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Chapter 20 | QA- PDR Low Score

The QIO Interface will import records into iConnect on a weekly
basis and create Corrective Action Plan (CAP) records. The
interface will import new PDR information, corrections, and
reconsiderations into iConnect to pre-populate a new CAP in a
provider’s record.

NOTE: Qlarant replaces any prior report with a NEW report and
the new one counts as the active report. A new review ID is given
and thus becomes the current active record for a provider
replacing the previous one.

Example:
IF a Report is sent and then a correction is sent - close the report
and remediate the correction only

IF a Report is sent and then a reconsideration is sent- close the
report and remediate the reconsideration only

IF a Report is sent, then a reconsideration, then a correction -
close report and reconsideration, remediate the correction

IF a Report is sent, then a correction, then a reconsideration -
close report and correction, remediate the reconsideration

IMPORTANT: APD will complete and review the CAP in the Provider record to ensure it is
correct. APD will then contact the Provider with the appropriate letter according to the plan of
remediation type. The provider can begin working on the CAP once this letter has been
received.

Do not work on any CAP within your record before the APD QA Liaison has contacted you as
this may result in additional items being added to your CAP.
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Generate Provider CAP Report

The QA Workstream Worker or Region Designee
will generate the Provider CAP report to identify

CAP records for their specific region.

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

N
Role \
Region & Worksiream Worker ﬂ @

2. Navigate to My Dashboard > Reports > Provider CAP Report
ocd iConnect

File  Reports

A

D et

Quick Search
Missing Provider Selection - HAR Consumers

Pending Notes - Consumers HAR

Pending SANS —_— (e
‘ MY DASHBOARD

Plan Report

Planned Service Rates vs Credentials

Notes Provider CAP Report -— HNotes

Compl Provider Documentation - APD ‘ Open Provider CAP Report |5 Complete

3. Enter the following information and then Click > View Report to generate the report
a. “CAP Begin Date:” = Enter Date
b. “CAP End Date:” = Enter Date
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Provider Management Module Chapter 20 | QA- PDR Low Score

Ty a— T R el
T — =T

WAt Joid b bl @ [ endibec M- @&
Provider CAP Report

Report Run Time:11/3/2023 4:28:30 PM

Region Provider County  ProviderID Provider Agency/Name Provider Medicaid 1D CAP ID QIO Report CAPType(Modifier)
Number({Same)

NORTHEAST  Duval 21347 Test Provider FL545454 101 Plan of Remediation
NORTHEAST  Duval 21347 Test Provider FL545454 130 Plan of Remediation
NORTHEAST  Duval 21347 Test Provider FL545454 131 Plan of Remediation
NORTHEAST ~ Duval 21347 Test Provider FL545454 132 Plan of Remediation
NORTHEAST ~ Duval 21347 Test Provider FL545454 152 Plan of Remediation - Alert
NORTHEAST ~ Duval 21347 Test Provider FL545454 128 Notice of Non-Compliance

View Report

4. The Provider CAP report can be exported to excel for review if needed.

C E G H I J

Provider CAP Report

Report Run Time:11/3/2023 5:05:10 PM

Region Provider County ProviderID Provider Agency/Name Provider Medicaid ID CAPID QIO Report CAPType(Modifier)
Number(Same)

NORTHEAST Test Provider Notice of Non-Compliance

NORTHEAST  Duval 21347 Test Provider FL545454 87 ROM Letter
NORTHEAST  Duval 21347 Test Provider FL545454 87 ROM Letter
MNORTHEAST  Duval 1347 Test Provider N FL545454 92 ROM Letter
NORTHEAST  Duval 21347 Test Provider FL545454 101 Plan of Remediation

Update CAP

The QA Workstream Worker/Lead will update the
CAP Detail Record with additional details and assign
the QA Workstream Worker.

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

N\

Role

| Region Q4 Workstream Worker | w
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and click go.

o0 iCennect

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

Welc
File

Quick Search \

A Test Provider X | | Providess (V] Provider Hame v @

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS

. . /

CLAIMS SCHEDULER
Filters

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

ocd wennect

File
Quick Search
— ] [rovmrere ~
Y DASHBOAR NSUMER PROVIDERS L N CLAIMS SCHEDULER LIME
ATEST Provider (10002)
Workers ~ Senices | Provicer IDNumbers = Coafracts | Beds = Linked Froviders = Aliases = Condilions =~ Service Avea  Admir
Providers = Divisions | Fomms | Enrolmenis  Authorizaions = Nofes | Credenfisls | EVV Scheduling JEARM Appointments
Filters
CAPID

=L N

4. Select the appropriate CAP record via the hyperlink

Filters
CAPID ﬂ +

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

CIII\]P Q:ﬁ.:ﬁ«:n Dat;:ﬂrfti):;der Status. Nu:r::; of Null;k::sr of L:,t\:lecr::i;:g POR Worker Overall Csc::r:r«:rale PDR
1 g | 02052018 Pending |5 2 b
2 02/05/2018 Complete 2
3 02/09/2018 Pending 2
5. Inthe CAP Detail, update the following fields:
a. “Date Provider Notified” = Enter Date
b. “CAP Due Date” = Enter Date as 90 calendar days after the date the provider was
notified
c. “QA Workstream Worker” = Select worker
= Well
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6. When finished, Click File > Save CAP

File Reports
File

Histq

Save CAP _

Delete CAP

Save and Close CAP
Print

Close CAP

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

File
o | cap

tems CAPID 1

QIO Report Number
\ CAP Type Plan of Remediation

Date of CAP 02/01/2018
Date Provider Notified 02/05/2018
Status Pending
Number of Alerts 5

Overall Corporate PDR Score %
Corporate Compliance Score %

Corporate Person-Centered Practices Score %

Sum Total Potential Billing Discrepancies $0.00

test comments
Comments
Date Submitted by Provider 02052018 |78
Date Verified Complete by APD Staff 02/05/2018

Date POR Approved by QA Workstream Lead as Complete

POR Worker Reed, Monica Details

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

Item Qio Remediation Standard Not Item Complete Action
Number Category Type/ Met Status Due Date Date Worker Type
x5 ; Buck, Regional
4455 POR 3.010(3) Pending | 02/01/2018 02/05/2018 e riler oA
: . Reed, S
Licensing 1 Pending Monica Licensing
Rights POR Complete | 10/10/2018| 1012/2018 Alert

9. Inthe Item Detail, update the following fields:
a. “Due Date” = Enter Date that the CAP Item is due

b. “Corrective Action Required” = Document what the necessary corrective action is and
then Click Append Text to Note
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Htem Status [Pending v |
DueDite [ @ _
Provider Worker | Loy Cer

New Text

Corrective Action Required

10. When finished, Click File > Save and Close Item

File

11. Click File > Close Items

File

sl WellSky Updated July 2024 Page 8
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Contact Attempt

The QA Workstream Worker will attempt to contact the
Service Provider to set up a meeting. A low score requires a
face-to-face meeting with the Service Provider. This can be
done in person or virtual, at the discretion of Regional
Management. The call to the Service Provider is to set up the
meeting and then the call is documented in a note.

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.

ocd itennect

File
Quick Search

A Test Provider X | | Providers \¥]| | Proviger ame v @

MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAMS SCHEDULER

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

File  Reports
Quick Search

| Providers (V]| [ Provier name

MY DASHBOARD | CONSUMERS ‘ PROVIDERS INCIDENTS CLAIMS SCHE

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

Providers | Divisons | Forms | Enrolments | Authorizations | Notes  Gredentials | EVV Scheduiing

Filters
NoeType  |v|  EqualTo ™ M alv] x

NoteDate  [v| [+
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4. Click File > Add Notes

File

Reports

Add New Provider Search

Add Notes

Print

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

S0 a0 T o

am Well

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

“Note Type” = Plan of Remediation

“Note Subtype” = Contact Attempt

“Note” = Enter notes

“Status” = Leave status as Pending until contact is made, then update to complete

Click the Lookup button on the “Add Note Recipient” to add the QA
Workstream Worker/Lead 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 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

Updated July 2024 Page 10



Provider Management Module

Notes Details

Division *

Hote By "
Note Date *

Associated Form ID# -—

Note Type ¥ @
Note Sub-Type -—

Dascriplion f——

Note -—

Stafus ¥ ~lf—

Date Completed

Attachments

Add Attachmant

Document

There are no attachments to display

Note Recipients

Add Nota Recipient

Chapter 20 | QA- PDR Low Score

APD v
.Qeed Monica W
11102023 L

Flan of Remediation v [

‘Contact Atlempt v

Contact Allemgt

B J U 165 ~ A~

Description

\

Lookup  Clear

If no contact was made with the Service Provider, update

3 this pending note with each contact attempt until the

Service Provider is reached. If it has been more than 90

calendar days with no contact, proceed to CAP Not

Compliant.

6. When finished click File > Save and Close Notes

File Tools
Spell Check
Save Notes

Save and Close Notes

Print
Close Notes

= Well
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Generate Low Score Contact Letter

If the PDR score is less than 85%, the QA Workstream
Worker will generate the Initial Low Score 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.

o itonnect

File
Quick Search

ATest Provider X | Providess [v| | Proviger ame v @

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAMS SCHEDULER

Filters /
1 1

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

MY DASHBOARD | CONSUMERS ‘ PROVIDERS I
A TEST Provider (10002)
Workers | Services F‘mwﬂe,édumners Contracts | Beds

Providers | Divisions | Forms = Enroliments | Authorizations

4. Select Word Merge > Initial Low Score Contact Letter

i, Well Updated July 2024 Page 12
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Word Merge
Final APD iBudget Waiver Sign-Off Form
Initial Alert Contact Letter
Initial APD iBudget Waiver Sign-Off Form
Initial High Score Contact Letter
Initial Low Score Contact Letter I
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 for editing.

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

7. Edit the Word Merge Document as necessary

cd

State of Florida
Click here to enter a date. \

Re: Provider Discovery Review Number Enter PDR Number.

Vg

The Agency for Persons with Disabilities (APD) is in receipt of your
Provider Discovery Review (PDR) report completed by the
Quality Improvement Organization. The results indicate your PDR
Score is Click here to enter text.%. You are required to contact
APD no later than Click here to enter a date. to discuss your Plan

Dear :

s, Well Updated July 2024 Page 13



Provider Management Module Chapter 20 | QA- PDR Low Score

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

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. “Note Type” = Plan of Remediation
“Note Subtype” = Low Score Contact Letter
“Description” = Low Score Contact Letter
“Append Text to Notes” = Enter notes

“Status” = Complete

@ o oo o

Click the Lookup button 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

i, Well Updated July 2024 Page 14
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Notes Details

Division® Sl
Note By *

Note Date *

Associated Form ID#

Mote Type ¥ P

Hote Sub-Type h
Description *-

Note

Status * +—

Date Completed

Attachments

Agd Astachment

Decument

Low_04102022 pdf

Note Recipients

Ard Mote Resipient

Chapter 20 | QA- PDR Low Score

APD w

Reed. Monica

|Plan of Remediafion v |

[Low Score Condact Letier v’

Low Score Contact Letier

Append Tesd to Node

[Complete v |
1211052023

Description

Word Templaie: Inial Low Score Contact Letier

N\

Lookup  Clear

12. When finished click File > Save and Close Notes

File Tools
Spell Check
Save Notes

Save and Close Notes

Print

Close Notes

amp WellSlky
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13. A tickler is triggered that needs to be reassigned to a Service Provider Worker.

Workflow Wizard

Reassign to Service
Provider Worker -
Respond to CAP for Low
Score

a. Tickler - “Reassign to Service Provider Worker — Respond to CAP for Low Score”

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

c. Due immediately

14. Click the tickler flyout menu on the “Reassign to Service Provider Worker — Respond to CAP
for Low Score and select Reassign.

Workflow Wizard

Reassign to Service
Provider Worker - |
Respond to CAP for High Open
Score

- Cancel

Complete

15. 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.

Search by: Search Text: buck <+ Search  Cancel
7 record(%relumed
2486 Buck, Jennifer ==
1230 Buck, Sarah Support Coordinator Yes
15942 Buck, Timothy Yes
15347 Buckley, Silvia Yes
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Access Ticklers

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

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

~,
Role \
Region QA Workstream Waorker ﬂ @

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

> | MY DASHBOARD | CONSUMERS FROVIDERS

e  PROVIDERS

‘ Notes ‘
Complete 32
Pending 20

‘ Ticklers ‘
Ticklers ﬁ. 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 v Equal To v New v AND v X
Status v +

Apply Alert Days Before Dus
Search  Reset

75 My Dashboard Ticklers record|s) retuned - now viewing 1 through 15
Tickler Name. Provider Name e Date Created - Date Due Date Completed Status

Reassign to Superviser to initiate FSFN search on licensee Test Provider 10182023 100182023 New

Notify Licensing Provider Applicant of any Erors or Omissions | Test Provider 092712023 100272023 New

s, Well Updated July 2024 Page 17
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4. When the Plan of Remediation/Low Score Contact Letter note was saved, a Workflow
Wizard was triggered to remind the QA Workstream Worker to review in 90 calendar days

Validate the Provider
completed the Plan of
Remediation for Low
Score Contact L etter

a. Tickler - “Validate the Provider completed the Plan of Remediation for Low Score
Contact Letter”

b. Assigned to Self (whoever created the note will get the tickler)
c. Due on the 90th calendar day from the “Plan of Remediation/Low Score Contact Letter”
completed note

Conduct Technical Assistance Meeting

The QA Workstream Worker will conduct a virtual or
in-office 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

N\
Role \
Region G4 Worksiream Worker ﬂ @

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

0 iennect

File
Quick Search

A Test Provider X | Frovides v Providerame v @

Y DASHBOARD | CONSUMERS | PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filters /
1 1

i, Well Updated July 2024 Page 18
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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

ATEST Provider (10002)
Workers | Sevices | Provider ID Numbers | Contracts = Bely | Linked Providers | Aliases | Conditions

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

Filters
NoteType  [v|  EqualTo ~ M alv] (%

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:
“Division” = APD
“Associated Form ID#” = Enter Form ID if applicable

Q

“Note Type” = Plan of Remediation
“Note Subtype” = Visit to Provider
“Description” = Visit to Provider
“Enter Note” = Enter notes

“Status” = Complete

@ 0 a0 T

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

i, Well Updated July 2024 Page 19
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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 iCennect

File Tools

MNotes Details

Division * —

MNote By ¥

Wode Date *

Associated Form ID# .‘—-
Note Type * '

Hote Sub-Type

Description .

ot .*

Status = h

Date Completed

Attachments

Add Alfachment

Document

There are no attachments to display

Note Recipients

Add Nole Recipient

[APD +|

[Reed, Monica v

10a2023 |05

[Plan of Remediation v |'

[ Visit to Provider v
Visit to Provider

B I D tgx - A~

Documant on site visil maating with the Provider

1110612023

Lockup  Clear

6. When finished click File > Save and Close Notes

File Tools
Spell Check
Save Notes

Save and Close Notes

Print
Close Notes

s WellSky
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Update Plan of Remediation

The Service Provider will receive notification of the Plan of
Remediation/Low Score 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 \

SeniceProcer Il GO |

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

ocd iCennedt

File

Quick Search

Providers [¥]| | Provider Hame v @

MYDASHEOARD | CONSUMERS | PROVIDERS INCIDENTS CLANS SCHEDULER UTILITEE

A TEST Provider (10002)

Viorkers  Semices | Provider|D Numbers  Contecis | Beds | Liked Provders  Alases  Condins  SevieArea  Admr

Provders | Dwsions | Foms | Enolmenls  Auhorzafions | Notes | Credentials | EVVStheduing |(GABY Apporiments
Filters

cAPD v - \
| == ]

3. Select the appropriate CAP record via the hyperlink
CAPID j +

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

CAP QIO Report Date Provider Number of Number of Licensing

Status Overall Corporate PDR

POR Worker

D Number Notified Alerts. Items Worker Score
Reed,
1 _— 02/05/2018 Pending |5 2 Yt
2 02/05/2018 Complete 2
3 02/09/2018 Pending 2

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

CAP /

Items ‘

s, Well Updated July 2024 Page 21
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5. Select an Item via the hyperlink in the list view grid

Item QIo Remediation Standard Not Item Complete Action
Number | Category y Met Status Due Date Date Worker Type
; Buck, Regional
4455 POR 8.010(3) Pending | 02/01/2018| 02/05/2018 Jaiaiies oA
il : Reed, caputh
Licensing 1 Pending Maic Licensing
Rights POR Complete | 10/10/2018| 101272018 Alert

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

% Summary

Hem i k]
Hem Humber®
Action Type POR
Dioowery Sousce’ QI Fiepert
Loscation”* Cuiside lecation
O License Number
Remeduso Type' FOR
0 Cakegory”

John Sty
Ermployes lrvolved”

:' cmmn signed Particpan Represeraive AQrEement is avaiabis
Standard it Met Description®

Fo
Perlomance Standard Categqory
D rpconis| ratursed

Risaia Not Mef*

Sazm
e Stahes Pasdng
Potential Billing [rscrepancy Amount
oo Dictit 10182003
Priovige Worker Lockup  Clear

e Comective action

Fiew Teat
Coimectiee Acton Requined \

#Appand Taed fa Nota

Evitdence of Dompletion R

. WellSky Updated July 2024 Page 22
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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 I

10. Select File > Save and Close CAP
File

sl WellSky Updated July 2024 Page 23
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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] @

2. Navigate to the Providers > Notes tab

File  Reports

Quick Search

| Froviders [v]| | Provider ame

My DASHBOARD | consumers [ pRowiERs | mcoents | cLams scHE
ATEST Provider (10002)

Workers | Senvices | Provider ID Numbers | Contracts | BoNg | Linked Providers | Aliases | Conditions

Providers | Divisions | Forms | Enroliments | Authorizations | Nofes | Credentials | EVV Scheduling
Filters
NoteType V| [EqualTe > M ev] (x
NoeDae V] [+

il Ml

3. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

prin \

4. Inthe new Note record, update the following fields:
a. “Division” = APD

“Note Type” = Plan of Remediation

“Note Subtype” = CAP Submitted

“Description” = CAP Submitted

“Enter Note” = Enter notes

e Y

“Status” = Complete
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g. Click “Add Attachment” and search for the copy of the supporting documentation on
the user's computer. Click Upload and Add Another until finished

Browse...

File

File Name (@) from uploaded file

() create new

Description
Category hd

W Upload and Add Anothe
Note: Maximum size for attachment is set to 5.76 MBytes.

h. Click the Lookup button on the “Add Note Recipient” to add the QA Workstream
Worker 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 Coennect
File Tools

Notes Details

Division * APD ~|
Moie By * [Reed, Monica ~|
Mote Date * 1062023 |
Note Tvpe * [Pian of Remediation + [
Hote Sub.Type -l —— 'CAP Submitted >
Description F CAP Submitted F
B I I %ex ~ A~
Mote -
Status * *—
Date Completed 11/06/2023
Attachments ‘/
Add Altachment
Document Description

There ane no attachments o display

HNote Recipients

Ardd Note Recipient

= Well

N\
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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

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

~,
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.

OC0 iConnect

File
Quick Search

A Test Provider X | Provders [V Poasrtiane v

MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filters /
1 1

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

ATEST Provider (10002)
Workers | Sevices | Provider ID Numbers | Contracts = Bely | Linked Providers | Aliases | Conditions

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

Filters
NoteType  [v|  EqualTo ~ M alv] (%

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:
“Associated Form ID#” = Enter Form ID if applicable
“Note Type” = Plan of Remediation/Supervisor Review
“Note” = Enter notes

“Status” = Pending

Click the Lookup button on the “Add Note Recipient” to add the QA
Workstream Worker/Lead as the Note Recipient

® a0 oo

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 * APD w

Mote By * [Reed, Monica v

Mote Date * woe2023 |

Associated Form ID# 1—

Note Type *  f— [Flan of Remediation/Supervisor Review Rl

Mote Sub-Type v

Description 4
B L U 6 A=

Mote +—n—

ST Py

Date Completed

Amtachments

Add Allachment

Document Description

There are no attachments to display

Note Recipients \

Add Nate Recipient Lockup  Clear

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

Role e——
Region QA 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
IJNSUMERS \ 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.

Q0 iCennect Welcome, Monica Reed Note:
1 11/8/2023 1:19 PN W
File  Tools

Filters

Saws v EqualTo v Pendng v ANDv X
NoteType v +

Search  Resel

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

Provider NouType A Note Date v Description Author Status

Test Provider Plan of Remediation/Supervisor Review 1110812023 Reed, Monica Pending

4. Inthe 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

o

“Status” = Update to Complete

Click the Lookup button on the “Add Note Recipient” to add the QA Workstream
Worker as the Note Recipient

o

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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tuntes HNotes Details
Dirvimion & APD ~
ots By * FRaed, Morica
L Date &
Associaled F D=
ote Type * - —————— Fian o0f Romedanon SLDGrvisor ADDrova -l
Kate Sub.Type - [
Descrpin ¥
- Mew Tean
B I U e - A -
Enter nobes 10 indicate review complete and acproved
Appand Text 1o tiote
Statan ¥ - Compieln ~
Duase Compiated 10023
Attnchrmsmts
d Atlas
Document Dwacription
Thess s nc sttachmants to cepiay
Note Recipients \
A0 Hote Resgent Licip  Cuar

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

Save and Close Notes

Print
Close Notes

Update CAP ltem

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

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

N
Role \
Region & Worksiream Worker ﬂ @
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2. Navigate to the Providers chapter and enter the Provider’s name in the Quick Search filter
and click go.

File
Quick Search

ATest Provider X | Providers

od ionnect -

<

§
[<l
e

MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAMS SCHEDULER

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

opd iCennect

File

Quick Search

A TEST Provider (10002)
Worers  Sendces | Provider|DNumbers | Convais | Beds | Liked Prowdess  Alisses | Condiions | SeniceArea  Admir

Provders | Divisions | Fomms | Envolments  Authorzafions | Nefes | Credenfisls | EVV Scheduling |(CAB Appointments

Filters
CAPID + \
[ Seamh | Recet |

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 CAP Due Number of Number of Licensing
D Number Notified » I Type SHIE Date Alerts Items Worker
152 1110112023 ;’}:;‘l"f Remediation - Pending | 11/0872023 0
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5. Click the Items link on the left-hand navigation menu

File

CAP Type
Date of CAP

| cap
CAPID 1
QIO Report Number

Plan of Remediation

02/0172018
Date Provider Notified 02/05/2018
Status Pending
Number of Alerts 5
Overall Corporate PDR Score %
Corporate Compliance Score %
Corporate Person-Centered Practices Score %
Sum Total Potential Billing Discrepancies $0.00

test comments

Comments

Date Submitted by Provider 0205208 |7

Date Verified Complete by APD Staff 02052018
Date POR Approved by QA Workstream Lead as Complete
POR Worker Reed, Monica Details

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

Item Qo Remediation Standard Not Item Complete Action
Number | Category Type / Met Statys | Due Date Date Worker Type
X : Buck, Regional
4455 POR 8.010(3) Pending 02/01/2018 | 02/05/2018 Jennifer QA
Reed,
Licensing 1 Pending Monica Licensing
Rights POR Complete | 10M0/2018 | 101272018 Alert

7. Inthe Item Detail, update the following fields:

If the Item is Complete:

= Well

“Item Status” = Complete
“Complete Date” = Enter Date

Chapter 20 | QA- PDR Low Score

“Evidence of Completion” = Document that the item was reviewed/approved for the

corrective action noted and then Click Append Text to Note

Updated July 2024
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" Summary
e 0 84
framm: Mumbsr
Action Tyres: Alerl vl
Discovery Somnce QD Report e
Remediation Type POR |
0 Casegory [Righis ~]
Employes Invobved
Standard Hot Mt Descrigtion [ e

0 FReondis) bsmed

. :’.T"i'

Reason Mot Met

T Slalyy “Sl— Comgists w
T Dt 201y x |71
Comgiets Daly wiens |7
Worior Logiup  Ceer

O 107 2Z01E at 5:06 PM, Monics Rosd wiote: Append text

Mew Taxt

Coarectie Action Required

Mew Text

Evidence of Completion

If the Item is Rejected:
“Comments” = Enter comments as to why CAP item is being rejected
b. “ltem Status” = CAP Rejected

Summary

Ites 1D

Acuion Type FOR w [
Discavery Sourcs” 40 Rapan v
Locatian® Gioun Haime

QIO License Humbsr

Remediason Type" POR ]

QIO SMsgeny”

Employss Involved”

Ieamn Numbar

Clinrit Revimwed

Standard Mot Mat Descrigen 3 T prcowiid hisis coPplista Dusily Progeass Mot for sach Clrar

Pericmance Sandas Category
& HESTHE] ML
Reason Mot Mar

Search
Crer comwmmnis a5 b wity GO (em s beng g
Comments i—— “
[ E—— CAP Rajwcipd -
Potentad Biling Ditcmepancy
Due Date EB
Provider Worker Lickwp  Ciwar

Corractive Acton Rugusted

Evitence of Compieson
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If the Item is Late:

a. “Item Status” = CAP Late

Summary

Item ID

Action Type
Discovery Source’
Location®

QIO Licanse Numbar
Remediation Type®
QI0 Category”
Emphoyes Invalved”
Item Number®

Chient Reviewed"
Standard Mot Mat Descrpbon

Ferformande Standard Category

Reaton Not Met

Camments

Item Siatus —

Potential Billing Discrepancy
Dus Date

Provider Worker

Caorrective Action Reguired

Evidence of Completian

FOR w
Q0 Repot_ ~

Group Home

POR ed )

1 The provader nas complete Daily Progress Noles for each g

0 recard|s) returnsd

Search

CAP Late v

Logiesp  Chear

If the Item is Not Compliant:
a. “Item Status” = CAP Not Compliant

Summary

Item 1D

Action Type
Discovery Source”
Location*

CHO Licanss NumbBer
Remediation Type®
QD Gategory”
Employes Invalved
liem Mumber

Client Reviewsd
Standard Not Met Description

Parformance Standard Category

Reason Mot Mer

Commants

em Status  f—
Fotential Billing Discrepancy
Due Date

Provider Worker

Corrective Action Requirned

Evidence of Complstion

s WellSky

FPDR -
Q10 Report .2
Group Home

FOR w[

1 The prowider hiss complite Daily Progress Notes for each d

@ record{s] returned

Search

CAP Not Comipliant »

=

Updated July 2024
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If the Item is Correction/Reconsideration:

a. “Item Status” = Correction/Reconsideration

Summary
o
Action Type )
Q0 License Number* [:
et FOR v

40 Catogoy’ ]

John Smith
Emplayes Involved

#

Nim Number ]
Clnt Reviewed” [
Suandard Mot Mt Description _1murmsma:mm%&mwﬁ - G
Performance Standard Category [:i

— 0 recond(s)
Reason Not Met™

Search

>
Comments e T
4
Agpend Text 1o Nate

e e Coretonecrsieaon )
Potental Biling Discrapancy L 1
R ez |
Provider Worker ki ki o o, Dok

New Text
Coarective Action Required ‘

mhhh

8. When finished, Click File > Save and Close Item

File
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9. Click File > Close Items
File
Add Item
Print

Close ltems \

As Needed: Update CAP Detail Record

Once all items are complete, 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 G4 Worksiream Worker ﬂ E

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

and click go.
A Wele
00 ilonnect =
File
Quick Search
A Test Provider X | Providers ¥ ProierName v @
MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filters /
1

3. The Provider’s record will display. Navigate to the Providers > CAP tab
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od itonnect
File
Quick Search

o ) [Forns ol -

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAMS SCHEDULER UTILIME

ATEST Provider (10002)
Workers ~ Senices | ProviderIDNumbers | Conracls = Beds  Linked Providers | Allases | Conditions = Service Area  Admir

Providers | Dwisons | Foms | Emvolments = Aufhorzatons = Notes = Credeniials  EVVStheduing |\GABL Appoiniments

Fiters-
caPD o s \
[ searen | reset |

4. Select the appropriate CAP record via the hyperlink
CAPID j +
[ Search | Resel |

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

CAP QIO Report Date Provider Number of Number of Licensing

Status Overall Corporate PDR

POR Worker

D Number Notified Alerts Items ‘Worker Score
- Reed,
1 02/05/2018 Pending | 2 s
2 02/05/2018 GComplete 2
3 02/09/2018 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:
a. “Status” = Complete
b. “Date Verified Complete by APD Staff” = Enter Date
c. “Date POR Approved by QA Workstream Lead as Complete” = Enter Date
d. “QA Workstream Lead” = Select worker

caP
CAPID
S0 Report Haumbeer

CAP Typs fFI.ill of Rameciation V
Date of CAP 10001/ 2018

Date Provider Motified 102018 |

e e Panding |

HNumber of Alerts

Cvarall POR Scors %

Campliance Scare %
Parson-Centered Practices Seom 5%

Bum Total Potential Billng Discrepancies

Comments

Dale Subrmilled by Proveser 1 ROT 018 [

Date Verifled Complete by APFD Siaff A ——— 100010 [

Dates PFOR Approved by QA& Workeiream Lead a8 e =

Complete

Ch Worksiream Worker — =li— R, Monica Lotkup  Clear
A Worksiream Lead il Lockup  Clew
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If all CAP items are Rejected, then update the CAP record status to CAP Rejected.

a. “Status” = CAP Rejected
b. “Date Submitted by Provider” = Enter Date

cAP
CAF D =
QIO Repon Humber

CAP Type Plan of Remediation ~
Review Typa® PDR Anniual -
Date of CAP* 1vesenzy |

Region® Martheast »

Assocksted Form 104

Date Provider Notilied * menzs O

CAP Due Date * naEes | =
Seatus - CAP Rejected w
Mumber of Aleis®

Owerall POR Score %"

Compliance Scor %"

Person.Centared Practices Scorp %"

Sum Totsl Potential Billing Discrepancies®

Date Submitted by Provider - s— 11032021

Date Varified Complata by APD Staff

B 5 U A
Commant
Date POR Approved by QA Workstream Lead as Complese i
QA Workstream Worker Litsboigy Claar
A Workstream Lead Lodkup  Clear

s

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. “Date Submitted by Provider” = Enter Date
c. “Date Verified Complete by APD Staff” = Enter Date
d. “Date POR Approved by QA Workstream Lead as Complete” = Enter Date
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CAP

CAP D 130

Q0 Repart Numbar

CAP Type Flan of Remediation |
Roview Type® FOR Annual ~
Date of CAP 101 2023

Ragion® Northeast » |

Associated Form D8 2222

Date Provider Notified * 1162023 =

CAP Dus Date * 1282023 j

Status S — CAF Lale -
Humber of Alens”

Owarall FOR Score %"

Compliance Soone %"

Person-Centered Practices Scone %

Sum Total Potantial Billing Discrepancies”

Date Submitted by Provider e e —— 11/03/2023 L

Date Verifled Complaie by APD Staff T 1062023 |4

B & U 1epx - A=

Commants

N

Date POR Approved by QA Workstream Lead as Complete 11/06/2023 Ll
QA Workstroam Worker Lodkup  Clear
QA Workstream Lead Lockup  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

CAP

CAPID 131

QIO Report Humber®

CAP Type | Pian of Remediaton - |

Réwviiw Ty ™

Date of AP

Region®

Ansociated Fom 108

Date Provider Notitied *

CAF Duo Date *

Suatus g

Humber of Alaris®

Owarall POR Scora %"

Compliance Score %~

Person-Centered Practices Score %*

Sum Total Potential Billing Discrepancies®
Date Submitted by Provider ~eif—
Date Verified Complete by APD Staff

Comimants

Diate POR Approved by QA Workstroam Lead as Complete
QA Warkstraam Warker

QA Workstroam Lead

s WellSky

| PDR Annual ~|
1042 5:2023 -
| Morineast w

1312023 |CH
1nnazoza |3
| CAP Nol Compliant ~

1oazoza |
=

| B o W ispx -~ A=

-
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If all CAP items are Correction/Reconsideration, then update the CAP record status to

Correction/Reconsideration.

a. “Status” = Correction/Reconsideration

b. “Comment” = Enter the new report/CAP ID# for the current CAP record

CAP

CAFPID

Q10 Report Number®

CAP Type

Review Type*

Date of CAP*

Region®

Associated Form ID#

Date Provider Notified *

CAP Due Date *

Status —-——
Number of Alerts*

Owverall PDR Score %"

Compliance Score %"
Person-Centered Practices Score %™
Sum Total Potential Billing Discrepancies®
Date Submitted by Provider

Date Verified Complete by APD Staff

Comments  f—

132

[ Plan of Remediation ~ |
[ ]
10/27/2023 |

v]

10/27/2023 |9
1111012023 |9

[ Correction/Reconsideration ~ |

=
B I II opt ~ Az

Enter the new reporfCAF ID# for the current
CAP record

Date POR Approved by QA Workstream Lead as Complete ]

QA Workstream Worker

QA Workstream Lead

Lookup Clear

Lookup Clear

6. When finished, Click File > Save and Close CAP

History
Save CAP
Save and Close CAP

Print \

Close CAP

= Well
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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

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.

O‘Sd itennect

File
Quick Search

ATest Provider X | | Prodess (v Provicer Name v @

MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAMS SCHEDULER

Filters /
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

ATEST Provider (10002)
Workers | Sevices | Provider ID Numbers | Contracts = Bely | Linked Providers | Aliases | Conditions

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

Filters
NoteType  [v|  EqualTo ~ M alv] (%

NoteDate  [v| [+

4. Click File > Add Notes
File Reports
Add New Provider Search
Add Notes
Print
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5. Inthe new Note record, update the following fields:

a. “Associated Form ID#” = Enter Form ID if applicable
b. “Note Type” = Plan of Remediation

“Note Subtype” = CAP Accepted
“Description” = CAP Accepted
“Note” = Enter notes

“Status” = Complete

@™ o o 0

Click the Lookup button 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 * APD v
Note By * Reed. Monica v
Note Date * e
Associated Form ID8 atf———
Note Type * e Fian of Remediation v |
Note Sub-Type f— CAP Accepted v
AP A
Description — CAP Acozpled i
B JZ U wpt-~Ar
Enter Notes
Note .
Status ¥ i — Complete v
Date Completed 12192023
Attachments
Add Atlachment
Document Description
There are no attachments to display
Note Recipients \
Add Nete Retipient Lookup  Clear
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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

As Needed: Further Documentation Required

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

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

Role e—
Region QA Workstream Lead [~] @

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 "

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

p‘:' iCennect Welcome, Monica Reed Note:
11/8/2023 1:13PM

File  Tools

Filters

Saws v EqualTo v Pendng v ANDv X
NoteType v +

Search  Resel

38 My Dashboard Notes record|s) retumned - now viewing 1 through 15 /

Provider NoteType / Note Date v Description Author Status 0

Test Provider Plan of Remediation/Supervisor Review 11/08/2023 Reed, Monica Pending
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4.

In the pending Note record, update the following fields:

S0 a0 T W

There are na sttachments to display

“Status” = Update to Complete

Click the Lookup button on the “Add Note Recipient” to add the QA Workstream
Worker as the Note Recipient

Notes Details
Division * APD w

Mote By ¥ Read, Monica

Nobe Dase * -
Awsocisted Form I8

Kobe Type * Fian of Remadialion/Supardser Raview w |

Wote Sub-Type  -f— Futher Documeniabon Requiied v |
Description Further Documentabon Regured
ok Mew Text
B F M e - A~
\;W notes as 1o what evidence & required
Agpted Tt o Note

1082023

Documsent Descrigtion

o

Audd Note Recipient Lackup

Mot Recipients

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

am Well

Spell Check

Save Notes

File

Tools

Save and Close Notes

Print

Close Notes

™~

Updated July 2024
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“Note Type” = Leave as Plan of Remediation/Supervisor Review
“Note Subtype” = Update to Further Documentation Required
“Description” = Update to Further Documentation Required
“Note” = Enter notes as to what evidence is required

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

Clear
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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

~,
Role \
Region Q4 Workstream Waorker ﬂ @

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

Qa0 iCennect

File
Quick Search

ATestProvider x| | Poies V] e el

MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAMS SCHEDULER

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

ATEST Provider (10002)
Workers | Senvices | Provider ID Numbers | Contracts | Bely  Linked Providers | Aliases | Conditions

Providers | Divisions = Forms | Enroliments = Authorizations | Netes  Credentials = EVV Scheduling

Filters
Note Type ﬂ Equal To ﬂ ﬂ‘ ANDj x

Note Date ﬂ +

4. Click File > Add Notes
File Reports
Add New Provider Search
Add Notes

Print \
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5. Inthe new Note record, update the following fields:
a. “Associated Form ID#” = Enter Form ID if applicable
b. “Note Type” = Plan of Remediation
“Note Subtype” = Further Documentation Required
“Description” = Further Documentation Required
“Note” = Enter notes

“Status” = Pending

@™ o o 0

Click the Lookup button 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 * ARD

Note By ¥ Rieéd, Manica el
Mote Date * 3

Associated Form ID# p——

Note Type * — Flan of Remediation v
Nate Sub.Type — Further Documentation Required v [

Further Documentation Fequined

Description R e—

B Z U 16 - A

Naote l

Status * - Pending

Date Completed

Attachments

Add Attachmant

Document Deseription

Thete are no attachments 1o display

Note Recipients \

Add Note Recipient Lockup  Clear
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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

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 2 @

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

‘/MYDASHBO;‘.\RD ‘ 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 = Further Documentation
Required and select the pending record via the hyperlink.

Filters
Swus v EqualTo v Pedng v ANDv | %
NoteType v| | +

Search  Reset

33 My Dashboard Notes record(s] returned - now viewing 1 through 15

I P

-
Provider NoteType Note Date - x Description Author Status

Test Provider Plan of Remediation 10872023 Further Documentation Required Reed, Monica Pending
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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

File I Browse. .

File Name (@) from uploaded file

»)
() create new
Description

Category hd

Upload

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

c. Click the Lookup button on the “Add Note Recipient” to add the QA Workstream
Worker 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

Hodes Detaibs
Dvision * G
Neas By * Feed. Mones
Note Date ® n
Asccisted Form
Note Tyme ® T
Note SubType
Dascription 7
- Mow Tt
B S H e - A
| \

Append T 12 bt

siaius ® Panaing %

Dlate Completed
Abtachments

o Asachmen
Deetussam Dederigman
Thes s na BEEehments b display \
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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: Further Documentation Provided

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

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

Role e——
[Region GA Workstream Led Tl GO |

2. Navigate to the Providers > Notes tab

File  Reports
Quick Search

| Proviters ] [ provoer Name

MY DASHEOARD | CONSUMERS ‘ PROVIDERS ‘ INCIDENTS ‘ CLAIMS SCHE

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

Providers | Divisions | Fomms | Enolments | Authorizatons |« Nofes = Credentials = EVVScheduling
Filters

NoteType || [EqualTo v M [anolv] x

NoteDate V| [+

3. Click File > Add Notes

File Reports
Add New Provider Search
Add Motes

print \
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4. In the new Note record, update the following fields:

S D o 0O

a. “Note Type” = Plan of Remediation/Supervisor Review
b.

. “Description” = Further Documentation Provided

“Note Subtype” = Further Documentation Provided

. “Notes” = Enter Notes

“Status” = Pending

Chapter 20 | QA- PDR Low Score

Click the Lookup button on the “Add Note Recipient” to add the QA Workstream

Lead 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

Division * APD v
Mate By * Reed Monica ~
Mate Date * =
Associated Form ID#
Mote Typa * — Plan of RemedialionSupervisor Review v "
Note Sub.Type  <lfmm— Further Documentaion Provided "
DESCTIPI0 [F.rlr\-zr Decumirabon Provioed 4]
B I 0 16 v A
Mote -
Status * — Pending »
Date Completed
Attachments
Add Atachment
Document Description

There are no attachments to display

Note Recipients \

Akl Nebe Recipiant Lookup  Clear

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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As Needed: CAP Rejected

Proceed to Update CAP Item 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
90-day period.

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

Role """""-n--..IF
Region QA Workstream Lead [v] @

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

‘l MY DASHBOARD-.‘! CONSUMERS ‘ PROVIDERS ‘ INCIDENTS ‘ CLAIMS ‘ SCHEDULE
INSUMERS \ INCIDENTS PROVIDERS
‘ Inquiry Alert Notes List ‘ llNotes - H
lotes 0 Unread Alert Notes 0 Complete 3
Pending "
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3. Select the Note Type = Plan of Remediation/Supervisor Review and select the pending
record via the hyperlink.

OO0 iCennedt Welcome, Monica Reed Note!
: 11/8/2023 1:19°M W

File  Tools

Filters

Status v Equal To v Pending v AND v x
NoieType v +
Search Reset

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

Provider NotzType / Note Date » Description Author Status 0

Test Provider Plan of Remediation/Supervisor Review /082023 Reed, Monica Pending

4. Inthe 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

b

“Status” = Update to Complete

e. Click the Lookup button 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 = AFD w
Note By * Reeed, Morica
Note Date * |
ASSOCIE PO D2
Note Type * "‘—-— Planm of Remediation/Supenvisor Review w |
Mote SubType  -lf— |CAP Reected v’
Descriptian ‘*— CAP Rsjected F
Howe: Mew Text
B .J O e~ Ar
Enlar nobes bo indicale e Supanvisor Review i complale and why
the CAP is being rejecied
Sppend Ted b Nole
Sats ¥ fp— [Comges +]
Dabe Completed 11092023
Attachments
A Aachrent
Document Description
There are no altschments (o display
Moite Recipents
A Mobe Recipient Lockup  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

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.

ocd iCennect

File
Quick Search

A Test Provider X | Providers v|  Provider Name v @

MY DASHBOARD |  CONSUMERS PROVIDERS INGIDENTS CLAIMS SCHEDULER

Fitters /

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

A TEST Provider (10002)

Filters
Note Type ﬂ Equal To ﬂ

Note Date ﬂ +

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print

Chapter 20 | QA- PDR Low Score

Quick Search

| Providers [v]| | Provider Mame

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHE
Workers | Services Provider ID Numbers Corh Linked Providers | Aliases | Conditions
Providers Divisions Forms Enroliments | Authorizations | Notes = Credentials =~ EWV Scheduling

M fawole] [
kel Bl

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

@ 0 Qo0 T W

“Status” = Pending

“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

Click the Lookup button 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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Motes Details
Dvishon ® APD v
Nots By * Reed, Manica v
Note Date * 1oszns |9
Associated Form D8 P
Note Type ¥ e Pian of Remediaton i
Note Sub.Type |CAP Repected ]
.
Description CAP Rejacied !
B 1 e - A
Enter detalls 25 1o why CAP is being refected
Mote h
Stz ¥ f— Fending v
Dane Completed
Attachments

Add Attachmen

Document Description

There are no stachments 1o display

Mote Reciplents \

Add Nole Recpient Lookup  Clear

6. 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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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 S ——

Senvce prowser—————————Toll GO |

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

‘4 MY DASHBOARD ‘ CONSUMERS | PROVIDERS | INCIDENTS | CLAIMS | SCHEDULE
JNSUMERS 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 and Note Subtype = CAP Rejected and then
select the pending record via the hyperlink.

Fitters
Sews v EqulTo v Pendng v ANDv X
NoteTpev | 4

Search  Reset

38 My Dashboard Notes records) retumed - now viewing 1 through 15

-

Provider T NoteType Note Date ~ - Description Author Statws

Test Provider Plan of Remediation 1082023 (CAP Rejected Reed. Monica Pending

4. Inthe 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

Browse. ..

File

File Name (@) from uploaded file

() create new

Description
Category hd

Upload

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

e. Click the Lookup button 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

Rotes Dansls

Shemapn ¥ A e

ek fp * Femsd, Mpnica

Mt Dt ™ TG I

Rwnrz wins Trgen T

e Tppe ™ A of Mermasd aisn w

mecae s T fp——— CAP Rememed -

13—
Dwrmcripiier g [.-‘- = J
Mara ot B - =y 1]
frimi delals & G ey AF i ] i el
e M Tawt
B B ' EETTSER W
dappered el da ol

naban ¥ o P e

Dvata Camgpdetnd

Atarsments /

P ]

Ccamant Dasmcrptan
Taw mre e iiackrwris to degley

Mol M dpssarty \
T~ Losisp  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

N
Role \
Region & Worksiream Worker ﬂ @

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 I 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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 Fillers
Stz v EqalTo v Pending v ANDv X

NateType v+
Search  Reset
3% My Dashboard Notes record(s) retumed - now viewing 1 through 15 / /
Provider NoteType Note D » Description Author Status i
Test Provider Plan of RemediaBion 1303 CAP Revised Reed, Monica Panding i

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

Notes Details

Division *

Note By ¥ Reed, Monica
Note Date * 11092028 |

Associated Form ID#

Note Type * Plan of Remediation v

Note Sub-Type [CAP Revised vl

. CAP Revised
Description

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

Note New Text
B I U i~ A-
Append Text to Note
Status * - Complete v
Date Completed 11/09/2023
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5. When finished click File > Save and Close Notes
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 90 day timeframe. The CAP will
be closed as CAP Late. The QA Workstream Worker may
choose to run the Provider CAP report first to confirm.
Proceed to Generate Provider CAP Report if this step is
necessary.

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 90-day remediation period, but a
good faith effort was applied, and the review was able
to be closed beyond the required 90-day period. This
should not exceed 14 days from the original 90-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.

o iCennect e

File
Quick Search

A Test Provider X | | Providess [v] | Provicer Name ™ @

MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAMS SCHEDULER

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

ATEST Provider (10002)
Workers | Services | Provider ID Numbers | Contracts | Bel Linked Providers | Aliases | Conditions

Providers | Divisions | Forms | Enrollments | Authorizafions | Nofes = Credentials |~ EVV Scheduling

Filters

Note Type ﬂ Equal To ﬂ ﬂ* ANDﬂ x
Note Date ﬂ +

4. Click File > Add Notes

File Reports
Add Mew Provider Search
Add Motes

Print

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

e. “Status” = Complete

Chapter 20 | QA- PDR Low Score

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

Notes Detals
Diwiaion ¥
Kess By ®

Wios Dt *

Associatiad Fermm INE <
Wt Ty * o,

LTS O S—
Thasiriplir:  of—
hot o —

Aftathmants

Lt At

[l

Thesr min o st bunesis o displiny

Note Recipients

ket Mnle Recpient

|&PD |

|P_r-'-' gt ] ¥

TR
| Flan of Remedisson w |
| Ca Lale w

AL

|7 0 - A

S22}

Mimserption

N

Lookup  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 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 90-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 90-day remediation period, and
there was no good faith communication between the
provider/APD within the 90-day period to explain. A
POR cannot be closed as CAP Not Compliant until the
90-day period has expired.

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

Role \

Region Ci& Werksiream Worker ﬂ @
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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

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.
O’_V iCennect Welcome, Monica Reed Note!

11/8/2023 1:19PM W

File  Tools

Filters

Siatis v EqualTo v |Pendng v  ANDw X
NoeTypev 4+
Seaich  Resel

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

Provider NoteType / Note Date v Description Author Status u

Test Provider Plan of Remediation/Supervisor Review 1108/2023 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
“Note Subtype” = CAP Not Compliant
“Description” = CAP Not Compliant

“Append Text to Notes” = Enter notes

® a0 o

“Status” = Complete

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

Spell Check
Save Motes

Save and Close Motes

Print
Close Motes
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6. Add a new Note record for the Provider. Click File > Add Notes

File Reports

Add New Provider Search

Add Notes

Print

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

Chapter 20 | QA- PDR Low Score

f. “Note Type” = Plan of Remediation
g. “Note Subtype” = CAP Not Compliant
h. “Description” = CAP Not Compliant
i. “Notes” = Enter notes
j. “Status” = Complete
k. Click the Lookup button on the “Add Note Recipient” to add the Service Provider 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
Motes Details
Division * APD v
Mate By * Reed, Monica >
Wote Date * 12180 o
Associated Form ID#
Maote Iyp-e* - Plan of Remedialion v |
Maote Sub.Type .‘_ CAP Mot Complkant Wl
Description --— CAP Mot Compliant ;
B L U A
Hate I
Stafus ¥ i — Campiele v,
Dt Completed 1292023
Arachments
Add Amackemant
Document Description
There are no attachments 1o display

Note Reciplents \

Add Nete Racipient Lookup  Clear
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8. When finished click File > Save and Close Notes
File  Tools
Spell Check
Save Notes

Save and Close Notes

Print
Close Notes

As Needed: Correction/Reconsideration

The QA Workstream Worker may need to close an
original CAP record due to a correction or
reconsideration being sent through the import.

Qlarant replaces any prior report with a NEW report and
the new one counts as the active report. A new review
ID is given and thus becomes the current active record
for a provider replacing the previous one.

Proceed to Update CAP Item to update each item as
Correction/Reconsideration and then proceed to
Update CAP Detail Record to close the CAP record as
Correction/Reconsideration.
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