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Chapter 17 | QA- Alert Remediation

When the Qlarant reviewer identifies an issue during
the Provider Discovery, Person Centered Review,
Health, Safety, Right, or Abuse/Neglect/Exploitation
or the Abuse Hotline is contacted, they will email the
specific region that the Provider reports to prior to
leaving the site to inform the region of the Alert
findings.

The QA Workstream Worker or appropriate person
will call the Provider to immediately discuss the
Alert.

Add CAP Record for Alert

The QA Workstream Worker will create the CAP record for
the Alert.

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

~,
Role \
Region QA Workstream Waorker ﬂ @

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

and click go.
- Wel
o ionnet -
File
Quick Search
A Test Provider X | | Providess [V Prosigerame v @
MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER
Filters /
1 1

3. Navigate to the Providers > CAP tab
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ogd ennect

File

Quick Search

A TEST Provider (10002)

Filters

Worke: Services. mt s | Con s Sesvice Area mir
Toviders wisions. oms | Er
“n M+ \
o | e |

4. Select File > Add CAP

od iCennect

File
Add New Provider Search
Add CAP

Print \

5. Update the following fields:
a. "CAP Type" = Plan of Remediation - Alert
b. "Date of CAP" = Enter Date
c. “Associated Form ID#” = Enter Form ID if applicable
d. "Date Provider Notified" = Enter Date
e. “CAP Due Date” = Enter Date
f.  “Status” = Pending
g. "Comments" = Enter if applicable
h. "QA Workstream Worker" = Click the ellipsis to add the appropriate worker
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oad iConnect

File  Reports

"mp | lcap

oms | cap 152
capType
Review Type*
Date of CAP* o103 |8
Region*
Associated Form ID# <
Date Provider Notified * 11/01/2023 ]
CAP Due Date ¥ 1108202 |2
SIS [Pending v|
Date Verified Complete by APD Staff 3

‘BI U 16px ~ A~

Comments <
QA Workstream Worker <+ .. Clear
QA Workstream Lead . Clear

6. When finished, select File > Save CAP

Eile

Spell Check

Save CAP -if———
Save and Close CAP

Print

Close CAP

7. Click “Items” on the left-hand navigation menu and then File > Add Item
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File

‘ CAP |

ltems ‘-.._______-_-

File
Add ltemn  —

Print

Close ltems

8. Update the following fields:

"Action Type" = Alert

"Discovery Source" = QIO Report

"Remediation Type" = POR

"Employee Involved" = Enter Name if applicable

© a0 o oW

"Standard Not Met Description" = Click the ellipsis to add the appropriate Standard
Not Met. Findings not specific to a standard should be listed in the Comments field.

"Comments" = Enter Comments
"Item Status" = Pending
"Due Date" = Enter Date

"Provider Worker" = Click the ellipsis to add the worker if applicable

> o

\/) Pro-Tip: Uncheck box next to “Limit search results to my
e provider workers” to see all workers

j.  "Corrective Action Required" = Enter Information

i Well February 2024 Page 6
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Summary

Item ID

Action Type — ’
Discovery Source* A,
Remediation Type* - ‘

Employee Involved*

Client Reviewed*

Standard Not Met Description dfp—— 1 Level of care is reevaluated at least every 365 daysand co ... Clear
Comments ===

o Sass €

Due Date ‘ 1172472023 J

Provider Worker . Clear

Corrective Action Required

Evidence of Completion

If additional items need to be added, then repeat steps 7
and 8 as necessary by selecting File > Save and Add
Another Item for each new item.

9. When finished, select File > Save and Close Item
File
Spell Check
Save ltem
Save and Add Ancther ltem

Save and Close ltem

Print

Close ltem

If a PAARF is needed, proceed to Chapter 13, and follow the
PAARF process.

aim, Well February 2024
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Generate Initial Alert Contact Letter

The QA Workstream Worker will generate the Initial
Alert Contact Letter and include the CAP ID# in the
documentation.

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

~,
Role \
Region QA Workstream Waorker ﬂ @

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

oad iCennet

File
Quick Search

ATest Provider X | | Providers ™| Provider Neme: v @

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filters /
1 1

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

MY DASHBOARD CONSUMERS ‘ PROVIDERS Ih
A TEST Provider (10002)
Workers | Services Provide’Aﬂumbers Contracts | Beds

Providers | Divisions | Forms = Enroliments | Authorizations

4. Select Word Merge > Initial Alert Contact Letter

aim, Well February 2024 Page 8
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Word Merge

Final APD i

Word Merge

ign-Off Form

Initial Alert Contact Letter — <le—

Initial APD iBudget Waiver Sign-Off Form

Initial High Score Contact Letter

Initial Low Score Contact Letter

Initial Non QIO Remediation Contact Letter

Chapter 17 | QA- Alert Remediation

5. Select Open Document to open the Word Merge document for editing

File

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

Jpe | MO

Lime!

\

6. Save the Word Merge Document to the computer desktop by clicking the Save button and
then Open

= Well
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Ron DeSantis
Governor
] |
Taylor Hatch
Director
] ]
State Office
4030 Esplanade Way
Suite 380
Tallahassee, FL 32399-0950
[ | ]
Nerthwest Region
4030 Esplanade Way
Suite 280
Tallahassee, FL 32399-2948
[ | |
Northeast Region
3631 Hodges Boulevard
Jacksonville, FL 32224
[ | |
Central Regicn
400 West Robinsen Street
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o

agency for persons with disabilities
State of Florida

Click here to enter a date.

Test Provider

John Test

9125 Branchwater Ct,
Jacksonville, FL 32244

Re: Alert Plan of Remediation

Dear John Test:

The Agency for Persons with Disabilities (APD) is in receipt of an

Alert reported by the Quality Improvement Organization. This

letter is a follow-up to our initial contact on Click here fo enter a

date.. Identified Alerts are issues related to health, safety, rights,

abuse, neglect or exploitation. Per the APD Quality Management [y
System Operating Procedure #4-0007 (Section A), a Plan of

Remediation (POR) is required to ensure immediate action and

substantial improvement has occurred on the part of the

responsible service provider.

7. Edit the Word Merge Document as necessary

8. When finished with editing the Word Merge Document, click File > Save as to save the
updated Word Merge to a specified folder on the user’s desktop

9. IniConnect, Click Upload and Save to Note after saving the word document

10. Select the file name on the computer desktop and then Click Open to open the word
document and then click OK on the pop-up message box

= Well
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Message from webpage @

! . Document was successfully saved to Note with NotelD=11892,

— [

11. Update the following fields on the Notes Detail Screen
a. "Division" = APD
b. “Associated Form ID#” = Enter ID if applicable
"Note Type" = Alert Notification
"Note Subtype" = Alert Contact Letter
"Description" = Alert Contact Letter
"Note" = Enter notes

"Status" = Complete

S ®m ™~ 0o a0

Click the ellipsis on the "Add Note Recipient" to add the Service Provider as the Note
Recipient (Note: The user can reference the contact name on Provider demographics to
know who to send the note to if needed)

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

aim, Well February 2024 Page 11
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MNotes Details

Division *

Note By * [Buck, Jennifer v
Note Date * 01/042024 |

Note Sub-TyDe fmm—

Associated Form [D¥ f—

- Alert Contact Letter
Description i

B J U 16px - A~

Note lif—

Status ¥ g Complete v

Date Completed 01/04/2024

Attachments

Add Attachment

Document / Description Category Action

alert contact letter Remove

Note Recipients \

Add Mote Recipient: Clear

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

Save and Close Notes

Print

Close Notes

aim, Well February 2024 Page 12
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13. Upon saving the note, a Workflow Wizard triggered the reminder tickler that is due in 7 calendar days

Workflow Wizard

Validate that the Provider
nas completed the POR 4
for the Alert within 7 days

a. Tickler - “Validate the Provider has completed the POR for the Alert within 7 days”
b. Assigned to Self (whoever created the note will get the tickler)

c. Due on the 7th calendar day from the “Plan of Remediation/Alert Contact Letter”
completed note

14. Additionally, a second tickler was triggered that needs to be reassigned to a Service Provider
Worker immediately.

Workflow Wizard

Reassign to Service
Provider Worker

a. Tickler - “Reassign to Service Provider Worker”

b. Assigned to Self (whoever created the note will get the tickler) and they will
reassign

c. Due immediately
15. Click the tickler flyout menu on the “Reassign to Service Provider Worker” and select
Reassign.

Workflow Wizard

Reassign to Service

Provider Worker Open
Cancel
—p | Reassion
Complete

s, Well February 2024 Page 13
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16. Search for and select the Service Provider Worker. Once the worker’s name has been
selected, the tickler has been reassigned and will disappear from the QA Workstream
Workers tickler list view. The Service Provider worker will retrieve the tickler from their My
Dashboard > Provider > Ticklers when they log in to the application.

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

Tickler Name Provider Name Date Created + DateDue

Reassign to Supervisor to initiate FSFN search on licensee. Test Provider 1011872023 101812023

Notify Licensing Provider Applicant of any Errors or Omissions | Test Provider 09/27/2023 102712023

Notify Licensing Provider Applicant of any Errors or Omissions | Test Provider 09/27/2023 102712023

Review Licensing Renewal application for error or omissions Test Provider 09/26/2023 102612023

Correclive Action Plan is due in 5 days Test Provider 09/23/2023 10/08/2023

Review Provider Record for Gorecive Aciion Pian - Moniniy Test Provider 0812312023 10/08/2023

New Corrective Action Flan is Due - Licensing

735%‘;‘:?%; Search by: Search Text: [buck | Search  Cancel
Due Dates

CAP Revision Due - Licensing Renewal

Review Provider Record for Gorredtive Action| e

S | memBerD _ . Tme . UserDActive
s T A B e
=t 2486 Buck, Jennifer Yes
FrmrEE A R I CTE 1230 Buck, Sarah Support Coordinater Yes
Review Provider Record for Corrective Action|
Rononat 15042 Buck, Timotny Yes
Review Licensing Reneuwal application for err 15347 Buckley, Silvia Yes
Review Licensing Renewal application for err 21332 BUCIINER, LAVANYA ves
21809 Buckner, Shambray Yes
24156 BUCKNOR, SEAN Yes

Access Ticklers

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

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

Role \

Region & Worksiream Worker @

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

—_— | MY DASHBOARD } CONSUMERS | PROVIDERS
 —— PROVIDERS
‘J Notes (> |
Complete 32
Pending 20
“ Ticklers (> |

Ticklers ﬁ. 75

s WellSky February 2024 Page 14
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3.

5.

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 v Equal To v New v AND v x

Status v +

/] Apply Alert Days Before Due
Search  Resat

75 My Dashboard Ticklers record(s) retumed - now viewing 1 through 15
Tickler Name Provider Name e Date Created v Date Due Date Completed Status

Reassign to Supervisor o initiate FSFN search on licensee Test Provider 101872023 10182023 New

Nofify Licensing Provider Applicant of any Erors or Omissions | Test Provider 092712023 102772023 New

When the Plan of Remediation/Alert Contact Letter note was saved, a Workflow Wizard was
triggered to remind the QA Workstream Worker to review in 7 calendar days

Workflow Wizard

Validate that the Provider
has completed the POR r
for the Alert within 7 days

a. Tickler - “Validate the Provider has completed the POR for the Alert within 7 days
b. Assigned to Self (whoever created the note will get the tickler)

c. Due on the 7th calendar day from the “Plan of Remediation/Alert Contact Letter”
completed note

The user has visibility to see all ticklers that are due now or in the future.

As Needed: Conduct Meeting

The QA Workstream Worker may conduct a virtual or
in person meeting to discuss the incomplete items
prior to a Supervisor Review. The QA Workstream
Worker will document the meeting specifics in a note.

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

~,
Role \
Region QA Workstream Waorker ﬂ @

aim, Well February 2024 Page 15
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2. Navigate to the Providers chapter and enter the Provider’s name in the Quick Search
filter and click go.
O’:j iCennect &2

File
Quick Search

ATest Provider X Proides V]| Proasertiane v

CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Fitters: /

MY DASHBOARD

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

File Reports
Quick Search

| Providers [V] | | Provider Name

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHE

A TEST Provider (10002)
Workers | Services | Provider IDNumbers | Contracls = Bel  Linked Providers | Allases | Conditions

Providers | Divisions | Forms | Enrolments | Authorizations | Notes | Credentials | EVVScheduling

Filters

Note Type j Equal To ﬂ j‘ ANDﬂ x
NoteDate v [+

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print

5. Inthe new Note record, update the following fields:
a. "Division" = APD
“Associated Form ID#” = Enter Form ID if applicable
"Note Type" = Plan of Remediation
"Note Subtype" = Visit to Provider
"Description" = Visit to Provider

"Enter Note" = Enter notes

- D 0 T

"Status" = Complete

s, Well February 2024 Page 16
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g. Click the ellipsis on the "Add Note Recipient" to add the Service Provider 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

ocd iennect

File Tools

Notes Details
Division * —
Note By *

Note Date *

Associated FOM D7 ffemmm—

Note Type * <
Note Sub-Type I
Description .

Note ‘

Status * - —

Date Completed

Attachments

Add Attachment

Document

There are no attachments to display

Note Recipients

Add Note Recipient:

[Reed, Monica v

10062023 |

Plan of Remediation + |*

[Visit to Provider v

Visit to Provider

|B I U 16pc ~ AT

Document on site visit meeting with the Provider

1110612023

Description

N

Clear

6. When finished click File > Save and Close Notes

= Well

February 2024
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File Tools
Spell Check
Save Motes

Save and Close Notes

Print
Close Notes

Update Plan of Remediation

The Service Provider will receive notification of the Alert
Contact Letter note and tickler on My Dashboard. They
will review the CAP record and item details and enter the
corrective action taken for each item.

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

Role \

Sevcepovser T GO |

2. The Provider’s record will display. Navigate to the Providers > CAP tab

QU iConnect

File
Quick Search

Providers [v] | Provider Neme v e

MY DASHBOARD |  CONSUMERS PROVIDERS NCIDENTS CLAMS SCHEDULER UTILITEE

ATEST Provider (10002)
Workers Servies ProwderlDNumbers Confacts Beds  LinkedProwders  Alases Condifions | Sendce Area | Admr

Providers | Dvisons | Fomns | Envolmerts  Auhoizafons | Noes | Credenfials | EVV Scheduling (CABY Apporiments

Filters
CAPID v o+ \

3. Select the appropriate CAP record via the hyperlink

aim, Well February 2024 Page 18
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~)-Filters
CAP ID j +
| et ]
19 CAP record(s) returned - now viewing 1 through 15
CAP | QIO Report Date Provider Number of Number of Licensing Overall Corporate PDR
D Number Notified Status Alerts Items Worker | POR Worker Score
) Reed

1 02/05/2018 Pending |5 2 b

2 02/05/2018 Complete 2

3 02100/2018 Pending 2

4. Click the Items link on the left-hand navigation menu

File Word Merge

CAP

5 |

5. Select an Item via the hyperlink in the list view grid

Item Qio Remediation Standard Not Item Complete Action
Number Category Type / Status Due Date Date Worker Type
o . Buck, Regional
4455 POR 8.010(3) Pending | 020172018 | 02052018 |\ " Yy
. . . Reed, B -
Licensing 1 Pending Varica Licensing
Rights FOR Complete | 1010/2018| 101212018 Alert

6. Enter the Corrective Action Required information and Click Append to Text to Note

Summary
Item ID 691
Action Type Alert *
Discovery Source® QIO Report
Remediation Type* POR "
Employee Involved* P
Standard Not Met Description™ :es;:aﬂ?lgw T TRREIITE flable for
4
Comments 2
New Text
Item Status Pending
Potential Billing Discrepancy Amount
Due Date 08/01/2023
Provider Worker Clear

corrective actions listed here
On 12/20/2023 at 3:43 PM, Jennifer Buck wrote: Corrective actions provided

New Text
Corrective Action Required % | Add corrective action information[to
—_—

— Append Text to Note

Evidence of Completion

New Text

s WellSky February 2024 Page 19
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7. When finished, Click File > Save and Close Item

File

Repeat steps 4-7 for each item that needs
to be updated

8. Click File > Close Items

File

9. Click File > CAP on the left-hand navigation menu
File Word Merge

CAP A

10. Select File > Save and Close CAP

. WellSky February 2024
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File

History
Save CAP /
Save and Close CAP

Print
Close CAP

CAP Submitted

The Service Provider will add a new note to advise the QA
Workstream worker that the CAP items have been updated
and attach any supporting documents.

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

Role \
Service Provider v E

2. Navigate to the Providers > Notes tab

File  Reports

Quick Search

| eroviders (]| | Proviger neme
MY DASHBOARD |  CONSUMERS | PROVIDERS } INCDENTS | cLas SCHE
ATEST Provider (10002)
Workers | Services Provider ID Numbers | Coniracts | Bedgy | Linked Providers | Aliases Conditions.
Providers | Divisions Forms | Enrolments | Authorizations | Notes | Credentials | EVVScheduling
Filters
NoteType (V| [EqualTo v M [anov]
NoteDate  [v| [+

3. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Prin \

s WellSky February 2024 Page 21
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4. Inthe new Note record, update the following fields:

m -0 o0 T

= Well

"Division" = APD

"Note Type" = Plan of Remediation
"Note Subtype" = CAP Submitted
"Description" = CAP Submitted
"Enter Note" = Enter notes
"Status" = Complete

Click "Add Attachment" and search for the copy of the supporting documentation on
the user's computer. Click Upload and Add Another until finished

File I Browse...

File Name (@) from uploaded file

() create new

L/

Description

Category b

Note: Maximum size for attachment is set to 5.76 MBytes.

Click the ellipsis on the "Add Note Recipient" to add the QA Workstream Worker 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

February 2024 Page 22
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o iConnect

File  Tools

Notes Details

Division *

Note By * [Reed, Monica v

Note Date * 10062023 |8

R u— [Pl fRemedsion

Note Sub.Type -effe— [CAP Submitted v

Description 4____ CAP Submitied P

|B Z U 16px - A~ |

Note ‘

T ——

Date Completed 11/06/2023
Attachments /

Add Attachment

Document Description

There are no attachments to display

Note Recipients \

Add Note Recipient: ...  Clear

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

Close Notes

aim, Well February 2024 Page 23
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Submit for Supervisor Review

The QA Workstream Worker will receive notification of the
CAP submitted/revised or further documentation note on My
Dashboard. They will review the documentation for
completeness and send a note for the QA lead to review the
CAP record.

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

N
Role \
Region & Worksiream Worker ﬂ @

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

od ionnet

File
Quick Search

A Test Provider X | Providers V]| | Proviger Neme: v @

MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filters /
1 1

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

File  Reports
Quick Search

| Providers [v] | | Provider Name

MY DASHBOARD | CONSUMERS ‘ PROVIDERS INCIDENTS CLAIMS SCHE

A TEST Provider (10002)
Workers | Services | Provider IDNumbers | Contracts = Bely  Linked Providers | Aliases | Conditions

Providers | Divisions | Forms | Enrolments | Authorizations | Notes | Credentials |~ EVV Scheduling

Filters
Note Type j Equal To j j‘ ANDﬂ x

Note Date ﬂ +

4. Click File > Add Notes

s Well February 2024 Page 24
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File Reports
Add New Provider Search
Add Notes
Print

Chapter 17 | QA- Alert Remediation

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

“Associated Form ID#” = Enter Form ID if applicable

“Note Type” = Plan of Remediation/Supervisor Review

a
b

c. "Note" = Enter notes
d. "Status" = Pending

e

Click the ellipsis on the "Add Note Recipient" to add the QA Workstream

Worker/Lead as the Note Recipient

f. 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 *
Mote By *

Mote Date *

Associated Form 1D# if—
Note Type ¥  —fff—

Note Sub-Type

Description

Note f—

Status * -——

Date Completed

Attachments

Add Attachment

Document

There are no attachments to display

Note Recipients

Add Note Recipient:

= Well

[Reed, Manica A
110082023 |2
[Plan of Remediation/Supervisor Review ~[

| ~[

|B I U Tepx v A~

Description

N\

Clear

February 2024 Page 25
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6. When finished click File > Save and Close Notes
File  Tools
Spell Check
Save Notes

Save and Close Notes

Print
Close Notes

Supervisor Approval

The QA Workstream Supervisor OR Lead will respond

/ to the pending note from the QA Workstream Worker
with approval. If denied, proceed to CAP Rejected or
Further Documentation Required

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

Role —
Region Q4 Worksiream Lead [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
H Inquiry Alert Notes List ‘ ‘ Notes ‘ ‘
lotes 0 Unread Alert Notes 0 Complete / 3
Pending 11

3. Select the Note Type = Plan of Remediation/Supervisor Review and select the pending
record via the hyperlink.
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Q0 iConnect Welcome, Monica Reed Note:
- 11/8/2023 118 PM W

File  Tools

Filters

statis v EqualTo v Pending v  ANDwv X
NoteType v +

Search Reset

38 My Dashboard Notes record(s) returned - now viewing 1 through 15
Provider NotzType / Note Date v Description Author status O

Test Provider Plan of Remediation/Supervisor Review 110812023 Reed, Monica Penging

4. In the pending Note record, update the following fields:
a. "Note Type" = Plan of Remediation/Supervisor Approval
b. "Append Text to Notes" = Enter notes to indicate review complete and approved and
then click Append Text to Note
c. "Status" = Update to Complete
Click the ellipsis on the "Add Note Recipient" to add the 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
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Notes Notes Details
Division ¥
Note By * Reed, Monica
Note Date * ioeizo2s |
Associated Form ID#
Note Type * fp———— Plan of Remediation/Supervisor Approval ~ [
Note Sub-Type [>T
Description P
(=5 New Text

[ B Z U o - A~

Enter notes to indicate review complete and approved

Append Text fo Note

Status ¥ < Complete ~
Date Completed 11/08/2023
Attachments

Add Attachment

Document Description

There are no attachments to display
Note Recipients \

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

Save and Close Notes

Print

Close Notes

Update CAP Iltem

The QA Workstream Worker/Lead will review the CAP
record and then close out each CAP item as either
Complete, CAP Rejected, CAP Late or CAP Not
Compliant.

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

Role

Region QA Workstream Waorker ﬂ @

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

Welc

o itennect =
File
Quick Search
A Test Provider X Poiders [v] | Provicer Name v @
MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAINS SCHEDULER

Filters /
1 1

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

od iCennect

File

Quick Search

MY DASHE0ARD | COMSUMERS PROVIDERS INCIDENTS CLAMS SCHEDULER

ATEST Provider (10002)
Workers  Senices | Provider D Numbers = Conbracls | Beds  Linked Providers  Aliases | Condiions | Service Area  Admir

Providers | Dwisions | Fomns | Enoiments | Auiharzasons | Neies | Cregeniials | EVV Schequing |(CAPL Apponiments

Filters
CAPID + \
Bl Bl

4. Select the appropriate CAP record via the hyperlink

/)-Filters

| <

CAPID v [+

Search = Reset

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

CAP QIO Report Date Provider Review Status CAP Due Number of Number of Licensing
D Number Notified v Type Date Alerts ltems Worker

15 111012023 f\}g;"f Eemediationy | Pending | 110872023 0

CAP Type

5. Click the Items link on the left-hand navigation menu
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File  Reports
‘ CAP ‘ CAP
tems ‘—— CAPID 152

CAPType [Plan of Remediation - Alert v |

6. Select an Item via the hyperlink in the list view grid

Item Qio Remediation Standard Not Item Complete Action
Number | Category Type/ t status | Due Date Date Worker Type
V d ) Buck, Regional
4455 POR 8.010(3) Pending 02/01/2018 | 02/05/2018 Jenniter oA
N . Reed, P
Licensing 1 Pending Vonica Licensing
Rights POR Complete | 10102018 | 10M2/2018 Alert

7. Inthe Item Detail, update the following fields:
If the Item is Complete:
"ltem Status" = Complete
b. "Complete Date" = Enter Date

c. "Evidence of Completion" = Document that the item was reviewed/approved for the
corrective action noted. “Click Append Text to Note.”

Summary

item 1D 84

Item Number

Action Type [Alert ™

Discovery Source

Remediation Type POR hd

QIO Category [Rights v

Employee Involved

Standard Not Met Description | | Clear |

0 record(s) returned

Reason Not Met

| Search |
ltem Status Sl
Due Date 1010/2018) x |
Complete Date el 10122018 |
‘Worker _m

On 10/12/2018 at 5:06 PM, Monica Reed wrote: Append text

New Text

Corrective Action Required

New Text

Evidence of Completion
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If the Item is Rejected:

a. “Comments” = Enter comments as to why CAP item is being rejected. Select Append
Text to Note.

b. "Item Status" = CAP Rejected

Summary

Item ID 691

Action Type [Alet  ~f
Discovery Source™

Remediation Type*

Employee Involved P

Client Reviewed*

Standard Not Met Description 1 Complete and signed Participant/Representative Agreemer| ... Clear

New Text

m— Comments why it was rejected

Comments
4
—ln Append Text to Note

Item Status i [ CAP Rejected ~]
Due Date 08/01/2023 =
Provider Worker —Clear,

corrective actions listed here

On 12/20/2023 at 3:43 PM, Jennifer Buck wrote: Corrective actions provided

4

Corrective Action Required New Text %

Append Text to Note

New Text

Evidence of Completion

Append Text to Note

If the Item is Late:
a. '"ltem Status" = CAP Late
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Summary

Item ID

Action Type
Discovery Source®

Remediation Type®
Employee Involved*

Client Reviewed™

Standard Not Met Description

Comments

QIO Report d

POR v

1 Complete and signed Participant/Representative Agreemer|

New Text

Chapter 17 | QA- Alert Remediation

Clear

Append Text to Note

Item Status
Due Date

Provider Worker

Corrective Action Required

Evidence of Completion

® AP Late v

08/01/2023
Clear

corrective actions listed here

On 12/20/2023 at 3:43 PM, Jennifer Buck wrote: Corrective actions provided

New Text

Append Text to Note

New Text

Append Text to Note

If the Item is Not Compliant:
a. "ltem Status" = CAP Not Compliant

Summary

Item 1D

Action Type

Discovery Source*
Remediation Type*

Employee Involved*

Client Reviewed*

Standard Not Met Description

Comments

ftem Status ~f—

Due Date

Provider Worker

Corrective Action Required

Evidence of Completion

= Well

568
(Mt v
[FOR~T

John Smith

Alert Comment

New Text

Append Text to Note

Clear

New Text

Append Text to Note

New Text

Append Text to Note

February 2024
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8. When finished, Click File > Save and Close Item
File
History
Spell Check
Save ltem
Save and Add Ancther ltem
Save and Close ltem
Print

Close ltem

9. Click File > Close Items
File
Add Item
Print

Close ltems \

As Needed: Update CAP Detail Record

Once all items are Complete, CAP Late, CAP Not
Compliant or CAP Rejected, the QA Workstream
Worker/Lead will update the CAP Detail Record
status.

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

N
Role \
Region & Worksiream Worker ﬂ @

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

aim, Well February 2024 Page 33



Provider Management Module Chapter 17 | QA- Alert Remediation

- Welc
Oii}j itonnect o
File
Quick Search
A Test Provider X | | Poviders [V Provider Name: | @
MY DASHEOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filters /
1 1

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

ogd iconnect

File

Quick Search

Y DASHBO/ N R PROVIDERS L N CLAIMS SCHEDULER Im
ATEST Provider (10002)

Workers ~ Semices = Provider ID Numbers | Confracts | Beds | Linked Prowiders  Aliases = Condiions | Service Area  Admir

Providers | Divisiors | Foms | Enmolments | Authorzafions | Notes | Credenfials | EVV Scheduling |WGARM| Appomiments
Filters

CAPID v o+ \
[ “Seanh | Reset |

4. Select the appropriate CAP record via the hyperlink

Filters

CAP ID ﬂ +

19 CAP record(s) returned - now viewing 1 through 15

CAP QIO Report Date Provider Number of Number of Licensing Overall Corporate PDR
D

Number Notified Status Alerts items Worker POR Worker
3 Reed
1 e | 02052018 Pending |5 2 e
2 0210512018 Complete 2
3 0210912018 Pending 2

5. If all CAP items are Complete, then update the CAP record status to Complete.
On the CAP Detail page, update the following fields:

"Status" = Complete

"Date Verified Complete by APD Staff" = Enter Date

"Comments” = Enter comments if applicable

“QA Workstream Worker” = Select worker

© oo oo

QA Workstream Lead = Select worker
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CAP CAP
Jtems CAPID
CAPType  —ilf——

Review Type®

Date of CAP*

Region®

Associated Form ID#
Date Provider Notified *
CAP Due Date *

Status

Date Verified Complete by APD Staff

-+

Comments <

iff——
QA Workstream Lead .‘___

QA Workstream Worker

Chapter 17 | QA- Alert Remediation

152

[Plan of Remediation - Alert ~ |

ozezs [

1012023 |4
1082023 |4

Complete ~
m

[ B 7 u 6o -l A -]

Clear

Clear

If all CAP items are Rejected, then update the CAP record status to CAP Rejected.

a.
b.
C.
d.

"Status" = CAP Rejected

"Comments" = Enter Comments if applicable
“QA Workstream Worker” = Select Worker
“QA Workstream Lead” = Select Worker

| CAP

Items

= Well

| cap
CAPID
CAP Type
Review Type*
Date of CAP*
Region*
Associated Form ID#
Date Provider Notified *
CAP Due Date *

Status —

Date Verified Complete by APD Staff

h

Comments

QA Workstream Worker

D —
""--

QA Workstream Lead

February 2024

152
Plan of Remediation - Alert v

1012023 |

I

o103 |
1108023 |

CAP Rejected v
il

‘BI U 16px » A~

Clear

Clear
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Proceed to CAP Revision Note

If all CAP items are Late, then update the CAP record status to CAP Late.

a. "Status" = CAP Late
b. "Comments" = Enter Comments if applicable
c. “QA Workstream Worker” = Select Worker
d. “QA Workstream Lead” = Select Worker
CAP
CAPID 152
CAP Type [Plan of Remadiation - Alert v |
Review Type* [ v |
Date of CAP* 11012023 |8
Region®
Associated Form 1D
Date Provider Notified * 1170172023 el
CAP Due Date * 110082023 |4
Status  efm— [CAP Late v |
Date Verified Complete by APD Staff 3

| B £ U i6ox - A~ |

Comments -~ eif—
QA Workstream Worker . — ...  Clear
QA Workstream Lead Clear

If all CAP items are Not Compliant, then update the CAP record status to CAP Not Compliant.
a. "Status" = CAP Not Compliant
b. "Date Submitted by Provider" = Enter Date
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CAP

CAPID 152

CAP Type [Plan of Remediation - Alert v |
Review Type* | v |
Date of CAP* 1110172023 )

Region*®

Associated Form ID#

Date Provider Notified * 11012023 |10

CAP Due Date * 11/08/2023 1

Status — | CAP Not Compliant v]
Date Verified Complete by APD Staff J

| B 7 U fopc-Ac~

Comments ‘
QA Workstream Worker “-_ ...  Clear
QA Workstream Lead "_- .. Clear

When finished, Click File > Save and Close CAP
History

Save CAP

Save and Close CAP

Print \

Close CAP

Service Provider Notification

The QA Workstream Worker will receive notification of the
Supervisor Approval on My Dashboard. They will then add a
new note to notify the Service Provider.

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

aim, Well February 2024 Page 37



Provider Management Module Chapter 17 | QA- Alert Remediation

N

Role

Region QA Workstream Waorker ﬂ @

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

o ionnect o=

File
Quick Search

ATest Provider X Podes ]| Proviger Name v @

MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filters /
1 1

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

File Reports
Quick Search

| Providers [v] | | Provider Name

MY DASHBOARD | CONSUMERS ‘ PROVIDERS INCIDENTS CLAIMS SCHE

A TEST Provider (10002)
‘Workers | Services | Provider ID Numbers | Confracts | Bel Linked Providers | Aliases =~ Conditions

Providers | Divisions | Forms | Enrolments | Authorizations | Notes | Credentials | EVVScheduling

Filters
NoteType  [v| EqualTo M M| (%

NoteDate v [+

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print

5. Inthe new Note record, update the following fields:
a. “Associated Form ID#” = Enter Form ID if applicable
b. “Note Type” = Plan of Remediation
c. “Note Subtype” = CAP Accepted
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“Description” = CAP Accepted
"Note" = Enter notes

"Status" = Complete

@™ 0 o

Click the ellipsis on the "Add Note Recipient" to add the Service Provider 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

Notes Details

Division *

Note By * [Reed, Monica v

Note Date * sz 8

Associated Form ID# 352

Note Type ¥

Note Sub-Type e \ CAP Accepted v F

Description f— CAP Accepted y,

‘BIEWpr'L

Note <_

Status ¥ lp—
Date Completed 1112812023
Attachments

Add Attachment

Document Description

There are no attachments to display

Note Recipients \

Add Note Recipient: ... Clear

6. When finished click File > Save and Close Notes
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File Tools
Spell Check
Save Motes

Save and Close Notes
Print
Close Notes

As Needed: Further Documentation Required

If the QA Workstream Worker/Lead determines that not
all POR components are complete and further
documentation is required, they will update the pending
note.

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

Role —
Regicn QA Workstream Lead [v] @

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

‘. MY DASHEBOARD ‘ CONSUMERS ‘ PROVIDERS ‘ INCIDENTS ‘ CLAIMS ‘ SCHEDULE
JNSUMERS \ INCIDENTS PROVIDERS
| ‘ Inquiry Alert Notes List ‘ ‘ Notes ‘ ‘
lotes 0 Unread Alert Notes 0 Complete / 3
Pending 1

3. Select the Note Type = Plan of Remediation/Supervisor Review and select the pending
record via the hyperlink.
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Q0 iConnect Welcome, Monica Reed Note:
- 11/8/2023 118 PM W

File  Tools

Filters

statis v EqualTo v Pending v  ANDwv X
NoteType v +
Search  Reset

38 My Dashboard Notes record(s) returned - now viewing 1 through 15

Provider NotzType / Note Date v Description Author status O

Test Provider Plan of Remediation/Supervisor Review 110812023 Reed, Monica Penging

4. In the pending Note record, update the following fields:
"Note Type" = Leave as Plan of Remediation/Supervisor Review
"Note Subtype" = Update to Further Documentation Required
"Description" = Update to Further Documentation Required

"Status" = Update to Complete

Click the ellipsis on the "Add Note Recipient" to add the QA Workstream Worker as
the Note Recipient

a
b
c
d. "Note" = Enter notes as to what evidence is required
e
f

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
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File  Tools
Motes Notes Details
Division *
Note By * Reed, Monica
Note Date * 1082023 |9

Associated Form ID#

Note Type * Plan of Remediation/Supervisor Review ~ |*

Note Sub-Type 4— Further Documentation Required v |*

Description Further Documentation Required .
Note New Text

| B 2 U e - A~

Enter notes as to what evidence is required

Append Text fo Note

Staus ¥ f—
Date Completed 11/08/2023
Attachments
Add Attachment
Document Description
There are no attachments to display
Note Recipients
Add Nole Recipient Clear

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

Close Notes

As Needed: Notify Service Provider

The QA Workstream Worker will receive notification of the
Further Documentation Required note on My Dashboard. They
will then add a new note to notify the Service Provider.

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

Role

Region QA Workstream Waorker ﬂ @

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

o ionnect o=

File
Quick Search

ATest Provider X Podes ]| Proviger Name v @

MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filters /
1 1

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

File Reports
Quick Search

| Providers [v] | | Provider Name

MY DASHBOARD | CONSUMERS ‘ PROVIDERS INCIDENTS CLAIMS SCHE

A TEST Provider (10002)
‘Workers | Services | Provider ID Numbers | Confracts | Bel Linked Providers | Aliases =~ Conditions

Providers | Divisions | Forms | Enrolments | Authorizations | Notes | Credentials | EVVScheduling

Filters
NoteType  [v| EqualTo M M| (%

NoteDate v [+

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print

5. Inthe new Note record, update the following fields:
a. “Associated Form ID#” = Enter Form ID if applicable
b. “Note Type” = Plan of Remediation

c. “Note Subtype” = Further Documentation Required
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"Note" = Enter notes

"Status" = Pending

“Description” = Further Documentation Required

Chapter 17 | QA- Alert Remediation

@™ 0 o

Recipient

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

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 *

Note By *

Note Date *

Associated Form ID# e
Note Type * -

Note Sub-Type -
Description lf—

Note -

Status * -

Date Completed

Attachments

Add Attachment

Document

There are no attachments to display

Note Recipients

Add Note Recipient:

[Reed, Monica ~

11082023 |9

[Plan of Remediation -

[Further Documentation Required ~ [*

Further Documentation Required

B Z U 16px ~ A~

Description

T~

Clear

6. When finished click File > Save and Close Notes

File Tools
Spell Check
Save Notes

Save and Close Notes

Print
Close Notes

= Well

February 2024 Page 44



Provider Management Module Chapter 17 | QA- Alert Remediation

As Needed: Service Provider Response

The Service Provider will receive notification of the
Further Documentation Required Note and will respond
by entering notes and attaching the requested
documentation.

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

Role \
Service Provider 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
JNSUMERS \ INCIDENTS PROVIDERS
| ‘ Inquiry Alert Notes List ‘ ‘ Notes ‘ ‘
lotes 0 Unread Alert Notes 0 Complete / 3
Pending 1"

3. Select the Note Type = Plan of Remediation and Note Subtype = Further Documentation
Required and select the pending record via the hyperlink.

Search  Reset

38 My Dashboard Notes record(s) retured - now viewing 1 through 15

o /

F 3
Provider NoteType Note Date + r d Description Author Stas O

Test Provider Plan of Remediation 11082023 Further Documentation Required Reed, Monica Pending O

4. In the pending Note record, update the following fields:
a. "Append Text to Note" = Enter Notes as to what is being provided

b. Click "Add Attachment" and search for the copy of the supporting documentation on
the user's computer. Click Upload and Add Another until finished
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Browse...

|

File

File Name (@) from uploaded file

() create new

Description
Category b

Note: Maximum size for attachment is set to 5.76 MBytes.

Chapter 17 | QA- Alert Remediation

c. Click the ellipsis on the "Add Note Recipient" to add the QA Workstream Worker as

t

he 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

Notes Details

Division % AFD W

Mote By * Read, Monica

Note Date * 1iza0e3 |

Associated Form ID2

Note Type * Plan of Remediation v

Note Sub-Type [Further Documentation Required W [

Description Further Documentation Required A
Note

Status *

New Text

|n.ru‘u.;:—£

Date Completed
Attachments

Add Attachment

Document

There are no attachments to display

Note Recipients

Add MNote

= Well

Recipient

February 2024

Description \

Append Text to Notz

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

Save and Close Notes

Print
Close Motes

As Needed: Further Documentation Provided

The QA Workstream Worker will receive notification of
the Further Documentation Required Note. They will
review and if complete, add a new note to notify the QA
Workstream Lead.

Proceed to Supervisor Approval when finished.

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

Role —
[Regon 0 Worksteam teed T GO |

2. Navigate to the Providers > Notes tab

File  Reports
Quick Search

| Frovders ] [ erover Name

MY DASHBOARD | CONSUMERS |  PROVIDERS: ‘ INCIDENTS | CLAIMS SCHE

A TEST Provider (10002)
Workers | Services | Provider ID Numbers | Contracts | Bely | Linked Providers | Aliases Conditions.

Providers | Divisions | Forms | Enrolments | Authorizations | Notes | Crecentials | EVV Scheduiing
Filters
NoteType  [v| |EqualTo ] M Janelv]

NoteDate  [v| [+

3. Click File > Add Notes
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File Reports
Add New Provider Search
Add Notes
Print

4. In the new Note record, update the following fields:
a. “Note Type “ = Plan of Remediation/Supervisor Review
b. “Note Subtype” = Further Documentation Provided
c. "Description” = Further Documentation Provided
"Notes" = Enter Notes
“Status” = Pending

. Click the ellipsis on the "Add Note Recipient" to add the QA Workstream Lead as the
Note Recipient

@™ oo

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 *

Note By * [Reed, Monica v

Note Date * 12119203 |

Associated Form ID#

Note Type * A [Plan of Remediation/Supervisor Review [

Note SubType ~<iffsmmmmm [Further Documentation Provided v |

Deserption I Further Documentation Provided J

(B 2 U e oA~

Note e s
Status ¥
Date Completed
Attachments
Add Attachment
Document Description

There are no attachments to display

Note Recipients \

Add Note Recipient . Clear
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5. When finished click File > Save and Close Notes
File  Tools
Spell Check
Save Notes

Save and Close Notes
Print
Close Notes

Proceed to Supervisor Approval when finished.

As Needed: CAP Rejected

Proceed to Update CAP ltem Step 7 first and update
each CAP item to rejected.

Then proceed to Update CAP Detail Record to update
the CAP record to rejected. Once finished, proceed
below to Notify Provider of CAP Rejection

The QA Workstream Lead will update the Plan of
Remediation/Supervisor Review pending note if the
decision is made to reject the CAP to notify the QA
Workstream Worker.

CAP Rejected is defined as — Remediation documents
submitted by the provider are not what is needed to
remediate the identified issues and cannot be revised
to meet the requirements. The provider would be
required to re-review the citation and resubmit the
correct documentation to remediate those items. The
provider may still re-submit documentation during the
7-day period.

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

Role —
[Region GA Workstream Lead Tl GO |
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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 Notes
lotes 0 Unread Alert Notes 0 Complete / 3

Pending 11

3. Select the Note Type = Plan of Remediation/Supervisor Review and select the pending
record via the hyperlink.

QT:: itonnect Welcome, Monica Reed Note:
11/8/2023 112 PM W
File  Tools

Filters

statis v EqualTo v Pending v  ANDwv X
NoeType v +

Search Reset

38 My Dashboard Notes record(s) returned - now viewing 1 through 15
Provider NotzType / Note Date v Description Author status O

Test Provider Plan of Remediation/Supervisor Review 110812023 Reed, Monica Pending

4. In the pending Note record, update the following fields:
a. “Associated Form ID#” — Enter if applicable
b. “Note Type” = Leave as Plan of Remediation/Supervisor Review
c. Note Subtype" = CAP Rejected

d. "Description" = CAP Rejected

e. "Append Text to Notes" = Enter notes to indicate review complete and why the CAP is
being rejected

f.  "Status" = Update to Complete

e. Click the ellipsis on the "Add Note Recipient" to add the QA Workstream Worker as
the Note Recipient

f.  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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Notes Details
Division ¥
Note By * Reed, Monica
Note Date g0 |0
Asgociated Form ID# ‘-—
Note Type *  ~fm—— [Plan of Remediation/Supervisor Review v |
Note Sub-Type  <ffesssm— [CAP Rejected v
Description *—- CAP Rejected P
Hute New Text
|B Z U 6o - A~
Enter notes to indicate the Supervisor Review is complete and why
the CAP is being rejected
Append Text fo Note
Status ¥ -
Date Completed 1110872023
Attachments
Add Attachment
Document Description
There are no attachments to display
Note Recipients
Add Note Recipient: Clear
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5. When finished click File > Save and Close Notes

File Tools
Spell Check
Save Notes

Save and Close Notes

Print
Close Notes

As Needed: Notify Provider of CAP Rejection

The QA Workstream Worker will add a new note to advise the
Service Provider of the CAP rejection.

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

~,
Role \
Region QA Workstream Waorker ﬂ @

2. Navigate to the Providers chapter and enter the Provider’s name in the Quick

Search filter and click go.

opd iCennect

File
Quick Search
Provider Name.

ATest Provider X Proiders

6200

<
El
b3
<

MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Chapter 17 | QA- Alert Remediation

Filters

/

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

Quick Search

| Providers [v] | | Provider Name

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHE

A TEST Provider (10002)
‘Workers | Services | Provider ID Numbers | Confracts | Bel Linked Providers | Aliases =~ Conditions

Providers | Divisions | Forms | Enrolments | Authorizations | Notes | Credentials | EVV Scheduling

Filters
NoteType  [v| EqualTo M M| (%

NoleDate V| 4+

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print \

5. In the new Note record, update the following fields:
“Associated Form ID#” = Enter Form ID if applicable
“Note Type” = Plan of Remediation

“Note Subtype” = CAP Rejected

“Description” = CAP Rejected

"Note" = Enter details as to why CAP is being rejected
"Status" = Pending

@ 0 o0 T

Click the ellipsis on the "Add Note Recipient" to add the Service Provider 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
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Notes Details

Division *

Note By * [Reed, Monica v

Note Date * 11092023 |

Associated Form ID# i

Note Type ¥  offmmmmn [Plan of Remediation v[

Note Sub-Type ‘_ |CAP Rejected v

Description «iffm— CAP Rejected py

|BI U 16px ~ A~

Enter details 25 to why CAP is being rejected

Note ‘_

Status ¥ <f—
Date Completed

Attachments

Add Aftachment

Document Description

There are no attachments to display

Note Recipients \

Add Note Recipient: . Clear

6. When finished click File > Save and Close Notes
File  Tools
Spell Check
Save Notes

Save and Close Notes

Print

Close Notes
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As Needed: CAP Revision Note

The Service Provider will receive notification on My
Dashboard of the CAP Rejected note. They will scan and
save and attach a copy of the supporting documentation to
their desktop for the requested information, update CAP
items as applicable and update the pending CAP Rejected
note.

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

Role \
Service Provider v @

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

‘MYDASHBOARD‘ CONSUMERS ‘ PROVIDERS ‘ INCIDENTS ‘ CLAIMS ‘ SCHEDULE

JNSUMERS \ INCIDENTS PROVIDERS

H Inquiry Alert Notes List ‘ ‘ Notes

lotes 0 Unread Alert Notes 0 Complete / 3

Pending 11

3. Select the Note Type = Plan of Remediation and Note Subtype = CAP Rejected and then
select the pending record via the hyperlink.

Filters
Sus v EqulTo v Pending v  ADv X
NoteTypev | 4

Search  Reset

38 My Dashboard Notes record(s) retumed -now viewing 1 through 15

o o

Provider T NoteType Note Date + - Description Author Status

Test Provider Plan of Remediation 10872023 CAP Rejected Reed Monica Pending

4. In the pending Note record, update the following fields:

a. “Note Subtype" = Update to CAP Revised
b. "Description" = Update to CAP Revised

c. "Status" = Pending
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d. Click "Add Attachment" and search for the copy of the supporting documentation on
the user's computer. Click Upload and Add Another until finished

File I Browse...

File Name (@) from uploaded file

(»)
() create new
Description

Category A

Upload

Note: Maximum size for attachment is set to 5.76 MBytes.

e. Click the ellipsis on the "Add Note Recipient" to add the QA Workstream Worker as
the Note Recipient

f. 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 *

Note By * Reed, Monica

Note Date * 1oezezz |08

Associated Form ID#

Note Type * [P of Remediaton

Note SubType = ~ifmmmm— [CAP Revizad ~

Description ffp—— I CAP Revised ]

on 11/9/2023 at 12:46 PM, Monica Reed wrote:
Enter details as to why CAP is being rejectsd

L3 New Text

B I U 6o - A~

AN

Append Text to Note

Status *

Date Completed
Attachments /
Add Attachment

Document Description

There are no attachments to display

Note Recipients \

Add Mote Recipient: Clear
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5. When finished click File > Save and Close Notes
File  Tools
Spell Check
Save Notes

Save and Close Notes
Print
Close Notes

As Needed: CAP Revision Complete

The QA Workstream Worker will receive notification on My
Dashboard of the CAP Revised note. They will review the
Provider’s response and any documentation and then
update the pending note to complete.

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

~,
Role \
Region QA Workstream Waorker ﬂ @

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

MY DASHEBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE
JNSUMERS \ INCIDENTS PROVIDERS
Inquiry Alert Notes List Notes
lotes 0 Unread Alert Notes 0 Complete / 3
Pending 1

3. Select the Note Type = Plan of Remediation and Note Subtype = CAP Revised and then
select the pending record via the hyperlink.
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Filters:
Saws v EalTo v Pmdng v MDY %
NateTypev +
Searth  Resst
38 My Dashboard Notes recordfs) etumed - now viewing 1 through 15 / /
Provider NoteType Note Date + Description Author Status ]
Test Provider Plan of Remediasion 1105203 CAP Revised Reed, Morica Pendig 0

4. Inthe pending Note record, update the following fields:
a. "Status" = Update to Complete

Notes Details

Division *

Note By * Reed, Monica

Note Date * 1oo2023 |

Associated Form ID#

Note Type *

Note Sub-Type [CAP Revised vl
Description CAP Revised

On 11/9/2023 at 12:46 PM, Monica Reed wrote:
Enter details as to why CAP is being rejected

Aoz New Text
B I U pgx~A-
Append Text to Note
S1atls ¥
Date Completed 11/09/2023

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

Save and Close Notes

Print
Close Notes

Proceed to Submit for Supervisor Review

As Needed: CAP Late

The QA Workstream Worker will add a new note if the
Provider completes the POR, but it is more than 7
calendars day past the 7-day timeframe. The CAP will be
closed as CAP Late.

Proceed to Update CAP Item to update each item status
as CAP Late first, then proceed to Update CAP Detail

\) Record to update the CAP details record status to CAP

Late. Once complete, proceed to update the note as
outlined in the steps below.

CAP Late is defined as — A valid obstacle prevented the
Provider/APD from sending/receiving/reviewing
documents within the 7-day remediation period, but a
good faith effort was applied, and the review was able
to be closed beyond the required 7-day period. This
should not exceed 7 days from the original 7-day
deadline.
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1. Set “Role” = Region QA Workstream Worker then click Go

N
Role \
Region & Worksiream Worker ﬂ @

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

oad itonnect o

File
Quick Search

ATest Providsr X | pries | ovrtans =]

MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filters: /
1 1

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

File  Reports
Quick Search

| Providers [v] | | Provider name

MY DASHBOARD | CONSUMERS ‘ PROVIDERS INCIDENTS CLAIMS SCHE

A TEST Provider (10002)
Workers | Services | Provider IDNumbers | Contracts =~ Bedy  Linked Providers | Aliases | Conditions

Providers | Divisions | Forms | Enrolments | Authorizations | Notes | Credentials |~ EVV Sctheduling

Filters

NoteType  [v] EqualTo M Moany] (%

NoteDate v [+

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print

5. Inthe new Note record, update the following fields:
a. "Note Type" = Plan of Remediation
b. “Note Subtype” = CAP Late
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"Description" = CAP Late
"Notes" = Enter notes

"Status" = Complete

- 0o o o

Click the ellipsis 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

Notes Details

Division *

Note By * |Reed, Monica v

Note Date * 1032028 |

Associated Form ID# -

Note Type ®  fffmmmmmme [Pian of Remediation v

Note SUDT/PE i [CAP Late vl

Description - fm— CAP Late p

B Z U 6px A~

Note e

Statys ¥ — Compleie v
Date Completed 11/09/2023
Attachments

Add Attachment

Document Description

There are no attachments to display
Note Recipients \

Add Note Recipient . Clear

6. When finished click File > Save and Close Notes
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File Tools
Spell Check
Save Motes

Save and Close Notes

Print
Close Notes

As Needed: CAP Not Compliant

Proceed to Update CAP Item status to CAP Not
Complaint first. Please note that some items may
already be in a complete status. These do not need to
be updated to CAP Not Compliant. Additionally,
proceed to Update CAP Detail Record to update the
CAP details record to CAP Not Compliant and then
update the note as outlined below.

The QA Workstream Worker will update the pending
Plan of Remediation/Supervisor Review note if the
Provider does not complete the Plan of Remediation
and the 7-day clock has expired. The CAP will be closed
as Not Compliant.

CAP Not Compliant is defined as — All required
documentation was not valid/correct/received from the
provider within the 7-day remediation period, and there
was no good faith communication between the
provider/APD within the 7-day period to explain. A POR
cannot be closed as CAP Not Compliant until the 7-day
period has expired.

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

N
Role \
Region & Worksiream Worker ﬂ @
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2. Navigate to the My Dashboard > Providers > Notes > Pending and click the hyperlink
for the Pending notes.

MY DASHEBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE
JNSUMERS \ INCIDENTS PROVIDERS
Inquiry Alert Notes List Notes
lotes 0 Unread Alert Notes 0 Complete / 3
Pending 1

3. Select the Note Type = Plan of Remediation/Supervisor Review and select the pending
record via the hyperlink.

Q0 iConnect Welcome, Monica Reed  Note:
11/8/2023 1:18 81 W
File  Tools

Filters.

Saws v EqualTo v| Pending v ANDv X
NoeType v+

Search  Reset

38 My Dashboard Notes record(s) returned - now viewing 1 through 15
Provider NoteType / Note Date v Description Author Status O

Test Provider Pian of Remediation/Supervisor Review 11/08/2023 Reed, Monica Pending

4. The pending note will be marked as complete and a new note created for the provider. In
the pending Note record, update the following fields:

a. "Note Type" = Remains Plan of Remediation/Supervisor Review
b. “Note Subtype” = CAP Not Compliant

c. "Description" = CAP Not Compliant

d. "Append Text to Notes" = Enter notes

e. "Status" = Complete

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

Save and Close Notes

Print
Close Notes

6. Add a new Note record for the Provider. From the Notes tab, Click File > Add Notes

File Reports
Add New Provider Search
Add Notes
Print

7. Update the following fields:
"Note Type" = Plan of Remediation
“Note Subtype” = CAP Not Compliant
"Description" = CAP Not Compliant

a
b
C
d. "Append Text to Notes" = Enter notes
e. "Status" = Complete

f.

Click the ellipsis 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
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Notes Details

Division *

Note By *

Note Date *

Associated Form ID2 ‘
MNote Type * 4———
Mote Sub-Type _

Description  fffj—

Note

Status ¥ < ——

Date Completed

Attachments

Add Attachment

Document

There are no attachments to display

Note Recipients

Add Note Recipient:

Chapter 17 | QA- Alert Remediation

Reed, Monica

1082023 |8

Plan of Remediation » |*
[ CAP Mot Compliant v |t
CAP Mot Compliant

New Text

B J U i6px - A~

Append Text to Note

11/09/2023

Description

N\

Clear

8. When finished click File > Save and Close Notes

File Tools
Spell Check
Save Notes

Save and Close Notes

Print

Close Notes
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