note By = defaults to self

June 2023
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Note Date = defaults to today
Cost Plan Review Note = Yes
Note Type = Deleted Planned Services

Note = details of the services that were deleted because
they were denied, or they were added in error

g. Status = Complete

~ o oo

10.When finished, click File > Save and Close Notes.

Opd iConnect John Sheppard Notes
9/25/2018 12:14 PM
Fil Tools
Notes
Division * APD
Note By * |Euc|~:: Jennifer h
Note Date * pazsiz0te |
Cost Plan Review Note? * [Yes v
NoteType * Cost Plan Review W[
Note SubType Mot Approved hd
Description deniec OT
Denied OT services - please remove from cost plan
Note
Status *

Date Completed

Attachments

Add Aftachment

Document Description Category Action

There are no attachments to display

Recipients

Select a new Recipient |- | Clear |

Name Date Sent Date Read Status Date Signed

Reed, Monica 9/25/2019 Unread Remove

11.Edits have been made to the plan, proceed to Plan
Validation.

Cost Plan Review Note
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1. If additional communication is needed between the WSC
and Region and or/State Office reviewers, a Note will be
created in APD iConnect.

2. Navigate to the consumer’s record and click the Plans tab.
Open the current cost plan record. Select the Cost Plan
Review Notes tab.

3. From the File menu > select Add Note:

o0 iCennect John Sheppard | Cost Plan Review
’ 9/25/2018 12:11 PM Notes
File
Filters:
Plan Information . "
Note Type Equal To ﬂ Cost Plan Review ﬂ AND ﬂ ﬂ

Flanned Services
Note Date ﬂ +
Cost Plan Review Notes

0 record(s) returned

4. In the new Note record, update the following fields:
a. Division = APD

Note By = defaults to self

Note Date = defaults to today

Cost Plan Review Note = Yes

Note Type = Cost Plan Review

Note Subtype = Plan Validation Review

Note = Describe issues with the Plan

Status = Pending

Route the Note to the appropriate Region/State Staff
by clicking the Ellipsis button next to Add Note
Recipient. In the pop-up window, type in the Worker's
Last Name and click Search. In the Search results,
click on the matching Worker Name to route the note
to that recipient.

S@ ~oao0CT

5. When finished, click File > Save and Close Notes
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Om iCennect John Sheppard Notes
8/25/2012 12:44 PM

File Tools

Notes
Division * APD
Note By * [Buck, Jennifer v
Note Date * oas2019 |
Program [APD Waiver | Details
Cost Plan Review Note? * ’
NoteType * [Cost Plan Review vl
Note SubType Plan Validation Review
Description
Describe issues with the Plan
Note
Status *

Date Completed

Attachments

Add Attachment

Document Description Category Action

There are no attachments to display

Recipients

Select a new Recipient: | Clear |

Name Date Sent Date Read Status Date Signed

Reed, Monica 9/25/2019 Unread Remove

6. The Region/State Staff will monitor their My Dashboard for
new Pending Note records.

7. Todo so, log into APD iConnect and set Role = Region
Waiver Workstream Worker OR State Office Worker. Click
Go.

8. Find the consumer’s Panel and click on the link for Notes
with Status = Pending. Click on the Pending link to open the
Notes Queue:
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Ticklers
Ticklers 134
Plans
Approved 1
Draft 1

Pending x 1

Appointments

Scheduled 1

9. In the Notes Queue, open the Note record with Note Type =
Cost Plan and Note Subtype = Plan Validation Review

File

Filters
Status ﬂ Equal To ﬂ Pending ﬂ AND ﬂ x
Fund Code ﬂ +

| - 1
1 Plans record(s) returned - now viewing 1 through 1
Consumer . Fund Code Program Open Date Closed Date Worker Status
Smith, Marianne APD 03/3022018 Tiemey, Jacaueline Pending

<<First  <Previous Refrieve| {5 Recordsatatime Next> Last>>

10.Review the contents of the Note to understand the issues
identified in the consumer’s Plan.

11.1f needed, view the Plan Validation Report. Navigate to the
consumer’s record and click on Plans tab > select the Plan
to open. From the Reports menu in the toolbar select >
Plan Validation Report.

. John Sheppard Plan Information
Opj iConnect Sl Assessor Last Updated by jbuck

at 82312015 4:36:33 PM
File  Reports

Consumer Plan

Plan Infc
Plan Validation Report
Planned Services e APD
Program * APD Waiver w] Detals
QSI Needs
Worker [Buck, Jennifer v
Plan Notes Cost Plan Creation Date 04012018 |
Comments
s
Cost Plan Begin Date 07012018 |78
Cost Plan End Date 06302020 |7

12.The Region/State staff will document the request or other
details as appended text to the Cost Plan Review Note.

13.Navigate to the Notes tab of the Consumer Record. Select
the Note record with Note Type = Cost Plan and Note
Subtype = Plan Validation Review to Open.
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14.Update the following fields:
a. Notes = Append Notes with details

b. Status = Complete. Keep Status Pending if expecting a
response from the recipient.

c. Note Recipient = Search for and select the Waiver
Support Coordinator.

15.From the File menu > select Save and Close Notes.

16.The WSC will monitor his/her My Dashboard for new Note
records and address issues as noted.

Plan Validation

1. After adding all Providers/Services to the consumer’s Cost
Plan and/or edits to the Planned Services, validate the Cost
Plan by clicking File > Save and Validate Plan:

O Key Point

Make sure a Program is selected on the Plan
Information page, otherwise plan validation
option will not be visible.

2. The system will automatically apply relevant business rules
to validate that the plan complies with all requirements and
regulations

Plan Passes Validation

1. If the Plan Passes Validation the system will display a
message will be displayed indicating Plan has passed
validation. Click OK.

2. On the Plan Information page, the WSC will change the
Plan Status from Draft to No Review Required.

3. The Region or State Review field on the Plan Information
page can remain blank.
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:j aa Plan
OO0 Wennedck Last Updated by jbuck@apdeares.org Information
at 4/29/2020 12:01:52 PM

File  Reports

Plan Information Plan Details
. R
Planned Services Division ST
Program * APD Waiver | Details
Cost Plan Review Notes — Buck J f el
lorker uck, Jennifer _ || Clear el
Cost Plan Creation Date * 06/012020 |2
Comments
Status * Mo Review Required v
Cost Plan Begin Date * 07012020 |2
Cost Plan End Date * 061302021 |
Region or State Review

4. If these are new Planned Services, the Create
Authorizations menu option will appear on the Planned
Services tab. Proceed to section Create Authorizations.

5. If these are changes made to existing Planned Services that
are linked to existing authorizations, the Update
Authorizations menu option will appear on the Planned
Services tab. Proceed to section Update Authorizations

Plan Fails Validation

1. If the Plan Fails Validation the system will return a message
indicating that issues were identified.

2. If the Plan Failed Validation, identify issues with the Plan.
Click View Issues > Okay.

a. A Report will appear that identifies issues that caused
the Plan to fail VValidation

b. The WSC will correct all services that failed validation
that do not require Region or State Office review.

c. When finished, click Save and Validate Plan again to
verify all services that originally failed validation are
now resolved. The Plan will either pass Validation or
require Region and/or State Office review.

3. If the Plan now passes Validation, and Region nor State
Office review is required, the WSC will update the following
fields:
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a. Onthe Planned Services subpage, the WSC will
update the Planned Service Status from Proposed
to Approved for each planned service.

b. On the Plan Information page, the WSC will change
the Plan Status from Draft to No Review Required.

c. Region or State Review is left blank.
d. On the Plan Information page, Select Save Plan.

e. Proceed to section Create Authorizations.

j PR, . Plan
00 iCennect Last Updated by jbuck@apdcares.org Information
at 4/29/2020 12:01:52 PM

File Reports

Plan Information Plan Details
Planned Services Division D
Program * APD Waiver | Details
Cost Plan Review Notes ey Buck J i Detail
orker uck, Jennifer _ | Clear Rl
Cost Plan Creation Date * 06/01/2020 ﬂ
Comments
Status * Mo Review Required v
Cost Plan Begin Date * 07/01/2020 3
Cost Plan End Date * 06302021 |
Region or State Review

4. If the Plan fails validation for Region Review, the WSC will
update the following fields on the Plan Information page:

a. Change the Worker from the WSC to the Region
reviewer, to route this plan to the Region reviewer’'s
My Dashboard > Consumer Plans Queue for review.

b. Change the Plan Status from Draft to Pending.

c. Region or State Review: Select the region that will be
completing the review. In addition to routing this plan
to the Region reviewer, it will also be routed to a
generic pending plans queue where it can be
reviewed my more than one regional reviewer, in case
back up is needed.
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5. Click File > Save and Close Plan.

6. Proceed to section Region Review.

J o ) . Plan _
Op iConnect Last Updated by jbuck@apdcares.org Information
at 4/29/2020 12:01:52 PM

File  Reports

Plan Information Plan Details
Planned Services Division e
Program * APD Waiver | Details
Cost Plan Review Notes Buck_J T -
Worker uck, Jennifer |- | Clear ] Details
Cost Plan Creation Date * 06/01/2020 =
Comments
Status -
Cost Plan Begin Date * 07012020 |8
Cost Plan End Date * 063072021 |2

Region or State Review *
Northeast
Northwest
Southern
Southeast
Suncoast
State Office

7. If the Plan fails validation for Region AND State Office
review, the Region review will be completed first, then routed
to the State for review.

8. The WSC will update the following fields on the Plan
Information page:

a. Change the Worker from the WSC to the Region
reviewer, to route this plan to the Region reviewer’s
My Dashboard > Consumer Plans Queue for review.

b. Change the Plan Status from Draft to Pending.

c. Region or State Review: Select the region that will be
completing the review. In addition to routing this plan
to the Region reviewer, it will also be routed to a
generic pending plans queue where it can be
reviewed my more than one regional reviewer, in case
back up is needed.

9. Click File > Save and Close Plan.

10.Proceed to section Region Review.
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o0 wonnect
File  Reports

Plan Information Plan Details
Planned Services Division
Program *
Cost Plan Review Notes
Worker

Cost Plan Creation Date *
Comments

Status *
Cost Plan Begin Date *
Cost Plan End Date *

Region or State Review *

APD

APD Waiver | Detalls

Buck, Jennifer

osi01r2020  |C2

070172020 |2
063072021 |9

Northeast
Northwest
Southern
Southeast
Suncoast
State Office

. Plan
Last Updated by jbuck@apdcares.org Information
at 4/29/2020 12:01:52 PM

[———

11.1f the Plan fails validation for State Office review the WSC
will update the following fields on the Plan Information page:
a. Change the Worker from the WSC to the State Office
reviewer, to route this plan to the State Office
reviewer's My Dashboard > Consumer Plans Queue

for review.

b. Change the Plan Status from Draft to Pending.

c. Region or State Review: Select State Office who will
be completing the review. In addition to routing this
plan to the State Office reviewer, it will also be routed
to a generic pending plans queue where it can be
reviewed my more than one State Office reviewer, in

case back up is needed.

12.Click File > Save and Close Plan.

13.Proceed to section State Office Review.
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Plan

Op\j iC(‘I‘Inf‘{ § Last Updated by jbuck@apdcares.org Information

File

at 4/25/2020 12:01:52 PM
Reports

Plan Informaticn Plan Details

Planned Services

Cost Plan Review Notes

Division * APD

Program * APD Waiver | Detalls

Worker Buck, Jennifer _ || clear | Details
Cost Plan Creation Date = 06/01/2020 =

Comments

Status *

Cost Plan Begin Date * 07/01/2020 3

Cost Plan End Date * 06/30/2021 |2

Region or State Review * State Qffice v

Region Review

The plan failed has failed validation and requires Region
review for one or more services.

The WSC has assigned the Region reviewer as the worker
on the Plan Information page and the status of the plan is
pending.

The WSC has also specified the region completing the
review which allows more than the assigned Region
reviewer access to review this plan, in case back up is
needed.

The Region Reviewer will monitor his/her My Dashboard for
new Pending Plans.

To do so, log into APD iConnect and Set Role = Region
Waiver Workstream Worker. Click Go.

Find the consumer’s Panel and click on the link for Plans
with Status = Pending. Click on the Pending link to open the
Plans queue. Skip to step 9.
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‘ Ticklers ‘
Ticklers 134

‘ Plans ‘
Approved 1
Draft 1
Pending \ 1

‘ Appointments ‘
Scheduled 1

7. To monitor all plans that require review by region, from My
Dashboard, Under the Tasks panel, select My
Management, then Pending Plans.

|MYI]ASHBOAR4 CONSUMERS‘ PROVIDERS | INCIDENTS ‘ CLAIMS ‘ SCHEDULER| REPORTS

CONSUMERS INCIDENTS PROVIDERS TASKS

‘ Division H Inquiry Alert Notes List H Notes H Links.

APD Eligible - WLSC Assigned 1 Unresd Alert Notes ]

‘ My Management
‘ My Enroliments |

Open 1

‘ Provider Selections |

Open 1

‘ Ticklers |

Ticklers

‘ Plans |

Draft 1

8. The Pending Plans queue defaults to display plans with a
status of Pending and requires the reviewer to select a
Region search filter. Select Search to display the plans that
require review for the selected region.
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opd iwennect Welcome, Jennifer Buck | Pending Plans
4f23/2020 231 M W
File
Filters-
Cpen Date [+ Greater Than|v/| oimieooo [T avolv| [x
Status [ Equal To [v]  [Pending [v] anolv] (x
Region or State Review ~ EqualTo [v] [eema  [v] anolv]| x|
Fund Cote M 1+
882 Pending Plans record(s) returned - now viewing 1 through 15
Consumer ~ Fund Code Program Open Date Closed Date Worker Status Region or State Review
Abell, Sheena APD APD Waiver 01/01/2020 Application, Harmony Pending CENTRAL
Abner, Tina APD APD Waiver 01/01/2020 Application, Harmony Pending CENTRAL
Aceves, Abby APD APD Waiver 01/01/2020 Application, Harmony Pending CENTRAL
Ackley, Donovan APD APD Waiver 01/01/2020 Application, Harmony Pending CENTRAL
‘Adamo, Francisco APD APD Waiver 01/01/2020 Application, Harmony Pending CENTRAL
Adrian, Roy APD APD Walver 01/0112020 Application, Harmony Pending CENTRAL
Aguiar, Marco APD APD Waiver 01/01/2020 Application, Harmony Pending CENTRAL
Ahearn, Sandra APD APD Waiver 01/01/2020 Application, Harmony Pending CENTRAL

9. From the Plans queue, select the plan to open the Plan
Information page.

10.View the Plan Validation Report. In the Plan Record > from
the Reports menu in the toolbar select > Plan Validation
Report.

ogd iennect

File Reports

———— Consumer Plan
‘ Plan Infc

Plan Validation Report
Planned Services i
i Program *
QS Needs
Worker

Plan Notes Cost Plan Creation Date *

11.The Report opens in a new window. View the most current
validation and validation history.
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harmon A

Plan Validation Report
Consumer: Violet Sheppard Program: APD Waiver
Case No: 10172 Plan Start Date: 7119
Division: APD Plan End Date: 6/30/20

Current Validation Results

Service Proposed Problem(s)
» n/a n/a « All initial plans require Regional review.

+ This consumer does not have a consumers budget
linked.

(4270) Support Units Per: 1.00 + The planned services are not allowed to be prior
Coordination Units of Measure:  Month - Round Up dates.

Total Units: 12.0000

Total Cost: $1,784.28

Validation History

Validation User Action Reason
Date Time
3/7119 10:41 AM | Jennifer Buck Failed - View Report

12.Complete the Region review for each Planned Service that
failed Validation and requires Region review.

a. If the service is approved, change the Planned
Service Status = Region Review Approved.

b. If the service is partially approved, edit the planned
service details to decrease the max amount. Change
the Planned Service Status = Region Review
Partially Approved

c. If the service is Denied, change the Planned Service
Status = Region Review Denied. The Region
Reviewer will send a Note to the WSC with details of
the Denied services and the WSC will Delete the
denied planned services from the Plan. Proceed to
section Services Not Approved.

13.Enter a supporting comment in the Region/State Office
review Comments (REQUIRED) field. Select Append Text
to Note.
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Provider
Rate ©
Max Amount *

Amount Requested

Authorization Notes/Comments =

Contract Number
Non-Taxable

Planned Service Status

RegioniState Review Comments (REQUIRED)

Corresponding Auth No.
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John Sheppard Planned Service
Last Updated by jbuck
at 10/21/2018 9:07:09 AM

Pending Provider
$7.81

$8,575.38

Notes from the WSC are entered here. These notes will also display on the authorization.

m}
Region Review Approved v

On 10/21/2019 at 9:22 AM, Jennifer Buck wrote: Region review comments are entered here. These
comments do NOT show on the Authorization nor are they visible to the WSC.

New Text

14.Enter any comments that need to display on the
authorization into the Authorization Notes/Comments field,
in addition to the existing comments from the WSC.

15.Click File > Save and Close Planned Service.

16.The reviewer will complete this process for all planned
services that require region review.

17.When the Region review is complete, and if there are no
services that require State Office review, route the plan back
to the WSC. The Region reviewer will update the following
fields on the Plan Information Page:

a. Change the Worker from the Region Reviewer to the
WSC, to route this plan to the WSC’s My Dashboard
> Consumer Plans Queue for review.

b. Change the Plan Status from Pending to Approved.
When the Plan Status = Approved, the plan is read
only but authorizations can still be created for plans
that pass validation.
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NOTE: The overall cost plan is approved, but there
may be some planned services in the cost plan that
were partially approved and therefore reduced or
denied.

c. Region or State Review: can remain as is. No
changes are needed.

18.0n the Plan Information Page, select File > Save and
Validate Plan.

19.The Plan will pass validation if no services were denied.
Proceed to section Create Authorizations.

20.The Plan will not pass validation if services were denied.
The WSC will delete the denied planned service before the
plan will pass validation. Proceed to section Services Not

Approved.
N ) . Plan
Op\j i‘:‘jn“ﬂ{ E Last Updated by jbuck@apdcares.org Information

at 4/29/2020 12:01:52 PM

File  Reports

Plan Information Plan Details
Planned Services Division Y
Program * APD Waiver | Detalls
Cost Plan Review Notes o Tiots Teontt et
orker uck, Jennifer _ B ey Detais
Cost Plan Creation Date * 06/01/2020 =
Comments
Status = Approved v
Cost Plan Begin Date * 07/01/2020 ]
Cost Plan End Date = 06/30/2021 ]
Region or State Review

21.1f there are services that require State Office review, route
the plan to State Office reviewer. The Region reviewer
updates the following fields on the Plan Information page:

a. Change the Worker from the Region reviewer to the
WSC.

b. Keep the Plan Status as Pending.

c. Region or State Review: change to State Office

= Well June 2023 Page 277



Case Management Module Chapter 11 | Cost Plan

22.Click File > Save and Close Plan

23.Proceed to section State Office review.

Plal

- n
Opd i‘/“nnﬂ‘ § Last Updated by jbuck@apdcares.org Information

File

at 4/25/2020 12:01:52 PM

Reports

Plan Informaticn Plan Details

Planned Services

Cost Plan Review Notes

Division * APD

Program * APD Waiver | Detalls

Worker Buck, Jennifer _ || Ciear | Details
Cost Plan Creation Date = 06/01/2020 =

Comments

Status *

Cost Plan Begin Date * 07/01/2020 3

Cost Plan End Date * 06/30/2021 |

Region or State Review * State Qffice v

State Office Review

The plan failed has validation and requires State Office
review for one or more services. The WSC or the Region
Reviewer has Updated the APD waiver Plan with Status =
Pending and Region or State Review = State Office.

The State Office reviewer will monitor his/her My
Dashboard for new Pending Plans.

To do so, log into APD iConnect and Set Role = State Office
Process Owner. Click Go.

Find the consumer’s Panel and click on the link for Plans
with Status = Pending. Click on the Pending link to open the
Plans queue.

a. If there are none, proceed to step 6, locating all plans
waiting for State Office review.
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‘ Ticklers ‘
Ticklers 134

‘ Plans ‘
Approved 1
Draft 1
Pending \ 1

‘ Appointments ‘
Scheduled 1

5. Find the consumer’s Panel and click on the link for Plans
with Status = Pending. Click on the Pending link to open the
Plans queue. Skip to step 8.

‘ Ticklers ‘
Ticklers 134

‘ Plans ‘
Approved 1
Draft 1
Pending \ 1

‘ Appointments ‘
Scheduled 1

6. To monitor all plans that require State Office review, from My
Dashboard, Under the Tasks panel, select My
Management, then Pending Plans.

||n I]ASHBOAR4 CONSUMERS ‘ PROVIDERS | INCIDENTS ‘ CLAIMS ‘ SCHEDULER | REPORTS
CONSUMERS INCIDENTS PROVIDERS TASKS
Division Inquiry Alert Notes List ‘ ‘ Notes Links.
APD Eligible - WLSC Assigned 1 Unresd Alert Notes 0

‘ My Management

‘ My Enroliments |

Current Active Cases

Open 1

Enroliments

‘ Provider Selections

Open 1

Ticklers |

Ticklers

Administrative Actions Queue

Plans |

Draft 1 Oniine Provider Application Queve

Provider Management Queue
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7. The Pending Plans queue defaults to display plans with a
status of Pending and requires the reviewer to select a State
Office search filter. Select Search to display the plans that
require review for the selected region.

Filters
Open Date ﬂ
Status ﬂ

Region or State Review

Fund Code ﬂ

Greater Than ﬂ

Equal To

Equal To

]
&

01/01/2000

Pending ﬂ

State Office ﬂ

=

ANDﬂ x
ANDﬂ x
ANDﬂ ﬂ

8. From the Plans queue, select the plan to open the Plan

Information page.

9. In the Plans queue, open the Plan Record.

10.View the Plan Validation Report. In the Plan Record > from
the Reports menu in the toolbar select > Plan Validation

Report.

o0 iConnect

File  Reports

——  AIM Worksheet
| Plan infc
Consumer Plan

Flanned Notice of iBudget Amount

QSINee  Notice of iBudget Amount - Automatic Award
Flan Not  Notice of Initial iBudget Amount
Plan Validation Report
Comments
Status *
Cost Plan Begin Date =

Cost Plan End Date *

APD

APD Waiver ‘| Details

[Reed, Monica

b

04/01/2018

E

07/01/2018
06/30/2019

=
=

John Sheppard
Last Updated by jbuck
at 318/2019 2:34:50 PM

11.The Report opens in a new window. View the most current

validation and validation history.
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Plan Validation Report

Consumer: Violet Sheppard
Case No: 10172
Division: APD
nt idation Result
Service Proposed
(4142) Personal 'UnitrsrPer: 8.00
Sappors s e ey

Total Cost: $2920:0.00

Validation History

Validation User
Date Time

3/7/1910:41 AM | Jennifer Buck

Action

APD Waiver
7/119
6/30/20

Program:
Plan Start Date:
Plan End Date:

I Problem(§)

* This service requires State review due to the
amount of the total service amount

Reason

|Failed - View Report .

12.Complete the State Office review for each Planned Service
that failed Validation and requires State Office review.

a. If the service is approved, change the Planned
Service Status = State Office review Approved.

b. Enter supporting comments in the Region/State
Office review Comments field. Select Append Text

to Note.

c. Enter any comments that need to display on the
authorization into the Comments field, in addition to
the existing comments from the WSC and/or Region.

d. If the service is partially approved, edit the planned
service details to decrease the max amount. Change
the Planned Service Status = State Office review

Partially Approved.

e. Enter supporting comments in the Region/State
Office review Comments field. Select Append Text

to Note.
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Service Code =
Service Description
Unit Type

Units Per *

Units of Measure *
Total No of Units
Provider ID *
Provider

Rate *

Max Amount *

Chapter 11 | Cost Plan

92507:UC

(4260) Speech Therapy
15 mins

4.00

1460.0000

10017 Details
Achieving Independence
$16.02

$23,389.20

Amount Requested

regular comments field for WSC - displays on Auth.

Authorization Notes/Comments

Contract Number

Non-Taxable O

Planned Service Status ‘Slals Review Approved b

Region Review Comments from Planned Services
On 10/29/2019 at 4:18 PM, Jennifer Buck wrote: State Review Comments

New Text
Region/State Review Comments (REQUIRED)

a. If the service is Denied, change the Planned Service
Status = State Office review Denied. The State
Office reviewer will send a Note to the WSC with
details of the Denied services and the WSC will
Delete the denied planned services from the Plan.

13.Click File > Save and Close Planned Service.

14.The reviewer will complete this process for all planned
services that require State Office review.

15.When the State Office review is complete for all services that
require State Office review, the State Office reviewer will
route the plan back to the WSC.

16.The State office reviewer will update the following fields on
the Plan Information Page:

a. Change the Worker from the State Office reviewer to the
WSC, to route this plan to the WSC’s My Dashboard >
Consumer Plans Queue for review.
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b. Change the Plan Status from Pending to Approved.
When the Plan Status = Approved, the plan is read only
but authorizations can still be created for plans that pass
validation.

NOTE: The overall cost plan is approved, but there may
be some planned services in the cost plan that were
partially approved and therefore reduced or denied.

c. Region or State Review: can remain as is. No changes
needed.

17.0n the Plan Information Page, select File > Save and
Validate Plan.

18.The Plan will pass validation if no services were denied.
Proceed to section Create Authorizations.

19.The Plan will not pass validation if services were denied.
The WSC will delete the denied planned service before the
plan will pass validation. Proceed to section Services Not

Approved.
N ) , Plan
Op\j il,(?l‘!nﬂi ! Last Updated by jbuck@apdcares.org Information

at 4/29/2020 12:01:52 PM

File  Reports

Plan Information Plan Details
Planned Services Division LS
Program * APD Waiver ‘v | Details
Cost Plan Review Notes Buck J B ~
Worker uck, Jennifer | - | Clear | Details
Cost Plan Creation Date * 06/01/2020 ]
Comments
Status = Approved v
‘Cost Plan Begin Date * 07/01/2020 H
Cost Plan End Date * oer30021 |
Region or State Review State Office v

Services Not Approved

1. The WSC has submitted a plan for Region and/or State
Office review and one or more planned services in the plan
has been Denied.

= Well June 2023 Page 283



Case Management Module Chapter 11 | Cost Plan

2. The Region or State Office reviewer has changed the
Planned Service Status for the service not approved to
Region or State Office review Denied.

3. The Region or State Office reviewer will notify the WSC of
the denied services via a Note and the WSC will delete the
planned service from the plan so Plan Validation will pass,
and authorizations can be created for the remaining
approved services on the plan.

4. The Region or State Office reviewer will navigate to the
consumer’s record, click on Plans > select the Plan record
to open the Plan Information subpage. Select the Cost Plan
Review Notes subpage.

5. From the File menu > select Add Note:

Opd iConnect John Sheppard Cost Plan Review
8/25/2018 12:11 PM Notes
File
Filters:
Plan Information
Note Type ’ Equal Te ﬂ Cost Plan Review ﬂx AND ﬂ ﬂ

Planned Services

Mote Date ﬂ +
Cost Plan Review Notes

0 record(s) returned

6. In the new Note record, update the following fields:
h. Division = APD
i. Note By = defaults to self
j.  Note Date = defaults to today
Cost Plan Review Note = Yes
Note Type = Cost Plan Review
. Note Subtype = Not Approved
Note = Explain why Plan is not approved

Status = Complete or Pending if a response has been
requested from the WSC.

p. Route the Note to the appropriate WSC/Waiting List
Support Coordinator by clicking the Ellipsis button next
to Add Note Recipient. In the pop-up window, type in the

ol

© 5 3
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Worker's Last Name and click Search. In the Search
results, click on the matching Worker Name to route the
note to that recipient.

In the event the full cost plan is not approved, route the
Note to the appropriate Region staff.

The Region Staff will issue a notice and check if the
Consumer exercises Due Process.

7. When finished, click File > Save and Close Notes.

Opd iConnect John Sheppard
912572019 12:14 PM
Fil Tools
Notes
Division * APD
Note By * [Buck, Jennifer v
Note Date * oarso1e |
Cost Plan Review Note? * *
NoteType * Cost Plan Review v
Note SubType Not Approved hd
Description genied OT
Denied OT services - please remove from cost plan
Note
Status *

Date Completed

Attachments

Add Attachment

Document Description Category Action

There are no attachments to display

Recipients

Select a new Recipient |- | Clear |

Name Date Sent Date Read Status Date Signed

Reed, Monica 9/25/2019 Unread Remove

8. The WSC will monitor My Dashboard for incoming Notes and
review the Cost Plan Review > Not Approved Note.

9. The WSC will navigate to the consumer’s record and delete
the denied planned services from the cost plan.
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10.Proceed to section Remove Planned Services.

11.When the full cost plan is not approved, The Region Staff will
monitor My Dashboard for incoming Notes. After reviewing
the note, the regional staff issue a notice and check if the
Consumer exercises Due Process.

12.To issue the notice, from the consumer’s Demographics
tab, click on the Word Merge menu and generate the
appropriate notice.

13.1n the Word Merge preview screen, click Open Document to
open the letter in Microsoft Word. Edit and print the
document. Then save it to your computer.

14.Back in the Word Merge preview screen, click Upload and
Save to Note > select the appropriate document to attach to
the Note record. In the new Consumer Note record, update
the following fields:

a. Division = APD

b. Note Type = Cost Plan Review
c. Note Subtype = Not Approved
d. Status = Complete

15.When finished, click File > Save and Close Note

Create Authorizations

1. Once the Planned services have passed Plan validation or
have been reviewed by the Region or State Office reviewer
and approved, the Create Authorization option will be visible
to the user. The WSC will create the authorizations.

2. If the plan passed validation and did not require Region or
State Office review, skip to step 6.

3. The WSC will monitor the Pending Plans queue on My
Dashboard for approved plans. Navigate to My Dashboard
> Tasks > Pending Plans Queue.
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MY DASHBOARD l CONSUMERS ‘ INCIDENTS CLAIMS SCHEDULER
INCIDENTS PROVIDERS TASKS

| My Incident Ticklers ‘ Ticklers Links

Ticklers ] iConnect elesming Library

‘ Enroliments |
iConnect Help Desk

| Inguiry Alert Notes List ‘

Unread Alert Notes o | My Management

Current Active Cases

Pending Plans

Ticklers Due

My Files

Imgort

4. Filter the pending plans queue for those with status equal to
Approved, and possibly additional date filters to display only
recent plans.

. ' ;
OF—_U iCennect Welcome, Jennifer Buck
412812020 2:55 PM
File
<)-Filters
Open Cate V| | Greater Than|v/| ouotzoon | Anfv| %

Status j Equal To ﬂ Approved ﬂ ANDﬂ x

Fund Code j -+

Pending Plans

| “Search | Reset |
4 Pending Plans record(s) returned - now viewing 1 through 4
Consumer . Fund Code Program Open Date Closed Date Worker Status
Sample, Thomas APD APD Waiver 05/08/2018 Ritchie, Lesli Approved
Smith, June APD APD Waiver 05/21/2018 Ritchie, Lesli Approved
Smith, Mary APD APD Waiver 0572212018 Ritchie, Lesli Approved
Training, BV APD APD Waiver 03/10/2020 Ritchie, Lesli Approved

==First  <Previous Retrieve 15 |Recordsatatime Next>  Lasts»

5. Select one of the plans from the queue. The Plan
Information page displays.

6. Click the Planned Services subpage.

7. Add a check next to each Planned Service that has been
validated and is ready to be pushed to an Authorization.

8. Click File > Create Authorizations.
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iConnect Alice Sheppard | Planned Services
Om o o 8/25/2018 5:54 PM

File Tools
Add Planned Service

+

Services record(s) retumned - now viewing 1 through 7

ORI K| 0| af—

B Service a = Total No of Unit Max Begin Auth
Provider Code Service Description Units Type Rate Amount Date End Date D
A TEST Provider 4250 Specialized Mental Health Counseling Assessment 1.0000 Units $12821 | 512821 D4/01/2013 | DE/30/2013
ATEST Provider 4320 Transportafion - Trip 85.0000 Trip $10.00 | 5830.00 05/01/2018 | D6/30/2018
APD Test Provider | 4083 e 260.0000 15mins |$9.56 [$2435.60 |D4/01/2018 | 06/30/2018

9. The message Authorization Created will display if operation
was successful and an Auth ID will be assigned. The details
of the Authorization are visible on the Planned Service and
the Authorization tab.

2 Planned Services record(s) returned - now viewing 1 through 2

[-]
e i . T R

B m’:g;ﬁggn e GO012UC | (4270) Support Coordination | Month | $148.60 | $1,784.28 | 12.0000 07/01/2020 | 06/30/2021 | Agency LEON [}
T AuniD | AuthSvelD | AuthStriDaie | AuthEndDate | AuihStatus | AuthSveStariDate | Auth Svc End Date Auth Svc Status | Auth Sve EDI Status
| |‘MEIBI]B |293 ‘umwzuzn 06/302021 ‘Appmveﬂ |07/D|1202D ‘nmwz«m ‘Appmved Ready to Send
E|| ResCare For You | S5151UG ‘ (TS B Y | 15 mins |33 39 ‘ §7.071.54 ‘ 2036.0000 ‘ | 0710142020 |0513012021 |Agency ‘ 101 ‘ LEON ‘ EI|
[ aumip | Aunsvein | AunswrtDate | AumEndDate | AuthStatus | AuthSvcStartDate | AuthSvcEndDate | AuthSvcStats | Auth Sve EDI Status
| |140qu |299 ‘omwzuzn |05/3012021 ‘Appmved |07/u|12020 ‘us:aufzm ‘Approved ‘ Ready to Send

[ [ [ [ [ ] [ [ [ [ | [ [ [

10.The message also describes the plan is linked to a budget
and the application will automatically link these
authorizations to the budget.

e D =

% Authorizations Created! This plan is linked to a consurner budget. Click
0K to automatically link the authorizations that were just created to the
consumer budget. If you click Cancel, you may manually link the

authorizations to the budget from within the consumer budget record.

| ok || concel

Authorization Interface

1. Navigate to the Authorization tab to view your newly
created Auth.
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2. Once you locate your Auth, click on the expansion row that
shows the auth information & view the Auth EDI Status =
Ready to Send

File Reports Ticklers View Consumer Incident

Diagnosis | Eligibiliy | Medications | Auths | Provider Documentation | Cantacts | Consumer Module User

Demographics | Divisions | Consumer Budgets = Programs | Provider Selections | SAN | Noles Forms | Appoiniments = Plans | Waiting List | Payers

Filters
Division ¥ [+
Ea
13 Auths record(s) returned - now viewing 1 through 13
]
[ Division | Provider Auth ID Start Date + End Date Status Cancelled
[ | aPD | Pending Provider 732432 | 080512019 | oara0r2010 Approved No
APD 232433 061052019 0613072018 Approved No
APD ATest Provider 232434 0510172019 0813072018 Approved No
e [T Sorvico | startDate| ¢ | EndDate | AURCBCSEOU] e | gtatus | Rate | DML | cancalied) Provgerfiate | Cnemer | Sanee
140084 azsoruc  |$1280) 3“’“‘" 0511312019 | 15 mins | 06/30/2019 | ReadyloSend (140 | Approved | $16.02 |$2,242.80 No Agency Hemando
140003 S5130:UC g‘u';;’ﬂ’,;‘““""‘ 05/01/2019 | 15 mins | 06/30/2019 | Ready to Send 172 Approved | $3.82 | $657.04 No Agency Hermando 11

3. The Authorization interfaces are scheduled to run at least
daily. The Auth Service EDI Status is updated.

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

Demographics | Divisions | Consumer Budgets | Programs | Provider Selections | SAN | Notes | Forms | Appointments | Plans | WaitingList | Payers

Filters
Division M +
[“Search” | "Reset |
13 Auths record(s) returned - now viewing 1 through 13
Division Provider | Authip StartDate~ | End Date Status Cancelled
APD | Pending Provider o 202432 06062019 | oer302019 | Approved No
APD | 232433 [ 0610512019 0613012019 [Approved [no
APD ATest Provider 232434 0510172019 | 067302019 | Approvea No
semer | Coae | Seves stroste] o | enaose | AMEIUERER!| UL | s | mee | i oancetes) ML | CEUIY | e
140004 [92507:uC (T",fes,‘;;,fm‘" 05/13/2019 | 15 mins | 06/30/2019 | Sent 140 | Approved | $16.02 |$2,242.80 No Agency Hemando
| 140083 $5130:UC g‘;;g;“’s""a‘ 05/01/2018 | 15 mins | 06/30/2019 | Sent 172 Approved | $3.82 |$657.04 No Agency Hermando 11

4. When the Auth response comes back from FMMIS, the
system again updates the Auth Status, Auth Service
Status and Auth Service EDI Status.

5. If there was an issue with sending the Auth to FMMIS, the

Auth Service EDI Status will be updated to Unable to
Send.
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onro | CONSUMERS | PROVIERS NCIDENTS cLams

e T pam—
Oomograoncs | Owewms | Consumes Bupets | Progams | e Seecins | SAN | Nows | Foms | Acooement | Pans | WamngLst | Payes
Fotes
il R
8 Focorti) ronmad - nc viewing t muouge
w0 ansr oo o
o o
w0 o
w0 o
o o
w0 o
o o
o ves
w0 0
o o
o ovees o n
Auth Sorvice D | Servics Cade | service. SurOsw | UniType | EndOwe | Aum Sorvce EDNStass | MarUndis | Stsms | Rste  AmounApproved  Camceied  ProvidorRate Type  ConsumerCounty  SenvceRa
oo SENZUC | (082) Lie Sks Devesmen - Leve 3 ADT) - Facaly Bases Az w1090 untse o sens s Reswbmmes 1585 31445020 o sy nenanzo [

6. Reasons an Auth is unable to send:

e Waiver Consumer Medicaid ID is blank

e Max amount cannot be 0.00

e Unit cost cannot be 0.00

e Waiver Consumer does not have Active Medicaid
Eligibility record

e Provider ID not Active

7. For authorizations that are rejected or unable to send, the
reason is visible on the Error Message subpage on the Auth
Service details page.

O iConnect AuthService
w seu
File
AumServica % O The suthorized service is oul of sync with the planned service to whi linked.
Emor Message
Authorized Service
uuuuu wer
Stort Date oo
End Date =]

indexCodo indax Desciipson SunObject ‘SunObject Description

[[[[[[ Central Regicn Waiver Budget Waner
Service Code ss102.UC

Secondary Code S5102UC

Service Description (4082) Life Skits Development - Level 3 (ADT) - Facity Based
Unit Type * Hour

Units Por 600

Units of Moasure Calendar Day ~

Max. 18

Rate * 51585

Amount Approved * 51456030

Auth Sevice EDI Status [Unable to Send v

status [Resubmined v

Worker [ v

Date Approved

Comments. et

Diagnosis 1 ]

Diagnosis2 L
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8. A list view of the error message details displays.

de iConnect Error Message

5/21/2020 2:00 PM

File
AuthService
M 1 Error Message record(s) returned - now viewing 1 through 1
‘ Date ~ | Source ‘ Code | Error Message ‘ Code Type ‘ Action Code ‘ Action Message ‘ ‘
| |5t14m020 45323 M |FMmis |06 | RECIPIENT NOT ELIGIBLE ‘ ‘ ‘ []

<<First <Previous Retrieve| 15 |Recordsatatime MNext> Last>»

Authorization Service Approved
1. Example of an Approved Auth

| Disgnosis | Eigiity | Medicatons | Authe| Prowider Documentaion | Conlacts | Consumer bodue User >
Dwisions udgets | Programs SAN | Notes | Fomns | Apportments | Plans | Watinglist | Payers
Filters ~J
Snvsion M o+
Sty
13 Auths record(s) retumned - now viewing 1 through 13
]
| Division Provider AshD | Start Date - EndDate Status. | Cancelled
APD Pending Providet |z |0eus2019 | 08302019 Approved I
AP0 | 232433 |os0s2010 os302019 Approved I3
APD 232434 |oso12019 06302019 Approved I
@ AP0 177980 o1ovz019 0802019 Approved No
® | |aPD 178648 {oto1z010 087302019 Approved I
[ a0 | 18s@5 |owoirz2019 | 0802019 Approved INo
- APD A Test Provider | 722250 |oro12019 106002019 Fuly Approved I
Auth Service 1D Service Code. Servic Start Date | Unit Type | End Date | MaxUnits | Stams | Rate Cancelied Type |
135885 THOBUC | (4320) Transportation - Trp. | 010112018 | Trp 063072015 | Approved 40 Approved | 52000 | $9,600.00 No Agency Hemando
opd ennect Authorization
321201920701 P
File N
h ﬂ This authorization andlor one of are ou are linked
-
Authorization
StartDate omzore O
End Dane osnoz0te
Owision * APD
: — o]
Provider " ATest Provider Detais
Dats Authorized oanizore O
AuthiD 232250
staws Fully Approved v
Requested By — -
Requesied Date
Comments.
Cancal
ogd iCennect B AuthService
wsors 1217355
File [y
R "o Sorice
pe—— PA Number 5110119010
StartDate* 01012019
End Date 06302019 |09
BTN indexCose ndex Descrpon SubObpect SubOtyect Descrpion
Cantra Cenval Regon Waver Budget Wanver
Service Code * T2003UC
Secondary Code T2003UC
) Service Description (4320) Transportation - Trp
Unit Type ® o
Units Per 8000
Units of Measure Month - Round Up v
Max. Units* 480
Rate* 52000
Amount Approved *
Auth Service EDI Status.
stas
Worker v
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1. To print the authorization, navigate to the Authorizations tab.

2. Locate the Authorization and select the + link to display the

AuthService detail.

3. Select the authorized Service.

MY DASHBOARD ‘ CONSUMERS l PROVIDERS INCIDENTS CLAIMS SCHEDULER
Sheppard, John (10106) l
Diagnosis | Eligibility Medications =~ Auths Provider Documentation | Contacts = Consumer Module User
Demographics Divisions | Consumer Budgets = Programs = Provider Selections | SANs Notes = Forms = Appoinfments  Plans = Waiting List =~ Payers
(V)-Filters
Auth Service EDI Status Equal To Ready to Send AND x
Division +
i
uths record(s) returned - now viewing 1 through 3
| Division | Provider ‘ Auth ID Start Date | End Date ‘ Status | Cancelled ‘
= | APD | WSC Agencyi ‘ 140841 07012018 | 0812212018 ‘ Approved | No ‘
Auth Service Service i Unit Auth Service EDI Max Provider Rate Consumer Service Amount
Code Service Start Date | End Date Type Status Units Status Rate Type County Ratio Approved Cancelled
219—'--... G9012:UC gggr%)lililzﬂn“ 07/01/2018 | 09/22/2018 | Month | Ready to Send 3 Approved | $145.69 | Agency BAKER $446.07 No
4. From the toolbar, click File > Print.
Oﬂj Connect John Sheppard - Authorization ID 140341 | AuthService
. Last Updated by ouck
o 1182018 115332 4M
File
History
| Authorized Service
‘Save and Close:
PA Line Number 125594
c —_— — Al —
Lo Start Date * wme0e |3 IR
Save AuthService -
End Date - 09222008 |9 @ htps:/ fuvtest harmanyis.net/FLAPDSandbox/Pages/PrintView.aspxTChapterEntityiD=10106 &P ageEntityiD=2198Chapterhlame=Consurmers: " Sen @
AuthService Index/SubObiect * T Ingex Descripion | _ SubObieet SubOuif ord onnect John Sheppard - Authorization 1D 140841 | AutiA
SunCoast  SunCoastRegion waiver Budgel Wai - Last Updsted by fouck
182016 115332 AM
Service Code * GY012UC
| Secondary Cade Ga12UC Authorized Service
Service Description (4270) Support Coordination PA Line Number 125894
Unit Type* Month Start Date * wm20E = Ty
Units Per 1.00 End Date —
Units of Measure. Month - Round Up /| y i .
e, Units - B Index/SubObjoct * indexCoge | ndex Descroll || e i
. SwCoast  SunCoast Region ! {5 EPSON WF-3520 Series (€
Rate* §146.68 Servica Code® G0012U0 98 CutePDF Wiriter S EPSONIOBAIF (WF-3520
Amount Approved * $446.07 = Fax
Secondary Code 09012U¢
Auth Service EDI Status Ready to Send . o
Service Description 14270) Suppon Cooraination
Status Approved | o ontn 5-:;‘:“ Offine: Preferences |
Worksr (I Units Par 100 Commers Find P |
Ltoital = Units of Measure Month - Round Up P
Comments PlaAned service comments Mox. Units * 3 s Mumber cf copies: 1
Rate * 14069 s
Diagnosist ] ) e . :
Cugnostez - e s Erter eher o singe pege numberor 8 srgle 1 g2 33
Aun Service EDI Status Ready 10 Seng page ange. For example. 512
Status Adpraved
Worker —tp e [ G ] [ )
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7. The Auth Service detail page can now be closed.

8. When the service providers are live in APD iConnect, they
will be able to log into APD iConnect and view the
authorizations associated to their provider record.

MY DASHBOARD CONSUMERS ‘ PROVIDERS INCIDENTS CLAIMS SCHEDULER

I

Workers | Services | Provider ID Numbers | Beds | Linked Providers | Service Area

A TEST Provider (10002)

Providers =~ CAP Forms Contracts = Enrallments = Authorizations Notes Appointments | Credentials

Filters-
Division ﬂ +

73 Authorizations record(s) returned - now viewing 1 through 15 i
Division Case No Consumer Auth ID Auth Start Date Auth End Date Auth Status Last Updated
APD 10002 Reed,Test 140629 10182017 1013172017 Terminated 1018/2017 6:15:01 PM
APD 10002 Reed,Test 140630 1110272017 1110472017 Approved 5/212018 2:15:26 PM
APD 10007 Peabody,Layla 140632 111212017 06/30/2018 Approved 1172172017 5:12.30 PM
AFPD 10017 Sample, Thomas 140634 111292017 06/30/2018 Terminated 1272017 11:44:16 AM
APD 10019 Sample,CDC 140635 121012017 06/30/2018 Approved 11/30/2017 1:57:10 PM
APD 10022 Sample, Transfer 140637 12/07/2017 06/30/2018 Terminated 12/7/2017 12:08:35 PM
APD 10023 Sample, Transfer Two 140639 12/0772017 06/30/2018 Approved 12712017 9:00:43 AM

Authorization Service Rejected

1. FMMIS may reject all or some of the services on an
authorization. If all services on the authorization are
rejected the FMMIS Auth interface will change the Auth
Status to Rejected.

2. If one or more services on the authorization are rejected
but at least one is approved, the FMMIS Auth interface
will change the Auth Status to Partially Approved.

3. The next steps the WSC take depends on the reason for
the rejection.

4. The reason for the rejection is visible on the
Authorization. Navigate to the Authorization tab and
selected the rejected authorization.
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5. The Authorization details page displays. Select the Auth
Service subpage. The Auth Services list view displays.

6. Select the Auth Service. The Auth Services Details page
displays. Click the Error Message subpage to view the
Error Message from FMMIS.

ogd iwennect AuthService
Last Updated by asmin
m el 35 PM
File
authssnica Authorized Service
trocMessage o o =
Siart Date * oroiiz0is |
End Date * 002019 |
IndexCade Index Descrgtion SubOtject SubObject Descripton
wwwwwww Contral Region Wawer 1Busget Waner
B T4535UC
T4EIEUC
ervice Description i for Incontinence
unit item
20000
nits of Measure Month - Round Up ]
2400
044
Amount Approved * §1.056.00
Auth Service EDI Status: [Rejected v
Status [Rejected_____ ~|
Worker v
Date Approved ]
Comments st
Diagnosis ]
ogd iCennect Error Message
6/13/2018 12:00 PM
File
AuthService
Error Message 1 Error Message record(s) returned - now viewing 1 through 1
Date ~ Source Action Message

I Code Error Message I Code Type Action Code
{‘"‘\ 2019 12:17:36 PM MMIS L5 INVALID UNIT RATE

<< First < Previous Retrieve {5 |Recordsatatime Next> Last >>

|

Do Not Correct the Rejection

1. If the WSC will not correct the rejection, then the planned
service and associated auth service will be zeroed out.

2. The plan has already been validated and reviewed by the
Region and/or State, the plan status is approved, and the
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plan is read only. The WSC will need to reverse the status of
the plan before updating the service.

3. To do so, the WSC must use the WSC Cost Plan Adjustment
Role.

4. Select the APD waiver Plan record with status = Approved.
The Plan Information Page displays.

5. Click File > Reverse Status.

John Sheppard Plans Role
Last Updated by jouck Sign Ot veg Cost Plan Adiustment ~l @
FL APD Sandbox - Internet Explorer = | O |
hitpsi//fwtestharmonyis.net/FLAPDSandbox/Pages/Harmeny.aspx?ChapterdD=4808&View Type=SubPageView&PagelD=57563&C hapterEntitylD=101068 B&CallingChapter=Consumers&iCallingPage=Plans%20List&iParentEntityiD=101068_popup_=1 a
N X John Sheppard Plan Information
ofd iwwonnect Lot Ucted by uck
at212018 122232
File  Reports
Duplicate
Details
Spell Check
= - APD
Save and Validate Plan L APD Waiver etale
Reverse Status Reed, Monica
History Plan Creation Date = 04/0112018
Print
Close Plan Information fronts
6. The record is now editable, and the Plan Status equals
Viclet Sheppard Plan Information

/‘\"1 =™ ~
30 iCennedct Last Updated by rtchie
at 8/27/2019 12:40:086 PM

File Reports

Plan Information Plan Details
Planned Services Division AhD
Program * APD Waiver ‘v|Details
Cost Plan Review Motes
Worker Reed, Monica || Clear | Details
Cost Plan Creation Date * p7/01/2018 3
Comments
Status * Draft e
Cost Plan Begin Date * 07iz0ts |
Cost Plan End Date * 06302018 |

7. Click File > Save Plan.

8. Click the Planned Services subpage.

9. Select the planned service that needs to be changed to open
the details page. Update the following fields:
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a. Total No of Units = change to 0 which will change
Max Amount to $0.

b. Planned Service Status = Do Not Change.

10.When finished, select File > Save and Close Planned
Service.

11.Complete Plan Validation. The edited planned service must
pass plan validation.

12.1f the plan passes validation and does not require review, the
WSC will change the Plan Status to No Review required,
then save the Plan record. Skip to step 16.

13.1f the plan fails validation for Region or State Office review,
the review must be completed, and the plan approved. (see
the Region Review or State Office review sections for more
details.)

14.Then the WSC will monitor the Pending Plans queue on My
Dashboard for approved plans. Navigate to My Dashboard
> Tasks > Pending Plans Queue.

MY DASHBOARD CONSUMERS INCIDENTS CLAIMS SCHEDULER
INCIDENTS PROVIDERS TASKS
My Incident Ticklers Ticklers Links
Ticklers ] iConnect eLearning Library

Enroliments
iConnect Help Desk

Inguiry Alert Notes List
Unread Alert Motes o My Management
Current Active Cases
Pending Plans

Ticklers Due

My Files

Import

15. Filter the pending plans queue for those with status equal to
Approved, and possibly additional date filters to display only
recent plans. Select a plan to display the Plan Information

page.
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16.The WSC will add a Note assigned to the Region Worker
notifying them to manually update the auth service so the
dollars from the rejected authorization are credited back to
the consumer’s budget.

17.From the plan record, the WSC will select the Cost Plan
Review Notes subpage.
Plan Information

Y sl a
Q‘-,)\) l‘ ocnnect Last Updated by jouck@apdcares.org
at 5142020 11:06:07 AM

File Reports

Plan Information Plan Details

Planned Services B HHD
Program * Details

Cost Plan Review Notes
Worker | - | Clear ] Details
Cost Plan Creation Date * 04/22/2020 3

Comments

18.From the File menu, select Add Note.

Qo) Connect Cost Plan Review
5/19/2020 1:24 PM Notes

File

Add Note

Print ) Equal To j Cost Plan Rewewj AND ﬂ x

Close Cost Plan Review Notes ﬂ + N
Cost Plan Review Notes

| = ] "

19.1n the new Note record, update the following fields:
a. Division = APD

Note By = defaults to self

Note Date = defaults to today

Cost Plan Review Note = Yes

Note Type = Cost Plan Review

Note Subtype = Rejected Authorization

Note = Describe the request

Status = Pending

Route the Note to the appropriate Region Waiver
Worker or Lead by clicking the Ellipsis button next to
Add Note Recipient. In the pop-up window, type in the
Worker's Last Name and click Search. In the Search

Se@ o oo0CT

= Well June 2023 Page 297



Case Management Module Chapter 11 | Cost Plan

results, click on the matching Worker Name to route
the note to that recipient.

20.When finished, click File > Save and Close Notes

o0 iWConnect Notes
! 5/19/2020 1:28 PM

File Tools

Notes

Division * APD

Note By * [Buck, Jennifer v

Note Date * os/ar2020 |4

Program ‘ ~
Cost Plan Review Note? * ‘

NosType CostPanReven VT

NotoSubTypn

Description

| B 2 U iopt ~ A~

please restore this auth service

Note

Status

Date Completed

21.The Region staff will monitor their My Dashboard for new
Pending Note records.

22.To do so, log into APD iConnect and set Role = Region
Waiver Workstream Worker OR Region Waiver Workstream

Lead. Click Go.

23.Find the consumer’s Panel and click on the link for Notes
with Status = Pending. Click on the Pending link to open the

Notes Queue:
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Ticklers
Ticklers 134
Plans
Approved 1
Draft 1

Pending x 1

Appointments

Scheduled 1

24.1n the Notes Queue, open the Note record with Note Type =
Cost Plan Review and Note Subtype = Rejected
Authorization

O-’\\'j iConnect Welcome, Jennifer Buck | Notes
1 51912020 1:32 PM

File Tools

Filters:

Status ﬂ Equal Te j Pending j AND ﬂ x

iConnect ID ﬂ +

1
2 Notes record(s) returned - now viewing 1 through 2
iConnect ID Consumer Note Type Note Sub Type ~ Note Date Subject Author Status (|
34191 Cost Plan Review Rejected Authorization 05/19/2020 Buck, Jennifer Pending [}
59217 IFS Request 05/04/2020 Buck, Jennifer Pending O

<<First <Previous Retrieve 15 Recordsatatime MNext> Last>>

25.Review the contents of the Note to understand the request
then close the note.

26.Navigate to the consumer record and select the Auths tab.

27.Select the authorization and then the auth service that needs
to be updated. The Auth Service Details page displays.
Update the following fields:
a. Max Units = change to zero which changes the Amount
Approved to zero.
b. Auth Service EDI = remains Rejected

c. Auth Service Status = remains Rejected.

= Well June 2023 Page 299



Case Management Module

28.From the File menu, select Save and Close.

Chapter 11 | Cost Plan

29.The authorization is updated manually instead of using the
Update Auth functionality from the Planned Service page.
This is because you do NOT want the rejected auth service
to be sent to FMMIS again. FMMIS has already rejected this
auth service, the WSC chose not to correct it. The Auth

statuses will remain Rejected.

30. The authorization will remain linked to the budget. When the
auth service amount is updated, the application
automatically updates the amount unauthorized on the
consumer budget. This is when the dollars are credited back

to the consumer’s budget.

31. Notify the WSC the auth service has been updated by
updating the Cost Plan Review note. From the Cost Plan
Review Notes subpage in the plan record, select the Cost
Plan Review Note with SubType = Rejected Authorization.

Q00 iConnect
File Tools

Filters
Status ﬂ Equal Te ﬂ Pending ﬂ AND ﬂ x

iConnect IO ﬂ +

2 Notes record(s) returned - now viewing 1 through 2

iConnect ID Consumer Note Type Note Sub Type -
34191 Cost Plan Review Rejected Authorization
59217 IFS Request

Note Date
05/19/2020
05/04/2020

<<First <Previous Retrieve| 15 Recordsatatime MNext>  Last>>

Welcome, Jennifer Buck
SM92020 1:32 PM

Subject Author
Buck, Jennifer

Buck, Jennifer

32.The Note Details page displays. Update the following fields.

a. Note = describe the update that was completed and

select Append Text to Note.
b. Status = Complete

c. Route the Note to the WSC by clicking the Ellipsis
button next to Add Note Recipient. In the pop-up
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window, type in the Worker's Last Name and click
Search. In the Search results, click on the matching
Worker Name to route the note to that recipient.

33.From the File menu, select Save and Close Note.

. i Notes
Op\j l(;‘-‘['ll(‘-( l Last Updated by jbuck@apdcares.arg

at 52020 1:31:56 PM
File Tools

Notes
Division ® APD
Note By * Buck, Jennifer
Note Date * 0sMe2020 |
Program | v
Cost Plan Review Note? = *
NoteType * [Cost Plan Review M
Note SubType [Rejected Authorization |
Description
On 5/19/2020 at 1:31 PM, Jennifer Buck wrote:
please restore this auth service
On 5/19/2020 at 1:45 PM, Jennifer Buck wrote:
| have restored this auth service.
foe New Text
B 7 U 13px »~ A ~
Status * Complete W
Date Completed 05/19/2020

34.The WSC will monitor My Dashboard for incoming notes and
notification the update is complete, but no further action is
needed. The planned service and the auth service are both
updated.

sl WellSky June 2023 Page 301



Case Management Module Chapter 11 | Cost Plan

Update the Planned Service to Correct the Rejection

1. If the planned service needs to be updated to correct the
rejection, the WSC will update the planned service, the
updated plan must pass validation, and then the
authorization will be updated.

2. The plan has already been validated and reviewed by the
Region and/or State, the plan status is approved, and the
plan is read only. The WSC will need to reverse the status of
the plan before updating the service.

3. To do so, the WSC must use the WSC Cost Plan Adjustment
Role.

4. Select the APD waiver Plan record with status = Approved.
The Plan Information Page displays.

5. Click File > Reverse Status.

Role
John Sheppard Plans | 5, out

FL APD Sandbox - Internet Explorer = | B [

| https://fwtest.harmonyis.net/FLAPDSandbox/Pages/Harmony.aspx?ChapterID=480&\ViewType=SubPageViewPagelD=575638&C hapterEntityID=10106 &EntitylD=198 &CallingC hapter=Consumers&CallingPage=Plans%20List&ParentEntity[D=101068_popup_=1 [

John Sheppard
Last Updated by jbuck
21321/2018 12:22.39PM

opd iConnect

File  Reports

Duplicate
Details
Spell Check R AFD
Save and Validate Plan o APD Waiver Details
Reverse Status L Reed. Monica
History Plan Creation Date 04/012018
Print

Close Plan Information

6. The record is now editable, and the Plan Status equals
Draft.
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. Viclet Sheppard Plan Information
~ ol ~
Q(_“ ) iConnect Last Updated by ritchie
at 8272018 12:40:06 PM
File Reports
Plan Information Plan Details
Planned Services Division AFD
Program * APD Waiver ‘v|Details
Cost Plan Review Motes S Reed. Monica Detail
WL Details
orker : [ - [ ok B
Cost Plan Creation Date * 07/01/2018 j
Comments
Status * Draft e
Cost Plan Begin Date * 07/01/2018 3
Cost Plan End Date * 06302018 |

7. Click File > Save Plan.

8. Click the Planned Services subpage.

9. Select the planned service that needs to be updated to
display the Planned Service Details page. Update the
following fields:

a. This varies depending on the rejection reason
b. Planned Service Status = Do Not Change.

10.When finished, select File > Save and Close Planned
Service.

11.Complete Plan Validation. The edited planned service must
pass plan validation.

12.1f the plan passes validation and does not require review, the
WSC will change the Plan Status to No Review required,
then save the Plan record. Skip to step 16.

13.1f the plan fails validation for Region or State Office review,
the review must be completed, and the plan approved. (see
the Region Review or State Office review sections for more
details.)
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14.Then the WSC will monitor the Pending Plans queue on My
Dashboard for approved plans. Navigate to My Dashboard
> Tasks > Pending Plans Queue.

MY DASHBOARD CONSUMERS INCIDENTS CLAIMS SCHEDULER
INCIDENTS PROVIDERS TASKS
My Incident Ticklers Ticklers Links
Ticklers ] iConnect eLearning Library
Enroliments

iConnect Help Desk
Inguiry Alert Notes List

Unread Alert Notes o My Management

Current Active Cases

Ticklers Due

My Files

Impart

15. Filter the pending plans queue for those with status equal to
Approved, and possibly additional date filters to display only
recent plans. Select a plan to display the Plan Information

page.

16.Navigate to the Planned Services subpage.

17.0nce the edited planned service has passed validation, the
changes must also be made to the authorization using the
Update Authorization functionality in APD iConnect. On
the planned services details page, a message will display to
the user until this update is completed.

Qp\j Connect John Sheppard Planned Service
} Last Updated by jbuck

at 3/21/2018 1:38:53 PM
File

Rlappexl Seooce @ This planned service is out of sync with one or more of the authorizations to which it is linked.

Planned Services

18. Click the checkbox next to the planned service that was
updated.

19.Click File > Update Authorization. A success notification
window displays, and the authorization is updated. Only
after passing Plan Validation, will the Update Authorization
menu option appear on the Planned Services tab.
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John Sheppard Planned Services

opd iennect
2212018 12:25 PM
File  Tools
Add Planned Service s
Create Authorization(s) \mount +

[ » [Seoer [ e

Janned Services record(s) returned - now viewing 1 through 4

Provider. | Service Code Service Description | Rate | e e T ool | Temin | Endpate | ProvierRate | Senice Conewrer |00

| Fend HO043:uC;SC | {#73) Residential Hablitation - | 5129.08 | 384,357.43 731.0000 O7/1/2015 | 061302020 | Solo 11 BAKER [u]

5| WSC Agereyt | GEDI2UC | (4270) Support Coordination Month | 314365 | 544607 30000 070172018 | 09302018 | Agency BAKER ~

51| WSC Agency! | GID1ZUC | (4270) Support Coordination Month |5148.69 3178428 120000 070172018 | 063072018 [u]

5| WSC Ageney2 | GID1ZUC | (4270) Support Goordination Month | 514869 | 3178428 120000 0710172018 | 063072018 [u]
$98,372.11 758.0000

<<First <Previous Refrieve | {5 |Recordsatalime Net>  Last>>

20.The application automatically updates the authorization that
is linked to the budget.

21.The authorization details can be viewed by selecting the +
next to the edited planned service or from the Authorization

mj iConnect John Sheppard Planned Services
/2172018 12:38 PM

File Tools

Plan Information (o) Filters
E o .
Search
P [—y—
4 Planned Services record(s) returned - now viewing 1 through 4
Plan Notes il
. . . . Unit Max Amount TotalNoof | Begin Provider Rate |  Service Consumer
Provider.. | Service Code Service Description Type | P | amount Requested Units Date | EndDate Type Ratio County o
m| Fending HO043:UG:sc | {3175) Residential Habiitation - | by $129.08| 594,357 48 731.0000 07/0172018 | 08/30/2020 | Solo B BAKER O
WSC Agencyl | GEDIZUG | (4270) Support Goordination Month | 514568 | 544807 3.0000 07/01/2015 | 0812212013 | Agency BAKER ]
[ amnio [ aunsew | aAwnswrose | Awnenapate | Aumstws | AutnsvestatDate | Auth v End Date Auth svestatus | Auth Svc EDI Status
| [1208a1  [218 0712018 |osrz2ra018 | Approved |omi2018 | 0arz2rz018 Approved | Ready to Send
E|‘ WSC Ageneyl ‘ ce0izUC |(427m5uppm Coordination |Mumh |s|45,se ‘ §178428 | ‘ 12.0000 ‘ 070172013 |ﬂsf3m2ms ‘ ‘ |E| ‘
51| WSC Ageney2 | GSO1ZUG | (4270) Support Coordination Month | 5148635178428 12.0000 070172018 | 061302018 [u]
98,3721 758.0000

<<First <Provious Retrieve| {5 Recordsatatime Ned> Last=»
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o iCennect

File Reports Ticklers View Consumer Incidents

Sheppard, Alice (10053) l

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

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

Filters

Auth Service EDI Status j Egual To ﬂ Ready to Send ﬂ ANDj ®
Division j +
I Mt
3 Auths record(s) returned - now viewing 1 through 3
Division Provider PA Number Auth ID Start Date End Date
AM WSC Agency1 140676 04/01/2013 06/30/2018
APD APD Test Provider 140675 04/01/2018 06/30/2018
AFD A Test Provider 140669 04/01/2018 06/30/2018

22.The Update Authorization functionality in APD iConnect will

Chapter 11 | Cost Plan

Alice Sheppard
Last Updated by jbuck
at 532018 5:22:54 PM

Legal Issues

Status
Approved
Approved
Approved

reset the Auth Svs EDI Status back to Ready to Send so the

updates will be sent to FMMIS via the authorization
interface. Proceed to Authorization Interface section.

Update the Consumer or Provider Record to Correct the

Rejection (i.e. invalid Provider ID)

1. To correct a rejection by updating data on the consumer’s or

provider’s record, the WSC will work with the appropriate
parties for the corrections to be made. Once complete, the

WSC will trigger the authorization to be sent back to FMMIS
for approval, using the Update Auth functionality on the plan

record.

2. The WSC is notified the corrections to the consumer and/or

provider record have been made.

3. Navigate to the consumer record and select the Plans tab.

4. Select the approved plan to display the Plan Information
page.
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5. The WSC does not make any changes to the plan record.

6. Select the Planned Services subpage.

7. Click the checkbox next to the planned service that needs to
be resent to FMMIS.

8. Click File > Update Authorization. A success notification
window displays, and the authorization is updated.

John Sheppard Planned Services

od iCennect
/212018 12:25 PM
File  Tools
Add Planned Service e
Create Authorization(s) mont V] [+
Print
Update Authorization(s
Janned Services record(s) returned - now viewing 1 through 4
Close Pl Services.
I . . - . Unit WMax Amount TolalNoof | Begin Provider Rate | Service Consumer
Provider. | Service Code Service Description | Rate | e e tal No o0 | End Date e et [
m| pending Hooa3:uC:sC | (4175) Residential Habiltation - |y, 5129.08 | 384,357.43 731.0000 07/172015 | 061302020 | Solo 11 BAKER a0
Provider Live In
©| WSC Ageneyt | GID12UG | (4270) Support Coordination Month | 514869 | 5446.07 3.0000 070172018 | 091302018 | Agency BAKER =]
51| WSC Agency! | GID1ZUC | (4270) Support Coordination Month |5148.69| 3178428 120000 0710172018 | 0613072019 [u]
51| WSC Ageney2 | GSD1ZUC | (4270) Support Coordination Month | $148.69|$1,784.28 120000 070172018 | O8r302019 [u]

<<First  <Previous Refrieve {5 |Recordsatatime Next>  Lastss

9. Because no changes were made to the planned service, no
changes are made to the authorization that is linked to the
budget and the dollars are still deducted from the budget.

10.The authorization details can be viewed by selecting the +
next to the edited planned service or from the Authorization
tab.

vaj iCennect John Sheppard Planned Services
B 912172048 12:38 PM

File  Tools

Filters.

Plan Information
Max Amount j +

Planned Senvices ‘
Sl Nesds il el
4 Planned Services record(s) returned - now viewing 1 through 4
Plan Notes =
Provider. | Service Code Service Description T | Rate | e e TR | an | Endpaie | ProvioerRate | Senice mer D
] Eem”‘:’l“j'g HOO43:UC:SC \L‘I’JJ ‘En‘ Residential Habiation - /., $129.08| 594,357.48 731.0000 07/01/2018 | 06/30/2020 | Solo 11 BAKER O
__*E! WSC Agencyl | GSDIZUC | (4270) Support Coordination month | 514868 | s446.07 3.0000 070172018 | 0972202018 | Agency BAKER [m]
| Autno | Aunsved | AuntatDate | AuthEndDate | AutnStatus | AuthSvStartDate | Auth Svc End Date Auth Svc Status | Auth Svc EDI Status
| ‘1&3341 ‘219 |o7mmma ‘mzrzma ‘Appmved ‘ummma |nar22/2mﬁ Approved | Ready to Send
@[ wsC Agencyt | G9012UG | (4270) Suppon Gooraination month | 5145695173428 12.0000 07172018 | 06302018 [E]
| WSC Agency2 | GSD1ZUG | (4270) Support Coordination Month | 5148685178428 12.0000 070172018 | 061302018 ]

<<First  <Previous Refrieve| 15 |Recordsatafime Next> | Last»>
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File Reports Ticklers View Consumer Incidents

Sheppard, Alice (10053) l

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

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

Filters

Auth Service EDI Status j Egual To ﬂ Ready to Send ﬂ ANDj ®
Division j +
I Mt
3 Auths record(s) returned - now viewing 1 through 3
Division Provider PA Number Auth ID Start Date End Date
AM WSC Agency1 140676 04/01/2013 06/30/2018
APD APD Test Provider 140675 04/01/2018 06/30/2018
AFD A Test Provider 140669 04/01/2018 06/30/2018

11.The Update Authorization functionality in APD iConnect will

Chapter 11 | Cost Plan

Alice Sheppard
Last Updated by jbuck
at 532018 5:22:54 PM

Legal Issues

Status
Approved
Approved
Approved

reset the Auth Svs EDI Status back to Ready to Send so the

updates will be sent to FMMIS via the authorization
interface. Proceed to Authorization Service Approved
section.

Add New Service to an Approved Plan

1. To add a new service to an approved plan, the user must
add a new planned service, relink the plan to the budget,
and pass validation.

2. The plan has already been validated and reviewed by the
Region and/or State, the plan status is approved, and the

plan is read only. The WSC will need to Reverse the Status

of the plan before adding a new service.

3. To do so, the WSC must use the WSC Cost Plan Adjustme
Role.

4. Select the APD waiver Plan record with status = Approved.
The Plan Information Page displays.

5. Click File > Reverse Status.

nt
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Rols
John Sheppard Plans | g out >

Lost Undeted by fouck WSC Cost Pian Adjustment =[]
FL APD Sandbox - Intemet Explorer =i E] e
| ttps:/Ffutesth et/ FLARDS ges .25px?ChaptedD=480&ViewType=S gelD=575636:C yID=10106&Entity allngChapter=Consumers&iC ge=Plans3i20lis D=101068_popup_=1 al

o John Sheppard Plan Information
Opd iConnect Last Updsted by jouck
at 3/21/2019 12:22:39 PM
File  Reports
Dupiicate
Details
Spell Check oo
Save and Validate Plan L e -
—_— ar Reed, Monica
History Plan Creation Date = 04/0112018
Print
Close Plan Information ents
6. The record is now editable, and the Plan Status equals
Violet Sheppard Plan Information

o0d iCennect

File Reports

| Plan Information ‘ Plan Details
e PR %
Planned Services Division
Program *
Cost Plan Review Motes
Worker

Cost Plan Creation Date *
Comments

Status *
Cost Plan Begin Date *
Cost Plan End Date *

7. Click File > Save Plan.

Last Updated by Iritchie
st 2/27/2018 12:40:08 FM

APD

APD Waiver | Details

Reed, Monica Clear [eREE
el

o700t |

Draft ~
o7iirote |
0630019 |l

8. Click the Planned Services subpage.

9. Proceed to Add Planned Services section to add the new

service.

10.0Once the planned service has been added, navigate to the
Consumer Budget tab to relink the updated plan to the

budget.
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MY DASHBOARD| CONSUMERS 1 PROVIDERS INCIDENTS ‘ CLAIMS | SCHEDULER ‘ UTILITIES

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

Demegraphics | Divisions =~ Consumer Budgets  Programs | Provider Selections | Notes | Forms | Appointments

Plans | Waiting
11.Select the current fiscal year’s budget record. The Consumer
Budget details page displays.
12.Select the Linked Plans subpage.
Oﬁj iConnect :::«1:::5: :Jlm EESS:Q“B"JZH
File
| Budget | Budget ID 51 Approved By
m Approval Date Division * APD
Fiscal Year Start Date * o7012018 |
\i APD Waiver
[» -
Programis) \L End Date * 06/30/2019 j
E
13. Select the checkbox next to the current fiscal year’s plan.
From the Tools menu, select Unlink Plan.
Opd iCennect 4/28/2020 1:11 PM Linked Plans
File Tools
Unlink Plan
Budget
— | Fund Code j +
Linked Authorizations m m
1 Linked Plans record(s) returned - now viewing 1 through 1
I Fund Code Program I Plan Start Date Plan End Date Worker Status (] ‘
[arD APD Waiver | 070112020 | 0813072021 | Approved \

<= First = <Previous Refrieve 15 Recordsatatime Next> Last>=

14.Unlink successful notification displays. Now, relink the plan.

15.From the File menu > Select Link to Plan
opd iConnect

John Sheppard Linked Plans

/252018 1042 AM
File Tools
Link to Plan
Pri o ﬂ I
‘ Cloge Linked Plans
kil Bl
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16.A list of existing Plan records is displayed. Select the Link
option from the flyout menu next to the selected Plan.
od iCennect

File Toels

Filters

Fund Code ﬂ +

1 Link to Plan record(s) returned - now viewing 1 through 1

Fund Code Program Plan Start Date Plan End Date Worker
APD Buck, Jennifer

17.Link successful notification displays. Click OK. Close the
Link to Plan window.

§ o -
Message from webpage - Iﬁ

I . Selected Plan/s successfully linked to Consumer Budget.

18.The Linked Plans subpage now displays the Plan record that
was just re-linked.

19.Return to the plan record that includes the new service that
was added. Complete Plan Validation. The edited planned
service must pass plan validation.

20.1f the plan passes validation and does not require review, the
WSC will change the Plan Status to No Review required,
then save the Plan record. Skip to step 24.

21.1f the plan fails validation for Region or State Office review,
the review must be completed, and the plan approved. (see
the Region Review or State Office review sections for more
details.)
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22.Then the WSC will monitor the Pending Plans queue on My
Dashboard for approved plans. Navigate to My Dashboard
> Tasks > Pending Plans Queue.

MY DASHBOARD CONSUMERS INCIDENTS CLAIMS SCHEDULER
INCIDENTS PROVIDERS TASKS
My Incident Ticklers Ticklers Links
Ticklers ] iConnect eLearning Library
Enroliments

iConnect Help Desk
Inguiry Alert Notes List

Unread Alert Notes o My Management

Current Active Cases

Ticklers Due

My Files

Impart

23.Filter the pending plans queue for those with status equal to
Approved, and possibly additional date filters to display only
recent plans. Select a plan to display the Plan Information

page.

24.0nce the plan passes validation, the WSC will create the
authorization. Proceed to the Create Authorization section.

25.The application will automatically link the new authorization
to the budget.

26.The application will automatically include the new
authorization in the next FMMIS auth interface file. Proceed
to Authorization Interface section.

Update Services on an Approved Plan

1. To update an authorization, the user must first update the
planned service, pass validation, and then update the
authorization.

2. The plan has already been validated and reviewed by the
Region and/or State, the plan status is approved, and the
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plan is read only. The WSC will need to Reverse the Status
of the plan before adding a new service.

3. To do so, the WSC must use the WSC Cost Plan Adjustment
Role.

4. Select the APD waiver Plan record with status = Approved.
The Plan Information Page displays.

5. Click File > Reverse Status.

Role
John Sheppard Plans
Lest Updsted by jbuck Sign Ot veg Cost Plan Adiustment ~l @
FL APD Sandbox - Internet Explorer = | O |
hitps://fwtestharmonyis.net/FLAPDSandbax/Pages/Harmony.asp? ChapterlD=4808ViewType=SubPageView8iPagelD=575638C hapterEntityID= 101068 allingChapter=Consumers&CallingPage=Plans%20List&ParentEntitylD=101068_popup_=1 a
i . John Sheppard Plan Information
ofd iwwonnect Lot Ucted by uck

372112018 12:22:39 P
File  Reports

Duplicate
Details
Spell Check APD
Save and Validate Plan o APD Waiver Details
Reverse Status Reed, Monica
History Plan Creation Date = 04/01/2018
Print

nents

Close Plan Information

6. The record is now editable, and the Plan Status equals
Dratft.

Violet Sheppard Plan Information
Last Updated by Iritchie
at 8/27/2019 12:40:086 PM

0 iConnect

File Reports

| Plan Information Plan Details

Planned Services Division AhD
Program * APD Waiver ‘v|Details

Cost Plan Review Motes
Worker Reed, Monica || Clear | Details
Cost Plan Creation Date * p7/01/2018 3
Comments
Status * Draft e
Cost Plan Begin Date * 07iz0ts |
Cost Plan End Date * 06302018 |

7. Click File > Save Plan.

8. Click the Planned Services subpage.

9. Proceed to Edit Planned Services section to update the
service details.
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10.Complete Plan Validation. The edited planned service must
pass plan validation.

11.1f the plan passes validation and does not require review, the
WSC will change the Plan Status to No Review required,
then save the Plan record. Skip to step 15.

12.1f the plan fails validation for Region or State Office review,
the review must be completed, and the plan approved. (see
the Region Review or State Office review sections for more
details.)

13.Then the WSC will monitor the Pending Plans queue on My
Dashboard for approved plans. Navigate to My Dashboard
> Tasks > Pending Plans Queue.

MY DASHBOARD CONSUMERS INCIDENTS CLAIMS SCHEDULER
INCIDENTS PROVIDERS TASKS
My Incident Ticklers Ticklers Links

Ticklers ] iCennect eLearing Library

Enroliments
iConnect Help Desk

Inguiry Alert Notes List
Unread Alert Notes o My Management
Current Ative Gases

Pending Plans

Ticklers Due

My Files

Import

14. Filter the pending plans queue for those with status equal to
Approved, and possibly additional date filters to display only
recent plans. Select a plan to display the Plan Information

page.
15.Navigate to the Planned Services subpage.

16.0nce the edited planned service has passed validation, the
changes must also be made to the authorization using the
Update Authorization functionality in APD iConnect. On
the planned services details page, a message will display to
the user until this update is completed.
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ng iConnect John Sheppard Planned Service
- Last Updated by jbuck
) &t 3/21/2018 1:38:53 FM
File L

‘ Rlappexl Seooce ‘ 9 This planned service is out of sync with one or more of the authorizations to which it is linked.

Planned Services

17.Click the checkbox next to the planned service that was
updated.

18.Click File > Update Authorization. A success notification
window displays, and the authorization is updated. Only
after passing Plan Validation, will the Update Authorization
menu option appear on the Planned Services tab.

CEFU [Connect :z’:;i:ewzpjsn:m Planned Services
File Tools

Add Planned Service ers.

Create Authorization(s) imount j +

Janned Services record(s) returned - now viewing 1 through 4

s L
Provider. | Service Code Service Description T”y':: Rate: m“::m R‘:"]";"";:d T"'ﬁl‘"ﬁ: of El‘]e.“lg‘ End Date p““’;‘;';"‘te 5;:2;’ c‘g;':"‘“’" O
| Fendeg H0043.UCSC | {#17%) Residential Habltafion - | 5 512908 394357 48 731.0000 070172018 | 06/30/2020 | Solo 11 BAKER ]
= WSCAgentyl | GEDIZUG | (4270) Support Coordination Month | 5143.69| $446.07 3.0000 70172018 | 0913012018 | Agency BAKER ~
5| WSC Ageney! | GSD1ZUG | (4270) Support Goordination Month  |5143.69| 5175428 120000 07/0172018 | 0613072019 [u]
5| WSC Ageney2 | GED1ZUG | (4270) Support Goordination Month | 5143695175428 120000 0710172018 | 081302019 [u]

<<First <Previous Retrieve | {5 |Retordsatatime Ned> = Last>>

19.The application automatically updates the authorization that
is linked to the budget.

20.The authorization details can be viewed by selecting the +
next to the edited planned service or from the Authorization

o iConnect John Sheppard | Planned Services
B 2112018 12:38 PM

File  Tools
Plan Informtion Fiers
Maxamownt  [w] [+

Planned Senvices
Sl Needs el el
4 Planned Services record(s) returned - now viewing 1 through 4
Plan Notes =
Provider. | Service Code Service Description T”y';i Rate: m“::m R‘:;“u‘]elxd T"'Sl‘:: of ?]e.“l‘e" End Date p""'g‘;""m 5;:2?’ C"D';':‘"';" O
] ';Em"‘:‘d"egr HOD43:UC:SC m:‘sr)' Residential Habilitation - | ) $129.08| 594,357.48 731.0000 07/0172018 | 06/30/2020 | Solo e BAKER O
s (S Ageneyt | GSDI2UG | (4270) Suppert Goordination Month | 514568 | 544507 3.0000 070112018 | 0972212013 | Agency BAKER [m]
[ amio [ amnswew | awnstaoste | mwnenapate | Aumstws | AutnsvestanDate | Auth v End Date Auth sve status | Auth Svc EDI Status
| [120841  [219 071208 | 0arz2ram3 | Approved |o7012018 | 0arz2r201 Approved | Ready to Send
3| WSC Agencyl | GSDIZUG | (4270) Support Coordination WMonth | 5145685175428 12.0000 070112015 | D6/30/2012 [u]
@ wsCAgency2 | GSD1ZUC | (4270) Suppont Coordination month | 514869 | 51.784.28 12.0000 070172018 | 06302018 [m]

<<First <Previous Reliieve| 15 Recordsatatime Neds Last>»
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o iCennect

File Reports Ticklers View Consumer Incidents

Sheppard, Alice (10053) l

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

Alice Sheppard
Last Updated by jbuck
at 532018 5:22:54 PM

Demographics | Divisions | Programs | Provider Selections | Notes | Forms | Appointments | Plans | Waiting List | Payers | Legal Issues

Filters

Auth Service EDI Status j Egual To ﬂ Ready to Send ﬂ ANDj ®
Division j +
[ Search | Reset |
3 Auths record(s) returned - now viewing 1 through 3
Division Provider PA Number Auth ID Start Date End Date
AH WSC Agency1 140676 04/01/2013 06/30/2018 Approved
APD APD Test Provider 140675 04/01/2018 06/30/2018 Approved
AFD A Test Provider 140669 04/01/2018 06/30/2018 Approved

21.The Update Authorization functionality in APD iConnect will
reset the Auth Svs EDI Status back to Ready to Send so the
updates will be sent to FMMIS via the authorization
interface. Proceed to_Authorization Interface section.

Cancel Auth Services

An Auth service can be cancelled only when there has been
nothing billed against the consumer’s budget. The WSC will
check the FMMIS portal and/or APD iConnect for any claims for
the consumer that fall within the budget year. If none exist, in
APD iConnect, the WSC will begin the process by ‘zeroing out’
the planned service then pushing the update to the associated
authorization. The application will automatically send the
cancellation request in the FMMIS interface. When the
cancellation is approved, FMMIS Auth interface changes the
status to Terminated and the Amount Approved for is changed
to $0.00, which is when the consumer’s budget is credited back
the dollars of the cancelled auth service. When the cancellation
is rejected, the FMMIS Auth interface will change the auth
statuses to Rejected. The Amount Approved is not changed.
Because the Amount Approved is not changed, the dollars are
still deducted from the budget.

1. To request an authorization cancellation, using the WSC
Cost Plan Adjustment Role, navigate to the Plans tab of
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the consumer record and open the plan with the
authorization to be cancelled.

2. From the File menu > Select Reverse Status. This will
make the planned service editable. The status defaults to
Draft.

3. Select the Planned Service subpage. For each auth service
you wish to cancel, select the associated planned service to
display the Planned Service details page. Update the
following fields:

a. Total Number of Units = 0 which will change Max
Amount to $0
Cannot change Rate to $0 because will trigger plan
validation rule

b. Authorization Notes/Comments: explain why the
authorization is being cancelled.

c. Planned Service Status = Terminated

00 Connect Planned Service
i Lptated by gact Qupdnaces g

8134518 AN

File

ks U S TR T T
Ditizion APD
Bagin Date L
Fiscal Year * 20300 W
End Dt [
IndexSubObject Code ndexCode | Index Descripton | SubOtject | SubOtyect Descripson
Sarvice Hatio o
Consumer Cownty DUAvAL
Provider Rats Tyips * Solo W
Service Code * STEIDUC
Sarrice Description (4110} Ocoupatonal Therapy
Linii Typa 15 ming
Units Per "
Uinis cd Measure Businesa Dary -

Rt *
Total Ko of Units.
Whix Arselati] 0o
amauni Reowesied
Provider ID * 10055
Provisar Panding Proadar
required comments from 'WEC on the Auth

TS SANICH SRS [BGURES SN e

Authoriestion Noles/Comements ©

Non. Taxable

Planned Service Status (Tomanated K

Correspondeng Aulh No 121206

4. From the File menu > select Save and Close Planned
Service.
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Complete Plan Validation. The edited planned service must
pass plan validation.

If the plan passes validation and does not require review, the
WSC will change the Plan Status to No Review required,
then save the Plan record. Skip to step 11.

If the plan fails validation for Region or State Office review,
the review must be completed, and the plan approved. (see
the Region Review or State Office review sections for more
details.) Region or State involvement in the authorization
cancellation process is recommended to verify there have
been no claims billed against this authorization before
sending the cancellation to FMMIS.

Following the review, the reviewer will change the status of
the Terminated Planned service to Region or State Office
review Approved and the Plan Status = Approved and re-
validate the plan.

Then the WSC will monitor the Pending Plans queue on My
Dashboard for approved plans. Navigate to My Dashboard
> Tasks > Pending Plans Queue.

MY DASHBOARD CONSUMERS INCIDENTS CLAIMS SCHEDULER

INCIDENTS

My Incident Ticklers Ticklers

Ticklers -3
Enroliments

Inguiry Alert Notes List

Unread Alert Notes a

PROVIDERS

TASKS

Links

iCennect eLearning Library

iConnect Help Desk

My Management
Current Active Cases
Pending Plans

Ticklers Due

My Files

Import

10.Filter the pending plans queue for those with status equal to
Approved, and possibly additional date filters to display only
recent plans. Select a plan to display the Plan Information

page.
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11.Navigate to the Planned Services subpage.

12.0nce the updated plan has passed validation, the
authorization needs to be updated by using the Update
Authorization functionality in APD iConnect. On the
planned services details page, the message below will
display to the user until this update is completed.

Op\j iConnect John Sheppard Planned Service
) Last Updated by jbuck
at 3/21/2019 1:38:53 PM
File
Planned Service @ This planned service is out of sync with one or more of the authorizations to which it is linked.

Planned Services

13.Navigate to the Planned Services subpage.

14.Click the checkbox next to the planned service that was
updated.

15.Click File > Update Authorization. A success notification
window displays, and the authorization is updated. Only
after passing Plan Validation, will the Update Authorization
menu option appear on the Planned Services tab.

16.The authorization details can be viewed by selecting the +
next to the edited planned service or from the Authorization

tab.

John Sheppard Planned Services

o0 iCennect
9/21/2018 12:25 PM

File  Tools

Add Planned Service

Creale Authorization(s) mownt [V [+
Print
Update Authorization(s
anned Services recor(s) returned - now viewing 1 through 4
Close PL ‘Services
. . Unit WMax Amount TolalNoof | Begin Provider Rate | Service Consumer
Provider .. Service Code Service Description Type Rate Amount Requested Units Date End Date Type Ratio County
| Pending Hoo43:UC:SC | (4175) Residential Habilitation - | $129.08 | $84,357.48 731.0000 070172015 | 06/30/2020 | Solo 11 BAKER
Provider Live In
3| WSG Agency1 G9012:UC (4270) Support Coordination Month 514869 | 5446.07 3.0000 07/01/2018 | 09/30/2018 | Agency BAKER
| WSC Ageney! | GED12UG | (4270) Support Goordination Month  |314568 5175428 120000 7012013 | 06302019
Month  |514388 5175428 120000 07012018 | 067302019

1| WSC Agency2 | GS12UC | {4270) Support Coordination

<<First <Previous Retrieve| {5 |Retordsatatime Ned> = Last>>

17.The Update Authorization functionality will automatically
update the following on the associated auth service:
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a. Amount Approved = No change. This will not be
changed until the cancellation is approved by FMMIS.

®aoo

sent to FMMIS.

Service Description

Unit Type *

Units Per

Units of Measure

Max. Units *

Rate *

Amount Approved *

Auth Service EDI Status

Status

18.Current FMMIS Auth Interface Logic will send the X

(4270) Support Coordination

Month
1.00

Auth Status = Terminated
Auth Service Status = Terminated
Auth Service EDI Status = Ready to Send.
The status changes will trigger the cancellation to be

Month - Round Up

0
$145.69
$1,784.28

Ready to Send

Terminated

transaction code to FMMIS for cancelled authorization
requests. The WSC must wait approximately 24 hours until

the interface has processed and FMMIS has sent a

response.

Cancellation Approved

1. When the cancellation is approved, the FMMIS Auth

interface will change the authorization statuses to
Terminated.

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

Demographies | Divislons | Consumer Budgets = Programs | Provider Selections = SAN | Notes | Forms | Appointments | Plans | Waiting List | Payers

Filters
Division :J +
Ea 3
13 Auths record(s) returned - now viewing 1 through 13
[ Division « Provider Auth ID Start Date End Date Status Cancelled
APD 232248 | oriozoe | 08/30/2019 | Rejected | No
APD | 185935 |o1012019 | oBiaoranrs [ Approvea I'no
APD Pending Provider 232432 06/05/2019 06/30/2019 Approved No
[aPo [178648 [or0112019 [ vers0rz019 [ approvea o
& IAPD ATest Provider [282141 07/0112018 ]oﬁmmms Terminated [ves
A Service | Start Date ‘ g‘o ‘ EndDate AU SeVIcOEO! | MaX | giatus | Rate } Amount | o csiied ""'".';'ém °:':’:I"r'.'1";' ooy
139768 Geotzuc | {#270) Support 07/0172018 | Month | 06/30/2019 | Terminated 12 Terminated | $148.69 | $0.00 Yes Agency Hemando
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2. The Amount Approved for each approved cancelled auth
service is also changed to $0.00.

3. The money that was originally designated will be added back
to the Amount Unauthorized.

File
‘ Buaget ‘ Budget ID 34757 Approved By
Linked Plans Approval Date Division APD )
Fiscal Year * 2021 & Start Date * oroir2020 |
Linked Authorizations P
|3 | Ao Waiver
F
[+ -
Program(s) L End Date * 061302021 |
4
EN
:
Termination Date = Budget Type * iBudget
Allocation Algorithm Amount = $15,000.00 Current Budget $15,000.00
Budget Status * Budget Appr Description
Amount Unauthorized $15,000.00 State Office Staff

4. The authorization remains linked to the budget, visible on the
Linked Authorizations subpage.

File  Tools
Budget Filters
Fund Code ﬂ +
Linked Plans
T T ]
1 Linked Authorizations record(s) returned - now viewing 1 through 1
[+]
Fund Code Provider Auth ID « Start Date End Date Status [
& |APD ATest Provider 232141 070172018 06/30/2019 Terminated %)

«<First <Previous Refreve {15 Recordsatatme Next> Last>»

Cancellation Rejected

1. When the cancellation is rejected, the FMMIS Auth interface
will change the Auth statuses to ‘Rejected’ and make the
record editable again.
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Q0 itennect

File

AuthService

Error Mes:

O The authorized service is out of sync with the planned service to which it Is linked.

SAGE
Authorized Service

PA Number 7520127403

Start Date * |

End Date * 1511572020 1.8
Index/SubObject * IndexCode index Description SubObject SubObject Description
Service Code * 92507:UC

Secondary Code 92507:.UC

Service Description (4260) Speech Therapy
Unit Type * 15 mins

Units Per 00

Units of Measure Week

Max. Units *

Rate *

Amount Approved * $1,025.28

Auth Service EDI Status Rejected

Status Rejected

The Amount Approved is not changed.

Because the Amount Approved is not changed, the dollars
are still deducted from the budget. The authorization remains
linked to the budget.

The next steps the WSC take depends on the reason for the
rejection.

Rejection: Paid Claims Exist

If the cancellation was rejected because paid claims exists,
the WSC will contact the provider with request to void the
claims. The provider will inform the WSC after the claim has
been voided.

The WSC will update the authorization from the plan record.

Using the WSC role, the WSC will navigate to the consumer
record and select the Plans tab.

Select the approved plan. The Plan Information page
displays. You do not need to reverse the status of the plan
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because you are not making any changes to the plan or
planned services.

5. The trigger to resend the authorization to FMMIS is located
on the Planned Services subpage. Select the Planned
services subpage.

6. Put a checkbox next to the service that needs to be resent
to FMMIS.

7. From the File menu, select Update Auth.

o iConnect Planned Services
| 51412020 5:08 PM
File  Tools

Create Authorization(s)

Print j +
Updaie Authorization(s)
Close Planned Services
J rianiey Services record(s) returned - now viewing 1 through 3
[]
. ; " Provider .
B B Service Unit Max Total No Amount Begin Service | Consumer
Provider. | Service Code| pocointion | Type | R | Amount | ofUnits | Requested e | EndDate f;;‘: Ratio | County |.
®| ATestProvider | Go012UC | (4270) Support |yyor | 514569 51,784.26 | 12.0000 07/01/2020 | 0673072021 | Agency e |
. ' (4140) 15 PALM
# Pending Provider | S5130:UC Personal ming | 5386 | $16,026.72 | 41520000 07/01/2020 | 0673072021 | Agency | 1:1 BEACH O
Supports
(4012)
®| TestPioviders | H2018UGHR BT 15 oo g7 ems | 3840000 0710172020 0613072021 | Agency i (@

Analysis - ming
Level 1

8. The success notification message displays. Click OK.

9. The Auth Service EDI Status changes to Ready to Send and
will be included in the next FMMIS Auth interface file.

10.Proceed to Cancellation Approved section.

Rejection: Invalid Begin Date

1. If the cancellation was rejected because of an invalid begin
date, the WSC will correct the rejection by updating the
planned service.

2. Using the WSC Cost Plan Adjustment role, the WSC will
navigate to the consumer record and select the Plans tab.
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3. Select the approved plan. The Plan Information page
displays.

4. From the File menu, select Reverse Status.

5. The Plan status changes from Approved to Draft.

6. Select the Planned services subpage.

7. Select the service that needs to be updated. The Planned
Services details page displays. Update the following fields:

a. Start Date = change the start date to a valid begin
date

b. Planned Service Status = Do not change.

19.From the File menu, select Save and Close Planned
Services.

20.Complete Plan Validation. The edited planned service must
pass plan validation.

21.1f the plan passes validation and does not require review, the
WSC will change the Plan Status to No Review required,
then save the Plan record. Skip to step 26.

22.1f the plan fails validation for Region or State Office review,
the review must be completed, and the plan approved. (see
the Region Review or State Office review sections for more
details.)

23.Following the review, the reviewer will change the status of
the Terminated Planned service to Region or State Office
review Approved and the Plan Status = Approved and re-
validate the plan.
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24.Then the WSC will monitor the Pending Plans queue on My
Dashboard for approved plans. Navigate to My Dashboard
> Tasks > Pending Plans Queue.

MY DASHBOARD CONSUMERS INCIDENTS CLAIMS SCHEDULER
INCIDENTS PROVIDERS TASKS
My Incident Ticklers Ticklers Links
Ticklers ] iConnect eLearning Library
Enroliments

iConnect Help Desk
Inguiry Alert Notes List

Unread Alert Notes o My Management

Current Active Cases

Ticklers Due

My Files

Impart

25. Filter the pending plans queue for those with status equal to
Approved, and possibly additional date filters to display only
recent plans. Select a plan to display the Plan Information

page.

26.Navigate to the Planned Services subpage.

27.0nce the updated plan has passed validation, the
authorization needs to be updated by using the Update
Authorization functionality in APD iConnect. On the
planned services details page, the message below will
display to the user until this update is completed.

o WConnect John Sheppard Planned Service
Last Updated by jouck

at 3/21/2019 1:38.53 PM
File

Planned Service @ This planned service is out of sync with one or more of the authorizations to which it is linked.

Planned Services

28.Navigate to the Planned Services subpage.

29.Click the checkbox next to the planned service that was
updated.
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30.Click File > Update Authorization. A success notification
window displays, and the authorization is updated. Only
after passing Plan Validation, will the Update Authorization
menu option appear on the Planned Services tab.

31.The authorization details can be viewed by selecting the +
next to the edited planned service or from the Authorization

o0 iCennect John Sheppard Planned Services
i /212018 12:25 PM
File  Tools
Add Flanned Service .
Create Authorization(s) mout ] [+
Print
Update Authorization(s
anned Services record(s) returned - now viewing 1 through 4
Close Pl Services
. . - Unit WMax Amount TolalNoof | Begin Provider Rate | Service Consumer ||
Provider. | Service Code Service Description | Rate | e e tal No o0 | End Date o et [
m| pending Hooa3:uC:sC | (4175) Residential Habiltation - |y, 5129.08 | 384,357.43 731.0000 07/172015 | 061302020 | Solo 11 BAKER a0
Provider Live In
©| WSC Ageneyt | GID12UG | (4270) Support Coordination Month | 514869 | 5446.07 3.0000 070172018 | 091302018 | Agency BAKER =]
51| WSC Agency! | GID1ZUC | (4270) Support Coordination Month |5148.69| 3178428 120000 0710172018 | 0613072019 [u]
51| WSC Ageney2 | GSD1ZUC | (4270) Support Coordination Month | $148.69|$1,784.28 120000 070172018 | O8r302019 [u]
«<First  <Previous Retiieve| {5 |Recordsatafime Nets  Lasts=

32.The Update Authorization functionality will automatically
update the following on the associated auth service:

a. Amount Approved = No change. This will not be
changed until the cancellation is approved by FMMIS.

b. Auth Status = Terminated
c. Auth Service Status = Terminated
d. Auth Service EDI Status = Ready to Send.
e. The status changes will trigger the cancellation to be
sent to FMMIS.
Service Description (4270) Support Coordination
Unit Type * Maonth
Units Per 1.00
Units of Measure Month - Round Up
Max. Units * 0
Rate * $145.69
Amount Approved * $1,754.28
Auth Service EDI Status Ready to Send
Status Terminated

33.Current FMMIS Auth Interface Logic will send the X
transaction code to FMMIS for cancelled authorization
requests. The WSC must wait approximately 24 hours until
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the interface has processed and FMMIS has sent a
response. Proceed to Cancellation Approved section.

Rejection: Cancelled in Error

1. If the cancellation was sent in error and rejected, the WSC
will return the planned service back to its original state.

2. Since the cancellation was never approved, the dollars are
still deducted from the budget.

3. The WSC can see the original planned service information
from the authorization service details page or the history
record on the planned service page.

4. Using the WSC Cost Plan Adjustment role, the WSC will
navigate to the consumer record and select the Plans tab.

5. Select the approved plan. The Plan Information page
displays.

6. From the File menu, select Reverse Status.

7. The Plan status changes from Approved to Dratft.

8. Select the Planned services subpage.

9. Select the service that needs to be updated. The Planned
Services details page displays. Update the following fields:

a. Total No of Units = 0. Change back to the original

number.

b. Max Amount = 0. Updates automatically to the original
amount.

c. Comments = Terminated. Update to Termination sent
in error.
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d. Planned Service Status = Terminated or Region
Review Approved. Change Terminated to Approved.
Do not change if Status = Region Review Approved.

10.From the File menu, select Save and Close Planned

Services.

11.Complete Plan Validation. The edited planned service must
pass plan validation.

12.1f the plan passes validation and does not require review, the
WSC will change the Plan Status to No Review required,
then save the Plan record. Skip to step 17.

13.1f the plan fails validation for Region or State Office review,
the review must be completed, and the plan approved. (see
the Region Review or State Office review sections for more

details.)

14.Following the review, the reviewer will not need to make any
changes to the Planned Service status. The reviewer will
change the Plan Status = Approved and re-validate the plan.

15.Then the WSC will monitor the Pending Plans queue on My
Dashboard for approved plans. Navigate to My Dashboard
> Tasks > Pending Plans Queue.

MY DASHEOARD

INCIDENTS

My Incident Ticklers

Ticklers

Inguiry Alert Notes List

Unread Alert Notes
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16.Filter the pending plans queue for those with status equal to
Approved, and possibly additional date filters to display only
recent plans. Select a plan to display the Plan Information

page.

22.The WSC will add a Note assigned to the Region Worker
notifying them to restore the auth service.

23.From the plan record, the WSC will select the Cost Plan
Review Notes subpage.

A~ g Plan Information
00 fCennedt Last Updated by jbuck@apdcares org
at 5142020 11:06:07 AM

File Reports

Plan Information Plan Details

Planned Services OBz APD
Program * Details

Cost Plan Review Motes i
Worker [ Clear™] Details
Cost Plan Creation Date * 04/22/2020 ]

Comments

24.From the File menu, select Add Note.

Q0 iConnect Cost Plan Review
5912020 124 PM Notes

File

Add Note

Print " |Equal To ﬂ Cost Plan Review ﬂ AND ﬂ X

Close Cost Plan Review Notes

v+
Cost Plan Review Notes
| Search | Reset |

25.1n the new Note record, update the following fields:
a. Division = APD

Note By = defaults to self

Note Date = defaults to today

Cost Plan Review Note = Yes

Note Type = Cost Plan Review

Note Subtype = Rejected Authorization

Note = Describe the request

Status = Pending

Route the Note to the appropriate Region Waiver
Worker or Lead by clicking the Ellipsis button next to

Se@ o ao0T
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Add Note Recipient. In the pop-up window, type in the
Worker's Last Name and click Search. In the Search
results, click on the matching Worker Name to route
the note to that recipient.

26.When finished, click File > Save and Close Notes

o iCennect Notes
L 5/19/2020 1:28 PM
File Tools

Notes

Division * APD

Note By * [Buck, Jennifer v

Note Date * os/ar2020 |4

Program ‘ ~
Cost Plan Review Note? * ‘

NosType CostPanReven VT

NotoSubTypn

Description

| B 2 U iopt ~ A~

please restore this auth service

Note

Status

Date Completed

27.The Region staff will monitor their My Dashboard for new
Pending Note records.

28.To do so, log into APD iConnect and set Role = Region
Waiver Workstream Worker OR Region Waiver Workstream
Lead. Click Go.

29.Find the consumer’s Panel and click on the link for Notes
with Status = Pending. Click on the Pending link to open the
Notes Queue:
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Ticklers
Ticklers 134
Plans
Approved 1
Draft 1

Pending x 1

Appointments

Scheduled 1

30.In the Notes Queue, open the Note record with Note Type =
Cost Plan Review and Note Subtype = Rejected
Authorization

O-’\\'j iConnect Welcome, Jennifer Buck | Notes
1 51912020 1:32 PM

File Tools

Filters
Status ﬂ Equal Te j Pending j AND ﬂ x

iConnect ID ﬂ +

1
2 Notes record(s) returned - now viewing 1 through 2
iConnect ID Consumer Note Type Note Sub Type ~ Note Date Subject Author Status (|
34191 Cost Plan Review Rejected Authorization 05/19/2020 Buck, Jennifer Pending [}
59217 IFS Request 05/04/2020 Buck, Jennifer Pending O

<<First <Previous Retrieve 15 Recordsatatime MNext> Last>>

31.Review the contents of the Note to understand the request
then close the note.

32.Navigate to the consumer record and select the Auths tab.

33. Select the authorization and then the auth service that needs
to be updated. The Auth Service Details page displays.
Update the following fields:

a. Max Units changed from zero back to the original
amount.

b. Amount approved = no changes

c. Auth Service Status = changed to Restored
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d. Auth Service EDI = remains Rejected. When the record is

saved, this will update to Approved.

34.From the File menu, select Save and Close.

35. Notify the WSC the auth service has been updated by
updating the Cost Plan Review note. From the Cost Plan
Review Notes subpage in the plan record, select the Cost
Plan Review Note with SubType = Rejected Authorization.

o wonnect
File Tools

Filters

Status ﬂ Equal Te ﬂ Pending ﬂ AND! j »x

iConnect ID ﬂ +

2 Notes record(s) returned - now viewing 1 through 2
iConnect ID Consumer Note Type Note Sub Type ~
34191 Cost Plan Review Rejected Authorization

59217 IFS Request

Note Date
05/19/2020
05/04/2020

<< First  <Previous Refrieve | 15 Recordsatatime Next> Last>>

Welcome, Jennifer Buck

SM92020 1:32 PM

Subject Author
Buck, Jennifer

Buck, Jennifer

36.The Note Details page displays. Update the following fields.
a. Note = describe the update that was completed and

select Append Text to Note.
b. Status = Complete

c. Route the Note to the WSC by clicking the Ellipsis
button next to Add Note Recipient. In the pop-up
window, type in the Worker's Last Name and click
Search. In the Search results, click on the matching
Worker Name to route the note to that recipient.

37.From the File menu, select Save and Close Note.
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N Notes
Op\j iCennect Last Updated by jouck@apdcares.org

at 5192020 1:31:56 PM
File Tools

Notes
Division * APD
Note By * Buck, Jennifer
Note Date * 05/19/2020 |
Program | iV
Cost Plan Review Note? * *
NoteType * [Cost Plan Review vl
Note SubType [Rejected Authorization V|
Description
On 5/19/2020 at 1:31 PM, Jennifer Buck wrote:
please restore this auth service
On 5/19/2020 at 1:45 PM, Jennifer Buck wrote:
| have restored this auth service.
Noe New Text
B 7 U 13px » A~
ADPenc e O NOe
Status * Complete hd
Date Completed 05/19/2020

38.The WSC will monitor My Dashboard for incoming notes and
notification the update is complete.

Complete the Cost Plan

1. Upon enrolling the Consumer into the APD waiver Program
(see Chapter on Standard APD Enrollment), a Workflow
Wizard triggered the Initiate Cost Plan tickler, due
immediately. A second tickler is also triggered to Complete
the Cost Plan 45 days later.

2. To complete the Tickler, log into APD iConnect and set Role
= WSC/CDC. Click Go.
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Role

. ) Welcome, Monica Reed | My Harmony =
Opd iCennect 22012018 2.45 PM Sign Out " yecieoc
File
Quick Search
‘ Consumers ()] | ast ame “ & O apvancen searce
W] Participating
3. On the My Dashboard, find the Consumers section and
scroll down to the Ticklers Panel. Click on Ticklers to open
the Tickler Queue:
|
‘ Alert Notes ‘
Unread Alert Notes 0
‘ Ticklers @ ‘
Ticklers h"& 53
‘ Appointments ‘
Scheduled 4
4. Use the multi variable search to narrow down the Tickler
Queue. Click Search:
( Filters-
Status ﬂ Equal To ﬂ New ﬂ AND. j %
Last Name ﬂ Equal To ﬂ smith AND ﬂ x
iConnect ID ﬂ +
] Apply Alert Days Before Due
6 Ticklers record(s) returned - now viewing 1 through 6
Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Initiate Cost Plan 03/29/2018 03/29/2018 New Reed, Monica r
Smith, Marianne 10043 Complete AIM 03/29/2018 04282018 New Reed, Monica »
Smith, Marianne 10043 Complete Person Centered Support Plan 03/29/2018 031292018 New Reed. Monica »
Smith, Marianne 10043 Uplead Support Planning Docs 032972018 031292018 New Reed, Monica >
Smith, Marianne 10043 Complete Cost Plan 03/29/2018 0511372018 New Reed, Monica L4
Smith, Marianne 10043 Waiver Eligibility Worksheet Reminder 03/29/2018 037292019 New Reed, Monica »

<<First < Previous Retrieve {5 Recordsatatime Next> Last=>

5. In the Tickler Queue, click the Tickler called Complete Cost
Plan to Open it.

a. The consumer’s Plans List View grid will open. Verify
the Status of the Plan = Approved or No Review
Required.
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File
Workflow Wizard Filters
Divisien M
Complete Cost Plan

1 Plans recordis) returned - now viewing 1 through 1

| Division | Program [ Worker | Cost Plan Creation Date + | staws | Cost Plan Begin Date | Cost Plan End Date
|aPD | APD Waiver | Reed, Monica | 03272018 | Pending | 0372018

<<First = Previous Refrieve| {5  Recordsatatime MNext> Last>>
LS

6. When finished, mark the tickler as complete. From the open
tickler window, hover over the arrow next to the Tickler and
click Complete.

o iConnect coc consumer | Plans
' 117112018 1:47 PM
File
Workflow Wizard Filters
Division v 4
omplete Cost Plan
Open
P rh | Reset |
Cancel returned - now viewing 1 through 2
Edit
Fereear Program Cost Plan Creation Date v Closed Date Worker Status Cost Plan Begin Date Cost Plan End Date
APD Waiver 0410412018 Complete 07I02018 0612012020
Comolete
coc+ 040412019 Pending 08012019 06/3012020
View Consumers Record

Duplicating the Cost Plan

The Waiver Support Coordinator will create a new cost plan
for each consumer for each fiscal year. APD iConnect has a
Duplicate functionality that the WSC will use.

1. Navigate to the consumer record and select the Plans tab.

2. Select the existing APD waiver plan to open it.

3. Click File> Duplicate to duplicate the Plan.
00 iConnect

File Reports

. Duplicate
|
| Spell Check A0
Save and Validate Plan APD Walver Details
Reverse Status Details
IEET ation Date * 01/17/2020
Print
Close Plan Information
Status * Approved
Cost Plan Begin Date * 07/01/2019
Cost Plan End Date * 06/30/2020
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4. The duplicate Plan record will automatically open.

5. In the new plan, update the following fields:
a. Select today’s date as the Cost Plan Creation Date.

b. Select APD waiver as the Program if the individual is
enrolled on the iBudget waiver.

c. Select CDC+ when the consumer is enrolled in CDC+.

d. When the individual receives IFS-funded services, you
will select Non-waiver. This will be and only when an
individual has immediate health and safety needs that
cannot be addressed with their waiver services, or in
cases in which individuals receive in-home subsidies, or
receive monthly bus passes through IFS.

e. Division, Worker, and status have default values that do
not need to be changed.

f. Enter the cost plan Begin and End Dates.

PN R Plan Information
O'-—f‘—" iConnect Last Updated by jbuck@apdcares.org
at 2/22020 3:11:13 PM

File Reports

Plan Information Plan Details
Planned Services ERSlon APD
Program * APD Waiver v | Details
Cost Plan Review Notes Work T o -
jorker uck, Jennifer i LDetails
Cost Plan Creation Date * 01/17/2020 =
Comments
Status
Cost Plan Begin Date * oroizare |
Cost Plan End Date * 06/30/2020 ]
Region or State Review

6. When finished, click File > Save Plan

7. In the new plan, click on the Planned Services tab, and
then click into each existing Planned Service.

8. Update each planned service to reflect the consumers’
needs for the next fiscal year.

a. When a consumer changes programs from iBudget to
CDC or CDC to iBudget, the WSC must end all
planned services using the date directly prior to the
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new program enrollment date and reduce total
number of units accordingly.

The WSC would then create new planned services for
the remainder of the fiscal year; select correct
provider for iBudget or generic CDC provider for
consumers enrolling on CDC and enter the prorated
number of units needed for the reminder of the fiscal
year.

Consumers who are enrolling on CDC must create
planned service screens and cannot leave the funds
as unencumbered for the monthly budget to be
accurately calculated.

9. When finished, click File > Save Planned Service.

10.Proceed to Plan Validation.
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Chapter 12 | Non-Standard APD waiver Enrollments

Introduction

There are various methods to initiate an enrollment into the
APD iBudget Waiver. Amongst those methods are non-
standard types of enroliments such as Crisis, Transition from
ICF/SNF, CBC Waiting List, Military Family, and/or Phelan
McDermid Syndrome. These enroliments often warrant a
more expeditious process to accommodate the Consumers
'need(s). There are independent perquisite processes
relative to each entry. The Non-Standard Waiver
Enrollments and their respective perquisite processes are
outlined in this Chapter. Upon completion of the respective
prerequisites, the user will continue the process of Waiver
Enrollment.

APD waiver Enrollment — Crisis

1. To begin, the Waiting List Support Coordinator will log into
APD iConnect and set Role = Region Waiting List
Workstream Worker. Click Go.

Role

Welcome, Sue WLCoordinator | My Dashboard Sign Out
g Fegion Waiting List Worksiream worker 2] @

o0 iCennect 4372018 1016 AM

File
Quick Search
Consumers 1| | LastName ~ & ADVANCED SEARCH

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

2. To begin the crisis, request process, navigate to the
consumer’s record and click on the Programs tab and click
File > Add Program.

3. On the new Program record, update the following fields:
a. Division = Defaults to APD

b. Worker = search for and Select the Waiting List
Workstream Lead

c. Program = APD waiver
d. Disposition = Crisis Request
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e. Disposition Date = the date the Agency first became
aware of the potential crisis and must be entered the
same day the request was made

f. Enrollment Type = Crisis
g. Program Begin Date = Update as appropriate

4. When finished, click File > Save and Close Program

File

Program

Tools Word Merge

Program Workers

Notes

Events

Division * APD

Worker State, Worker
Referral Date 03/01/2018 |
Create Date * 04/03/2018 |

# 5T Details
|

Program * \ APD Waiver Details
[Crisis Request

Track Disposition Disposition * v
Disposition Date * 04/03/2018 |
Enrollment Type Crisis AV
Program Begin Date 04/03/2018 |
Expected Deactivated Date 3

5.

Upon saving the APD waiver Program record with
Disposition = Crisis Request and Enrollment Type = Crisis, a
Workflow Wizard will trigger with the following Ticklers, all
due immediately:

Assigned to the Primary Worker (Program) Waiting List
Workstream Lead:

a. Initiate or Verify QSI, Primary Worker (Program)
Assigned to Waiting List Workstream Lead, Due
Immediately

b. Verify Allocation Algorithm Amount (via EZ iBudget),
Assigned to Primary Worker (Program) Waiting List
Workstream Lead, Due Immediately

Assigned to Self (Waiting List Support Coordinator):
c. Complete Crisis Identification Tool

Assigned to the Primary Worker (Division) Waiting List
Support Coordinator

= Well June 2023 Page 339



Case Management Module Chapter 12 | Non-Standard APD waiver
Enroliments

d. Note to ABA/MCM as indicated by crisis situation to
complete their portion

Notify ROM to Review Case for possible home visit
Verify Eligibility for APD

Verify Consumer is not enrolled in another Waiver
Complete LOC

Convene Crisis Committee

Sa ~o

6. The Waiting List Workstream Lead will monitor their My
Dashboard for Ticklers related to Crisis. To begin, log into
APD iConnect and set Role = Waiting List Workstream Lead.
Click Go.

7. To access the Crisis Ticklers, the Waiting List Workstream
Lead will locate the Consumers Section and scroll down to
the Ticklers Panel.

8. Click on the Ticklers Due link to access the Tickler Queue:

Alert Notes

Unread Alert Notes 0

Ticklers

Ticklers 11

Plans
Approved 1

Pending 1

a. Use the multi variable search to narrow down the
results in the Tickler Queue. Click Search.
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File

Filters

Status w| |EqualTe V| New v AND[v | x
LasiName | EqualTe ﬂ smith AND ﬂ x
iConnectiD  [v| |4

[ Apply Alert Days Before Due

ES 3
8 Ticklers record(s) returned - now viewing 1 through 8 \

Consumer Name iConnect ID T Tickler Name Date Created Date Due Date Completed Status Assigned To
| [ Smith, Marianne 10043 Initiate or Verffy QSI 0410372018 0410372018 New WaiverWSL, Stanley
Smith, Marianne 10043 Verify Allocation Algorithm Amount (via EZ iBudget) 04/03/2018 04/0372018 @ New WaiverWSL, Stanley
Smith, Marianne 10043 Notify ROM to review case for possible home visit 04/0372018 04/03/2018 New WaiverWSL, Stanley
Smith, Marianne 10043 MCM/ABA Crisis Report Request 04/0372018 04/0372018 New WaiverWSL, Stanley
Smith, Marianne 10043 Verify Eligibility for APD 04/032018 04/03/2018 New WaiverWSL, Stanley
Smith, Marianne 10043 Complete LOC 04/03/2018 04/03/2018 New WaiverWSL, Stanley
Smith, Marianne 10043 Verify Consumer is not enrolled in another Waiver 040372018 04/0372018 Newr WaiverWSL, Stanley
Smith, Marianne 10043 Convene Crisis Committee 04/03/2018 04/03/2018 New WaiverWSL, Stanley

<<First ~ <Previous Retrieve {5 Recordsatatime Ned> Last>>

Tip
When searching for a future Tickler, remember

to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

9. In the search results, click to open the Tickler called Initiate
or Verify QSI

10.The consumer’s Forms List View Grid will open.

11.In the Forms List View grid, open the most recent QSI
Assessment to review results. If these forms have not yet
been completed, refer to the process outlined in the Chapter
on QSI Assessment to complete these forms.

Workflow Wizard Filters

Initiate or Verify @Sl and Form M [+
Budget -
[Search | Reset |
6 Forms record(s) retumed - now viewing 1 through &
Form Review Review Date ~ Worker Division Status
HCBS Waiver Eligibility Worksheet Annual 041032018 Regional, Jim APD Complete
-\-p Questionnaire Situational Information Initial 032712018 ClinicalWSL, Tony APD Complete
EZ iBudget lator Initial 03/26/2018 State, Worker APD Draft
[ HCBS Waiver Eligibiity Worksheet Initial 0372372018 Reed, Monica APD Complete
Support Plan Short Form Initial 03232018 WaiverWSL, Stanley APD Draft
Family Risk Factors Initial 037232018 WaiverWSL, Stanley APD Draft

<<First <Previous Retrieve| 15 |Recordsatatime Next>  Last>>

12.When finished, click File > Close Forms and File > Close
Workflow Wizard

13.Hover over the arrow next to the Tickler to click Complete
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Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Initiate or Verify QS! 04/032018 04/0372018 New WaiverWSL, Stanley

Smith, Marianne 10043 Notify ROM to review case for possible home visit 041032018 04032018 New Wai! Cancel @
Smith, Marianne 10043 MCM/ABA Crisis Report Request 04/03/2018 04/03/2018 New Wai Edit S
Smith, Marianne 10043 Verify Eligibility for APD 041032018 0410322018 New Waiy .
Smith, Marianne 10043 Complete LOC 04/03/2018 04/03/2018 New Wai Reassign
Smith, Marianne 10043 Verify Consumer is not enrolled in another Waiver 04032018 04032018 New et e rplete :
Smith, Marianne 10043 Convene Crisis Committee 041032018 041032018 M

ew Wai. View Consumers Record *

14.Back in the Tickler Queue, click to open the Tickler called
Verify Allocation Algorithm Amount (via EZ iBudget)

15.The consumer’s Forms List View Grid will open.

16.In the Forms List View grid, open the most recent EZ
iBudget to review the Allocation Algorithm Amount

17.When finished, click File > Close Forms and File > Close
Workflow Wizard

18.Hover over the arrow next to the Tickler to click Complete

Assigned to the Primary Worker (Division) Waiting List
Support Coordinator:

19.The Waiting List Support Coordinator will monitor their My
Dashboard for the remaining Crisis Ticklers. To do so, log
into APD iConnect and set Role = Region Waiting List
Workstream Worker. Click Go.

20.Click on the Ticklers Due link to access the Tickler Queue:

Alert Notes

Unread Alert Notes 0
Ticklers

Ticklers 11
Plans

Approved 1

Pending 1

a. Use the multi variable search to narrow down the
results in the Tickler Queue. Click Search.
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Filters
Status ﬂ Equal To ﬂ New ﬂ AND ﬂ x
Last Name ﬂ Equal To ﬂ smith AND ﬂ M

iConnect 41D j +

[ Apply Alert Days Before Due

7 Ticklers record(s) returned - now viewing 1 through 7

iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
10043 view and Document Health and Safety Checklist for Completion 03/30/2018 03/30/2018 New Reed, Monic: »
10043 Notify ROM to review case for possible home visit 04/032018 04/03/2018 New Reed, Monic: 4
10043 Verify Eligibility for APD ﬂrr 04/03/2018 04/03/2018 New Reed, Monic 4
10043 Complete LOC 04/032018 04/03/2018 New Reed, Moni »
10043 Verify Const in another Waiver 04/03/2018 04/03/2018 New Reed, Moni »
10043 04/032018 04/03/2018 New Reed, Moni »
10043 04/03/2018 04/03/2018 New Reed, Moni »

<<First <Previous Refrieve {5 Recordsatatime Next> Last>>

Tip
When searching for a future Tickler, remember

to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

21.1n the search results, click to open the Tickler called
Complete Crisis Identification Tool to open it.
22.A new Crisis Identification Tool form will open.

23.Complete all relevant sections of the Crisis Identification
Tool.

24.1n the header, update Review = Initial and Status = Draft

25.When finished, click File > Save Forms and File > Close
Workflow Wizard
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File

Workflow Wizard Please Select Type: | Crisis Identification Tool

Complete Crisis l Consumer Forms

\dentification Tool a o
Review initial v Worker Reed, Monica B CE oot
Review Date * 04/04/2018 J \ Status * Draft v
Dwsn- o s AN

Approved By Approved Date

CRISIS IDENTIFICATION TOOL

Date of Crisis Request: 04/042018 |

CONSUMER'S NAME: %
First Name: Marianne

Middle Name: M

Last Name: Smith

Suffix:
Region:

26.In the Tickler Queue, select the Tickler called MCM/ABA
Crisis Report Request to open it

27.A new Consumer Note record will open. In the Note, update
the following fields:

a. Division = APD

b. Note Type = Crisis

c. Note Subtype = MCM/ABA Crisis Report Request

d. Note = Detail the request to complete sections of the
Crisis Identification Tool
Status = Pending
Route the Note record to the MCM or the ABA by
clicking the Ellipsis button next to Add Note
Recipient. In the pop-up window, type in the Worker's
Last Name and click Search. In the Search results,
click on the matching Worker Name to route the note
to that recipient.

N 0]

28.When finished, click File > Save Notes and File > Close
Workflow Wizard

29.The MCM will proceed to the next section, MCM Cirisis
Report Request.
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File Tools

Workflow Wizard Notes Details

MCM/ABA Crisis Report l Division *

Request Note By * [WaiverwsL, Stanley |
Note Date * 04/04/2018 |
ProgramProvider
Note Type * \ | Crisis bl |k
Note Sub-Type [MCM/ABA Crisis Report Request V|
Description

Please complete X section of the "Crisis |dentification Tool”

Note
Status -

30.Back in the Tickler Queue, click to open the Tickler called
Notify ROM to Review Case for possible home visit

31.A new Consumer Note record will open. Update the following
fields:

a. Division = APD

b. Note Type = Crisis

c. Note Subtype = ROM Review
d

Note = Detail the request to review the case for a
possible home visit

e. Route the Note to the ROM by clicking the Ellipsis
button next to Add Note Recipient. In the pop-up
window, type in the Worker's Last Name and click
Search. In the Search results, click on the matching
Worker Name to route the note to that recipient.

f. Status = Pending

32.When finished, click File > Save Notes and File > Close
Workflow Wizard
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File Tools

Workflow Wizard

Notes Details
Notify ROM to review Division *
2228 for s 2ibie home Note By °
Note Date * 04042018 |7
Note Type * [Crisis v
Note Sub-Type [ROM Review v|
Description
4/4 - Please review the Consumer's record to decide if a home visit is
necessary |
Note
Status

33.Back in the Tickler Queue, click to open the Tickler called
Verify Eligibility for APD.

34.The consumer’s Forms List View Grid will open

35.In the Forms List View Grid, click to open and review all
relevant Forms to verify if the Consumer is eligible for APD

36.If the Consumer is not APD eligible, proceed to Chapter 2 —
Application Review

37.When finished, click File > Close Forms and File > Close
Workflow Wizard

File Tools

‘Workflow Wizard Filters

Verify Eligibility for APD

Review Review Date ~ ‘Worker

Initial 04/0472018 APD Draft
Annual 04/03/2018 APD Complet
Initial 03/27/2018 APD Complete
Initial 0312612018 APD Draft
Initial 031232018 ] APD Complet
Initial 032312018 WaiverWSL, Stanley APD Draft
Family Risk Factors Initial 031232018 WaiverWsL, Stanley APD Draft

<<First  <Previous Retrieve| 15 |Recordsatatime Next> Last>>
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38.Back in the Tickler Queue, click to open the Tickler called
Complete LOC

39.Upon doing so, a Message Tickler will open that says If LOC
is not established within 60 Days, close Case

40.To complete LOC, proceed to Chapter 7|Level of Care.

-
Message from webpage X

B | | If LOC is not established within 60 days, close E
ty Che 0/
| £l
1 3/
10ther Waiver ~ [ 04i031
o nAma

41.When finished, hover over the arrow next to the Tickler to
click Complete.

5 Ticklers record(s) returned - now viewing 1 through 5

Consumer Name: iConnect ID Tickler Name

Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 view and Document Health and Safety Checklist for Completion 03/30/2018 03/30/2018 New Reed. Monica
Smith, Marianne 10043 Verify Eligibility for APD 04/0312018 04/03/2018 New Reed, Monica
Smith, Marianne 10043 Complete LOG 04/0312018 04032018 New Reed Monica
Srith, Marianne 10043 Verify Gonsumer is not enrolled in another Waiver 04/0312018 04032018 New | Gancel
Smith, Marianne 10043 Convene Crisis Committee 04/03/:2018 04/03/2018 New Edit
«<First  <Previous Refrieve 15 Recordsatatime Next> Last>> Reassign

Complete
/ View Co@ners Record

42.Back in the Tickler Queue, click to open the Tickler called
Verify Consumer is not enrolled in another Waiver.

43.Upon doing so, the consumer’s Program List View Grid will
open.

44.In the consumer’s Program List View Grid, ensure that the

Consumer does not have any other active Waiver Program
enrollment records.

45.When finished, click File > Close Programs and File >
Close Workflow Wizard.
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File
Workflow Wizard Filters
Disposition ﬂ Mot Equal To ﬂ Closed ﬂ AND ﬂ x
Verify Consumer is not
in another Program ﬂ +
| = |
1 Programs record(s) returned - now viewing 1 through 1
i Division | Program . Worker Di.s|laositi0nv Dis%c;?::ion Clgzela;e I%_r;r‘:l Deag:]i\l.r:ted LOS
| |arD ,“A,\,F;R,e[ ‘S":g'l:’lz?'"'s'- g:csqll?est 041032018 04/03/2018 | Crisis 1
<< First < Previous Refrieve 45  Records atatime Next> Last >>
46.Hover over the arrow next to the Tickler to click Complete.
47.Back in the Tickler Queue, click to open the Tickler called
Convene Crisis Committee.
48.Upon doing so, the consumer’s Appointment List View Grid
will open allowing the user to add a new Appointment record.
49.In the Appointment List View Grid, click File > Add
Appointment. Set Type = Crisis Committee.
50.When finished, click File > Save Appointment and File >
Close Workflow Wizard.
Workflow Wizard Appointment Detail
Convene Crisis Division
Start Date * 04/04/2018 3
Start Time
End Date 04/04/2018 3
End Time
Travel Time
Preparation Time
Type [Crisis Commitiee v
Sub Type
Subject Crisis Committee Appointment | X

Appointment Summary

500 characters remaining
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51.1f the Consumer is APD Eligible but there is not enough
information to determine if the Consumer is in crisis, update
the consumer’s APD waiver Program record accordingly.

52.To do so, navigate to the consumer’s record and click on the
Programs tab and open the consumer’s APD waiver
Program record. Update the following fields:

a. Enroliment Type = Crisis
b. Disposition = Pend

53.When finished, click File > Save and Close Programs.

54.Continue to gather information to make determination if
Consumer is in crisis.

File Tools Word Merge

Program Division * APD
Program Workers Worker Sl GBI | ] ] Detals
Referral Date 03/01/2018 ]|
Motes -
Create Date * 04032018 |
Events Program * APD Waiver | Details
Track Disposition Disposition * [Pend h
Disposition Date * o4/04r2018 |
Enroliment Type [Crisis v
Program Begin Date ]|
Expected Deactivated Date 3

MCM Crisis Report Request

1. The MCM/ABA will monitor their My Dashboard for Pending
Notes related to MCM Crisis Report Requests. To do so, log
into APD iConnect and set Role = Clinical Workstream
Worker Role. Click Go.

2. Onthe My Dashboard, find the Consumers Section and
scroll down to the Notes Panel. Click on the Pending link to
open the Notes Queue:
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CONSUMERS
‘ Division ‘ ‘
APD Eligible - ICFNID 1
‘ Iy Enrollments ‘ ‘
Admitted 2
Closed 1
-
‘ MNotes ‘
Pending 1
‘ Alert Notes ‘
Unread Alert Motes 0
‘ Ticklers ‘
Ticklers 1

3. Use the multi variable search to find the Note with Note Type
= Crisis and Note Subtype = MCM/ABA Crisis Report
Request

sx;t:‘se[s ﬂ Equal To ﬂ Pending j AND ﬂ x
iConnect D |[v| |+

E 3
1 Notes record(s) retumed - now viewing 1 through 1

] iConnect ID I Consumer » [ Note Type I Note subType  / [ Note Date [ subject | Author [ stms |
| [10043 | Smith, Marianne | Crisis | MCMIABA Crisis Report Request ¥ | 04042018 | | WaiverWSL, Stanley | Pending |

<<First  <Previous Refrieve| 15  Recordsatatime Next> Last>>

4. Review the contents of the Note.

5. Navigate to the consumer’s record and click on the Forms
tab.

6. In the List view grid, locate the existing Crisis ldentification
Tool. Click to Open.

7. Complete all relevant sections of the Form and set Status =
Draft

8. When finished, click File > Save and Close Forms
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ROM Review - Crisis

1. The Region Operations Manager (ROM) will also monitor
their My Dashboard for Pending Notes related to crisis
committee. To begin, log into APD iConnect and set Role =
ROM/Deputy ROM. Click Go.

Role

. Welcome, Jacqueline Tiemey | My Dashboard
O'_\Cj iConnect e g v S1an Oul oo Deputy Rom v @
File
Quick Search
| Consumers || [ asthame v ADVANCED SEARCH

2. On the My Dashboard, find the Consumers Section and
scroll down to the Notes Panel. Click on the Pending link to
open the Notes Queue:

CONSUMERS
Division

APD Eligible - ICF/ID 1

My Enroliments

Admitted 2

Closed 1
MNotes

Pending 1
Alert Notes

Unread Alert Notes 0
Ticklers

Ticklers 1

3. Use the multi variable search to find the Note with Note Type
= Crisis and Note Subtype = ROM Review:
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File

Filters
Status ﬂ Equal To ﬂ Pending ﬂ AND ﬂ x

iComnectID v |+

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

iConnect ID Consumer. Note Type Note Sub Type Note Date Subject Author Status
10043 Smith, Marianne asl QS Status Complete 0312612018 Assessor, George Pending
10043 ‘Smith, Marianne Waiver Enrollment Waiver Enrollment Request 0312912018 Regional, Jim Pending
10043 Smith, Marianne Cost Plan Review Plan Validation Review 04/0212018 Reed, Monica Pending
10043 Smith, Marianne Crisis ROM Review 0410412018 Reed. Monica Pending

<<First  <Previous Refrieve {5  Recordsatatime Ned® Last>>

4. Review the contents of the Note.

5. Navigate to the consumer’s record and review all relevant
tabs to determine if a Home Visit is required.

6. Return to the Notes tab. Select the Note Type = Crisis and
Sub Type = ROM Review to open the Note.

7. Append Text to the note with details about the Home Visit.

8. Search for and select the Waiting List Support Coordinator
as a Note recipient as needed.

9. The note will stay in Pending status (editable) until
Complete. When complete, change the Note Status =
Complete.

Crisis Committee Process

1. The Crisis Committee will convene and decide if the
Consumer is in Crisis.

2. To begin, the Waiting List Support Coordinator will log into
APD iConnect and set Role = Region Waiting List
Workstream Worker. Click Go.
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File

Q0 iConnect P01 1015 At

Rol
Welcome, Sue WLCoordinator My Dashboard Sign Out e

Quick Search
Consumers ]| [ Lesthame ™| ADVANGED SEARCH

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

3. The Waiting List Support Coordinator will record the Crisis

Committee’s decision in a Consumer Note record. To do so,

navigate to the consumer’s record and click Notes > File >
Add Note.

4. In the new Note record, update the following fields:

a.

-0 o000

Division = APD

Note Type = Crisis

Note Subtype = Crisis Committee Decision
Note = Detail request for ROM approval
Status = Pending

Route the Note record to the ROM by clicking the
Ellipsis button next to Add Note Recipient. In the
pop-up window, type in the Worker's Last Name and
click Search. In the Search results, click on the
matching Worker Name to route the note to that
recipient.

5. When finished, click File > Save and Close Note
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Notes Details

Division *

Note By * [Reed, Monica v|
Note Date * 04/04/2018 =

ProgramProvider
Note Type * \ | Crisis

Note Sub-Type |Crisi5 Committee Decision v|

s

Crisis Committee convened and decided that the Consumer is in crisis.

Description

Please provide ROM approval/disapproval of Crisis Committee decision.

Note

Stous

Date Completed

6. The Waiting List Support Coordinator will also mark the
Crisis ldentification Tool form as complete. To do so,
navigate to the Forms Tab.

7. Select the existing Crisis Identification Tool form.

MY DASHBOARD ‘ CONSUMERS ] PROVIDERS | INCIDENTS ‘ CLAIMS | SCHEDULER ‘ UTILITIES REPORTS
Sheppard, John (10106)
Diagnosis | Eligibility | Medications | Auths = Provider Documentation | Contacts | Consumer Module U
Demographics | Divisions | Consumer Budgets | Programs = Provider Selections | SAMS | MNotes | Forms = Appoiniments | Plans | Waiting List | Payers
}-Filters
Form ﬂ +
21 Forms record(s) returned - now viewing 1 through 15
* Form Review Review Date + Worker Division Status
Crisis |dentification Tool Initial 1171472018 Buck, Jennifer APD Draft
EZ iBudget Calculator Initial 11/09/2018 Buck, Jennifer APD Draft
Residential Planning Referral Initial 10/15/2018 Buck, Jennifer APD Draft

8. In the header, change the Status = Complete. This makes
the form read only.
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9. Click File > Save and Close Forms.

10.The Region Operations Manager (ROM) will also monitor
their My Dashboard for Pending Notes related to Crisis
Committee Decisions. To begin, log into APD iConnect and
set Role = ROM/Deputy ROM. Click Go.

Role

opd ieonnect o sy | DRSO St | e o)
File

Quick Search

| Consumers (]| [ Lestame ~ ADVANCED SEARCH

11.0n the My Dashboard, find the Consumers Section and
scroll down to the Notes Panel. Click on the Pending link to
open the Notes Queue:

CONSUMERS
Division

APD Eligible - ICF/ID 1

My Enroliments

Admitted 2

Closed 1
Notes

Pending 1
Alert Notes

Unread Alert Notes 0
Ticklers

Ticklers 1

a. Use the multi variable search to find the Note with
Note Type = Crisis and Note Subtype = Crisis
Committee Decision
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Status ﬂ Equal To ﬂ Pending

iConnect ID ﬂ +

5 Notes record(s) returned - now viewing 1 through 5

iConnect ID Consumer .
10043 Smith, Marianne
10043 Smith, Marianne
10043 Smith, Marianne
10043 Smith, Marianne
10043 Smith, Marianne

v anolv| x

Bkl Bleceill
Note Type Note Sub Type
sl QSl Status Complete
Waiver Enrollment Waiver Enroliment Request
Cost Plan Review Plan Validation Review

Crisis ROM Review

Crisis Crisis Committee Decision
mous Refrieve| 15 |Recordsatatime Next> Last>>

Chapter 12 | Non-Standard APD waiver

Note Date Subject

03/26/2018
03/29/2018
04/02/2018
04/04/2018
04/04/2018

12.Review the contents of the Note. Update the following fields:

a. Note: Denote the approval/disapproval of the Crisis
Committee's Decision.

Status = Complete

c. Route the Note back to the appropriate Waiting List
Support Coordinator by clicking the Ellipsis button
next to Add Note Recipient. In the pop-up window,
type in the Worker's Last Name and click Search. In
the Search results, click on the matching Worker
Name to route the note to that recipient.

13.When finished, click File > Save and Close Notes

s Well
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File Tools Reports

Notes Notes Details
! Division *

Note By * Reed, Monica

Note Date * 04/04/2018 |3

ProgramiProvider

Note Type * [crisis M

Note Sub-Type |Cri5i5 Committee Decision v|

Description
On 4/4/2018 at 11:04 AM, Monica Reed wrote: Crisis Committee
convened and decided that the Consumer is in crisis.
Please provide ROM approval/disapproval of Crisis Committee
decision.
On 4/4/2018 at 11:07 AM, Jacqueline Tierney wrote: ROM - Crisis
Committee Decision Approved

Note New Text

Status * \ Complete v

Date Completed 04/04/2018

14.The Waiting List Coordinator will monitor their My
Dashboard for Complete Notes related to the Crisis
Committee Decision approval or disapproval. To do so, log
into APD iConnect and set Role = Region Waiting List
Workstream Worker. Click Go.

Role
. Welcome, Sue WLCoordinator = My Dashboard ;
Op\j i(:“[.l“‘,( i 4472018 11:10 AM Sign Out Region Waiting List Workstream Worker ~ [v/] @

File
Quick Search
| Consumers (we] | [ Last hame ~| ADVANCED SEARCH

15.0n the My Dashboard, find the Consumers Section and
scroll down to the Notes Panel. Click on the Pending link to
open the Notes Queue:
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CONSUMERS
‘. Division H
APD Eligible - ICF/ID 1
‘ Iy Enrollments ‘ ‘
Admitted 2
Closed 1
Pending 1
‘Alerl Notes ‘
Unread Alert Notes 0
‘.Ticklers ‘
Ticklers 1
a. Use the multi variable search to find the Note with
Note Type = Crisis and Note Subtype = Crisis
Committee Decision
File

Filters:
Status ﬂ Equal To j Complete j AND ﬂ x

iConnect 1D ﬂ +

| Search | Reset |
7 Notes record(s) returned - now viewing 1 through 7

iConnect ID Consumer . Note Type Note Sub Type Note Date Subject Author Status
10010 Doe, Jim ICF ICF Response-Accepted 112512017 ICF Accept Admission, Central Complete
10010 Doe, Jim ICF ICF Response-Admitted 1112512017 Admission into ICF Admission, Central Complete
10010 Doe, Jim ICF Admission Process Completed 1112512017 ICF Process Complete Admission, Central Complete
10016 Patrick, Lucy Waiver Enrollment CBC to Waiver 1113072017 CBC to Waiver Note WLSuper, Robert Complete
10017 Sample, Thomas Qsl QSI Status Complete 1112972017 QS| Status Complete with Consumer Thomas, Valerie Complete
10043 Smith, Marianne Waiting List Category Cat. 3 or 4-Approval Request 03126/2018 WLCoordinator, Sue Complete
10043 Smith, Marianne Crisis Crisis Committee Decision 04/04/2018 W Monica Complete

S

/ <<First <Previous Relieve 45 |Recordsatatime Next> Last>>

16.Review the contents of the Note to view the ROM’s approval
or disapproval of the Crisis Committee’s decision:
a. If the Consumer is in Crisis, proceed below.
b. If the Consumer is NOT in Crisis, proceed to the

Section below called Crisis Committee Concludes
Consumer Not in Crisis
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Crisis Committee Concludes Consumer in Crisis

Remember!

If the Consumer is on the Waiting list and is
now in Crisis, he/she will be removed from the
waiting list after the crisis is approved and the
enrollment is completed by the State Office.
This occurs via system automation when the
APD waiver Program enrollment record
disposition is changed to Enrolled.

1. If the Crisis Committee and ROM agree that the Consumer
is in Crisis and is eligible for Crisis Waiver enroliment, the
Waiting List Support Coordinator will navigate to the
consumer’s record and click on Programs > click to open
the appropriate Program record > Word Merge and select
the Notice of Approval of CWE

O iConnect

Open and fill the word merge template Notice of Approval of Crisis

File

Waiver Enrollment

Motice of Approval of Crisis Waiver Enrollment

‘ Program [ oo @ APD
‘ Worker State, Worker

Program Workers | ] | Details
Referral Date 03/01/2018 |7
Notes -
Create Date * 04032018 |4
Events Program * APD Waiver | Details
Track Disposition Disposition ™ [Crisis Request %
Disposition Date * 04/03/2018 |7
Enrollment Type | Crisis v |
Program Begin Date 04032018 |4
Expected Deactivated Date i

2. The Notice of Approval of Crisis Waiver Enrollment letter will
open in the Word Merge preview screen.

3. Click Open Document to open and edit the letter in
Microsoft word.
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File

Preview (read-only)
This is a preview of your merge document and is not editable.

Generate Merge Document
Click the "Open Document” button to
open the Merge Document for editing

save to Note agency for persons with disabilities
If no changes have been made to the State of Florida

Merge Document, click "Save to Note"

The current word merge template will

be uploaded to a note record with the

merge fields populated. Rick Scot NOTICE OF APPROVAL OF CRIS™S WAIVER ENROLLMENT

————— Govemor November 22, 2017
[ ] |

Barbara Palmer

Upload and Save to Note Director
If changes were made to the Merge [ 1]
Document, click "Upload and Save to

C/O Guardian Name (if applicable)

Note" to select the saved file and State Office

upload that document to a note record. 4030 Esplanade Way

Don't forget to delete the saved Suite 380

document after you have attached it to Tallahassee, FL 323990950 Dear Mrs. -
the note record. am "

4. When finished, print and mail the letter to the Consumer, and
save the letter to your desktop

5. Back in the Word Merge preview screen, click Upload and
Save to Note. In the new Consumer Note record, update the
following fields:

a. Division = APD

b. Note Type = Crisis

c. Note Subtype = Notice of Crisis Approval
d. Status = Complete

6. When finished, click File > Save and Close Notes

sl WellSky
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File Tools Reports

Notes Notes Details

‘ Division *
Note By * Tiemey, Jacqueline
Note Date * 04/04/2018 |
Program/Provider APD Waiver +| Details
Note Type * [Crisis v
Note Sub-Type [Notice of Crisis Approval V]
Description Word Merge Template %
Note New Text
Status * Compicie %

7. Then, click on the consumer’s Demographics tab > Word
Merge to generate these letters. Follow the process outlined
above to edit the documents in Microsoft Word, print and
mail them to the Consumer, and upload them to Consumer
Note records.

a. Waiver Support Coordination Selection Packet
b. WSC Selection Form

8. Navigate to the consumer’s record and click on the
Programs tab and click on the APD waiver Program record.

9. Update the following fields:
a. Program = APD waiver
b. Disposition = Pursuing APD waiver Services
c. Enrollment Type = Crisis
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d. Program Begin Date = Update as appropriate

10.When finished, click File > Save and Close Programs

File Tools Word Merge

‘ Program ‘ Division * APD
Program Workers Workeg ikl i | | Details
Referral Date 030172018 |
Notes -
Create Date * 04/03/2018 |
Events Program * APD Waiver | Details /
Track Disposition Disposition * [Pursuing APD Waiver Services /|
Disposition Date * 04042018 |7
Enrollment Type | Crisis W |
Program Begin Date 04/03/2018 E
Expected Deactivated Date i

11.Upon saving the Program record, a Workflow Wizard with
the following Ticklers:

a. Verify Medicaid Eligibility and Type - Assigned to
Waiting List Support Coordinator, Due Immediately

12.Click to open the Tickler called Verify Medicaid Eligibility and

Type
File
Workflow Wizard

Verify Medicaid Eligibility | |

and Type

and Type Open
Cancel @
Edit
Reassign
Complete

View Consumers Record

13.The consumer’s Pay List View Grid will open. Confirm that
the Consumer has a Medicaid Payer record

14.When finished, hover over the arrow next the Tickler to click
Complete
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15.Click File > Close Workflow Wizard

16.If the Consumer is Medicaid eligible, send a Waiver
Enrollment Approval Request to the State Office Worker. To
do so, navigate to the consumer’s record and click Notes >
File > Add Note:

17.1n the new Note record, update the following fields:
a. Division = APD

Note Type = Waiver Enrollment

Note Subtype = Waiver Enroliment Request

Note = Include details of Waiver enroliment

Status = Pending

Route the Note record to the State Office Worker by
clicking the Ellipsis button next to Add Note
Recipient. In the pop-up window, type in the Worker's
Last Name and click Search. In the Search results,
click on the matching Worker Name to route the note
to that recipient.

-0 o000

18.When finished, click File > Save and Close Note

File Tools

Notes Details
Division *
Note By * [Tierney, Jacqueline  v|
Note Date * 04/04/2018 =
Program/Provider APD Waiver /| Details
Note Type * [waiver Enroliment V[
Note Sub-Type [waiver Enroliment Request v|
Description
4/4/ - Waiver Enrollment Request
Note
Siatus

Date Completed
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19.The State Office Worker will monitor their My Dashboard for
Pending Notes related to Waiver Enrollment. To do so, log
into APD iConnect and set Role = State Office Enroliment.

Click Go.
John Sheppard Forms Role

ol . S

Opd iConnect Last Updated by jbuck 191 QUL | 5iote office Envaliment v @
3t 10/11/2018 8:56:33 AM
File Tools Ticklers View Consumer Incident
Quick Search
Consumers ~]| | Lastrame ™| ADVANCED SEARCH

20.0n the My Dashboard, find the Consumers Section and
scroll down to the Notes Panel. Click on the Pending link to
open the Notes Queue:

CONSUMERS
Division

APD Eligible - ICF/ID 1

My Enroliments

Admitted 2

Closed 1
Motes

Pending 1
Alert Notes

Unread Alert Notes 0
Ticklers

Ticklers 1

21.Use the multi variable search to find the Note with Note Type
= Waiver Enroliment and Note Subtype = Waiver Enrollment
Request
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File

Filters

Status. ﬂ Equal To ﬂ Pending j AND ﬂ x

iConnect ID ﬂ +

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

iConnect ID Consumer 4 Note Type Note Sub Type Note Date Subject Author

10043 Smith, Marianne Waiver Enrollment Waiver Enroliment Request 04/04/2018 Tierney, Jacqueline

<<First <Previous Retrieve| 15 Recordsatatime Next> Last>>

22.1n the Notes Queue, open the Note record with Note Type =
Waiver Enroliment and Note Subtype = Waiver Enrollment
Request. Review the contents of the Note and then click File
> Close Notes.

23.Navigate consumer’s record and click on the Divisions tab.
In the Divisions List View Grid, open the consumer’s APD
Division record:

Smith, Marianne (10043)

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

De: cs | Divisions | Consun s | Programs | Provider Selections | SANS | Notes | Forms | Appointments | Plans | Waiting List | Payers

Filters

Oispostion|v|  NotEqual To  [w|  Closed v| anplv| x
OpenDate W] Greater Than v = amolv|  x
Division M T+

| "Search || Reset |
2 Divisions record(s) returned - now viewing 1 through 2

Divislon Disposition Primary Worker Secondary Worker Open Date - Close Date Los
FOR Tracking Tiemey, Jacqueline 05022018 35
APD APD Eligible - WLSC Assigned J,( Reed, Monica Tiemey, Jacqueline 040412018 63

<<First <Previous Reiiieve | 15 |Recordsalalime Next>  Last>>

24.1n the APD Division record, update the following fields:

a. Primary Worker = Waiver Support Coordinator (or
designated regional worker if the Consumer has not
yet selected a WSC)

b. Secondary Worker = Waiver Workstream Lead
c. Disposition = APD Eligible — Waiver

25.When finished, click File > Save and Close Division
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File  Word Merge

Division Events
Events Divison \ APD
Disposition * APD Eligible - Waiver hd
Track Disposition R . -
Disposition Date 03/29/2018 e
Open Date 03212018 |TF
Data Entry Date 03212018
Primary Worker * Reed, Monica | Clear ] Details
Secondary Worker WaiverWSL, Stanley | Clear | Details
Application R{“<ived Date * 03212018 |
Interested in ICF/ID
Age Category at Time of Application = 6 and Above v

26.Upon saving the APD Division record with Disposition = APD
Eligible - Waiver, a Workflow Wizard triggers with the
following Tickler:
a. Enroll in APD waiver - Assigned to the State Office
Worker, Due Immediately

27.Select the tickler to open. A message tickler displays:
Create/Update the APD waiver Program Record with
Disposition = Enrolled.

28.Hover over the arrow next to the Tickler called Enroll in APD
waiver to and click View consumer’s Record:

File
Workflow Wizard
Enroll in APD Waiver |
' pen

Cancel

Edit

Reassign

-ty \liew Consumers Record

29.The consumer record opens in a new window.
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30. Select the Programs the locate the APD waiver program
record and click to Open. Update the following fields:

a.
b.
C.

Program = APD waiver
Disposition = Enrolled
Enrollment Type = Crisis

NOTE: The Enrolment type can vary depending on
the type of enrollment: Crisis, ICF/IDD, etc.

Primary Worker on the Division tab = Waiver Support
Coordinator

Program Begin Date = update as appropriate

31.When finished, click File > Save and Close Program.

Program
Program Workers
Notes

Events

Track Disposition

File Tools

John Sheppard
Opd iConnedct Last Updated by jbuck

at 11/14/2018 2:02:06 PM

Word Merge

Division * APD

Referral Date 3

Create Date * 0523018 |0

Program * APD Waiver Details

Disposition = |Enml|ed hd

Disposition Date * ogrsote T

Enroliment Type *

Program Begin Date 05/2372018 |8

Expected Deactivated Date 3

Comments

LOC Completed Prior To O

Enroliment

32.Return to the Open Workflow Wizard window. From the
tickler flyout menu select Complete.

33.Also, upon saving the Program record, a Workflow Wizard
triggers with six Ticklers assigned to the Waiver Support
Coordinator and will be outlined in the section on Cost Plans.
and Support Plan

s Well
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b. Complete Person-Centered Support Plan - Assigned
to WSC, Due Immediately

c. Complete Amount Implementation Meeting - Assigned
to WSC, Due Immediately

d. Upload Support Planning Collateral Documents to
Note - Assigned to WSC, Due Immediately

e. Complete Cost Plan - Assigned to WSC, Due in 45
Days

f. Eligibility Worksheet Reminder - Assigned to WSC,
Due in 45 Days

34.1f the Consumer is NOT Medicaid eligible, initiate the
process to help the Consumer to become Medicaid eligible

35.If the Consumer will never be Medicaid eligible, navigate to
the consumer’s record, click Programs > click to open the
APD Program Enrollment record.

36.Update the following fields:
a. Enroliment Type = Crisis
b. Disposition = Withdrawn

37.When finished, click File > Save and Close Programs

Crisis Committee Concludes Consumer Not in Crisis

1. If the Crisis Committee and ROM agree that the Consumer
is NOT Cirisis and is not eligible for Crisis Waiver enrollment,
the Waiting List Support coordinator will navigate to the
consumer’s record and click on Programs and open the
consumer’s APD waiver program record with Disposition =
Crisis Request.
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MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITIES REPORTS

Sheppard, John (10106)
Diagnosis Eligibility Medications Auths Provi Documentation Contacts Consumer Module User

Demagraphics Divisions Consumer Budgets | Programs Provider Selections = SANS Notes | Forms | Appointments | Plans | Waiting List | Payers

Filters
Disposition j Not Equal To ﬂ j AND ﬂ x

Program ﬂ +

A o
Division Program Worker Jisposition » Disposition Date Create Date Enroll Type Deactivated Date LOS
APD APD Waiver Buck, Jennifer Crisis Reguest 111412018 05/23/2018 Crisis 175

2. Click Word Merge and generate the Notice of Denial of
CWE letter

3. The Notice of Denial of CWE letter will open in the Word
Merge preview screen.

4. Click Open Document to open and edit the letter in
Microsoft word.

5. When finished, print and mail the letter to the Consumer, and
save the letter to your desktop

6. Back in the Word Merge preview screen, click Upload and
Save to Note. In the new Consumer Note record, update the
following fields:

a. Division = APD

b. Note Type = Crisis

c. Note Subtype = Notice of Crisis Denial
d. Status = Complete

7. When finished, click File > Save and Close Notes

8. Navigate to the consumer’s record and click on the
Programs tab and click on the APD waiver Program record.

9. Update the following fields:
a. Program = APD waiver
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b. Disposition = Crisis Denied
c. Enroliment Type = Crisis

10.When finished, click File > Save and Close Programs
File Tools Word Merge

‘ Program ‘ Division * APD

Program Workers LT SILE BT | ] Detalls
Referral Date 03/01/2018 |7

MNotes -
Create Date * 04/03/2018 |7

Events Program * APD Waiver Details

Track Disposition Disposition [Crisis Denied v
Disposition Date * 04/04/2018 ﬂ
Enroliment Type [Crisis v
Program Begin Date i
Expected Deactivated Date E

11.Upon saving the program record, a Workflow Wizard will
trigger with the following Ticklers:

a. Close Crisis Waiver Request Program - Assigned to
Waiting List Support Coordinator, Due in 35 days after
date the Program Disposition changed to Crisis
Denied

12.The Waiting List Support Coordinator can access this Tickler
via the My Dashboard.

13.Find the Consumers Section and scroll down to the Ticklers
Panel. Click on the Ticklers link to open the Tickler Queue:

‘ Alert Notes ‘
Unread Alert Notes 0

‘ Ticklers / ‘
Ticklers 37

‘ Plans ‘
Draft 5
Pending 1
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a. Use the multi variable search to narrow down the
results in the Tickler Queue. Click Search.

Tip
When searching for a future Tickler, remember

to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

14.1In the search results, click to open the Tickler called Close
Crisis Waiver Request Program.

15.Upon doing so, the consumer’s Program List View Grid will
open.

16.Click to open the APD waiver Program record and update
Disposition = Closed. This will close the Crisis Request
program enrollment record created by the Waiting List
Support Coordinator to initiate the Crisis request process.

17.When finished, click File > Save and Close Program.

O/_Ij iCcnnect Marianne Smith
' 41472018 113 PM
File Tools
Division *
Worker Tiemey, Jacqueline [ - | Clear'] Details
Referral Date 03032018 |
Create Date * oa0ar2018 |
Program * |AF‘D Waiver v| Details
Disposition * |Closed Vl
Disposition Date * o4/04/2018 |
Enrollment Type hd
Primary Worker * WaiverWsL, Stanley | - | Clear | Details

18.1f the Consumer elects to exercise Due Process, proceed to
Chapter on Due Process.
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As Needed: Attach Supporting Documentation to a Note

If Supporting Documentation needs to be attached to the consumer’s
record in iConnect, the Waiting List Workstream Worker will upload
attachments into iConnect using the Notes tab.

1. The Waiting List Workstream Worker will navigate to the
consumer’s record and click Notes > File > Add Note.

a. Inthe new Note record, update the following fields:
i. Division = APD
ii. Note Type = Crisis
iii. Note Subtype = Additional Documents
iv. Note = Describe the attached documents
v. Status = Complete
b. Attach the documents

Remember!!

If the Documentation that is being attached is Confidential,
then use a separate note, updating the following fields:

c. Note Type = Confidential Documentation
d. Note Subtype = N/A

An example of Confidential Documentation is DCF Abuse

Reports.
Notes Details
Division * |APD v.|
Note By * | Waiting List, Samantha v
Note Date * 011252022 |
Program/Provider |E
Note Type * |Conﬁdentia| Documentation v
Note Sub-Type |T

s DCF Abuse Reports
Description

B £ U 10pt ~ A~

2. When finished, click File > Save and Close Notes
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Forensic Discharge to APD waiver Enrollment — Crisis

1. Facilities will notify the State Office Forensic Coordinator of
Consumers that require Waiver services upon discharge.
These Consumers will enter the APD waiver via the Crisis
Enrollment Process

2. The State Office Forensic Coordinator will begin by logging
into APD iConnect and setting Role State Office Process
Owner Then click Go.

3. Confirm if the Consumer is already an APD Consumer. To
do so, click on the Consumers chapter and use the
Advanced Search to search for the individual by First
Name, Last Name, DOB, SSN, etc.

Quick Search

Consumers v [ tastHame ~| & ADVANGED SEARCH 4=
MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITIES REPORTS
Filters
Last Name ﬂ Begins With ﬂ smith ANDﬂ x
First Name ﬂ Begins With j m X AND ﬂ x
iConnect ID ﬂ + \
il B
6 Advanced Search record(s) returned - now viewing 1 through 6 %
iConnect ID . Last Name First Name DOB Status
10003 Smith Alan 01/29/1983 Active
10008 Smith June 10/14/1975 Active
10027 Smith Jennifer 10/26/1960 Active
10031 Smith Landon 07/07/2009 Active
10042 Smith Mary 03/01/2006 Active
10043 Smith Marianne 03/0472004 Active

/ <<First <Previous Refrieve| {5 Recordsatafime Next» Last>>

4. In the search results, verify if the Consumer has a matching
record in the system and if the Consumer is open to APD:

If the Consumer has a record and is an APD Consumer:

5. If the search returns a matching result and that Consumer is
already in APD, click on the match to open consumer’s
record and click Notes > File > Add Note.

6. Inthe new Note record, update the following fields:
a. Division = APD
b. Note Type = Forensic
c. Note Subtype = Forensic Transition
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d. Status = Pending
e. Attach any documents received from the Facility

f. Route the Note to the appropriate Region Forensic
Worker

7. When finished, click File > Save and Close Notes

File Tools

Notes Details
Division *
Note By * |Tierney, Jacqueline v|
Note Date * o4/04/2018 |
ProgramiProvider
Note Type * [Forensic v
Note Sub-Type | Forensic Transition v|
Description
Request for Regional Forensic Worker to review Consumer’s record. |
Note
Status

Date Completed

8. If all required documentation is complete, proceed to the
Chapter on APD waiver Enrollment - Crisis.

If the Consumer has a record but is NOT an APD Consumer:

9. If the search returns a matching result and that Consumer is
NOT already in APD, click on the match to open consumer’s
record and click Divisions > File > Add Division.

10.Update the following fields:
a. Division = APD
b. Disposition = Forensic to Crisis Transition

c. Primary Worker = Region Waiting List Workstream
Worker
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11.When finished, click File > Save and Close Division.

o0 iConnect

Marianne Smith

File Word Merge

‘ Division
Events

Track Disposition

Events

Divison * AFD

Disposition * |F0re nsic to Crisis Transition v

Disposition Date 04/04/2018 |4

Open Date ]

Data Entry Date 03/21/2018

Primary Worker * Regional, Jim ;E Details
Secondary Worker Tiermney, Jacqueline [ | Clear | Details
Application Pended Due Date 3

12.Navigate to the consumer’s record and click on Notes > File
> Add Note. In the new Note record, update the following

fields:

a.

~®o0C

Division = APD

Note Type = Forensic

Note Subtype = Forensic Transition

Status = Pending

Attach any documents received from the Facility

Route the Note to the appropriate Region Forensic
Worker by clicking the Ellipsis button next to Add
Note Recipient. In the pop-up window, type in the
Worker's Last Name and click Search. In the Search
results, click on the matching Worker Name to route
the note to that recipient.

13.When finished, click File > Save and Close Notes
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od iCennect

File Tools

Notes Details
Division *

Note By *

Note Date *
Program/Provider
Note Type *

Note Sub-Type

Description

Note

Status *

Date Completed

[Tierney, Jacqueline

v]

04/0472018 |

| Forensic

A4

[Forensic Transition

v

x

Chapter 12 | Non-Standard APD waiver

Marianne Smith =~ Notes

4472018 1:51 PM

Request for Regional Forensic \Worker to review this Consumer for Forensic

Transition

Pending kY

14.1f all required documentation and the application process is
complete, proceed to the Chapter on Eligibility Determination
and then to the Chapter APD waiver Enrollment - Crisis

If the Consumer is not found in the Search:

15.1f the search results do not return a matching Consumer,
click on File > Add New Consumer People Search.

sl WellSky
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File
Add New Consumer People Search
Print @ Consumers Last Name @
MY DASHBOARD | CONSUMERS 1 PROVIDERS ‘ INCIDENTS ‘ CLAIMS ‘ SCHEDULER ‘ U
~)-Filters

Last Name Begins With AND x

iConnedID +

va.3.1.0

16.Search for the Consumer and then click Add New
File

-} Filter

First Name Equal To unicorn AND x
People ID +

Search Results for Harmony People

People ID First Name Last Name Middle Name Suffix Race SSN Person Type

No records to display.

17.0n the consumer’s new record, update all Demographic
fields and set Initial Division = APD
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File Tools Reports

Basic Demographics
Salutation

Last Name *
First Name *
Consumer Photo
Middle Name
Suffix

Alias

Title

Date of Birth *
Age

Date of Death

Cause of Death

DOD Action

DOD File Number
Gender *

Race

Ethnicity
Suspected Developmental Disability

Competency
Marital Status
Living Setting
Referral Source
SS5N*

Medicaid ID
Medicare ID
Medicare Type \
Initial Division *

ABC PIN

CBC Flag

Demographics Yerified On

Chapter 12 | Non-Standard APD waiver

Mr. v

Smith

Manuelo

W

04/08/2006 |
=

» | |Intellectusl Disabilty
(Cerebral Palsy Lt

Unknown |L

Prader-Willi Syndrome |_

Spina Bifida
El

-

Down Syndrome W
Phelan McDermid Syndrome

|InDnmpetent. Guardian Available V|

I

Divorced

|Hospita| Vl

[

Law Enforcement

HAA-HA-BEBE Unmask

R
u <

18.When finished, click File > Save and Close Demographics

19.Upon saving, the consumer’s Division page will open with

Division = APD.

20.Update the following fields:
a. Disposition = Forensic to Crisis Transition

21.When finished, click File > Save and Close Division

NOTE: The Application process needs to be completed to
see if the Consumer meets eligibility criteria. If they are
found to meet eligibility criteria, the forensic transition to
crisis process would resume. However, if they are found
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ineligible, the notice of ineligibility needs to be sent and the
due process time frames observed. If the applicant does not
exercise due process, the facility would have to make
alternative discharge arrangements, and proceed to closing
the APD Division record.

File  Word Merge

Division
Events

Track Disposition

Events

Divison * AFD
Disposition * [Forensic io Crisis Transition v

Disposition Date 04/042018  |E

Open Date 04/042018  |F

Data Entry Date 04/04/2018

Primary Worker * Tierney, Jacqueline | Clear | Details
Secondary Worker | Clear |
Application Pended Due Date H [,\\F

22.Navigate to the consumer’s record and click on Notes > File
> Add Note.

23.1n the new Note record, update the following fields:

a.

~®o0C

Division = APD

Note Type = Forensic

Note Subtype = Forensic Transition

Status = Pending

Attach any documents received from the Facility

Route the Note to the appropriate Region Forensic
Worker by clicking the Ellipsis button next to Add
Note Recipient. In the pop-up window, type in the
Worker's Last Name and click Search. In the Search
results, click on the matching Worker Name to route
the note to that recipient.

24.When finished, click File > Save and Close Notes
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File Tools

Notes Details
Division *

Note By *

Note Date *
Program/Provider
Note Type *

Note Sub-Type

Description

Note

Status *

Date Completed

N\

[Tierney, Jacqueline

v]

04/0472018 |

| Forensic

v[

[Forensic Transition

v

Chapter 12 | Non-Standard APD waiver

Marianne Smith =~ Notes

4472018 1:51 PM

Request for Regional Forensic \Worker to review this Consumer for Forensic

Transition

Pending kY

25.1f all required documentation is complete, proceed to APD
waiver Enrollment - Crisis

CBC Waiting List to Waiver

1. The process for moving a CBC Consumer from the Waiting
List to Waiver begins with a Court Order for Permanency,
adoption, reunification, permanent guardianship, or

documentation that the Consumer is turning 18.

2. Once it is determined that the Consumer meets the criteria
to come off the Waiting List, the CBC will notify the Region at
least 90 days prior to achieving permanency or immediately
upon receipt of a Court Order

3. To begin, the Waiting List Workstream Lead will log into APD
iConnect and set Role = Region Waiting List Workstream

Lead. Click Go.
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Role
oo iConnect \4’.‘::;5231284??:?” wisuper | My Dashboard | gy, oy Region Vaiting Lis! Workslream Lead = @
File
Quick Search
Consumers (]| | LastName ~| ADVANCED SEARCH

4. Navigate to the consumer’s record and click Notes > File >
Add Note.

File Tools Reports Ticklers View Consumer Incidents

id Notes Llaw Consumer People Search

Add Notes Consumers [v] | LastName V] Gc -; ADVANCED SEARCH
J\-’Ilnm \
MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

Smith, Marianne (10043)
Diagnosis | Eligibility =~ Medications | Auths | Provider Documentation | Contacts | Consumer Module User

Demographics | Divisions | Programs | Provider Selections | Notes Forms | Appointments = Plans | Waiting List = Payers | Legal Issues

Filters
Note Date ﬂ +

ekl I
46 Notes record(s) returned - now viewing 1 through 15

Note Date Note By Note Type Note Sub-Type Description Status Date Completed Attachment
04/06/2018 Admission, ICF ICF Reason Timeline Unmet Complete 04/06/2018 No

5. In the new Note record, update the following fields:
a. Division = APD
Note Type = Waiver Enrollment
Note Subtype = CBC to Waiver
Status = Pending
Attach all documentation including the Court order

Route the Note record to the Waiting List Support
Coordinator and the State Office Enroliment
Coordinator by clicking the Ellipsis button next to Add
Note Recipient. In the pop-up window, type in the
Worker's Last Name and click Search. In the Search
results, click on the matching Worker Name to route
the note to that recipient.

-0 o000

6. When finished, click File > Save and Close Notes
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File  Tools
Notes Details
Division *
Note By * WLSuper, Robert W
Note Date * oanezote |1
ProgramiProvidr
Note Type * Waiver Enrcliment Vr
Note Sub-Type CBC to Waiver |
Description
CBC to Waiver
Note
status
Date Completad
Attachments
Add Aftachment
Document Description Category
There are no attachments to display
Mote Recipients
Add Note Recipient | - | Glear |
Name Datz Sent Date Read Status
Tiemey, Jacgueling 452018 Unread
WLCoordinator, Sus 4/8/2018 Unread

Chapter 12 | Non-Standard APD waiver

Action

Date Signed
Remaove

Remaove

7. Proceed to the Chapter on Waiting List processes to

proceed with the Waiver Enroliment Process

Military Family Application

1. Upon receiving an application from a potential Military to
Waiver Candidate, the Eligibility Determination Specialist will
review the application and all collateral documents to ensure
that the applicant is a dependent of an active duty military
service member, and that the applicant received waiver
services in the state that they moved from

2. To begin, log into APD iConnect and set Role = Region
Waiting List Workstream Worker. Click Go.
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Q C‘d iConnect yﬁef;c:;n;ﬁmeue Eligibiity | My Dashboard Sign Out RS::I Waiting List Workslream Worker /] @
File
Quick Search
| Consumers (V] | Lastiame | ADVANGED SEARCH
3. Create a Contact record for the applicant's Legal
Representative.
4. To do so, navigate to the consumer’s record and click
Contacts > File > Add New Contacts Search. APD
iConnect requires the user to first search the database for
existing contact records before being able to add a new
record.
Add New Contacts Search [TS View Consumer Incidents
Add New Contacts Search @
Aud New Chpsumer People Search Consumers vl | Lastiame ~| ADVANCED SEARCH
Print
MY DASHBOARD | CONSUMERS PROVIDERS ‘ INCIDENTS CLAIMS ‘ SCHEDULER | REPORTS
Smith, Marianne (10043)
Diagnosis = Eligibility =~ Medications | Auths = Provider Documentation | Contacts  Consumer Module User
Demographics | Divisions = Programs | Provider Selections | Notes | Forms pointments ~ Plans =~ Waiting List | Payers = Legal Issues
Filters
Active ﬂ Equal To ﬂ Yes AND ﬂ x
Relation ID >+
1 Contacts record(s) returned - now viewing 1 through 1
[ 7 ReltioniD | PrimaryRelationship | LastName. | FirstName | Address | City = State | Zip | MainPhone | Email | Active | ActiveMilitary Staws | |
| ‘10[]45 |Aﬂomey |S\aler ‘Eugena | ‘ ‘ ‘ ‘Yes |Nu | |

<<First <Previous Retrieve {5 Recordsatatime Next> Last>>

a. Use the multi variable search to verify if the Legal
Representative already has a record in APD
iConnect. Click Search.
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oD iConnect

File

Filters

Last Name ﬂ

First Name ﬂ

Last Name ﬂ

Equal To ﬂ Ramsey

Begins With ﬂ L

+

ANDﬂ
OR ﬂ

Chapter 12 | Non-Standard APD waiver

x

x

0 record(s) returned

i. If the search returns a matching result, click on
the matching record to add it as a Contact on

the consumer’s record

ii. If the search does not return a matching result,
click Add New to create a new Contact on the

consumer’s record

5. In the Legal Representative's Contact record, update the
following fields:

Designated By Person (POA/DP

a. Primary Relationship = select Legal Representative
b. Relationship(s) = select a value if multiple
relationships exist
c. Active Military status = checked
d. Active = checked (this activates/inactivates the
Contact record in APD iConnect)
File
Contact Detail
Primary Relationship * |Lega| Representative v|
Advocate »
Attorney A L
Aunt \L
Relationship(s) Boyfriend
Brother \L
Care Planning Participant W L
El

Care Provider

Active Military Status %
Active v
Comments
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6. When finished, click File > Save and Close Contacts.

7. Update the consumer’s Division record. To do so, navigate
to the consumer’s record and click on the Divisions tab >
open the APD Division record.

8. Update the following fields:
a. Disposition = APD Eligible — Non Waiting List
b. Primary Worker = Waiting List Workstream Lead
c. Secondary Worker = Clinical Workstream Lead

9. When finished, click File > Save and Close Division.

— ']l . _ Marianne Smith
Of O iConnect Last Updated by waiverws|
at 4/5/2018 1:48:01 PM
File Word Merge

Division Events

Events Divison AFD
Disposition * [APD Eligible - Non Waiting List V|

Track Disposition . - —
Disposition Date 04/06/2018 |4l
Open Date 04/042018 |3
Data Entry Date 03/21/2018
Primary Worker * WLSuper, Robert [ - | Clear ] Details
Secondary Worker ClinicalWWsL, Tony -] Clear] Details
Application Received Date * 04/04/2018 |
Interested in ICF/ID
Age Category at Time of 6 and Above ™

Aopplication *

10.Upon saving the APD Division record with Disposition = APD
Eligible Non Waiting List, a Workflow Wizard will trigger:

a. Merge/Mail Applicable Notice — Assigned to Eligibility
Determination Specialist, Due Immediately

b. Assign Initial QSI — Assigned to Clinical Work Stream
Lead, Due Immediately

c. Complete Family Risk Factor - Assigned to Clinical
Workstream Lead, Due in 45 days

d. Complete Waiver Eligibility Worksheet — Assigned to
Waiting List Workstream Lead — Due in 45 Days

e. Complete Support Plan Short Form - Assigned to
Waiting List Workstream Lead — Due in 45 Days
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f. Verify Mental Health Diagnosis - Assigned to Waiting
List Workstream Lead — Due in 45 Days

11.Proceed to Chapter 3 | Applicant Deemed Eligible and
Bypasses Waiting List, to complete these enroliment ticklers.

Phelan McDermid

1. Upon receiving an application from an applicant considered
to have Phelan McDermid Syndrome, the Eligibility
Determination Specialist will review the application to ensure
that it includes documentation from an approved
professional

2. To begin, log into APD iConnect and set Role = Region
Waiting List Workstream Worker. Click Go.

Role

§ . Welcome, Michelle Eligibility | My Dashboard
Or}j iConnect 40612018 3:07 BM Y Sign Out Region Wailing List Workstream Worker [ v] @
File
Quick Search
Consumers we] | [ Lastname ~ ADVANCED SEARCH

3. Navigate to the consumer’s record and click Notes > File >
Add Note.

File Tools Reports Ticklers View Consumer Incidents

Add New Consumer People Search

Add Notes Consumers [v|  LastMame [v] gt o; ADVANCED SEARCH
Print @
MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

Smith, Marianne (10043)
Diagnosis | Eligibility = Medications | Auths | Provider Documentation | Contacts | Consumer Module User
Demographics | Divisions = Programs | Provider Selections = Motes Forms =~ Appointments | Plans | Waiting List | Payers = Legal Issues

Filters

Note Date ﬂ +

| 5 |
47 Notes record(s) returned - now viewing 1 through 15

Note Date Note By Note Type Note Sub-Type Description Status Date Completed Attachment
04/06/2018 WLSuper, Robert Waiver Enroliment CBC to Waiver Pending No

4. In the new Note record, update the following fields:
a. Division = APD
b. Note Type = Waiver Enroliment
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c. Note Subtype = Phelan McDermid Syndrome
Verification

d. Status = Complete
e. Attach any supporting documentation

5. When finished, click File > Save and Close Notes

od iCennect Marianne Smithn = Notes
| A4M6/2018 3:45 PM

File Tools

Notes Details
Division *
Note By = [Eligibility, Michelle v]
Note Date * 04/06/2018 =
ProgramProvider
Note Type * \ [waiver Enroliment v
Note Sub-Type [Phelan McDermid Syndrome Verification V|
Description
Phelarn| McDermid Syndrome Verification
Note
Status * Complete Y
Date Completed 04/06/2018

6. Update the consumer’s Division record. To do so, navigate
to the consumer’s record and click on the Divisions tab >
open the APD Division record.

7. Update the following fields:
a. Disposition = APD Eligible - Non-Waiting List
b. Primary Worker = Waiting List Workstream Lead

c. Secondary Worker = Clinical Workstream Lead

8. When finished, click File > Save and Close Division
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,n_.‘J . Marianne Smith
O: O iConnect Last Updated by waivenws|
at 4/5/2018 1-48:01 PM

File Word Merge

Division Events
Events Divison APD
Disposition * [APD Eligible - Non Waiting List V|
Track Disposition . . -
Disposition Date 04/06/2018 |
Open Date 04042018 |
Data Entry Date 03/21/2018
Primary Worker * WLSuper, Robert =] Clear™] Details
Secondary Worker ClinicalWSL, Tony =] Clear™] Details
Application Received Date * 04/042018 |
Interested in ICF/IID
Age Category at Time of
Anpblication * EENHENETE e

9. Upon saving the APD Division record with Disposition = APD
Eligible Non Waiting List, a Workflow Wizard will trigger:
a. Merge/Mail Applicable Notice — Assigned to Eligibility
Determination Specialist, Due Immediately
b. Assign Initial QSI — Assigned to Clinical Work Stream
Lead, Due Immediately
c. Complete Family Risk Factor - Assigned to Clinical
Workstream Lead, due in 45 days
d. Complete Waiver Eligibility Worksheet — Assigned to
Waiting List Workstream Lead — Due in 45 Days
e. Complete Support Plan Short Form - Assigned to
Waiting List Workstream Lead — Due in 45 Days
f. Verify Mental Health Diagnosis - Assigned to Waiting
List Workstream Lead — Due in 45 days

10.Proceed to Chapter 3 | Applicant Deemed Eligible and
Bypasses Waiting List, to complete the Waiver Eligible Non
Waiting List Process

CDC+ Enrollment

1. A Consumer can express interest in the CDC+ Program. If
the consumer’s current Waiver Support Coordinator is not a
CDC+ Consultant, the Consumer can contact the Region
Office to obtain a list of CDC+ Consultants who are
available. If the Consumer cannot direct their own services,
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the decision on who will act on their behalf as their CDC+
Representative will be made.

2. The Consumer or their Representative must take and pass
the Readiness Review by 85% before completing and
submitting the Application to enroll in CDC+.

3. Upon receiving the consumer’s application, the CDC+ staff
will review all application documentation for accuracy. The
CDC+ Enrollment staff then enters application information
into the CDC+ System (not APD iConnect).

»

Upon submitting a new Start Purchasing Plan and all
required documentation, the CDC+ staff will review the
documentation and determine who will be enrolled each
month.

CDC+ Program Enrollment

o

. To enroll a Consumer in the CDC+ Program in APD
iConnect, the CDC+ staff member will log in and set Role =
State Office Enrollment. Click Go.

Weicome, Jenniter Buck | My Dashboard
52018 1016 Au

Role
SHERO018 =4 State Ofice Errolimant ) GO

Quick Searcn

| Consumers ~| | Lasthiame ~ ‘i‘ ADVANCED SEARCH

MYDASHBOARD | CONSUMERS | PROVIDERS CLAMS cchEDULER [

Q00 iCennect

2. Navigate to the consumer’s record and click on Programs >
File > Add Program.
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File Ticklers View Consumer Incidents

Add Program ch
Print @ Consumers [v| | LastName M @ ADVANCED SEARCH
[ Participating

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Smith, Marianne (10043)
Diagnosis = Eligibility | Medications | Auths = Provider Documentation | Contacts = Consumer Module User

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

Filters
Disposition j Not Equal To j Clused\ j AND ﬂ x

Program j +

2 Programs record(s) returned - now viewing 1 through 2

3. In the new Program record, update the following fields:
a. Program = CDC+
b. Disposition = Enrolled in CDC+

c. Referral Date = Date that APD received notification of
interest in CDC+

d. Enroliment Type = leave blank. NA for CDC+

e. Primary Worker = Waiver Support Coordinator (CDC+
Consultant)

f. Program Begin Date = Projected effective date for CDC
program to begin.

4. When finished, click File > Save and Close Programs.

a. This consumer will now have one APD waiver
Program record and one CDC+ program record.
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oD iCennect

File Tools

| Program

Frogram Workers
Notes
Events

Track Disposition

Word Merge
| Division * APD
Referral Date =
Create Date * o7M8R01e  |CE
Program * CDC+ Details
Disposition * |Enro||ed in CDC+ V|
Disposition Date * 06102019 A
Enroliment Type |N."A - Enrolled onto Waiver Prior to iConnect v
Program Begin Date * 06/01/2019  |TE
Expected Deactivated Date H
Comments
LOC Completed Prior To Enroliment O

5. Navigate to the consumer’s record and click on Notes > File
> Add Note.

6. In the new Note record, update the following fields:

a.

-0 o000

Division = APD

Program = CDC+

Note Type = CDC+

Note Subtype = New Start
Status = Pending

Route the Note record to the CDC+ Consultant by
clicking the Ellipsis button next to Add Note
Recipient. In the pop-up window, type in the Worker's
Last Name and click Search. In the Search results,
click on the matching Worker Name to route the note
to that recipient.

7. When finished, click File > Save and Close Notes

s Well
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Notes Details

Division *

Note By * [Tierney, Jacqueline V|

Note Date * 04/09/2018 =

ProgramiProvider [CDCr  ]pets

Note Type * |CDC+ [
Note Sub-Type [New Start v|

Description

Note

St

Date Completed

End Date APD waiver Plan and Services

1. The CDC+ Consultant will monitor their My Dashboard for
Note records related to CDC+. To begin, log into APD
iConnect and set Role = WSC/CDC. Click Go.

2. Onthe My Dashboard, find the Consumers section and
scroll down to the Notes Panel. Click on the Pending link to
open the Notes Queue

3. In the Notes Queue, open the Note record with Note Type =
CDC+ and Note Subtype = New Start and review the
contents of the Note.

4. The CDC+ Consultant confirms what has been billed and
what is yet to be billed on the APD waiver authorizations.

5. The CDC+ Consultant will update each planned service. On
the consumer’s record, click on the Plans tab > open the
existing APD waiver Plan.
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Smith, Marianne (10043)

Filters

Division

MY DASHBOARD | CONSUMERS PROVIDERS CLAIMS SCHEDULER REPORTS

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

Demographics

2 Plans record(s) returned - now viewing 1 through 2

Divisions | Programs = Provider Selections | Notes = Forms | Appoiniments = Plans = Waiting List | Payers | Legal Issues

\

Division Program Worker Cost Plan Creation Date v Status @ Cost Plan Begin Date Cost Plan End Date
APD Tiemey, Jacqueline 03/30/2018 Pending
APD APD Waiver WLSuper, Robert 03/27/2018 Approved 03/2712018

<<First <Previous Refrieve 15 Recordsatatime Next> Last >

6. If the Plan has already been validated and reviewed by the
Region and/or State, the Status will equal Approved or No
Review Required and the Plan will be read only. The CDC+

Consultant will need to Reverse the Status of the Plan
before editing the Planned Services and/or adding new.

7. To do so, the CDC+ Consultant must use the WSC Cost
Plan Adjustment Role.

8. Select the APD waiver Plan record with status = Approved or
No Review Required. The Plan Information Page displays.

9. Click File > Reverse Status.

Rol
John Sheppard Plans | 5, out o
Last Undated by jouck Sl \WSC Cost Pian Adustment v @
FL APD Sandbox - Internet Explorer o | [ |
https://futest harmonyis.net/FLAPDSandbox/Pages/Harmony. aspx ChapterD=480&ViewType= SubPageView&PagelD=57553&C hapterEntityID=10106&EntityID=138&CallingC hapter=Consumers&CallingPage=Plans :20List&ParentEntityID=101068_popup_=1 a
John Sheppard Plan Information

opd wwennect

File  Reports

Duplicate
Details.
Spell Check APD
Save and Validate Plan bam APD Waiver Details
Reverse Status Reed, Monica
History Plan Creation Date 041012018
Print

Close Plan Information

nents

Last Updated by fouck
32142013 12:22.33 PM

10.The record is now editable, and the Plan Status equals

Draft.

11.Click the Planned Services subpage.

s Well
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o'e fiC(}nn(!flL Alice Sheppard | Planned Services

5/9/2018 5:43 PM

File  Tools

! e Filters
Plan Information :

‘ Wax Amountﬂ +

Planned Services

08! Neads [ e ] e

5 Planned Services record(s) returned - now viewing 1 through 5

Plan MNotes
Provider . sgmg” service Description L?mi'g’ TLm! Rate An’:‘g:m %?lg‘ End Date Allg" O
4250 Specialized Mental Health Counseling Assessment | 1.0000 |Units | $128.21 [$128.21 | 04/01/2018 | 06/30/2018 O
’;;E‘g;ft anm E‘Iﬁp?g:ﬁ;?f’%‘f\:?ﬂ;i Level 2 (Supported 2600000 | 1> |s0.56 |s2.485.60  04i01/2018 | DEI302015 O
gg%?c 4445 Consumable Medical Supplies (non-CDC) 36.0000 |lem |3$2.00 |[§72.00 04/01/2018 | 04/09/2018 O
roviaer
gtelrg'-nc 4400 Consultant- CDC 30000 |Month|3148.69 |5446.07 |04/02/2018 | 06/30/2013 O
Provider
12.For each planned service, select to open the details page.
Update the following fields:
a. End Date = date before the CDC+ start date.
b. Ensure there are adequate units left in the APD
waiver planned service falling within the start date and
the new end date that has been updated.
c. Planned Service Status = do not change.
13.When finished, click File > Save and Close Planned
Service.
| jconnect i::tnui:?:dp:;im Plan Information

at 321/2018 1:31:58 PM

File Reports

| Pian Information ‘ Plan Details
Planned Services Division A0
Program APD Waiver | Details
QS| Needs =
Worker
Plan Notes Cost Plan Creation Date * 04/0172018 |3
Comments
Cost Plan Begin Date * o7io2018 [
Cost Plan End Date * 06302019 |

14.Select the Plan Information subpage. Update the following
fields:
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a. Cost Plan End Date = date before the CDC+ start
date.

15.Click File > Save and Validate Plan.

16. Complete Plan Validation.

17.0nce the plan has passed validation, the changes must also
be made to the authorization using the Update
Authorization functionality in APD iConnect. This will end
date authorizations and update the amount unauthorized on
the budget details screen.

18.0n the planned services details page, a message will display
to the user until this update is completed.

opd itonnect John Sheppard Planned Service
Last Updated by jouck

at 3/21/2018 1:38:53 PM
File

Rlagpexl Seooce ® This planned service is out of sync with one or more of the authorizations to which it is linked.

Planned Services

19.Navigate to the Planned Services subpage.

20.Click the checkbox next to the planned service that was
updated.

21.Click File > Update Authorization. A success natification
window displays, and the authorization is updated. Only
after passing Plan Validation, will the Update Authorization
menu option appear on the Planned Services tab.

Create the CDC+ Plan and Services

1. Create a new plan record to house the CDC+ services. To
do so, in the existing APD waiver Plan, click File >
Duplicate to duplicate the Plan. This copies the APD
waiver plan and planned services.
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File
Duplicate
Details
| Spell Check @ on APD
Save and Add Need m Details
Save and Add Planned Service - [WLSuper, Robert v
Save Plan Plan Creation Date * 032712018 |
Save & Close Plan
History nents
Prin -
Close Plan Information Plan Begin Date 03/27/2018 3
Cost Plan End Date [

2. The new copied plan record will automatically open. Update
the following fields:

a.

b.
C.
d

Program = CDC+

Cost Plan Begin Date = CDC+ program begin date
Cost Plan End Date = End of Fiscal Year

Status = Draft

3. When finished, click File > Save Plan.

File Reports

* Plan Information ‘
\ Planned Services
Plan Reviews
Q5] Needs

Plan Motes

Plan Details

Division * APD

Program \ Detalls
Worker [Tiemey, Jacqueline V|
Cost Plan Creation Date * 04/09/2018 i
Comments

Status

Cost Plan Begin Date 04/09/2018 |

Cost Plan End Date 3

4. The CDC+ Consultant will link the CDC+ Plan to the Budget.
Navigate to the Consumer Budget tab. Open the current
budget. Update the following fields:

a.

s Well

Program: APD Waiver is already selected. Make no
changes to that. In addition, add CDC+.
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od iConnect

File
| Budget | Budget ID 35279
Linked Plans dppraliat 04/22/2020
Fiscal Year * 2021 ~
Linked Authorizations » |[CDC+
L’ APD Waiver
[
Program(s)
[«
Ell
b

5. From the File menu, select Save.
6. Select the Linked Plans subpage.

7. The APD waiver plan will be displayed. Make no changes to
that.

8. From the File menu, select Link to Plan.

File Tools
Link to Plan

~ Print e ﬂ +

Close Linked Plans

Linked Authorizations

9. The Link to Plan window displays and the CDC+ plan is
listed. Select the CDC+ plan for the same fiscal year by
clicking on the carat at the end of the row and click Link.

File Tools
Filters-

Fund Code ﬂ +

1 Link to Plan record(s) returned - now viewing 1 through 1

] Fund Code [ Program [ Plan Start Date [ Plan End Date [ Worker [ Status
| [ae0 |coc+ | 0710112020 | 061302021 | Moeachean, Jennier | Approved

<<First  <Previous Refrieve| 15 Recordsatatime Next> Last>>

10.The page refreshes and both plans are now linked to this
budget. You can close the Linked Plans page.
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11.Return to the CDC+ plan. If there are any planned services
not being continued on the CDC+ plan, use the WSC Cost
Plan Adjustment role to delete them. (i.e. — remove Res.
Hab.) See the Remove Planned Services section.

12.Using the WSC/CDC+ role, update all other planned
services. For each planned service, update the following
fields:

a. Start Date: the same as the cost plan begin date
End Date: the same as the cost plan end date
Index/SubObject Code = CDC+ ISO

Unit of Measure = Year

Units Per = Total units needed for a full year

Provider ID = Generic CDC+ Provider for all services
except CDC Consultant.

-0 o0C

13.When finished, click File > Save and Close Planned
Service.

14.1f necessary, add any new planned services not included in
the copied APD waiver plan. From the File menu, select Add
Planned Services.

15.The Planned Service details page display. Update the
following fields:

a. Start Date: the same as the cost plan begin date
End Date: the same as the cost plan end date
Index/SubObject Code = CDC+ ISO

Unit of Measure = Year

Units Per = Total units needed for a full year

Provider ID = Generic CDC+ Provider for all services
except CDC Consultant.

-0 o000

16.When finished, click File > Save and Close Planned
Service.
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17.In the CDC+ Plan, perform Plan Validation. Click the Plan
Information subpage and proceed to the Plan Validation
section of this manual.

18.0nce the plan has passed validation, authorizations for the
CDC+ services will be created. When authorizations are
created, the amount unauthorized on the budget details
screen is updated.

19.0Only the authorization for CDC Consultant services will be
sent to AHCA via the FMMIS Authorization interface.

20.0nce the Planned services have passed Plan validation or
have been reviewed by the Region or State Office reviewer
and approved, the Create Authorization option will be visible
to the user. The WSC will create the authorizations.

21.Click the Planned Services subpage.

22.Add a check next to each Planned Service that has been
validated and is ready to be pushed to an Authorization.

23.Click File > Create Authorizations.

oD iConnect
File Tools
Add Planned Service
Create Authorization(s)

Print Create Authorization(s) |
Close Pl

ed Services

24.The message Authorization Created will display if it was
successful and an Auth ID will be assigned. The details of
the Authorization are visible on the Planned Service and the
Authorization tab.
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2 Planned Services record(s) returned - now viewing 1 through 2

Chapter 12 | Non-Standard APD waiver

=

Provider « Senvice Service Description RN e Se0r | Enapaie | ProvderRate | sevice Conumer |00
a m’;ﬁ;ﬂgme GO12UC | (4270) Support Coordination |Month | $148.60 | §1,784.28 | 12.0000 07/01/2020 | 06/3012021 | Agency LEON m}
—I_]mn | Auhswcio | AuthStartDate | AuthEndDate | AuthStatus | AuthSvcStartDate | Auth Svc End Date Auth Svc Status | Auth Svc EDI Status
| [r40008 |28 |o7m1i2020 0613012021 | Approved |o71r2020 | oera0r2021 | Approved ‘ Ready to Send
EI| ResCare For You |55151-uc mﬁ” R =eIEnET |15 mins |53 20 ‘&7,071 54 ‘msﬁ,onuo ‘ |u71m/2n20 |05¢3u/2021 |Agancy ‘1:1 ‘LEON ‘D|
[ aumip | aunsvcio | aumswrpse | AumEnapate | Awnswus | AumsvoswnDate | AuthsvcEnaDate | AumsvcStams | Auth Svc EDI Status
| [1e0000 |00 070172020 | 087302021 | Approved | 072012020 | 06302021 | Approved Ready to Send

25.The message also describes the plan is linked to a budget
and the application will automatically link these
authorizations to the budget.

=2

Message from webpage

I.-"'_"\-.I Autherizations Created! This plan is linked to a consumer budget. Click
' OKto automatically link the authorizations that were just created to the
consumer budget. If you click Cancel, you may manually link the

authaorizations to the budget from within the consumer budget record.

[ ok

||

Cancel ]

26.APD iConnect IT staff will pull the amount unauthorized from
the budget details screen to get the Reserve Amount. This is
used to prorate the anticipated budget in CDC+ system.

27.The rest of the workflow to manage CDC+ services is
handled outside of iConnect in the CDC system.

Remove Consumer from CDC+ Program

1. Should a Consumer no longer need to participate in the
CDC+ Program, the CDC+ Staff will log into APD iConnect
and set Role = State Office Enrollment. Click Go.

- Role
’ e e Dashboard
Orﬁ iCennect icome, Jenrsfer Buck | My

Sign Out

e Stste Offce Ervolment =
File
Quick Searcn
| Consumers ~| | Losthieme v ADVANCED SEARCH
MYDASHBOARD | CONSUMERS | PROVIDERS cLAIMS SCHEDULER REFORTS

2. Navigate to the consumer’s record and click on Programs
tab > open the CDC+ Program Enroliment record.

a. Inthe record, update the following fields:

June 2023 Page 400




Case Management Module Chapter 12 | Non-Standard APD waiver
Enroliments

i. Disposition = Disenrolled

b. The Deactivation Data section displays. Update the
following fields:

i. Deactivated To

ii. Deactivated Date

iii. Deactivated: enter notes

iv. Deactivation Reason
File Tools Word Merge

Prog'am Division ® APD
Program Workers Worker Tiermey, Jacqueline [ - | Clear] Details
Referral Date 041092018 |l
Notes -
Create Date * 041092018 |l
Events Program * CDC+ | Details
Track Disposition Disposition * | Disenrolled hd
Disposition Date * 04/09/2018 G
Enroliment Type | b |
Program Begin Date 04/09/2018 ic]
Expected Deactivated Date 04/09/2018 X ic]
Deactivation Data
Deactivated To
Deactivated Date * 0a252018 |18

Deactivated

Deactivation Reason

c. When finished, click File > Save and Close
Programs.

3. Navigate to the consumer’s record and click on Notes > File
> Add Note. The Note details page displays. Update the
following fields:

a. Division = APD

Note Type = CDC+

Note Subtype = CDC+ Disenroliment

Status = Pending

Route the Note record to the WSC (CDC+ Consultant)

©®aooo

4. When finished, click File > Save and Close Note.
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File Tools

Notes Details

Division *

Note By * |Tierney, Jacqueline v|

Note Date * 04/092018 |

Program/Provider Cocr  vDetis

Note Type * [cDc+ v

Note Sub-Type [CDC+ Disenrollment |

Description
-Please approve the decision to disenroll this Consumer from the CDC+
Program I

Note

Staus

Date Completed

5. The CDC+ Consultant will navigate to the consumer’s
record, click on the Plans tab > open the existing CDC+
Plan:

MY DASHBOARD| CONSUMERS } PROVIDERS | CLAIMS | SCHEDULER ‘ REPORTS

Smith, Marianne (10043)

Diagnosis | Eligibility =~ Medications = Auths | Provider Documentation | Contacts | Censumer Module User

Demographics = Divisions | Programs | Provider Selections =~ Notes | Forms | Appointments = Plans = Waiting List =~ Payers | Legal Issues

Filters
Division ﬂ +

3 Plans record(s) returned - now viewing 1 through 3
Division Program Worker Cost Plan Creation Date ~ Status Cost Plan Begin Date Cost Plan End Date
APD CDC+ Tieney, Jacqueline 04/09/2018 Draft 04/09/2018
APD Tierney, Jacqueline 03/30/2018 Pending
APD APD Waiver WLSuper, Robert 0312772018 Approved 03/27/2018

«<First <Previous Refrieve 15 Recordsatafime Next> Last ==

6. In the CDC+ Plan, click on the Planned Services tab. For
each planned service, select to open the details page.
Update the following fields:

a. End Date =the CDC+ end date.
b. Planned Service Status = do not change.

s Well
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7. When finished, click File > Save and Close Planned

Service.
O, e John Sheppard Plan Information
Op [‘;‘ Nned I Last Updated by jbuck
at 321/2018 1:31-58 PM
File Reports
| Paninfomation | Plan Details

Planned Services Division A5
Program APD Waiver | Details

Qs Needs .
Worker

Plan Notes Cost Plan Creation Date * 04012018 |
Comments
Status
Cost Plan Begin Date * orzots |
Cost Plan End Date * 06302018 |

8. Select the Plan Information subpage. Update the following
fields:

a. Cost Plan End Date = the CDC+ end date.
9. Click File > Save and Validate Plan.

10.Complete Plan Validation.

11.0nce the plan has passed validation, the changes must also
be made to the authorization using the Update
Authorization functionality in APD iConnect. This will end
date authorizations and update the amount unauthorized on
the budget details screen.

12.0n the planned services details page, a message will display
to the user until this update is completed.

Opd iConnect John Sheppard Planned Service
: Last Updated by jbuck

at 321/2019 1:38:53 PM
File

‘ Rlappexl Seooce ‘ @ This planned service is out of sync with one or more of the authorizations to which it is linked.

Planned Services

13.Navigate to the Planned Services subpage.
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14.Click the checkbox next to the services that were updated.

15.Click File > Update Authorization. A success notification
window displays, and the authorization is updated. Only
after passing Plan Validation, will the Update Authorization
menu option appear on the Planned Services tab.

16.If the Consumer no longer needs APD services, proceed to
the Chapter on Case Closure.

17.1f the consumer will continue to receive APD services, the
CDC+ Consultant will create a new plan record to house the
APD waiver services. To do so, in the existing CDC+ plan,
click File > Duplicate to duplicate the Plan. This copies the
CDC+ plan and planned services.

o g Marianne Smith Plan Information
OO0 iConnedt Last Updated by jtiemey
at 4/9/2018 11:43:24 AM

File Reports

Duplicate e
Spell Che
APD

Save and Add Need Details
Save and Add Planned Service Tiemey, Jacqueline v
SEE PR Date * 041092018 |
Save & Close Plan
History
print
Close Plan Information ite 04/09/2018 |2

Cost Plan End Date =

18.The new copied plan record will automatically open. Update
the following fields:

a. Program = APD Waiver

b. Cost Plan Begin Date = day after the CDC+ program
end date

c. Cost Plan End Date = End of Fiscal Year
d. Status = Draft

19.When finished, click File > Save Plan.
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20.The CDC+ Consultant will link the APD waiver plan to the
Budget. Navigate to the Consumer Budget tab. Open the
current budget. Notice in the Program field, APD Waiver and
CDC+ are already selected. Make no changes.

oCd iConnect

File
| Budget | Budget ID 25279
Linked Plans Approval Date 04/22/2020
Fiscal Year * 2021 ~
Linked Authorizations » | [coce
I—’ APD Waiver
»
Program(s)
4
El
“«

21.Select the Linked Plans subpage.

22.The original APD waiver plan and the CDC+ plan will be
displayed. Make no changes.

23.From the File menu, select Link to Plan.
File Tools
Link to Plan

Print e M [+

Close Linked Plans

Linked Authorizations

24.The Link to Plan window displays and the new APD waiver
plan is listed. Select the APD waiver plan for the same fiscal
year by clicking on the carat at the end of the row and click
Link.

opd wonnect Link to Plan
! 5/1/2020 1:50 PM

File Tools

Filters

Fund Code ﬂ +

1 Link to Plan record(s) returned - now viewing 1 through 1

Fund Code Program Plan Start Date Plan End Date Worker Status

APD APD Waiver 07/01/2020 06/30/2021 H Approved -
Link
<<First <Previous Retrieve {5 |Recordsatatime Next> Last>>
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25.The page refreshes and all three plans are now linked to this
budget. You can close the Linked Plans page.

26.Return to the new APD waiver plan. If there are any planned
services not being continued on the APD waiver plan, use
the WSC Cost Plan Adjustment role to delete them. See the
Remove Planned Services section.

27.Using the WSC/CDC+ role, update all other planned
services. For each planned service, update the following
fields:

a. Start Date: the same as the cost plan begin date
b. End Date: the same as the cost plan end date

c. Index/SubObject Code = Waiver ISO

d. Unit of Measure = select based on the service

selected

e. Units Per = Total units needed for each unit of
measure

f. Provider ID = search for and select the waiver
provider.

28.When finished, click File > Save and Close Planned
Service.

29.1f necessary, add any new planned services not included in
the copied CDC+ plan. From the File menu, select Add
Planned Services.

30.The Planned Service details page display. Update the
following fields:

a. Start Date: the same as the cost plan begin date
b. End Date: the same as the cost plan end date

c. Index/SubObject Code = Waiver ISO

d. Unit of Measure = select based on the service

selected

e. Units Per = Total units needed for each unit of
measure

f. Provider ID = search for and select the waiver
provider.
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31.When finished, click File > Save and Close Planned
Service.

32.In the new APD waiver plan, perform Plan Validation. Click
the Plan Information subpage and proceed to the Plan
Validation section of this manual.

33.0nce the plan has passed validation, authorizations for the
APD waiver services will be created. When authorizations
are created, the amount unauthorized on the budget details
screen is updated.

34.0nce the Planned services have passed plan validation or
have been reviewed by the Region or State Office reviewer
and approved, the Create Authorization option will be visible
to the user. The WSC will create the authorizations.

35.Click the Planned Services subpage.

36.Add a check next to each Planned Service that has been
validated and is ready to be pushed to an Authorization.

37.Click File > Create Authorizations.

o iCennect
File  Tools
Add Planned Service
Create Authorization(s)

Print Create Authorization(s) |
Close Plined Services

38.The message Authorization Created will display if it was
successful and an Auth ID will be assigned. The details of
the Authorization are visible on the Planned Service and the
Authorization tab.
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Chapter 13 | Other Non-Waiver Eligible Settings —
Admission

1.

File

The Waiver Support Coordinator or Waiting List Support
Coordinator will document the consumer’s admission to a
jail, nursing home, rehab center, hospital. To begin, log into
APD iConnect and set Role = WSC/CDC or Region Waiting
List Workstream Worker. Click Go.

Welcome, Sue WLCoordinator | My Dashboard Sign Out Role

0 iConnect 472612018 7-42 AM Region Waiting List Workstream Worker  [v] w

Quick Search

Consumers | | LastName v| W ADVANCED SEARCH

L

MY DASHBOARD CONSUMERS FROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

. Navigate to the consumer’s record and click on the Notes

tab. Click File > Add Note.

In the new Note record, update the following fields:
a. Division = APD

Note Type = Facility Placement

Note Subtype = Consumer Admitted

Status = Alert

Enter details about the facility placement

Then click File > Save and Close Notes

~®o0C

Saving a Note with Note Type = Facility Placement and Sub
Type = Consumer Admitted, triggers a Workflow Wizard with
two ticklers for the secondary worker on the Division record:

a. Change the living setting on the demographics page
(due immediately)

b. Verify Consumer to Remain on Wavier (due in 60
days and visible via My Dashboard.

Click the Change the living setting on the demographics
page tickler to open the demographics list view page.

From the Edit menu in the top toolbar > select Edit
Demographics.
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. John Sheppard Demographics
Opd iCgnnect Last Updated by jouck
at 8/25/2015 10:16:34 PM
File Edit Jfools Reports  Word Merge

Edit Demaographics

Workflow Wizard

Demographics

Change the living iConnect ID 10106 Wedicaid ID 12314582
setting on the Salutation Age a6
demographics page

Last Name sheppard Race

First Name John Ethnicity

Consumer Photo Warital Status

Middle Name Living Setting

7. Update the following fields:
a. Living Setting = select applicable value

. ) John Sheppard Demographics
opd ionnect grap

Last Updated by jbuck
al 812572013 10:16:34 PM

File Tools Reports

Date of Death [

DOD File Number

Vital Statistics Cause of Death

Gender AHCA Licensed Adult Family Care Home
Race AHCA Licensed Assisted Living

- AHCA Licensed ICF/DD
Ethnicity AHCA Licensed Nursing Home

APD Developmental Disabilities Center

APD Developmental Disabilities Defendant Program

APD Licensed Facility - Comprehensive Transitional Education Program (CTEP)
Suspected Developmental Disability APD Licensed Facility — Foster Home (Capacity 1-3)

APD Licensed Facility — Large Group Home (Capacity 7-15)
APD Licensed Facility — Residential Habilitation Center
APD Licensed Facility — Small Group Home (Capacity 4-6)
DCF Licensed Foster or Group Home

Department of Juvenile Justice Facility

Marital Status Family Home

Hospital — Non-Psychiatric

Competency *

Living Setting
Referral Source ‘L?ﬁgﬁgg:"' Living
SSN* Supported Living

8. When complete, click File > Save and Close
Demographics.

9. Return to the open Workflow Wizard window. From the
tickler flyout menu > Select Complete.

10.The Verify Consumer to Remain on the Waiver tickler will be
visible via My Dashboard because it is not due for 60 days.

11.From My Dashboard > select Consumers > ticklers to open
the Tickler queue.

12.Select the Verify Consumer to Remain on the Waiver tickler.
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Opd iConnect Welcome, Jennifer Buck | Ticklers

B8/252018 11:18 PM
File

Filters-
Status ﬂ Equal To ﬂ New ﬂ ANDﬂ x
iConnect ID ﬂ +

(] Apply Alert Days Before Due
["Scarch | "Reset |

510 Ticklers record(s) returned - now viewing 1 through 15 /

Consumer Name iConnect 1D Tickler P(
Verify Consumer to Remain on Wavier

Date Created »
08/25/2018

Date Due
10/24/2018

Date Completed Status Assigned To

Sheppard, John 10106 New Buck, Jennifer

13. A message tickler displays: Verify that the consumer will remain
on Waiver or Waiting List, if not, proceed to Disenroliment. If
consumer remains on Waiver or Waiting List send note to Waiting
List or Waiver Workstream Lead.

Message from webpage - @

Verify that the consumer will rerain on Waiver or Waiting List, if not,
! % proceed to Disenrcllment. If consumer remains on Waiver or Waiting
List send note to Waiting List or Waiver Workstream Lead.

14.Navigate to the consumer’s record to verify that the
Consumer is Medicaid eligible and all other criteria have
been met to enroll in the waiver.

15.1f the consumer will not remain on the Waiting List or Waiver,
proceed to the Waiver Disenrollment section.

16.If the consumer will remain on the Waiting List or Waiver,
send a note to the Waiting List or Waiver Workstream
Worker.

17.Navigate to the consumer’s record and click Notes > File >
Add Note.

18.1n the new Note record, update the following fields:
a. Division = APD
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Note Type = Facility Placement
Description = Remain on the Waiver
Note = enter details

Note Status = Complete

Note Recipient — search for and select the Waiting
List or Waiver Workstream worker.

~®o0C

19.When finished, click File > Save and Close Notes

20.1n the Tickler Queue, hover over the arrow next to the Tickler
to click Complete.

3 Ticklers record(s) returned - now viewing 1 through 3

Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Verify Consumer to Remain on Wavier 04/26/2018 06/25/2018 New c ) - 4
ance
Smith, Marianne 10043 Create Note to Document Waiver Work Stream Lead Response to Alert 04/26/2018 06/25/2018 New 4
Smith, Marianne 10043 Close any duplicate referrals for this admission 04726201 04/26/2018 New Edit 4
<= First <Previous Refrisve 45 Records atatime Next= Last == Reassign

Complete
/ View COI‘{]H!IS Record

21.The Waiver Workstream Worker will view this note via My
Dashboard > Consumers > Notes.
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Chapter 14 | WSC Reassignment

Introduction

In some instances, a change in the assigned Waiver Support
Coordinator is warranted. These instances can be initiated
by the Consumer, the WSC, or circumstances that were
generated a need for the change. This Chapter outlines the
required steps to reassign WSCs for an individual Consumer
or a group of Consumers.

Reassignment Notification

Consumer notifies the local regional office of his/her desire
to change Waiver Support Coordinators. Upon receiving a
notification of a Consumers desire to change Waiver Support
Coordinators, Region Staff initiate the process by adding a
Note in APD iConnect.

1. To begin, log into APD iConnect and set Role = Region
Waiver Workstream Worker. Click Go.

; Role
. Welcome, Jennifer Buck | My Dashboard
Opd iConnect AN32018 12:42 PM Sign Ot "o jion Waiver Workstream Worker ~]
File
Quick Search
| Gonsumers (]| [ Lestiame | G ADVANCED SEARCH

| MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

2. Navigate to the Consumers record and click the Notes tab >
click File > Add Notes.

Marianne Smith Notes Sign Out Role —

Og’i\ J iConnect Last Updatad by jtiomey Regional Staff v W
a1 6/412018 1:45:27 PM
File Tools Reports Ticklers View Consumer Incident
Quick Search
| Consumers [v] | LastName v (el VANG -
[ participating
MY DASHBOARDT CONSUMERS PROVIDERS INCIDENTS CLAIMS REPORTS

Smith, Marianne (10043)
Diagnosis | Eligibility | Medications = Auths = Provider Documentation = Contacts  Consumer Module User
Demographics | Divisions | Consumer Budgets | Programs | Provider Selections | SANS | Notes | Forms | Appointments | Plans | WaitingList | Payers
Filters.
Note Date j +
| Search [ Reset |
99 Notes records) returned - now viewing 1 through 15

Note Date Note By Note Type Note Sub-Type Description Status Date Completed = Attachment
05/04/2018 | Tierney, Jacqueline Forensic Annual Review 24 Month Review Complete | 05/04/2018 No
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3. The Note Details page is displayed. Update the following
fields:

a. Division = APD
b. Note Type = WSC Change Request

NOTE: WSC and Service Providers cannot see this
Note Type

c. Note Subtype = Consumer Requested Selection Form
Sent

d. Note recipient = click the ellipsis to search for and
select Waiver Workstream Lead worker record.

e. Status = Complete
f. Attach all supporting documentation

Opd iConnect Alice Sheppard = Notes
} 5/4/2013 12:25 PM
File Tools
Notes Details
Division * APD V|
Note By * |Buck, Jennifer v
Note Date * 05/0412018 |
Program/Provider | v
Note Type * _. |WSC Change Request v
Note Sub-Type _» |Consumer Requested Selection Form Sent V|
Description
sent the form to the consumer
Note
Status * . Complete v
Date Completed 05/04/2018

4. Click File > Save and Close Notes

5. The WSC Selection Form and other supporting documents
will be printed and mailed to the Consumer.
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WSC Selection — New Agency/Provider

The Consumer notifies the local regional office of his/her
newly selected Waiver Support Coordinator agency or solo
provider. Upon receiving the notification, the Region Staff
will add a Note in APD iConnect to begin the reassignment
process.

New WSC Selected - Add a Note

1. To begin, log into APD iConnect and set Role = Region
Waiver Workstream Worker or Lead. Click Go.

2. Navigate to the Consumers record and click the Notes tab >
click File > Add Notes.

) ; Role
o s Marianne Smith Notes Sign Out —
O: U iConnect Last Updaled by ftiemey * | | Regional Staff | W
a1 6/412018 1:45:27 PM
File Tools Reports Ticklers View Consumer Incident
Quick Search
| Consumers [v] | LastName v (el VANG -
[ Participating
MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS REPORTS

Smith, Marianne (10043)
Diagnosis | Eligibility | Medications | Auths | Provider Documentation | Contacts = Consumer Module User

Demographics | Divisions | Consumer Budgels | Programs | Provider Selections | SANS | Notes | Forms | Appointments | Plans | WailingList | Payers
Filters

Note Date j +

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

Note Date Note By Note Type Note Sub-Type Description Status Date Completed = Attachment
05/04/2018 | Tierney, Jacqueline Forensic Annual Review 24 Month Review Complete | 05/04/2018 No

3. The Note Details page is displayed. Update the following
fields:

a. Division = APD

b. Note Type = WSC Selection
c. Note Subtype = WSC Transfer — Agency
d. Status = Complete
e. Attach all supporting documentation
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Q@ iConnect Alice Sheppard
5/472018 12:39 PM
File Tools
Notes Details
Division *
Note By * [Buck, Jennifer W
Note Date * 05/04/2018  |F
Program/Provider | v|
Note Type * _. |WSC Selection N
Note Sub-Type ﬁ |W'SC Transfer - Agency Vl
Description
Consumer requested to change WSC agencies
Note
Status * [Complete hd
Date Completed 05/04/2018

4. Click File > Save and Close Notes.

5. Upon saving the Note, a Workflow Wizard will trigger with
the following Ticklers for the User.

a. Notify all Providers via an Alert Note
b. End date records for current WSC
c. Create records for New WSC

6. The actions to take for each are listed in the following
sections.
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Notify All Providers via an Alert Note

The Consumer has notified the local regional office of his/her
newly selected Waiver Support Coordinator and the Region
Waiver Workstream Lead has created a Note in the section
above to begin the reassignment process. This note triggers
a Workflow Wizard with a tickler to Notify All Providers via
and Alert Note.

1. To begin, the user would have just saved the WSC Selection
Note and triggered the Workflow Wizard. The ticklers are
displayed in a new window. Click the tickler to Open it.

Op‘d iConnect Welcome, Jennifer Buck = Workflow Wizard
) 6/25/2018 1:30 PM
File
Workflow Wizard
Motify All Providers via an 5
Alert Note
End Date records for 5
Current WSC
Create records for New 5
WSC
2. The ticklers are also visible via My Dashboard at any time.
To begin log into APD iConnect and set Role = Region
Waliver Workstream Lead. Click Go.
§ Role
Wel . Jennifer Buck = My Dashboard -
O@j iCcnnect 5;4?:;???2:[,:2:;er e y Dashboan Sign Out Region Waiver Workstream Lead [v] @
File
Quick Search
| Consumers ﬂ Last Name ﬂ @ ADVANCED SEARCH
[ participating
‘M‘I’ DASHBOARL CONSUMERS PROVIDERS INCIDENTS CLAIMS REPORTS

3. Navigate to the My Dashboard and find the Consumers
section. Scroll down to the Ticklers panel and click into the
linked number of outstanding Ticklers to access the Tickler
Queue.
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B Role
a ) Welcome, Jennifer Buck =~ My Dashboard Sign Out
Oﬁj l(x(:“ncfi 5/4/2018 211 PM Region Waiver Workstream Lead ﬁ
File
Quick Search
Consumers Lest Name @ © ADvANCED sFARCH
PAYDASHBQARq CONSUMERS | PROVIDERS | INCIDENTS | CLAIMS | SCHEDULER ‘ REPORTS
CONSUMERS INCIDENTS PROVIDERS TASKS
Division v H Disposition v HNM (v) ‘ ‘ My Management (v
‘My Enroliments v H Screening Priority v HReferra\s ‘
‘ Provider Selections v H Status v ‘
Notes v H My Incident Queue v ‘
Alert Notes v H My Incident Tickiers v ‘
Ticklers ‘ Alert Notes v ‘
Ticklers _. 83

4. From here, user the multi variable search to find the Tickler.
Click Search

Connect Welcome, Jennifer Buck = Ticklers
i 51412013 2:17 PM

File
()-Filters

Status Equal To New AND ®
Last Name Containg sheppard AND ®

iConnect ID ¥

O Apply Alert Days Before Due

arch | Reset |
100 Ticklers record(s) returned - now viewing 1 through 15
Consumer Name | iConnect 1D Tickler Name Date Created + Date Due Date Completed = Status | Assigned To
Sheppard, Alice 10053 Create records for New WSC 05/04/2018 05/04/2013 New Buck, Jennifer L3
Sheppard, Alice 10053 End Date records for Current WSC 05/04/2018 D5/04/2018 New Buck, Jennifer 4
Sheppard, Alice 10053 Notify All Providers via an Alert Note ‘_ 05/04/2018 05/04/2018 New Buck, Jennifer 4

Tip

When searching for a future Tickler, remember
to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

adm WellSky June 2023 Page 417



Case Management Module Chapter 14 | WSC Reassignment

5. Click the Notify All Providers via an Alert Note tickler to
Openit. The Notes Detail page displays.

6. Update the following fields:
a. Division = APD
b. Note Type = WSC Selection
c. Note Subtype = Notification of WSC Change
d

Note = Add the message you want the providers to
see each time they login into the account.

e. Status = Alert

Opd iCennedct Alice Sheppard =~ Notes

5/4r2018 2:21 PM

File Tools

Workflow Wizard Notes Details
Set the note status to "Alert” Division *
Notify All Providers via Note By * ‘ Buck_ Jennifer v
an Alert Note -
Note Date * 0s/a01e |7
Program/Provider V|
Note Type * [WSC Selection vl
Note Sub-Type ‘Notiﬁcatian of WSC Change V|
Description
Add the message you want the providers to see each time they login into the
account.
Note
Date Completed

7. Click File > Save Notes. The Tickler is marked as

complete.
Opd iConnect Welcome, Jennifer Buck = Workflow Wizard
) 5472018 2:24 PM
File
Workflow Wizard
Blotifs _-" Provadare vz an 5
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End Date Records for Current WSC

1. Return to the Workflow Wizard and find the Tickler called
End Date Records for Current WSC tickler.

2. If the person receiving the tickler is not the Waiver Liaison
assigned to the current WSC, hover over the arrow next to
the Tickler to click Reassign to reassign it to the correct
person.

3. Otherwise, click to open the Tickler. The following message

displays:
Opd iCennect Welcome, Jennifer Buck | My Dashboard
5/0/2013 5:23 PM
File
Workflow Wizard Navigate to the Provider Selection record for the Current WSC and update the Disposition to "WSC Transfer Out" and record the WSC
Transfer End Date, then navigate to the Plans and end current WSC Planned Service and Authorization.

Notify All Providers viaan | ,
Alert Note

Create records for New 5

End Date records for
Current WSC

4. Users can click the View Consumer Record option from the
tickler flyout menu to navigate quickly to the Consumer
record from the tickler or can complete a quick Search to
navigate to the consumer’s record.

Opd iConnect Welcome, Jennifer Buck = My Dashboard
5/9/2018 5:23 PM
File
Workflow Wizard Navigate to the Provider Selection record for the Current WSC and update the Disposition to "WSC Transfer Out" and record the WSC

Transfer End Date, then navigate to the Plans and end current WSC Planned Service and Authorization.

Notify All Providers via an

Alert Note

reate records for New

WSC
End Date records for
Current WSC
Open

Cancel

Edit
Reassign

Complete

el Ve Consumers Record
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5. Click the Provider Selection tab. From the list view grid,
select the applicable WSC Provider Agency record. The
provider detail page displays.

6. Update the following fields:
a. Disposition = WSC Transfer Out
b. Disposition Date = enter date the Disposition was

changed
c. WSC Transfer End Date = enter the end date (last day of
the month)
Alice Sheppard Provid
o@D wonnect e

at 5/9/2018 5:35:57 PM

File  Word Merge

‘ Provider ‘ Division * APD
Providar Workers Selected By Buck, Jennifer | Clear] Details
Selection Date 04302018 |
Beds :
Provider * WSC Agency1 Details
Events Referral Type * |Waiver Support Coordinator V|x
Track Disposition Disposition * WSC Transfer Out v ‘_
Disposition Date 04302018 |
WSC Transfer Effective Date E
WSC Transfer End Date 05312018 |
|
Comments

7. Click File > Save and Close Provider

8. Continue with the second part of the message tickler, to end
date the Current WSC Planned Service and Authorization.

9. Click the Plan tab. Select the APD waiver Plan to open the
Plan Details page. Click the Planned Services subpage.
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Alice Sheppard | Planned Services

5/9/2018 5:43 PM

oQd iConnect

File  Tools

(V)-Filters

Max Amount +

Plan Information

QS| Needs
5 Planned Services record(s) returned - now viewing 1 through 5
Plan Notes
. Service . o Total No | Unit Max Begin Auth
Provider . Code Service Description of Units | Type Rate Amount Date End Date D O
4250 Specialized Mental Health Counseling Assessment | 1.0000 | Units | $128.21 | §128.21 | 04/01/2018 | 06/30/2018 O
APD Test Life Skills Development - Level 2 (Supported 15
Provider 4083 Employment - Individual) 260.0000 mins $9.56 | 5248560 | 04/01/2018 | 06/30/2018 O
Generic
CDC+ 4445 Consumable Medical Supplies (non-CDC) 36.0000 |ltem |32.00 |[$72.00 04/01/2018 | 04/09/2018 O
Provider
Generic
Chc+ 4400 | Consultant- CDC 3.0000 | Month| 514269 | 5446.07 | 04/02/2018 | 06/30/2018 O
Pravider
_» fgsegcw 4270 Support Coordination 6.0000 Month | $148.69 | §892.14 | 01/01/2018 | 06/30/2018 O

306.0000 $4,024.02

10. Select the Support Coordination planned service to open the
details page.

11.Change the End Date. The page refreshes and the totals

update.
o iennect Alice Sheopard | Planned Service
921/2015 5:54 AM
File
Planned Services
Division
Begin Date o1/012019 |
Ena oate —— 502010 |
Index/SubObject Code * mexcode | Index Description SubObject SubObject Description
Statewide Statewide Waiver iBudget Waiver
Service Ratio
Consumer County *
Provider Rate Type
SeniceCode- cwwe |
Service Description ‘ {4270) Support Coordination
unt 1pe
Units of Measure *
Rate-
Total No of Units
Amount Requested l:l
Provider ID B o-tais
planned service comments
Comments * go here

Contract Number
Planned Service Status
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12.Click File > Save and Close Planned Service.

13. A notification displays for the user that the planned service is
out of sync with the authorization. The changes to the
planned service must also be made to the authorization.

O iConnect

File

John Sheppard

Last Updated by jbuck
I at 021/2018 12:26:12 PM

Blangedenie | 0 This planned service is out of sync with one or more of the authorizations to which it is linked.

Planned Services
Division

Begin Date

End Date

Index/SubObject Code *

Service Ratio
Consumer County *
Provider Rate Type *
Service Code *
Service Description
Unit Type

Units Per *

Units of Measure *
Rate *

Total Mo of Units
Max Amount

Amount Requested

Comesponding Auth No.

Provider ID

Provider

Comments *

Contract Number

Planned Service Status

APD
07012018 |
a0 |

| IndexCode | Index Description | SubObject SubObject Description

SunCoast  SunCoast Region ‘Waiver iBudget Waiver

BAKER

Go12:UC

(4270) Support Coordination
Month

1.00

514869

3.0000

$446.07

219
10035 Details
WSC Agency

planned service comments

14.To do so, select the Planned Services subpage.

15.Click the checkbox next to the planned service that was

updated.

16.Click File > Update Authorization. A success notification
window displays, and the authorization is updated.
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John Sheppard Planned Services

91202018 1225 PM

File  Tools

Add Planned Service s

Create Authorization(s) \mount +
i Print

Janned Services record(s) returned - now viewing 1 through 4

Provider. | Service Code Service Description T"y':z Rate | Max ngq":::'z(n TotalNoof | Begin | £nd pate p""’.ir‘;'ﬁ"e"’"” Service C"C':J':"';' |
| Fend HO043:uC;SC | {#73) Residential Hablitation - | 5129.08 | 384,357.43 731.0000 O7/1/2015 | 061302020 | Solo 11 BAKER =]
3| WSC Agencyt G9012:UC (4270) Support Coordination Month $14369 | 5446.07 3.0000 07/01/2018 | 09/30/2013 | Agency BAKER E
1| WSC Agency1 Ge012:.uc (4270) Support Coordination Month $14568 |$1,78428 12.0000 070112018 | 06/30/2018 a
31| WSC Agency2 | GBD12:UC (4270) Support Coordination Month $14568 |$1,78428 12.0000 07/01/2018 | 06/30/2018 a
$98,372.11 758.0000
<<First  <Previous Refiieve| 15 |Recordsatatime Nedts>  Lasts>
17.The authorization details can be viewed by selecting the +
next to the edited planned service or from the Authorization
tab.
mj iConnect John Sheppard Planned Services
92172018 12:36 PM
File  Tools
Plan Information (9)-Fitors
pemsew | T2
4 Planned Services record(s) returned - now viewing 1 through 4
Plan Notes E
o s o] eveotmton | U8 [ e | Mo | Amowe | ool | Bun [ ey | Covee | Somes | Comme [
m| Fending HO043:UG:sc | {3175) Residential Habiitation - | by $129.08| 594,357 48 731.0000 07/0172018 | 08/30/2020 | Solo B BAKER O
WSC Agencyl GaM2UC (4270) Support Coordination Month 514569 | 544607 3.0000 07/01/2018 | D9/22/2013 | Agency BAKER O
| ‘ Auth ID ‘ Auth Svc ID | Auth Start Date ‘ ‘Auth End Date ‘ ‘Auth Status ‘ ‘Auth Svc Start Date | Auth Svc End Date Auth Svc Status | ‘Auth Svc EDI Status
| [1208a1  [218 0712018 |osrz2ra018 | Approved |omi2018 | 0arz2rz018 Approved | Ready to Send
E‘WSCAgancyW ‘GBDWZ uc |(427m5u“mr:uumimnn |Mumh |s|45,se‘s1‘m25 | ‘12 0000 ‘nmmma |ﬂsf3m2ms ‘ ‘ |D‘
&| WSC Agency? | GOD12:UC ({4270) Support Coordination Month 514369 51,7428 12.0000 07/01/2018 | D6/30/2019
$98,372.11 758.0000
<<First  «<Previous Retrieve| {5 Recordsatatime Ned>  Lastz>
- i ¢
q}j iConnect Alice Sheppard Auth
Last Updated by jbuck
at 5972018 5:22:54 PM
File Reports  Ticklers  View Consumer Incidents
Sheppard, Alice (10053)
‘ Diagnosis ‘ Eligibility ‘ Medications Provider Documentation ‘ Contacts ‘ Consumer Module User |
‘ Demographics ‘ Divisions ‘ Programs ‘ Provider Selections ‘ Notes ‘ Forms ‘ Appointments ‘ Plans ‘ ‘Waiting List ‘ Payers ‘ Legal Issues ‘
(V)-Filters
Auih Senvce EDI Status|v| Eual To Reaty to Send Ao (x
Division +
Ea
——3J Auths record(s) returned - now viewing 1 through 3
Division Provider PA Number Auth ID Start Date End Date Status Cancelled
Aﬁ WSC Agency1 140676 04/01/2013 06/30/2018 Approved No
APD APD Test Provider 140675 04/01/2013 06/30/2018 Approved No
APD A Test Provider 140689 04/01/2018 06/30/2018 Approved No
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18.Upon completing the tasks outlined in the message tickler,
navigate back to the workflow wizard screen. Click
Complete from the tickler flyout menu. The tickler is marked
as complete.

o0 iConnect

File

Workflow Wizard

Motify All Provadars via an

Alart Mote

»

ate records for New

3

End Date records for

!

Current WSC 5
Cancel
Edit
Reassign
_. Complete

View Consumers Record

Create Records for New WSC

1. To begin, the user would have just saved the WSC Selection
Note and triggered the Workflow Wizard. The user will be
prompted to create new Provider Selection records for the
new WSC and later change the Primary Worker to the new
WSC (real time.) The user will also be prompted to end date
the Provider Selection Record and Authorization for the
current WSC and later close the current WSC Provider
Record (real time.)

2. The ticklers are displayed in a new window. Click the tickler
to Open it.
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o :EF iConnect Welcome, Jennifer Buck =~ Workflow Wizard
’ 6/25/2015 1:30 PM

File

Workflow Wizard

Notify All Providers via an
Alert Note

End Date records for
Current WSC

Create records for New
WS

vl

3. The ticklers are also visible via My Dashboard at any time.
To begin log into APD iConnect and set Role = Region
Waiver Workstream Lead. Click Go.

; Role
- ] Welcome, Jennifer Buck | My Dashboard Sian Out
Ogj iConnect 5412018 12:33 PM e Region Waiver Workstream Lead [v] @
File
Quick Search
Consumers ﬂ Last Name ﬂ @ . ADVANCED SEARCH
h(‘{ DASHBOARE‘ COMNSUMERS | PROVIDERS ‘ INCIDENTS CLAIMS ‘ SCHEDULER ‘ REPORTS

4. Navigate to the My Dashboard and find the Consumers
section. Scroll down to the Ticklers panel and click into the
linked number of outstanding Ticklers to access the Tickler

Queue.
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; Role
N ) Welcome, Jennifer Buck = My Dashboard Sign Out
Om iCennect S/4/2018 211 PM Reegion Waiver Workstream Lead ﬁ
File
Quick Search
Consumers Last Name @ (~) | ADVANCED SEARCH
PYDASHBOAR% CONSUMERS| PROVIDERS ‘ INCIDENTS | CLAIMS | SCHEDULER | REPORTS
CONSUMERS INCIDENTS PROVIDERS TASKS
Division v ‘ Disposition v HNotes HMyManagemem (v)
‘My Enroliments v HScreemng Priority v HReferra\s ‘
‘ProviderSelections v ‘ Status v ‘
Notes v HMyIncidentQueue v ‘
Alert Notes v mecident'ﬁcklers v ‘
Ticklers ‘ Alert Notes v ‘
Ticklers ﬁ 28

5. From here, user the multi variable search to find the Tickler.

Click Search
0'¢ l Connect Welcome, Jennifer Buck ~ Ticklers
5/412018 217 PM
File
(V)-Filters
Status Equal To New AND %
Last Name Containg sheppard AND %
iConnect ID +
O Apply Alert Days Before Due
100 Ticklers record(s) returned - now viewing 1 through 15
Consumer Name | iConnect ID Tickler Name Date Created v =~ Date Due | Date Completed | Status | Assigned To
Sheppard, Alice 10053 Create records for New WSC h 05/0412018 05/04/2018 MNew Buck, Jennifer | »
Sheppard, Alice 10053 End Date records for Current WSC 05/04/2018 05/04/2018 MNew Buck, Jennifer |
Sheppard, Alice 10053 Notify All Providers via an Alert Note 0510412018 05/04/2018 New Buck, Jennifer |
Tip

When searching for a future Tickler, remember
to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.
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6. Find the Tickler called. Create records for New WSC
tickler to open it.

a. If the person receiving the tickler is not the Waiver
Liaison assigned to the current WSC, hover over the
arrow next to the Tickler to click Reassign to reassign
it to the correct person.

b. Otherwise, click to open the Tickler. The following
message displays:

Message from webpage &J

Mavigate to the Provider Selection, create a new record for the New
l % WSC with a disposition of "WSC Transfer In" and record the WS5C
Transfer Effective Date,

7. To complete the Tickler, click the View Consumer Record
option from the tickler flyout menu to navigate quickly to the
Consumer record from the tickler or can complete a quick
Search to navigate to the consumer’s record.

OOd iCennect Welcome, Jennifer Buck =~ My Dashboard
4/30/2018 2:09 PM
File
Workflow Wizard Navigate to the Provider Selection. create a new record for the New WSC with a disposition of "WSC Transfer In" and record the WSC Transfer

Effective Date

E——r
WSC Open
* Cancel
Edit
Reassign

Complete

View Consumers Record

8. Click the Provider Selections tab.

9. Click File > Add Provider. The Provider Selection Detail
page opens.
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Opd iConnect Alice Sheppard = Provider
5/8/2018 1:27 PM

File

Division *

Selected By Buck, Jennifer [ - | Clear’| Details

Selection Date 05092018 | &

Provider * _h, WSC Agency1 [ | Clear | Details
Referral Type * |Waiver Support Coordinatar V|’r

Disposition * |WSC Transfer In__ V|

Disposition Date 05092018  |&

Provider Worker * _h, Reed, Monica [ | Clear| Details

WSC Transfer Effective Date 05012018 | +—

WSC Transfer End Date Ed

Comments |

10.Update the following fields:

a. Division = default to APD
Selected by = defaults to Self
Selection date = defaults to today

Provider = select the ellipsis to search for and select
the new WSC Agency

Referral Type = Waiver Support Coordinator
Disposition = WSC Transfer In
Disposition Date = defaults to today

Provider Worker = search for and select the new
WSC Worker.

WSC Transfer Effective Date = enter the effective
date of the transfer

oo o

Sa ~o

11.Click File > Save and Close Provider.

12.Upon completing the tasks outlined in the message tickler,
navigate back to the workflow wizard screen. Click
Complete from the tickler flyout menu. The tickler is marked
as complete.
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Workflow Wizard

[ £ A e Pt 3 5y
hlohhe All Prosadaors wia an

A art [ ote

B Create records for New
WSC Open

k

Cancel
Edit

Reassign

_—. Complete

View Consumers Record

Add a new Planned Service for the new WSC, validate
and create the authorization

1. Upon saving the Provider Selection Record with a
Disposition = WSC Transfer In, a Workflow Wizard will
trigger for the user with three Ticklers.

a. Add a new Planned Service for the new WSC, validate
and create the Authorization.

b. On the effective date, update Primary Worker on the
Division record to the new WSC

c. On the effective date, close Previous WSC's Provider
Selection Record by changing the disposition to Closed.
The end date and WSC-Transfer Out disposition were
updated on the previous WSC'’s Provider Selection
record in an earlier step for tracking purposes. This
tickler is for the WSC to close the Previous WSC
Provider Selection record which removes access to the
consumer’s record for the previous WSC.

2. From the open Workflow Wizard window click the Add a
new Planned Service for the new WSC, validate and
create the authorization tickler. The Plans list view
displays.
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O iConnect

File

Workflow Wizard Filters

Division

M T+

3 Plans record(s) returned - now viewing 1 through 3

Navigate to the Plans tab and add a
Planned Senvice, validate, then create
the Authorization:

Add a new Planned
Service for the new

John Sheppard
9/13/2018 3:14 PM

Plans

WSC, validate and

create the Authorization

Division Program Cost Plan Creation Date v | Closed Date Worker Status | Cost Plan Begin Date

Cost Plan End Date

On the effective date

close Previous WSC's Ry

APD Waiver | 09/10/2018 Buck, Jennifer | Draft 07/01/2018

06/30/2020

v

Provider Selection record APD 06/01/2018 Buck, Jennifer | Draft

by changing the

Disposition to Closed APD

APD Waiver | 04/01/2018 Buck, Jennifer | Draft 07/01/2018

06/30/2020

On the Effective Date
update the Primary o
Worker on the Division
record to the new WSC

<< First < Previous Retrieve {5 |Recordsatatime Next=> Last »>

3. Click the APD waiver Plan. The Plan Information page
displays.

4. Click the Planned Services subpage.

o(d iConnect

Alice Sheppard

Planned Services

2972018 5:43 PM
File Tools
Plan Information (-Fiters
S — Max Amountﬂ e
Planned Services |
Ceq Roce
QS Needs bl Bl
5 Planned Services record(s) returned - now viewing 1 through 5
Flan Motes
- Service - . Total No | Unit Max Begin Auth
Provider . Code Service Description of Units | Type Rate Amount Date End Date D O
4250 Specialized Mental Health Counseling Assessment | 1.0000 | Units | $128.21 |§128.21 | 04/01/2018 | 06/30/2018 O
APD Test Life Skills Development - Level 2 (Supported 15
Provider 4083 Employment - Individual) 260.0000 mins §9.56 |$2,48560|04/01/2018 | D6/30/2018 O
Generic
CDC+ 4445 | Consumable Medical Supplies (non-CDC) 36.0000 |lem |32.00 |572.00 |04/D1/2018 | 04/09/2018 O
Provider

5. Click File > Add Planned Service.

6. A new Planned Service record opens. Update the following
fields:

a. Fiscal Year Choose the applicable fiscal year.
NOTE: Fiscal Years in APD iConnect are in yyyy format.
This is different than the yy — yy FY format APD is used
to. For example: 20 — 21 FY = 2021 in APD iConnect.

Begin Date Enter the begin and End dates as the dates
of service.

End Date Enter the begin and End dates as the dates of
service.
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NOTE: The Start and End Dates of a Planned Service
must be within the Cost Plan Begin and End Dates
located on the Plan Information page.

Index/SubObiject Code: The ISO is an APD iConnect
term that defines which ‘bucket of money’ the service is
being paid from Statewide and by region.

e WSCs will select their regional 1ISO, not ‘Statewide.’
Service Ratio: Select the correct ratio only if the service
contains a ratio

County: pulls from the consumer demographic page

Geographic Differential: Select Geographic, Non-
geographic or Monroe

Provider Rate Type: Select Solo or Agency
Service Code: Search for and select the service code.
Unit Type auto populates when service code selected

Unit Per Enter the identified number of units per period.
i. This value will vary depending on the service
selected and can vary with time of year.
Unit of Measure

m. Total No of Units will auto-populate

Provider ID: Search for and select the service provider if
known at the time the planned service is added. If not
known, can select Pending Provider. A valid provider
must be selected before creating an authorization.

Rate will auto populate and depending on the service
code may or may not be editable.

Max Amount will auto populate once the service code,
rate and provider have been selected.

Amount Requested = used by the Lead when the amount
requested does not equal the amount approved

Authorization Notes/Comments = enter notes. This is a
required field. Text in this field will be visible on the Auth
Service and printed authorization.

Contract Number = enter if applicable.
Non-Taxable = check if applicable.
Planned Service Status = Proposed.
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Planned Service
/112020 4:45 PM

Division APD

Fiscal Year * [2021 v

Begin Date 07/01/2020 |

End Date 06/30/2021 |

Index/SubObject Code * IndexCode | Index Description | SubObject SubObject Description
Central Central Region Waiver iBudget Waiver

Service Ratio

Consumer County * Miami-Dade

Geographic Differential * @

Provider Rate Type * [SOIO—V‘\

Service Code * G9012:UC =

Service Description (4270) Support Coordination

Unit Type Month

Units Per * 1

Units of Measure * [@

Total No of Units 12

Provider ID * 14988 = Details

Provider A Test Provider

Rate * $148.69

Max Amount * $1.784.28

Amount Requested

Wsc_comments visible on the authorization|

Authorization Notes/Comments *

7. Click File > Save and Close Planned Service.

8. Upon completing the tasks outlined in the message tickler,
navigate back to the workflow wizard screen. Click
Complete from the tickler flyout menu. The tickler is marked
as complete.

opd iCennect

File

John Sheppard Plans

9/13/2018 3:14 PM

Workflow Wizard Filters

Division ﬂ +
| neset ]

3 Plans record(s) returned - now viewing 1 through 3

Navigate to the Plans tab and add a
Planned Service, validate, then create
the Authorization.

Add a new Planned
Service for the new

WSC, validate and Open

create the Authorization rogram Cost Plan Creation Date v | Closed Date Worker Status = Cost Plan Begin Date Cost Plan End Date
On the effective date, Cancel " ;

close Previous WSC's ) ) Waiver | 09/10/2018 Buck, Jennifer | Draft 07/01/2018 06/30/2020

Provider Selection record Eant 06/01/2018 Buck, Jennifer | Draft

by changing the

Disposition to Closed Reassign ) Waiver | 04/01/2018 Buck, Jennifer | Draft 07/01/2018 06/30/2020

On the Effective Date Complete b <<First <Previous Retrieve| {5 Recordsatatime Next> Last>>

update the Primary
Worker on the Division
record to the new WSC

View Consumers Record
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Close Previous WSC'’s Provider Selection Record

1. Upon saving the Provider Selection Record with a
Disposition = WSC Transfer In, a Workflow Wizard will
trigger for the user with the following Ticklers to complete on
the effective date of the new WSC. Similar ticklers were
completed earlier when an end date was added to the
Previous WSC’s Provider Selection record for tracking
purposes, but these ticklers are closing the records,
removing access for the previous WSC.

a. On the effective date, update Primary Worker on the
Division record to the new WSC. This tickler will trigger
immediately but the user should not complete it until the
effective date because the changes are effective
immediately.

b. On the effective date, close Previous WSC's Provider
Selection Record by changing the disposition to Closed.
The end date was added to the previous WSC’s Provider
Selection record in an earlier step. This tickler is for the
WSC to close the Previous WSC Provider Selection
record. This tickler will trigger immediately but the user
should not complete it until the effective date because the
changes are effective immediately.

c. Add a new Planned Service for the new WSC, validate
and create the Authorization.

2. Click the On the effective date Close Previous WSC’s
Provider Selection Record by changing the Disposition
to Closed tickler. The Provider Selection list view displays.

Or\.: iCennect John Sheppard Prowger
9/13/2018 3:06 PM Selections
File
Workflow Wizard Filters
Disposition j Not Equal To j Closed j AND j x
Add a new Planned
Service for the new WSC, | Selection Datej +
validate and create the
Authorization
On the effective date. L
close Previous WSC'’s 12 Provider Selections record(s) returned - now viewing 1 through 12
Provider Selection
record by changing the
Disposition to Closed. Division | Selection Date Provider APD Vendor # Provider Worker Disposition Deactivated Date | LOS
On the Effective Date
APD 07/18/2018 WSC Agency1 Buck, Jennifer WSC Transfer Out

update the Primary
Worker on the Division
record to the new WSC

3. Click the previous WSC Provider Selection Record. The
Details page displays. Update the following fields:

a. Disposition = Closed
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b. Disposition Date = defaults to current date but can be
edited

= Alice Sheppard Provider
O:F:U iCcnnect Last Updated by jouck
5t 5/9/2015 5:13:40 PM
File  Word Merge

‘ Provider ‘ Division * APD
Provider Workers Selected By Buck, Jennifer [ - | Clear | Details
Selection Date 04302018 [
Beds .
Provider * WSC Agency1 Details
Events Referral Type * [Waiver Support Coordinator /|
Track Disposition Disposition *
Disposition Date 043012018 A
WSC Transfer Effective Date 05/08/2018  |CH
WSC Transfer End Date E
Comments

Deactivated Date 05092018 [l ‘_

4. Click File > Save and Close Provider

5. Navigate back to the workflow wizard screen. Click
Complete from the tickler flyout menu. The tickler is marked
as complete.

od iConnect

File

Workflow Wizard

Add a new Planned
Service for the new WSC,
validate and create the

Authorization

On the effective date.

close Previous WSC’s

Provider Selection

record by changing the Open
Disposition to Closed.

" Cancel
On the Effective Date
update the Primary Edit
Worker on the Division
record to the new WSC Reassign
Document WSC Transition
Meeting Complefe e

View Consumers Record
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Update the Primary Worker

Upon saving the Provider Selection Record with a
Disposition = WSC Transfer In, a Workflow Wizard will
trigger for the user with the following Ticklers to complete on
the effective date of the new WSC. Similar ticklers were
completed earlier when an end date was added to the
Previous WSC'’s Provider Selection record, but these ticklers
are closing the records, removing access for the previous
WSC.

a. On the effective date, update Primary Worker on the
Division record to the new WSC. This tickler will
trigger immediately but the user should not complete
it until the effective date because the change is
effective immediately.

b. On the effective date, close Previous WSC's Provider
Selection Record by changing the disposition to
Closed. The end date was added to the previous
WSC’s Provider Selection record in an earlier step.
This tickler is for the WSC to close the Previous WSC
Provider Selection record. This tickler will trigger
immediately but the user should not complete it until
the effective date because the change is effective
immediately.

c. Add a new Planned Service for the new WSC,
validate and create the Authorization.

Y iConnect Welcome, Jennifer Buck = Workflow Wizard

-
| 9/13/2018 213 PM

File

Workflow Wizard

Add a new Planned
Service for the new WSC,
validate and create the
Authorization

On the effective date

close Previous WSC's
Provider Selection record »
by changing the

Disposition to Closed.

On the Effective Date
update the Primary

Worker on the Division
record to the new WSC
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1. Click the On the Effective date, update Primary Worker
tickler. The Division list view displays.

Opd iConnect John Sheppard Divisions
9/13/2018 3:02 PM
File
Workflow Wizard Filters
Disposilicmj Not Equal To j Closed ﬂ ANDﬂ x
Add a new Planned -
Service for the new WSC, | Open Datej Greater Thanﬂ i ANDﬂ x

validate and create the

Authorization Division j +

On the effective date
close Previous WSC'’s

= S
Provider Selection record L]

b_ changing the 2 Divisions record(s) returned - now viewing 1 through 2
Disposition to Closed.

On the Effective Date
update the Pi ry Division Disposition Primary Worker Secondary Worker | Open Date~ @ Close Date | LOS

Worker on the

ey — FOR Forensic Open Buck, Jennifer 08/03/2018 41
record to the new

APD APD Eligible - Non Waiting List Buck, Jennifer Buck, Jennifer 056/23/2018 113

<<First  <Previous Retrieve 15 |Recordsatatime Next> Last>>

2. Click the APD Eligible — Waiver Division record. The Division
details page opens. Update the following fields:

a. Primary Worker = select the ellipsis to search for and
select the new WSC Worker.

b. A notification will display informing the user changing
the Primary Worker on the Division record will
reassign all pending assessments, authorizations,
plans, and ticklers from the old WSC to the new WSC.
Click OK to accept.

Changing the primary worker will update the worker designated
on all pending assessments, authorizations, plans, plan reviews,

ticklers, placements, payments, and any child-linked openclose
records. Do you want to continue?
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. . Alice Sheppard Division
Opd iConnedct Last Updated by jbuck

at 5/9/2018 3:04:07 PM

File  Word Merge

‘ Division ‘ Events

Events Divison APD
Disposition * |APD Eligible - Waiver v

Track Disposition . . -
Disposition Date 05/092018 |
Open Date 04i032018 |
Data Entry Date 04/03/2018

_. Primary Worker * Reed, Monica -m Details
Secondary Worker Buck, Jennifer -m Details
Application Received Date * 04/01/2018 3
Interested in ICF/ID
Age Category at Time of
Application * 6 and Above W
Application Pended Due Date E
Eligibility Documentation Complete 3
Date

Referral Source

Referral Date 04/032018 |

Referral Source | v

Referral Reason | v|

3. Click File > Save and Close Division.
Tip
When the Primary Worker is updated on the

Division page, the Primary Worker on the
Programs page is also updated.

4. Upon completing the tasks outlined in the message tickler,
navigate back to the workflow wizard screen. Click Complete
from the tickler flyout menu. The tickler is marked as complete.
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Workflow Wizard Filters
Disposition ﬂ Not Equal To ﬂ Closed ﬂ ANDﬂ b 3
Add a new Planned —
Service for the new WSC r Open Date ﬂ Greater Than ﬂ _'I ANDﬂ ®x
validate and create the
Authorization . J
— Division L) +

On the effective date
close Previous WSC's =z
Provider Selection record | » M e

by changing the 2 Divisions record(s) returned - now viewing 1 through 2
Disposition to Closed.

On the Effective Date

update the Primary Division Disposition Primary Worker Secondary Worker | Open Date v | Close Date LOS
‘r,:g;t:rtgrtlrfgigg I\.:r'gg Open sic Open Buck, Jennifer 08/03/2018 4
Cancel zligible - Non Waiting List Buck, Jennifer Buck, Jennifer 05/23/2018 113
Edit First < Previous Retrieve 15 Records atatime Next= Last >>
Reassign
—f Complete

View Consumers Record

WSC Selection — Same Agency/Provider

Depending on the reason for the change the Region staff or
the old WSC will work with the consumer to select a new
WSC and effective date. A note is added in APD iConnect
to begin the reassignment process. NOTE: this is an area
of organizational change. Regions will be involved to ensure
caseload capacity is not exceeded.

New WSC Request - Add a Note

1. To begin, log into APD iConnect and set Role = Region
Waiver Workstream Worker or WSC. Click Go.

2. Navigate to the consumer’s record and click the Notes tab >
click File > Add Notes.

3. The Note details page displays. Update the following fields.
a. Division = APD

Note Type = WSC Selection

Note Subtype = WSC Transfer — New Worker

Status = Pending

Note = details of the requested change

Attach all supporting documentation

-0 o000

= Well June 2023 Page 438



Case Management Module Chapter 14 | WSC Reassignment

Opd iConnect Alice Sheﬂppard Notes
52812239 PM

File Tools

Notes Details

Division *

Note By * [Buck, Jennifer v

Note Date * 05042018 |

Program/Provider | v|

Note Type * > |WSC Selection v

Note Sub-Type _h |WSC Transfer - New Worker V|

Description

Consumer requested to change WSC. Same agencﬂ

MNote

4. Click File > Save and Close Notes

5. The Consumer has selected new WSC. Update the Note
with a document demonstrating the consumer was given
choice within the agency. Then send the Note for Region
Review before accepting the case.

6. The Region staff or WSC will navigate to the consumer’s
Record and select the Notes tab. Select the WSC Selection
Note to open. The Note Details page displays. Update the
following fields:

a. Note Type = remains WSC Selection

b. Sub Type = remains WSC Transfer — Worker

c. Note = details of the selected WSC and request
for region review before accepting the case.

d. Status = remains Pending

e. Recipients = Region Waiver Lead
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f. Attachment = search for and select the saved
document and attach it to the note.

7. The Region Waiver Lead will monitor My Dashboard for
incoming Notes. The Region Waiver Lead will locate the
WSC Selection Note in the Notes queue and select it to
open.

3 hitps. Tt hasmonyis.net

8. The Region Waiver Lead will also check the Caseload report
monthly to ensure there are no limit violations. This report
will be accessed from an APD SharePoint site.

9. The Region Waiver Lead will approve or not approve based
on the requested WSC'’s case load and will update the Note
with his/her decision. Update the following fields:

a. Note Type = remains WSC Selection

b. Sub Type = change to WSC Transfer Approved or
WSC Transfer Not Approved

c. Note = decision details to approve or not approve
the case load

d. Status = Complete

e. Recipients = Old WSC, Agency Owner/Manager,
Waiver Workstream Worker
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ofd itennect

File Tools Reports

Program/Provider
Note Type *

Note Sub-Type

Description

Note

Status =
Date Completed

Attachments

Add Attachment

Document

There are no attachments to display

Note Recipients

Add Note Recipient:

Buck, Jennifer

Name Date Sent

John Sheppard
Lest Updsted by jbusk
a 52302019 12:2¢:31 PM

Buck, Jennifer
oeaz019 |1
WSC Selection v

[WSC Transfer - New Worker v|

On 8/23/2019 at 12:32 PM, Jennifer Buck wrote: Approving the case

New Text

[Conpee— ]

0812312019

Category Action

Date Read Status Date Signed

08/23/2019 Unread

10.The old WSC will monitor My Dashboard for incoming notes
for notification that the Waiver Lead has approved or not
approved the case load for the new WSC.

a. When approved, the old WSC will complete the transition
meeting with the new WSC. Proceed to the WSC
Transition Meeting section.

b. When not approved, the old WSC will work with the
consumer to select a new WSC and effective date.

11.Saving the WSC Selection Note with SubType = WSC
Transfer Approved and Status = Complete, triggers a
Workflow Wizard for the user/Region Waiver Lead, with the

following ticklers:

a. Notify all Providers via an Alert Note. The Waiver
Lead will complete this tickler immediately.

b. On the Effective Date update the Primary Worker
on the Division record to new WSC. The Waiver
Lead will reassign this tickler to the new WSC.
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c. Document WSC Transition Meeting. The Waiver
Lead will reassign this tickler to the new WSC.

& Harmony - Work Flow Wizard - Internet Explorer = | B |

& https://fwtest harmonyis.net/FLAPDSandbox/Pages/WFW.aspx! Triggers=135208_popup_=1 &

ard iConnect Welcome, Jennifer Buck | Workflow Wizard
Ll . 8/23/2018 12:32 PM
File

Workflow Wizard

Notify all Provi
Al

Notify All Providers via an Alert Note

1. Saving the WSC Selection Note with SubType = WSC
Transfer — New Worker and Status = Complete, triggers the
Notify all Providers via an Alert Note tickler. Select it to
open. The Notes Detail page displays.

2. Update the following fields:

Division = APD

Note Type = WSC Selection

Note Subtype = Notification of WSC Change

Note = Add the message you want the providers to
see each time they login into the account.

e. Status = Alert

Qoo
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OF)j i‘;(‘“nﬂf ) Alice Sheppard | Notes
5/4/2018 2221 PM
File Tools
Workflow Wizard Notes Details
Set the note status to "Alert” Division *
Notify All Providers via Note By * |Buck. Jennifer v
an Alert Note =
Note Date * osio4r2018 |
Program/Provider | V|
Note Type * [WSC Selection v
Note Sub-Type |N0t\ﬂcation of WSC Change V\
Description
Add the message you want the providers to see each time they login into the
account.
Note
Stafus* e—

Date Completed

3. Click File > Save Notes. The Tickler is marked as

complete.
Om iConnect Welcome, Jennifer Buck = Workflow Wizard
) 5472018 2:24 PM
File
Workflow Wizard
Blotifs _-" Provadare vz an 5

Update Primary Worker

1. Saving the WSC Selection Note with SubType = WSC
Transfer — New Worker and Status = Complete, triggers the
On the Effective Date update the Primary Worker on the
Division record to new WSC tickler. The Waiver Lead will
reassign it to the new WSC.

= WellSky June 2023 Page 443



Case Management Module Chapter 14 | WSC Reassignment

2. From the tickler flyout menu, select Reassign.

q:d iConnect Welcome, Jennifer Buck | Workflow Wizard
82372019 12:32 PM

File

Notify all Providers viaan |
Alert Note

On the Effective Date
update the Primary
Worker on the Division
record io new WSC

Document WSC Transition
Meeting

3. Search for and select the new WSC name. When select, the
tickler is automatically reassigned.

Search by: [Last Name v] Search Text: Searid
[ Wewaen——orker e
362 Reed, Cody

Reed, Monica System Admin
reed, test 2
Reed, Trevor

4. The new WSC will monitor My Dashboard for incoming
ticklers.

5. Click the On the effective date, update the Primary
Worker on the Division record to the new WSC tickler.
The consumer’s Divisions list view grid will display.

File
Workflow Wizard ()i
Disposition | | NotEqualTo  |v| |Closed v MEEs
e T o] | | moi] x|
Primary Worker on the Division record Open Date|v|  Greater Than | ] anolv| (x|
to new WSC o
Update Primary Worker [+]
nt WSC Transition -
e
2 Divisions record(s) returned - now viewing 1 through 2
Division ispositi Primary Worker Secondary Worker Open Date + Close Date Los
FOR Tracking Tierney, Jacqueline 0510212018 40
APD APD Eligible - WLSC Assigned Reed, Monica Tiemey, Jacqueline 040472018 8
<<First < Previous Refrieve Records atatfime Next>  Last>>
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6. On the effective date of the new WSC, the new WSC will
update the primary worker on the Division which will
automatically update the worker on the associated Program
records and Provider Selection records.

7. Select the APD Eligible — Waiver record.

8. The Division details page displays. Update the following
fields:
a. Primary Worker = select the ellipsis to search for and
select the new WSC Worker.

b. A notification will display informing the user changing
the Primary Worker on the Division record will
reassign all pending assessments, authorizations,
plans, and ticklers from the old WSC to the new WSC.
Click OK to accept.

Changing the primary worker will update the worker designated
on all pending assessments, authorizations, plans, plan reviews,

ticklers, placements, payments, and any child-linked openclose
records. Do you want to continue?

el bl

b. Secondary Worker = Region Waiver Lead
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File  Word Merge

‘ Division ‘
Events

Track Disposition

9. Click File > Save and Close Division.

Chapter 14 | WSC Reassignment

Events

Divison * APD

Disposition * [APD Eligible - Waiver v

Disposition Date 05092018 |

Open Date 041032018 |7

Data Entry Date 04/03/2018

Primary Worker * _. Worker, Applicable [ | Clear | Details
Secondary Worker Buck, Jennifer [ | Clear| Details

Application Received Date *

04012018 |

Interested in ICF/ID

*Age Category at Time of Application r=——

Application Pended Due Date

Eligibility Documentation Complete
Date

Referral Source

Referral Date

i

i

04032018 |

Referral Source |

Referral Reason |

10. Upon completing the tasks outlined in the tickler, navigate
back to the workflow wizard screen. Click Complete from
the tickler flyout menu. The tickler is marked as complete.

11. When the primary worker on the division record is changed
on the effective date, the worker on the provider selection
record will update automatically to the new WSC and the
previous worker/old WSC on the provider selection record
will close automatically.

WSC

Transition Meeting

1. Saving the WSC Selection Note with SubType = WSC
Transfer — New Worker and Status = Complete, triggers the
Document WSC Transition Meeting tickler. The Waiver

Lead will reassign it to the new WSC.
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2. From the tickler flyout menu, select Reassign.

O‘;_\.: iConnect Welcome, Jennifer Buck | Workflow Wizard

S22 12:32 PM
File

Workflow Wizard

Open

Cancel

Meeting

Edit
Reassian
Complete

View Consumers Record

3. Search for and select the new WSC name. When select, the
tickler is automatically reassigned.

QFU iConnect Welcome, Jennifer Buck | Workflow Wizard

8/23/2018 12:32 PM
File

Workflow Wizard

Notify all Providers viaan | ,
Alert Note

On the Effectiv I
update the Pri ¥ >

[l Search by: Search Text | reed E A
I Docu ransii ~
s I T N

362 Reed, Cody
145 Reed, Monica System Admin
383 reed, fest 2
361 Reed, Trevor

4. The new WSC will monitor My Dashboard for incoming
ticklers. Locate the Document WSC Transition Meeting
tickler. Select to open the Notes detail page. Once the
transition process is complete, the new WSC will complete
this tickler by adding a Note confirming the transition is
complete. For now, it can be closed.

5. As part of the WSC Transition process, the previous WSC
will meet and discuss the Consumer case with the new
WSC.

6. The previous WSC will mark the Person-Centered Support
Plan form as complete, making it ready only. The new WSC
will create a new Person-Centered Support Plan duplicated
from the one completed by the previous WSC.
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7. The previous WSC will navigate to the consumer’s record
and click on the Forms tab. Click the Person-Centered
Support Plan form with Status = Open.

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITIES REPORTS

Sheppard, Alice (10053)
Diagnosis | Eligibility | Medications = Auths = Provider Documentation =~ Contacts =~ Consumer Module
Demographics | Divisions | Consumer Budgets | Programs | Provider Selections | SANS | Notes | Forms | Appointments | Plans | Waiting List | Payers

Filters
Form ﬂ +

20 Forms record(s) returned - now viewing 1 through 15

Form Review Review Date + Worker Division Status
Person Centered Support Plan Annual 07/052019 Buck, Jennifer APD Open
Person Centered Support Plan Initial 07/052018 Buck, Jennifer APD Complete

8. Update the following fields:
a. Review the form and ensure it is complete.

b. Change the Status = Complete

9. Click File > Save and Close Forms.

de iConnect Alice Sheppard Forms
Last Updated by jbuck

at 811072018 3:19:43 PM

File Reports
Copy Shared Response

History
Duplicate
nual v Worker Buck, Jennifer E Detals
Spell Check I il
josr2018 | Status * [Complete V| ffpmmmm—
Save Forms
D v Provider/P . WSC Agencyl  w|Detals
Save and Close Forms D] rovidenFrogram geney
i~ ick, Jennifer Details Approved Date 09/26/2018
rint
Close Forms ;l
PERSON-CENTERED SUPPORT PLAN
Support Plan Effective Date” 05012018 |
Is the Consumer 18 or over?”
Supported Living Need?

10.The new WSC will use the Duplicate Assessment feature
to copy information such as the social history from the
Person-Centered Support Plan completed by the previous
WSC into a new Person-Centered Support Plan for the new
WSC. The new WSC will update all section of the support
plan with new information and change the effective date of
the plan.
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11.To do so, with the Person-Centered Support Plan created
from the previous WSC opened, click File > Duplicate
Assessment. A notification window displays. Click OK. The
new Person-Centered Support Plan form that is an exact
copy of the existing Person-Centered Support Plan form is

displayed.
OO0 Connect

Fi Repor:
Copy Shared Respanse
HHHHHH
Dupicate Assessment
Spall Check sl A e s -

o o Stat Draft >
Save Forms

APD Provider/Prog ™
‘Save and Close Forms.
Approved Dt
Print
Close Forms U
PERSON CENTERED SUPPORT PLAN

Support Plan Eftctive Date PE—

ot Dat osoi018 |

Buck, Jennifer v

12.Update the following fields:
a. Inthe Form header, change the Review Type = Annual.
b. Update the support plan effective date.

c. Make updates to goals, needs, and other important
factors.

13.When finished, change the Status = Open. Click File > Save
and Close Forms.

14.Following the WSC Transition meeting with the Consumer,
the WSC will locate the Document WSC Transition
Meeting tickler from My Dashboard. Select it to open.

15.A new Consumer Note record opens. Update the following
fields:

a. Division = APD

b. Note Type = WSC Selection

c. Note Subtype = WSC Transition Note
d

Note = Add details recording the meeting with the
Consumer
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e. Status = Complete

Opd iConnect Alice Sheppard = Notes
’ 5/9/2018 7:38 PM
File  Tools
Workflow Wizard Notes Datails
Reassign to the New WSC Division *

Document WSC Note By * [Buck, Jennifer v

Transition Meeting =
Note Date * 05002016 |
Program/Provider | W
Note Type * _.. [WSC Selection V[
Note Sub-Type .. |WSC Transition Note V|
Description

Add details recording the meeting with the Consumer

Note

Status * _. Complete v

Date Completed 05/09/2018

16.Click File > Save Note.

17.The tickler is marked as complete.

Inter-region Transfer on Waiting List

The Region Office may receive a request to transfer a
Consumer on the Waiting List to a different Waiting List
Support Coordinator due to a pending move or a new
address.

1. To begin, log into APD iConnect and set Role = Waiting List
Workstream Worker. Click Go.

2. Navigate to the consumer’s record, click on the Notes tab.
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3. Click File > Add Notes.

Role
Alice Sheppard Notes = ¢
. ign Out .
OF:U iCe q"ﬂfi' Last Updated by ibuck < Regional Staff
&t 5012015 7:47:29 PM
File  Tools Reports  Ticklers  View Consumer Incident
1Y DASHEOARD | CONSUMERS PROVIDERS INCIDENTS | CLAIMS REPORTS

Sheppard, Alice (10053)

Diagnosis | Eligibility | Medications = Auths | Provider Documentation | Contacts ConsumeLdueUser

Demographics | Divisions | Consumer Budgeis | Programs | Provider Selections | SANs | Notes Forms | Appointmenis | Plans

J)-Filters

Note Date j +

Waiting List | Payers

[ “Search | "Reset |
45 Notes record(s) returned - now viewing 1 through 15

Note Date Note By Note Type Note Sub-Type Description Status Date Completed Attachment
05/09/2018 Buck, Jennifer 'WSC Selection WSC Transfer - New Worker Complete 05/09/2018 No

4. The Note details page displays. Update the following fields:
Division = APD

Note Type = Central Record Transfer

Note Subtype = Pending Central Record Transfer

Note recipient = select the ellipsis to search for and
select the Waiting List Workstream Lead at the
Receiving Region

e. Status = Pending

f. Attach all supporting documentation

oo op
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oD iConnect

File Tools

Notes Details

Division *

Note By = |Buck, Jennifer hd
Note Date * 05/09/2018 |

Program/Provider | v

Note Type * _. [Central Record Transfer v

Note Sub-Type

_. [Pending Central Record Transfer  v|

Chapter 14 | WSC Reassignment

Alice Sheppard
5/9/2018 7:48 PM

Description
Region Office has received a request to transfer 2 Consumer on the Waiting
List

Note

Status * ﬁ | Pending ~

Date Completed

5. Click File > Save and Close Notes.

6. The Region Waiting List Workstream Lead will monitor
his/her My Dashboard > Notes queue.

ocd iConnect

Welcome, Jennifer Buck

My Dashboard Sign Out

Role

Region Waiting List Workstream Lead

Notes

o)

S/8/2018 7:52 PM
File
|I|YDASHBOARDW CONSUMERS PROVIDERS ‘ INCIDENTS | CLAIMS SCHEDULER | REPORTS
CONSUMERS INCIDENTS PROVIDERS TASKS
Division __ ‘ Disposition v ‘ Notes __ HMyManagement
‘My Enrcliments __ ‘ Screening Priority v ‘ Referrals __ ‘
‘PruviderSelectims v Hstalus v ‘
Notes > HMylncidentQueue v ‘
Complete 6 |- .
‘lencidentT\cklers : ‘
Pending h g .

7. Click the Central Record Transfer Note to open it.
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Oﬁj iCennect Welcome, Jennifer Buck = Notes
5/9/2018 7:53 PM
File
()-Filters
Status Equal To Pending AND o
iConnect ID +
8 Notes record(s) returned - now viewing 1 through &
iConnect ID Consumer Note Type Note Sub Type Note Date - Subject Author Status
10053 Sheppard, Alice | Central Record Transfer Pending Central Record Transfer 05/09/2018 Buck, Jennifer | Pending
10053 Sheppard, Alice | Safety Plan Consult Requested 0412712018 Buck, Jennifer | Pending
10053 Sheppard, Alice | Crisis MCM/ABA Crisis Report Request 04/25/2018 Buck, Jennifer | Pending
10053 Sheppard, Alice | Crisis ROM Review 04/25/2018 Buck, Jennifer | Pending
10053 Sheppard, Alice | Waiver Enrollment ‘Waiver Enroliment Regquest 04/25/2018 Buck, Jennifer | Pending
10043 Smith, Marianne | Supported Employment 0411312018 SE Services Exceeded 90 Days Buck, Jennifer | Pending
10053 Sheppard, Alice | Waiver Disenrollment 04/09/2018 Buck, Jennifer | Pending
10053 Sheppard, Alice | Waiver Enrollment ‘Waiver Enroliment Request 04/04/2018 Buck, Jennifer | Pending

8. The Note Details page displays. Update the following

fields:

a. Sub Type = Central Record Transfer Completed
b. Note = add a summary of the transfer assignment and

Append Text to Note.

c. Note Recipient = select the ellipsis to search for and
select the Waiting List Support Coordinator in the

Receiving Region.
d. Status = Complete
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. Alice Sheppard Notes
Oﬁj iCcnnect Last Updsted by jbuck

at £/9/2012 7:58:03 PM

File  Tools Reports

| Nates | Notes Details

Division *

Note By * Buck, Jennifer

Note Date * osna2018 |

Note Type * | Central Record Transfer hd r

Note Sub-Type ——b [Central Record Transfer Completed V|

Description
On 5/9/2018 at 7:51 PM, Jennifer Buck wrote: Region Office has
received a request to transfer a Consumer on the Waiting List
On 5/9/2018 at T:57 PM, Jennifer Buck wrote: assigning to new Waiting
List Support Coordinator

Note New Text

Append Text to Not

9. Click File > Save and Close Notes.

10.Navigate to the Consumer record and click the Division
tab.
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Role

. ] Alice Sheppard Divisions
Om iL(‘ﬂn(‘( I Last Updated by jbuck S\gn Out Region Waiting List Workstream Lead
| st 51912015 7:47:28 PM
File  Ticklers  View Consumer Incidents  Word Merge
MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

Sheppard, Alice (10053)

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

Demographics | Divisions | Programs | Provider Selections | Nofes | Forms | Appointments = Plans | \Waiting List = Payers | Legal Issues

]

(w -Filters
Disposition ﬂ Not Equal To ﬂ Closed ﬂ AND ﬂ %
Open Dateﬂ Greater Thanﬂ 3 ANDﬂ x
Division ﬂ 4+
il Bl
1 Divisions record(s) returned - now viewing 1 through 1
Division Disposition Primary Worker Secondary Worker Open Date ~ Close Date LOS
H APD Eligible - Waiver Buck, Jennifer Buck, Jennifer 04/03/2018 36

11.Select the APD Division record to open it.

12.The Division Details page displays. Update the following
fields:

a. Primary Worker = new Waiting List Support
Coordinator

b. A notification will display informing the user changing
the Primary Worker on the Division record will
reassign all pending assessments, authorizations,
plans, and ticklers from the old WSC to the new WSC.
Click OK to accept.

Changing the primary worker will update the worker designated

on all pending assessments, authorizations, plans, plan reviews,

ticklers, placements, payments, and any child-linked openclose
records. Do you want to continue?

c. Secondary Worker = Clinical Workstream Lead
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File  Word Merge
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Alice Sheppard Division
Last Updated by jouck
at 592018 5:22:54 PM

u Events -

Events

Track Disposition

13.Click File > Save and Close Division.

Divison * APD

Disposition * |-APD.EIigibIe - Waiver v
Disposition Date 05092018 |

Open Date 04!03!2018 =

Data Entry Date 0410312018

Primary Worker * =. Worker, Applicable

Secondary Worker =. Buck, Jennifer

Application Received Date * 04/01/2018 &
Interested in ICFAID

.Aue Category at Time of Application
Application Pended Due Date i
Eligibility Documentation Complete E
Date

Referral Source

Referral Date oamm3nota [
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Inter-region Transfer on Waiver

Prompted by an Address Change Request from the
Consumer, the WSC will update the consumer’s
demographics record with the new address. If there is a
need to transfer the consumer to a different region, the WSC
should determine if Residential Placement is necessary. If
the Consumer requires Residential Placement, proceed to
the Residential Planning section. If not, the Receiving
Region Office will be notified of the incoming Consumer via a
Note.

Notify the Receiving Region Office via a Note

1. To begin, log into APD iConnect and set Role = WSC/CDC.
Click Go.

Welcome, Jennifer Buck = My Dashboard Sign Out Role

Opd iCennect £/8/2013 5.09 PM WSCICDC v
File
Quick Search

\ Consumers ]| | Last Name V] @ ADVANCED SEARCH

[ participating

| MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

2. Navigate to the consumer’s record, click on the Notes tab.

3. Click File > Add Notes.

Role

N Alice Sheppard Notes
Opd i(,(_?qnﬂﬂ, Last Updated by jbuck SN O pegore star [v] @
at 5/9/2018 7:47:29 PM
File  Tools Reports Ticklers  View Consumer Incident
MY DASHEOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS REPORTS

Sheppard, Alice (10053)

Diagnosis | Eligibility | Medications | Auths | Provider Documentation | Contacts ConsumeLuule User
Demographics | Divisions = Consumer Budgets | Programs | Provider Selections = SANs = Motes  Forms | Appointments | Plans | Waiting List | Payers
Filters

Note Date ﬂ +

4. The Note details page displays. Update the following fields:
a. Division = APD
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Note Type = Central Record Transfer

c. Note Subtype = Pending Central Record Transfer
d. Note recipient = select the ellipsis to search for and
select the Waiver Workstream Lead at the Receiving
Region
e. Status = Pending
f. Attach all supporting documentation
Op‘d iConnedct Alice Sheppard
5/9/2018 7:48 PM

File Tools

Notes Details
Division *

MNote By *

Note Date *
Program/Provider
Note Type *

Note Sub-Type

Description

Note

Status *

Date Completed

|Buck, Jennifer v
05/09/2018 |
| v
_b |Cer|lra| Record Transfer V|”
_b [Pending Central Record Transfer  v|

Region Office has received a request to transfer a Consumer on the Waiting
List

ﬁ | Pending hd

5. Click File > Save and Close Notes.

6. The Receiving region will send the WSC Selection form to
the Consumer and document it was sent in APD iConnect.

7. From the Notes tab, click File > Add Note.

8. The Note details page displays. Update the following fields:
a. Division = APD
b. Note Type = WSC Selection
c. Note Subtype = Selection Form Sent
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d. Status = Pending

Opd iCennect .:.Iice Shefppard Notes
2912018 819 PM

File  Tools

Notes Details

Division *

Note By * |Bur.k, Jennifer V|

Note Date * 0510912018 |

Program/Provider | v|

Note Type * —p |\/SC Selection v

Note Sub-Type _.. |Selecti0n Form Sent V|

Description

Sent form to consumer to select new WSC in the new region

Note

9. Click File > Save and Close Notes.

10. Upon saving a Note with Note Sub Type = Selection Form
Sent, a Workflow Wizard will trigger with the following tickler:

a. 30-day WSC Selection Reminder. The WSC should
reassign this tickler to the Waiver Workstream Lead if the
Consumer has already relocated to the receiving region.

11. From the tickler flyout menu, click Reassign.
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30 Day WSC Selection

Opj iCennedct Welcome, Jennifer Buck

5/9/2018 8:31 PM
File

Workflow Wizard

4

Reminder Open

12.

13.

14.

15.

Cancel

Edit

ﬁ Reassign

Complete

View Consumers Record

Search for and select the receiving Waiver Workstream Lead
worker record and the tickler is reassigned.

This tickler is visible to the Waiver Workstream Lead on the
My Dashboard > Ticklers queue.

In 30 days when the tickler is due, the Waiver Workstream
Lead will check if the Consumer has selected the WSC
indicated by the existence of a WSC Selection/WSC Inter-
Region Transfer Note. If the selection has been made, the
Waiver Workstream Lead will cancel the tickler by selecting
Cancel from the tickler flyout menu.

If Consumer has not notified regional office of his/her newly
selected Waiver Support Coordinator, the Waiver
Workstream Lead will make the selection on the behalf of
the Consumer.

Consumer selects new WSC

The Consumer notifies the receiving regional office of his/her
newly selected Waiver Support Coordinator.

To begin, log into APD iConnect and set Role = Region
Waiver Workstream Lead. Click Go.
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. Rol
- _ Welcome, Jennifer Buck | My Dashboard ¢ o, o
Om l(;(‘nﬂf‘f t 51412018 12-33 PM S Region Waiver Workstream Lead [v] @
File
Quick Search
Consumers V| | Lasthame ™| & ADVANCED SEARCH
Pl‘{ DASHBGARE‘ CONSUMERS ‘ PROVIDERS ‘ INCIDENTS ‘ CLAIMS ‘ SCHEDULER ‘ REPORTS

2. Navigate to the Consumer Record and click the Notes tab.

File Tools Reports Ticklers  View Consumer Incident

MYD*\SHBOARD| CONSUMERS | PROVIDERS | INCIDENTS | CLAIMS | REPORTS

Sheppard, Alice (10053)

Diagnosis | Eligibility | Medications | Auths = Provider Documentation | Contacts Consumekdue User
Demographics | Divisions =~ Consumer Budgets | Programs | Provider Selections | SANs  Motes Forms | Appointments | Plans = ‘Waiting List | Payers
Filters

Note Date ﬂ +

| SRR TR
3. Click File > Add Note.

4. The Note detail page displays. Update the following fields:
a. Division = APD
b. Note Type = WSC Selection
c. Note Subtype = WSC Inter-Region Transfer
d. Status = Complete
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OQ—j iConnect Alice Sheppard = Notes
5/9/2018 8:40 PM

File Tools

Notes Details

Division *

Note By * |Buck.Jennifer V|

Note Date * 051092018 |

Program/Provider | V]

Note Type * _. |WSC Selection v

Note Sub-Type _h |WSC Inter-Region Transfer V|

Description

Note

Status *

Date Completed 05/09/2018

5. Click File > Save and Close Notes.

6. Upon saving the Note with Note Type = WSC Selection
and Sub Type = WSC Inter-Region Transfer a Workflow
Wizard triggers with the following ticklers:

a. Notify all Providers via an Alert Note
b. End Date records for Current WSC
c. Create records for New WSC
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O‘pd ‘Connect Welcome, Jennifer Buck

/972015 8:58 PM
File

Workflow Wizard

Notify All Providers via an
Alert Mote

Create records for New
WsC

Vs

End Date records for
Current WSC

Notify all Providers via an Alert Note

1. Click the Notify All Providers via an Alert note tickler to
display the Notes detail page.

2. Complete section WSC Selection — New Agency: Notify All
Providers via an Alert Note to add the Alert note.

Create Records for New WSC

1. Click the Create records for New WSC tickler to display a
message tickler.

2. Complete section WSC Selection — New Agency: Create
records for New WSC to create the new WSC records.

End Date Records for Current WSC

1. Click the End Date Records for Current WSC tickler to
display a message tickler.

2. Complete section WSC Selection — New Agency: End Date
records for Current WSC to end date the Current WSC
records.
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As Needed: WSC Transition Planning Note

There are times in which the current WSC will need to complete a
series of tasks in order to facilitate a consumer’s transition to another
region. Examples may include assisting the individual/family
interviewing providers, coordinating services and transportation to
another region, or hosting a transition call with the current circle of
supports and the newly selected circle of supports to ensure that
there is a smooth transition. The WSC will document such tasks
using a Note.

1. The WSC will navigate to the consumer’s record and click
Notes > File > Add Note.

a. Update the following fields:
i. Division = APD
ii. Note Type = WSC Selection
iii. Note Subtype = WSC Transition Note

iv. Description = WSC will document the types of
activities conducted.

v. Note = Add details recording the meeting with
the Consumer

vi. Status = Complete

Notes Details

Division * APD v

Note By * Buck, Jennifer v
Note Date * iC

Program¥Provider v

Note Type * _b WSC Selecton v
Note Sub.Type _’ WSC Transition Note v

Description ey Tranzition Mesting with Circle of Support

AGS CELaES 1eCOING THe MEetng with e Comsumer

Status * —’ Complete v

Date Comaleted 05092018

2. Click File > Save and Close Note.
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o

File

Chapter 15 | Due Process

Introduction

In some instances, when a Consumer has been denied
access to Waiver Funding, provided limited funding, denied
services and/or has been partially approved for services. In
these cases, the Consumer has the right to exercise his/her
rights to Due Process by requesting a hearing. A hearing
can be requested for cases in which an action, intended
action or failure to act would adversely affect the individual's
eligibility for services provided by APD or where action on a
claim for such assistance or services is unreasonably
delayed. These hearings are generally referred to as Fair
Hearings in federal regulations.

Requests for hearings can be made at the local office or
directly to the Office of Appeal Hearings. The office provides
a hearing conducted by an independent and neutral hearing
officer who writes a decision based on program rules and
regulations, the facts or evidence produced during the
hearing, and post-hearing submissions, if submitted, in the
form of a Final Order.

Request to Exercise Due Process Hearing

If a Consumer is denied APD services, he/she is entitled to
appeal the decision. The Consumer will reach out to the
Region office via email or regular mail to exercise their right
to a Fair Hearing

Upon receiving the consumer’s request for a Fair Hearing,
the Region Worker will log into APD iConnect and set Role =
Region Waiting List or Waiver Workstream Worker. Click
Go.

. Rols
Welcome, Jennifer Buck My Dashboard g, ¢ o
i' AoNNeC i 4/13/2018 11:36 AM 9 Region Waiting List Workstream Worker

Quick Search

| Consumers V]| | LastName ﬂ W ADVANCED SEARCH

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

Navigate to the consumer’s record and click Notes > File >
Add Note.
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File Tools Reports Ticklers View Consumer Incidents

Add New Ie Search p
~ ADVANGED SEARCH

Add Notes Consumers 1[ Last Name

Print @
MYDASHEOARD‘ CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

Smith, Marianne (10043)
Diagnosis | Eligibility = Medications | Auths | Provider Documentation | Contacts = Consumer Module User

Demographics | Divisions | Programs | Provider Selections = Notes = Forms | Appointments | Plans | Waiting List | Payers | Legal Issues

Filters
Note Date ﬂ +

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

Note Date Note By Note Type Note Sub-Type Description Status Date Completed Attachment

04/12/2018 Reed, Monica Supported Living Word Merge Template Pending Yes

4. In the new Note record, update the following fields:
a. Division = APD

Note Type = Due Process

Note Subtype = Hearing Request Notification

Status = Complete

Attach all supporting documentation

®oo o

5. When finished, click File > Save and Close Note
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-

Op‘j iConnect Marianne Smith

4/13/2018 11:37 AM

File Tools

Notes Details

Division *

Note By * [Buck, Jennifer v|

Note Date * 041132018 |2

Program/Provider [ v|

Note Type * [Due Process vl
Note Sub-Type [Hearing Request Notification V|

Description

Supporting Documentation attached to this Note rechrd

Note

Status * Complete v
Date Completed 04/13/2018

6. Upon saving the Note, a Workflow Wizard will trigger with
the following Ticklers:

a. Send Hearing Request Form - Assigned to the user
(Region Waiver Workstream Lead) who will reassign
it to the hearing point of contact in the region. Due
Immediately

b. Update Budget - Assigned to secondary worker, Due
Immediately. This tickler is specific to due process for
consumers on the waiver. This tickler is not relevant
to due process when resulting from denial of eligibility,
denial of crisis, etc. This tickler should be cancelled if
not applicable to the specific due process request.

c. Update Cost Plan Validate and Update Authorization -
Assigned to WSC, Due Immediately (but cannot
update until Budget is updated). This tickler is only
relevant to consumers on the waiver. It should be
cancelled if the specific due process request is not
about planned services.
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7. The Send Hearing Request Form tickler displays for the
Region Worker.

8. Reassign the tickler to the Hearing point of contact in the

region. Hover over the arrow next to the tickler and click
Reassign.

>

2 Ticklers record(s) returned - now viewing 1 through 2

Consumer Name

iConnect ID

Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Send Hearing Request Form 04/13/2018 04/13/2018 Ne - o N
Smith, Marianne 10043 Update Cost Plan, Validate and Update Authorization 04/13/2018 04/13/2018 Ne (e '7
<<First <Previous Refrieve | {5 Recordsatatime Next> Last>> Eat
= Reassign
Complete
View Consumers Record
9. In the Reassign Tickler window, search for the hearing
contact for the region. click Search, and upon finding a
match click on the name.
10.The tickler is reassigned.
11.The assigned Hearing point of contact for the region will
monitor their My Dashboard for Ticklers related to Due
Process. To begin, log into APD iConnect and set Role =
Region Waiting List or Waiver Workstream Worker. Click
Go.
| . P Role
Opd iCennect :i;;m‘;wlﬂ? Reed | Utllities Sign Out Region Waiting List Werkstream Worker [v] @

File

Quick Search

Consumers

v

Last Name

~ ADVANCED SEARCH

12.0n the My Dashboard, find the Consumers Section and
scroll down to the Ticklers Panel. Click on Ticklers Due to
access the Tickler Queue:
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‘Alerl Notes ‘
Unread Alert Notes 0
‘Ticklers ‘
Ticklers \ 1
‘Plans . ‘
Approved 1
Pending 1
a. Use the multi variable search to narrow down the
results in the Tickler Queue. Click Search.
File

Filters

Status j Equal To j New j AND. ﬂ x

Last Name ﬂ Equal To ﬂ smith ANDﬂ x

iConnect ID[:“ j +
-

O Apply Alert Days Before Due

kel Bl
2 Ticklers record(s) returned - now viewing 1 through 2
Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Send Hearing Request Form 04/13/2018 04/13/2018 New Reed, Monica 4
Smith, Marianne 10043 Update Cost Plan, Validate and Update Authorization 04/13/2018 04/13/2018 New Reed, Monica 4

<<First <Previous Refrieve {5 Recordsatafime Next> Last>>

Tip
When searching for a future Tickler, remember

to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

13.Click on the Tickler called Send Hearing Request Form to
open it.

14.A Message Tickler will appear - Hearing Request Form is
located outside of APD iConnect and should be emailed to
regional attorney. Click OK.
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Case Management Module
Welcome, Monica Reed | My Dashboard

11/27/2013 2:10 PM

O O iConnect
File
The Hearing Request Form is located outside of iConnect and should be emailed o the Regional Attorney.

Workflow Wizard
Reassign this tickler to the Hearing point of contact in the region.

Send Hearing Request

Form

15.0nce the Hearing request form is emailed to the regional
attorney, hover over the arrow next to the Tickler to click

2 Ticklers record(s) returned - now viewing 1 through 2
Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Send Hearing Request Form 04/13/2018 04/13/2018 Ne Came"‘ D g
Smith, Marianne 10043 Update Cost Plan, Validate and Update Authorization 04/13/2018 04/13/2018 Ne 4
Edit
<<First <Previous Refrieve 15 Recordsatatime Next> Last>>

\ Reassign

Complete
View Consumers Record

16.The Region Staff (Secondary Worker), will monitor their My
Dashboard for Ticklers related to Due Process. To begin,

log into APD iConnect and set Role = Region Waiver
Role
&

Region Waiver Workstream Lead

Workstream Lead. Click Go.
Welcome, Jennifer Buck = My Dashboard Sian Out
5412018 12:33 PM =

od iConnect

File
M|

Quick Search
Consumers ﬂ Last Name

ADVANCED SEARCH

Pl‘{DASHBOARE‘ CONSUMERS‘ PROVIDERS ‘ INCIDENTS ‘ CLAIMS ‘ SCHEDULER ‘ REPORTS

17.0n the My Dashboard, find the Consumers Section and
scroll down to the Ticklers Panel. Click on Ticklers Due to

access the Tickler Queue:
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Alert Notes

Unread Alert Notes 0

Ticklers

Ticklers 1

Plans
Approved 1

Pending 1

a. Use the multi variable search to narrow down the
results in the Tickler Queue. Click Search.
File

Filters

Status j Equal To j New j AND ﬂ X
Last Name j Equal To j smith AND ﬂ x
iConnect ID L: j +

O Apply Alert Days Before Due

=

2 Ticklers record(s) returned - now viewing 1 through 2

Tip
When searching for a future Tickler, remember

to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

18.1n the Tickler Queue, find the second Tickler called Update
Budget.

a. This Tickler is only relevant for Consumers on the
waiver. If this specific Due Process request is not
about Planned Services, hover over the arrow next to
the Tickler to click Cancel.

b. If the Consumer is on the Waiver, hover over the
arrow next to the Tickler to click Reassign. Select the
appropriate Region Staff that handles Budget Entry.
That user will be able to access the Tickler from their
My Dashboard.
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19.A Message Tickler will appear - Update applicable Budget
prior to Notice of Hearing Rights being sent to Consumer.
Click OK.

20.Navigate to the appropriate Budget and update it
accordingly. See Chapter 9 | Consumer Budget

21.When finished, hover over the arrow next to the Tickler to
click Complete.

22.The Primary Worker (Waiting list or Waiver Support
Coordinator) will monitor their My Dashboard for Ticklers
related to Due Process. To begin, log into APD iConnect and
set Role = WSC/CDC or Region Waiting List Workstream
Worker. Click Go.

23.0n the My Dashboard, find the Consumers Section and
scroll down to the Ticklers Panel. Click on Ticklers Due to
access the Tickler Queue:

Alert Notes

Unread Alert Notes 0
Ticklers

Ticklers 11
Flans

Approved 1

Pending 1

a. Use the multi variable search to narrow down the
results in the Tickler Queue. Click Search.
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File

Filters

Status v EqulTo [V hew v DV x
Last Name j Equal To j smith ANDﬂ x

iConnect IDD“ j +
-

O Apply Alert Days Before Due

2 Ticklers record(s) returned - now viewing 1 through 2 \

Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Assigned To
Smith, Marianne 10043 Send Hearing Request Form 04/13/2018 04/13/2018 Reed, Monica 3
Smith, Marianne 10043 Update Cost Plan, Validate and Update Authorization 0411372018 04/13/2018 Reed, Monica 4

<<First <Previous Refieve 45 Recordsatatime Next> Last>>
Tip
When searching for a future Tickler, remember
to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.
24.1n the Tickler Queue, find the Tickler called Update Cost
Plan, Validate and Update Plan Authorization
a. This Tickler is only relevant for Consumers on the
waiver. If this specific Due Process request is not
about Planned Services, hover over the arrow next to
the Tickler to click Cancel.
25.1f the Consumer is on the Waiver, click to open the Tickler
and the consumer’s Cost Plan List View Grid will open:
File
Workflow Wizard /) Filters
Division j +
Update Cost Plan,
Validate and Update . Pace
Authorization | SEAch § RESEL |
3 Plans record(s) returned - now viewing 1 through 3
Division Program Worker Cost Plan Creation Date v Status Cost Plan Begin Date
APD CDC+ Tiemney, Jacqueline 04/09/2018 Draft 04/09/2018
APD Tiemney, Jacqueline 03/30/2018 Pending
APD APD Waiver Reed, Monica 03/27/2018 Approved 03/27/2018

<<First <Previous Retrieve| 15 Recordsatatime Next>
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26.1n the Cost Plan List View Grid, click on the applicable Cost
Plan to open it and update fields as necessary

27.When finished, click File > Save and Close Plan

28.Hover over the arrow next to the Tickler to click Complete
N

2 Ticklers record(s) returned - now viewing 1 through 2

Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
$Smith, Marianne 10043 Send Hearing Request Form 04/13/2018 04/13/2018 Ne Ca oelﬁ e 4
n |
Smith, Marianne 10043 Update Cost Plan, Validate and Update Authorization 04/13/2018 04/13/2018 Ne 4

Edit

\ Reassign
Complete

<<First <Previous Retrieve 15 Recordsatatime Next>  Last>>

View Consumers Record

29.The Office of Appeal Hearings will assign an Appeal Number

and issue Acknowledgement of Hearing and notify APD of

the number via email.
30.Upon receiving the e-mail from the Office of Appeal

Hearings, the Hearing point of contact for the Region will log

into APD iConnect and set Role = Region Waiver

Workstream Worker. Click Go.
oo icennect PR My Dashboard | sign out RF:;: waver orkseam Worker  [v] (el
File

Quick Search
Consumers v LastName ~ ADVANCED SEARCH

MYDASHBOARD. CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

31.Navigate to the consumer’s record and click Notes > File >
Add Note.

32.In the new Note record, update the following fields:
a. Division = APD

Note Type = Due Process

Note Subtype = Appeal Documents

Status = Pending

Route the Note to the appropriate Secondary Worker
by clicking the ellipsis next to Add Note Recipient. In
the pop-up window, type in the Worker's Last Name

®aoo

= Well June 2023 Page 474



Case Management Module Chapter 15 | Due Process

and click Search. In the Search results, click on the
matching Worker Name to route the note to that
recipient.

f. Attach any collateral documentation

33.When finished, click File > Save and Close Note

oD iCennect Marianne Smith | Notes
- 4/13/2018 12:01 PM

File Tools

Notes Details %
Division *
Note By * [Buck, Jennifer M
Note Date * 041132018 |
Program/Provider | v |
Note Type * \ [Due Process v
Note Sub-Type [Appeal Documents M
Description
Collateral documentation attached to this Note record
Note
status - Pending G

Date Completed

34.The Secondary Worker will monitor their My Dashboard for
Note records related to Due Process Appeal Documents. To
do so, log into APD iConnect and set Role = Waiting List or
Waiver Workstream Lead. Click Go.

35.0n the My Dashboard, locate the Consumers panel and
scroll down to the Notes section. Click on the Pending link
to open a queue of Notes with Status = Pending
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Notes

Complete 4

Draft 1

I'm Interested 1

Pending 1
Alert Notex

Unread Alert Notes 0
Ticklers

Ticklers 52

36.In the Pending Notes queue, open the Note record with Note
Type = Due Process and Note Subtype = Appeal
Documents.

37.Review the contents of the Note to determine if Legal Issues
record can be created. Update the Note accordingly.

a. Route the Note back to the appropriate Region
Worker by clicking the ellipsis next to Add Note
Recipient. In the pop-up window, type in the Worker's
Last Name and click Search. In the Search results,
click on the matching Worker Name to route the note
to that recipient.

b. Set Status = Complete
38.Click File > Save and Close Notes.

39.The Region Worker will monitor their My Dashboard for
Note records related to Appeal Documents. To begin, log
into APD iConnect and set Role = Region Waiting List
Workstream Worker. Click Go.

Role
J .a Welcome, Jennifer Buck = My Dashboard .
Q0 iConnect 4132018 11:36 AM Sign Out Region Waiting List Workstream Worker v W

File
Quick Search

\ Consumers [v| | LastName ™ ADVANCED SEARCH

MY DASHBOARD = CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

40.0n the My Dashboard, locate the Consumers panel and
scroll down to the Notes section. Click on the Complete link
to open a queue of Notes with Status = Complete.
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Notes
Complete
Draft \ 1
I'm Mot Interested 1

Pending i

Alert Notes

Unread Alert Motes 0

a. Use the multi variable search to narrow down the
search results. Open the Note record with Note Type
= Due Process and Note Subtype = Appeal
Documents

41.Review the contents of the Note. Proceed to create the
Legal Issues record per the instructions below.

42.To document the Fair Hearing in the consumer’s record,
navigate to the Legal Issues tab and click File > Add Legal
Issue.

File Ticklers  View Consumer Incidents

Add New Consur| Add Legal Issue | o 0p

et Ll [sie Consumers V| | LastName M ADVANGED SEARCH

Print @
MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

Smith, Marianne (10043)

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

Demographics | Divisions | Programs | Provider Selections | Notes | Forms | Appointments | Plans | Waiting List | Payers | Legal Issues
Filters

Request Date ﬂ +
M Ihatia
43.In the new Legal Issue record, update the following fields:

a. Request Date = Enter the date the original request
was received

Type = Fair Hearing

Issue Source = what prompted Fair Hearing request
Status = Requested

Worker = Program Reviewer or Assessor

©®ooo

44.When finished, click File > Save Legal Issue
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o zd iConnect Marianne Smith Legal Issue

4/13/2018 12:04 PM
File

Legal Issue Details

Division

Request Date * 04/13/12018 |

Hearing Case/Docket # 301981 X
Mkl

Type |Fair Hearing ™[

Issue Source [Due Process - IFS v|

Worker |Tierney, Jacqueline V|

Status * [Requested v|

Decision | V|

45.In the Legal Issue record, the Hearings tab will appear. Click
on the Hearings > File > Add Hearing.

Opd iCecnnect Marianne Smith Hearings
4/13/2018 12:20 PM
Add Hearing Filters
Spell Check % O Monthly View Status V| NotEqualTo  [v| Drat v anolv] x
= O Daily view
Tin

Hearing Start Date ﬂ +
Close Hearings

Hearings [ _oear g e

Court Decisions 0 record(s) returned

46.In the new Hearing record, update the following fields:
a. Type = Fair Hearing

b. Start Date
c. Start Time
d. End Date
e. End Time
f. Status = Scheduled

47.When finished, click File > Save Hearing
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File
Hearing Detail
Division APD
Program [APD waiver v| Details
Start Date * 041132018 |
start Time
End Date % 04/132018 |
End Time
Service Code \ [ - | Clear ]
Type [Fair Hearing v
Sub Type
Description (non-HIPAA Data)
Reason
Appt.Summary (non-HIPAA Data)
Appt. Details(HIPAA Data) |
Category
Location [Consumers Home v
Status * Scheduled W
High Priority O

48.In the new Hearing record, Click on the New Hearing
Participant subpage:

a. Use the filters to find workers in the system who will
serve as witnesses. Click on matching records and
click Add to add them to the Hearing appointment

b. When finished, click File > Save New Hearing
Participant and File > Close New Hearing
Participant

49.To upload any additional supporting documents to the
consumer’s record, click on the Notes tab and click File >
Add Note.

50.In the new Note record, update the following fields:
a. Note Type = Due Process
b. Note Subtype = Evidentiary Documents
c. Status = Complete
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d. Attach any additional documents

51.When finished, click File > Save and Close Note

Chapter 15 | Due Process

ij iCcnnect Marianne Smith

File Tools

Notes Details
Division *

Note By *

Note Date *
Program/Provider
Note Type *

Note Sub-Type

Description

Note

Status *

Date Completed

4/13/2018 12:28 PM

[Buck, Jennifer v

04/13/2018 |7

[APD Waiver | Details
[Due Process v

[Evidentiary Documents v|

-Additional documentation attached to this email

Complete W

04/13/2018

Motion to Dismiss or Withdraw Due Process Request

1. Inthe event the region receives a Motion to Dismiss or
Withdraw, the document(s) will need to be attached to a
Note. To do so, the Region Worker will navigate to the
consumer’s record and click on Notes > File > Add Note.

2. In the new Note record, update the following fields:

a.

b.
C.
d

Division = APD
Note Type = Due Process
Note Subtype = Collateral Documents

. Status = Complete

3. Attach all relevant documentation.

4. When finished, click File > Save and Close Note

s Well

June 2023 Page 480

Notes



Case Management Module Chapter 15 | Due Process

File Tools

Notes Details

Division *

Note By * [Buck, Jennifer v

Note Date * 04/13/2018 |

Program/Provider [APD waiver | Details

Note Type * \ [Due Process vl
Note Sub-Type [Collateral Documents v|

Description

Collateral documents attached to this email

Note
Status * Complete v
Date Completed 04/13/2018

5. On the consumer’s record, navigate to the Legal Issues tab
and click File > Add Legal Issues:

File Ticklers View Consumer Incidents

Add New Consple Search  rep

Add Legal Issue Gonsumers (]| [ Lastname ~| & ADVANCED SEARCH
Print \@
MY DASHBOARD CONSUMERS PROVIDERS ‘ INCIDENTS CLAIMS ‘ SCHEDULER ‘ REPORTS

Smith, Marianne (10043)

Diagnosis | Eligibility | Medications | Auths | Provider Documentation | Contacts | Consumer Module User
Demographics | Divisions | Programs | Provider Selections | Notes | Forms | Appointments | Plans | Waiting List | Payers | Legal Issues

Filters

Request Date M+
6. In the new Legal Issue record, update the following fields:
a. Request Date = Update as appropriate
b. Type = Fair Hearing
c. Issue Source = what prompted Fair Hearing request
d

Status = Request for Motion to Withdraw OR Request
for Motion to Dismiss

e. Worker = Program Reviewer or Assessor
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7. When finished, click File > Save Legal Issue
o iConnect Marianne Smith | Legal Issue
™~ o B 4/13/2018 12:38 PM

File

Legal Issue Details

Division
RequestDate* [} 041132018 |=
Hearing Case/Docket # 43534
aabil
Type * | Fair Hearing hd f'
Issue Source
Worker |Tierney, Jacqueline V|
Status * |Request for Motion to Withdraw V|
Decision | Vl

8. Upon saving the Legal Issue record, a Workflow Wizard will
trigger with the following Ticklers:

a. Update Cost Plan, Validate and Update Authorization
- Assigned to Primary Worker (Waiver Support
Coordinator)

b. Update Budget - Assigned to Secondary Worker
(Waiting list or Waiver Workstream Lead), who will
complete the task or reassign to the appropriate
designee with the Budget Entry role. Waiting List
Workstream leads will cancel this tickler.

c. Update Legal Issue Status - Assigned to Secondary
Worker (Waiting list or Waiver Workstream Lead),
Due Immediately

9. The Region Staff (Secondary Worker), will monitor their My
Dashboard for Ticklers related to Due Process. To begin,
log into APD iConnect and set Role = Region Waiver
Workstream Lead. Click Go.
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Role

Region Waiver Workstream Lead ﬂ @

- ! Welcome, Jennifer Buck = My Dashboard S
OF‘U itennect S/412015 12:33 PM Sign Out

File
Quick Search

Consumers V] | astame ™| ADVANCED SEARCH

Pl‘{DASHBGARE‘ CDNSUMERS‘ PROVIDERS ‘ INCIDENTS ‘ CLAIMS ‘ SCHEDULER ‘ REPORTS

10.0n the My Dashboard, find the Consumers Section and
scroll down to the Ticklers Panel. Click on Ticklers Due to
access the Tickler Queue:

‘ Alert Notes ‘
Unread Alert Notes 0
‘ Ticklers ‘
Ticklers \ 11
\ .
‘ Plans ‘
Approved 1
Pending 1

a. Use the multi variable search to narrow down the
results in the Tickler Queue. Click Search.

File

Filters

Status j Equal To ﬂ New j ANDj x

Last Name j Equal To ﬂ smith AND j x

iConnect ID[:.x j +
5~

O Apply Alert Days Before Due

2 Ticklers record(s) returned - now viewing 1 through 2

Tip
When searching for a future Tickler, remember

to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

11.Select the tickler, called Update Budget to Open it.
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File

Workflow Wizard
Update Budget »

Update Legal Issue Status | » Open @
Cancel
Edit
Reassign
Complete

View Consumers Record

12.Upon doing so a Message Tickler will open that says Update
Applicable Budget

File

Workflow Wizard Update applicable Budget.

Update Budget .

Update Legal Issue Status | »

a. Note that the Budget only needs to be updated if Due
Process was initiated because of an Agency action
regarding waiver services. If this is not the case,
hover over the arrow next to the Tickler to click
Cancel.

b. If the Due Process request was initiated because of
an Agency action regarding waiver services, update
the Budget.

13.To do so, navigate to the consumer’s record and click on the
Consumer Budget tab > open the appropriate Budget and
update it accordingly. See Chapter 9 | Consumer Budget

14.Back in the Workflow Wizard window, hover over the arrow
next to the Tickler to click Complete
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File

Workflow Wizard

Update Budget
Open
Update Legal Issue Status |

ncel
Edit
Reassign

Complete @

Update applicable Budget.

View Consumers Record

Chapter 15 | Due Process

15.In the Tickler queue, hover over the arrow next to the Tickler

Update Legal Issue Status to click Open.

File
Workflow Wizard

Update Budget e

Update Legal Issue Status | »
Open @
Cancel
Edit
Reassign

View Consumers Record

16.Upon doing so, the Legal Issues List View Grid will open

File
Workflow Wizard () Filters
Request Date v +
R R r J
Update Legal Issko | Search § Heset |
Status
2 Legal Issues record(s) returned - now viewing 1 through 2
Request Hearing =] ] Final Order
Date Case/Docket # Division Type Status Decision Date Worker
Fair Tierney,
04/13/2018 301981 APD Hearing Requested P Jacqueline
Fair Request for Motion to L Tierney,
04/13/2018 43534 APD Hearing Withdraw &1 Jacqueline
<< First  <Previous Retrieve| 15 | Recordsatatime Next>  Last>>

y ;i
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17.In the consumer’s Legal Issues List View grid, click to open
the relevant Legal Issue and update the Status and other
fields as applicable.

18.When finished, click File > Save and Close Legal Issue

19.Back in the Workflow Wizard window, hover over the arrow
next to the Tickler to click Complete

20.Click File > Close Workflow Wizard

21.The Waiver Support Coordinator will monitor their My
Dashboard for Ticklers related to Due Process. To begin,
log into APD iConnect and set Role = WSC/CDC. Click Go.

Welcome, MonicaReed My Dashboard Sign Out Role

Q0 iConnect 41312018 1142 AM wscicDe

ﬂw‘

" File
Quick Search
| Consumers (V]| | LastName M ADVANCED SEARCH

Participating

MY DASHBOARD ~ CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

22.0n the My Dashboard, find the Consumers Section and
scroll down to the Ticklers Panel. Click on Ticklers Due to
access the Tickler Queue:

Alert Notes

Unread Alert Notes 0

Ticklers

Ticklers 11

Plans
Approved 1

Pending 1

a. Use the multi variable search to narrow down the
results in the Tickler Queue. Click Search.
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File
Filters:
Status ﬂ Equal To ﬂ New j ANDﬂ x
Last Name ﬂ Equal To ﬂ smith AND ﬂ X

iConnect ID ﬂ +

[] Apply Alert Days Before Due

1 Ticklers record(s) returned - now viewing 1 through 1 \
| consumer Name iConnect ID Tickler Name DateCreated | DateDue | Date Completed Status | Assigned To |
| smith, Marianne 10043 Update Cost Plan, Validate and Update Authorization 0411312018 Loa1z2018 | New |Reed, Monica |
<<First <Previous Refrieve {5 Recordsatatime Next> Last>>
Tip
When searching for a future Tickler, remember
to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.
23.Click on the Tickler called Update Cost Plan, Validate and
Update Authorization to open it.
24.Upon doing so, the consumer’s Cost Plan List View Grid will
open
Oﬂ—j iCennect Marianne Smith =~ Plans
: ) ’ 4/13/2018 1:01 PM
File
Workflow Wizard (“)-Filters
Division ﬂ +
—

3 Plans record(s) returned - now viewing 1 through 3

[+]
A Cost Plan Creation Cost Plan Begin
Division | Program Worker Date - Status Date
APD cDC+ sty 04/09/2018 Draft 04/09/2018
Jacqueline
APD Tierney, 03/30/2018 Pending
Jacgueline
APD &Zarer Reed, Monica 03/27/2018 Approved | 03/27/2018

=< First  <Previous Retrieve 15 Recordsatatime Next> Last>>
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25.1n the Cost Plan List View Grid, click on the applicable Cost
Plan to open it and update fields as necessary

26.When finished, click File > Save and Close Plan and File >
Close Workflow Wizard

Fair Hearing

1. When the assigned Workstream Worker or Workstream
Lead receives a copy of the Final Order issued in response
to the Due Process request, the worker will document via
note and attach a copy of the Final Order. To begin, the
worker will log into APD iConnect and set Role Region
Waiver Workstream Worker or Lead. Click Go.

2. To provide all necessary parties with the Final Order,
navigate to the consumer’s record and click Notes > File >
Add Note.

3. In the new Note record, update the following fields:

a.

®aoo

Note Type = Due Process

Note Subtype = Final Order

Status = Complete

Attach the Final Order to the Note

Route the Note to the appropriate recipients (ROM
DROM, Waiver Work Stream Lead) by clicking the
Ellipsis button next to Add Note Recipient. In the pop-up
window, type in the Worker's Last Name and click

Search. In the Search results, click on the matching
Worker Name to route the note to that recipient.

4. When finished, click File > Save and Close Note
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OF‘W‘"‘J’ i"( nneo ‘ Marianne Smith

File Tools

Notes Details
Division *

Note By *

Note Date *
Program/Provider
Note Type *

Note Sub-Type

Description

Note

Status *

Date Completed

4/23/2018 1:59 PM

L o

\Tlerney, Jacqueline V\

04/23/2018 |9

[APD Waiver \| Details
\ Due Process v r
\Final Order hd
Please review Final Order attached to this Note
Complete v

04/23/2018

5. Upon saving the Note record, a Workflow Wizard will trigger
with the following Ticklers:

a.

Run the Algorithm, Update Budget, and Hearing
Status - Assigned to the Secondary Worker, (WL or
Waiver Workstream Lead) Due Immediately

Contact Consumer/Consumer Rep — Assigned to the
Primary Worker, Due Immediately

Document Consumer Decision - Assigned to the
Primary Worker, Due Immediately

Update Planned Services and Auths - Assigned to the
Primary Worker, Due Immediately

Create/Update Service Authorizations - Assigned to
the Primary Worker, Due Immediately

Contact Service Providers - Assigned to the Primary
Worker, Due Immediately

6. To complete the first Tickler, the Secondary Worker (Waiting
list or Waiver Workstream Lead) will log into APD iConnect
and set Role = Waiting list or Waiver Workstream Lead).
Click Go.

s Well

June 2023 Page 489

Notes




Case Management Module Chapter 15 | Due Process

7. On the My Dashboard, finding the consumer’s section and
scrolling down to the Ticklers Panel. Click on the Ticklers
link:

|
‘Alert Notes ‘

Unread Alert Motes 0

‘ Ticklers [] ‘
Ticklers \ 50

S,
‘ Appointments ‘
Scheduled 4
‘ Authorizations ‘
Approved 11
Terminated 3

a. Inthe Tickler Queue, use the multi variable search to
narrow the results down to the relevant Ticklers. Click

Search.
Filters
Status v EaaTo j New j ANDj x
LastName V| EqualTo ﬂ smith ANDj x
icomnectin v |+

[ Apply Alert Days Before Due

5 Ticklers record(s) returned - now viewirg 1 through 5

Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Update Cost Plan, Validate and Update 04/13/2018 0411372018 New Reed, Monica C
Smith, Marianne 10043 Contact Gonsumer/Legal Rep 042312018 04/2372018 New Reed, Monica 4
Smith, Marianne 10043 Document Consumer Decision 0472372018 04/2372018 New Reed, Monica »
Smith, Marianne 10043 Update Planned Services and Auths 042312018 04/23/2018 New Reed, Monica 4
Smith, Marianne 10043 Contact Service Praviders 0472372018 04/23/2018 New Reed, Monica >

<<First <Previous Refieve 15 Recordsatatime MNext> Last>>

Tip

When searching for a future Tickler, remember
to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

8. In the Tickler Queue, click to open the Tickler called Run
Algorithm, Update Budget and Hearing Status.

9. Upon doing so, a Message Tickler will open - Run Algorithm,

Update Budget and Hearing Status
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NOTE: Running the algorithm is rare when receiving a final
order. If this is not needed, Cancel the tickler.

10.To complete the Tickler, begin by navigating to the
consumer’s record and click on Forms > File > Add Form.

a. Set Please Select Type = EZ iBudget Calculator.
b. Complete all relevant fields

11.When finished, click File > Save and Close Form

Q0 iCoennect Marianne Smith |~ Forms
4232018 2:31 PM
File
Qo
Please Select Type: EZ iBudget Calculator v @
Consumer Forms
iew - [AsNeeded | = i el Details
Review As Needed Worker Reed, Monica || Clear BEEE
Review Date * 04/23/2018 -_ Status * Complete v
Division * APD v Program v
Approved By Reed, Monica Details Approved Date 04/23/2018

EZ iBudget Calculator

First Name Marianne
Ml
Last Name Smith

12.Navigate to the consumer’s record, click on the Legal
Issues tab > click to open the relevant Legal Issue record >
click on the Hearings tab > click to open the relevant
Hearing record

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITIES REPORTS

Smith, Marianne (10043)

Lr Diagnosis ~ Eligibility | Medications =~ Auths = Provider Documentation = Contacts =~ Gonsumer Module User

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

Filters
Request Date v+
| Search | Reset |
2 Legal Issues record(s) returned - now viewing 1 through 2
Request Date v Hearing Case/Docket # Division Type Status Decision Final Order Date Worker
041132018 301981 APD Fair Hearing Requested Tiemey, Jacqueline
04/1372018 43534 APD Fair Hearing Request for Motion to Withdraw Tiemey, Jacqueline

<<First <Previous Retrieve {5 Recordsatafime Next> Last>>

13. Update the Status field

14.When finished, click File > Save and Close Hearing
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15.Back in the Tickler Queue, hover over the arrow next to the
Tickler to click Complete

16.To complete the remaining Ticklers, the Primary Worker
(Waiver Support Coordinator) will log into APD iConnect and
set Role = WSC/CDC. Click Go.

17.0n the My Dashboard, finding the consumer’s section and
scrolling down to the Ticklers Panel. Click on the Ticklers
link:
|
‘Alert Notes ‘

Unread Alert Notes 0

‘ Ticklers @ ‘
Ticklers \ 50

T,
‘ Appointments ‘
Scheduled 4
‘ Authorizations ‘
Approved 11
Terminated 3

a. Inthe Tickler Queue, use the multi variable search to
narrow the results down to the relevant Ticklers. Click

Search.
Filters
Status v Eqate Ve v alv| | x
LastName v EqualTo v smin anolv| | x
icomnectin v |+

[ Apply Alert Days Before Due

5 Ticklers record(s) returned - now viewing 1 through 5
Consumer Name iConnect ID Tickler Name. Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Update Cost Plan, Vaidate and Update 0411372018 0411312018 New Reed, Monica v
Smith, Marianne 10043 Contact Consumer/Legal Rep 0412372018 041232018 New Reed, Monica »
Smith, Marianne 10043 Document Consumer Decision 0412372018 042312018 New Reed, Monica »
Smith, Marianne 10043 Update Planned Services and Auths. 0412372018 041232018 New Reed, Monica »
Smith, Marianne 10043 Contact Service Providers 041232018 041232018 New Reed, Menica »

<<First <Previous Refrieve 15 Recordsatatime MNext> = Last>>

Tip

When searching for a future Tickler, remember
to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.
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18.1n the Tickler Queue, click to open the Tickler called Contact
Consumer/Legal Rep.

19.Upon doing so, a Message Tickler will open - Contact
Consumer/Legal Representative to discuss hearing details
and final order. Click OK.

Message from webpage X
1 Contact the Consumer/Legal representative to discuss hearing -
and | . details and final order.
ep

sion | \
ind A

SEEEEEE

<< First < Previous Retrieve 15 Recordsatatime Next> Last >>

20.When finished, hover over the arrow next to the Tickler to
click Complete

5 Ticklers record(s] returned - now viewing 1 through 5

Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Update Cost Plan, Validate and Update Authorization 04/13/2018 041132018 New Reed, Monica
Smith, Marianne 10043 Contact ConsumeriLegal Rep 04/23/2018 04/23/2018 New Cancel
Smith, Marianne 10043 Document Gonsumer Decision 0472372018 041232018 New
Smith, Marianne 10043 Update Planned Services and Auths 04/23/2018 04232018 New Edit @
Smith, Marianne 10043 Contact Service Providers 0412372018 041232018 New Reassign

<<First <Previous Retrieve 15 Recordsatatime Next> Last>> Complete
/ View Consumers Record

21.Back in the Tickler Queue, click to open the Tickler called
Document Consumer Decision.

22.Upon doing so, a new Consumer Note record will open. In

the new Consumer Note record, update the following fields:
a. Division = APD

Note Type = Due Process

Note Subtype = Consumer Update

Description = Consumer Decision

Note = summarize the discussion with the

consumer/legal representative explain the impact of

the Final Order. If the consumer doesn’t agree with

the Final order, he/she can take the necessary steps
to have a judicial review.

®aoo
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f. Status = Complete

23.When finished, click File > Save Notes and File > Close
Workflow Wizard

File Tools

John Sheppard Notes
Last Updated by jbuck
at 111272018 2:49:54 PM

opd iCennect

Workflow Wizard File Tools Reports
gunpmenl Consumer Notes Notes Details
ecision
— Division *

Note By * Reed, Monica

Note Date * 1eios |E

Program/Provider * WSC Agencyl V| Detalls

Note Type * [Consumer Contact i

Note Sub-Type

Description Consumer Decision

Final Order discussion with Consumer summarized here
Note
staws-
11/2712018

Date Completed

24.Back in the Tickler Queue, click to open the Tickler Update
Planned Services and Auths.

25.Upon doing so, the consumer’s Cost Plan List View Grid will
open.

26.1n the consumer’s Cost Plan List View Grid, click on the
relevant Cost Plan to view it. Update the Cost Plan as

necessary.
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ocd iCennect
File L§
Workflow Wizard

Update Planned
Services and Auths

Chapter 15 | Due Process

Marianne Smith ~ Plans

4/23/2018 220 PM
Filters
Division ﬂ +
3 Plans record(s) returned - now viewing 1 through 3
[+]
Division | Program Worker Cost Plan Creation Date » | Status | Cost Plan Begin Date | Cost Plan End Date
APD CDC+ Tiemey, Jacqueline | 04/09/2018 Draft 04/09/2018
AFD Tierney, Jacqueline | 03/30/2018 Pending
AFD APD Waiver | Reed, Monica 03/27/2018 Approved | 03/27/2018

<< First

< Previous Refrieve 15 Records atatime

Next >

Last ==

27.When finished, click File > Save and Close Plan and File >
Close Workflow Wizard

28.Back in the Tickler Queue, click to open the Tickler called
Contact Service Providers

29.Upon doing so, a Message Tickler opens - Contact Provider
via phone or email if change negatively impacts Provider

Message from webpage

Contact Provider via phone or email if change negatively
Ip ! impacts provider.

X

™S

oK

TR TRI Ten |

30.When finished, hover over the arrow next to the Tickler to
click Complete

31.If the Consumer doesn't agree with the Final Order, he/she
can take necessary steps to request a Judicial Review (non-
APD iConnect process).
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Chapter 16 | Safety Plan

Introduction

In some cases, Consumers exhibit behavior that indicate the
need for a monitored plan of care. These behaviors include
but are not limited to a documented history of engaging in
sexual aggression, sexual battery or otherwise engaged in
nonconsensual sexual behavior with another individual, with
or without police involvement, that addresses their unique
needs and creates safe environments for everyone and
facilitates successful community living. In these instances, a
Safety Plan developed by the Waiver Support Coordinator
(WSC), with consultation from the authorized behavior
analysis (BA) provider or Area Behavior Analyst (ABA),
when needed. These plans are integrated into the Support
Plan and implemented where the consumer resides. The
following Chapter outlines how the Safety Plan should be
documented within APD iConnect.

Sexual Misconduct Process

1. The process begins when a Consumer has been identified to
have Sexually Aggressive Behaviors. The individual’s
Sexually Aggressive behavior could be identified via various
methods including but not limited to, transition summary
report, incident report, police report, court order, responses
on a Behavioral Assessment, etc.

2. The Sending provider / Behavior Analysis provider / Area
Behavior Analyst will document behavior via the Sexual
Misconduct Characteristics Form. To begin, log into APD
iConnect and set Role = Service Provider. Click Go.

¥ ood icennect Welemo, scqla Ty | My Dashboard | snou [ o & o |
File
Quick Search
| Gonsumers (] | LootHame & ADVANGED SFARCH
[ participating

3. Navigate to the consumer’s record and click Forms > Add
Form. Set Please Select Type = Sexual Misconduct
Characteristics Form.
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File Add Forms  [Ticklers

Add Forms

‘ch

Print @
\ | Consumers [v]| | Lesttame ~| = ADVANGED SEARCH

[ Participating

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Smith, Marianne (10043)

Diagnosis | Medications = Auths Provider Documentation | Contacts

Demographics Noles Forms  Appoiniments Plans

Filters
Form j +

6 Forms record(s) returned - now viewing 1 through &

Form Review Review Date ~ Worker Division Status
Person Centered Suppert Plan Initial 04/17/2018 Buck, Jennifer APD Draft
Central Admissions Gover Sheet Initial 04/05/2018 Admission, ICF APD Complete

4. Inthe Form, update all relevant fields. In the Header, update
the following fields:

a. Review = Initial
b. Division = APD
c. Status = Complete

5. When finished, click File > Save and Close Forms

opd wennect Mariznne Smith | Forms

472672018 3:57 PM
File %

Please Select Type: [Sexually Maladaptive Behavior v] /

Consumer Forms

Review * Worker * Tiemney, Jacqueline || Ciear [BEE
Review Date * 0an26i2018 | Status *

Division * Program

Approved By Tiemey. Jacqueline Details Approved Date 04262018

ATTACHMENT GG

Sexual Misconduct Characteristics

Name of Consumer (Last): Smith
Name of Consumer (First): Marianne
Name of Consumer (Middle): M

6. Upon saving the Sexual Misconduct Characteristics Form
with Status = Complete, a Workflow Wizard will trigger the
following Tickler to the WSC:

a. Initiate Safety Plan, Assigned to WSC, Due
Immediately
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7. To complete the Tickler, the assigned Waiver Support
Coordinator (WSC) will log into APD iConnect and set Role =
WSC/CDC. Click Go.

Opd iConnect 51112018 1:56 PM WSCICDC
File
Quick Search

Consumers [v]| | LastName ™ @ ADVANCED SEARCH
Participating

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

8. On the My Dashboard, the WSC will find the Consumers
Section and scroll down to the Ticklers Panel. Click on
Ticklers Due to access the Tickler Queue:

Alert Notes

Unread Alert Notes 0
Ticklers

Ticklers 1
Plans

Approved 1

Pending 1

a. Use the multi variable search to narrow down the
results in the Tickler Queue. Click Search.

File
Status ﬂ Equal To | New :] AND[v| X
LastName j Equal To e AND[v|  x

iConnect ID ﬂ +

[ Apply Alert Days Before Due

B Bl
1 Ticklers record(s) retumed - now viewing 1 through 1
Consumer Name iConnect ID | Tickler Name Date Created Date Due. L} Date Completed Status
Smith, Marianne 10043 Inttiate Safety Plan 05/012013 0500172018 New Reed, Monica

Tip
When searching for a future Tickler, remember

to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

9. In the search results, the WSC will click to open the Tickler
called Initiate Safety Plan.
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10.Upon doing so, the consumer’s Forms List View Grid will
open.

11.Click to open the Person-Centered Support Plan and
complete all fields in the section called Safety Plan. Set
Status = Dratft.

Gpd Connect Marianne Smith Forms

Last Updated by wse2
at 4117/2018 45850 PM

File Reports

Person Centered Support Plan @

Consumer Forms

ew * i v B i Clea
Review \ Worker Buck, Jennifer |~ | Crear PR
Status *

Review Date * oa7a01s |
Division * Program [APD Waiver | Details

Approved By Approved Date

Note

&

s
PERSON CENTERED SUPPORT PLAN

My Waiver Support Coordinator

WSC Name* [Buck, Jennifer v

WSC Agency Name: Agency 1

12.When finished, click File > Save Forms and File > Ticklers.

13. After completing the Safety Plan, if the WSC feels a consult
with the assigned BA provider or ABA is warranted, the WSC
should notify the BA provider or ABA via a note. Consults
are optional and not required.

Note: WSCs should only request a consult from the ABA if
the consumer does not have behavioral services. If there is
a treating BA provider, that is who they should ask to
complete the consult.

14.To do so, the WSC navigates to the consumer’s record and
click Notes > File > Add Note.

15.1n the new Note record, update the following fields:
a. Division = APD
b. Note Type = Safety Plan
c. Note Subtype = Consult Requested OR Completed
d

Note = Document rationale for consultation on the Safety
Plan

e. Status = Pending OR Complete
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f. If a Consult is requested, route the Note to the BA
provider, or the ABA when appropriate, by clicking the
Ellipsis button (. . .) next to Add Note Recipient. In the
pop-up window, type in the Worker's Last Name and click
Search. In the Search results, click on the matching
Worker Name to route the note to that recipient.

16.When finished, click File > Save and Close Notes

Opd iCennedct Marianne Smith =~ Notes

5/1/2013 3:30 PM

File Tools

Notes Details
Division *
Note By *
Note Date * 050172018 |
Program/Provider | M
Note Type * [Safety Plan v
Note Sub-Type Consult Requested v
Description
Document details of Safety Plan here. Consult Requested
Note
Status
Date Completed

17.To access Notes requesting a Safety Plan Consult, the BA
provider or ABA will log into APD iConnect and set Role =
Service Provider OR Clinical Workstream Worker,
respectively.

Role

Opd {Connect :f\l;?;:;n;jmmved Professional | My Dashboard Signout o @
File
Quick Search
Consumers [xe]| | LastMame ~ ADVANGED SEARCH

Participating

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER
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18.0n the My Dashboard, the BA provider or ABA will identify
the Consumer panel and scroll down to the Notes section.
Click on the Pending link to open a queue of Pending Notes

Notes

Complete 4

Draft 1

I'm Interested 1

Pending 1
Alert Notex

Unread Alert Notes 0
Ticklers

Ticklers 52

19.1n the Pending Notes queue, open the Note record with Note
Type = Safety Plan and Note Subtype = Consult Requested.

20.Review the contents of the Note record and update it with
feedback. Update the following fields:

a. Note Subtype = Consult Requested

b. Route the Note to the assigned WSC by clicking the
Ellipsis button (. . .) next to Add Note Recipient. In
the pop-up window, type in the Worker's Last Name
and click Search. In the Search results, click on the
matching Worker Name to route the note to that
recipient.

c. Attach any supporting documentation
21.When finished, click File > Save and Close Notes.

22.The WSC will monitor the My Dashboard for the Behavioral
Provider or the ABA’s response to the Consult Requested
Note record. To do so, log into APD iConnect and set Role =
WSC/CDC. Click Go.

Welcome, Monica Reed | My Dashboard ;. o, Rote

opd iConnect Saors 1sa o Sign Ot seicne ~ &

File
Quick Search
Consumers (] | Lostiame ~ & ADVANCED SEARCH
Participating

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER
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23.0n the My Dashboard, the WSC will identify the Consumer
panel and scroll down to the Notes section. Click on the
Pending link to open a queue of Pending Notes

Notes
Complete 4
Draft 1
I'm Interested 1

Pending 1

Alert Notex

Unread Alert Notes 0

Ticklers

Ticklers 52

24.1n the Pending Notes queue, open the Note record with Note
Type = Safety Plan and Note Subtype = Consult Requested.

25.Review the contents of the Note record and take any
necessary action as specified by the BA provider or the ABA.

26.When finished, click File > Save and Close Notes.
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Chapter 17 | Medical Case Manager Report

Introduction

In some cases, in order to determine the level of care
required for a Consumer, a Medical Case Manager may be
necessary. A request for a Medical Case Manager report
can be made at any time when a consumer’s needs are
being evaluated by the Region Medical Case Manager. In
this Chapter, the process in which to complete and
document a Medical Case Manager Report is outlined.

Add Medical Case Manager Report

1. The Clinical Work Stream Lead will receive a request for
Medical Case Management via fax, email or regular mail

2. To begin, log into APD iConnect and set Role = Region
Clinical Workstream Lead. Click Go.

Role
. Welcome, Tony ClinicawsL = My Dashboard = ;
o iCennect AEI2018 355 pMy Y Sign Oul | pegion Cinical Workstream Lead
File
Quick Search
Consumers [v]| | Lasthame ~ ADVANGED SEARCH
3. To add a request for a Medical Case Manager Report,
. , . .
navigate to the consumer’s record and click Notes > File >
Add Note.
File Tools Reports Ticklers  View Consumer Incidents
Add Noles | Consumers | Lastame ~| N ADVANCED SEARCH
Print
MY DASHBOARD | CONSUMERS ] PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS
Smith, Marianne (10043)
Diagnosis = Eligibility =~ Medications = Auths | Provider Documentation | Contacts | Consumer Module User
Demographics | Divisions | Programs = Provider Selections = Notes = Forms =~ Appointments =~ Plans = Waiting List ~ Payers = Legal Issues
Filters
Note Date ﬂ +
| >
43 Notes record(s) returned - now viewing 1 through 15
Note Date Note By Note Type Note Sub-Type Description Status Date Completed
04/06/2018 Eligibility, Michelle Waiver Enrollment Phelan McDermid Syndrome Verification Complete 04/06/2018
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4. In the new Note record, update the following fields:

a. Division = APD
Note Type = MCM Request
Note Subtype = Pending
Status = Pending
Route the Note record to the Medical Case Manager
by scrolling to the bottom of the Note and clicking on
the Ellipsis button next to Add Note Recipient. In the
pop-up window, type in the Worker's Last Name and
click Search. In the Search results, click on the

matching Worker Name to route the note to that
recipient

®aoo

5. When finished, click File > Save and Close Note

o0 iConnect Marianne Smith | Notes
' 4/6/2018 3:57 PM

File Tools

Notes Details
Division *
Note By * |CIinicaIWSL, Tony V|
Note Date * o4/06/2018 |
Program/Provider
Note Type * [MCM Reqguest [
Note Sub_Type
Description
Request for a Medical Case Management Repori]
Note
Status

Date Completed

6. The Medical Case Manager will monitor the Notes Panel on
their My Dashboard for Pending Notes. To begin, log into
APD iConnect and set Role = Region Workstream Worker.
Click Go.
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7. On the My Dashboard, find the Consumers section and
scroll down to the Notes Panel. Click on the Pending link to
view the Notes Queue:

Notes
Complete 3
Draft 1
I'm Mot Interested 1
Pending / 7
Alert Notes
Unread Alert Notes 0

8. Use the multi variable search to find the Note record with
Note Type = MCM Request

File

Filters
Status ﬂ Equal To ﬂ Pending ﬂ AND ﬂ x

iConnect ID j +

| et g
2 Notes record(s) retumed - now viewing 1 through 2

iConnect ID Consumer - Note Type Note Sub Type Note Date Subject Author
10043 Smith, Marianne Crisis. MCM/ABA Crisis Report Request 04/04/2018 WaiverWSL, Stanley
10043 Smith, Marianne MCM Request Pending 04/0612018 ClinicalWSL, Tony

<<First  <Previous Relieve| 15 Recordsatalime Next> Last>>

9. Open and review the Note record

10. Navigate to the consumer’s record to review all relevant
Forms and Notes. The ROM or Clinical Workstream Lead
will decide if a face-to-face meeting is necessary.

a. If a face-to-face meeting is necessary, proceed below

b. If a face-to-face meeting is NOT necessary, do not
schedule the appointment with the Consumer and
proceed with completing the record review and the
Medical Case Manager Report

11.If a face-to-face meeting is necessary, proceed with
contacting the Consumer to schedule the appointment.
Document each contact attempt in a Consumer record. To
do so, navigate to the consumer’s record and click Notes >
File > Add Note.
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12.In the Note record, update the following fields:
a. Division = APD
b. Note Type = Consumer Contact
c. Subtype = Telephone
d. Status = Complete

13.When finished, click File > Save and Close Notes

o0 iConnect Marianne Smith | Notes
™ 41672018 411 PM

File Tools

Notes Details

Division *

Note By * [MCM, Adam v]

Note Date * 04/06/2018 |

ProgramiProvider

Note Type * \ [Consumer Contact v

Note Sub-Type Telephone Vv

Description
4.6.18 - Contacted Consumer via telephone to schedule face-to-face
appointment. Left voicemail.

Note

Status * Complete v

Date Completed 04/06/2018

14.Upon reaching the Consumer via telephone, schedule the
appointment. In APD iConnect, navigate to the consumer’s
record and click on Appointments > File > Add
Appointment.
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File Ticklers View Consumer Incident

T

Add Appoinfment Consumers (V]| | Lasthame ~| G ADVANCED SEARCH
Spell Check @
Print -

MY URorsUARL | CONSUMERS | PROVIDERS | INGIDENTS | clAms | SCHEDULER |  ummEs REPORTS

Smith, Marianne (10043)

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

Demographics | Divisions = Consumer Budgets =~ Programs | Provider Selections = Notes = Forms | Appointments  Plans | Waiting List = Payers = Legal
View Style Filters-
) L ) i
® List View O Monthly View Status ﬂ Net Equal To ﬂ Draft ﬂ AND ﬂ x
O Weekly View O Daily View
Start Date ﬂ +
2 Appointments record(s) returned - now viewing 1 through 2
Start Date - Start Time End Date End Time Type SubType Subject Status
0312972018 3:41:00 PM 03/2972018 4:11:00 PM AIM/Support Plan Meeting AIM Support Plan Meeting Scheduled
03/26/2018 4:00:00 PM 03/26/2018 5:00:00 PM Qsl QS| Appointment Scheduled

v Eieet o Demdooe Dotriova | 4= | Dacarde ot 2 fima Mot s §ack s

15.1n the new Appointment record, update the following fields:
a. Division = APD

Start Date

Start Time

End Date

End Time (estimated)

Appointment Type = Medical

Status = Scheduled

@ 0o ao0oT

16.When finished, click File > Save Appointment
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ocd iConnect Marianne Smith | Appointment
~ ’ 4162018 4:20 PM

File

Appointment Detail

Division
Program APD Waiver | Details
Start Date * 04/06/2018 =
Start Time PM Vv
End Date 04/06/2018 ] %
End Time 50 W[PM v
Travel Time
Preparaton Time
Type \ [Medical vl
Sub Type
Subject Face-to-Face Medical Case Manager Report Meeting | X
Appointment Summary
500 characters remaining
Additional Information (Private)
500 characters remaining
Reason
Location | W
Status * Scheduled W

17.Upon saving the new Appointment, the Appointment record
will refresh and display the Add Attendee tab.

18.Click Add Attendee and scroll to find the relevant worker
records that should be added to the Appointment. Note that
you can use the CTRL key to select multiple workers before
clicking Add. Then click Add > Save and Close Add
Attendee.

19.To complete the Medical Case Manager Report, navigate to
the consumer’s record and click on Forms > File > Add
Form.
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File Tools Ticklers View Consumer Incident Word Merge

s | People Search

| Consumers ]| | Lasthiame ~ ADVANCED SEARCH

Print
MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITIES REPORTS

Smith, Marianne (10043)

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

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

Filters
Form ﬂ +

8 Forms record(s) returned - now viewing 1 through 8

Form Review Review Date ~ Worker Division Status
Central Admissions Cover Sheet Initial 04/05/2018 Admission, ICF APD Complete
Crisis |dentification Tool Initial 04/04/2018 Reed, Monica APD Draft

20.1n the Please Select Type field select the Medical Case
Manager Report

21.Complete all relevant fields in the Form.

22.In the header, complete the following fields:
a. Review = As Needed
b. Division = APD
c. Status = Complete
d. Program = Update as appropriate

23.When finished, click File > Save and Close Form

File
Please Select Type: | Medical Case Manager Report V‘
Consumer Forms
Review * \ Worker * MCM, Adam B ey Deteis
Review Date * 04/09/2018 |7 Status [Complete v]
Division * Program Details
Approved By MCM, Adam Details Approved Date 04/09/2018
MEDICAL CASE MANAGER REPORT
Client First Name: Marianne
Client Last Name: Smith I}
Client Date of Birth: 03/04/2004 1
Client Age: 14

24.To notify the MCM Review Requestor and the Clinical Work
Stream Lead that the Medical Case Manager Report is
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Complete, navigate to the consumer’s record and click
Notes > File > Add Note.

25.1n the new Note record, update the following fields:
a. Division = APD
b. Note Type = MCM Report Status
c. Note Status = Complete
d

. Route the Note to the MCM Review Requestor and
the Clinical Workstream Lead by clicking the Ellipsis
button next to Add Note Recipient. In the pop-up
window, type in the Worker's Last Name and click
Search. In the Search results, click on the matching
Worker Name to route the note to that recipient.

26.When finished, click File > Save and Close Notes

Qﬂj iConnect :ﬂlrgagna:wgn?nsagwg:' Notes

File Tools

Notes Details

Division *

Note By * [MCM, Adam v]

Note Date * 04/092018 |

Program/Provider APD Waiver | Details

Note Type * [MCM Request v
Note Sub-Type Complete v

Description

The Consumer's "Medical Case Manager Report” is complete.

Note

Status * Complete A

Date Completed 04/09/2018
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Chapter 18 | Service Recording

Introduction

Upon a Consumer receiving services, Providers are required
to track and maintain those services and the details
surrounding them. These details can include a variation of
record keeping methods based on the type of service(s)
rendered. The documentation types include Progress Notes,
Attendance Logs, Service Logs, Trip Logs, or a combination
of documents. Often these services must be documented as
frequent as daily, but some can be documented monthly.

1. Life Skills Development — Level 1 (Companion)

2. Life Skills Development — Level 2 (Supported
Employment

3. Life Skills Development — Level 3 (Adult Day Training
- ADT)

Residential Habilitation (Standard)
Residential Habilitation (Behavior Focused)
Residential Habilitation (Intensive Behavior)
Supported Living Coaching

Support Coordination

Behavior Analysis Services

10 Behavior Assistant Service

© o N O A

WSC Monthly Service Recording

Waiver Support Coordinators (WSCs) should maintain all
progress notes in one place in APD iConnect. To streamline
the entry of progress notes, APD iConnect has been
updated so that the session notes are included within one
screen design under the Provider Documentation Tab.

1. Monthly, the Waiver Support Coordinator will record his/her
Support Coordination on a monthly (billable) note, and an
additional contact note, both as Activities on the Provider
Documentation tab in APD iConnect.

2. The contacts can be with the recipient or with persons
important in the recipient’s life, including family members,
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legal representatives, service providers, or community
members.

3. The contact can be via telephone, letter writing, or e-mail
transmission.

4. Any contact or activity on behalf of the recipient must be
documented in the support coordination progress notes and
on the Provider Documentation tab in APD iConnect.

5. The contacts must be individualized and related to services
and benefits specific to the recipient who is receiving
services.

6. Itis best practice to complete the additional contact note as
the last one of the month.

7. Administrative activities such as typing letters, filing, mailing,
or leaving messages do not qualify as contacts or activities.

8. In addition, activities including telephone calls to schedule
meetings, setting up face-to-face visits or scheduling
meetings with the recipient’s employer, family, or providers
do not qualify as contacts.

Support Coordination Billable Note

1. To begin, log into APD iConnect and set Role = WSC/CDC.
Click Go

2. Navigate to the Consumers record and click the Provider
Documentation tab > click File > Add Provider

- Roll

el o Demonstration Raven Provider Sign Out o8
O; U iConnect Last Updated by Documentation WSC/CDG - @
at 4/15/2022 8:23:05 AM
File Tools Ticklers
Quick Search
Consumers v | | Lastname ~| ADVANCED SEARCH
MY DASHBOARD CONSUMERS PROVIDERS CLAIMS SCHEDULER UTILITIES REPORTS

Raven, Demonstration E prasg
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
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3. The Provider Documentation Details page is displayed.
Update the following fields:

a. Start Date: Defaults to today and is editable
b. Start Time: Leave Blank

c. End Date: Defaults to today and is editable
d. End Time: Leave Blank
e

Click Add
Activity Times
Start Date * Start Time End Date = End Time Total Minutes
04172022 | 0an0i2022 |7 Q

f. Select the appropriate Authorization by clicking the
ellipsis and searching for the current Auth ID

i. Click the Support Coordination Authorization.
The Authorization ID is populated on the
Provider Documentation details page.

Authorization
Auth ID PA Number

/)-Filters
Auth Service EDI Status Contains hd Approved hd AND W X
Auth ID ~ +
1 Auth Search record(s) returned - now viewing 1 through 1
o
Auth ID Auth Date Provider Start Date End Date
214146 07/01/2021 Training Q0 07/01/200 06/30/2022

First Previous Records per page 15 | Next Last

g. Once the Auth ID is Selected, the Division the
Provider, and Worker fields will populate

iCﬂln(‘ﬂ, Demonstration Raven Provider
Opd 4/15/2022 8:29 AM Documentation
File
Activity Times
Start Date * Start Time End Date * End Time Total Minutes
vz | 0012022 |8 1 [ Dsere]
0411502022 | 041152022 | Je———
Activity Details
Division Worker® Training, WSC - | Clear el
Provider Training Q0 W | Desails Status

s Well
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h. Click the Service ellipsis to display a list of services.
i. Select the Authorized Service

%@IogVendorServiceSelectPopUp

Search Ey: Search Text: - e e—

ServicelDServiceCodeSecondaryCode Service UnitCostUnitType EffectiveDate[EndDate SvcStartDate| SvcEndDate VServicelDiAuthServicelDMaxAuth Used Remaining
[4270)
5882 G9012:UC | GS012:UC Support 148.69 | Month | 01/01/2018 07/01/2022 | 06/30/2023 | 72227 203989 12 0.00| 12.00
Coordination
J.  The Activity Services details are populated on the
Provider Documentation details page.
k. Update the number of Units = 1.
Activity Services
Service * GI012:UC (4270) Support Coordination [ | Clear | Total Cost $148.69
Units * O 1 [s
Rate $148.69
Secondary Code G9012:UC
Unit Type Maonth
[. Add text to the Person Contacted/Attendees box
m. Add text to the Progress Note text box
n. Provider Documentation Type = select applicable
items
0. Add follow-up information to the Follow-Up text box
Documentation
(B 1 O 0t - AT
Here is where we type the details of the meeting/contact. Ensure that your documentation
Julia Presentation Mother, Caroline Presentation, Individual, Didi Presentation, meet the iBudget Handbook requirements. This example does not so do not replicate these
Person Behavior Analyst notes

Contacted/Attendees Progress Note *

Fd

Home Visit

Other Billable Activity Support Plan Meeting

Admin/Non-Billable Activity
Provider Documentation | Facility Visit

Document any follow-up aclivities that you will perform as a result of this
meeting/contact.

Follow-Up
W9° School Visit

Suppert Plan Pre-Planning
Supported Living Quarterly =

4. Click File > Save and Close Provider Documentation.

There is no longer a need to Save and Add Session Note as
the WSC'’s activities are now documented in the additional
fields included at the bottom of this page.
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File

Activity Times
Start Date *
|[oar0i2022 |3
[ro7ei2022 1
Authorization
Auth 1D

Activity Details
Division

Provider

Activity Services
Service *

Units *

Rate
Secondary Code

Unit Type

Documentation

Parson
Contacted/Attendees

Provider Documentation
Type *

| start Time TEnd Date *

05w | |00 v| [PM~ 070272020 |8

[~ [~ w7202 |
214145 |
APD ~
G9012.UC (4270) Support Coardination [ cear |
1
$143.69

G9012.uC
Month

Julia Presentalion Mother, Caroline Presentation, Individual, Didl Fresentation
Behavior Analyst

Face to Face »
Other Billable Activity u

Admin/Non-Billable Activity IL
Facility Visit
School Visit -
Support Plan Pre-Planning

Sunnared | iving Ouararke ~

Home Visit
Support Plan Meeting

[T

Pl
4

Chapter 18 | Service Recording

End Time
05| |01 v] [PM~
v ] v

PA Number

Worker*

Status

Total Cost

Raven Demonstration Provider
7/1/2022 10008 aM | Documentation

Total Minutes

0 eo—

WsC || Clear | Details

Pending

$148.69

B I U 16px - A~

Here is where we type the details of the meeting/contact. Ensure that your documentation
meet the iBudget Handbook requirements. This example does not so do not replicate these

notes

Progress Note *

Follow-Up

Document any follow-up activities that you will perform as a result of this
meeting/contact

WSC Progress Notes — Additional Contact Note

1. Anytime during the month, when the Waiver Support
Coordinator has contact with a consumer or does work on
their behalf, they will record his / her Support Coordination
progress notes on the Provider Documentation tab in APD
iConnect. This is where the second contact of the month
required by the iBudget Handbook will be recorded as well.

2. To begin, log into APD iConnect and set Role = WSC/CDC.

Click Go.

s WellS!
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3. Navigate to the Consumers record and click the Provider
Documentation tab > click File > Add Provider

- Role

~ g Demonstration Raven Provider . Sign Out o
Q0 iCennect Last Updated by Documentation WSC/CDC - &
at 4/15/2022 8:23:05 AM
File Tools Ticklers
Quick Search
Consumers o] | LastName ~| ADVANCED SEARCH
MY DASHBOARD | CONSUMERS PROVIDERS CLAIMS SCHEDULER UTILITIES REPORTS

Raven, Demonstration E il

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

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

4. The Provider Documentation Details page is displayed.
Update the following fields:

a. Start Date: Defaults to today and is editable

b. Start Time: Leave blank

c. End Date: Defaults to today and is editable

d. End Time: Leave blank

e. Leave the Auth ID field blank.
Authorization
Auth ID e PA Number
Activity Details

Activity Details
Division

Provider

Activity Services
Service *

Units *

Rate

Secondary Code

Unit Type

s Well

f. Provider = for roles with Program level access, like
the WSC/CDC the worker must have an open
Provider Selection record for the provider name to
display in the dropdown

g. Worker = defaults to self
h. Click the Service ellipsis to display a list of services.
Select the Service Code 0000 = Non-Billable
Progress Note Documentation.
Worker* Training, WSC | - | Clear el
Training Q0 w | Details Status

sericeln| serviceCode |secondarycode| servica i itType/Effectivenate| jiceiD ML

5850 | 0DOD 0000 Addivons Contact Decumentasion Q00 | Units | 07/01/2018 453841 [0 o |o

i. The Activity Services details are populated on the
Provider Documentation details page.
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File
Activity Times
Start Date * Start Time End Date * End Time
oeiniiz022_ | 08012022 |9

Authorization

Auth ID

[ PA Number

Activity Details
Division Worker* Training, WSC
Provider status
Activity Services
Service * 0000 Additional Contact Documentation |- | Clear'] Total Cost $0.00
Units * 1
Rate $0.00
Secondary Code 0000
Unit Type Units

j.  Update the number of Units = 1.

k. Add text to the Person Contacted/Attendees box

[.  Add text to the Progress Note text box

m. Provider Documentation Type = select applicable

items
n. Add follow-up information to the Follow-Up text box
Documentation
B J U wp: - A~
Enter all of the details of the contact here
Enter the Name of those contacted here

Parson
Contacted/Attendeas

Provider Documentation
Type*

Progress Note *

Chapter 18 | Service Recording

Demonstration Raven

Total Minutes

e ST

Provider
Documentation

v
;‘:;';;y‘\';; ~ |L Telephaone Conference
School Visit |L
Support Plan Meeting Follow-Up

Support Plan Pre-Plannin; |L
Supported Living Quarterl

Other |i
5. Click File > Save and Close Provider Documentation.

There is no longer a need to Save and Add Session
Note as the WSC'’s activities are now documented in the
additional fields included at the bottom of this page

WSC Progress Notes — Administrative/Non-Billable
Activities

Waiver Support Coordinators (WSCs) should maintain all

progress notes in one place in APD iConnect, including case

notes related to administrative/non-billable activities. For

s Well
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this purpose, WSCs should use the service code, “0000-NB
WSC Administrative Activity.”

Examples include, but are not limited to:

e Documenting sending of a copy of the support plan to the
client and their legal representative.

e Documenting a back and forth communication with a
client/legal representative that is not tied to a billable contact.

e Documenting activities related to scheduling meetings with
the client, legal rep, client’'s employer, family, or service
providers.

1. To begin, log into APD iConnect and set Role = WSC/CDC.
Click Go

2. Navigate to the Consumers record and click the Provider
Documentation tab > click File > Add Provider

Documentation
Demonstration Raven Provider Sign Out Role
~ ol - an .
OO0 iConnect Last Updated by Documentation WSCICDG -
at 4/15/2022 8:23:05 AM
File Tools Ticklers
Quick Search
Consumers ~ | | LastName ~ W ADVANCED SEARGH
MY DASHBOARD | CONSUMERS PROVIDERS CLAIMS SCHEDULER UTILITIES REPORTS

Raven, Demonstration E il

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

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

3. The Provider Documentation Details page is displayed.
Update the following fields:

a. Start Date: Defaults to today and is editable

b. Start Time: Select from the dropdowns
c. End Date: Defaults to today and is editable
d. End Time: Select from the dropdowns
e. Click Add
Activity Times
s T s 5l o) R
i Well
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f. DO NOT CHOOSE AN AUTHORIZATION!!!

Authorization
Auth ID — Sudp el PA Number
Activity Details
g. Division = APD
h. Provider = Choose your provider record
i. Worker = defaults to self
Oad iCennect e | Documantation
File
Activity Times
Start Date * Start Time End Date * End Time Total Minutes
04/15/2022 |5 [00~] [PM~] 04/15/2022 |9 [01v] 1 | Delete |
04/16/2022 |4 [~ [~ [~ 04/15/2022 | vl [~ [~ | Add |
Authorization
Auth ID PA Number
Activity Details
Division Worker® Training, WSC B R C=ils
Provider Detaile Status

j. Click the Service ellipsis to display a list of services.

k. Select “0000-NB” Select the Service Code 0000-NB =
WSC Administrative Activity.

DialogVendorServiceSelectPopUp

Search B [serveepe_v] SearchText Y Seerch [ Concel |

ServicelD| ServiceCode |SecondaryCode Service UnitCost | UnitType | EffectiveDate | EndDate | VServicelD | MaxAuth Used

5950 0000 0000 Additional Contact Documentation 0.00 Units 04/15/2022 453933 ) 0 0
5975 0000-NB 0000-NB WSC Administrative Activity 0.00 Units 04/15/2022 453834 o] 0 0
5582 Ga012:uC Go012:UC {4270} Support Coordination 148.69 | Menth | 01/01/2018 135603 ) 0 0
5889 G8012:UC:U5 | GR01Z:UCUS 14400} Consultant - CDC 148.6% | Month | 01/01/2018 117554 ) 0 0
5883 T2022:UC T2022:UC {4271} Support Coordination [Limited) 74.35 Meonth | 01/01/2018 125128 ) 0 0
5840 T2022:UC:U5 T2022:UC:US {4410} Consultant (Limited) - CDC 74.35 Month | 01/01/2018 112899 1) 4] 4]

I.  The Activity Services details are populated on the
Provider Documentation details page.

m. Update the number of Units = 1.

A WellSky
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Activity Services

Service * 0000-NB WS C Administrative Activity [ - | Clear | Total Cost $0.00
Units * 1

Rate 50.00

Secondary Code 0000-NB

Unit Type Units

n. Add Text to the Person Contacted/Attendees box
0. Add Text to the Progress Note

p. Provider Documentation Type = Admin/Non-Billable
Activity.

g. Add Service Log documentation to the Note Text box.

Documentation

B L U 1opt - A~

Document your notes here
Document the persons contacted here

Person
Contacted/Attendees Progress Note *

i

Face to Face » || Admin/Non-Billable Activity
Other Billable Activity Le

Provider Documentation | Home Visit E]

Type * Facility Visit
School Visit 4

Support Plan Meeting .

4. Click File > Save and Close Provider Documentation.

There is no need to Save and Add Session Note as the

WSC’s activities are documented in the Progress note text
field.
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File

‘ Provider D i

Activity Times

Chapter 18 | Service Recording

Provider
Documentation

Chims

Start Date *

Start Time End Date * End Time. Total Minutes

4152022

4152022

A Delets.

04/15/2022

C¥IC¥ [+ 0411572022

Authorization
Auth ID
Activity Details
Division

Rate
Secondary Code
Unit Type

Documentation

Person Contacted/Attendees *

Provider Decumentation Type *

sl WellSky

PA Number

AFD Worker* Training, WSC Deale
Training Qo Details Status Complete

0000-NE WSC Administrative Activity Total Cost $0.00
1.00

$0.00
0000-NEB

Units

Document the person{s) contacted here

Pragress Note

o
B

Follow-Up

-

Admin/Mon-Billable Activit ‘

Attendance Logs

An attendance log is for Life Skills Development 3 or
Residential Habilitation. It records the time period (not for
Residential Habilitation) and dates during the month when
services were provided.

If the consumer was present in the home every day of the
month, the provider creates one log, with a separate date
entry for each day in the month services were provided.
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3. Ifthe service is LSD3, it is likely that the provider will need to
do weekly logs if the consumer is present every day of the
week. The provider creates one log, with a separate date
entry for each day in the week services were provided.

4. If the consumer is absent from the home / LSD3 setting, then
the provider would have to create a one log, with a separate
date entry for each day the consumer was consumer was
present, and then a new log when the consumer returns.

5. To begin, log into APD iConnect and set Role = Service
Provider. Click Go.

. Role
Opd iCennect :‘}1?;?158; j; r;:;fer Buck | My Dashboard Sign OUt | "o ice provider V]
File
Quick Search
| Consmers (V] | st Name M ADVANCED SEARCH
[ Participating
MY DASHBOARL CONSUMERS | PROVIDERS IMCIDENTS CLAIMS SCHEDULER

6. Navigate to the Consumers record and click the Provider
Documentation tab > click File > Add Provider
Documentation.

. Role
Provider

o0 iCoennect Documentation | 2" 0% | sence Provaes

File Tools Ticklers
2ed Prooder Quick Search

alk Comimes 9] [ Y& O sovacenseancn

SHEOARD | CONSUMERS PROVIDERS INCIDENTS cLAMS SCHEDULER

Sheppard, Alice (10053)

Diagnosis | Medicafions  Auths | Provider Documentafion | Contacis

7. The Provider Documentation Details page is displayed.
Update the following fields:

a. Start Date: Defaults to today and is editable

b. Start Time: Enter if Unit type = 15 min or Hourly.
Otherwise leave blank.

c. End Date: Defaults to today and is editable
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d. End Time: Enter if Unit type = 15 min or hourly.
Otherwise leave blank.

e. Click Add
f. Add a date entry for each day services were provided.

oo iConnect John Sheppard Provider
- - 412772020 11:59 AM Documentation
File
Activity Times
Start Date = Start Time End Date End Time Total Minutes
040172020 |9 04/01/2020 |TE) 60 B
04/02/2020 | 04022020 |9 &0 [ Detete]
04/03/2020 |78 041032020 |78 45 [ Delete|
0412772020 |79 0472772020 |79 E3
8. Click the Auth ID ellipsis to display a list of authorizations.
. y . .
Use the search filters to locate the consumer’s authorization.
Authorization
Auth ID [ PA Number
@ DialogAdvancedSearchPopUp - Internet Explorer L = | E é
& https://fwtest harmonyis.net/FLAPDSandbox/Dialogs/DialogAdvancedSearchPopUp.aspx?ClientSideControllD= ctrlPageContainerl Scti0SucC ﬂ|
()-Filters
Auth ID ﬂ Begins With ﬂ AND | W b 4
Provider ﬂ Equal To ﬂ ResCare For You AND | W b 4
Auth Service Status ‘ Equal To ﬂ Approved ﬂ AND | W ¢!
Auth D ﬂ +

9. Click the Authorization. The Authorization ID is populated on
the Provider Documentation details page.

10.Click the Service ellipsis to display a list of services for this
authorization. Select the Service.

a. The Activity Services details are populated on the
Provider Documentation details page.

Acti Servi —
Citvity Services DialogVendorService SelectFopUp X
Service *

Units *
Search By: Service Type :J Search Text:

G Searn | concel |

Rate

Secondary Code ServicelD | ServiceCode | SecondaryCode  Service | UnitCost | UnitType | EffectiveDate | EndDate

MaxAuth Used Remaini

Unit Type
I i
Auth Required [;m’ Lite
5828 $5102UC | S5102UC Development | 205 15mins | 01/01/2018 08/29/2018 | 06/30/2018 | 3070 288 2 0.00 | 22.00
Documentation Lavel3
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11.Verify/update the number of Units as needed. For 15 min or
hourly services, the units will calculate automatically. Note
the Total Cost value changes as the number of Units
change.

12.Provider Documentation Type = Select Daily Attendance log.
13.Note = enter details of the consumer’s attendance

14. Status = Complete

Documentation

Did not miss any days this month

Annual Report L Daily Attendance Log
Monthly R&B L
Progress Note \L
Documentation Quarterly Summary Note *
Service Log \L
Trip Log L
2

15.Click File > Save and Close Provider Documentation.

Service Logs

1. Service Providers will document activities for the following
services on the Provider Documentation tab in APD
iConnect:

Special Medical Home Care

Behavior Analysis

Behavior Assistant

Life Skills Development 1

Life Skills Development 2

Personal Supports

Respite

Personal Emergency Response Systems (these providers
can submit a detailed invoice in lieu of service logs)

2. To begin, log into APD iConnect and set Role = Service
Provider. Click Go.
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Role

Opd iCennect :::Z?:Ej: r;::fer e Sign OUt | e ice provider [v]
File
Quick Search
| Consumers (v | | Lasthame v @ ADVANCED SEARCH
[ Participating
MY DASHBOARL CONSUMERS | PROVIDERS INCIDENTS CLAIMS SCHEDULER

3. Navigate to the Consumers record and click the Provider
Documentation tab > click File > Add Provider
Documentation.

Hice Sheppard Provider e
Last Updaied by s

o iennect Documentation | S2" O% [ senice Proees

File  Tools  Ticklers

— Quick Search

Add P
Print 4} Consumers v|  Lssthame v W

Sheppard, Alice [10053)

4. The Provider Documentation Details page is displayed.
Update the following fields:

a. Start Date: Defaults to today and is editable

b. Start Time: Enter if Unit type = 15 min or Hourly.
Otherwise leave blank.

c. End Date: Defaults to today and is editable

d. End Time: Enter if Unit type = 15 min or hourly.
Otherwise leave blank.

e. Click Add
5. Click the Auth ID ellipsis to display a list of authorizations.

6. Click the Authorization. The Authorization ID is populated on
the Provider Documentation details page.

7. Click the Service ellipsis to display a list of services for this
authorization. Select the Service.
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O/U iConnect Alice Sheppard Provider
5 67252018 8:57 AM Documentation
File
Activity Times
Start Time End Date * End Time | Total Minutes
02 V] [00V] [PM V] 6/25/2018 |78 03 V] [00 V] [PM V] 60 | Delete]
A~ P )] e A
Authorization T
Auth ID 140675 | [ PA Number
Activity Details
Division | APD V| SL/CBA Contact Type V]
Provider [APD Test Provider V| Detaits Status Pending V|
Worker* Buck, Jennifer | | Clear'} Details
Activity Services
Service * ) 4083 Life Skills Development - Level 2 (Sup | Clear] Total Cost $956.00
Units * /' 100
DialogVendorServiceSelectPopUp
Rate $9.56
Secondary Cod
S T2021:UCH Search By: SeniceType || Search Text: Ml Search | Cancel |
Unit Type 15 mins - -
Auth Required ServicelD ' ServiceCode | SecondaryCode | Service | UnitCost | UnitType h EndDate VServicelD | AuthServ
Ute Skills
Documentation et
5828 nonvcH | oo 1Smins | 04/01/2018 04/01/2018 | 06/30/2018 | 1892 55
€ n

a. The Activity Services details are populated on the
Provider Documentation details page.

8. Verify/update the number of Units as needed. Note the Total
Cost value changes as the number of Units change.

9. Provider Documentation Type = Select Service Log

10.Note = enter details of the services provided to the

consumer.

11. Status = Complete.

sl WellSky
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o iCennect

Alice Sheppard Provider
Last Updated by jouck Documentation
at 4/13/2018 3:23:52 PM

|F‘rmiderr‘ | Activity Times
ot Yy ] o] ] E— =
040972018 |78 0410972018 |TH) [“hda ]
Authorization
Activity Details
Division APD Worker* Buck, Jennifer B Details
Provider ATEST Provider Status
Activity Services
Service * 97802:UC (4040) Dietitian Services || Clear'] Total Cost $56.12
Units * 400
Rate §$14.03
- —
Documentation
provided 60 minutes of dietician services. consumer responded wel|
Annual Report + | [Service Log
P ider De tation T * E‘ilr“v":?:‘gl?gn:e - E Note =
rovider Documentation Type ?E‘J‘;:?g:gl: Sﬁ‘rf\mary E ote.
12.Click File > Save and Close Provider Documentation.
Trip Logs
1. The Service Provider will record his/her Transportation
Activities on the Provider Documentation tab in APD
iConnect.
2. To begin, log into APD iConnect and set Role = Service
Provider. Click Go.
. _ Welcome, Jennifer Buck | My Dashboard = ;. Role
o@ i{;‘“nﬂf‘f I 1172018 4:43 PM 9 Service Provider ﬂ
File
Quick Search
| Consumers ﬂ Last Name ﬂ @ ( " ADVANCED SEARCH
[ Participating
|m DASHBOAR[‘ COMSUMERS ‘ PROVIDERS ‘ INCIDENTS ‘ CLAIMS ‘ SCHEDULER

3. Navigate to the Consumers record and click the Provider
Documentation tab > click File > Add Provider
Documentation.

s WellSk y
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Q00 Connect

File  Tools  Ticklers
Add Provider Documentztion Quick Search

) Consumers M Laseme | ADVANGED SEARCH

SHE0ARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Sheppard, Alice (10053)
Diagrosis | Medicaions | Auins | Provider Documentation  Coriacis

Demograghics ~ Noles | Foms = Apponiments | Pians

4. The Provider Documentation Details page is displayed.
Update the following fields:

a. Start Date: Defaults to today and is editable

b. Start Time: Enter if Unit type = 15 min or Hourly.
Otherwise leave blank.

c. End Date: Defaults to today and is editable

d. End Time: Enter if Unit type = 15 min or hourly.
Otherwise leave blank.

e. Click Add
5. Click the Auth ID ellipsis to display a list of authorizations.

6. Click the Authorization. The Authorization ID is populated on
the Provider Documentation details page.

7. Click the Service ellipsis to display a list of services for this
authorization. Select the Service.

a. The Activity Services details are populated on the
Provider Documentation details page.

8. Verify/update the number of Units as needed. Note the Total
Cost value changes as the number of Units change.
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ocd iCennect Alice Sheppard Provider
1 ’ Last Updated by jbuck Documentation
at 4/13/2018 2:57:01 PM
File

Provider Documentation Activity Times

Start Date * | start Time End Date * End Time

| Total Minutes
04/01/2018 |4 ‘ EENEE v 040172018 | [ v viI[ v [Add" |
Authorization
AuthID* 140676 PA Number
Activity Details T Filters
Autt v ins W v
S s Sth 1D J Begins With ﬂ ANDJ x
Provider Van Go Details a0 [V] *
Worker* Buck, Jennifer || Clear % [REE——
2 Auth Search record(s) returned - now viewing 1 through 2
Auth 1D PA Number Auth Date Provider Start Date £nd Date
140675 03/13/2018 Van Go 04/01/2018 06/30/2018
<<Fist  <Previous Rotrieve | 15 me; atatime  Nedt>  Last>>
Activity Services
Service * 4320 Transportation - Trip gy Total Cost $20.00
Units * 2
Rate $10.00

Secondary Code

Unit Type Trip

9. Provider Documentation Type = Select Trip Log

10.Note = enter the trip log details:
e Starting location (consumer’s home for example)

e Starting Odometer Reading
e Destination
[ ]

Ending Odometer Reading
Total Mileage

11. Status = Complete
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File

| Activity Times

Chapter 18 | Service Recording

John Sheppard
Last Updated by jbuck

Provider
Documentation

31 7/2/2018 11:45:17 AM

Provider D i

| Start Date * ‘ Start Time ‘ End Date * ‘ Total Minutes ‘
| 07/012018 |3 ‘ ‘ 0710112018 |[A ‘ ‘ ‘H
Authorization :
Auth ID = 140865 PA Number
Activity Details
Division APD Worker* Buck, Jennifer -m Details
Provider Generic CDC# Provider | Details Status
ACtIVIty Services
Service * AD425:UC (4300) Transportation - Mile | | Clear | Total Cost $200.00
Rate $2.00
Documentation -
AR | L[
Provider Documentation Type * g&g‘glsﬂﬁie \L Note ma;nﬁi&gf T
t
12.Click File > Save and Close Provider Documentation.
Service Log/Progress Note Combination
1. The Service Provider will record his/her Personal Supports /
Respite Therapeutic services like PT, OT, ST, etc. Activities
on the Provider Documentation tab in APD iConnect as the
services are provided.
2. To begin, log into APD iConnect and set Role = Service
Provider. Click Go.
. Welcome, Jennifer Buck | My Dashboard ;.- Role
Om i(z‘1"“pf i A111/2018 4:43 PM g Service Provider ﬂ
File
Quick Search
| Consumers st ame M ADVANCED SEARCH
[ participating
|MTDASHEOAR[‘ CONSUMERS‘ PROVIDERS ‘ INCIDENTS ‘ CLAIMS ‘ SCHEDULER

3. Navigate to the Consumers record and click the Provider
Documentation tab > click File > Add Provider
Documentation.
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Tools  Ticklers.

der Documentztion Quick Search

i Corsumers [V]] | Last Nome ~ & ADVANCED SEARCH

Sheppard, Alice (10053)

4. The Provider Documentation Details page is displayed.
Update the following fields:

a. Start Date: Defaults to today and is editable

b. Start Time: Enter if Unit type = 15 min or Hourly.
Otherwise leave blank.

c. End Date: Defaults to today and is editable

d. End Time: Enter if Unit type = 15 min or hourly.
Otherwise leave blank.

e. Click Add
5. Click the Auth ID ellipsis to display a list of authorizations.

6. Click on the appropriate Authorization. The Authorization ID
is populated on the Provider Documentation details page.

7. Click the Service ellipsis to display a list of services for this
authorization. Select the Service.

a. The Activity Services details are populated on the
Provider Documentation details page.

8. Verify/update the number of Units as needed. Note the Total
Cost value changes as the number of Units change.
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Alice Sheppard
Last Updated by jouck
at 4/13/2018 2:57:01 PM

Provider
Documentation

Provier Documeniaton | Activity Times

[ start Date * Start Time End Date " End Time Total Minutes I [
0410172018 | 040172018 | [0 ] v | o

Authorization

AuthID* 140676 PA Number

Activity Details Filters

Division APD AuthID ﬂ Begins With ﬂ AND :] x

Provider Advanced PT | Detaiis il .YJ *

Worker* Buck, Jennifer .m Det SRS

2 Auth Search record(s) returned - now viewing 1 through 2
Auth 1D PA Number Auth Date Provider Start Date End Date
| 140675 | o132018 | Advanced PT [os/0172018 0873072018
<<Fist  <Previous Retrieve | 15 rdsatatime ~ Next>  Last>>
|

Activity Services
Service * 4150 Physical Therapy -m Total Cost $64.08
Units * 4
Rate $16.02
Secondary Code
Unit Type 15 mins

13.Provider Documentation Type = Select Service Log and

Progress Note.
14.Note = Service specific Progress note requirements in
accordance with the iBudget handbook.
15. Status = Complete.
OQj iConnect ﬁ:ﬁ":: :ka DocFl'Jrr?l\;lr‘\‘t?;.lon

ot 411372018 3.23:52 PM

File
Provider Activity Times.
S Start Date = Start Time End Date * End Time Total Minutes.
402018 A 01 v 492018 ) 02 v| [00 v] [PM v 60
0410972018 | MV~ 0410972018 | V[ v v =l
Authorization
Auth ID* 140669 PA Number
Activity Details
Division APD Worker* Buck, Jennifer || Clear el
Provider ATEST Provider Status Complete v
Activity Services
Service 97802UC (4040) Dietitian Services || Clear | Total Cost $86.12
Units * 400
Rate $14.03
secondary Code 97802.UC
Unit Type 15 mins
Documentation
'Enter senvice specific progress note details here in accordance with
[Annual Report Senvice Log

Provider Documentation Type *

A WellSky

Daily Attendance Log
Monthly R&B
(Quarterly Summary
Trip Log

ERRE

Proaress Note

June 2023
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9. Click File > Save and Close Provider Documentation.

Quarterly Summary

A quarterly summary is a written summary of the activities that
took place during each quarter, including the consumer’s
progress toward achieving goals. The third quarterly summary
is the annual report.

1. To begin, log into APD iConnect and set Role = Service
Provider. Click Go.

) . Role
o0d iwonnect o o | My Dashboard g0 =
File

Quick Search
| Consumers 7| | Lastiame v @ ADVANCED SEARCH
[ Participating

MY DASHBOARL CONSUMERS | PROVIDERS INGIDENTS CLAIMS SCHEDULER

2. Navigate to the Consumers record and click the Provider
Documentation tab > click File > Add Provider
Documentation.

. Role
Provider Sign Out —

- Sign Out
Documentation - Senine Frovider o

Q0 iConnect Lt Upcaiad by o
2015 5201 P

File  Tools  Ticklers
£4d Provider Quick Search

Pri " s -
. Comsumers L] | Lt N )y o J ADVANCED SEARGH

SHEOARD | CONSUMERS PROVIDERS INCIDENTS cLAMS SCHEDULER

Sheppard, Alice {10053) l

Dagnosis | Medicaions | Auns | Provider Documentation  Contacts

Demograghics  Notes | Foms — Apponiments | Pians

3. The Provider Documentation Details page is displayed.
Update the following fields:

a. Start Date: Defaults to today and is editable

b. Start Time: Enter if Unit type = 15 min or Hourly.
Otherwise leave blank.

c. End Date: Defaults to today and is editable
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d. End Time: Enter if Unit type = 15 min or hourly.
Otherwise leave blank.

e. Click Add
4. Click the Auth ID ellipsis to display a list of authorizations.

5. Click on the appropriate Authorization. The Authorization 1D
is populated on the Provider Documentation details page.

6. Click the Service ellipsis to display a list of services for this
authorization. Select the Service.

a. The Activity Services details are populated on the
Provider Documentation details page.

7. Verify/lupdate the number of Units as needed. Note the Total
Cost value changes as the number of Units change.

O/\’j iConnect Alice Sheppard Provider_
- Last Updated by jouck Documentation
at 4/13/2018 2:57:01 PM
File

Provider Documentation | Activity Times

Start Date * | Start Time End Date * End Time Total Minutes
04/0172018 | 08 V| [00V] [aM V! 0410172018 | 09 v| 00 V| AM V] [Add |
Authorization
Auth ID* 140676 PA Number
Activity Details T Filters
Autt v gins Wit N v
P T i V| |Begins With J AVDJ x
Provider Advanced PT Details Ashio V| +
Worker* Buck, Jennifer || Clear & [ROSSS Ve —
2 Auth Search record(s) retumned - now viewing 1 through 2
Auth 1D PA Number Auth Date Provider Start Date End Date
140675 0313/2018 Advanced PT 04/01/2018 06/30/2018
<<First ~ <Previous Retrieve 15 Tum atatime ~ Net>  Last>>
Activity Services
Service * 4150 Physical Therapy || Clear'] Total Cost $64.08
Units * 4
Rate $16.02
Secondary Code
Unit Type 15 mins

16.Provider Documentation Type = Quarterly Summary

17.Note = summary of the activities that took place during the
quarter, including the consumer’s progress toward achieving
goals, in accordance with the iBudget handbook.
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Documentation

summary of the activities that took place during the quarter, including the consumer’s progress

Annual Report » | [Quarterly Summary toward achieving goals, in accordance with the [Budget handbook: |
Daily Attendance Log |—'
Monthly R&B »
Provider .
Documentation * Progress Note Note
Service Log 4
Trip Log <
.

18. Status = Complete.

19.Click File > Save and Close Provider Documentation.

Annual Report

An annual report is a report of the supports and services
received by a consumer throughout the year, a description of
progress toward meeting their goals, and any pertinent
information about significant events that occurred in the
consumer’s life during the previous year.

1. To begin, log into APD iConnect and set Role = Service
Provider. Click Go.

) . Role
000 ienmect W o i | Wy Dashbosrd | o .
File
Quick Search
| Consumers [} | LostNeme v & ADVANCED SEARCH
[ Participating
||I|"I" DASHBOARL CONSUMERS | PROVIDERS INCIDENTS CLAIMS SCHEDULER

2. Navigate to the Consumers record and click the Provider
Documentation tab > click File > Add Provider

- Role
] Aiice Sheppard Provider Sign Out
Q0 iConnect Lt Upcated by Documentation | 0" - || Senice Provder

File Tools  Ticklers

"““P"‘ . Quick Search

Prnt ’ - [a—

e ]| estieme > ADVANCED SEARCH
[ Particigating
MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS

Sheppard, Alice (10053) L

Dagnosis | Medicaions | Auns | Provider Documentation  Contacis

Demograghcs | Notes | Foms | Appomiments | Pians
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3. The Provider Documentation Details page is displayed.
Update the following fields:

a. Start Date: Defaults to today and is editable

b. Start Time: Enter if Unit type = 15 min or Hourly.
Otherwise leave blank.

c. End Date: Defaults to today and is editable

d. End Time: Enter if Unit type = 15 min or hourly.
Otherwise leave blank.

e. Click Add
4. Click the Auth ID ellipsis to display a list of authorizations.

5. Click on the appropriate Authorization. The Authorization 1D
is populated on the Provider Documentation details page.

6. Click the Service ellipsis to display a list of services for this
authorization. Select the Service.

a. The Activity Services details are populated on the
Provider Documentation details page.

7. Verify/lupdate the number of Units as needed. Note the Total
Cost value changes as the number of Units change.

8. Provider Documentation Type = Annual Report

9. Note = enter the supports and services received by a
consumer throughout the year, a description of progress
toward meeting their goals, and any pertinent information
about significant events that occurred in the consumer’s life
during the previous year.

Documentation

supports and services received by a consumer throughout the year, a description of progress
- toward meeting their goals, and any pertinent information about significant events that occurred in
Daily Attendance Log : Annual Report the consumer’s life during the previous year)

Monthly R&B
Progress Note »
Quarterly Summary Note =
Service Log \L

Trip Log L
3

Provider
Documentation *

10. Status = Complete.

11.Click File > Save and Close Provider Documentation.
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Chapter 19 | Death Reporting

Introduction

This chapter covers the end-to-end process for recording a
Consumer death in APD iConnect. Monthly, Department of
Health (DOH) Consumer data will be imported into APD
iConnect to populate data fields on matching Consumer
records. If a Consumer death has occurred and is recorded
in the DOH data, the Date of Death, the DOD File Number,
and the Cause of Death fields will be updated on the
consumer’s Demographics records in APD iConnect.

Date of Death — Manual Entry

1. Upon receiving notification of a Consumer death, the
Medical Case Manager (MCM) will update the consumer’s
Demographic record. To begin, log into APD iConnect and
set Role = Region Clinical Workstream Worker. Click Go.

Role
N Welcome, Adam MCM |~ My Dashboard
Opd iConnect 42712012 10:23 AM Sign Out Region Clinical Worksfream Worker [wv] @

File

@ Quick Search

Consumers | Lastiiame ~ ADVANGED SEARCH

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

2. Search for and select the consumer’s record and click on the
Demographics tab > select Edit > Edit Demographics.

File  Edit| ¢y pupogaphics 5 Ticklers  View Consumer incidents  Word Merge

Edit Demographics

@ Consumers V]| | Lastame M ADVANCED SEARCH

MY DASHBOARD | COMNSUMERS PROVIDERS INCIDENTS CLAIM3 SCHEDULER REFORTS

Smith, Marianne (10043)

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

Demographics  Divisions | Programs | Provider Selections | Notes = Forms | Appointments = Plans | Waiting List =~ Payers | Legal Issues

Demographics
iConnect ID 10043 Medicaid ID
Salutation Mrs. Age 141

3. Update the following fields.
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a. Date of Death = update to correct date of death based

on research found

b. Vital Statistics Cause of Death = enter if known.

c. DOD File Number = (If Known. Otherwise, the field
will be auto populated during the monthly scheduled
interface job with DOH).

od iConnect

File Tools Reports

| Demographics | Basic Demographics
Addresses Salutation
Last Name *
Contact Names e —
Contact Phones Consumer Photo
Contact Emails Middle Name
Contact Identifiers Suffix
Alias
Title
Date of Birth *
Age
el Date Of Death
DOD Action
el DOD File Number

sl Vital Statistics Cause of Death

Gender *
Race

Ethnicity

Suspected Developmental Disability

Competency *
Marital Status

Living Setting

Referral Source

John Sheppard Demographics
Last Updated by jbuck
at GI28/2018 4:24:02 PM

Sheppard
John

500 characters remaining

12311970 [
475
i

1000 characters remaining

I
I

Autism

Cerebral Palsy ~
Intellectual Disability

Unknown

Prader-Willi Syndrome

Spina Bifida v
Down Syndrome

SoaE

~]

~]

I

vl

4. Select File > Save and Close Demographics

5. Upon saving the consumer’s Demographic record with a
Date of Death, a Workflow Wizard will trigger the following

Ticklers:

a. Complete ROD — Assigned to Self (MCM), Due
Immediately. If anyone other than the MCM should
update the DOD, he/she should reassign the tickler to
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the Clinical Lead for reassignment to the correct
MCM.

b. Create Alert Note notifying all that the ROD is in
Process — Assigned to Self (MCM), Due Immediately.
If anyone other than the MCM should update the
DOD, he/she should reassign the tickler to the Clinical
Lead for reassignment to the correct MCM.

Report of Death Form & Alert Note

1. The Date of Death was just added to the Demographic
record and a Workflow Wizard triggers for the MCM (Self.)
Click the tickler called Complete ROD.

2. Upon doing so, a new ROD Report of Death form will open.
Complete all relevant fields including:

a. Review = Other
b. Status = Pending
c. Fill out ROD form in its entirety

3. When finished, click File > Save Forms

4. After the MCM creates the ROD with Status = Pending, a
supervisor must review the report as described in the
Supervisor review of ROD section.

File

Please Select Type: |ROD Report of Death Form v

Consumer Forms

Review * Worker * \‘ Tierney, Jacqueline | - | Clear'] Details
Review Date * 04.’25[2018 ] Status *
Division * Program [APD Waiver | Details

Approved By Approved Date

REPORTING OF DEATH

CONSUMER INFORMATION

Name of Consumer: Marianne Smith

Date of Death: 04272018 |7

Suspected Cause of Death Natural Causes

5. The MCM will return to the Workflow Wizard and select the
Create Alert Note notifying all that the ROD is in Process
tickler.
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6. Upon doing so, a new Consumer Note record opens. Update
the following fields:

a. Division = APD

b. Note Type = Report of Death
c. Note Subtype = N/A
d

. Description = OPEN ROD — DO NOT CLOSE
DIVISION

Note = Indicate that the ROD is in process
Status = Alert

N 0]

Remember:

DO NOT UPDATE THE STATUS OF THIS
ALERT NOTE.

Only State Office staff should change the status
of this note to Complete.

7. When finished, click File > Save Notes and File > Close
Workflow Wizard

Notes Details

Division *
Note By * [MCM, Adam M
Note Date * 04272018 |
Program/Provider | v
Note Type * [Report of Death v
Note Sub-Type | v
Description
This Consumer's ROD is in progressl
Note
Staus -
Date Completed

8. The Supervisor review of the ROD is completed next.
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Supervisor Review of ROD

1. After the MCM creates the ROD with Status = Pending, a
supervisor must review the report. Supervisors are defined
on the Worker’s record in APD iConnect and are added as
part of APD’s user provisioning process.

2. APD iConnect will route the Pending ROD to the Supervisor
of the MCM that completed the ROD form. The Supervisor
will access the Pending Assessments Queue to view the
ROD

3. The MCM Supervisor will review all ROD’s completed by the
MCM.

4. To begin, the Medical Case Manager Supervisor will log into
APD iConnect and set Role = Region Clinical Workstream

Lead. Click Go.
Role
N Welcome, Jacqueline Temey | My Dashboard -
Opd i' AONNCL E: 4/27/2013 11:20 &AM o Region Clinical Workstream Lead
File
Quick Search
[ Consumers V]| [ Lostame M & ADVANGED SEARCH
MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

5. On the My Dashboard, find the Tasks Section and scroll
down to the My Management Panel. Click on the Pending
Assessments Queue link:

SCHEDULER REPORTS

TASKS

My Management

Current Active Cases

%Enrollments
Pending Assessments Queue
/ Pending Provider Assessments
Queue
Waiting List
Provider Credentials Queue

Pending Plans

Adminisirative Actions Queue
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6. Inthe Pending Assessments Queue, click to open the form
called Report of Death Form to review the form.

File
Filters
Consumer Name ﬂ Begins With ﬂ AND! j x
Case No ﬂ Begins With ﬂ ANDj x
Consumer Name ﬂ +
% el B
1 Pending Assessments Queue record(s) returned - now viewing 1 through 1
Consumer Name Case No Assessment Review Date » Rater 0
‘Smith, Marianne 10043 ROD Report of Death Form 042712018 Tiemey, Jacqueline O
/ <<First  <Previous Refrieve 15 |Recordsatafime Next= Last=»
7. If all required information is noted, set Status = Submitted
and click File > Save and Close Forms.
ij fConnect Marianne Smith Forms

Last Updated by fiemey
al 412712018 11:28:58 AM

File  Reports

ROD Report of Death Form
Consumer Forms
Review * Worker * \ Tiemey, Jacqueline | | Clear | Details
Review Date * o@zms e Status *
Division * Program ‘APD Waiver V‘ Details
Approved By Tierney, Jacqueline Details Approved Date 042712018

Note

&

REPORTING OF DEATH
CONSUMER INFORMATION

8. Should the MCM Supervisor find that the form is incomplete,
or requires additional attention by the sending MCM, he or
she can make changes to the form and/or will notify the
MCM via a new Consumer Note record.

9. To add the Note, navigate to the consumer’s record and click
Notes > File > Add Note.

10.1In the new Note, update the following fields:
a. Division = APD
b. Note Type = Report of Death

c. Note = Indicate which portions of the Form are
incomplete

d. Status = Pending
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e. Route the Note to the MCM by clicking the Ellipsis
button next to Add Note Recipient. In the pop-up
window, type in the Worker's Last Name and click
Search. In the Search results, click on the matching
Worker Name to route the note to that recipient.

11.When finished, click File > Save and Close Note.

12.Repeat the review cycle (adding relevant changes to the
existing Report of Death form) until the ROD form updates
have been complete.

13.When all required information is noted on the Report of
Death Form, MCM / MCM Supervisor will update Status =
Submitted and click File > Save and Close Forms.

de iConnedct Marianne Smith

542018 9:42 AM

File Tools

Notes Details

Division *

Note By * |Tierney, Jacgueline V|

Note Date * 050172018 |

Program/Provider \ | M

Note Type * [Report of Death M

Note Sub-Type | V|

Description
-X and Y are missing from the Report of Death Form. Please update the
Form accordingly and resubmit for approval

Note

Sttus- N\

Date Completed

Reassign Ticklers

1. Upon saving the Report of Death Form with Status =
Submitted, a Workflow Wizard will trigger the following
Ticklers:
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a. Review Report of Death — Assigned to Self but
Reassign to State Office Nurse, Due Immediately

b. Enter/Validate DOD — Assigned to Self but Reassign
to State Office Nurse, Due Immediately

od iCennect
File
Workflow Wizard

Review Report of Death 4
Enter/Validate DOD 4

IS

2. In the Workflow Wizard window, hover over the arrow next to
each Tickler and click Reassign.

File
Workflow Wizard

Review Report of Death [
Open

Enter/Validate DOD [
Cancel
Edit
Reassign (
Complete

View Consumers Record

3. In the Reassign Search window, type in the name of the
State Office Nurse and click Search. Click on the matching
record to send the Tickler to that user. The user will be able
to access the reassigned Tickler via their My Dashboard.

4. A tickler can on be assigned to one user at a time. If
additional users need to review the Report of Death, the
State Office Nurse can reassign to that user after his/her
review is complete.
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Review Report of Death

1. The State Office Nurse will monitor the My Dashboard for
Ticklers related to Reports of Death. To begin, log into APD
iConnect and set Role = State Office Worker. Click Go.

2. Onthe My Dashboard, finding the consumer’s section and
scrolling down to the Ticklers Panel. Click on the Ticklers
link:

Alert Notes

Unread Alert Motes 0

Ticklers []
\ E

Ticklers

Appointments
Scheduled 4
Authorizations
Approved 11
Terminated 3

3. Inthe Tickler Queue, use the multi-variable search to narrow
the results down to the relevant Ticklers. Click Search.

Tip

When searching for a future Tickler, remember
to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

4. In the Tickler Queue, click to open the Tickler called Review
Report of Death. Upon doing so, the consumer’s Forms
List View grid will open.

5. Click to open the Report of Death Form and review it for
completion.
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a. Update the Vital Statistics Cause of Death field if
necessary. This field should update automatically on
the Demographics page from the DOH interface.

b. Change the status from Submitted to Complete. Do
not mark the status as complete unless the Vital
Statistics Cause of Death exists.

6. When finished, click File > Save and Close Forms.

7. When the ROD status has been changed to Complete, open
ROD Note and update the following fields:

a. Description = ROD COMPLETE- DIVISION MAY BE
CLOSED

b. Note = ROD COMPLETE (this can only be done by
entering in New Text field and clicking “Append Text
to Note)

c. Recipients = Primary and Secondary workers listed in
the Division Tab

d. Status = Complete
8. When finished, click File > Save and Close Notes.

9. Return to the Workflow Wizard, select the flyout menu to the
right of the Review Report of Death tickler and select
Complete.

10.1If the Vital Statistics Cause of Death does not yet exist, do
not mark the tickler as complete so it will remain in the tickler
list as a reminder to the user to complete at a later date.

11.Back in the Tickler queue, click to open the Tickler called
Enter/Validate DOD. Upon doing so, the consumer’s
Demographics record will open.

a. Ensure that the Date of Death field has populated with
the correct date. If changes need to be made, click
Edit > Edit Demographics, update the relevant
fields, and click File > Save and Close
Demographics.

12.When finished, hover over the arrow next to the Tickler to
click Complete. Then click File > Close Workflow Wizard.
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- ] Marianne Smith Demographics
Opd iConnect Last Updated by jliemey

at 4272018 11:27:36 AM

File Edit Tools Reports Word Merge

Workflow Wizard Demographics

Reassign to State Nurse iConnect 1D 10043 Medicaid 1D
Salutation Mrs. Age 14.1
Last Name Smith Race African American
First Name Marianne Ethnicity Cambodia
Consumer Photo Marital Status Married
Middle Name Living Setting F:Lril:ilty;[Sﬂfety & Preservation Commitm
Alias Written Language  Central Yupik %
Medicaid Enrolled No Spoken Language  Croatian
Date of Birth 3/4/2004 Legal County
\ Date of Death 42712018 ABC PIN
Status Active Last accessed by 126
SSN XXX XX-4005 ezz‘%‘gg’r"““
Gender Female

Update Division Record

1. When the Report of Death Screen Design is saved by the
MCM with Status = Submitted, a Workflow Wizard Triggers
the following tickler.

a. ROD - Division Disposition Review - For Waiver
Consumers, update disposition to Pending
Disenroliment for all others, cancel the ticker and
proceed to the case closure process. — Assigned to
Primary Worker (Waiting list or Waiver Support
Coordinator) Due Immediately

2. The Primary Worker (Waiting list or Waiver Support
Coordinator) will monitor their My Dashboard for Ticklers
related to the ROD. To begin, log into APD iConnect and set
Role = WSC/CDC. Click Go.

; Role
. Welcome, Jennifer Buck My Dashboard
Opd iConnect 5112013 8:08 PM Sian Out | yscicoc [v]
File

Quick Search

| Consumers [¥]] | Lost Neme ¥ & ADVANCED SEARCH

[ Participating

MY DASHBOARD |~ CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER
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3. On the My Dashboard, find the Consumers Section and
scroll down to the Ticklers Panel. Click on Ticklers Due to
access the Tickler Queue:

‘ Alert Notes ‘
Unread Alert Notes 0

‘ Ticklers ‘
Ticklers \ 1

‘ Plans ‘
Approved 1
Pending 1

a. Use the multi variable search to narrow down the
results in the Tickler Queue. Click Search.

OF_U iConnect Welcome, Monica Reed | Ticklers

12/13/2018 12:20 PM
File
Filters-
Stalus ﬂ Equal To ﬂ New ﬂ ANDﬂ x
iConnect ID ﬂ +

Apply Alert Days Before Due
[“Searcn | Reset |

192 Ticklers record(s) returned - now viewing 1 through 15

Consumer Name iConnect ID Tickler Name Date Created « Date Due Date Completed Status Assigned To
Sheppard, John 10108 ROD_Division Disposition Review 1211312019 1211312019 New Reed, Monica L3
Sheppard, John 10106 Review Cost Plan and Run AIM Qutput Report 11/25/2019 1212512019 New Reed, Menica 4

When searching for a future Tickler, remember
to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

4. In the Tickler Queue, find the Tickler called ROD-Division
Disposition Review. Select the ticker to open. Upon doing
so, the consumer’s Division List View Grid will open.
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=™ John Sh rd ivisi
Oﬁd iConnect ohn Sheppa Divisions
12/1%/2019 12:23 PM
File
Workflow Wizard ()-Filters
Disposition j Mot Equal To ﬂ Closed ﬂ ANDﬂ b4
For Waiver Consumers, update -

disposition to "Pending Disenrollment" QOpen Date ﬂ Greater Than j j ANDﬂ ®

for all others, cancel the ficker and
proceed to the case closure process. Division ﬂ +

2 Divisions record(s) returned - now viewing 1 through 2

Division Disposition Primary Worker | Secondary Worker | Open Date ~ | Close Date | LOS
FOR Forensic Open Buck, Jennifer 08/03/20138 497
APD APD Eligible - ICF/SNF Transition | Reed, Monica Buck, Jennifer 05/23/2018 5849

<<First <Previous Refrieve 15 |Recordsatatime Next> Last>>

5. Click to open the APD Division record. In the record, update
the following fields:

a. Disposition = Pending Disenrollment

6. When finished, click File > Save Division.

File  Word Merge

| Division ‘ Events

Evenis Divison \ AFPD
Disposition * [Pending Disenrollment v

Track Disposition ) . —
Disposition Date 04272018 |
Open Date 04042018 |
Data Entry Date 03/21/2018
Primary [4orker * Reed, Monica [ | Clear | Details
Secondary Worker Tiemney, Jacqueline -m Details
Application Received Date * os042018 |

Interested in ICF/ID
1!Aga Category at Time of Application

7. Return to the open tickler window. From the tickler flyout
menu, select Complete.
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OF:U iConnect John Sheppard Divisions
12/13/2018 1238 FM
File
Workflow Wizard Filters-
Dispostion[v|  [NotEquaiTo | [closea M e
For Waiver Consumers, update -

disposition to "Pending Disenrollment™ Open Dateﬂ Greater Thanj ]| ANDﬂ *®

for all others, cancel the ticker and

proceed to the case closure process Division ﬂ +

ROD_Division

Disposition Review Open = o

ekl Bl
Cancel rd{s) returned - now viewing 1 through 2
Edit
R Disposition Primary Worker | Secondary Worker | Open Date » | Close Date | LOS
eassign
sic Open Buck, Jennifer 08/032018 497
Complete -
=ligible - ICF/SNF Transition Reed, Monica Buck, Jennifer 05/23/2018 569

View Consumers Record

Disenrollment Request

1. The Waiting List or Waiver Support Coordinator will begin
the case closure tasks and inform the Waiting List or Waiver
Workstream Lead to send the request to Disenroll the
Consumer to the State.

2. To begin, log into APD iConnect and set Role = WSC/CDC.
Click Go.

O:__: JConnect Z\‘{g;l;r&ez‘::';a::a Reed My Dashboard Sign Out VZ:_!CDC = @
File
Quick Search
Consumers []] | Lastname ¥ & ADVANCED SEARCH
M Participating

MY DASHBOARD GONSUMERS PROVIDERS INCIDENTS GLAIMS SCHEDULER

3. Navigate to the consumer’s record and click Notes > File >
Add Note.
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.| Aaa Notes . .
Fil Ticklers View Consumer Incidents

Add Notes

Print Consumers [v] | LastName [~ @ ADVANCED SEARCH

Participating

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Smith, Marianne (10043)
Diagnosis | Eligibility = Medications = Auths = Provider Documentation = Contacts | Consumer Module User

Demographics = Divisions | Programs = Provider Selections = Notes Forms = Appointments = Plans = Waiting List | Payers

Filters
Note Date j +

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

Note Date Note By Note Type Note Sub-Type Description Status Date Completed Attachment
04/23/2018 Reed, Monica Due Process Consumer Update Complete 04/23/2018 No

4. In the new Note record, update the following fields:
a. Division = APD

Note Type = Waiver Disenrollment

Note Subtype = Pending Waiver Disenrollment

Description = Due to Death

Status = Pending

Attach the necessary documents

Route Note record to the Waiver Work Stream Lead by
clicking the Ellipsis button next to Add Note Recipient. In
the pop-up window, type in the Worker's Last Name and
click Search. In the Search results, click on the matching
Worker Name to route the note to that recipient.

@ ~p o0y

5. When finished, click File > Save and Close Notes.
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File Tools

Notes Details
Division *
Note By * |WLSuper, Robert v |
Note Date * 041232018 [Ty
Program/Provider | A4 |
Note Type * [waiver Disenroliment v
Note Sub-Type | Pending Waiver Disenroliment v |
Description

Consumer would like to disenroll. Please approve request for disenrollment.
Note
Status v

Date Completed

6. The Waiver Work Stream Lead will monitor their My
Dashboard for Notes related to Waiver Disenrollment. To do
so, log into APD iConnect and set Role = Region
Workstream Lead. Click Go.

a. Onthe My Dashboard, locate the Consumers panel
and scroll down to the Notes section. Click on the
Pending link to open a queue of Notes with Status =

Pending
Notes ‘ ‘
Complete 4
Draft 1
I'm Interested 1 ‘

Pending !\
‘Alert Notes \ ‘

Unread Alert Notes 0
‘ Ticklers ‘
Ticklers 52
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7. In the Pending Notes queue, open the Note record with Note
Type = Waiver Disenroliment and Note Subtype = Pending
Disenrollment:

a. Review the contents of the Note to determine next
steps. Update the Note accordingly.

b. Leave Status = Pending

c. Route the Note record ROM/Designee for approval by
clicking the Ellipsis button next to Add Note
Recipient. In the pop-up window, type in the Worker's
Last Name and click Search. In the Search results,
click on the matching Worker Name to route the note
to that recipient.

8. When finished, click File > Save and Close Note.

9. The ROM/Designee will monitor their My Dashboard for
Notes related to Waiver Disenrollment. Log into APD
iConnect and set Role = ROM/Deputy ROM. Click Go.

Welcome, Jacqueline Tiermey = My Harmony Sign Out Role —

Q0 iConnect 312612018 227 PM ROM/Deputy ROM [v] M

File
Quick Search

Consumers [v| | LastName 2jg*coT] ADVANCED SEARCH

10.0n the My Dashboard, locate the Consumers panel and
scroll down to the Notes section. Click on the Pending link
to open a queue of Notes with Status = Pending

Notes

Complete 4

Draft 1

I'm Interested 1

Pending 1
Alert Notex

Unread Alert Motes 0
Ticklers

Ticklers 52
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11.In the Pending Notes queue, open the Note record with Note
Type = Waiver Disenroliment and Note Subtype = Pending
Disenrollment:

a. Review the contents of the Note and attachments

b. Update Note Subtype = Waiver Disenroliment Approved
OR Waiver Disenrollment Denied

Set Status = Pending

d. Route the Note record back to the Waiver Workstream
Lead and the Waiver Support Coordinator by clicking the
Ellipsis button next to Add Note Recipient. In the pop-up
window, type in the Worker's Last Name and click
Search. In the Search results, click on the matching
Worker Name to route the note to that recipient.

o

12.When finished, click File > Save and Close Notes.

13.The Waiver Support Coordinator will monitor their My
Dashboard for Notes related to Waiver Disenroliment. Log
into APD iConnect and set Role = WSC/CDC. Click Go.

Role
Welcome, Monica Reed ~ My Dashboard Sign Out

Q0 iCennect APAI018 237 PM WSC/CDC

File
Quick Search

Consumers (V]| | Last Name 2]§ o) ADVANCED SEARCH

M Participating

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

a. Onthe My Dashboard, locate the Consumers panel
and scroll down to the Notes section. Click on the
Pending link to open a queue of Notes with Status =
Pending.

14.1n the Pending Notes queue, open the Note record with Note
Type = Waiver Disenroliment and Note Subtype = Waiver
Disenrollment Approved or Denied

a. Inthe Note record, review the ROM/Designee's
decision.

15.When finished, click File > Close Notes.
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16.To proceed with Waiver Disenrollment, the Waiver
Workstream Lead will navigate to the consumer’s record and
click Notes > File > Add Note.

File; Reports Ticklers View Consumer Incidents
Add Notes
Add 'eople Search

Add Notes Consumers (V]| | Lastname ™| ADVANCED SEARCH

Print \@
MY DASHEOARD | CONSUMERS | PROVIDERS INGIDENTS CLAIMS SCHEDULER REPORTS

Smith, Marianne (10043)
Diagnosis | Eligibility = Medications =~ Auths = Provider Documentation | Contacts | Consumer Module User

Demographics = Divisions | Programs | Provider Selections =~ Notes  Forms = Appointments = Plans | Waiting List | Payers = Legal Issues

Filters
Note Date ﬂ +
] |
78 Notes record(s) returned - now viewing 1 through 15
Note Date Note By Note Type Note Sub-Type Description Status Date Completed
04/24/2018 | Tiemey, Jacqueline Waiver Disenrollment Alert
04/24/2018 | Tiemey, Jacqueline Waiver Disenrollment Notice of Termination of Waiver Services Complete | 04/24/2018

17.1n the new Note record, update the following fields:
a. Division = APD
b. Note Type = Waiver Disenroliment
c. Subtype = Request for Waiver Disenrollment Only OR
Request to Disenroll and Return to Waiting List
d. Status = Pending

e. Route the Note record to the State Office Worker by
clicking the Ellipsis button next to Add Note Recipient. In
the pop-up window, type in the Worker's Last Name and
click Search. In the Search results, click on the matching
Worker Name to route the note to that recipient.

18.When finished, click File > Save and Close Notes.
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File Tools

Notes Details
Division *
Note By * |Tierney, Jacqueline hd |
Note Date * 04/24/2018
Program/Provider |AF'D Waiver v | Details
Note Type * |Wawer Disenrollment v r
Note Sub-Type | Request for Waiver Disenroliment Only hd |
Description

Pleask approve request to Disenroll Consumer from Waiver
Note
status
Date Completed

Waiver Program Disenrollment

1. The State Office Worker will monitor their My Dashboard for
Note records related to Waiver Disenrollment. To do so, log
into APD iConnect and set Role = State Office Enrollment.
Click Go.

2. On the My Dashboard, locate the Consumers panel and
scroll down to the Notes section. Click on the Pending link
to open a queue of Notes with Status = Pending
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Notes
Complete 4
Draft 1
I'm Interested 1
Pending 1
Alert Notex
Unread Alert Notes 0
Ticklers
Ticklers 52

3. In the Pending Notes queue, open the Note record with Note
Type = Waiver Disenroliment and Note Subtype = Request
for Waiver Disenrollment Only OR Request to Disenroll and
Return to Waiting List

File

Filters
Status j Equal To v Pending j aov|  x

iComnectiD V| |+ N

2 Notes record(s) returned - now viewing 1 through 2

iConnect ID Consumer . Note Type Note Sub Type Note Date Subject Author
10043 Smith, Marianne ‘Waiver Enroliment Waiver Enrolment Request 04/04/2018 Tieney, Jacqueline
10043 Smith, Marianne ‘Waiver Disenroliment Request for Waiver Disenrollment Only 04/24/2018 Tierney, Jacqueline

<<First <Previous Refrieve {5 Recordsatatime Next>  Last>>

4. Review the contents of the Note record and update the
following fields:

a. Note = Indicate whether the disenrollment request is
approved or disapproved
Status = Complete

c. Route the Note record to the Waiver Workstream
Lead and/or the Waiting List Workstream Lead as a
Note Recipient by clicking the Ellipsis button next to
Add Note Recipient. In the pop-up window, type in the
Worker's Last Name and click Search. In the Search
results, click on the matching Worker Name to route
the note to that recipient.

5. When finished, click File > Save and Close Notes.
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File Tools Reports

Notes Notes Details
‘ Division * %
Note By = Tierney, Jacqueline
Note Date * 04242018 |
Program/Provider [APD Waiver | Details
Note Type * [waiver Disenrollment v
Note Sub-Type [Request for Waiver Disenrollment Only v
Description
On 4/24/2018 at 2:19 PM, Jacqueline Tierney wrote: Please approve
request to Disenroll Consumer from Waiver
On 4724/2018 at 2:25 PM, Worker State wrote: Request Approved
Note New Text
\ppend ¥ 0
Status * v
Date Completed 04/24/2018

6. To disenroll the Consumer, the State Office Enrollment
Worker will navigate to the consumer’s record and click on
the Programs tab > open the APD waiver Program record.

MYDASHEDARD‘ CONSUMERS l PROVIDERS | CLAIMS ‘ SCHEDULER ‘ REPORTS

Smith, Marianne (10043)

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

Demographics Divisions Programs Provider Selections Notes ~ Forms | Appointments Plans =~ Waiting List Payers Legal Issues

Filters %
Disposition ﬂ Not Equal To ﬂ Closed ﬂ AND ﬂ x
Program ﬂ +
=
4 Programs record(s) returned - now viewing 1 through\

Division Program Worker Disposition « Disposition Date Create Date Enroll Type Deactivated Date LOS
APD APD Waiver Reed, Monica Pending Disenrollment 04/24/2018 04/06/2018 Waiting List to Waiver 18
APD IFS Reed, Monica IFS Request 04/09/2018 04/09/2018 IFS 15
APD CDC+ WLSuper, Robert Disenrolled 04/09/2018 04/09/2018 04/09/2018 15
APD APD Waiver Waiver'WSL, Stanley Crisis Denied 04/04/2018 04/03/2018 Crisis 04/04/2018 21

<<First <Previous Retrieve {5 Recordsatatime Next> Last>>

7. Update the following fields:
i. Disposition = Disenrolled
ii. Deactivated To = set to correct value
iii. Deactivated Date = defaults to today’s date
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8. When finished, click File > Save and Close Programs.

’j o Marianne Smith Program
OR iConnect Last Updated by jiernay

at 4/24/2018 10:53:34 Al

File Tools Word Merge

| Program | Division * APD

Program Workers Worker State, Worker [ | Clear | Details
Referral Date 04/02/2018 |2

Notes =
Create Date * 04/06/2018 |7

Events Program * APD Waiver Details

Track Disposition Disposition * ‘ Disenrolled hd
Disposition Date * 042412018 |
Enroliment Type [Waiting List to Waiver v/
Program Begin Date 04/06/2018 i
Expected Deactivated Date l]

9. The Waiver Workstream Lead and/or Waiting List
Workstream Lead will monitor their My Dashboard for Note
records related to Waiver Disenrollment status.

10.To begin, log into APD iConnect and set Role = Region
Waiver OR Region Waiting List Workstream or Region
Waiver Workstream Lead. Click Go.

Welcome, Robert WLSuper |~ My Dashboard Sign Out Role

Opfj iCennect 49302018 2:48 PM Region Waiting List Workstream Lead
File
Quick &rch
| Consumers v | astname ~ &3 ADVANCED SEARCH
| MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

11.0n the My Dashboard, locate the Consumers panel and
scroll down to the Notes section. Click on the Complete link
to open a queue of Notes with Status = Complete.

| Notes |

Complete 7
Draft \ 1

I'm Mot Interested 1

Pending 8
Alert Notes
Unread Alert Notes Q
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12.Use the multi variable search to narrow down the search

results. Open the Note record with Note Type = Waiver

Disenrollment and Note Subtype = Request for Waiver

Disenrollment Only OR Request to Disenroll and Return to

Waiting List

a. Review the contents of the Note. If the request was

approved, create a new request for Case Closure via
a new Consumer Note record. Proceed to Case
Closure section.

Important!

DO NOT CLOSE DECEASED CASES until
State Office staff approval

This step impacts ticklers and completion of
tasks.

Date of Death Interface

1. Every 16th day of the month, a scheduled job will run to
import data from DOH via an agreed upon file format into
APD iConnect:

a. Once imported, the consumer’'s SSN and Date of
Birth in the DOH data are compared with Consumer
data within APD iConnect in order to locate a
matching Consumer record.

b. If an exact match has been identified, the system will
update the consumer’s Date of Death, the DOD File
Number, and set the DOD Action Field = Request
COD on the consumer’s Demographic record in APD
iConnect.

c. These updates will then trigger a request for the
Cause of Death field to be updated via the next
monthly DOH data import.

d. Note that for probable or inexact Consumer record
matches, the consumer’s data will not import from
DOH into APD iConnect.
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File Tools

Demographics

Addresses

Contact Names

Contact Phones

Contact Emails

Contact ldentifiers

Reports

Basic Demographics

Salutation

Last Name * Smith

First Name * Marianne
Consumer Photo

Middle Name

Suffix Sr. v

Alias

Title

Date of Birth * 03/0412004  |TF

Age 141
Date of Death 04272018 |
Cause of Death Natural Causes

DOD Action
DOD File Number 4444

Gender *

Race |African American V|
Ethnicity |Cambodia V|

2. The State Office Nurse (or State Office Process Owner) will
be able to review the Probable Match Report that identifies
probable Consumer record matches between the DOH and
APD iConnect data. Note that this report lives outside of
APD iConnect.

3. After reviewing the Probable Match Report, the State Office
Nurse will navigate to the consumer’s record in APD
iConnect and add a new Consumer Note record via Notes >
File > Add Note.

4. In the new Note record, update the following fields:

a.

®aoo

s Well

Division = APD

Note Type = Probable Match Report
Note Subtype =Completed

Status = Completed

Route the Note record to the Waiver Clinical
Workstream Lead by clicking the Ellipsis button next
to Add Note Recipient. In the pop-up window, type in
the Worker's Last Name and click Search. In the
Search results, click on the matching Worker Name to
route the note to that recipient.
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5. When finished, click File > Save and Close Notes.

Opd iCennedct Marianne Smith ~ Notes

5172013 10:15 AM

File Tools

Notes Details

Division *

Note By * |Tierr|ey, Jacqueline V|

Note Date * 05012018 |

Program/Provider | W |

Note Type * | Probable Match Report Vr

Note Sub-Type Completed v

Description
Reviewed the Probable Match Report to ensure that the correct match was
identified in the DOH data

Note

Status * Complete v

Date Completed 05/01/2018

6. Based on the review of the Probable Match Report, updates
to the consumer’s death details may need to be updated (if
the fields were not already automatically updated via the
monthly DOH data import).

7. The State Office Nurse will navigate to the consumer’s
record and click Demographics > Edit > Edit
Demographics. Update the following fields.

a. Date of Death = update to correct date of death based
on research found

DOD Action = Request COD
DOD File Number
d. Cause of Death

o

8. When finished, click File > Save and Close Demographics.

9. When finished, proceed to the Chapter on Case Closure.
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Chapter 20 | Case Closure

Introduction

Although a Consumer has been added to the Waiver, often it
is necessary for the Consumer to be removed from the
waiver. While there are various methods to the
disenrollment and/or transfers, there are also certain
circumstances that automatically make a Consumer
ineligible for Waiver Services. This Chapter reflects the
process in which to Close a Case.

Waiver Disenrollment

Upon receiving notification that a Consumer needs to be
removed from the Waiver for any reason other than
incarceration or Temporary Service Placement, the assigned
Waiver Support Coordinator will initiate the Waiver
Disenrollment process.

. To begin, log into APD iConnect and set Role = WSC/CDC.

Click Go.

Welcome, Monica Reed My Dashboard Sign Out

Q0 itonnect 4232018 237 PM

File

Quick Search

Role
WSC/CDC

fr— ™| seme | W @ apvancen search

M Participating

MY DASHBOARD ~ CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

3. Navigate to the consumer’s record and click Notes > File >

Add Note.

= Well June 2023 Page 564

- @



Case Management Module Chapter 20 | Case Closure

.| Aaa Notes . .
Fil Ticklers View Consumer Incidents

Add Notes

Print Consumers [v] | LastName [~ @ ADVANCED SEARCH

Participating

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Smith, Marianne (10043)
Diagnosis | Eligibility = Medications = Auths = Provider Documentation = Contacts | Consumer Module User

Demographics = Divisions | Programs = Provider Selections = Notes Forms = Appointments = Plans = Waiting List | Payers

Filters
Note Date j +

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

Note Date Note By Note Type Note Sub-Type Description Status Date Completed Attachment
04/23/2018 Reed, Monica Due Process Consumer Update Complete 04/23/2018 No

4. In the new Note record, update the following fields:
a. Division = APD

Note Type = Waiver Disenrollment

Note Subtype = Pending Waiver Disenrollment

Status = Pending

Attach the necessary documents

Route Note record to the Waiver Work Stream Lead by
clicking the Ellipsis button next to Add Note Recipient. In
the pop-up window, type in the Worker's Last Name and
click Search. In the Search results, click on the
matching Worker Name to route the note to that
recipient.

~®o0C

5. When finished, click File > Save and Close Notes.
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File Tools

Notes Details
Division *
Note By * |WLSuper, Robert v |
Note Date * 041232018 [Ty
Program/Provider | A4 |
Note Type * [waiver Disenroliment v
Note Sub-Type | Pending Waiver Disenroliment v |
Description

Consumer would like to disenroll. Please approve request for disenrollment.
Note
Status v

Date Completed

6. The Waiver Work Stream Lead will monitor their My
Dashboard for Notes related to Waiver Disenrollment. To do
so, log into APD iConnect and set Role = Region
Workstream Lead. Click Go.

a. Onthe My Dashboard, locate the Consumers panel
and scroll down to the Notes section. Click on the
Pending link to open a queue of Notes with Status =

Pending
Notes ‘ ‘
Complete 4
Draft 1
I'm Interested 1 ‘

Pending !\
‘Alert Notes \ ‘

Unread Alert Notes 0
‘ Ticklers ‘
Ticklers 52
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7. In the Pending Notes queue, open the Note record with Note
Type = Waiver Disenroliment and Note Subtype = Pending
Disenrollment:

8. Review the contents of the Note to determine next steps.
Update the Note accordingly. Leave Status = Pending.

9. Route the Note record ROM/Designee for approval by
clicking the Ellipsis button next to Add Note Recipient. In
the pop-up window, type in the Worker's Last Name and
click Search. In the Search results, click on the matching
Worker Name to route the note to that recipient.

10.When finished, click File > Save and Close Note

11.The ROM/Designee will monitor their My Dashboard for
Notes related to Waiver Disenrollment. Log into APD
iConnect and set Role = ROM/Deputy ROM. Click Go.

Welcome, Jacqueline Tierney My Harmony Sign Out Role

O;‘..“".j iCennect ADE/2018 227 PM ROM/Deputy ROM

File
Quick Search

Consumers \v| | LastName v W ADVANCED SEARCH

12.0n the My Dashboard, locate the Consumers panel and
scroll down to the Notes section. Click on the Pending link
to open a queue of Notes with Status = Pending

Notes

Complete 4

Draft 1

I'm Interested 1

Pending 1
Alert Notex

Unread Alert Notes 0
Ticklers

Ticklers 52
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13.1In the Pending Notes queue, open the Note record with Note
Type = Waiver Disenroliment and Note Subtype = Pending
Disenrollment:

a. Review the contents of the Note and attachments

b. Update Note Subtype = Waiver Disenroliment Approved
OR Waiver Disenrollment Denied

Set Status = Pending

d. Route the Note record back to the Waiver Workstream
Lead and the Waiver Support Coordinator by clicking the
Ellipsis button next to Add Note Recipient. In the pop-up
window, type in the Worker's Last Name and click
Search. In the Search results, click on the matching
Worker Name to route the note to that recipient.

o

14.When finished, click File > Save and Close Notes.

15.The Waiver Support Coordinator will monitor their My
Dashboard for Notes related to Waiver Disenroliment. Log
into APD iConnect and set Role = WSC/CDC. Click Go.

Welcome, MonicaReed | My Dashboard ¢ Role

OO0 iCennect AP3I2018 2°37 PM WSC/CDC
File
Quick Search

Consumers (V]| | Last Name 2]§ o) ADVANCED SEARCH

M Participating

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

a. Onthe My Dashboard, locate the Consumers panel
and scroll down to the Notes section. Click on the
Pending link to open a queue of Notes with Status =
Pending.

16.In the Pending Notes queue, open the Note record with Note
Type = Waiver Disenroliment and Note Subtype = Waiver
Disenrollment Approved or Denied

17.1n the Note record, review the ROM/Designee's decision.

18. When finished, click File > Close Notes.
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19.Update the consumer’s Waiver Program Enrollment record
to indicate pending disenroliment. Navigate to the
consumer’s record > click on the Programs tab > open the
APD waiver Program record.

20.1n the Program record, update the following fields:
a. Disposition = Pending Disenrollment
b. Disposition Date = Date Disposition was changed

21.When finished, click File > Save and Close Programs.

i Maranne Smith
el e
e iConnect Last Updated by jiemey
at 4/6/2018 2:09:17 PM

File Tools

Program Division * AED
Program Workers Worker State, Worker | Clear | Details
Referral Date 04/0212018 |
Notes -
Create Date * 04/06/2018 | F
Events Program * \ APD Waiver Details
Track Disposition Disposition * |F'ending Disenrollment v
Disposition Date * 041232018 |
Enrollment Type [Waiting List to Waiver |
Program Begin Date 04/06/2018 -_]

22.Upon saving the Program record with Disposition = Pending
Disenrollment, a Workflow Wizard will trigger the following
Ticklers:

a. Send Notice of Pending Termination of Waiver Services
(Only for Non-Compliance), Assigned to Waiver
Workstream Lead, Due Immediately

b. Send Notice of Pending Termination of Waiver Services,
Assigned to Waiver Workstream Lead, Due in 30 Days

23.To complete the Ticklers, the Waiver Workstream Lead will
log into APD iConnect and set Role = Region Waiver
Workstream Lead. Click Go.

= Well June 2023 Page 569

Program




Case Management Module Chapter 20 | Case Closure

Role
X Welcome, Robert WLSuper = My Dashboard ¢,
OQ’j iCennect 44232018 324 PM gL Region Waiver  Workstream Lead

File b

' Quick Search

| Consumers (V| | LastName ~ & ADVANCED SEARCH

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

a. Onthe My Dashboard, find the Consumers Section
and scroll down to the Ticklers Panel. Click on
Ticklers Due to access the Tickler Queue:

‘Alerl Notes ‘
Unread Alert Notes 0
‘Ticklers ‘
Ticklers \ 1
‘Plans ‘
Approved 1
Pending 1
b. Use the multi variable search to narrow down the
results in the Tickler Queue. Click Search.
File
Filters

Status j Equal To j New ﬂ AND ﬂ x
Last Name j Equal To j smith ANDj x
iConnect ID j +

O Apply Alert Days Before Due

v\@

l

2 Ticklers recerd(s) returned - now viewing 1 through 2 \
Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 SendohcelofRendng)leruinationlofVVaregSevcesl (0ol 47 519 04232018 New | Tiemey, Jacqueline »
Non Compliance)
Smith, Marianne 10043 Send Notice of Termination of Waiver Services 04/23/2018 05/23/2018 New Tierney, Jacqueline 4

<<First <Previous Refrieve {5 Recordsatatime Next> Last>>

Tip

When searching for a future Tickler, remember
to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.
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24.Locate the Tickler called Send Notice of Pending
Termination of Waiver Services (sent only for Non-
Compliance) in the Tickler Queue.

a.

If the termination of Waiver Services is NOT related to

non-compliance, cancel the Tickler. To do so, hover
over the arrow next to the Tickler and click Cancel.

2 Ticklers record(s) returned - now viewing 1 through 2

Consumer Name | iConnect ID Tickler Name Date Created | Date Due D;Nmpleted Status Assigned To
Smith, Marianne | 10043 (Sggl‘;F:]‘:tﬁgn"gﬁfn”;iigﬁcg"“i"a“"“ Dialeevices 047232018 | 0412372018 New | Tiemey Jacaueline | »
Smith, Marianne | 10043 Send Motice of Termination of Waiver Services 04/23/2018 05/23/2018 Cancel ;
==First = Previous Refrieve {5 Recordsatatime Next>  Last=> Edi
Reassign
Complete
View Consumers Record
b. If the termination of Waiver Services IS related to
non-compliance, click to open the Tickler.
i. Upon doing so, the Notice of Pending
Termination of Waiver Services letter will open
in Word Merge Preview mode.
ii. Click Open Document to edit the contents of
the letter in Microsoft Word. Save the
document to your computer.
ine Tierney of Pending

opd iConnect

File

Click

Geneﬁe Merge Document
"Open Decument” button to

open the Merge Document for edifing.

Save to Notx

If no changes have been made to the
Merge Document, click "Save to Note"
The current werd merge template will
be uploaded to a nofe record with the

merge fields populated.

Upload and Save to Note

s Well

42472013 10:31 AM

Preview (read-only)
This is a preview of your merge document and is not editable.

Termination of
Waiver Services

agency for persons with disabilities
State of Florida

Notice of Pending Termination of Waiver Services
Rick Scott
Govemor
[ 1]
Barbara Palmer

Click here to enter a date.

Director
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c. Print and mail the letter to the Consumer.

d. Back in the Word Merge preview screen, click Upload
and Save to Note. In the new Consumer Note record,
update the following fields:

I. Division = APD

ii. Note Type = Waiver Disenroliment
iii. Note Subtype = Pending Waiver Disenroliment
iv. Status = Complete

When finished, click File > Save and Close Notes
File Tools Reports

| Notes @ Notes Details

®

‘ Division *
Note By * Tierney, Jacqueline
Note Date * 04242018 |
Program/Provider |APD Waiver (v | Details
Note Type * [Waiver Disenrollment v
Note Sub-Type [Pending Waiver Disenrollment V|
Description Word Merge Template
Note New Text
"Pending Waiver Disenrollment Letter” attached to this Note record
\ TS
Status * v
Date Completed 04/24/2018

25.Back in the Tickler Queue, hover over the arrow next to the
Tickler to click Complete:
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2 Ticklers record(s) returned - now viewing 1 through 2

Consumer Name | iConnect ID Tickler Name Date Created | Date Due Date Completed | Status Assigned To
; - Send Notice of Pending Termination of Waiver Services

Smith, Marianne | 10043 (Only for Non Compliance) 04/23/2018 | 04/23/2018 1 Cancel

Smith, Marianne | 10043 Send Motice of Termination of VWaiver Services 04/23/2018 05/23/2018 1
Edit

==First = Previous Refrieve 15 Recordsatatime MNext= Last== .

Reassign
Complete

/ View Con@m Record

26.1n the Tickler Queue, click to open the tickler called Send
Notice of Termination of Waiver Services.

27.Upon doing so, the Notice of Pending Termination of Waiver
Services letter will open in Word Merge Preview mode.

28.Click Open Document to edit the contents of the letter in
Microsoft Word. Save the document to your computer.

~ g Marianne Smith
Q0 iConnect 42412015 10:53 AM

File

s

Generate Merge Document
Click the "Open Document” button to
open the Merge Document for editing.

Preview (read-only)
This is a preview of your merge document and is net editable.

| Open Document | : :E'

aqency for oersons with disabi
Sﬂemm]:\ agency for persons w t__ sabil
If no changes have been made to the State of Florida

Merge Document, click "Save to Mote".
The current word merge template will

be uploaded to a note record with the Notice of Termination of Waiver Ser

merge fields populated. Rick Scott
- to Mot Govermor o e e b
| . Click here to enter a date.
T Barbara Palmer
Director

29. Print and mail the letter to the Consumer.

30.Back in the Word Merge preview screen, click Upload and
Save to Note. In the new Consumer Note record, update the
following fields:

a. Division = APD
b. Note Type = Waiver Disenrollment

c. Note Subtype = Notice of Termination of Waiver
Services

d. Status = Complete
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31.When finished, click File > Save and Close Notes

o0 iConnect

File Tools

| Notes |

Reports

Notes Deta%

Division *

Note By *

Note Date *
Program/Provider
Note Type *

Note Sub-Type

Description

Note

Status *

Date Completed

Note:

Marianne Smith
Last Updated by jliemey
at 4/24/2015 11:03:49 AM

Tiemey, Jacqueline

04/24/2018  |E

[APD Waiver | Details
\ [Waiver Disenrollment M
[Notice of Termination of Waiver Services v|

Word Merge Template

New Text
Motice of Termination of Waiver Services Letter attached fo this Note record

04/24/2018

32.Upon saving the Note record, a Workflow Wizard will trigger
with the following Tickler:

a. 35 Day Due Process Reminder — Assigned to Self
(Waiver Workstream Lead), Due 35 Days from the
date that the Final Notice of Termination of Waiver
Services Letter was sent to the Consumer

Notify all Providers of Disenroliment, Assigned to
WSC, Due 35 Days from the date that the Final

s Well

Notice of Termination of Waiver Services Letter was
sent to the Consumer

End Date Planned Services and Complete Plans —
Assigned to WSC, Due Immediately

End Date All Authorizations — Assigned to WSC, Due
Immediately
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opd iConnect Welcome, Jennifer Buck | Ticklers

82602018 12:00 AM
File

Filters
Status V] [EauaiTo [v| new |v] anp[v| [x
iomnest D [v] [+

] Apply Alert Days Before Due

514 Ticklers record(s) returned - now viewing 1 through 15
Consumer Name iConnect ID Tickler Name Date Created « Date Due Date Completed Status. Assigned To
Sheppard, John 10106 End Date Planned Services & Complete Plans 0812612013 093012018 New Buck, Jennifer
Sheppara, John 10106 End Date all Authorizations 0812612018 093012018 New Buck, Jennifer
Sheppard, John 10106 35 Day Due Process Reminder 0812612018 0912912018 New Buck, Jennifer
Sheppard, John 10106 Notify All Providers of Disenrollment 0812612018 083012018 New Buck, Jennifer

33.Ticklers are visible from My Dashboard.

34.The Waiver Workstream Lead will work through each Tickler
listed in the Workflow Wizard window.

35.To begin, hover over the arrow next to the Tickler called 35
Day Due Process Reminder to click Open.

Remember!

There are only 3 instances in which the Waiver
Workstream Lead should not wait the 35 days
and send the request immediately.

1. Consumer moves to ICF

2. Consumer admitted to DDC

3. Consumer dies (proceed to Chapter
on Death Reporting).

If the closure is for other circumstances, not
outlined above, the Waiver Workstream Lead
MUST wait the 35 days.

36.Upon doing so, a Message Tickler will appear - Verify if
Consumer has exercised Due Process within 35 Days of
Final Notice. Click OK.

= Well June 2023 Page 575



Case Management Module

Chapter 20 | Case Closure

q Verify if Consumer has exercised Due Process within 35 Days of
Final Notice.

Message from webpage X

37. After verifying if the Consumer exercised Due Process,
hover on the arrow next to the Tickler to click Complete.

File

Workflow Wizard

35 Day Due Process

Reminder

Notify All Providers of

Disenrollment

End Date Planned

Services & Complete
Reassign
Cancel All Authorizations

Plans

Open
Cancel

Edit

Comglef
View Corsumers Record

38.Back in the Workflow Wizard window, hover over the arrow
next to the Tickler called Notify All Providers of
Disenrollment to click Open.

39.Upon doing so, a new Consumer Note record will open.
Update the following fields:

a.

-0 o000

s Well

Division = APD

Program/Provider = Update as necessary
Note Type = Waiver Disenrollment

Note Subtype = N/A

Status = Alert

Route the Note to the Waiver Workstream Lead by
clicking the Ellipsis button next to Add Note Recipient.
In the pop-up window, type in the Worker's Last Name
and click Search. In the Search results, click on the
matching Worker Name to route the note to that
recipient
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40.When finished, click File > Save Notes

41.Complete this process for all relevant Service Providers by
clicking Add Another

File Tools
Workflow Wizard Notes Details
Division * m
35-Day-Due Process >
Note By * \Tiemey, Jacqueline V|
Notify All Providers of -
Disenroliment Note Date 0412412018 |
End Date Planned Program/Provider ‘APD Waiver v | Details
Services & Complete > . - -
Plans Note Type | Waiver Disenrollment e r
Cancel All Authorizations | » Note Sub-Type ‘ v]
Description
The Consumer will be disenrolling from the Waiver. |
Note
Status *

Date Completed

42.Back in the Tickler Queue, hover over the arrow next to the
Tickler called End Date Planned Services & Complete Plans

to click Open.
File
Workflow Wizard
35-Day Due Process o
i = :
sl '
End Date Planned
Services & Complete
Plans Open @
Cancel All Authorizations Add Another
Cancel
Edit
Reassign

View Consumers Record
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43.Upon doing so, the consumer’s Plans List View Grid will
open.

File
Workflow Wizard Filters %
Division ﬂ +

3 Plans record(s) returned - now viewing 1 through 3

End Date Planned
Services & Complete I

Plans Division =~ Program Worker Cost Plan Creation Date « Comments Closed Date = Status
Cancel All Autharizations | » APD CDC+ Tierney, Jacqueline | 04/09/2018 Draft
APD Tierney, Jacqueline | 03/30/2018 Created from Assessment Pending
APD APD Waiver | Reed, Monica 03/27/2018 Approved

<<First <Previous Refrieve 415 Recordsatatime Next> Last>>

44.Click into the relevant Plan record and update all necessary
fields.

45.When finished, click File > Save Plans
46.Hover over the arrow next to the Tickler to click Complete

47.Back in the Tickler Queue, click to open the Tickler called
End Date All Authorizations.

48.Upon doing so, the consumer’s Authorizations List View Grid
will open

49.Click into each relevant Authorization record and update the
End Date field.

50.When finished, click File > Save Auth Service and File >
Close Workflow Wizard

51.Make a determination about the consumer’s Case:

a. Did the Consumer Exercise Due Process? If so,
proceed to Chapter on Due Process.

b. If the Consumer did NOT Exercise Due Process,
make a decision if one of the following applies to the
consumer’s Case:
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I. If any of the following apply, proceed below to
Waiver Disenrollment
i.  Should the consumer’s Case be fully
Closed? or
ii. Should the Consumer be Disenrolled
and put back on the Waiver Waiting
List? or

52.To proceed with Waiver Disenrollment, the Waiver
Workstream Lead will navigate to the consumer’s record and
click Notes > File > Add Note.

File; Reports Ticklers View Consumer Incidents
Add Notes
Add 'eople Search

Add Notes Consumers (V]| | Lastname ™| G ADVANCED SEARCH

Print \@
MY DASHEOARD | CONSUMERS | PROVIDERS INGIDENTS CLAIMS SCHEDULER REPORTS

Smith, Marianne (10043)
Diagnosis | Eligibility = Medications =~ Auths = Provider Documentation | Contacts | Consumer Module User

Demographics = Divisions | Programs | Provider Selections =~ Notes  Forms = Appointments = Plans | Waiting List | Payers = Legal Issues

Filters
Note Date ﬂ +
] |
78 Notes record(s) returned - now viewing 1 through 15
Note Date Note By Note Type Note Sub-Type Description Status Date Completed
04/24/2018 | Tiemey, Jacqueline Waiver Disenrollment Alert
04/24/2018 | Tiemey, Jacqueline Waiver Disenrollment Notice of Termination of Waiver Services Complete | 04/24/2018

53.In the new Note record, update the following fields:
a. Division = APD
b. Note Type = Waiver Disenroliment
c. Subtype = Request for Waiver Disenrollment Only OR
Request to Disenroll and Return to Waiting List
d. Status = Pending

e. Route the Note record to the State Office Worker by
clicking the Ellipsis button next to Add Note Recipient. In
the pop-up window, type in the Worker's Last Name and
click Search. In the Search results, click on the matching
Worker Name to route the note to that recipient.

54.When finished, click File > Save and Close Notes
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File Tools

Notes Details
Division *

Note By *

Note Date ~
Program/Provider
Note Type *

Note Sub-Type

Description

Note

Status *

Date Completed

Chapter 20 | Case Closure

| Tierney, Jacqueline v |

04/24/2018 [ =

[APD Waiver ™ | Details
|Wawer Disenroliment v r
| Request for Waiver Disenroliment Only v |

Pleask approve request to Disenroll Consumer from Waiver

55.The State Office Worker will monitor their My Dashboard for
Note records related to Waiver Disenroliment. To do so, log
into APD iConnect and set Role = State Office Enroliment.

Click Go.

56.0n the My Dashboard, locate the Consumers panel and
scroll down to the Notes section. Click on the Pending link
to open a queue of Notes with Status = Pending

‘ Notes ‘ ‘
Complete 4
Draft 1
I'm Interested 1 ‘

Pending 1

.
‘ Alert Notes \ ‘

Unread Alert Notes 0
‘ Ticklers ‘
Ticklers 52
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57.In the Pending Notes queue, open the Note record with Note
Type = Waiver Disenroliment and Note Subtype = Request
for Waiver Disenrollment Only OR Request to Disenroll and
Return to Waiting List

File

Filters

Status j Equal To v|  Pending j anolv|  x
iConnectID 'V +
| Search | Reset |
2 Notes record|s) returned - now viewing 1 through 2
iConnect ID Consumer . Note Type Note Sub Type Note Date Subject Author

10043 Smith, Marianne Waiver Enroliment Waiver Enroliment Request 040412018 Tierney, Jacqueling
10043 Smith, Marianne ‘Waiver Disenroliment Request for Waiver Disenroliment Only 04/24/2018 Tierney, Jacgueline

<<First <Previous Refrieve {15 Recordsatafime Next> Last>>

58.Review the contents of the Note record and update the
following fields:

a. Note = Indicate whether the disenrollment request is
approved or disapproved

b. Status = Complete

c. Route the Note record to the Waiver Workstream
Lead and/or the Waiting List Workstream Lead as a
Note Recipient by clicking the Ellipsis button next to
Add Note Recipient. In the pop-up window, type in the
Worker's Last Name and click Search. In the Search
results, click on the matching Worker Name to route
the note to that recipient.

59.When finished, click File > Save and Close Notes
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File Tools Reports

Notes Notes Details
‘ Division * %
Note By = Tierney, Jacqueline
Note Date * 04242018 |
Program/Provider [APD Waiver | Details
Note Type * [waiver Disenrollment v
Note Sub-Type [Request for Waiver Disenrollment Only v
Description
On 4/24/2018 at 2:19 PM, Jacqueline Tierney wrote: Please approve
request to Disenroll Consumer from Waiver
On 4724/2018 at 2:25 PM, Worker State wrote: Request Approved
Note New Text
\ppend ¥ 0
Status * v
Date Completed 04/24/2018

60.To disenroll the Consumer, the State Office Enrollment
Worker will navigate to the consumer’s record and click on
the Programs tab > open the APD waiver Program record.

MYDASHEDARD‘ CONSUMERS l PROVIDERS | CLAIMS ‘ SCHEDULER ‘ REPORTS

Smith, Marianne (10043)

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

Demographics Divisions Programs Provider Selections Notes ~ Forms | Appointments Plans =~ Waiting List Payers Legal Issues

Filters %
Disposition ﬂ Not Equal To ﬂ Closed ﬂ AND ﬂ x
Program ﬂ +
=
4 Programs record(s) returned - now viewing 1 through\

Division Program Worker Disposition « Disposition Date Create Date Enroll Type Deactivated Date LOS
APD APD Waiver Reed, Monica Pending Disenrollment 04/24/2018 04/06/2018 Waiting List to Waiver 18
APD IFS Reed, Monica IFS Request 04/09/2018 04/09/2018 IFS 15
APD CDC+ WLSuper, Robert Disenrolled 04/09/2018 04/09/2018 04/09/2018 15
APD APD Waiver Waiver'WSL, Stanley Crisis Denied 04/04/2018 04/03/2018 Crisis 04/04/2018 21

<<First <Previous Retrieve {5 Recordsatatime Next> Last>>

61.Update the following fields:
a. Disposition = Disenrolled
b. Deactivated To = set to correct value
c. Deactivated Date = defaults to today’s date
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62.When finished, click File > Save and Close Programs

Marianne Smith Program
T T e
Or Cj iConnect Last Updated by jtiemey

at 4/24/2018 10:53:34 Al

File Tools Word Merge

| Program | Division * APD

Frogram Workers Worker State, Worker || Clear Details
Referral Date 04/02/2018 |2

Notes =
Create Date * 04/06/2018 |7

Events Program * APD Waiver Details

Track Disposition Disposition * ‘ Disenrolled hd
Disposition Date * 042412018 |
Enroliment Type [Waiting List to Waiver v/
Program Begin Date 04/06/2018 i
Expected Deactivated Date l]

63.1f the Consumer needs to return on the Waiting List, proceed
to the Chapter on Waiting List processes. Otherwise,
proceed below.

64.The Waiver Workstream Lead and/or Waiting List
Workstream Lead will monitor their My Dashboard for Note
records related to Waiver Disenrollment status.

65.To begin, log into APD iConnect and set Role = Region
Waiver OR Region Waiting List Workstream or Region
Waiver Workstream Lead. Click Go.

Role
| . Welcome, Robert WLSuper |~ My Dashboard =
Opfj iCennect 49302018 2:48 PM Sign Out Region Waiting List Workstream Lead
File
Quick &rch
| Consumers v | Lastname M &3 ADVANCED SEARCH
| MY DASHBOARD | CONSUMERS |  PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

66.0n the My Dashboard, locate the Consumers panel and
scroll down to the Notes section. Click on the Complete link
to open a queue of Notes with Status = Complete.
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Notes
Complete T
Draft \ 1
I'm Mot Interested 1

Pending i

Alert Notes

Unread Alert Motes 0

a. Use the multi variable search to narrow down the
search results. Open the Note record with Note Type
= Waiver Disenrollment and Note Subtype = Request
for Waiver Disenrollment Only OR Request to
Disenroll and Return to Waiting List

67.Review the contents of the Note. If the request was
approved, create a new request for Case Closure via a new
Consumer Note record.

Request for Case Closure

1. To create the request for Case Closure, navigate to the
consumer’s record and click Notes > File > Add Note.

2. In the new Note record, update the following fields:
a. Division = APD

Note Type = Case Closure

Note Subtype = Request for Case Closure

Status = Pending

Route the Note record to the ROM or designee by
clicking the Ellipsis button next to Add Note Recipient.
In the pop-up window, type in the Worker's Last Name
and click Search. In the Search results, click on the
matching Worker Name to route the note to that
recipient.

®aoo

3. When finished, click File > Save and Close Notes
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File Tools

Notes Details
Division *
Note By * |Tierney, Jacqueline V|
Note Date * 04/25r2018 |
Program/Provider [APD Waiver | Details
Note Type * [Case Closure v
Note Sub-Type [Request for Case Closure v
Description
4.25.18 - Request for ROM to approve Case Closure Reguest
Note
Status * \
Date Completed

4. The Region Operations Manager (ROM) will monitor their
My Dashboard for Note records related to Waiver
Disenroliment status.

5. To begin, log into APD iConnect and set Role =
ROM/Deputy ROM. Click Go.

Role

. i Welcome, Jacqueline Tiemey = My Dashboard -
Opj iConnect s Sign Oul | oo Deputy Rom
File
Quick Search
| Consumers ]| [ Last Name ~| B ADVANCED SEARCH
| MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

6. Onthe My Dashboard, locate the Consumers panel and
scroll down to the Notes section. Click on the Pending link
to open a queue of Notes with Status = Pending.
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Motes
Complete T
Draft 1

I'm Mot Interested 1

Pending g

Alert Notes

Unread Alert Notes 0

7. Use the multi variable search to narrow down the search
results. Open the Note record with Note Type = Case
Closure and Note Subtype = Request for Case Closure.

File

Filters
Note Sub Type|w|  Contains ﬂ Case AND j x

iConnact ID ﬂ +

1 Notes record(s) returned - now viewing 1 through 1
iConnect ID Consumer a Note Type Note Sub Type Note Date Subject Author

10043 Smith, Marianne Case Closure Request for Case Closure 04/25/2018 Tiemney, Jacqueline

«<First  <Previous Relieve| 15 Recordsatalime Next= Last== I}

8. Review the contents of the Note. If additional info is needed,
update the following fields:

a. Note Subtype = Additional Information Needed
b. Status = Pending

c. Route the Note back to the designated Waiver
Workstream Lead or Waiting List Workstream Lead by
clicking the Ellipsis button next to Add Note Recipient. In
the pop-up window, type in the Worker's Last Name and
click Search. In the Search results, click on the matching
Worker Name to route the note to that recipient.

9. If no additional info needed, update the following fields:

a. Note Subtype = Case Closure Approved OR Case
Closure Denied

b. Status = Complete

c. Route the Note back to the designated Waiver
Workstream Lead or Waiting List Workstream Lead
by clicking the Ellipsis button next to Add Note
Recipient. In the pop-up window, type in the Worker's
Last Name and click Search. In the Search results,
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click on the matching Worker Name to route the note
to that recipient.

10.Click File > Save and Close Notes.

| Notes | Notes Details

Division *

Note By * Tierney, Jacqueline

Note Date * 0472512018 |E

Program/Provider |APD Waiver v| Details

Note Type * [Case Closure v

Note Sub-Type |Case Closure Approved v|

Description
On 4/25/2018 at 7:47 AM, Jacqueline Tierney wrote: 4.25.18 - Request
for ROM to approve Case Closure Request
On 4/25/2018 at 7:55 AM, Jacqueline Tierney wrote: Case Closure
request approved

Note New Text

Status * \ Complete v

Date Completed 04/25/2018

11.Upon saving the Note record with Note Type = Case Closure

Note Subtype = Case Closure Approved with Status =

Complete, a Workflow Wizard will trigger the following

Ticklers:

a. Send the Notice of Case Closure — Assigned to Waiver or
Waiting List Workstream Lead, Due Immediately

b. Close the Case — Assigned to Waiver or Waiting
Workstream Lead, Due 10 days from Note Date
Completed date

c. Close the Division Record - Assigned to Waiver or
Waiting List Workstream Lead, Due 365 days from Note
Date Completed date
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12.To complete the Ticklers, the Waiver Workstream Lead or
Waiting List Workstream Lead will log into APD iConnect
and set Role = Region Waiting List Workstream Lead. Click

Go.
g Welcome, Robert WLSuper | My Dashboard | ;- Role
OP/ iConnect 42312018 3:24 PM 9 Region Waiting List Workstream Lead
File I}
Quick Search
| Consumers V]| Lost Name ™| ADVANGED SEARCH
‘ MY DASHBOARD = CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

13.0n the My Dashboard, find the Consumers Section and
scroll down to the Ticklers Panel. Click on Ticklers Due to
access the Tickler Queue:

Alert Notes

Unread Alert Notes 0
Ticklers

Ticklers 11
Plans

Approved 1

Pending 1

a. Use the multi variable search to narrow down the
results in the Tickler Queue. Click Search.
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File
(“)-Filters
Status ﬂ Equal To ﬂ Mew ﬂ AND ﬂ »
Last Name ﬂ Equal To ﬂ smith AND ﬂ »®

iConnect ID ﬂ +

O Apply Alert Days Before Due

3 Ticklers record(s) returned - now viewing 1 through 3 \

Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Send Notice of Caze Closure 04/25/2018 04/25/2018 Mew Tiemey, Jacqueline
Smith, Marianne 10043 Close the Case 04/25/2018 05/05/2018 Mew Tiemney, Jacqueline
Smith, Marianne 10043 Close the Division record 04/25/2018 04/25/2019 Mew Tiemey, Jacqueline

== First = Previous Retrieve {5 Recordsatatime Next=  Last=>

Tip
When searching for a future Tickler, remember

to clear the check box next to Apply Alert Days
Before Due prior to clicking Search.

14.Click to open the Tickler called Send Notice of Case
Closure.

15.Upon doing so, the Notice of Case Closure letter will open in
Word Merge preview mode.

16.Click Open Document to edit the contents of the letter in
Microsoft Word. Save the document to your computer.
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Welcome, Jacqueline Tierney

de iConnect 41252015 5:10 AM
File

Preview (read-only)
This is a preview of your merge document and is not editable.

Generate Merge Document
Click the "Open Document” button
to open the Merge Document for

editing. Qm
b agency for persons with disabilities

State of Florida
Save to Note

If ne changes have been made to Notice of Case Closure
the Merge Document, click "Save to

Note". The current word merge Rick Scott
template will be uploaded to a note Govemor
record with the merge fields ST Slick |
LIICK nere 1o en date
populated. Barbara Palmer Zlick her nter a da
| Director
[ | ]

17.Print and mail the letter to the Consumer.

18.Back in the Word Merge preview screen, click Upload and
Save to Note. In the new Consumer Note record, update the
following fields:

a. Division = APD
b. Note Type = Case Closure
c. Status = Complete

19.When finished, click File > Save and Close Notes
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o ) Marianne Smith Note
Oﬁd iConnect Last Updated by jtiemey

at 412512018 8:14:12 AM
File  Tools Reports

| Notes | Notes Details
) Division *
Note By * Tierney, Jacqueline
Note Date * 041252018 [
Program/Provider |APD Waiver V‘ Details
Note Type * [Case Closure v
Note Sub-Type [ v
Description ‘Word Merge Template
Note New Text

Notice of Case Closure Altached to this Note record

prevepp \ Compiote—— I

Date Completed 04/25/2018

20.In the Tickler Queue, hover over the arrow next to the Tickler
to click Complete:

3 Ticklers record(s) returned - now viewing 1 through 3

Consumer Name iConnect ID Tickler Name Date Created Date Due Date Completed Status Assigned To
Smith, Marianne 10043 Send Motice of Case Closure 042512018 04/25/2018 Mew (I)ancel »
Smith, Marianne 10043 Close the Case 04/25/2018 05/05/2018 Mewr 4
Smith, Marianne 10043 Close the Division record 04/25/2018 04/25/2019 New Edit 4
<<First =Previous Refrieve {5 Recordsatatme Next> Last>= Reassign

Complete
/ View ConsS!bm Record

21.Back in the Tickler Queue, click to open the next Tickler
called Close the Case.

22.Upon doing so, a Message Tickler will appear — Ensure
auths are end dated, provider selections closed, change
primary worker to the WS Lead (same as secondary worker).
Click OK.
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nnifer Buck  Ticklers.

opd itennect

File

Filters

Stans ~
~

ly

onnect (D

Apply Alert Days Batore Due

Tickler Name

23.To close the consumer’s Case, navigate to the consumer’s
record > click on the Divisions tab > open the consumer’s
APD Division record and update the following fields:

a. Disposition = Case Closed

b. Primary Worker = change to the Waiver Workstream
Lead — Same as the Secondary Worker.

c. Case Closure Date = Update as appropriate
d. Case Closure Reason = Update as appropriate

24.When finished, click File > Save and Close Divisions

Marianne Smith Division
Last Updated by jtierney
at 4/9/2018 1:35:28 PM

od iCennect

File Word Merge

Divison * APD
Events \
Disposition * [Case Closed v
Track Disposition s
Disposition Date 04/25/2018 |
Open Date 040412018 |
Data Entry Date 03/21/2018
Primary Worker * Reed, Monica .| Clear | Details
Secondary Worker Tiermney, Jacqueline .| Clear| Details
Application Received Date * 04/04/2018  |E
Interested in ICF/IID
Age Category at Time of
Application * Under 6 hd
Application Pended Due Date :”J
Eligibility Documentation Complete ]
Date
\ Case Closure Date * 04/25/2018 |
Case Closure Reason * Loss of Contact v

25.0n the consumer’s record, click on Provider Selections to
verify that all Provider Selection records are closed.

s WellS!
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26.0n the consumer’s record, click on Authorizations to verify
that each Authorization record is appropriately end dated.

27.Back in the Tickler Queue, hover over the arrow next to the
Tickler to click Complete.

28.1n 365 days after Case Closure Request was approved, the
Waiting List Workstream Lead or Waiver Workstream Lead
will return to the Tickler Queue to complete the final Tickler

called Close the Division Record.

Welcome, Jennifer Buck = Ticklers
5/18/2018 11-08 AM

opd iCennect
File

Filters:

Status ﬂ Equal To ﬂ New ﬂ ANDj x

icomect D [v| [+

[] Apply Alert Days Before Due
[ “Search | Reset |

189 Ticklers record(s) returned - now viewing 1 through 15
Date Completed | Status |  Assigned To

Date Created v Date Due
New BUCk, Jennifer

05/18/2019

Consumer Name iConnect ID Tickler Name
»

Sheppard, Alice paeag—![mnae the Division record 05/18/2018

29.Upon clicking on the Tickler, the consumer’s Divisions List
View Grid will appear.

o0 iCennect

Alice Sheppard Divisions
S/15/2018 11:07 AM

Close the Division
record
kel Bl

1 Divisions record(s) returned - now viewing 1 through 1

File
Workflow Wizard Filters
Disposition|~| | Not Equal To ﬂ Closed ﬂ AND ﬂ x
Ensure that the division record is m
sed after 1 year. This will Open Date | W Greater Than v AND W x
cancelfterminate all associated J J J
authorizations. Division ﬂ +

Open Date v Close Date LOS

Primary Worker Secondary Worker
73

Division Disposition
Buck, Jennifer 03/01/2018

ey | 4FD APD Eligible - ICFAID Buck, Jenniter

<<First < Previous Relrieve| {5 Recordsatatime Next>  Last>>

30.Click to open the APD Division record. Update the following
fields:
a. Disposition = Closed
b. Closure Date = Update as appropriate
c. Closure Reason = Update as appropriate

31.When finished, click File > Save and Close Divisions

32.Now that the Consumer is closed to the APD Division,
ensure that all Authorizations are terminated automatically
when the Division was closed. Navigate to the consumer’s
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record and click on the Authorizations tab (Note those
records with Status = Terminated).

Sheppard, Alica (10053)

Diagnosis | Eiigibilly | Medicaions | JAufhg | Frovider Documeniation = Contacts | Consumer Module User

Demographics | Divisions = Consumes Budgels | Frograms  Provider Selections | SANS  Noles | Forms
Filters,

Division v [+

Agpointments. | Plans | Wailing List | Payers

| )

3 Auths record(s) retured - now viewing 1 through 3
[+]
Diision Provider PA Number Auth 1D Start Date End Date Status Cancelled
APD WSC Agency1 140676 0410172013 06302018 Terminated No
APD APD Test Provider 140675 0410172018 067302018 Terminated No
APD ATEST Provider 140689 041012013 087302018 Terminated No
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Chapter 21 | WSC Case Load Transfers

Assigning a Back-Up WSC

Solo WSC'’s will give their back up WSC access to the Consumer
record by adding a new Provider Selection record.

1. To begin, log into APD iConnect and set Role = Waiver or
Waiting List Workstream Lead. Click Go.

[
e Welcome, Jennifer Buck | My Dashboard | oo ou ot
opd wonnect it 11120 Sign Ot | [ o Waiver Workstream Lesd

File

Quick Search

Consumers.

(<

™~ &3 ADVANCED SEARCH

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

2. Navigate to the consumer record and select the Provider
Selection tab.

3. From the File menu > click Add New Provider.

4. Update the following fields:

a. Provider = search for and select the back-up WSC
provider record.

b. Referral Type = Waiver Support Coordinator

Disposition = Open

d. Disposition Date defaults to the date the provider
selection record is created

e. Provider Worker = Search for and select the back-up
WSC worker record.

f. WSC Transfer Effective Date = leave blank
g. WSC Transfer End Date = leave blank

h. Comments = comment that the provider selection
record is being opened for the purpose of granting
back-up WSC access to the record

o
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o iConnect

File
Division *
Selected By Buck, Jennifer [ | Clear| Details
Selection Date ogi7izo1e |
Provider * WSC Agency1 || Clear | Details
Referral Type * ‘Waiver Support Coordinator v
Disposition *
Disposition Date osn7i2018 |
Provider Worker * Reed, Monica [ | Clear| Details
WSC Transfer Effective Date e
WSC Transfer End Date |

Comments.

the provider selection record is being opened for the
purpose of granting back-up WSC access to the record

5. Click File>Save and Close Provider Selection. The back-
up WSC now has access to the Consumer record.

6. The WSC then navigates to the Notes tab.

7. From the File menu > click Add Notes

8. Update the following fields:

a.

-0 o000

= Q@

Note Date defaults to the date the note is created
Program/Provider = select the WSC Provider record
Note Type = WSC Selection

Note Subtype = leave blank

Description = Back-Up WSC Access Provided

Note = statement to the back-up WSC that they have
access to the consumer’s record to ensure continuity
of services while the WSC is unavailable

Status = Complete

Note Recipient = Add Back-Up WSC as a Note
Recipient

9. From the File menu > click Save and Close Note
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Opd iConnect John Sheppard Notes
972018 12:33 P
File  Tools
Notes Details
Division *
Note By * Buck, Jennifer v
Note Date * 0972018 |
Program/Provider * WSC Agencyl v Details
Note Type * [WSC Selection v
Note Sub-Type ‘ v|
Description Back-Up WSC Access Provided
statement to the back-up WSC that they have access fo the consumer's
record to ensure continuity of services while the WSC is unavailable
Note
Status
Date Completed 09/17/2018
Attachments

Add Attachment

Document Description Category Action

There are no attachments to display

Note Recipients

Add Note Recipient: | - [ Clear ]
Name Date Sent Date Read Status Date Signed
Reed, Monica 9172018 Unread Remove

Single Case Load Transfer

1. To begin, log into APD iConnect and set Role = Waiver or
Waiting List Workstream Lead. Click Go.

Role

Welcome, Jennifer Buck | My Dashboard | <.
g gn O "
Opd iCennect 42013 1112 AM SN OUL T 2 cion Waiver Workstiesm Lead
File
Quick Search
Consumers [w]| | Lostnieme ~| & ADVANCED SEARCH
MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

NOTE: For Waiver, a single case load transfer would only
happen in specific circumstances like if the WSC leaves the
agency with no notice and the caseload needs to transfer to
a supervisor temporarily until a new WSC can be selected.

2. Navigate to the consumer’s record, click on the Division tab.
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3. The list of open Division records displays. Select the APD
Division record.

Sheppard, Alice (10053)
Diagnosis | Eligibili Medications | Auths = Provider Documentation | Contacts | Consumer Module User
Demographics Divisions = Programs | Provider Selections | Notes Forms | Appointments = Plans | Waiting List | Payers | Legal Issues

(“)-Filters

Chapter 21 | WSC Case Load Transfers

Dispositen|v/|  NotEaualTo  [w| [cClosed [v] |avo[v] [
Division ﬂ +
1 Divisions record(s) returned - now viewing 1 through 1
Division Disposition [ Primary Worker Secondary Worker [ Open Date [ Close Date [ s [ ]
FD | AFD Eiiginle - ICFAID | Buck, Jenniter | Buck, Jennifer | 40372013 | [31 ]

4. The Division details page displays. Update the following
fields:

a. Primary Worker = select the ellipsis to search for and

select the new Waiver Support Coordinator worker
that will receive the case load.

b. When prompted, select Yes to transfer any pending
ticklers to the new worker

ocd iCennect

Alice Sheppard Division

Last Updated by jbuck

at 4/25/2018 4:06:39 PM
File  Word Merge
} Division | | Events
Ebts Divison APD
Disposition * [APD Eligible - ICF/IID v
Track Disposition = = e
Disposition Date 041252018 |
Open Date 04/032018 |
Data Entry Date 04/03/2018
_—» Primary Worker * WSC, Best [ | Clear EEIE

Secondary Worker

Application Received Date *

Interested in ICF/ID

Buck, Jennifer

01/01/2018 |E

Changing the primary worker will update the worker designat

Age _Catggo[y at Time of 6 and Above V on all p g author plans, plan revie
Application ) ticklers, placements, payments, and any child-linked opencic
Application Pended Due Date = records. Do you want to continue?

"ok |l Cancel |
Eligibility Documentation Complete :’J

Date

Referral Source
Referral Date
Referral Source

Referral Reason

04/032018 |

I

v

5. Click File > Save and Close Division.
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6. Repeat this step for all applicable active Division records
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Bulk Case Load Transfer

1. To begin, log into APD iConnect and set Role = Region QA
Workstream Lead. Click Go.

Role

Oﬁd iConnect :\’I:;;uor:ami.‘lzel;r;fer Buck | My Dashboard | g0, o Rogion QA Workstream Lead ﬁ
File *
Quick Search I
Consumers Last Name @) © apvanceD searcH
{ MY DASHBOARD l CONSUMERS PROVIDERS | INCIDENTS CLAIMS ‘ SCHEDULER ‘ REPORTS
2. Navigate to the Utilities Chapter. Select Case Load
Transfer.
Quick Search
[ Consumers Last Name @) © ADvANCED sEARCH
MY DASHBOARD CONSUMERS | PROVIDERS | INCIDENTS | CLAIMS ‘ SCHEDULER [ UTILITIES REPORTS
‘ AUTHORIZATION UTILITY [ GROUP SETUP T RATE CHANGE UTILITY |
‘ i AUTO RESUBMISSION [ HOLIDAYS/CLOSURES T REPORT SETUP |
{ CASE LOAD TRANSFER [ IDENTIFICATION CARD [ ROLES |
‘ CHARGE CODES I IISO CODE SETUP [ SCREEN DESIGNS |
‘ DASHBOARD SETUP [ LOOKUP CODES [ SERVICE CODES |
‘ DIAGNOSIS CODES [ PACKAGE SETUP [ SYSTEM SETUP |
‘ EVV CONFIGURATION [ PAGE SETS [ USERS SETUP |
3. Click Consumers > Primary Worker to transfer part of or
the full case load of one Waiver Support Coordinator to
another.
0@ PR : Welcome, Jennifer Buck Case Load
iCennect 57472018 11:36 AM Transfer

File

This utility is used to transfer a worker's caseload and not completed ticklers associated with those cases to the new worker.
Click on the appropriate worker which will open a new window, select the "previous worker” and the records that need to be transferred, then se

the "new worker” and click "Perform Task” from the Tools File menu.

Investigations Investigator

Consumers Primary Worker Secondary Worker
Consumers > Program Primary Worker Non Primary Worker
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4. The Case Load Transfer page displays. Update the following
fields:

a. Click the Ellipsis next to Previous Worker, search for
and select the current Waiver Support Coordinator
Worker record.

b. Once the worker is selected, click Display Case
Load

c. Click the ellipsis next to New Worker, search for and
select the new Waiver Support Coordinator Worker
record.

OQ’j i‘;f“ nec i Welcome, Jennifer Buck

514720138 11:42 AM

File Tools

Consumer Case Load Transfer

Case Load
Transfer

Select the previous worker from the dropdown, click "Display Case Load"” and a list of all active consumer records will appear below in a list view where the

worker is listed in the Open/Close Page, check the box next to each record you wish to transfer then select a worker from the New Worker dropdown.

From the Tools File Menu select "Perform Task™ to execute the transfer of the records and pending ticklers to the new worker.

Previous Worker = Buck, Jennifer E@Hﬂd—
New Worker = WSC, Best E@mb

Generate Consumer Notification Letter D

se Load Transfer record(s) returned - now viewing 1 through 1

Case No Last Name First Name Status Disposition Fund Code Disposition Date

Worker

10053 Sheppard Alice Active APD Eligible - ICFAID APD 04/25/2018

Buck, Jennifer

Oog

<< First = < Previnus Retrigve | 15 | Records atatime  Nest - | ast =

5. Click the Generate Consumer Notification Letter box to save
a Note with the WSC change notification attached for every
Consumer record/Case that is being transferred.

6. The page refreshes. Update the following fields:
a. Note Type = WSC Selection
b. Note Subtype = Notification of WSC Change
c. Notification Letter = WSC Cover Letter New to Waiver
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de iConnect Welcome, Jennifer Buck Case Load

5/412018 1151 AM Transfer
File Tools

Consumer Case Load Transfer

Select the previous worker from the dropdown, click "Display Case Load" and a list of all active consumer records will appear below in a list view where
the worker is listed in the Open/Close Page, check the box next to each record you wish to transfer then select a worker from the New Worker dropdown.

From the Tools File Menu select "Perform Task" to execute the transfer of the records and pending ticklers to the new worker.

Previous Worker * Buck, Jennifer Details Display Case Load

New Worker * WSC, Best

-.IClear| Details

Generate Consumer Notification Letter

Consumer Notification

When the case load transfer is executed, and there is a notification letter selected in the Notification letter field, the letter will be generated and be

attached to a note record for each consumer receiving a new worker. This note will be routed to the Note Attachment Print Queue where the attachment
can be printed and mailed.

Note Type: [WSC Selection v /
Note Subtype: |N0t|ﬂcat\on of WSC Change v|

Notification Letter: [WSC Cover Letter New To Waiver v
1 Case Load Transfer record(s) returned - now viewing 1 through 1
Case No Last Name First Name Status Disposition Fund Code Disposition Date ‘Worker O
10053 Sheppard Alice Active APD Eligible - ICFAID APD 04/25/2018 Buck, Jennifer ]
<= First < Previous Refrieve| 15 Recordsatatime MNext=  Last=>
7. From the Case Load Transfer list view grid, select each case
to be transferred by checking the box next to each case.
8. Click Tools > Perform Task.
JPRS Wel , Jennifer Buck Case Load
oD iConnect eierb e

File Tools

Perform Task

Consumer C, Load Transfer

Select the pre

us worker from the dropdown, click “Display Case Load"” and a list of all active consumer records will appear below in a list view where the
worker is liste

in the Open/Close Page, check the box next to each record you wish to transfer then select a worker from the New Worker dropdown.

From the ToolgFile Menu select "Perform Task” to execute the transfer of the records and pending ticklers to the new worker.

Previous Worker * Buck, Jennifer Details Display Case Load

New Worker * WSC, Best

...IClear Details
Generate Consumer Notification Letter O
1 Case Load Transfer record(s) returned - now viewing 1 through 1
Case No Last Name First Name Status Disposition Fund Code Disposition Date Worker [
10053 Sheppard Alice Active APD Eligible - ICFNID APD 04/25/2018 Buck, Jennifer i:f

<= First  =Previous Refrieve 15 Recordsatafime Next= Last==
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9. Accept the acknowledgement. The page refreshes and
transferred caseloads no longer appear in the Case Load
transfer records list view.

iConnect Welcome, Jennifer Buck Case Load
f g o 5/42013 11:53 AM Transfer

File Tools

Consumer Case Load Transfer

Select the previous worker from the dropdown, click "Display Case Load” and a list of all active consumer records will appear below in a list view where
the worker is listed in the Open/Close Page, check the box next to each record you wish to transfer then select a worker from the New Worker dropdown.

From the Tools File Menu select "Perform Task™ to execute the transfer of the records and pending ticklers to the new worker.

Previous Worker * Buck, Jennifer Details Disp ase Load
New Worker * WSC, Best __[Clear| Details
Generate Consumer Notification Letter
ape . r — N
Consumer Notification Message from webpage - ﬁ
When the case load transfer is executed, and there is a notification letter select [
attached to a note record for each consumer receiving a new worker. This note nt

can be printed and mailed.

! h Case Load Transfer process completed successfully.

Ngte Type: [WSC Selection v
Ncge Subtype: |Notiﬁcati0n of WSC Change v|
Not¥ication Letter: |WSC Cover Letter New To Waiver ( 0K ] |

0 record(s) returned

10.The Note is visible by navigating to the consumer’s record.
Click Notes. Select the WSC Selection Note in the list view
to open.

File Tools Reports Ticklers View Consumer Incident

MY DASHEIOAREi CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITIES REPORTS

Sheppard, Alice (10053)

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

Demographice | Divisions | Consumer Budgets | Programs | Provider Selections | SANs | Motes = Forms | Appointments | Plans | Waiting List | Payers

(V)-Filters
Note Date +
38 Notes record(s) returned - now viewing 1 through 1
Note Date Note By Note Type Note Sub-Type Description Status | Date Completed | Attachment
05/04/2018 | Application, Harmony | WSC Selection Notification of WSC Change Bulk Case Load Transfer | Complete | 05/04/2018 Yes
05/01/2018 | Buck, Jennifer Forensic Initial Examining Report Word Merge Template Complete | 05/01/2018 Yes
05/01/2018 | Buck, Jennifer Forensic Involuntary Commitment description Complete | 05/01/2018 No

11.Repeat this process to transfer secondary worker caseloads
as well as program caseloads as necessary.
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mj iConnect Welcome, Jennifer Buck Case Load

5/4/2018 11:36 AM Transfer

File

This utility is used to transfer a worker's caseload and not completed ticklers associated with those cases to the new worker.

Click on the appropriate worker which will open a new window, select the "previous worker” and the records that need to be transferred, then sel
the "new worker” and click "Perform Task” from the Tools File menu.

Investigations Investigator
Consumers Primary Waorker Secondary Worker
Consumers > Program Primary Worker Non Primary Worker
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Chapter 22 | Mobile Assessments

Introduction

During a home visit the WSC or Assessor may not have a
reliable internet source therefore unable to log into APD
iConnect and complete the QSI form, the Person-Centered
Support Plan form, etc. APD iConnect’s ‘Mobile
Assessments’ functionality allows the WSC or Assessor to
complete APD iConnect forms without an internet connection
and once re-connected, sync to the consumer's APD
iConnect record. The use of this functionality is optional.

Make Consumer Available Offline in Mobile Assessments

1. To begin, log into APD iConnect Mobile Assessment Site at
(URL to be provided at a future rollout)

2. Use your APD iConnect login credentials to log into the Mobile
Assessment Site:

Please sign in

Enter user name

Enter password

3. Search for the Consumer record by last name.

w Qsearch  @History & Downloaded @ Notifications £3 Go offline JBUCK ~
APD Maln 1.5
Q sheppard| emm— X
ID Last Name First Name Medicaid ID SSN Date of Birth City
Open ~ 10053 Sheppard Alice 0123456789 XXX-XX-2434 1/1/1981
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4. When the search results appear, click on the flyout menu
beside the Open option and then select Make Available Offline

w' Qsearch OHistory & Downloaded @ Notifications $3 Go offline

Q sheppard

ID Last Name First Name Medicaid ID SS5N Date of Birth City

10053 Sheppard Alice 0123456789 XXK-XK-2434 1/1/1981

MNew Assessment

Make Available Offline

5. A cloud icon appears next to the consumer’s name and is listed
on the Downloaded

tab.

w Q Search O History & Downloaded @ Notifications €35 Go offline

Q heppard
D Last Name First Name Medicaid ID SSN Date of Birth City
Open ~ fd 10053  Sheppard Alice 0123456789 HOU-XK-2434 1/1/1981

w. Q, Search (C] History & Downloaded @ Notifications €3 Go offline JBUCK -

APDMain 157

DownloadEd X Remove All From Device

ID Name

*." 10053 Alice Sheppard

6. Repeat the process for each Consumer the assessor will be
completing a face to face visit for that day.
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Conducting the Assessment

1. Waiver Support Coordinator is face to face with the Consumer
and will complete the assessment on a mobile device with no
internet connectivity.

2. While offline, log into the Mobile Assessments site. (URL to be
provided at a future rollout

3. A message appears notifying of your offline status but the ability
proceed into Mobile Assessment.

Looks like you're offline. Not to worry- you can still access consumers and assessments stored on this device. Your work will automatically be uploaded to

Harmony next time you're connected. Enter your Harmony Customer Portal password to get started.

Offline sign in
User ID

jbuck

4. Log in again.
5. Click Downloaded tab from the top toolbar

6. Click Open next to the consumer’s name

earc isto ownloade otifications :.\; 0 offline -
Q. search  @History & Downloaded @ Notif £3 Go offl JBUCK

APDMain 157

Downloaded X Remove All From Device

D Name

<
=
=)
=1
o
Q

Alice Sheppard
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7. A list of Assessment forms already completed for this
Consumer that the User

has access to view will be displayed.

8. Click New to complete a new Assessment form.

N Q, Search @ Histo & Downloaded @ Notifications $3 Go offline BUCK
ry

APD Main 1.5.7

X Remove From Device
Consum#r #10053 - Sheppard, Alice
Review Date Form Worker Last Updated Status
w 411372018 Person Centered Support Plan Buck, Jennifer  04/27/2018 10:19 am Pending
w 4/27/2018 Sexually Maladaptive Behavior Buck, Jennifer 04/27/2018 10:16 am Complete
w 412712018 Sexually Maladaptive Behavior Buck, Jennifer  04/27/2018 10:04 am Complete
w 4/27/2018 Sexually Maladaptive Behavior Buck, Jennifer 04/27/2018 9:49 am Complete
w 412512018 Crisis Identification Tool Buck, Jennifer  04/25/2018 1:52 pm Draft
4172018 EZ iBudget Calculator Buck Jennifer  04/17/2018 9:35 pm Draft
Open =~ 4/17/2018 Questionnaire Situational Information Buck, Jennifer 04/17/2018 9:34 pm Draft
Open ~ 4/13/2018 Implementation Plan Buck, Jennifer 04/13/2018 4:49 pm Draft

9. Complete the following fields:

a. Assessment Form: Select the form that needs to be
completed

b. Review: Select the correct value as it pertains to the
form being completed

c. Review Date: defaults to today — the day the form was
created

d. Division: Select APD

e. Program: Select own provider record

f. Status: keep in Draft or change to Pending
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w Q Search @History & Downloaded @ Notifications §3 Go offline JBUCK ~

APD Main
New Assessment: #10053 - Sheppard, Alice
e EEme

Annual Status Report

Application for Services

Assgmnt of Duties & Responsibilities for Serving P
BAPS

Behavior Analysis Services Plan

Behavioral Summary Report

Review Date * Case Closure

Central Admissions Cover Sheet

Central Record Transfer Form

Crisis Identification Tool

Critical Incident Preliminary Alert Notification
Program Daily Attendance Log

Demographic Expansion Fields

DEO Wage Data Assessment

Status * DOR Wage Data Assessment

Employment Stability Plan

EZ iBudget Calculator

Family Risk Factors

Functional Behavioral Assessment
Functional Community Assessment

General Local Review Committee Minutes
HCBS Waiver Eligibility Worksheet

Housing Survey Supported Living Services
Implementation Plan

Individual Financial Profile

Local Review Committee Programs Reviewed
LRC BASP Review and Approval

LRC Chair Behavior Analysis Services Eligibility v
| Medical Case Manager Report

Cancel

Review *

Division *

w. Q, Search (e] History & Downloaded @ Notifications

New Assessment: #10053 - Sheppard, Alice

Last Updated: 4/19/2018;
_. Review * Initial
el Review Date * | 5/3/2018 i
_. Division * APD
Program Enter Program
_. Status * Draft

10.Click Open. The selected Assessment form is displayed.

11.Complete the fields in the Assessment
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12.The menu to the right of the form is a quick navigation
menu. Search for and/or select a question or section to
navigate directly to it in the Assessment form.

w Qsearch @History & Downloaded @ Notifications €3 Go offline JBUCK ~

APD Main 1.5

MSave SaveandClose Close More ~ | ElDerails
_. Q | Find Question

Questionnaire Situational Information
FQSI ADMINISTRATOR INFORMATION e

GENERAL INFORMATION
1. FQSI Administrator (i.e. the name of the person administering this questionnaire) 1a. Name:

Life Change and Adjustment Information

COMMUNITY INCLUSION & FULFILLMENT OF VALUED ADULT ROLES
2. Initiation Date (Select the date in which the FQSI is initiated)

For Persons 18 years and older

Enter response. i
Level 1: You do not need any personal support
3. Administration Date (Select the date in which the FQSI is completed) Level 2: You need personal support and it is limited to occasional
Enter response. m reminders or verbal prompts and/or physical assistance
Level 3: You need personal support and require daily reminders,
FQSI Administrator's ID#: Clearly write the five-digit FQSI administrator number of the person completing this form. verbal and/or physical prompts
Enter response. Level 4: You need personal support from someone and require

supervision to complete

G E N E RAL | N FO RMATI O N Level 5: You need personal support from someone and require

supervision to complete
1a. Name: 0: Don't know
9: Not applicable

First Name & s . .
Community Inclusion Activities - Level of Support person requires
Alice over the next 12 months
Fulfillment of Valued Adult Roles in the Community - Level of Support
person requires over the next 12 months
&
ML$ EMPLOYMENT INFORMATION v
Enter response. .
Go Back Previous Previous
> Unanswered Required
Last Name & v v Go Forward Next Next
- B Unanswered Required

13.Click Save and Close from the menu bar.

w Qsearchn @History 4#*Downloaded @ Notifications $3 Go offline

M Save SaveandClose Close More ~ | [EDetails

Item # P2 - Communications A (B Fird Queston
Item # 19 - Toileting
Item # 22 - Scope (weighting factor x 2) bl G ED- (s
Bo Item # 21 - Dressing
Item # 22 - Weighted Rating | 4 v Item # 23 - Self-protection
Bo Item # 24. Ability to evacuate a building
Scoring Procedure for Rating Behavioral Status
Item # 23 _.Self_protectlon Item # 25 - Hurtful to Self/Self-Injurious

14.The consumer’s Assessment is saved on the Notifications
tab. All assessments completed offline are saved to the
Notifications tab and will later be saved to the APD
iConnect application when internet connectivity is restored.

NOTE: there is not an option to print a hard copy of the
completed mobile assessment.
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A Q Search © Histol & Downloaded @ Notifications Offline mode % Go online JBUCK ~
y
APDMaIn 157
Unsaved changes o~ Revert Al
Today - Thursday, May 3rd 2018
324 pm Forms #10053 - Sheppard, Alice - Questionnaire Situational Information - 5/3/2018 ‘
1 Delete Added

15.Repeat these steps for each additional form that needs to
be completed.

Save Mobile Assessments to APD iConnect

When the User is reconnected to the internet, the
assessments completed offline in Mobile Assessment need
to be synced to the APD iConnect application.

1. Log into Mobile Assessments when network connectivity is
reestablished.

2. Click on Notifications tab from the top toolbar

3. Click on Save All or individually Save, to commit the
form(s) to APD iConnect application.

w Q Search (e} History & Downloaded h; Notifications €3 Go offline JBUCK ~
APD Main 1.5.7
Unsaved changes ~Revert Al
Today - Thursday, May 3rd 2018
3:24 pm Forms #10053 - Sheppard, Alice - Questionnaire Situational Information - 5/3/2018
Tfelete Added

4. The records on the Notifications tab are removed and a
save notifications icon appears.
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w QsSearch  OHistory #*Downloaded @ Notifications $3 Go offline JBUCK ~

APDMain 157

© Notifications

Systermn notifications will be listed here as they become available

+ Offline data synchronization complete.

Remove Offline Records from the Device

Periodically, the user should remove records that were
completed in offline mode from the device, after they have
been saved to APD iConnect.

1. Log into Mobile Assessments when network connectivity is
reestablished.

2. Select the Downloaded tab.

3. For each Consumer, select Remove from Device from the
fly out menu of the Open tab or Select Remove All From
Device icon to remove all the records.

earc isto ¥ Downloaded otifications 2> Go offline -
QSearch  OHistory & Downloaded @ Notif €5 Go offl BUCK

APD Main 1.5.7|

Downloaded X Remove All From Device
ID Name
Open  ~ Lol 10053 Alice Sheppard

New Assessment

Remove From Device

4. Accept the confirmation.
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Remove From Device

Are you sure you want to remove 'Alice Sheppard' from your devices? You will
no longer be able to access "Alice Sheppard' while offline.

Remove Cancel

5. Sign out of Mobile Assessment.
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