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ADT LICENSING

Introduction

New Prospective Applicants seeking licensure of an Adult Day
Training (ADT) facility will contact APD by phone, email or in
person and will be directed to the link for the Online Application
Request form for ADTs and will be instructed to attach their
Photo ID/Driver’'s License. The Prospective applicant will also
be instructed to do a background screening. The Online
Application Request will be used for all interested new
prospective applicants.

Submit Online Application Request

1. Access the Online Application Request via the URL.:
https://floridaapd.wellsky.com/assessments/?Weblntake=DE588ADD-
286E-47FA-A5FF-06494042E9D8

Online Application Request for New Facility €¢———

This questionnaire will help APD assess individuals who are interested in submitting an APD facility license
application to determine whether the potential applicant is eligible to move forward. Please note: This is not
a provider enrollment application and does not warrant either expressly or by implication that an individual
is permitted to render services. This tool can be used by:

@als or Parties wishing to open a licensed facility

Required questions are marked with a red required label.

Prospective Licensed Applicant Information Section

Prospective Licensed Applicant Business Name required

Prospective Licensed Applicant Business Telephone Number required

2. Complete all required fields on the Online Application Request Form
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https://floridaapd.wellsky.com/assessments/?WebIntake=DE588ADD-286E-47FA-A5FF-06494042E9D8
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Prospective Licensed Applicant Information Section

Prospective Licensed Applicant Business Name required ‘_\

Prospective Licensed Applicant Business Telephone Number required +—

—

Prospective Licensed Applicant EIN/Tax ID required M

Prospective Licensed Applicant Region required

® U

O Central O Northeast O Northwest O Suncoast O Southeast O Southern

Prospective Licensed Facility Address Section

Prospective Licensed Facility Street Address required R ——

3. When finished with all sections, click the Submit button and
then the Success Message will be displayed.

a. The reference number included will be the prospective
licensed facility iConnect ID number.

Thank you for completing the Online Application Request for a New Facility. Click “Submit” to submit your
request. Once APD reviews the request, you will be contacted by an APD staff member either by phone or
email.

Please note: Your request will not be processed until you click “Submit” and receive a “Success” message.

.

Success!

Thank you Tor compleling (he APD Online Applicalion Request for New
Providers. Please keep this reference number for your records. An APD staff

member will be contacting you within 30 calendar days /
Please keep this reference number for your records! 10084

Return to APDCARES & Prine

4. If the application request needs to be cancelled, click the
Cancel button and then click Yes.
Cancel Submission
Are you sure you want to cancel without submitting the
information?
Please note: If you cancel the submission, your request will not be

submitted for processing and it will not be saved. You will need to
complete a brand new Online Application request.

b

n Yes
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Assign Worker

Once the Online Application Request has been submitted by the
Prospective Facility applicant, the Region will monitor the
Prospective Applicant Queue via the My Dashboard > My
Management area of iConnect. They will assign an ADT licensing
specialist if appropriate. Some regions may need to assign a
different worker than the one who works the queue. If so, they will
add a note and add the assigned worker as the note recipient.

1. Set “Role” = Region QA Workstream Worker then click Go.

Role \

i 2
Region QA Worksiream Worker o w

2. The user can access the Prospective Applicant Queue via My Dashboard.

October 2025

a. Go to My Dashboard > Tasks and scroll down to the My
Management Panel. Click on the Prospective Applicant Queue link
to open the Queue:

File  Reports

Quick Search
Gonsumers v/ [ Lasthame v &3 ADVANCED SEARCH
\ )M‘(DASHBOAR[I CONSUMERS PROVIDERS ‘ REPORTS
CONSUMERS PROVIDERS TASKS
Division ( || Notes ( || Links
APD Eligible - Waiver 1 Draft 1 iConnect eLeaming Library
Pending 1 Pending 1 APD Help Desk
Pending Disenroliment 1 New Updates (February 2025)
| Ticklers |
‘ Alert Notes ( | Ticklers 1 | My Management
Unread Alert Notes ] Current Active Cases
Enrollments
‘ Ticklers |
Pending Assessments Queue
Ticklers 3
Pending Provider Assessments Queue
‘ Plans ( | Pre-Enroliment
Draft 1 DOD OpenClose Open List
Provider Credentials Queue
‘ Authorizations |
Pending Plans
Approved 4
Administrative Actions Queue
Fully Approved 27
Prospective Applicant Queue P
Tarminated a
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3. Select the Prospective applicant record via the hyperlink via the Applicant’s
record.

itters
Dispeslion v EqualTo v Pendng v ADv  x
I'ider Nama v Canfans v ANIv %
Digpusiin ~ »  +

Scarch  Aeser

My Dishbosrd Prospective Appicant Gueucrecord(s) retumed - now viewing 1 through 3

Dispositior Online Appication Date

Provider Name: Provider Region
Pending 06292023 Test Provider NORTHEAST
Pending 08182023 Tesl Regon Provider ‘_ Hur hisasl
Pending (v et V'niciar MNorheast

4. The Applicant’s record will display. To identify the appropriate worker,
navigate to the Providers > Forms tab

File  Word Merge
Quick Search

Providers | | Provider Hame ~| @G . ADYANCED SEARCH

MY DASHBOARD | CONSUMERS PROVIDERS REPORTS

ADT Record Name (24781)
Workers | Services | Provider ID Numbers | Conig#s | Beds | Linked Providers | Condilions = ServiceArea | Admin Actions | Facility Management
Providers | Divisions | EVV Aclivities Enoliments | Authorizations | Noles | Credentials | EWV Scheduiing | CAP | Appoiniments
(V)-Filters

5. Open the form title = Online Application Request for New Providers

Workers | Services | Provider ID Numbers | Confracts =~ Beds | Linked Providers = Conditions | Service Area

Providers | Divisions =~ CAP  EVV i Motes | Credentials =~ Appointmenis

~) Filters

Division v +
Search Reset

1 Providers Forms record(s) returned - now viewing 1 through 1

Division Form Name Review Review Date ~ Status. Worker
L] | .~ \ | \ \
\

| | Online Application Request for New Providers ( ‘ | 03/24/2025 ‘ Pending

‘ Application, Harmony

6. Verify if the potential applicant is looking to open an ADT or a Licensed Residential
Facility. NOTE: If applying for a Residential Facility, please view the New

Licensing Facility Application (Residential Facilities) Manual for further
instructions.
Filk  Bepony
Oinline Application Reguest for Hew Providers

An arheres () indeaes 3 regared e
Frovider Azzasoeand

Doviisns * Wy ® Apphcation, Marmorr ]
Rrvidm * Sihen * Pranidieg

Firwniom Ll ™ BRI Bpoansed Dy

lpprorerd Dote

B red s Anad Oy FoResd . TV 38 giily P04 Ol Bt ek el
i T AT B SO RO, e P T D I PRTREROE (8

B b B By VI NG WmE I T S regina T

Mgt i oen b AT | i s § ity ? ¥ ADT
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7. Once information has been retrieved, go to File > Close Forms

oD itennect

File 4

Histi
isory New Prc

Print

2[d

8. Navigate to the Providers > Notes tab

MY DASHECARD CONSUMERS | PROVIDERS REPORTS

ADT Record Name (24781) '/
Workers | Services | Provider ID Numbers = Contracis = Beds | Linked Providers = Col s | Service Area | Admin Actions | Facility Managem

Providers | Divisions | EVV Activities | Forms | Enroliments | Authorizations Credentials | EVV Scheduling  CAP | Appointments
Filters

Note Date hd +

Search Reset

9. Click File > Add Notes
File Reports

Add New Provider Search

Add Noles
Print \

10.1n the new Note record, update the following fields:
a. "Division"= APD
“Associated Form ID#” = Enter Form ID# if applicable
"Note Type" = Application Request
“Note Subtype” = Assign Worker
"Description" = Assign Worker
"Note" = Enter notes
"Status" = Complete

Click the Lookup button on the "Add Note Recipient" to add the QA
Workstream Worker (The ADT Licensing Specialist or other regional
staff assigned to review the queue), as the Note Recipient

i. Enter Last Name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note

Sae@ meoao0o0C
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Division *

APD v
Note By * [Baer, Sylvia
Note Date * 052702025 |2
Associated Form ID# ‘— |
Note Type ¥ < Application Request v
Note Sub-Type ‘ Assign Worker v
Description +— | Assign Worker /|
B2 U A
Enter Notes
Note F
Status * 4— Complsts <

Date Completed

Attachments

Add Attachment

Attachments Grid
Document

There are no attachments to display

Note Recipients

Description

Add Note Recipient:

Note Recipients Grid

File Tools

Category

11.When finished click File > Save and Close Notes

Action
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Access Prospective Applicant Queue

Once the Online Application Request has been submitted by the
prospective applicant and someone has been assigned to work the
new applicant record, they will pick up the phone and talk to the
prospective applicant.

NOTE: There will be no visual indicator on My Dashboard
> Prospective Applicant Queue that there has been
an assignment.

1. Set “Role” = Region QA Workstream Worker then click Go.

-

Region QA Worksiream Worker W w

2. The user can access the Prospective Applicant Queue via My Dashboard.
a. Go to My Dashboard > Tasks and scroll down to the My
Management Panel. Click on the Prospective Applicant Queue link

to open the Queue:
File Reports

Quick Search
Consumers v!| | Lasthame v/ @G . ADvAncED sEArcH
\ PYDASHBQAR[i CONSUMERS | PROVIDERS | REPORTS
CONSUMERS PROVIDERS TASKS
Division () ‘ ‘ Notes (>) H Links
APD Eligible - Waiver 1 Draft 1 iConnect eLeaming Library
Pending 1 Pending 1 APD Help Desk
Pending Disenroliment 1 Mew Updates (February 2025)
‘ Ticklers >) ‘
‘Alert Notes () ‘ Ticklers 1 ‘ My Management
Unread Alert Notes 0 Current Active Cases
Enrollments
‘ Ticklers ) ‘
Pending Assessments Queue
Ticklers 3
Pending Provider Assessments Queue
‘ Plans (>) ‘ Pre-Enroliment
Draft 1 DOD OpenClose Open List

) Provider Credentials Queue
‘ Authorizations ‘

Pending Plans

Approved 4
Administrative Actions Queue
Fully Approved 27
Prospective Applicant Queue ‘—
Terminated 3
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3. Use the multi variable search to narrow down the results in the Queue. Click
Search to view all submitted Online Application requests. Select the
Prospective applicant record via the checkbox at the end of the Applicant’s
record.

Flers

Broiae HETE j Enunl Te VE APD Tedt Frovioer AND W

Dsgostion |V |4 \

2 0nlire Prosider Applization Gues record(s] retuned - now viewng 1 through 2

Ditpasiing Oinliss &pplicsios Dus - Priidar N Brevivtar Ragien \ 0
Pendng D612 APD Tast Frovider 17l

Panding nTZaT AP Tinst Providir Serial

=

If the Prospective Applicant does not have a current or
active MWSA, please validate the following:

« Valid photo ID
— « Meeting with applicant — Face-to-Face or Zoom/Teams
( D « Askif applicant has begun process of obtaining a
Medicaid Provider Number

« Explain the application and enroliment steps for MWSA and
CMS requirements

« Inquire if they have completed Background screening
process

« Ask about qualifications and experience
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Provider Search and Promote

When the ADT Licensing and Monitoring Specialist or other regional
staff assigned to the Provider Applicant Queue has the information
needed from the Prospective Applicant record and can proceed with
initiating the provisioning process, they will "promote" the record
from the Prospective Applicant Queue to a non-active provider
record.

1. Select the prospective applicant’s record in the Prospective Applicant
queue by selecting the checkbox at the end of the record

File
Emvider Search and Promaote

Raject Providar w Paidiig « AN v ®
Fing » "y Name of PFrovides et T
.l..'.-i:i_nf_lfsgmh-nﬁppiumm
D poddtson i ApphLation Dali Prcreider Rz Provaiter Foagion
Pansng oart7ngs Test Applicant Conta —
2. Select File > Provider Search and Promote to search to see if a
Provider record already exists for that Service Provider

File

Provider Search and Promote ‘-‘—-
Reject Provider v

Print W

Close Prospective Applicant Queue

ot ot IR 1

3. On the Provider Search screen, click Search. The search will either return
no matching records or a list view grid of matching records. The user will be
able to click on the matching records to see more details and determine if
the existing Provider record matches the New Online Application Request.

File  Tools

Filters
Provider MName Contains ™ AND x
EIN/SSN * Equal To w 123456729 AND »
Region w Equal To b Central AMD w x
Provider Name +

——’ Search Reset
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4. In Addition to searching for the Licensed Facility, the ADT Licensing and
Monitoring Specialist must complete a thorough search for the Parent
Provider Record to determine whether the New Prospective Applicant
Record will need to be linked to an existing record or if Provider Enroliment
must be contacted to add a Placeholder Parent Record.

IMPORTANT: If a parent or facility duplicate record is created, these
CANNOT be deleted. It must be closed through State Office, not

deleted.

If the displayed results don’t match the prospective applicant’s record, then
click File > Close Provider Search.

od iCoennect
File Tools

Print
Close Provider Search K ’

CILLIC Ok * .

5. Then recheck the Provider Name and go to File > Promote to Provider
o iConnect

Fil Tools

Promote to Provider
Print

Close Provider Search

6. The Select Fund Code pop-up box will appear. Select the Fund Code as
APD and then click OK

Select FundCode to promote Provider x

Cvcvc/

7. Click OK on the pop-up message box and then File > Close Prospective
Applicant Queue
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Message from webpage E

! Provider promoted successfully.

—__'>70K|

File

Provider Search and Promote
Print

Close Prospeclive Applicant Queue

8. The Service Provider Division will be changed to “Submitted Online,” which
will function similar to a Status of “Open.”

Cveve [10087)
Wores Semvices Provider 1D NumBers Contrazts Beds Linked Proviges Aliases Canditions

Frovicers | Divigions = Foms | Enroliménts | aulhorizalions | Notes  Credentials | EVY Scheduling |

1 Divisions record(s) neturned - now viewing 1 through 1
Bivision /ﬁpﬂsl:lm ©pen Data

ARPD Suomimad Online 1202078

9. The Prospective Applicant will be active and available for selection in any
drop-down lists. This needs to be unchecked until after it is Linked to the
Provider Record or the Provider Placeholder Record.

The following scenarios may exist for a prospective applicant:

« If existing Provider with authorizations, would already have
ID PASS access, but the promoted prospective applicant
record will need to be linked to the Parent Provider Record.

« If existing Provider without authorizations — Needs ID PASS
in addition to the Applicant Flag signaled.

« If Waiver Provider — already have licensed facilities and
wants to open new licensed facility — Needs the promoted
prospective applicant record linked to Parent Provider.

« If abandoned Provider, would need to get new ID PASS
access.

The Prospective Applicant will need to complete the ID PASS
process and get access to iConnect.

The Region will need to follow the background screening/Clearing
House process which is outside of iConnect
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No Parent Record Exists — Partner with Provider Enrollment for the
creation of the Placeholder Parent Provider Record

At time of promotion from the Prospective Applicant Queue, the ADT
- Licensing and Monitoring Specialist will search for an existing
parent provider record by trying alternate searches, such as the
: provider's last name and/or business name, etc. to ensure there is
no existing parent provider record.

IMPORTANT: If a parent or facility duplicate record is

created, these CANNOT be deleted. It must be closed

through State Office, not deleted.
If no Parent Provider Record is located, the ADT Licensing and
Monitoring Specialist will need to partner with Provider Enrollment to
have a Placeholder Parent Provider Record Created.

Once the Placeholder Parent Provider Record is created, proceed
to Link to Existing Parent Provider Record and Add Applicant
License Record section.

Add a Placeholder Parent Provider Record, keeping the following
information in mind:

a. UseaniConnectID as Medicaid ID (instructions will direct you to
contact State Office to input the Medicaid ID)

b. Follow standard “APD Vendor No” format
c. Add a placeholder iBudget Waiver Certification record

1. Set“Role” = Region QA Workstream Worker then click Go.
Role !

Region QA Workstream Warker b E ‘

2. Navigate to the Providers Chapter, File > Add New Provider Search

/ AU L EUED LUeaseu
File

I Add Mew Provider Search I

Add Notes yroviders | | Provider Mame hd E
Print

MYDASHBOARD{ CONSUMERS| PROVIDERS | REPORTS

3. Use the Filters to search for Provider Record
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ofd wConnect
File

Filters
Provider Name * Contains b ADT Hame AND w

Provider Number v Equal To A 123456784 AND » X

__+ Searcn  Resat

4. If no Parent Provider Record is found, click “Add New”

Provider Humber » +

od iCennect
File

-Filters.

*

Provider Name Contains ~ ADT Name AND v

Provider Number » Equal To A 123456789 AND » x

Provider Number v + /

Search Reset Add New

0 record(s) returned

5. Update the Following Fields:
a. Initial Division = APD

b. APD Vendor Number = Follow standard “APD Vendor No”
format (F+EIN or S+SSN)
c. Active = Checked

d. Exclude from Selection = Unchecked
Remember to come back and Check “Exclude from
Selection” after the Placeholder Parent record has been
linked to the facility record. Then when the provider signs
a MWSA, the Exclude from Selection box should be
unchecked so that the provider can be selected when
WSCs attempt to add planned services for this provider.

e. External = Checked
Provider SSN = Add if known (as applicable)

g. Medicaid Provider ID = Leave Blank (This will be filled in by State
Office later in the workflow)

i. Once the record is initially saved, the Provider iConnect
ID will display.
ii. Email the APD Provider Actions inbox for any Medicaid ID
number edits needed. Include the following:
* Subject Line: MEDICAID ID# Edit Needed

» The iConnect ID for the Corporate (parent)
record, including the Placeholder record if
October 2025 Page 16



applicable.
*  Provider/Business Names

* The correct Medicaid ID or Provider iConnect ID
for the Placeholder record

h. Provider EIN = Add if Known (as applicable)

) ) Melcome. Caroling Shorts
G itCcnnedat weleome, Caroling Shorter  Provider
L 2024 4134 PH W
File Edit
An asterisk (°) indicales a reguired Neld
Basic Information
Initial Divwisian * AFD - Rauidantisl Manitos Lookup  Clear
Pravider Hams * Placenoiier Proveder Reoond Lic ng Specialist Laoakup Clear
Are sar Analyst Lookup  Clear
Gr S ADT #
woih
Provider SN
Madicald Provider I
Provider Type - Proveidar EIN

Exclinde froem Seloction

SpecialisyLisison

Leghnge  Clear

i. File> Save Provider Record

6. A new window opens with the Division Details screen
a. Update the following fields:

Disposition = Open

b. File > Save and Close Division

7. Navigate to the Credentials tab

ADT Record Name (24781)

MY DASHBOARD CONSUMERS PROVIDERS REPORTS

Workers | Services | Provider ID Numbers = Contracts | Beds | Linked Providers | Conditions Serviwnin Actions | Facility Management

Providers | Divisions =~ EVV Activities | Forms | Enroliments | Authorizations | Notes = Credentials EVV Scheduling | CAP | Appointments

8. File > Add Certification

a. Update the following fields:

Filters
Credential v +

l.
il.
iii.
iv.
V.

October 2025

Certification Type = iBudget Waiver Applicant Placeholder
Effective Date = Today’s date
Expiration Date = Leave Blank

Comment = “Placeholder Provider Record created for the
purposes of a new license provider application user
provisioning and access.”

Status = Applicant Placeholder
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Vi.

OO0 iConnecd
File
An asterisk (*) indicates a required field
Certification Details
Credential Type *

Certification Type
Effective Date

Expiration Date
Comment

Status

QA Workstream Worker

QA Workstream Worker = Provider Enrollment Specialist

Placeholder Provider Record Certification Det
5/23/2024 4:48 PM

Certification
iBudget Waiver Applicant Placehelder ~
05/23/2024 =

roree

I

Placeholdar Provider Record created for the purpases of a new license provider
application user provisioning

Applicant Placeholder »

Shorter, Caroline Leokup  Clear Details

b. File > Save and Close Certification Details

October 2025
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Link to Existing or Placeholder Parent Provider Record and Add
Applicant License Record

Once the online application request has been vetted and promoted
from the Prospective Applicant Queue, the ADT Licensing and
Monitoring Specialist will search for an existing parent provider
record by trying alternate searches, such as the provider's last
name and/or business name, etc. to see if there is existing parent
provider record.

IMPORTANT: If a parent or facility duplicate record is created,
these CANNOT be deleted. It must be closed through State
Office, not deleted.

Once the Parent Provider Record is located, the ADT Licensing
and Monitoring Specialist will link the new applicant record to the
existing parent provider record and then add a Placeholder
Applicant License Credential to grant the Service Provider access to
this new Prospective Applicant Provider Record. This Placeholder
Applicant License Credential is only a temporary credential added
solely for the purpose of allowing the applicant access to the
promoted record and is not an actual license credential.

If no Parent Provider Record is located, the Licensing Specialist
has partnered with Provider Enroliment to create the Placeholder
Provider Record and now can link the new applicant record to the
Placeholder Provider Record and add an Applicant License
Credential to grant the Service Provider Access to this new
Prospective Applicant Provider Record.

1. Set“Role” = Region QA Workstream Worker then click Go.

Role \@

Region QA Workstream Worker v

2. Navigate to the Providers chapter and enter the PARENT Provider’'s name in the
Quick Search filter and click Go.

P | Wizt
Qo0 WCoennect s
File
Quick Search
= carare o

WY DASHBIARD | CONSLVERS PROVIDERS INCIDENTS CLAILIE SCHEDLLER
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3. Navigate to the Providers > Linked Providers tab

woasooige | covsacs | rRomeRs
Test Provicer 21347] \

4. Select File > Link to a Vendor

File Tools
Add New Provider Search
Print

in L

5. Update the following fields:
a. Relationship = Subsidiary

b. Linked Provider = Click ellipsis and search for Child Provider
record (Previously Promoted Applicant Record)

Start Date = Enter today’s date
File > Save and Close the Linked Provider Record

6. The Provider’s record will display. Navigate to the Providers chapter and enter the
Facility Provider's name in the Quick Search filter and click Go.

Kok
g ADT Record Name Notes s — =
O.’ O ennect Last Updated by syhda basr@apdcares.org Risgors (A Wiorkatraam Worke w w

at 6/17/2025 10:37:26 AM

File
Quick Search /

oo Nl Praniclers ¥ Provided Mams ~ M ADVANCED SEARCH

7. Navigate to the Providers > Credentials tab

MY DASHBOARD CONSUMERS ‘ PROVIDERS REPORTS
ADT Record Name (24781)
Workers | Services | Provider ID Numbers =~ Contracts | Beds | Linked Providers | Conditions | Servi rea = Admin Actions = Facility Management
Providers | Divisions = EVV Activities | Forms | Enrollments = Authorizations = Motes | Ci i EVV i CAP

8. Select File > Add License
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File Word Merge

Add New Provider Search

Add License Providers v Provider Name
Add Certficatio] A5 ™z |
Add Insurance

print MY DASHBOARD CONSUMERS PROVIDERS REP
i

ADT Record Name (24781)

9. Update the following fields:

"License Type" =ADT

‘Date of Renewal/Subsequent License” = Enter Date

"Effective Date” = Enter Date

"Expiration Date" = Enter Date Expiration of 4 months (120 days)
“Less than One Year” = check

“License Duration” = Three Months

@ = 0o o0 T o

Comment = “Placeholder License Record created for the purposes of a
new license provider application user provisioning and access.” Add
the temporary license number using the following conventions.

Example: SCR-APPL-12345 where 12345 is the iConnect ID for the
Promoted Application Record.

e Southern: SR-APPL-12345

¢ Southeast: SER-APPL-98765
e Central: CR-APPL-45645

e Northeast: NER-APPL-91919
e Suncoast: SCR-APPL-73257
* Northwest: NWR-APPL-88665

h. "Status" = Applicant
i. "Reason" = Initial

j- "QA Workstream Worker" = Click Lookup on the field to add the
ADT Licensing and Monitoring Specialist.
k. Enterthe Last Name and click Search and then select the Name

The License Record will be updated when the license is approved, denied,
or abandoned.

10.When finished, click File > Save and Close License Details
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File

An asterisk (*) indicates a required field

License Detail

Credential Type

s

*

License

License Type * [ADT ~f
Date of Renewal/Subsequent License 10/28/2025 3
Effective Date * 070172025 |
Expiration Date * 100292025 |
Less than One Year
License Duration

Placeholder License Record created for the purposes of a new license provider
Comment application user provisioning and access

CR-APPL-24781 P
Status |App\icanl VI
Reason Initial v
QA Workstream Worker Baer, Sylvia Lookup  Clear Details

11.Go back to the Facility Record (Child Record) and make sure to check
“‘Exclude from Selection”. Once the licensing process has been
completed, then it will be unchecked.

Wiorkers
Providers
Basic Information
Provider Name Test Provider
DBA (if applicable)/Facility Name

Licensed Home licensed for capacity

Active Yes
WSC QO
External Yes

Exclude from Selection  iffemem—  Yes

Specialist/Liaison

12.*Only needed if using a Parent Record that does not have an active
MWSA.- Once the facility record has been linked to the Parent record, navigate
to the Parent record and go to Edit > Select Edit Provider. Check the Exclude
from Selection. Then go to File > Save and Close Provider

BRI AT T E ey e e

APD Vendor Nember F123456TE901
WSC G0 lri-: vl
Active ® |

Provider Type

L
E xclude from i-lmbm@

Sp-r_q st mivon me f.-l'!.
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User Provisioning and iConnect Access

Since some applicants may not have authorizations, the 1D

PASS email will not be sent. Some applicants may not have
access to iConnect due to not having an MWSA. Applicants
need access to iConnect to fill out the facility application.

User Provisioning is required for these providers, please
proceed to Flag Applicant Providers. The Provider
Enroliment team will ID PASS the potential applicants once
identified by the Licensing Specialist. The ADT Licensing and
Monitoring Specialist will need to track these applicants to
ensure if access to iConnect is still needed.

As Needed: Reject Prospective Applicant Provider

The users will be able to search on Provider Name,
EIN/SSN, and Region. If a matching Provider record is
found and the user decides to create a new record, they
should be presented with a dialog box stating:

“Warning. A Provider record with a matching name and/or
EIN/Tax ID Number already exists. Are you sure you want
to continue?” If they click the “Yes” button, create the new
Provider record. If they click the “No” button, the creation
of the Provider record shall be canceled.

Q0 iCennedt

File Tools

Filters
Provider Name ¥ Contains b Test Provider ANDW x

*

EIN/SSN Contains b ANDW
Region v Equal To v w ANDw »
Provider Hame v +

Search Reset

0 record(s) returned

1. If the prospective applicant needs to be rejected due to an existing
record, the ADT Licensing and Monitoring Specialist will select the record
via the checkbox at the end of the record and then click File > Reject
Provider
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https://apdfl.sharepoint.com/sites/shared/iConnect/Forms/AllItems.aspx?q=flag&viewid=65070013%2Dd747%2D474e%2Da641%2D84d2724defd6&id=%2Fsites%2Fshared%2FiConnect%2F03%20%2D%20User%20Provisioning%20ID%20PASS%2FFlag%20Applicant%20Providers%20updated%2008302024%2Epdf&parent=%2Fsites%2Fshared%2FiConnect&parentview=7

Q00 onnedt Wekcome, Monice Reed. Prospectve Applicant Cusue

BRI TP W

Fila
Prever Sawch 3 Proncts
Berest Frowier <__~ Fanding  » MDY
Prst | Fect rovice ™
Clyse Pospecive Appllc st Dueoe
Sawch  Flaset
3 My Durnbied Frunypmuive Ayl amt Chemey evsmif] svist ol - svm vivminng il iaryh 3
Diposicn O Applcaton Dets Prvider ame Provide Regin
Peating wAT T Provese NoRTHERST —— O
Feadog ] Tert Finghn Prouder Mot
Feapng [} ] Test Frevoer Moreay

2. The ADT Licensing and Monitoring Specialist will be presented with a
pop-up message box for a termination reason selection. Select one of the
Online App reasons as appropriate and then click OK

Termination Reason / v

I .
Other Reason for Termination Abandoned
Application Denied
Application Submitted
Expansion Denled
Expansion Request Submitted
Further Documentation Reguired
In Legal
Licensing Application Approved
MWSA Non-Renewal |
3 My Dashboard Prospective Appli yon-Renswal g1
QOnline App - Applicant refused mesting
Online App - Currently in iConnect
— Online App - Duplicate Submission F

OK CANCEL

Disposition gqiinz App - Incorrect Agency a
Pending Cnline App - No proposed facility location
Online App - No response to meeting request ——
Pending Online App - No valid phote 1D
Pandin Revocabion
s 9 Termination Approved s )

3. The following pop-up message box will display. Click OK

Itssbh1.mediware.com says

Provider(s) rejected successfully.

4. The record will be changed to have a disposition of “Rejected”.
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welcome, Monica Reed  Prospective Applicant Queue

A3 1N W

ww viewing 1 Unough 2

Mpv %
moyx
Sundi Rl

Rijicieal

Onlive Appication Date

Tisd Premics

(]

DTN

Fruspulive sppicart

Hejsclsd

If finished with the record, Select File > Close Prospective Applicant Queue

File
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Facility Application Form

Introduction

The Prospective Applicant will complete the application process by logging in to
iConnect and updating their Provider record. Additional documentation will need to
be provided for review of the application request.

Complete Facility Application Form

- The Prospective Applicant will need to complete a New
Licensure Application in iConnect and submit a Note to the ADT
Licensing and Monitoring Specialist in iConnect. Once complete,
they will need follow the steps outlined in the Application
Submitted Note section.

1. Set“Role” = Service Provider then click Go

Role \

ﬂw

2. Navigate to the Prospective Applicant’'s ADT record then click the
Providers > Forms tab (Do not fill out the Facility Application Form in

the Corporate record.
Providers. Nﬂwider Mame

Quick Search
MY DASHEOARD | COMNSUMERS | PROVIDERS

ADT Record Name (24781)

Workers | Services Provider ID Mumbers CW& Linked Providers Conditions
Provid Divisi EVV Activiti Forms rollments | Authorizations | Motes | Credent

Filters-

3. Click File > Add Forms
O iConnect

File 'ord Merge

Add New Provider Search & Search

Add Forms

Print Add Forms
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4. Select “Please Select Type” as “Facility Application From (APD 2025-09)”
from the drop-down list

9/2/202
File

Please Select Type: | Facility Application Form (APD 2025-09) v 4—-———

An asterisk (*) indicates a required field

Provider Assessment

Division ¥ ‘__ Worker * Provider, Sylvia Lookup  Clear Details
Roview* $12105 ¥

Review Date * 09/02/2025 3 Approved By

Approved Date

5. Update the following Header fields:
a. "Division"=APD
b. "Review" = Initial
c. “Review Date” = Defaults to today’s date
d. Complete all fields on the Facility Application Form
e. "Status" = Pending

6. When finished, click File > Save and Close Forms
o iCennect

e A

Histony

Duplicate Forms

abd

Spell Check

Save Forms APC

Save and Add Another Fomms =
I Save and Closa Forms I

T
Print
Close Fonms
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Add Other Qualifying Documentation

documents that are required. This note will be done in the
facility record, NOT the Parent/Corporate or Parent Placeholder
record.

;’ o i The Prospective Applicant will add a note with other qualifying

1. Set“Role” = Service Provider then click Go

Role S -
Service Provider v @

2. Navigate to the Providers > Notes tab

Repens

Qullck Saaren

MY DASIIDOATD | CCHOUMIND PROVIDCRS NCIDTNTO CLAMS

WO | BOIVCRS | PIGVION L MRMSST | oM | g unke: PINGRT | ARSI | Gonmers

Treiders | Divimiond  Torme | Crofeenty | Auttoatoss | Nelss Cresedialy DWW iknetuirg

3. Click File > Add Notes

File Reports
Add New Provider Search
Add Noles

Print \

4. In the new Note record, update the following fields:
a. "Division"=APD
b. "Note Type" = Initial Application
c. "Note Subtype" = Select a category below

i. Background Screening for (for Owner/Licensee, which could be
one or more of the following)

Attestation of Good Moral Character
Employment History Check

Local Criminal Record
Clearinghouse Screening

e
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ii. Business Information (which could be one or more of the
following from the Additional Documentation Section of the
application)

1. Articles of Incorporation

2. Documentation of Financial Ability (bank statements,
credit lines, etc.)

3. Promo Materials
4. Current Board Members Names/Phone Numbers
5. Names of all controlling Entities
iii. Facility (which could be one or more of the following)
1. Facility Floor Plan
Fire Inspection
Signed Lease, if property is not owned by licensee
Vehicle Registration/Insurance
Zoning Variance
6. Current Facility Staff Schedule

iv. Personnel Information (which could be one or more of the
following)

Driver’s License (Licensee/Facility Operator)
Education (Licensee/Facility Operator)

Operator Experience (Licensee/Facility Operator)
References (Licensee/Facility Operator)

Resume (Licensee/Facility Operator)

6. Summary of Employees (Education and Experience)

v. Policies and Procedures (which could be one or
more of the following)

1. Admission and Termination of Services Policy
Sexual Activity Policy

Behavioral Interventions and Responses Policy
Comprehensive Emergency Management Plan

Video Monitoring Criteria and Protocols (if video
monitoring will be utilized)

6. Professional Liability Insurance (for Medwaiver Service
Providers)

d. "Description" = Same as subtype
e. "Note" = Enter notes to include list of documents

f. "Status" = Pending (ADT Licensing and Monitoring Specialist will
update the Note to Complete later in the process)

g. Click "Add Attachment" and search for the copy of
the document on the user's computer. Click Upload

o wbd

ok~ owbd =

ok owbpd
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NOTE: Each attachment can be up to 18mb in size

h. Click the Lookup button on the "Add Note Recipient" to add the ADT
Licensing and Monitoring Specialist as the Note Recipient

i. Enter Last Name and click Search in the pop-up browser
window. Select the Name of the worker to attach them

to the note

Notes Details
Drvision *
Note By *

Note Date *

Note Type * h
Note Sub-Type h—
Descripticn <——__

APD v |

Reed, Monica v

Initial Apghicaton v |

Background Screening v

Background Screening

B J U 6 -Ac

Inciude st of documenss

Note

Status * e [Pending v
Date Complated 0925203
Attachments

AO ATAChMERE

Document Descnpbon

There are no attachments to cisplay

N\

Lookup  Clear

Note Recipients

A0d Note Recipent

5. When finished click File > Save and Close Notes

File Tools
Spell Check
Save Motes
Save and Close Notes

Print
Close Notes
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Application Submitted Note

The Prospective Applicant will add a note indicating the submittal
- of the Facility Application Form, and all supporting documentation.

1. Set“Role” = Service Provider then click Go

Role \
Err— |

2. Navigate to the Providers chapter and enter the Provider Facility
Record’s name in the Quick Search filter and click Go.

Quick Search

ADT Recoed Name

Ml 0 | ADVANCED SEARCH

3. The Provider’s record will display. Navigate to the Providers > Notes tab

MY DAGIDOATE | CONDUMIRD | PROVIDERS NCOIDINTO CLAMG

ADT Record Mame (24781}

WORKLS | BIMCEs | PIOV0Sr L Numats | Lot g

Preniders | Divisizna
Tibiers

Piube Typy ﬂ Sl Tu j

Toma | Creol=ents | Autocizatons s DWW kkmesuing

4. Click File > Add Notes

File  Reports
Add New Provider Search
Add MNotes

Print \

5. In the new Note record, update the following fields:
a. "Division"= APD
b. "Note Type" = Initial Application
c. "Note Subtype" = Application Submitted
October 2025
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"Description" = Application Submitted
"Note" = Enter notes
"Status" = Pending

Click the Lookup button on the "Add Note Recipient" to add the Licensing
Specialist as the Note Recipient

h. Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note

@ ™0 o

Notes Details

Division *

Note By * | Baer, Sylvia v
Note Date * 09112025 |

Note Type * e Initial Application v

Note Sub-Type ‘_ |Application Submitted vr
Description Application Submitted y

| B 7 U g - A

Note

Satus ¥ gp—

Date Completed

Attachments
‘Add Attachment

Attachments Grid

Document Descripfion Category Action
There are no attachments to display

Note Recipients

Add Note Recipient Lookup Clear

6. When finished click File > Save and Close Notes

File Tools
Spell Check
Save Notes
Save and Close Notes

Print \
Close Netes
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Access Ticklers

The QA Workstream Worker will login to the
application and navigate to the My Dashboard >
Provider > Ticklers in order to reassign and review
any new ticklers.

1. Set “Role” = Region QA Workstream Worker then click Go.
N,

Hole

Region QA Workstream Worker B @

2. Navigate to My Dashboard > Provider > Ticklers and click on the
hyperlink for the Ticklers

_> |MTDA§HBDARD| CONSUMERS PROVIDERS
—b PROVIDERS

Notes
Complete R
Pending 20
Ticklers

Tickiers ——’ 75

3. Change the Sort Order on the Date Created column by clicking the
column name once so that the most recent ticklers are displayed first.

Filters
Status ~  [quaTo v New ~  ANDw x

Shhs v +

Apply Alert Days Before Due

Ssch  Fusol

75 My Dashboard Ticklers record|s) returned - now viewing 1 through 15

Ticker Name Provider Name - Dtz Created - Date Due Date Completed Status
Reassign to Supervisor o initiate FSFN search on licensee Test Provider 10132023 101872023 New
Netify Licensing Provider Appicant of any Crrors or Cmissions Test Provider 0972772023 1072772023 New
Workflow Wizard
Mot ensing Providar

A ant of any Emors or | »
Omissions
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4. When the Initial Application/Application Submitted note was saved, a
Workflow Wizard was triggered to remind the QA Workstream Worker
(ADT Licensing and Monitoring Specialist) to notify the Prospective
Applicant of any errors or omissions within 30 calendar days

a. Tickler — “Notify Licensing Provider Applicant of any errors or
omissions”

b. Assigned to Monitor 3 (Licensing Specialist)

c. Due on the 30" calendar day from the “Initial
Application/Application Submitted” completed note

Workflow Wizard

' Reassign to Supervisor to
initiate FSFN search on ’
licensee

5. Additionally, a second tickler was triggered that needs to be reassigned
to a QA Workstream Lead.

a. Tickler—“Reassign to Supervisor to Initiate FSFN search on licensee”

b. Assigned to the Licensing Specialist (Monitor 3) who will reassign the
tickler to the QA Workstream Lead.

6. Due immediately. Click the tickler flyout menu on the “Reassign to
Supervisor to Initiate FSFN search on the licensee” tickler and select
Reassign.

000 onnedd

Provider Name: Date Crested » Date Doe: Dare Completed Status.

7. Search for and select the Supervisor. Once the supervisor's name has been
selected, the tickler has been reassigned and will disappear from the QA
Workstream Workers tickler list view. The QA Workstream Lead will retrieve
the tickler from their My Dashboard > Provider > Ticklers when they log in
to the application.
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Search by: [LastName v |Search Text: buck

7 recore(s) refumed
2486 Buzk Janniter e
1230 Buck, Sarah Suopert Coordrater e
15942 | Buzk, Timoty | ez
15347 | BucHey, Silvia | Yes
132 | BUCKMER, LAVENYA | Yes
2781 | Euckner, Shembray | ez
24153 BUCKNOR SEAN | e
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Abuse Record Search

Once the application is submitted, the ADT Licensing and
Monitoring Specialist will review the Facility Application Form and
all notes and attachments. Within 30 days or sooner, the ADT
Licensing and Monitoring Specialist will do an Abuse Record
Search on the licensee(s) and note the outcome in iConnect. This
will coincide with the review of the application in the next section.

The ADT Licensing and Monitoring Specialist or designee will do
the Abuse Record Search outside of iConnect. Once the
outcome of the search is finalized, a Confidential Note will be
created in the subsidiary (facility) record in iConnect. The
provider will not be able to view a Confidential Note type.

1. Set “Role” = Region QA Workstream Worker then click Go.

Role \
Region QA Workstream Worker v ] @

2. Navigate to the Providers chapter and enter the Provider’s Facility
name in the Quick Search filter and click Go.

Kode
_— ADT Record Name Notes S
O; iConnect Last Updated by syhvia.baer@apdcares.org Ragon QA Worksiroam Werad ~

at 6/17/202% 10:37:26 AM

Quick Search /

DT Record Name Fetnadars v Provios Name v w ADVANCED SEARCH

£

File

©  PROVIDERS

WY DASHEOARD CONSUMER
ANT Racard Mama 1747211 /

3. Navigate to the Providers > Notpl_eﬁsmft._gb

FresnERS

ADT Record Name (24781)

4. Go to File > Add Notes
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File Reports
Add New Provider Search
Add Notes

Print \

5. In the new Note record, update the following fields:

a. "Division"= APD
"Note Type" = Confidential Note
"Note Subtype" = Abuse Record Search
"Description" = Abuse Record Search Complete
"Note" = Enter notes
"Status" = Update to Complete

Click the Lookup button on the "Add Note Recipient" to add the
Supervisor as the Note Recipient

h. Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note

Mo Tvps ¢ [Confidential Note v |
Note Sub-Type Abuse Record Search v_"

Abuse Record Search
Description

B I U 10pt - A~

@0 o000

Details of the Search and itg completion

Note ‘

Status ¥ ‘/ Complete v |

Date Completed 07/15/2024

Attachments

Add Attachment

Attachments Grid

Document Description Category Action
There are no attachments to display
Mote Recipients

Add Note Recipient: Lookup  Clear

Note Recipients Grid
Name Date Sent Date Read Status Date Signed

Baer, Syvia TH5/2024 Unread Remove

6. When finished click File > Save and Close Notes.
File Tools
Spall Chack
Save Notes

Save and Close Notes
Print
Close Notes
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Complete Application

If the application is complete, the ADT Licensing and Monitoring

Specialist will update the Facility Application Form to complete,
; then update the existing pending notes, including the Other

Qualifying Documentation Notes.

1. Set “Role” = Region QA Workstream Worker then click Go.

Role \
Ragion QA Workstream Worker | @

2. Navigate to the Providers chapter and enter the Provider’s Facility
name in the Quick Search filter and click Go.

File
Quick Search /

ADT Record Name Frowioars v Provios Name v w ADVANCED SEARCH

€75 | PROVIDGRS | REPORTS

MY DASHBOARD CONSUMER
ANT Rernrd Nams [24TR1) /

3. Navigate to the Providers > Forms tab

ProAIders Tﬂr’t w M ADVANCED §

BOARD CONSUMERS | PROVIDERS

ADT Record Name (24T81)

Service Area

Workers  Senvces  Proweder ID Numbers  Beds | Linked Prowviceg

Proveders | CAP | EVV Actabes | EVY Scheduling | Ferme || Contracts  Envolments  Authorizabons  Noles  Appondments  Credenlals

4. Enterthe Search criteria as Form Name = Facility Application Form (APD
2025-09) then click Search and select the form via the hyperlink on the
record
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ADT Record Name (24781)

Workers | Services = Provider D Numbers | Beds | Linked Providers = Service Area

Providers CAP = EVVAclivities | EVV Scheduling = Forms = Contracts

i MNotes Credential
Filters

FormName ¥ Equal To v [Facity Appiication Form (APD 2025-09) | aND~ | x

Division ¥ +

Search  Reset

2 Providers Forms record(s) returned - now viewing 1 through 2

‘ ‘ Division ‘ Form ID ‘

‘ ‘APD ‘ 28076
b T T

Form Name | Review ‘ Review Date »

‘ Facility Application Form (APD 2025-09) k—-’ | Initial ‘09/02/2025
T T T

5. Update the Status to “Complete” on the Form Header and click “OK” on the
popup message box

Facility Application Form (APD 2025-09)

An asterisk (%) indicates a required field
Provider Assessment

Division * Worker * Baer, Sylvia Lookup  Clear Details
Review® Status ¥  €———  [Completev
Review Date * 061212025 |8 Approved By Baer, Sylvia Details
Approved Date 08/15/2025
License Application
This application for an initial license or license renewal must be completed by the applicant  licensee or the designated representative of a business entity. *Please note, *Change in Ownership refers to a facilty or program that was acquired throu
Y e s e PHLe el e W I WY LY L — B LI W D A LI T A U U L

hssflapdstage.wellsky.com says

By changing the status of this record, all required fields must be
completed before the record can be saved. Do you want to continue?

—_— “ Cancel

6. When finished, Select File > Save and Close Forms

File Reports

History 2025-09)

Duplicate Forms

=ld

Spell Check
Save Forms a
Save and Add Another Forms :\
Save and Close Forms < i

/2025 i
Print

12025

Close Forms

7. Navigate to the My Dashboard > Providers > Notes > Pending
and click the hyperlink for the Pending notes.
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MY DASHBOARD CONSUMERS PROVIDERS REPORT

CONSUMERS / PROVIDERS

Division Notes
APD Eligible - Pre-Enrollment 1 Complete 2
APD Eligible - Waiver 3 Diraft 1
Application Pended 1 Pending 2
Application Received 1
Ticklers

Application Review 1

Ticklers 6

8. Selectthe Note Type = Initial Application and Description = Application
Submitted and select the pending record via the hyperlink.

File Tools

Filters
Status v Equal To v Pending v AND v x

NoteType v | | +

Search Reset

3 My Dashboard Notes record(s) returned - now viewing 1 through 3

Provider

NoteType Note Date Description Author Status U
ADT Record Name Initial Application / 08/12/2025 Application Submitted / Baer, Sylvia Pending ]

9. In the existing Note record, update the following fields:

a. "Division"= APD
"Note Type" = Leave as Initial Application
"Note Subtype" = Update to Application Form Review Complete
"Description" = Update to Application Form Review Complete
"Note" = Enter notes
"Status" = Update to Complete

Click the Lookup button on the "Add Note Recipient" to add the
Prospective Applicant as the Note Recipient

h. Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note

@ 0o ao0c0C
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Divisior * ARD w
eses By * Reed Wonca v
lote Dite * i

hamozined Foe ie

Wt Ty h Indtial Applcaion v
Fofe Sul-Thpe ‘ Appierton Form Bevew Complase w
Deseriion Appicaion Form Rendw Comgiate

| h

l-w‘_'

st * +— Complele v

Cats Compimed DEPSH2I
Atiachments

gq Altachmeni
[ Dwseniptizn

Thers arg no attachmants 1o display

Mete Recipients \

A Nl Ropient Lockup  Claa

10.When finished click File > Save and Close Notes.

File Tools
Spell Check
Save Notes
Save and Close Notes

Print
Close Notes

11.Navigate to the Providers > Notes tab and update the status of the following
Notes to the Complete status once the supporting documentation has been
verified.

a. Open the Note Type = Initial Application and Note Subtypes =
Background Screening, Business Information, Facility, Personnel
Information and Policies and Procedures.

Wharkers Senices Prowider ID Humbers = Conracls = Beds Linked Prowiders Condilions Seniice Area

Frowidars Divestions EVV Actnibes Forms Enrclimants Authonzations Moles = Credantials EVV 3

Filbers

Nobe Date w +
Search Fesel

112 Providers Notes recordis) returned - now viewing 1 through 15

Node Date Note nrp-e/ Wote Sub-Type Description

03032025 Initial Apglication Background Screening Eackground Screening
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b. Update the Status to Complete.

Hotes Datals

Dvinion ¥ O v
Mose By * Bae. Sybia
Mose: Date * |
Ausccuted §om 108
Mods Type ® Inkisl Application v
Mot Sl Typs Background Straaning -
i grivared S
Descripiion ks i
on WIS et 4138 PE, Sylvia Basr wrote:
Atiesiation of Good Mol Chamcler
Employment History Check
Local Crminal Recond
Cloannghaouss SCreening
e Wew Taxl
B S I e~ A~
Au
Laatus ¥ Cofmglete «
Dabs Compheted DU N202S

c. File > Save and Close Notes

Og?&)! iCghinect
File  Tools
History ; Details
Spell Check an *
Save Notes 3y *
Save and Close Notes Jate *
Print Save and Close Notes prm Il
Close Notes Type *

Note Sub-Type

12.Upon saving the note, a Workflow Wizard triggered the reminder tickler that
is due in 90 calendar days

Workflow Wizard

Notify Provider Applicant
of Approval or Denial

a. Tickler - “Notify Provider Applicant of Approval or Denial’
b. Assigned to Self (ADT Licensing and Monitoring Specialist)

Due on the 90th calendar day from the “Initial Application/Application
Form Review Complete” completed note
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Schedule Site Visit

The ADT Licensing and Monitoring Specialist will contact the
Prospective Applicant to schedule a site visit.

Complete Site Visit

The ADT Licensing and Monitoring Specialist can print out the
applicable checklists prior to the site visit if they do not have a
laptop/tablet. If they have a laptop/tablet, the forms can be completed
in iConnect while conducting the site visit.

The list of applicable checklists are as follows:

ADT Licensing Personnel Record Review Checklist
ADT Licensing Participant Record Review Checklist
ADT Triennial Licensing Checklist

Complete Checklists

If the site visit checklists were documented manually, the ADT
Licensing Specialist will need to enter the checklists into iConnect.

1. Set “Role” = Region QA Workstream Worker then click Go.

W
Role \

Region QA Workstream Worker | | @

2. Navigate to the Providers chapter and enter the Provider’s Facility
name in the Quick Search filter and click Go.
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Hole

. ADT Record Name Notes Sugn Out
w l‘ onnedt Last Updated by syhia baer@ apdcares.ong Regon QA Worstoam Worked v @
at &/17/2025 10:37:26 AM

Quick Sesich /

ADT Recoed Name Provioers v Provide Name - @ ADVANCED SEARCH

File

MY DASHBOARD CONSUMERS | PROVIDERS REPORTS

ANRT Rarard Nams [S4TR11 ’

3. The Provider’s record will display. Navigate to the Providers > Forms tab
MY DASHBOARD COMNSUMES

ADT Record Name (24TB1)

Workers Serwces  Prowider ID Mumbers  Beds | Linked Pr Sennoe An
Prowders = CAP | EVVAchbes | EVV Schedulng acts  Envol
Filters.

4. Click File > Add Forms

Eile  Word Merge
Add Mew Provider Search

Suddd Farms

5. Select the appropriate checklist from the drop-down list

o iConnect

File
Please Select Type: l ADT Triennial Licensing Checklist A l
An asterisk (*) i A
Provider Assep: ADT Licensing Participant Record Review Checklist
Division * ADT Licensing Personnel Record Review Checklist
Review * ADT Quarterly Monitoring Tool

. I ADT Triennial Licensing Checklist I

Review Nate

6. Update the following Header fields:
a. "Division" = APD
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b. "Review" = select as appropriate
c. Complete all fields on the Checklist Form

d. "Status" = Complete (only set to complete once all information has been entered
and won’t need to be changed)

e. Select OK on the pop-up message box confirming the complete status
f.  When finished, click File > Save and Close Forms

File Reports

Histol
b 2025-09)

Mp"‘:ate Forms
2Id

Spell Check

Save Forms a

Save and Add Another Forms :\

Save and Close Forms 4 -
2025 |4

Print

Close Forms

Repeat all steps as necessary for each checklist

Complete Application Package Checklist

The ADT Licensing and Monitoring Specialist will generate the
Application Package Checklist outside of iConnect and add it to a
Note in iConnect. Then proceed with the Approval Process.

1. Once the ADT Application Package Checklist has been completed. Set “Role”
= Region QA Workstream Worker then click Go.

Region Q& Workstream Worker

B
Role \
~|

2. Navigate to the Providers chapter and enter the Provider’s Facility
name in the Quick Search filter and click GO
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Kode
ADT Record Name Notes S

O!.' D Connect Last Updated by syhis baer@ apdcares.org RIgRn QA Weasiaam Worur i w
at 6/17/2025 10:37:26 AM
File
Quick Search
ADT Record Name Frovoen v Provids Name v M ADVANCED SEARCH

MY DASHEOARD CONSUMERS | PROVIDERS REPORTS

ANT Racnrd Nams [24TR1Y

3. Navigate to the Providers > Notes tab

Quick Saarch
Proiters v | erovider ame f ADVANCED SEARCH

MY DASHBOARD | CONSUMERS PROVIDERS | ™ REPURTS

ADT Record Name (24781)

Workers | Services | Prowider ID Numbers | Contracts | Beds | Linked Providers  Conditions | Service Ares  Adwin Actions | Facilty Management

Providers  Dwisions  EVV Activilies  Forms | Enfoliments | Authorizations m eoentials | EVV Scheduling | CAP | Appointments
Filters
Motz Date  ~|  +

4. Click File > Add Notes
File Reports

Add New Provider Search

Add Notes
i \

5. Update the following Header fields:
a. "Division" = APD
b. "Note Type" = Initial Application
c. "Note Subtype" = blank
d. "Description" = ADT Application Package Checklist
e. "Note" = Enter notes
f. "Status" = Complete
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File Tools

An asterisk (*) indicates a required field

Notes Details

Division *

Note By * [Baer, Syivia v
Note Date * 0852028 |CEl

Associated Form ID#

Note Type * [nitial Application vr

Note Sub-Type [ v

Description ‘_ ADT Application Package Checklist ]

(B 2 U e -Ac-

Status * 4— Complete v

Date Completed 08/15/2025
Attachments

Add Attachment

Attachments Grid

Document / Description Category Action

ADT Application Package Checklist pdf Remove

6. When finished, click File > Save and Close Forms
oad iConnect
File Tools
Spell Check

Save Notes

Save and Close Motes

Print \
Close Notes

Site Visit No Violations Note

_ The ADT Licensing and Monitoring Specialist will enter a Site Visit
Note when the site visit is complete with no issues or deficiencies.
Proceed to Site Visit Complete Note — Issues if violations have been
identified.

1. Set “Role” = Region QA Workstream Worker then click Go.
N\,

Role

Region QA Worksiream Worker ﬂ @
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2. Navigate to the Providers chapter and enter the Provider’s Facility

name in the Quick Search filter and click Go

ADT Record Name Notes S
Last Updated by svhis baerS apdcares.org
at 6/17/2025 10:37:26 AM

Hole

Q0 iCennect

Regon GA Werkstroam Werker -

File

- Provios Name

ANT Rarard Nams [24TR1)

4. Click File > Add Notes
File Reports

Add New Provider Search

Add Notes
Print \

. In the new Note record, update the following fields:

a. "Division" = APD

b. "Note Type" = Initial Application

"Note Subtype" = Site Visit Complete with no issues or deficiencies
"Description" = Site Visit Complete with no issues or deficiencies
"Note" = Enter notes

"Status" = Complete

Click the Lookup button on the "Add Note Recipient" to add the
Prospective Applicant as the Note Recipient

h. Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note

@ ™o ao0
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Diviaten APD |
Noce By Haed, Monica |
Note Cate ® ovmamy O
Aasociumd Porm 08 — — ——
Nete Type ™ H initial Application v
Note Gub Type -‘—— Sia Visit Complele with ro Gowcs o defitions ~ |-
p ‘ " Bac Vislt Compisie wih no 3sees ordeficencies ]

6. When finished click File > Save and Close Notes

ocd iCennect

File Tools

field

Associated Form ID#

— o

11 1Tel =l [=]
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Supervisor Review

The Licensing Specialist will send a note to the ADT Licensing and
Monitoring Supervisor to advise them to do a review of the checklists
and any other documentation.

1. Set “Role” = Region QA Workstream Worker then click Go.

AN
Role \

Region QA Workstream Worker ﬂ @

2. Navigate to the Providers chapter and enter the Provider’s
Facility name in the Quick Search filter and click GO

Kode
| ADT Record Name Notes Sum Out
O!" 2 I‘ ocnnect Last Updated by syhid.baer@ apdcares.org Raguon CA Workstroam W - w
at &/17/2025 10:37:24 AM
File
Quick Search
ADT Record Name Frovioaes v Provioer Name - isioi ADVANCED SEARCH

MY DASHEOARD CONSUMERS | PROVIDERS REPORTS

ANT Racard Namas [24TR1) /

3. The Provider’s record will display. Navigate to the Providers > Notes tab

Quick Saarch

Proiters. v | Frovider Name P GO ADVANCED SEARCH

MY DASHBOARD |  CONSUMERS PROVIDERS | ™ HEPORTS

ADT Record Name (24781)

Workers | Services  Prowvider ID Numbers | Contracts | Beds | Linked Providers  Conditions | Service Area  Acwin Actions | Faciity Management

Providers  Diisions = EVV Aclivities  Forms | Enroliments = Authorizations edentials | EVV Scheduling | CAP | Appointments
Filters.
Mote Date v +

4. Click File > Add Notes
File Reports

Add New Provider Search

Add Notes
Print \
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. In the new Note record, update the following fields:

a. "Division" = APD

b. "Note Type" = Initial Application/Supervisor Review
"Description" = Enter description if applicable
"Note" = Enter notes

"Status" = Pending

~ 0 a0

Licensing Supervisor as the Note Recipient

g. Enter Last Name and click Search in the pop-up browser
window. Select the Name of the worker to attach them to

Notes Details
Davinicn ¥ APD w
Neae By ¥ Reed Marica w
Wose Dave
Asyocisind Form D4
Nk Type ¥ +— ritial Aggiication Suparviscr Favien v
Note Sud. Type w!
Dascripson *
B iU A

L l
Statu h ending

L

Attackmants

Document Description

There are no atlachrments 1o displey
Mote Recipients \
Add Yol Recpsant

6. When finished click File > Save and Close Notes

Q0 Cennect
File Tools

Spedl Chieck
Save Males

Save and Cloge NOes

B \
Close Moles

Click the Lookup button on the "Add Note Recipient" to add the
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Supervisor Approval

The Licensing Supervisor will review the application, add a note
for the approval and send to the ROM or Designee for review. If
additional actions are needed, proceed to Further Documentation
Required or Supervisor Denial.

1. Set“Role” = Region QA Workstream Worker/Lead then click Go.

Role \
Region QA Workstream Worker v | @

2. Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE

INSUMERS \ INCIDENTS PROVIDERS
Inquiry Alert Notes List MNotes
Iotes 0 Unread Alert Notes 0 Gomplete / 3

Pending 11

3. Select the Note Type = Initial Application/Supervisor Review and
select the pending record via the hyperlink.

4. In the existing Note record, update the following fields:
a. “Associated Form ID#’ = Enter Form ID# if applicable
b. “Note Type” = Update to Initial Application/Supervisor Approval
c. “Description” = Enter description
d. "Note" = Enter Notes
e. "Status" = Update to Complete
f. Click the Lookup button on the "Add Note Recipient" to add the
Licensing Specialist as the Note Recipient
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g. Enter Last Name and click Search in the pop-up browser
window. Select the Name of the worker to attach them to
the note.

h. Click the Lookup button on the "Add Note Recipient" to add the
ROM/Designee as the Note Recipient

i. Enter Last Name and click Search in the pop-up browser
window. Select the Name of the worker to attach them to

Moies. Deiails
Devision ™ LY
Note By ¥ Reeq Monea
e nean |3
Rasociies Form 109
Mot Type ® h T DD G PR VSO AR w
Note Bub-Type vt
Dreacrpbon ﬁ s
- Kew
BJE = A
coroval nokes
Apperd Teat o bt
St h w
Mlate Corpleted
Afachments
[V —
Docunest Danesiztion

Thars ie 02 anachmanss b S L]
Noie Recipients

A3 Hova Sacp et Leokup  Char

5. When finished click File > Save and Close Notes

Q0 iCennect
File Tools

Spell Check
Sawe Notes

Save and Clse Noles Al
Print \ B
Close Noles .

Associated Form [0

d field
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Edit License Information

The ADT Licensing and Monitoring Specialist will be notified of
the Supervisor Approval from the Initial Application/Supervisor
Approval note on My Dashboard > Provider > Notes. This note
serves as notification to add the license information to the
provider record. The license information needs to be added
before the ROM Review begins.

1. Set “Role” = Region QA Workstream Worker then click Go.

Role \
Region QA Worksiream Worker o @

2. Navigate to the Providers chapter and enter the Provider's name in the
Quick Search filter and click Go.

Kole
il ADT Record Name Notes 5 —
C‘; O eonnedct Last Updated by svvid baed @ apdcares.org Ragon QA Werkstroam Worker v w

at 6/17/2025 10:37:26 AM

Quick Search /
ADT Recoed Name ronOees ADVANCED SEARC
MY DASHEOARD CONSUMERS
ANT Racard Namas (247211 /

File

3. The Provider’s record will display. Navigate to the Providers > Credentials tab

Quick Search

Providers ~ | Provider Name v @ ADVANCED SEARCH

MY DASHBOARD CONSUMERS PROVIDERS REPORTS

ADT Record Name (24781)

Filters

October 2025

\Workers | Services | Provider ID Numbers | Contracts | Beds | Linked Providers | Conditions Sewi:eAﬂin Actions = Facility Management

Providers | Divisions = EVV Activities | Forms | Enrcliments | Authorizations = Notes | Credentials = EVV Scheduling | CAP | Appointments

4. Selectthe Applicant License Record.
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ADT Record Name (24781)

Workers | Services = Provider ID Numbers | Contracts | Beds | Linked Providers = Conditions =~ Service Area | Admin Actions = Facility Management

Providers ~ Divisions =~ EVV Activities = Forms | Er i Notes = € i EVV CAP

~)-Filters.

Credential ~ +
Search Reset

2 Providers Credentials record(s) returned - now viewing 1 through 2

Credential Type Credegiiabffimber Effective Date Expiration Date License Duration Status
License CMS Compliance // 0710112024 CMS Compliance Monitoring Required
License ADT 0710112025 0973012025 Applicant

5. Update the following fields:
a. "License Type"=ADT
"Date of Renewal/Subsequent License" = Enter Date
"Effective Date" = Enter Date

b

c

d. "Expiration Date" = Enter Date

e. “Less than One Year” = As applicable

f. “License Duration” = Enter if checked “Less than One Year”
g. "Comment" = Enter the license number

Please note that each region has their own system for
assigning license numbers

IMPORTANT!! Update the temporary placeholder license credential
number with the real license number assigned by the region and update
the effective and expiration dates.

h. "Status" = Active
i. "Reason" = Initial

j- "QA Workstream Worker" = Click Lookup button on the field to add the
ADT Licensing and Monitoring Specialist.

k. Enterthe Last Name and click Search and then select the Name
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o iconnect
File

An asterisk (*) indicates a required field
License Details

Credential Type * License
License Type * [aDT ~[
Date of Renewal/Subsequent License 10/01/2025 i
Effective Date * <4— tontzes |
Expiration Date * ‘—— 10012028 |
Less than One Year @

Enter License Number - Please note that each region has their own system for
Comment *'— assigning license numbers

p

Status 4— [Active hd
Reason Initial v
QA Workstream Worker Baer, Sylvia Lookup  Clear Details

6. When finished, click File > Save and Close License Details

ROM Review

The ROM/Designee will receive notification of the Supervisor
Approval or the Supervisor Denial via a note on My Dashboard. The
ROM will need to review all checklists and notes. If approving, they
will then print out the License Certificate outside of iConnect. The
ROM/Designee will send the License Certificate to the ADT
Licensing and Monitoring Specialist. The ROM/Designee will then
sign, scan and save the License Certificate to their device.

ROM Approval

The ROM/Designee will attach the hardcopy of the License
Certificate into a new note. If additional actions are needed
( D proceed to Further Documentation Required or ROM Denial.

NOTE: An electronic signature will not be accepted on the License
Certificate. The ROM/Designee will need to sign the hard copy and
send it via interoffice mail to the Licensing Specialist.

1. Set“Role” = ROM/Deputy ROM then click Go

Role \

ROMDepuy ROM________ |k
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2. Navigate to the Providers chapter and enter the Provider’s Facility
name in the Quick Search filter and click Go.

Quick Search /
ADT Record Name P e o ADVANCED SEARCH
ALY DASH AN RSN RS
ANT Recnrd Nams (24TR11 /

3. The Provider’s record will display. Navigate to the Providers > Notes tab

ADT Record Name (24781)

Workers | Services | Prowider ID Numbers | Confracts | Beds | Linked Providers  Conditions | Service Ares  Admin Actions | Facilty Management

Providers  Divisions |~ EWW Activiles  Forma | Emroliments | Authorizations cgedantials | EVY Scheduling | CAP | Appointments
Filters
Mole Date - +*

4. Click File > Add Notes
File Reports

Add New Provider Search

Add Notes
Print \

5. In the new Note record, update the following fields:

a. "Division" = APD

b. “Associated Form ID#’ — Enter Form ID if applicable
"Note Type" = Initial Application/ROM Approval
"Description" = Initial Application/ROM Approval
"Note" = Enter notes
"Status" = Complete

Click "Add Attachment" and search for the copy of the signed
License Certificate on the user's device. Click Upload

h. Click the Lookup button on the "Add Note Recipient" to add the
ADT Licensing and Monitoring Specialist as the Note Recipient
i. Enter Last Name and click Search in the pop-up browser

window. Select the Name of the worker to attach them to
the note

@ >0 a0
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Notes Details

Note By * [Baer, Sylvia hd
Note Date * [oarsi2e2s |

Associated Form ID# [

Note Type ¥ ' — [Initial ication/ROM Approval ~[
Note Sub-Type [ ~T

Description ' | Initial Application/ROM Approval A‘

Note '

Status * Complete v
e—

Attachments

Add Attachment 4”‘

Attachments Grid

Document Description

Signed License Certificate.pdf \
Note Recipients

Add Note Recipient: | Lookup  Clear

6. When finished click File > Save and Close Notes
File Tools
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Signed License Certificate Note

The ADT Licensing and Monitoring Specialist will receive
notification of the ROM Approval note on My Dashboard. They will
also receive the signed hard copy of the License Certificate from
the ROM/Designee. They will then generate and print the Cover
Letter and add a new note to advise the Service Provider and
Agency Clerk.

1. Set “Role” = Region QA Workstream Worker then click Go.

Region QA Workstream Worker

N\,
Role \
-

2. Navigate to the Providers chapter and enter the Provider’s Facility name
in the Quick Search filter and click Go.

File
Quick Search /
ADT Record Name e oncars ’ ADVANCED SEARCH
MY DASHBOARD CONSUMER
ANT Bacard Nams (24711 /

3. The Provider’s record will display. Navigate to the Providers > Credentials tab
MY DASHBOARD CONSUMERS ‘ PROVIDERS REPORTS

ADT Record Name (24781)

Workers | Services | Provider ID Numbers  Contracts | Beds | Linked Providers | Conditions Sewiwmﬁ\cﬂnns Facility Management

Providers | Divisions = EVV Activities | Forms = Enroliments | Authorizations Notes = Credentials EVV Scheduling | CAP | Appointments
Filters

Credential v +

4. Select Word Merge > Cover Letter with Certificate of Service
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File Word Merge

Confirm BF.IB Designation AﬂachmenV

Cover | etter with Certificate of Service

DeSignaﬁUn in Jeopar‘dy (Aﬂ34 Open and fill the word merge templa

License Certificate Automated

5. Update the Word Merge as necessary. When finished click File >
Print to print the updated Word Merge and then File > Save, File >
Close

6. IniConnect, click Upload and Save to Note after saving the word document
File

Generate Merge Document ‘4= 9 v Y oDaw - &
Click the "Open Document” button to
open the Merge Document for editing.

Open Document

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

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.

Upload and Save to Note o

7. Locate the saved document on your device and click Open. Click OK

8. In the new Note record, update the following fields:
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Se@ 0 a0 0o

"Division" = APD

“Associated Form ID#” = Enter Form ID# if applicable
"Note Type" = Initial Application

"Note Subtype" = Signed License Certificate
"Description" = Signed License Certificate

"Note" = Enter notes and click Append Text to Note
"Status" = Complete

Click "Add Attachment" and search for the copy of the signed
License Certificate and the Cover Letter on the user's device.
Click Upload

Click the Lookup button on the "Add Note Recipient" to add the
Service Provider as the Note Recipient

Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note

Click the Lookup button on the "Add Note Recipient" to add the Agency
Clerk as the Note Recipient

IMPORTANT: The signed license certificate and cover letter will
need to be emailed to the Agency Clerk outside of iConnect at
apd.agencyclerk@apdcares.org.

Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note
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An astensk (") indicates a required field

Notes Details

Division * “-l-__ APD |

Note By * Baar, Sykia

Note Date * 0262025 |3

Associated Fom 108
ot Type ™ “— Initial Application ="

Node Sub-Type -‘—-— Signed License Certificate »[
Eaneraiica ..‘_ Signed Licerse Cedticats

On BFIESIOFS ot 9134 AM, Sylvia Baer wrote:
Hotes

R Mew Text

| T | T

i |

Append Texd b Maolg
Stabus * e

Date Compheted DENMBR025

Attachments /

Ag0 Aftachmant

Attachments Grid

Dscument Desciption Calegory  Action

Cower Latiar wilh Carificabe of Service 08062005 pdl ‘Word Temglate: Cover Lather v ifcate of Senvice Ramove
Mote Recipients

Add Mole Recplent Lookup  Clear

9. When finished click File > Save and Close Notes
File  Tools
Spell Check
Save Notes
2ave and Close Notes
Print
Close Notes

10.The ADT Licensing and Monitoring Specialist will then mail the hardcopy
signed Original License Certificate along with the Cover Letter to the Service
Provider.
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As Needed: Site Visit Violations Note

o The ADT Licensing and Monitoring Specialist will enter a Facility Site
Visit Note when the site visit is complete with issues or deficiencies.

1. Set“Role” = Region QA Workstream Worker then click Go.

Role \
Ragion QA Workstream Worker | @

2. Navigate to the Providers chapter and enter the Provider's name in the
Quick Search filter and click GO

g ADT Record Name Notes s
Oll O iConnect Last Updated by syivia baer® apdcares.org Region QA Werstroam Werked v

at &/17/202% 10:37:26 AM

Quick Search /
APVT .a ; -

ADT Record Name Provicers v Prowice: Name - w ADYANCED SEARCH

MY DASHEOARD CONSUMERS
ANT Bacard Nams (247211 /

3. The Provider’s record will display. Navigate to the Providers > Notes tab

ADT Record Name (24781)

Kode

t

File

Workers | Services  Prowider ID Mumbers | Contracts | Beds | Linked Prowiders  Condiiens | Service Ares Admin Actions. | Facilty Management

Froviders  Dévisions |~ EVV Activiies  Forms | Enroliments | Authorzations Jgecantials | EVY Scheduling | CAR | Appointments
Filters:
Mole Date ~ +

4. Click File > Add Notes
File Reports

Add New Provider Search

Add Notes
Print \

5. In the new Note record, update the following fields:
a. "Note Type" = Initial Application
b. "Note Subtype" = Site Visit Complete with issues or deficiencies
c. "Description" = Site Visit Complete with issues or deficiencies
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d. "Note" = Enter notes for all deficiencies/issues

e. "Status" = Pending

f. Click the Lookup button on the "Add Note Recipient" to add the
Service Provider as the Note Recipient

g. Enter Last Name and click Search in the pop-up browser window.

Select the Name of the worker to attach them to the note

Division *
Note By *
Note Date *

Associated Form ID#

Note Type * *\
Note Sub-Type ‘—

+—

Description

rd

Note

Status *

Date Completed

Attachments

Add Attachment

Attachments Grid
Document

There are no attachments to display

Note Recipients

Add Note Recipient:

[ Baer, Sylvia v

081672025 |7

Initial Application

[ Site Visit Complete with issues or deficiencies |’

Site Visit Complete with issues or deficiencies

|B I U 16px - A~

Notes

Description Category

Lookup Clear

6. When finished click File > Save and Close Notes

File Tools

Spall Chack
Save Notes

Save and Close Notes

Print

Close Notes

s

7. Upon saving the initial application record, a Workflow Wizards is triggered
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Workflow Wi y

_ If application is

abandoned, discontinue
IDPASS access and close
applicant record

a. Tickler - “If application is abandoned, discontinue ID PASS access
and close applicant record”

b. Assignedto Self
c. Duein 120 calendar days
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As Needed: Corrective Actions Update

The Service Provider will update the existing note to advise the ADT
Licensing and Monitoring Specialist (Region QA Workstream
Worker) of the corrective actions taken for the unmet items. This
process will be repeated until all items and documentation have
been updated.

1. Set“Role” = Service Provider then click Go

Role i

EErr— | |

2. Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.

Quick Search

Consume; rs v Last Name v @
‘ MY DASHBOARD CONSUMERS PROVIDERS
CONSUMERS / PROVIDERS

Division ‘ ‘ Notes ‘ ‘ Lir
APD Eligible - Waiver 7 Complete 3 iC
Forensic Open 1 Draft 1 iC
Forensic to Crisis Transition 1 Pending K 2 B
™y

Provider Selections ‘ ‘ Provider Selections ‘ G
Open 2 D

3. Select the Note Type = Initial Application with a Description =
Site Visit Complete with issues or deficiencies and select the
pending record via the hyperlink.

ink ppl-viee onn Sk \ick Canpleir olft e or R Monier

4. Inthe existing Note record, update the following fields:

a. "Append Text to Note" = Enter notes with corrective action for Unmet
items and click Append Text to Note

b. "Status" = Leave as Pending

c. Click "Add Attachment" and search for the copy of supporting
documents on the user's device (if applicable). Click Upload
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d. Click the Lookup button on the "Add Note Recipient" to add
the ADT Licensing and Monitoring Specialist (Region QA
Workstream Worker) as the Note Recipient

e. Enter Last Name and click Search in the pop-up browser window.

~ Select the Name of the worker to attach them to the note
hioitees Dietails

Dhwinaon w APD

Notz By * Reed, Monica

Note Diste * w2z O

Note Type * Tnitial Appicaton v "

Nt SubeType Sile Viet Compiate wath 3ues o deficences v |
Deseripl St Wit Compiets wih s of geloerons ¥

Wew Test
Bt B A
Eritir 3005 Wil COMBCRVD action ke Lnmes fams

pV

Append Tt la ke
Zrams ¥ W
Date Completed
Aimachments
] St ackmend
Document Descrptan

The:ne ane no FZICHMENtS 10 Spiay

Mote Recipients \

nrid oks Rscpeeni

Lookup  Clear

5. When finished click File > Save and Close Notes

o0 iConnect
File Tools

Spell Check ol field
Save Nates

Save and Clogse Noles

Al
Print \ a
Close Notes

0é
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The ADT Licensing and Monitoring Specialist and Service
Provider will leave the note in a Pending Status until all
issues/deficiencies have been resolved. This process can be
repeated multiple times.

As Needed: Add Appointment for CMS Compliance Site Visit

The CMS Compliance Specialist will schedule the site visit to initiate
compliance monitoring and add the appointment information into
iConnect. If the Site visit needs to be edited or rescheduled proceed
to Reschedule Site Visit Appointment

1. Set “Role” = Region QA Workstream Worker then click Go.

N\,
Role \

Region QA Worksiream Worker el @

2. Navigate to the Providers chapter and enter the Provider's name in the
Quick Search filter and click Go.

File
Quick Search /

DT Record Name Froviders v Provios Nama v M ADVANCED SEARCH

©  PROVIDERS

MY DASHBOARD CONSUMER
ANT Barard Nams (PATR1L /

3. The Provider’s record will display. Navigate to the Providers > Appointments tab.

MY DASHBOARD CONSUMERS | PROVIDERS REPORTS

Services | Provider ID Numbers | Contracts | Beds | Linked Providers | Conditions = Service Area | Admin Actions | Facility Management
Divisions | EVV Activities | Forms = Ei izati Notes | Credential EwW i CAP [j

View Style Filters

ADT Record Name (24781)

Workers

Providers

4. Click File > Add Appointment
File

Add New Provider Search

Add Appointmen

Spell Check \
Print
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5. Update the following fields on the Appointment Details page
a. "Division" = APD
b. "Appointment Start Date" = Update date
c. "Start Time" = Update time
d. "Appointment End Date" = Update date
e. "End Time" = Update time
f. "Type" = Site Visit
g. "Description" = Enter description
h. "Status" = Scheduled

Appointments

Division APD v
Appointment Date * ‘— 5208 |
stat Tme <= 1100 v Al v
AppoéntmentEndDate<_ nazsnz
End Time ‘— 11 v[30v[AMv
Type *4— Site Visit v
Suject

Status * <_ Senedued v

6. When finished select File > Save Appointment
File
Spell Check

Save Appointment

Print \
Close Appointment

7. Click New Participant on the left-hand navigation menu
File

| Appointment

Participants List

Notes /
New Participant

8. Setthe Non-Participants filter list to the appropriate value in order to
select the appointment participants
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9. Select the appropriate Licensing Specialist and Service Provider Worker
names by holding the control key down and clicking on the names and

then click < Add

Remove >
Remove All >

Non-Participants

Filter [ Current Active Provider Workers |

Application, Ha
Buck, Jennifer
Provider, Service
Reed, Monica
ReferralMgr, Osa
Ritchie, Lesli

'I.'iun.m.y J:;cum:htm
Vogeler, Mandi
Worker1, Elizabeth

10.When finished, Select File > Save and Close New Participant

File
Save

Save and Close New Participanl

Print

Close New Participant

As Needed: CMS Compliance Site Visit Complete Note — No Issues

The CMS Compliance Specialist will enter a Site Visit Note when the
site visit is complete and update the CMS Compliance License

9

NOTE: If the

CMS Compliance  Specialist

record. They will complete the CMS Survey outside of iConnect. It
will be attached to this note.

identifies

issues/deficiencies, they will proceed with a Plan of Remediation

outside of iConnect.

1. Set“Role” = Region QA Workstream Worker then click Go.

N\,

Role

Region QA Worksiream Worker

~
-

2. Navigate to the Providers chapter and enter the Provider's name in the
Quick Search filter and click GO
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File

Quick Search /

ADT Record Name Provicers v Proviow Name Ml 0 | ADVANCED SEARCH

EAS | PROVIDERS

MY DASHBOARD NSUME F
ANT Barard Nams (PATR1L /

3. The Provider’s record will display. Navigate to the Providers > Notes tab

ADT Record Mame (24781)

Workers Services Frosider ID Numbers Contracts Bads Linked Providers Conditions Sarvice Area Aomin Actions Faciity Management

Providers  Divisions. | EVV Acliviies  Forms | Enrollments | Authorizations _tedendials | EWV Scheduling | CAP | Appointments

4. Click File > Add Notes
File Reports

Add New Provider Search

Add Notes
Print \

5. In the new Note record, update the following fields:

a. "Division"=APD

b. "Note Type" = Facility Site Visit
"Note Subtype" = CMS Site Visit Complete with no deficiencies
"Description" = CMS Site Visit Complete with no deficiencies
"Note" = Enter notes
"Status" = Complete

Click "Add Attachment" and search for the copy of the CMS
Survey on the user's computer. Click Upload

NOTE: Each attachment can be up to 18mb in size

i. Click the Lookup button on the "Add Note Recipient" to add the
Service Provider as the Note Recipient

j- Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note

@ >0 oo

0
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Division * APD~|
Note Ry * Raed, Monica
Nate Nate * oozeaeas |

ssociated Fom IU#
Nute Type * *—_— Faclity She VIst v "
Hote Sub.Type 4— CMS Sile Visit Complete with no deficencies v |"
CMS Site Visit Complete with no deficiencies
Description <_ v
B I U e - A
Mot h

Documant Doseription
Tharn ars nn attachmants in display
Mote Reciplents

Acld Note Racipiant

Lookup  Clear

6. When finished click File > Save and Close Notes

File Tools

Spell Check
Save Notes

Save and Close Notes

Print \
Flaes hintas

7. Proceed to Complete Appointment

As Needed: CMS Compliance Site Visit Complete Note — Issues
The CMS Compliance Specialist will enter a Site Visit Note when

the site visit is complete.
O NOTE: If the CMS Compliance Specialist identifies

issues/deficiencies, they will proceed with a Plan of Remediation
outside of iConnect after adding the note.

1. Set“Role” = Region QA Workstream Worker then click Go.
N\,

Hole

Region Q4 Workstream Worker v | @
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2. Navigate to the Providers chapter and enter the Provider's name in the
Quick Search filter and click GO

Quick Search /

ADT Record Name Provoer v Providet Name s i-'-i ADVANCED SEARCH

MY DASHEOARD NSUME RS
ANT Bacnrd Nams (24TR1) /

3. The Provider’s record will display. Navigate to the Providers > Notes tab

PROVIDER S REPORTS

ADT Record Name (24781)

Workers | Services  Provider ID Numbers | Contracts | Beds | Linked Providers  Conditions | Service Area  Admin Actions | Facilty Management

L] _edentials | EVV Scheduling | CAP | Appointments

MNote Date w +

Search Reset

4. Click File > Add Notes
File Reports

Add New Provider Search

Add Notes

Print \

5. In the new Note record, update the following fields:

a. "Division" = APD
"Note Type" = Facility Site Visit
"Note Subtype" = CMS Site Visit Complete with deficiencies
"Description" = CMS Site Visit Complete with deficiencies
"Note" = Enter notes
"Status" = Complete

Click "Add Attachment" and search for the copy of the CMS
Survey on the user's computer. Click Upload
NOTE: Each attachment can be up to 18mb in size

Click the Lookup button on the "Add Note Recipient" to add the
Service Provider as the Note Recipient

j- Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note

@ >0 oo00C

-
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Notes Details
*

Division APD >
Hote By * Reed, Monia >
Wote Date * oWz |8

Associated Form ID# <—

Note Type * Facilty St Visit v [
Note Sub-Type CMS Site Visit Compiete with deficiencies wl

CMS Site Visit Complete with deficienci
Desciiption e Visit Complete eficiencies

B I U twvpr » Ax

v l—
4——

satus
Date Completed 09/29/2023
Attachments
Ad Amachment
Document Description
There are no attachmants to display
Note Recipients
Add Note Hecipient Lookup  Clear

6. When finished click File > Save and Close Notes

File Tools
Spell Check
Save Notes
Save and Close Notes
Print
Closa Motes

As Needed: Add CMS Compliance License Information

The Licensing Specialist will add the CMS Compliance License
Information

1. Set“Role” = Region QA Workstream Worker then click Go.
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Role \
Region QA Worksiream Worker (v | @

2. Navigate to the Providers chapter and enter the Provider's name in the
Quick Search filter and click Go.

Quick Seareh /
ADTR ’ c )

Record Name Frinadecs v Provider Name v M ADVANCED SEARCH

File

ALY DASHBOARD CONSUMERS PROVIDERS REPORTS

ANT Becnrd Nams (747811 /

3. The Provider’s record will display. Navigate to the Providers > Credentials tab

MY DASHBOARD CONSUMERS | PROVIDERS REPORTS
ADT Record Name (24781)

Workers | Services | Provider ID Numbers | Contracts | Beds  Linked Providers | Conditions SewiMﬂinActions Facility Management

Providers | Divisions | EVV Activites | Forms = Enrollments | Authorizations Notes = Credentials = EVV Scheduling | CAP | Appointments
Filters

Credential v +

4. Select File > Add License
od iConnect
File Word Merge

Add Mew Provider Search
Add License
Add Insurance
Print
ADT Record Name (24781)
5. Update the following fields:
a. "License Type" = CMS Compliance

* “CMS Compliant” or “CMS Remediation Due” — ADTs
reviewed by APD reflecting their status as a
presumptive institution

b. "Effective Date" = Enter Date
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c. "Comment" = Enter comments if applicable

d. "Status" = Select appropriate CMS option (i.e., CMS Remediation
Due, CMS Final Rule Compliance Monitoring Required, CMS Final
Rule Compliance)

e. "QA Workstream Worker" = Click Lookup button on the field to
Add the CMS Compliance Specialist. Enter the Last Name and click
Search and then select the Name

File

License Details

Credential Type * License
License Type * | CMS Compliance v

Effective Date * 09/06/2022 |2

Less than One Year

Comment
Status | CMS Final Rule Compliant v
QA Workstream Worker Worker, Demonstration ““ Details

6. When finished, click File > Save and Close License Details

Proceed with Plan of Remediation outside of iConnect
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As Needed: Link Child Provider

If a Parent Provider record exists for the new Provider — the

Licensing Specialist will need to link the new facility to the Parent
Provider

1. Set “Role” = Region QA Workstream Worker then click Go.

N\,
Role \

Region QA Workstream Worker ﬂ @

2. Navigate to the Providers chapter and enter the PARENT Provider's
name in the Quick Search filter and click Go.

"'”‘i . et
Q0 Wonnect =
File
Quick Saarch
A Tast Pros cler || Poovizens ~ Prcced Ware w| @
Wi DASSECARD | CONSLWERS | PROVIDER S INJIDENTS Cane SCHEDU.ZR
Filtzrs

3. Navigate to the Providers > Linked Providers tab and select File > Link to Vendor

Eilg  Tools
W2 Provider Search Quisk Search
Prnt Providers v  Proyioer Name - w
Linkio &
MY DASHBOARD tsUMERS PROVIDERS CLAIMS SCHEDULER TILITIES
Demonsiration Provider (15443}

Parent corpora[ign record containg [Jices  Provder iDNembers  Cosvacts | Beds | Linked Providers Condibons — Service Area  Admin Actony
the MWSA on the Credentials tab sions  EVVAcivies Foems
and services listed on the service
tab.

Erroliments  Auhonizaions | Nofes Crederils  EVV Scheduing | CAP

4 Linked Providers record(s) mtumed - now viewing 1 through 1
Linked A3 Prowider Street Ciey | Staie Zip Code: Status
Subsidany Demonssrston GH - m

Frf Previoss Recordipergage 15 Next  Last
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4. Update the following fields:
a. Relationship = Subsidiary
b. Linked Provider = Click ellipsis and search for ADT Facility Provider record

n::-pq e :n:ﬂm I

T I Mot (TR

L teos

c. Start Date = Enter Date
d. End Date = Ender Date (if applicable)

SR [T

(m iConnect Demonstration Provider | Link a Provider
9/6/2022 10:10 AM
File
Relationship
Provider* [ Demo ADT B o
Start Date * [oo06r2022 |

End Date
Disclaimer

5. When finished, Select File > Save and Close

6. Navigate back to the ADT facility record and validate that the Linked
Provider tab shows the Corporate Parent record
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Demanstration Provider (15443)

« | Filtars
Lo As w +

{ Workers  Serwces  Prowvider ID Numbers  Contracts E@m Service Area | Admin Actions
Provders | Diisions | EVVAciivlies  Forms | Ervcliments | Authonz; WWMM!WM

2 Linked Providers record(s) returnad - naw viewing 1 through 2

Linked As Provider Streat | e | sum 2ip Cods | suws |
Submctary Diemo ADT | 123 Business Ave Irm I 1819 Im ;,'
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As Needed: Initial Application with Errors

The ADT Licensing and Monitoring Specialist will review the
Facility Application Form and all notes and attachments. If there
are errors/omissions, the ADT Licensing and Monitoring
Specialist will inform the Prospective Applicant by updating the
pending note. Once all errors/omissions are resolved, reviewed
and approved, the Licensing Specialist will update the note to
complete

1. Set “Role” = Region QA Workstream Worker then click Go.

N\,
Role \
~|

Region A Workstream Worker

2. Navigate to the My Dashboard > Providers > Notes > Pending

and click the hyperlink for the Pending notes.

MY DASHBOARD CONSUMERS PROVIDERS REPORT
CONSUMERS / PROVIDERS
Division Notes
APD Eligible - Pre-Enrollment 1 Complete 2
APD Eligible - Waiver 3 Draft 1

Application Pended 1 Pending 2

Application Received 1 \
Ticklers

Application Review 1
Ticklers 6

3. Selectthe Note Type = Initial Application and Description = Application

CTR

Submitted and select the pending record via the hyperlink.

£y Bt Fockrs rocerslis) refurmed

October 2025

4.

P g 1 hrough 18
Fromscer Soin Y Hon Cale = Bmorpios Buiter Bty
ool Aol PO owalong

it Foma lowicy

In the existing Note record, update the following fields:
a. "Division"= APD
b. "Note Type" = Leave as Initial Application
c. "Note Subtype" = Update to Errors/Omissions
d. "Description" = Errors/Omissions
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. "Note" = Enter notes specific to the outstanding errors/omissions

"Status" = Pending (if there are errors or omissions)

The Service Provider will need to respond with the appropriate
documentation if there are errors or omissions and attach it back to
this note. The Status will be updated to complete by the ADT
Licensing and Monitoring Specialist when there are NO errors or

omissions.

. Click the Lookup button on the "Add Note Recipient" to add the

Service Provider as the Note Recipient

. Enter Last Name and click Search in the pop-up browser window.

Select the Name of the worker to attach them to the note

Notes Details
i B4 "

ot By *

Now

Sage’ ?'-

Date Compisted

Attachments

Documant

Note Recipients

Niew Tt

B B o5« A

Azpend Te o Now

Description \

Lookup  Clear
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5. When finished click File > Save and Close Notes.
File Tools
Spall Check
Save Notes
Save and Close Notes

Print
Close Notes

6. Upon saving the initial application record, a Workflow Wizards is triggered

Workflow Wi?

If application is

abandoned, discontinue
IDPASS access and close
applicant record

a. Tickler - “If application is abandoned, discontinue ID PASS access
and close applicant record”

b. Assignedto Self
c. Duein 120 calendar days
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As Needed: Update Application

The Prospective Applicant will get notified of the pending note via

P My Dashboard and will review the errors/omissions provided by

‘ the ADT Licensing and Monitoring Specialist. The Prospective

/\j Applicant will then respond to the pending note with the requested

corrections and leave it in pending status until no additional
corrections are needed.

1. Set“Role” = Service Provider then click Go

Role e

EnTr— | |

2. Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.
|' MY DASHBOARD ] CONSUMERS PROVIDERS REPORT

CONSUMERS / PROVIDERS

| Division ‘ | Notes | |

APD Eligible - Pre-Enrollment Complete 2

APD Eligible - Waiver Draft 1

Pending\
| Ticklers \ | |

Application Pended

- - w -

Application Received

3. Select the Note Type = Initial Application and Description =
Errors/Omissions and select the pending record via the hyperlink.

E- -

31 iy Conhboard Mot neordi] e - now swsing 1 hrougt 18 /
PRt ol T okt Lot = Criwplin AT R

i1 e L RETE R P, CTon ey i Uicney —mring

4. Inthe existing Note record, update the following fields:

a. "Note" = Enter Notes as to what corrections have been made

b. "Status" = Leave Status as Pending.

c. Click the Lookup button on the "Add Note Recipient" to add the
ADT Licensing and Monitoring Specialist as the Note Recipient

d. Enter Last Name and click Search in the pop-up browser
window. Select the Name of the worker to attach them to
the note.
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Notea Detaila

Dowrian ®

Then arn oo allasbreels W dowar

=
ke By ® Roaed. Vemisa
LE - e |
ot Ty ™ new Appicaice W [
Woke Sl Trec o W
Doteitglint L e e ]

T T L A Ty eep——

Entar Moles a5 1o wha! cormactions have been mado
ks P Teut

B4 B e
Arpard Tast it Niote

Taten T lf— Fanding_ "

vt S orporind

et L et

[ ] Dunar e

SA

A Mo Wi Loging  Cear

Mol Rocipaents

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

File Tools
Spall Check
Save Notes
Save and Close Notes
Print
Closs Notes

The ADT Licensing and Monitoring Specialist and Service
Provider will leave the note in a Pending Status until all
errors/omissions have been resolved. This process can be
repeated multiple times.

&~
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As Needed: Further Documentation Required

If further documentation is required, the Licensing Supervisor will
update the existing Initial Application/Supervisor Review note to the
ADT Licensing and Monitoring Specialist. If the ROM/Designee is
requesting Further documentation, they will add a new note.

1. Set “Role” = QA Workstream Worker/Lead then click Go

N\,
Role \

Region QA Worksiream Worker e @

2. If Supervisor is requesting Further Documentation:
a. Navigate to the My Dashboard > Providers > Notes > Pending
and click the hyperlink for the Pending notes.

MY DASHBOARD CONSUMERS PROVIDERS REPORT
CONSUMERS / PROVIDERS
Division Notes
APD Eligible - Pre-Enrollment 1 Complete 2
APD Eligible - Waiver 3 Draft 1
Application Pended 1 Pending 2
Application Received 1
Ticklers

Application Review 1

Ticklers 6§

3. Select the Note Type = Initial Application/Supervisor Review and
_ select the pending record via the hyperlink.

v Bl v Podg vy Adv

eV 4

Prowider Lol ke D Ceizmtir S Fata

4. If Supervisor is requesting further documentation:
a. Inthe existing Initial Application/Supervisor Review Note record,
update the following fields:
i. “Associated Form ID#” = Enter Form ID# if applicable
ii. “Note Subtype” = Update to Further Documentation Required
iii. “Description” = Update to Further Documentation Required
iv. "Note" = Enter Notes as to what information is needed
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VI.

Vii.

Notes Dtails
Diwigien ™
Nots Wy

Ncte Duse *

Rasccinied Form iTs &

wote type ™
hiote Sub-Typ

Dlsscnpless

v f—

Dty Coamplatad

Attachmenis

Dicgrumest

o are o silachments bo daplay

Nate Recigenty

A4z Mo SeLpmil

"Status" = Complete

Click the Lookup button on the "Add Note Recipient" to add the
ADT Licensing and Monitoring Specialist as the Note Recipient
Enter Last Name and click Search in the pop-up

browser window. Select the Name of the worker to

attach them to the note.

AFT W
Pisas, hlsses
[nra Aapiearon S parvaer Saidn W
Furer Dooumenisten Sequres w |
Fomtar Disomistinian agusid
r
JICFIONY B LS4 B, Mealid Rakd wrals
Enter Motas for what eTlormation i naadad
N Tkl
| | A
Spperd Tedd 2 Ncow
S W
COCI23
Duaseription \

Leckup  Cisar L]

5. If ROM /Designee is requesting further documentation:
a. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print \

b. In the new Note record, update the following fields:

i.
ii.
iii.
iv.
V.
Vi.

October 2025

“Associated Form ID#” = Enter Form ID# if applicable
“Note Type” = Initial Application/ROM Approval

“Note Subtype” = Further Documentation Required
“Description” = Further Documentation Required
"Note" = Enter Notes as to what information is needed
"Status" = Complete
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vii. Click the Lookup button on the "Add Note Recipient" to add the
Licensing Specialist as the Note Recipient

viii. Enter Last Name and click Search in the pop-up browser
window. Select the Name of the worker to attach them to
the note.

Neotes Details

Dévision * [aPD v

Mate By * |Reed Manica w
Node Cate * 016203 |

Assocated Foam ID§ h

Mtz Type ¥ h |Intiad Applicat on/ROM Apgroval v

Nede Sub-Type

<

Description

B.I 0 6

e "

‘ | Comglete +

Date Comgletad LR

Statug *

Auachmants

Aol Allachment

Documant

Thee are no aachments o display

Mote Recipients

cd Hle Recipisnt

| Furthar Documentation Requirnd v |

Furthar Ducumentation Requesd

A~

4

Lookup  Clear

6. When finished click File > Save and Close Notes

File Tools

Speall Chack

Save Notes

Save and Close Notes
Print

Closs MNotes

hia.
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As Needed: Requested Information

Further Documentation note via My Dashboard. They will request

. The ADT Licensing and Monitoring Specialist will be notified of the
Q information from the Prospective Applicant via a new note.

1. Set“Role” = QA Workstream Worker or Lead then click Go

N\,

Role \
Region (A Workstream Worker v @

2. Navigate to the My Dashboard > Providers > Notes > Complete
and click the hyperlink for the Pending notes.

4

MY DASHBOARD CONSUMERS PROVIDERS

FPROVIDERS

Ticklers

Tickiers

3. Select the Note Type = Initial Application/Supervisor Review and
Subtype = Further Documentation Required and select the record
via the hyperlink.

Sch At

% My Ueshbicard Notes reconds) netusmed - sow viewg 1 Srough 13 ’
L Mo Typa Nods Moty - Teewrsiglion Jimkar

Licengng Rescwaleporicar Roew i e | Farter Dipcumontation Roquimd Rized blonicy

Page 88



October 2025

4. Review the note for the requested documentation then close the note.

5. The Licensing Specialist will create a new note to communicate with the
Provider. Navigate to the Provider > Notes tab. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print \

6. In the new Note record, update the following fields:

a. "Division" = APD
“Associated Form ID#” = Enter Form ID# if applicable
"Note Type" = Initial Application
"Note Subtype" = Further Documentation Required
"Description" = Further Documentation Required
"Note" = Enter notes as to what is being requested
. "Status" = Pending

Click the Lookup button on the "Add Note Recipient" to add the
Prospective Applicant as the Note Recipient

i. Enter Last Name and click Search in the pop-up browser
window. Select the Name of the worker to attach them to

the note

@ "o a0oC

Associated Form 10# +—— 182

Nots Type * Inital Application ~T

Note Sub-Type Further Cocumentation Regquirec "
Fundiwn TEwamtasiAon Rt

Deecnption F i il Bty ]

B Wt A
Enler noles as lo whal is being requested

Pending ~
Atlachments

Document Description

Thers are no ATtAChments 1o display
Mote Reciplents \

Add Note Hecipent Lookup Clear
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7. When finished click File > Save and Close Notes
File  Tools
Spell Check
Save Notes
Save and Close Notes
Print
Close Notes

8. Set “Role” = Service Provider

Role N

EEr—— )|

9. Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.

| MY DASHBOARD 1 CONSUMERS ‘ PROVIDERS | REPORT
CONSUMERS / PROVIDERS
‘ Division (> ‘ ‘ Notes (> ‘ ‘
APD Eligible - Pre-Enrollment 1 Complete 2
APD Eligible - Waiver 3 Draft 1
Application Pended 1 Pending\ 2
Application Received 1|7 \ vl
‘ Ticklers (2 ‘ ‘
Application Review 1
Ticklers 6

10.Select the Note Type = Initial Application and Subtype =
Further Documentation Required and select the pending record
via the hyperlink.

Sms v DR v Pedm v ADw X

Srmh  Fewd

71 My D= Notes FRCCFS[) TRUITIAC P THSHER 1 TR 15

T Woieze otz fhie + Seserinan Sator sohs

il Moy b Ao Ly i Furlbs Docwnustasion Mg T, Mo Mg
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11.Review the note, then add the requested information to the existing note.

Update the following fields:

a.

"Note Subtype" = Leave as to Further Documentation Required

b. "Description" = Leave as Further Documentation Required

® o0

"Note" = Enter notes as to what attachments have been provided
"Status" = Leave as Pending

Click "Add Attachment" and search for the copy of supporting
documents on the user's device. Click Upload

Click the Lookup button on the "Add Note Recipient" to add the
Licensing Specialist as the Note Recipient

Enter Last Name and click Search in the pop-up browser

window. Select the Name of the worker to attach them to
the note

Notea Details

Daisian F v

M
Mote Date * e -
Nete Type nial Apphcacon
Nate T Type Eire

Furh
Deeripion "

w Text

B I U ‘p-A-

Enter notes as fo what comectionsirevisions have been
made and whal attachmenis have baen provided

Fencng W

Note Recipients

e Reopir Lookup  Clear

12.When finished click File > Save and Close Notes

October 2025
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File Tools

Spall Chack

Save Notes

Save and Close Notes

Print
Close Notes

13.Set “Role” = QA Workstream Worker or Lead then click Go

Role \
Region QA Workstream Worker v @

14.The Licensing Specialist will review the note submitted by the Service
Provider to ensure all requested information/documentation was
provided.

15.Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.

| MY DASHBOARD CONSUMERS PROVIDERS REPORT
CONSUMERS / PROVIDERS
‘ Division ‘ ‘ Notes ‘ ‘
APD Eligible - Pre-Enrcllment 1 Complete 2
APD Eligible - Waiver 3 Draft 1
Application Pended 1 Pending\ 2
Application Received 1
‘ Ticklers \ ‘ ‘
Application Review 1
Ticklers 6

16.Select the Note Type = Initial Application and Subtype =
Further Documentation Required and select the pending record
via the hyperlink.

Nt D Deicrpten At sata

17.Review the contents of the note. Update the following fields to
forward the note to the Licensing Supervisor or ROM.
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“Note Type” = Update to Initial Application/Supervisor Review

“Sub Type” = Update to Further Documentation Provided
“Description” = Update to Further Documentation Provided
“‘Notes” = add any additional details for the Supervisor or
ROM/Designee regarding the requested documentation that
was provided by the Service Provider.

"Status" = Leave as Pending

Click the Lookup button on the "Add Note Recipient" to add the
Licensing Supervisor or ROM/Designee as the Note Recipient

Enter Last Name and click Search in the pop-up browser
window. Select the Name of the worker to attach them to
the note

Notes Details

Note By *

Note Dase ™

Note Type ™
ot Jul-Type

Desc p:u‘h

panvisor or ROM
ation that was provided

hooand oo s i

Document Desaription

There ace no altachments to display
Ncte Reciplents \
k2d Note Recoant

Lookup  Clear

18.When finished click File > Save and Close Notes

File Tools
Speall Check
Save Notes
Save and Close Notes

Print
Closs Notes
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Proceed to Supervisor Approval. Even if the ROM/Designee
requested the documentation, the Supervisor must approve it first.

As Needed: Abandoned Application

If the reminder tickler is received after 120 calendar days, or if the
- Prospective Applicant stops working on the application for more
than 90 days, the application will be deemed abandoned by the ADT
, Licensing and Monitoring Specialist. The ADT Licensing and
Monitoring Specialist will need to discontinue ID PASS access and
close the prospective applicant record. The Prospective Applicant

must reapply.

1. Set“Role” = Region QA Workstream Worker/Lead then click Go.

Role \
Region QA Workstream Worker d @

2. Navigate to the Providers chapter and enter the Provider's name in the
Quick Search filter and click Go.

o] Hennect e
File:
Quick Szarch \
A Tt Prowoes 3| Pacvizens v | Proecarnare w m
W DASHBCARD CONSLVERS FROVDERS INJIDEHTS CLALE SCHEDULER

3. The Provider’s record will be displayed. Navigate to the Providers > Divisions tab.
Workers Semices Proaader 1D Mumbers Contracts Beds La
Providess | Divisions . EVW Activites | Forms | Enrolments | Al
Filteis
Disposition v Mot Equal To e Closed i AND » X
Division w +

Search Feset

1 Prowlders Divisions recond{s} retrned . mow viewdng 1 through 4 /
Division Disposition

APD Opan
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4.Select the “Open” APD Division record via the hyperlink for that row.

Filtary

oo w4

A LW/S0nE MECEEs] §) reluimed  mow wEing 1 Tcugn 4

Miwinmm

B Piggmmiimm g Miake
AP Qoer h CLCu2Ty

5. Update the following fields on the Division Detail screen.
a."Disposition" = Closed
b."Close Date" = Enter Date (defaults to today)

| Dikdsion Division Details
Divition * APD
Dispositian * h— Closed v
Dpen Date ootz |

Close Daie * ‘ oazsenes

6.When finished, Select File > Save and Close Division. Click OK on
the pop-up message box.

File
History
Save Division
Sava and Close Division
Save and Add Ancther
Print
Close Dmvision

rd

All current ticklers will be cancelled. New ticklers may be added.

Ok Cancel
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As Needed: Supervisor Denial

1.

2.

3.

4.

The Licensing Supervisor will review the application
and add a note if denying the application. They will then
send to the ROM for review. If additional actions are
needed, proceed to Further Documentation Required.

Set “Role” = Region QA Workstream Worker/Lead then click Go.

N\,
Role \

Region OA Worksiream Worker V| @

Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.

MY DASHBOARD CONSUMERS PROVIDERS REPORT
CONSUMERS / PROVIDERS
Division Notes
APD Eligible - Pre-Enroliment 1 Complete 2
APD Eligible - Waiver 3 Draft 1
Application Pended 1 Pending 2
Application Received 1
Ticklers

Application Review 1

Ticklers 6

Select the Note Type = Initial Application/Supervisor Review and
select the pending record via the hyperlink.

EquiTa w  Mesdng »  AMDv  x
Sewsh  Hed
20 iy Diawhbornd Sotes recosSii ] e - now viewing 1eough 16 /
Frowidsd Lo Wele Dde « Desarnplicn ¥ = Yabo

In the pending Note record, update the following fields:
a. “Associated Form ID#” = Enter Form |ID# if applicable
b. "Note Type" = Update to Initial Application/Supervisor Denial

c. "Description" = Enter description if applicable
d. "Append Text to Note" = Enter notes and click Append Text to Note
e. "Status" = Complete
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f. Click the Lookup button on the "Add Note Recipient" to add the
ADT Licensing and Monitoring Specialist as the Note Recipient

g. Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note. Click the
Lookup button on the "Add Note Recipient" to add an additional
recipient —_ROM/Deputy ROM or Designee

h. Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note

Notes Details

Division * APD v

Note By * Reed. Monica v
Note Date * 09292023 |3
4 Form ID# <
Note Type * Initial Apolication/Suparvisar Denial vl
Note Sub.Type !
Description ﬁ
B J U A

Note ‘

Status * « Completz v

Date Completed D9292023

Attachments

Add Atachment

Document Description

There e no attachments to ﬂllp|.!_\‘
Nate Recipients
Add Nate Recipisnt Lookup  Clear

5. When finished click File > Save and Close Notes
File  Tools

Spell Check
Save Notes
Save and Close Notes

Print
Closs Notes

( i Proceed to Chapter 13 to initiate the PAARF process
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As Needed: ROM Denial

the denial. If additional actions are needed, proceed to Further

. The ROM/Designee will review the application, add a new note for
O Documentation Required.

1. Set“Role” = ROM/Deputy or one of the designee then click Go.

Role \
s cl >

2. Navigate to the Providers > Notes tab

Quick Saarch
Providers v [ Pravider ame f ADVANCED SEARC

MY DASHBOARD CONSUMERS PROVIDERS | HEPORTS

ADT Record Name (24781)

Workers | Services  Provider ID Numbers = Contracts | Beds  Linked Providers  Conditions | Service Area  Admin Actions | Facility Management

5 _redentials | EVV Scheduling | CAP | Appointments

Providers ~ Didsions | EVV Activities  Forms | Enroliments | Authosization:

MNole Date w -+

Search Reset

3. Click File > Add Notes
File  Reports

Add Mew Prowvider Search

Add Notes
Print \

4. In the new Note record, update the following fields:
a. "Division"= APD
b. "Note Type" = Initial Application/ROM Denial
"Description" = Enter description if applicable
"Note" = Enter notes
"Status" = Complete

Click the Lookup button on the "Add Note Recipient" to add the
Licensing Specialist/Supervisor as the Note Recipient

g. Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note

~ o a0
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Q0 MComnedct

File Teads

::::: Compioie =

Date Completed orreae2

Decument Cwvcnmiian

There 3re no FISCRAEALS 1 O piay
Hote Reciplents

F— Lookup  Clear

5. When finished click File > Save and Close Notes
File  Tools
Spall Check
Save Notes

Save and Close Notes
Print
Closa Motes

The ADT Licensing and Monitoring Specialist will be notified of the
ROM Denial via this note. The ADT Licensing and Monitoring
Specialist will close the license record and will then proceed to
Chapter 13 to initiate the PAARF process.

6. Set“Role” = Region QA Workstream Worker then click Go.

Hole

Region QA Workstream Worker v @
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7. Afterreviewing the note accessed from My Dashboard > Providers >
Notes > Complete navigate to the Providers > Credentials tab

MY DASHBOARD CONSUMERS PROVIDERS REPORTS

ADT Record Name (24781)
Workers | Services | Provider ID Numbers = Contracts | Beds | Linked Providers | Conditions SewiwmAchons Facility Management

Providers | Divisions = EVVActivities = Forms = Enrollments | Authorizations = Notes = Credentials = EVV Scheduling = CAP = Appointments
Filters

Credential v +

8. Selectthe license added in the Add License Information section from the list.

9. Update the following fields:

a. “Date of Renewal/Subsequent License” = Leave blank
“Effective Date” = Change to date that ROM denied
“Expiration Date” = Change to date that ROM denied
“Less than One Year” = Leave blank
“License Duration” = Won’t be populated
‘Comment” = ROM Denied Initial License — Date of Denial
“Status” = Closed
h. "QA Workstream Worker" = Does not need to be changed

An asterisk (*) indicates a required field
License Details

@ =0 oo T

Credential Type * License

License Type * [ADT v
Date of Renewal/Subsequent License ]

Effective Date * 07/0172025 |2

Expiration Date * 07012025 |E

Less than One Year L

Comment
%
Status [Closed v
Reason
QA Workstream Worker Baer, Sylvia Lookup  Clear Details

10.When finished, click File > Save and Close License Details.

The Licensing Specialist will proceed to Chapter 13
to initiate the PAARF process.
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As Needed: Abandoned and Denied Applications — End iConnect
Access to Placeholder Parent Provider Record.

If a Placeholder Parent Provider record was created and the
provider has not pursued a MWSA and the License is Abandoned
or Denied, region staff will end the iBudget credential record and
close the Placeholder Parent Provider record.

In addition, APD staff will deactivate the worker records within the
Placeholder Parent Provider record.

1. Set “Role” = Region QA Workstream Worker then click Go.
AN

Role

Region QA Worksiream Worker v @

2. Navigate to the Placeholder Parent Provider record > Credentials tab

MYDASHBOARD| CONSUMERS ‘ PROVIDERS ‘ REPORTS

ADT Record Name (24781)
Workers =~ Services | Provider ID Numbers = Contracts = Beds | Linked Providers | Conditions SewiMﬂinActions Facility Management

Providers | Divisions =~ EVVActivities | Forms = Enroliments | Authorizations = Notes | Credentials EVV Scheduling | CAP  Appointments
Filters

Credential v +

3. Locate the iBudget credential record in the List View Grid

- Rnle
Maccholder Provider Recore Credentials Sign Ouf

O}\fj [' ANNeC I | ast Updated hy carallng.shorter@apdeares.org Regon QAWorkstream Worler “
al 5/23/2024 4:46:06 PM

E

File  Word Merge

Y DASHEOARD) CCMSUMERS | PROVIDERS REFORTS

Placeholder Frevider Record (28402)

Workera | Services | Provider ID Numbers | Contracts | Beds | Linked Providers  Condifions | Service Aree | AdminActions | Facility Management
Providers | Uiviziore | EVV Activitics = Forme  tnrollments | Authorizalions | Metes | Credenfiale | EVV Schaduling | CAP | Appeintments

Cradantial w +

Filters

Seerch Neset

1 Providers Credentials record(s) returned - now viewing 1 through 1

CUradential . lype Credential Number Eftective Date Expiration Date License Duration Status
Ceilificalion iBudgel Weaiver Applicer | Placshulder 0572312024 Applicanl Pacelulde
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4. Update the following fields:

a. "Expiration Date" = Enter Date of denial/abandonment
b. “Status”= Select Applicable Status (Abandoned or Termination/Closed)

~ Placehaldar Provide~ Recard Certification Details
OOJ iConnect Iast Updated by caroline shorter@and-arac.arg
At 5/27/7074 £:58:18 PM
Flle

An asterisk (*) indicates a required field
Certlfication Detalls

Cradential Type * Ceifization

Certification Type [ IBudget Waiver Applizant Flaceholdzr v |
Etlective Date 05/23/2024 =

Expiration Uste naINGOD74 |

Placeholder Provider Record created fer the purposes of a new license provider

application usar provisionin
Comment PP P 4

Status Applican. Placehulder v
QA Workslzam Worker Lovkup  Clear  Details
Abandoned

Active
Expansicn/Closed

In Legal
Termination/Closed
Applicant Placeholder

5. When finished, click File > Save and Close

6. Navigate to the Placeholder Parent provider > Workers tab.

7. Inthe list view grid, find and click on the name of the former employee.

LEMONSTAUSN FTOVION {10883)

ouides | Demsions | EVVActwbes Foms  Emvoimens | Asthoicabors | MNotes | Credestials | EVV Scheduling  CAF | Aspoinbments

T WOrRETS MCOTD S| FRNAINEd - Row vHEWIng | through 7

Wunnwe M Toile Fins e bt v
ne
der Jayesee - -
Prgwades. Jubia *— -
der. Lovena -
e - ]

8. This will open the Worker Details page
a. Check the “Exclude” checkbox.

b. When Finished File > Save and Close Worker
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9. The former employee no longer appears in the list view grid on the Workers tab.

Workars Services | Provider ID Numbers | Contracts Beds Linked Providers | Conditicns Service
Providarz Divisions EVW Activities Ferms Enreliments Authonzations MNoleg Credentials Ev

Filters
Frovider Worker Active v Equal To v AND v b 3

Worker Name ~ +

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

Worker Name . | Title Phone Number

LE T .
Julia Provder is no onger shown
as a Worker for Damanstration

providsr

Provder, Jayasree

Provider, Lorenz

Thomas, Lisa Cortacts Demc 1
Warker, lest (40/)5b5-1212

Warker-EVV Test
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As Needed: End iConnect Access to Applicant Record by updating the
Applicant License Record to Closed

If the Facility Application Form is abandoned by or withdrawn by a
. provider, the end dating of the license credential on the applicant
record will remove that Applicant License record from the provider’s

access.

This step of ending a Placeholder Provider Record must also be
completed for Applicant Licenses abandoned or withdrawn.

1. Set“Role” = Region QA Workstream Worker then click Go.

Role \
Region QA Workstream Worker v @

2. Navigate to the Providers chapter and enter the Child Provider's name in
the Quick Search filter and click Go.

Kole
o~ ADT Record Name Notes s t —
O: O onnedct Last Updated by sylvia.baer@apdcares.cep P OA Welobuust Worer * -y
at 6/17/2025 10:37:26 AM

File
Quick Search /

ADT Recoed Name Feomats v Provios Name v W ADVANCED SEARCH

MY DASHEOARD CONSUMERS
ANT Rarard Nams 247811 /

3. The Provider’s record will display. Navigate to the Providers > Credentials tab

MY DASHBOARD CONSUMERS ‘ PROVIDERS REPORTS

ADT Record Name (24781)
Workers = Services | Provider ID Numbers = Contracts | Beds & Linked Providers | Conditions Sewiwm/\cﬂons Facility Management

Providers | Divisions =~ EVV Activities | Forms = Enrollments = Authorizations | Notes | Credentials EVV Scheduling | CAP = Appeintments

Filters

Credential v +
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4. Locate the Applicant License in the List View Grid.

ADT Record Name (24781)

Workers | Services | Provider ID Numbers | Contracts | Beds | Linked Providers | Condiions | ServiceArea | AdminActons | Facilty Management

Providers | Divisions | EVV Actvities | Forms | Enolments | Auhorzations | Notes | Credenfials | EVV Scheduing | CAP | Appoiniments
Filters
Credental v+
Seach  Reset
2 Providers Credentias record(s) retumed - now viewing 1 through 2
Credentil » Type Crodential Number Effective Date Expiration Date License Duration status
Lcense CMS Compliance 7012024 CMS Compliance Moniorng Reauired
Lcense 407 — 07012025 09302025 Applcant

5. Update the following fields:
a. "Expiration Date" = Enter Date of denial/abandonment
b. “Status” = Closed

An asterisk (*) indicates a required field
License Details

Credential Type * License
License Type * [ADT [l
Date of Renewal/Subsequent License lBE
Effective Date * 070012025 |2
Expiration Date * 072025 |2
Less than One Year O
Comment
A
Status \C\osed hd
Reason Initial hd
QA Workstream Worker Baer, Sylvia Lookup  Clear Details

6. When finished, click File > Save and Close License Details

File /

History d field
Spell Check

Save License Details

Save and Add Another License Details

Save and Close License Details ‘——'—_
Print

Close License Details

Less than One Year
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As Needed: Reschedule Site Visit Appointment

_ If the site visit was scheduled and needs to be done on
a different date/time, the QA Workstream Worker will
need to reschedule the existing appointment. This will
ensure the appointment information is accurate for
reporting.

1. Set “Role” = Region QA Workstream Worker then click Go.
N\

Role \

Region QA Worksiream Worker ﬂ E

2. Navigate to the Providers chapter and enter the Provider’s Licensed
Facility home name in the Quick Search filter and click go.

Wel

o icennect

File
Quick Search

ATest Provder K| P [¥] | Foveerters & 60

WV DASHECARD  COMSUMERS ‘ PROVIDERS INCITENTS

Fiters /
. ‘

3. The Provider’s record will display. Navigate to the Providers > Appointments tab.

Workers | Services | Provder D Numbers | Cortracts | Beds | Linked “rovidsrs | Aliases | Conditions | Sbyvice Area | Admin Adtions

Provders | Civisions | Fams | Creciments | Auhodcaons | Neles | Credentisls | EW Scheduling | CAP | Appeintments
Filters

Morthiy Vew Statws | Equal Te v Pedingw| ANDv| x

e v 4

4 ApPCINTMENtS record{s) rewumed - naw viewing 1 thraugh 4

Type StartDate. End Date
Site Vit 06212018 06212018

4. Selectthe appointment record that needs to be updated via the hyperlink in
the list view

Workes | Services | Frovider D Numbers | Conracts | Beds  Linked Froviders | Condlions | ServiceAres | Admin Adions

Providers | Divisions | EVV Achiies | Foms  Envollments | Authorzafions | Moles | Crederfizle | EVV3cheduing | CAP | Appcitments

View Sty Flicss
® LstView 2 Vonth View
S - ® Nepomment Cate v |+
D wieeyview O Dally Vew
B E
4 Appointments recordis) returned - now viewing 1 thrsugh 4- \
[+] g
Appontment tate + Start e 100 me wpe Y sungeer stais
06012022 30000 P £00.00 P Bie Visit Appoiriment Schedued for monthly it viit Schedulad
2 ovez 50000\ 600,00 P Sis Visil Wy visi Sclvati
2 | oauezn 1020.00 44 105000 FM Guneral sl Sty
oe2te 3500 EEUWEN St 2 VER LiotSure Rencis seneauzo
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5. Update the following field on the Appointment Details page
a. "Status" = Update to Rescheduled

o - intment
000 wWonnect . Appointmen|

Appeiiment Appeintments
Diviskon

g, Dals *

Eng Time

Ty

Subject

ApDLSUMMATY (nor-1IFAA Lata)

Apot.DatallsHIPAA Datz] e /

Statas*

6. When finished select File > Save Appointment
File
Spell Check

Save Appointment
Print \
Close Appointment

7. A prompt will appear that asks, “Do you want to reschedule this appointment?”

Itssbh1.mediware.com says
Save Successful - Do you want to reschedule this zppointm

Cancel

8. Click OK to reschedule the appointment. The appointment page opens,
showing some data from the previous appointment.

9. Update the Appointment date and time information for the new appointment.

10.Update the status from Pending to Scheduled, if appropriate.

October 2025 Page 107



o iConnect

File

‘ Appointment

‘ Appointments

Parficipants List
Motes

Mew Participant

11.Click File > Save Appointment. Both the original and reschedule

Division

Appointment Date *
Start Time
Appointment End Cate
End Time

Type ¥

Subject

Appt. Summary (non-HIPAA Data)

Appt. Details(HIPAA Data)

Status *

i

PO~
05242023 |CF1 0771912023
P

[ o7nar0z:

i
o]
r
Sﬁ
=<
=
<

247
v
08/24/,
4~ |0

Site Visit for Service Level Designation

=)
=

o
E

v v

Had fo reschedule due to conflict with appaintment fime:

Scheduled v

appointments are listed in the Appointments tab detail view.

&

12.The rescheduled appointments detail page will now show the date of the
original appointment next to the new Appointment Date and Appointment
End date fields.

opd ennect
Fie

fppantment
ParfitipantsList
Notas

Hew Fartichant

October 2025

Appeintments
Division

Apgoimment bate
Start Tne
Agpuiniment End Dels
Fod Time:

Irpe™

Subject

Appl Sunmmary {nunHIPAL Dats]

Appt. Netails(lIIPAA Dato)

Status *

1624/ i 1

Site Visit

T 01200022

had to "eschedulc 10 to canfikct whh appenimort time

Ty

daials

Pondirg

o CAppointment
arsc.on
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As Needed: Printing the Word Merge of the Facility Application Form

The user may want to print the Word Merge of the Facility Application
Form in iConnect. The ability to print the Word Merge of the Facility
Application From will appear after the form is saved. Signatures are not
required on the form due to typing the name on the form in iConnect in the
Attestation. To print the Word Merge of the Facility Application Form,
follow the steps below.

1. Set “Role” = Service Provider then click Go

Role T~

V|W

2. Navigate to the Facility Record that contains the Facility Application
Form that is being printed.

File
Quick Search /
ADT Record Name e ADVANCEL

3. Navigate to the Forms tab and select the appropriate Facility
Application Form from the list view grid.

ADT Record Name (24781)

Workers | Services | ProvideriD Numbers | Beds | Linked Providers | Service Area

Providers CAP EVV Activities EVV Scheduling Forms. Contracts. Enroliments. Authorizat tions. Notes Appointments Credentials
Filters
FomNamev| | EqualTe v [[Faciiy Appiication Form (APD 2025-08) v]  ANDv | | x
D v ot
Search  Reset
2 Providers Forms record(s) returned - now viewing 1 through 2
[T Division [ FormID I Form Name I Review I Review Date v
| laeo | 28076 | Faciity Appiication Form (APD 2025-09) 4 it |osin2025

4. Once opened, select Word Merge > Facility Application Form

ofd iCennect

File  Word Merge /
Facility Application Form

Facility 9)
An asterisk (*) indicates a | Open and fill the word merge template Facility Application Form
Provider Assessment
Division * APD v
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APD USE ONLY:
File #:

agency for persons with disabilities —Acsleatons

State of Florida

License Application

This application for an initial license or license renewal must be completed by the i 1l or the
of a business entity. *Please note, “Change in Ownership" refers 1o a facility or program that was acquired through a Change of
ownership/acquisition from an existing APD licensed provider. If you are pursuing a change in ownership of an existing licensed APD
provider, please complete the form below as “initial” and indicate “Change in Ownership”. Please ensure that all applicable parts of this
form are completed legibly and in their entirety. All information completed in this form must comply with Section 393.067, Florida
Statutes (F.S) and Chapler 65G-2 Florida Administrative Code (F.A.C.). Applicati shall be | under oath and must contain

factual and accurate information. If you have questions regarding this form or the application process, please contact your APD
regional office for assistance.

5. The form will be on the computer’'s downloads. Open the file.

4518wserld=13213&chapterN... A 7 | {3 | ¢=

&
PN

strai Downloads 1 Q. 5P oer
iEZ ¢D— Mew Licensure Application_09242025 (1).doce or
Open file

- Seemore

6. The form will display. Click Enable Editing.

Fle  Home Insert Draw Design Layout References Mailngs Review View Help Acrobat /
@ PROTECTED ViEW

continvinuses, Unless you need to it it afr o tay in Protected View f
= i 1 i 2. 3 ' 4 i 5 . i 6
=1

agency for persons with disabilities
State of Florida

f
Application #

License Application

7. Print the form from the device.
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