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Chapter 3 | Online Application Request

Introduction

New Prospective Applicants seeking licensure of residential facilities will contact APD by
phone, email or in person and will be directed to the link for the Online Application
Request form. The Prospective applicant will also be instructed to do a background
screening. The Online Application Request will be used for all interested new prospective
applicants.

Submit Online Application Request

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

Online Application Request for New Providers

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

= Individuals or Parties wishing to open a licensed Residential facility
» Individuals or Parties wishing to apply to become an APD Medicaid Waiver provider
« Individuals or Parties wishing to contract with APD to provide services to APD clients

Required questions are marked with a red required label

2. Complete all required fields on the Online Application Request Form


https://floridaapd.wellsky.com/assessments/?WebIntake=DE588ADD-286E-47FA-A5FF-06494042E9D8
https://floridaapd.wellsky.com/assessments/?WebIntake=DE588ADD-286E-47FA-A5FF-06494042E9D8

Prospective Applicant Information Section

Provider Business Name required
First and Last Name if a Solo Provider

Provider Business Number required

Enter response...

Provider Email Address required

ENnter response...

Provider EIN/SSN required

Include dashes

Provider Region

® Unanswered O Central O Northeast O Northwest O Suncoast O Southeast O Southern

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

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

Please note: Your request will not be processed until you click "Submit” and receive a /

"Success” message. /
—_—  Submit B Print

Success!

Thank you for completing the APD Online Application Request for New
Providers. Please keep this reference number for your records. An APD staff

member will be contacting you within 30 calendar days. /

Please keep this reference number for your records: 10084

Return to APDCARES 24 Print

4. If the application request needs to be cancelled, click the Cancel button and then
click Yes.



Cancel Submission

Are you sure you want to cancel without submitting the
information?

Please note: If you cancel the submission, your request will not be
submitted for processing and it will not be saved. You will need to
complete a brand new Online Application request.

s

- I



Assign Worker

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

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

~,
Role \
Region QA Workstream Waorker ﬂ @

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

o0 iCennect
File

Quick Search

| MY DASHEOARD



My Management
Current Active Cases
Enrollments
Pending Assessments Clueue
Pending Provider Assessments Qlueue
Waiting List
Provider Credentials Queue
Pending Plans
Administrative Actions Queue
Prospective Applicant Queue "__—-
Provider Management Cueue
Event Ticklers
Alert Motes
Ticklers Due

Frint Queue

3. Select the Prospective applicant record via the hyperlink via the Applicant’s record.

v-Filters
Dispositon v EqualTo v Pendng v ADv  x
Provider Name v Contains v MDDV x

Disposiion ¥ +
Seah  Reset

3 My Dashboard Prospective Applicant Queue records] returned - now viewing 1 through 3

Disposition Online Application Date Provider Name Provider Region
Pending 06282023 Test Provider NORTHEAST
Pending 097182023 TestRegion Provider  lfe— Northeast
Pending 09202023 Test Provider Northeast

4. The Applicant’s record will display. Navigate to the Providers > Notes tab

File Reperts
Quick Search

| Providers Provider Name

MY DASHBOARD | CONSUMERS ‘ PROVIDERS. ] INCIDENTS ‘ CLAIMS SCHE

A TEST Provider (10002)
Workers | Services = Provider ID Numbers | Confracts | Be: Linked Providers | Aliases | Conditions

Providers | Divisions | Forms | Enrolimens | Authorizations | Notes | Credentials | EVV Scheduling
)-Filters.
Note Type Equal To V[ anolv| x
Note Date +
e



5. Click Fil

File

e > Add Notes

Reports

Add New Provider Search

Add Notes

Print

T~—

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

S®m ™0 oo o

"Division" = APD

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

“Note Subtype” = Assign Worker

"Description" = Assign Worker

"Note" = Enter notes

"Status" = Complete

Click the ellipsis on the "Add Note Recipient" to add the QA Workstream
Worker or other as applicable 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 *
Note By * [Reed, Monica v
Note Date * 09242023 |l
Associated Form ID¥  -iffem— 352
Note Type * ff————— Application Request v |*
Note Sub-Type “Sli— Assign Worker v /'
fon Wi
Description  ffe— Assign Worker P
B I U 16px -~ A~
Enter notes
Note —
Status * Complete v
Date Completed 09/24/2023

Attachments

Add Attachment

Document

Description

There are no attachments to display \
Note Recipients

Add Note Recipient: JD Clear



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

Save and Close Notes

Print
Close Notes

Access Prospective Applicant Queue

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

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

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

~,
Role \
Region QA Workstream Waorker ﬂ @

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

o0 iConnect
File

Quick Search

MY DASHEOARD

10



My Management
Current Active Cases
Enroliments
Pending Assessmenis CQueue
Pending Provider Assessments Queue
WWaiting List
Provider Credentials Queue
Pending Plans
Adminizirative Actions Queue
Prospeciive Applicant Queue “__——
Provider Management Queue
Event Ticklers
Alert Motes
Ticklers Due

Frint Queue

Use the multi variable search to narrow down the results in the Queue. Click Search
to view all submitted Online Application requests. Select the Prospective applicant
record via the checkbox at the end of the Applicant’s record.

Filters
Provider Name /|  Equal To 1] APD Test Provider ANDj X

Disposition j + \

2 Online Provider Application Gueue record(s) returned « now viewing 1 through 2

Disposition [ Online Application Date « PrwiﬂerN,:/ Provider Region a
Pending 061122018 APD Test Provider E
Central O

Pending 04172017 APD Test Provider

If the Prospective Applicant does not have a current or active APD licensed
residential facility and/or MWSA, please validate the following:

e  Valid photo ID

e Meeting with applicant — Face-to-Face or Zoom/Teams

e Askif applicant has begun process of obtaining a Medicaid Provider
Number

e Explain the application and enrollment steps for licensure and MWSA

e Inquire if they have completed Background screening process

e Ask about qualifications and experience

11



Provider Search and Promote

When the QA Workstream Worker has the information
needed from the Prospective Applicant record and can
proceed with initiating the provision process, they will
"promote" the record from the Prospective Applicant Queue
to a non-active provider record.

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

File
Prowider Search and Promate

Pt ANDv %

Close Prospective Appicant Quese ADv %

Seath  Reset

3 My Dashboard Prospective Applicant Queue record(s) returned - now viewing 1 through 3

Disposition Oniine Application Date Provider Name Provider Region
Penting Test Provider NORTHEAST

Test Region Provider Nortreast —

Test Provider Mortheast

Penting

ofis| oo

Penting

2. Select File > Provider Search and Promote to search to see if a Provider record
already exists for that Service Provider

File L

Provider Search and Promote

Reject Provider ‘
Print

Close Online Provider Application Queue

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

File  Tools
Fitters
EINSSN v EqualTo v 156 ANDv X
Region v Conans v Nomeast v mov %
Projider Name w4

Seah  Reset

2 My Dashbeard Provider Search recordls] retumed - now viewing 1 through 2

Provider ID » Provider Name EINSSN

4. If the displayed results , don’t match the prospective applicant’s record the Select
File > Promote to Provider

12



oD iConnect

File Tools

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

Fund Code APD

N CANCEL

6. Click OK on the pop-up message box and then File > Close Prospective Applicant Queue

ﬂ Provider promaoted successfully.

—

13



File

Provider Search and Promote
Print

Close Prospective Applicant Queue

7. The Service Provider Division will be changed to “Submitted Online,” which will
function like a Status of “Open.”
Cvcvc (10087)

Workers | Services | Provider ID Numbers | Contracts | Beds | Linked Providers | Aliases | Conditions

Providers | Divisions = Forms | Enrollments | Authorizations | Notes | Credentials | EVV Scheduling | ¢

- )-Filters

Division +
1 Divisions record(s) returned - now viewing 1 through 1
Division / Disposition Open Date
APD Submitted Online 12/31/2018

8. The Prospective Applicant will be active and available for selection in any drop-down
lists, so the Exclude from Selection field on the Provider demographics details page
needs have the checkbox enabled until the application process has been completed.
NOTE: Group Homes/Fosters Home and Residential Rehab Providers
would always have the “Exclude from Selection” field enabled AFTER
they are approved. They do need to be visible for adding as a Provider
for selection when a consumer moves into a Group Home/Foster
Home/Res Hab. The Licensed Facility needs to be selected and this
selection would be included in any reporting.

14



Test Provider (21354)

Workers |
Providers
Basic Information
Provider Name Test Provider

DBA (if applicable)/Facility Name

Licensed Home licensed for capacity

Active Yes
WSC QO
External Yes

Exclude from Selection  effm—  Yes

Specialist/Liaison

9. Navigate to the Provider > Demographics tab, Select File > Edit Provider

o iennect A Test Provicer CProviders)sion out ~ ° .

Last Updated by mreed@apdcares.org Region QA Warkstream Warker
at 7/12/2022 9:22:41 AM

File  Edit Repol Word Merge
Edit Provider

Providers \ v | ProviderName v @ ADVANCED SEARCH

MY DASHBOARD | CONSUMERS | PROVIDERS | CLAIMS SCHEDULER REPORTS

A Test Provider (18830)
Workers fices | Provider ID Numbers | Coniracts | Beds = Linked Providers | Conditions =~ Service Area | Admin Actions
Providers | Divisions EVVActivities | Forms | Enrolments | Authorizations | Noles | Credentials =~ EVV Scheduling | CAP  Appointments

Basic Information

Provider Name A Test Provider Residential Monitor Reed, Monica
:::w(" appicable)Fachity Licensing Specialist Reed, Monica
I;:;;'::: e ESESE Area Behavior Analyst Reed, Monica
Active Yes w::‘,ﬁd Home/ADT # of

Wwsc a0 Licensed Facility Yes

External Yes Medicaid Provider ID XAXXX
Exclude from Selection No Provider EIN XNXXX

10. Update Provider demographics so that the APD Vendor No. field value is the same as the
Provider iConnect ID. Copy/paste the Provider iConnect ID into the APD Vendor No. field and
then also enable the “Exclude from Selection” field and then Select File > Save and Close
Provider

APD Vendor No field - Note: User can request that the Region QA Vendor Num Edit role make
any updates/changes as this field becomes read only after the initial save.

15



Test Region Provider (21362)  qfmmmmmnn

()  https://Itssbh1.mediware.com/FLAPDInterfaceTest/Pages/Harmony.aspx?Chapterl D=325&ViewTyp:

o0 itennect

File  Edit

o | sesicinfomaton

Addresses

Telephone Number(s)

Provider Name * TestRegion Provider |

DBA (if applicable) Facility Name | |

APD Vendor Number 21362

WSCQo | v/
Active *
Provider Type / 1 v|
Exclude from Selection

NOTE: Adding the APD Vendor No initiates the ID PASS
access program which will automatically get the Provider
access to iConnect.

The following scenarios may exist for a prospective
applicant:
e If existing Provider — would already have IDPASS access
e If Waiver Provider — already have group homes and want to
open new group home — Needs new Provider record linked to

Parent Provider
e If abandoned Provider, would need to get new IDPASS access

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

The Region will need to follow the background
screening/Clearing House process which is outside of
iConnect

16



As Needed: Reject Provider

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

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

o0 iConnect

File Tools
Filters
Provider Name s~ Contains ~ Test Provider AND o~ t
EIN/SSN * Contains ~ AND ~ x
Region ~ Contains ~ ~ AND ~ t
Provider Name ~ +
Search Reset

1. If the prospective applicant needs to be rejected due to an existing record, the
Licensing Specialist will select the record via the checkbox at the end of the record
and then Click File > Reject Provider

ca Reed Prospective Applicant Queue
" v

OO0 WConnedt

niine Appiication Date Provider Nome Provider Region

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

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

Itssbh1.mediware.com says

Provider(s) rejected successfully.

17



Termination Reason / b

~
Other Reason for Termination Abandoned
Application Denied
/ Application Submitted
Expansion Denied
Expansion Request Submitted
OK CANCEL Further Documentation Required
In Legal 1
Licensing Application Approved
MWSA Non-Renewal F
3 My Dashboard Prospective Applit Nyon-penewal g1t
Online App - Applicant refused meeting
Online App - Currently in iConnect
: - Online App - Duplicate Submission —
Disposition  gpline App - Incorrect Agency a
Panding Online App - No proposed facility location
Online App - No response to meeting request  ——
Pending Online App - No valid photo ID
Pending Revm_:ahc.:n -
Termination Approved |
4. The record will be changed to have a disposition of “Rejected”.
q@j iConnect we‘a[nzr:snﬂ?ls(:::fmv Prospective Applicant Queue
File N
 -Filters. \
Disposition v Equal To v Rejected v AND v x
Provider Name v Contains. v AND v x
Disposition v +
Search  Heset
2 My Dashisoard Prospective Applicant Queue record(s) retumed - now viswing 1 through 2
Disposition Online Application Date Provider Name Provider Region a]
Rejected 19242023 Test Provider NORTHEAST

Rejected 051132023 Prospeciie Appicant

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

File

Provider Search and Promote
Reject Provider
Print

Close Prospective Applicant Queue

18



New Licensed Facility Application

Introduction

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

Complete Facility Application Form

The Prospective Applicant will need to complete a new Facility
Application. Once complete, they will need to print, sign, initial and
notarize the form. They will then scan and save an electronic copy of
the notarized form to their device.

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

Role \
Senvice Provider v @

2. Navigate to the Prospective Applicant’s Facility home record then click the
Providers > Forms tab
opd iConnect

File  Word Merge

\:.a [~

wv Dastoass | consuvems | prowibems | mcients

A TEST Provider (10002)
Workers | Services | ProviderID Numbers | Contracts | Beds | Linked F

Providers | Divisions | Forms  Enrollments | Authorizations = Notes

Filters
sawe [V [Equaito [~ oen ~] |ao[~] [x
Division  [v| [+

31 Forms record(s) returmned - now viewing 1 through 15-

Division Form Name
APD Group Home Facility Checklist
APD Group Home Personnel Record Review
APD Provider Enroliment Application

3. Click File > Add Forms

File  Word Merge

Add New Provider Search
Add Forms

Print \

19



4. Select “Please Select Type” as “Facility Application Form” from the drop-down list

o £ Provi
OO0 iCennect Test Provider  Forms
9/25/2023 6:19 PM
File
Please Select Type: |Facilly Application Form (APD 2014-01) v
Provider Assessment
Division * APD v Worker * Reed, Monica Clear  Details
Review * = Initial v Status ¥ ef—
ReviewDate * === nopconsn [ Approved By

Approved Date

FACILITY APPLICATION FORM (APD 2014-01)

5. Update the following Header fields:
"Division" = APD

a
b. "Review" = Initial

o

“Review Date” = Defaults to today’s date

o

Complete all fields on the Facility Application Form
e. "Status" = Pending

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

File

Spell Check g
Save Forms
Save and Add Anocther Forms "
Save and Clese Forms —
Copy From Previous ;

Print

Close Forms

7. Select Word Merge > Facility Application Form

O iCennect

File Reports  Word Merge

= ... BN lication Form (APD 2014-01
Facility Applicatic - W'A‘W'm o umt, J
Provider Assessment
Division * APDv Worker ™ Reed, Monica . Cear Detais
Review * A v status * Pending v
Review Date * was @ Approved By

Approved Date

FACILITY APPLICATION FORM (APD 2014-01)

8. Select File > Print to print the Word Merge

20



od iCennect

File

Print _

Close

Bo

agency for persons with disabilities
State of Florida

FACILITY APPLICATION FORM (APD 2014-01)

Instructions: Please ensure that all applicable parts of this form are completed legibly and
in their entirety. If you have questions regarding this form or the application process,
please contact your area APD office for assistance.

Indicate in the space below whether this an application for an initial license or an application for
renewal of an existing license.

& Imtial [ Renewal

The Prospective Applicant will need to sign, initial and notarize the
form. They will then scan and save an electronic copy of the notarized
form to their device.

Complete Licensed Capacity Form

The Prospective Applicant will complete the Licensed
Capacity form and the QA Workstream Worker will validate
the information during the site visit.

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

Role \
Service Provider @

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

21



Wele
R0

ogd iconnect

File
Quick Search

ATest Provider X | | Poviders [V] | Provider Name v @

MY DASHBOARD |  CONSUMERS ‘ PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filters /

3. Navigate to the Providers > Forms tab

opd iConnect

File  Word Merge
Quick Search

\:ﬁam ~l

MY DASHBOARD CONSUMERS | PROVIDERS INCIDEN I S

A TCST Provider (10002)
Workers | Services | Provider ID Numbers | Contracts | Beds | Linked F

Provicers | Liisions | Fomms | Enroliments | Authonzations | Notes

raers
Status. ﬂ Cqual To ﬂ Draft j AND ﬂ *
&+

10w viewing 1 Uough 15

31 Founs record(s) rewined -

Division
Group Home Facility Checklist

APD
AFD Group Home Fersonnel Record Review
APD Provider Enrollmant Application

4. Click File > Add Forms

File  Word Merge

Add New Provider Search

Add Forms
Print \

5. Select “Please Select Type” as “Use for after 2014 - Calculation of License Capacity”

Form from the drop-down list

opd iCennect
File /

Please Select Type: | Use for after 2014-Calculation of License Capacity v |

A Test Provider Forms
7/14/2022 6:26 PM

Provider Assessment
Worker * Reed, Monica | - | Clear | Details

OISO e
Review:  m— ([ stas

Review Date * ez |3

Approved By

Approved Date

Use for after 2014 - CALCULATION OF LICENSED CAPACITY

For New License Applications as of July 1, 2014

22



6. Update the following Header fields:
a. "Division" = APD
b. "Review" = Initial
c. Complete all fields on the Licensed Capacity Application Form
d. "Status" = Pending

Message from webpage @

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

continue? /

[ OK H Cancel |

7. When finished, click File > Save and Close Forms
File
Spell Check

(B

Save Forms
Save and Add Ancther Forms

Save and Close Forms

SN

Copy From Previous
Print

Close Forms

Add Other Qualifying Documentation

The Prospective Applicant will add a note if there are any
other qualifying documents that are required.

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

Role \
Service Provider v @

2. Navigate to the Providers > Notes tab

23



File Reports

A TEST Provider (10002)

Fiters
NoteType  |v| EqualTo |

NoieDae | [+

3. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes
Print

Quick Search

| Providers [v]| | provider Name

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHE

Workers | Services | Provider ID Numbers COFA Linked Providers | Aliases | Conditions

Providers | Divisions | Forms | Enroliments = Authorizations | Notes | Credentials | EVV Stheduling

M ano[v] (=

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

b. "Note Type" =

Initial Application

c. "Note Subtype" = Select a category below

i. Background Screening (which could be one or more of the following)

1.
2.
3.
4.
5.

Attestation of Good Moral Character
Background Results

Background Screening

Law Check Form

Level Il Background Screening

ii. Business Information (which could be one or more of the following)

1.
2.
3.
4.
5.

Articles of Incorporation

Financial Ability

Promo Materials

Current Board Members Names/Phone Numbers
Names of all controlling Entities

iii. ~ Facility (which could be one or more of the following)

1.

vk W N

Facility Floor Plan

Fire Inspection

Signed Lease

Vehicle Registration/Insurance
Zoning Variance
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iv. Personnel Information (which could be one or more of the following)
Driver’s License

2. Education

3. Operator Experience
4. References

5. Resume

6. SSN

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

1. Admin Policies
2. Emergency Mgmt Plan
3. Professional Liability Insurance
4. Sexual Activity Policy

"Description" = Same as subtype

"Note" = Enter notes to include list of documents

"Status" = Complete

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

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

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

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

Division *

Note By *

Note Date *

Note Type ¥ e,
Note Sub-Type -

DESCTIPHON

Note

Status * B —

Date Completed

Attachments

Add Attachment

Document

There are no attachments to display

Note Recipients

Add Note Recipient:

| Reed, Monica hd

09252023 |

Initial Application v

|Backgr0und Screening v

e

Background Screening

|BIE‘IE|J><'A'

Include list of documents

09/25/2023

Description

Clear

5. When finished click File > Save and Close Notes

File Tools
Spell Check
Save Notes
Save and Close Notes
Print

Close Notes



Application Submitted Note

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

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

Role \
Service Provider v E

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

A Wele
ocd iennect e
File
Quick Search
A Test Provider X | | Provigers [¥]| | Provider eme v @
MVD.ASHBO.ARD| CONSUMERS ‘ PROVIDERS 1 INCIDENTS ‘ CLAIMS ‘ SCHEDULER ‘

_' Filters /

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

File  Reports
Quick Search

| Providers [¥] | Provider Name

MY DASHBOARD CONSUMERS ‘ PROVIDERS 1 INCIDENTS ‘ CLAIMS SCHE

A TEST Provider (10002)
Workers | Services | Provider ID Numbers | Conlracts | Bei Linked Providers | Aliases | Conditions

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

)-Filters:
Note Type ﬂ Equal To ﬂ j* ANDj x

Note Date j +
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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:
a. '"Division" = APD

"Note Type" = Initial Application

"Note Subtype" = Application Submitted

"Description" = Application Submitted

"Note" = Enter notes

"Status" = Pending

m -0 oo T

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

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

Notes Details

Division *

Note By & \Reed IVlonica v

Note Date * 00252023 |

Note Type * s

Note Sub-Type Sl [Application Submitted v
pescrption <8 Appiication Submitied

‘BI ﬂh’)py'i

NOtE e

Status ¥ Mp—
Date Completed

Attachments

Add Attachment

Document Description

There are no attachments to display

Note Recipients \

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

Save and Close Notes
Print
Close Motes

Access Ticklers

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

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

N
Role \
Region & Worksiream Worker ﬂ @

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

. | MY DASHBOARD CONSUMERS FROVIDERS

==  PROVIDERS

‘ Notes ‘

Complete 32

Pending 20

‘ Ticklers ‘

Tickers —-—+

|
o

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.
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Filters

Status v Equal To v New v ANDw 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 =P Date Created ~ Date Due Date Completed Status
Reassign to Supervisor fo initiate FSFN search on licensee Test Provider 101872023 101812023 New
Nofify Licensing Provider Applicant of any Errors or Omissions | Test Provider 092712023 102772023 New

When the Initial Application/Application Submitted note was saved, a Workflow
Wizard was triggered to remind the QA Workstream Worker to notify the
Prospective Applicant of any errors or omissions within 30 calendar days

Workflow Wi zard/

Notify Licensing Provider
Applicant of any Errars or | »
Omissions

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

b. Assigned to Monitor 3 (Licensing Specialist)

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

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

Workflow Wizard

Reassign to Supervisor to
initiate FSFN search on 4
licensee

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

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

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

o wennect welceme, Monica Reed Tieklers
- WIHNI 26 M v

File
- Fillers

Sz v EmdT v New v ADv  x

status v o+

3 Apply mier Days Betore Due.
Seath  Resst

75 My Dashtoard viswing 1 theough 15

I
Rnassn o Supervisr o e FSPN sechon fomsse | Tl Fowdse iz e ey
oty Licsnsing Prowr Agpkcant o any Erors o Omissors | Pt Frowder w0 1022 ™

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

Search by: [Last Name v | Search Text: _ Search  Cancel

7 record(s) returned

2486 Buck, Jennifer ﬂ Yes

1230 Buck, Sarah Support Coordinator Yes
15942 Buck, Timethy Yes
15347 Buckley, Silvia Yes
21332 BUCKMER, LAVANYA Yes
21809 Buckner, Shambray Yes
24156 BUCKNOR, SEAN Yes

Complete Application

The Licensing Specialist will review the Licensing
Application and all notes and attachments. If the
application is complete, the Licensing Specialist will
update the Facility Application and Licensed Capacity
forms to complete, then update the existing pending
note.

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

_Rl'.‘!:c
Region QA Workstream Worker |
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2. Navigate to the Providers chapter and enter the Provider’s Facility name in the
Quick Search filter and click go.

Wele
oo itennect e
File
Quick Search
ATest Provider X Froviders [ Proideriiams v @
MVD'\SHBO'\RD‘ CONSUMERS ‘ PROVIDERS ‘ INCIDENTS ‘ CLAIMS ‘ SCHEDULER ‘

Fiftrs /

3. Navigate to the Providers > Forms tab

oD Connect

File  Word Merge
Quick Search

&:ﬁnm ~

wvoAsHEoARD | consumzns | prowibems | imcioenTo

A TEST Provider (10002)
Workers | Services | Provider ID Numbers | Contracts | Beds | Linked F

Providers | Divisions | Forms | Enroliments | Authorizations | Netes

Divisi
AFD =
APD Grou; cor
APD Provider Enrollment Application

Enter the Search criteria as Form Name = Use for after 2014 — Calculation of License
Capacity then Click Search and select the form via the hyperlink on the record

MY DASHBOARD | CONSUMERS PROVIDERS REPORTS

Test Provider (21347) EK /
Workers | Services | Provider 1D Numbers s | Beds | Linked Providers ~Condiions | ServiceArea | AdminActions —Facility Management

Provigers | Divisions | EVVActiies | FOMMS.| Enolments | Autnorzations = Notes | Credentals | EVVStheduing —CAP  Appointments
Filters

Form Name v Equal To w| | Use for after 2014-Calculation of License Capacity v AND v x

Divisin v+
Seach  Resel

/ Form Name Review Review Date v

Division FormID
APD 503 Use for afier 2014-Calculation of License Capacity Initial 091252023

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

5. Update the Status to “Complete” on the Form Header and Click “OK” on the popup

message box

32



Use for after 2014-Calculation of License Capacity

Provider Assessment

Division * ADv Worker * Reed, Monica Clear Defais
Revien* nital status ¥
Review Date * 2 Approved By Reed, Monica Detzils
Approved Date 09252023
Use for after 2014 - CALCULATION OF LICENSED CAPACITY
For New License Applications as of July 1, 2014 )
Message from webpage X

be completed before the record can be saved. Do you want to

\

o By changing the status of this record, all required fields must

Cancel

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

File Reports
History

Duplicate Forms
Save Forms

Save and Add Another FEV

Save and Close Forms

7. Enter the Search criteria as Form Name = Facility Application Form (APD 2014-01)
then Click Search and select the form via the hyperlink on the record

MY DASHBOARD | CONSUMERS ‘ PROVIDERS REPORTS

Test Provider (21347)
Workers | Services = Provider ID Numbers | Confracts | Beds | Linked Providers | Condiions | Service Area | AdminActions | Facility Management

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

Filters
FomName v | EqualTo v |Facilty Application Form (APD 2014-01) v ANDv X

Division v +
Search  Reset

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

»

‘ ‘ Division ‘ Form D ‘ Form Name ‘ Review ‘ Review Date v

| e e | Fatity Appication For (APD2014-01) | ntal | osr2sr202

8. Update the Status to “Complete” on the Form Header and Click “OK” on the popup
message box
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Facility Application Form (APD 2014-01)

Provider Assessment
Division * APD v Worker * Reed, Monica Clear Delails

Status *

Review ™ Instial v

Review Date * D92 Approved By Reed, Modica

Approved Date 081252023

FACILITY APPLICATION FORM (APD 2014-01)

*

Message from webpage

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

\ Cancel

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

File Reports
History
Duplicate Forms

Save Forms

Save and Add Another FEV

Save and Close Forms

10. 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

11. Select the Note Type = Initial Application and Description = Application Submitted
and select the pending record via the hyperlink.

Filters.

Sias v EqualTo v Penang v ANDW X
NoiEType v+
Search Reset
30 My Dashboard Notes record|s) retumed - now wiewing 1 through 16
/ /
Provider / MNoteType Note Date v Description Author Status
Test Provider Initial Application 09282023 Appiication Submitied Reed, Monica Pending

12. In the existing Note record, update the following fields:
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"Division" = APD

"Note Type" = Leave as Initial Application

"Note Subtype" = Update to Application Form Review Complete
"Description" = Update to Application Form Review Complete
"Note" = Enter notes

"Status" = Update to Complete

@ 0 o0 T W

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

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

Notes Details

Division *

Note By * [Reed, Monica v
Note Date * 00252023 |

Associated Form ID#

R —

Note Sub-Type ¢ |App|\cation Form Review Complete v[

Application Form Review Complete

DesCription  «fme— y:

‘BI ﬂhﬁpx'i

Note %

Status* —

Date Completed 09/25/2023
Attachments

Add Attachment

Document Description

There are no attachments te display

Note Recipients \

Add Note Recipient ... Clear

13. 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

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

Workflow Wizard

Motify Provider Applicant
of Approval or Denial

Tickler - “Notify Provider Applicant of Approval or Denial”

b. Assigned to Self (Licensing Specialist)

c. Due on the 90th calendar day from the “Initial Application/Application Form
Review Complete” completed note

Schedule Site Visit
The Licensing Specialist will call the Prospective

Applicant to schedule a site visit and then enter the
appointment information in iConnect

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 Facility name in the
Quick Search filter and click go.
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. Wele
de iConnect a0
File
Quick Search
ATest Provider X | Providers [V]| | Provider Mame v @
MY DASHEOARD | CONSUMERS ‘ PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filters /
1 1 1

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

MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER ITILITIES REI
A TEST Provider (10002)
Workers | Services Provider 10 Numbers | Contracts Beds Linked Providers | Aliases Canditions Shqvice Area | Admn Actions
Providers | Divisions | Forms | Enroliments = Authorizations | Notes | Credentials = EVV Scheduiing | CAP | Appointments
View Style Filters
& List View Manthly View Status v Equal Te w|  Pending ™|  AND v‘ ®
Weekly View Daily View

e v &
[“searcn | Reset |

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

Type Start Date End Date
Site Visit 0602112018 06/2112018

4. Click File > Add Appointment
od iConnect

File

Add New Provider Search
Add Appointment

Spell Check \

Print

5. Update the following fields on the Appointment Details page
a. "Division" = APD
b. "Appointment Date" = Update date

"Start Time" = Update time

"Appointment End Date" = Update date

"End Time" = Update time

"Type" = Site Visit

"Subject" = Enter subject description

> @ - o o o

"Appt Summary" = Enter summary

"Appt Details" = Enter details
j.  "Status" = Scheduled
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Appointments

Division -
Appointment Date * =" 09252023 |2
Start Time =" 11 v|00v|AMv|
Appointment End Date <+ 09/25/2023 E]
End Time 11 v|30v|AMv|

Type * Site Visit v
Subject -if——

Status ¥ = Scheduled v
6. When finished select File > Save Appointment
File
Spell Check

Save Appointment

Print \
Close Appointment

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

Appointment ‘

Participants List

MNotes /

MNew Participant

8. Set the Non-Participants filter list to the appropriate value in order to select
the appointment participants

A intment
ppo | Panticipants

Participants List

Notes

Buck, Jennifer
New Participant
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9. Select the appropriate Licensing Specialist and Service Provider Worker
names by holding the control key down and clicking on the names and then
Click < Add

Non-Participants

Filter [ Current Active Provider Workers V|

Buck, Jennifer
Provider, Service
Reed, Monica
ReferralMgr, Osa
Ritchie, Lesli
Tierney, Jacqueline
Vogeler, Mandi
Worker1, Elizabeth

<< Add All
Remove >
Remove All >>

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

Save
Save and Close New Participant
Print

Close New Participant

As Needed: Reschedule Site Visit Appointment

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

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

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

Wel
ogd iConnect .

620

Quick Search \

ATest Provider X | Poviders [V Prvider e v @

File

MVD-\SHEOARD‘ CONSUMERS ‘ PROVIDERS 1 INCIDENTS ‘ CLAIMS | SCHEDULER ‘

Fiters /

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

MY DASHAOARD | CONSUMERS PROVIDERS INCIDENTS CLAMS SCHEDULER UTILITIES REY

A TEST Provider (10002)

Workers | Serwces | Provider ID Mumbers | Conlracts = Beds = Linked Prowders | Aliases  Conditions ce Area  Admin Actions
Providers | Divisions | Forms  Eneollments | Authorizations | Notes | Credentals | EVV Scheduling  CAP | Appointments
Filters

Monthly View Status v EqualTo v|  Pendng vl AN:v| x

Daily View

Tee v+
4 Appointments recordis) returned - now viewing 1 through 4

Type Start Date End Date

Site: Visit 052172018 052112018

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

A Test Provider (18830)
Workers | Services | Provder D Numbers | Coniacts | Beds | Linked Prowiders | Condifons | ServiceArea | ASminActons
Provders | Diisions | EVVActwites | Foms  Envolments | Authorzafions | Notes | Credemtil  EVVSthediing | CAP | Appomtments.
Viewstyle ——— Fiters
® vstview O Moty View
S - Moty Apponment Date v |+
Daiy
[“Search | Reset |
4 Appointments record(s) returned - now viewing 1 through 4- \
C) N
Appointment Date - Start Time End Tme Type b Subject Status
06012002 30000 P £00:00 P Site Visit Aapuiniment Scheduled for monthly it visit Scheduied
EREEET) 50000 P 50000 P ‘Ste Vist Wonthy vist Scheduies
= | 06022020 102000 A 105000 PHI General test Scheduies
B | 070s0t 31500 FM 345:00 P Site Visit Stz Visi Licensure Renewsl Scheduied

5. Update the following field on the Appointment Details page
a. "Status" = Update to Rescheduled
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6.

7.

. Appointment
Qod itonnect w

File

Appoimment Appaintments

Patioparts List
Appointment Date *
Notes
Start Time
New Parfitipant Appointment End Date:
End Time

Type*

Subject

Appt Summary (non-HIPAA Dz}

‘Apgt. Details(HIPAA Data) esie /

Status Rescheduled v

When finished select File > Save Appointment
File
Spell Check

Save Appointment

Print \
Close Appointment

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

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

Cancel

10.

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

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

Update the status from Pending to Scheduled, if appropriate.
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opd itennect

File
| Appoiniment ‘ Appointments
Participants List T
ot Appointment Date * 08/24/2023 [ orr19r2023
jotes
Start Time 0w
New Participant Appointment End Date 0872472023 |F] 071972023
End Time 04 v {00 » |PM v
Type * Site Visit v
Subject Site Visit for Service Level Designation

Had to reschedule due to conflict with appointment fime

Appt.Summary (non-HIPAA Data) y
Appt. Details(HIPAA Data)

Status * Scheduled v

11. Click File > Save Appointment. Both the original and reschedule appointments are
listed in the Appointments tab detail view.

12. The rescheduled appointments detail page will now show the date of the original

appointment next to the new Appointment Date and Appointment End date fields.

Q0 iCennect

File

Agpoiniment Appointments
Parbcipants List Division
Appointment Date *
Notes
Start Time

New Participant Appointment End Date

End Time 03v|15v|PM v

Type* Sit

had to reschedule to to confiict with appoiniment ime
Subject Vi e

Appt. Summary (non-HIPAA Data) summare

Appt. Details{HIPAA Data)}

Status * Pending v

Complete Site Visit

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

The list of applicable checklists are as follows:

Foster Care Facility Checklist
Foster Care Facility Client Checklist
Foster Care Facility Personnel Record Review

Group Home Client Checklist
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Group Home Facility Checklist

Group Home Personnel Record Review
Res. Hab. Center Checklist

Res. Hab. Client Checklist

Res. Hab. Personnel Record Review

Complete Appointment

The QA Workstream Worker will update the appointment
in APD iConnect after the site visit is completed.

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

Role \

Region QA Workstream Waorker ﬂ @

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

e Wele
ogd iCennect i
File
Quick Search
ATest Provider X || Poviders [V]| | pviderame v @
MY DASHBOARD |  CONSUMERS ‘ PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filters: /

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

WY DASHBQARD |  CONSUMERS | PROVIDERS REPORTS
Test Provider (21347)
Workers | Servicss | Provider IDNumbers | Coniacts  Beds | Liked Providess | Condifons | SeniceAvea | Adnin Actionly Faciity Managemant
Providers | Diisions ~ EVVActiviies | Foms = Enolments | Awthorizaions ~ Netes = Credentisls | EVVSchedung CAP | Appointments
View Style Filters.
® List View Monthly View
Appoiniment Date v+
WesHly Vie Dally View

Search

7 Providers Appointments record(s) retumned - now viewing 1 through 7

v
Appointment Date « Start Time End Tima Type Subject Status
w 09142023 200:00 Pm 30000 PM Site Visit Description of Site Visit Scheduled
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4. Select the appointment record that needs to be updated via the hyperlink in the list

view

A Test Provider (18330)

Worers | Sewvices | ProwderDNumbers  Coniracls  Beds  Linked Providers | CondiBons ~ ServiceArea | Admin Actons

Providers | Divisions | EVVAchviies | Foms —Envolments | Authorzztions | Motes | Credemisls | EVVScheduing | CAP | Appomtments.
Filters

Appoiniment Date v |+

4 Appointments record(s) returmed - now viewing 1 tirough 4 \

AW

Appointment Date + Start Time End Time Type b Subject Status
08012022 3:00:00 FM 40000 M Site Visit ‘Appoiniment Scheduled for monthly site vist ‘Scheduled
2 01202022 5:00:00 FM 50000 FM Site Visit Monthly vist Scheduled
= 06022020 1020:00 A 050:00 PM General test ‘Scheduled
= 07062018 31500 FM 3:45:00 PM Site Visit Stz Vist Licensure Renewal Scheduied

5. Update the following field on the Appointment Details page

a. '"Status" =

opd iennect

File

Update to Completed if the site visit was completed.
Update to Cancelled if the site visit was cancelled but not rescheduled.

Update to No Show if the Licensing Specialist attempted to make the site
visit but the contact person was not available. A new site visit will need
to be scheduled.

Test Provider
Last Updated by shelia.mott@apdcares.org
at 5/2/2023 1:41:36 PM

Appointment

A

Division
Participants List

Appointment Date *
New Participant
Start Time

Appointment End Date

APD ~

06/05/2023 |3
01 +[00~[PM~
06/05/2023 |9

End Time 03« |00~ |PM~
Type * Site Visit =
Subject p
Status * Scheduled v~
Canceled
No Show
Pending
Scheduled

Rescheduled

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

Save Appointment

Print

Close Appointment

7. From the File menu, select Close Appointment.
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Complete Checklists

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

iConnect.

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

N

N
=

Role

Region & Worksiream Worker

Quick Search filter and click Go.

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

o iennect

Welc
6201
File
Quick Search \
A Test Provider X | Poiiders [v] | Providertame v @
MVD!\SHBO.’\RD| CONSUMERS ‘m‘ INCIDENTS ‘ CLAIMS ‘ SCHEDULER ‘
Filters:

/

aCd iCennect

File  Word Merge

Quick Search

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

w‘dm

=]
MY DASHBOARD ‘ CONSUMERS |  PROVIDERS ‘ INCIDENTS
A TEST Provider (10002)
Workers Services Provider ID Numbers Contracts Beds Linked F
Providers | Divisions | Forms = Enrolments = Authorzations | Notes
Filters
saws  [v| [EquaiTe [v]  oren ~|  ano[v| (=
Division ﬂ +
| Seatt ] teee
31 Forms record(s) returned - now viewing 1 through 15
Division Form Name
APD Group Home Facility Checkiist
APD Group Home Personnel Record Review
AFD Provider Enroliment Application

4. Click File > Add Forms
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File  Word Merge

Add New Provider Search
Add Forms

Print \

Select the appropriate checklist from the drop-down list

Phoase Select Type:

- Worker * Reed. Morica BEE -
Review g Tl Staturs * i Draft v

Approved By

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

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

e. Select OK on the pop-up message box confirming the complete status

Message from webpage @

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

continue?

[ OK l ‘ Cancel

f.  When finished, click File > Save and Close Forms
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File
Spell Check

k]

Save Forms
Save and Add Another Forms
Save and Close Forms

Copy From Previous

AN RN

Print

Close Forms

Repeat all steps as necessary for each
checklist

Complete Application Package Checklist
The Licensing Specialist will generate the Application

Package Checklist and proceed with the Approval
Process.

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 Facility name in the
Quick Search filter and click GO

Wele

opd itonnect e
File

Quick Search \

A Test Provider X | | Providers [V] | Providerhame v @

MVD-\SHEO-\RD| CONSUMERS ‘m‘ INCIDENTS ‘ CLAIMS ‘ SCHEDULER ‘
Filters /

3. Navigate to the Providers > Forms tab
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opd iConnect

File  Word Merge

Quick Search

N:mers [v]

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS

A TEST Provider (10002)
Workers | Services = Provider ID Numbers | Confracts | Beds | Linked F

Providers | Divisions |~ Forms | Enroliments | Authorizations | Notes

Filters:
statis  [v| [EqualTo [v|]  prat [v] amplv]| (x
Division ﬂ +

| 1
31 Forms record(s) returned - now viewing 1 through 15
Division Form Name
APD Group Home Facility Checklist
APD Group Home Personnel Record Review
APD Provider Enroliment Application

Click File > Add Forms

File  Word Merge

Add New Provider Search

Add Forms
Print \

Select “Please Select Type” as “Application Package Checklist” from the drop-down
list

Please Select Type: | Application Package Checidist v
Provider Assessment
Division * APDv Worker * Reed, Monica Ciar Detais
Review* d v sas®
Review Date ™ Approved By Reed, Monica iails
Approved Date

Application Package Checklist

Update the following Header fields:

a. "Division" = APD

b. "Review" = Initial
Complete all fields on the Application Package Checklist Form
d. "Status" = Complete (click OK on the pop-up message)

o
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Message from webpage @

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

continue? /

l 0K H Cancel ‘

7. When finished, click File > Save and Close Forms
File
Spell Check

-

Save Forms

Save and Add Another Forms

[T

Save and Close Forms

Copy From Previous

(%]

Print

Close Forms

Site Visit No Violations Note

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

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

N
Role \
Region & Worksiream Worker ﬂ @

2. Navigate to the Providers chapter and enter the Provider’s Facility name in the
Quick Search filter and click GO
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e Welc
o iennect s
File
Quick Search
A Test Provider X | Providers [v] | provider Name lv| @
MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filters /

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 | Enroliments | Authorizations | Notes  Crecentials =~ EVV Scheduling
Filters.

Note Type ﬂ Equal To ﬂ ﬂ“ ANDﬂ x

NoieDate  [v| |+

| 1
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
"Note Type" = Initial Application
"Note Subtype" = Site Visit Complete with no issues or deficiencies

b
c
d. "Description" = Site Visit Complete with no issues or deficiencies
e. "Note" = Enter notes

f.  "Status" = Complete

8

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

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

Division *
Note By * [Reed, Monica hd
Note Date * oer252023 |

Associated Form ID#

Note Type* ~p—— Initial Application v

Note Sub-Type e \Slle Visit Complete with no issues or deficienci v |
. Site Visit Complete with no issues or deficiencies

Description -—

| B 7 U 150 - A -

Note <

status * <

Date Completed 09/25/2023
Attachments

Add Attachment

Document Description

There are no attachments te display \

Note Recipients

Add Note Recipient: - Clear

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

Close Motes

Supervisor Review

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

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

N

Role \

Region QA Workstream Waorker ﬂ @
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2. Navigate to the Providers chapter and enter the Provider’s Facility name in the
Quick Search filter and click GO

3.

5.

ofd iConnect s

File

Filters

Wele

Quick Search \

A Test Provider X | Providers [v] | provider Hame lv| @
MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

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

File  Reports

Quick Search

| Provigers [v]| | Provider Name

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHE

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

Filters
Note Type ﬂ

NoteDate |V

Click Fil

File

Providers | Divisions | Forms | Enroliments | Authorizations | Notes  Crecentials | EVV Scheduling

Equal To ﬂ ﬂ* ANDﬂ x
+

ek s
e > Add Notes

Reports

Add New Provider Search

Add Notes

Print

T~—

In the new Note record, update the following fields:

-0 a0 T

"Division" = APD

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

"Status" = Pending

Click the ellipsis on the "Add Note Recipient" to add the Licensing Supervisor
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
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Notes Details
Division *
Note By *
Note Date *

Associated Form 1D#

Note Type * -+

Note Sub-Type

Description  <ff—

Note

Status * p—

Date Completed

Attachments

Add Attachment

Document

There are no attachments to display

Note Recipients

Add Note Recipient:

‘Reed Monica v

09252023 |

‘InitialApp\icaliunFSupervisur Review v

[vf

|BIHWE‘:<-A'

Description

N

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 Licensing Supervisor will review the application, add a
note for the approval and send to the ROM for review. If

additional

actions are needed, proceed to Further

Documentation Required or Supervisor Denial.

1. Set “Role” = Region QA Workstream Worker/Lead then click Go.
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Role —
Region QA Worksitream 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
JNSUMERS \ INCIDENTS PROVIDERS
‘ Inquiry Alert Notes List ‘ ‘ Notes ‘ ‘
lotes 0 Unread Alert Notes 0 Complete / 3
Pending 1"

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

Filters

Ss v EquaTo v Penimg v ANDw X

NeieType v

Seath  Reset
30 My Dashboard Notes record(s) retumed - naw viswing 1 through 15

Provider NoteType Note Date v Description Author Status

Test Provider Iniizl Appication/Supenvisor Review 0912502023 Reed. Monica Pending

4. In the existing Note record, update the following fields:
a. “Associated Form ID#” = Enter Form ID# if applicable

“Note Type” = Update to Initial Application/Supervisor Approval

“Description” = Enter description

"Note" = Enter Notes

"Status" = Update to Complete

Click the ellipsis on the "Add Note Recipient" to add the Licensing

Specialist as the Note Recipient

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

h. Click the ellipsis on the "Add Note Recipient" to add the ROM 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.

mo a0 T
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Notes Details

Division AFD W
ey
Note Date * oazs20z |

Associated Form D2

Note Type * — nitial Agpiication/Supenvisar Apgroval v

Note Sub-Type

Bk

Description h

4

Bk Hew Text
Enter approval notes
Append Text to Note
Status * _ Complate v
oo corie
Attachments
Add Atachment
Document Description

There are no attachments to display
Note Recipients

- —

5. When finished click File > Save and Close Notes

File Tools

6. Select File > Close Notes

oD iCennect

File Tools
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Add License Information

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

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

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.

Wele
6201

ocd iwenneet

File
Quick Search

A Test Provider X | | Providers [V | provider Name v @
MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER
Fifters /
1 1 1

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

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS

7

Workers | Services | Provider ID Numbers | Contracts | Beds | Linked\Providers | Aliases

A TEST Provider (10002)

Providers | Divisions | Forms | Enroliments = Authorizations = Notes | Credentials EVW

4. Select File > Add License
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File

Word Merge

Add New Provider Search

Add License/

Add Certification

Add Insurance

Print

5. Update the following fields:

a.

> o

"License Type" = select as appropriate
i. Foster Home
ii. Group Home

iii. Residential Habilitation Center

License Number = Enter information — Please note that each region has their
own system for assigning license numbers

"Original Date of Issuance" = Enter Date
"Effective Date" = Enter Date

"Expiration Date" = Enter Date

"Comment" = Enter comments if applicable
"Status" = Active

"Reason" = Initial

"QA Workstream Worker" = Click ellipsis on the field to add the Licensing
Specialist.

Enter the Last Name and Click Search and then select the Name
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License Details

Credential Type * License

License Type E — | Foster Home v/
License Number * <+ FH123456

Original Date of Issuance X o —— 09/01/2023 E

Date of Renewal/Subsequent License ]

Effective Date * e 090012023 |2

Expiration Date X dfp—— 09/30/2024 ]

Less than One Year [J

Comment

Status  if— |Active v]
REASON e Initial v

QA Workstream Worker ¢ Reed, Monica .. Clear Details

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

7. Upon saving the license record, a Workflow Wizard triggered the reminder
tickler that is due in 365 calendar days. It will be retrieved from My
Dashboard > Provider > Ticklers.

Workflow Wizard

Annual License Review 4

a. Tickler - “Annual License Review”
b. Assigned to Self

c. Due on the 90th calendar day before the License expiration date for license
types of Foster Home, Group Home, Residential Habilitation Center

ROM Review

The ROM/Designee will receive notification of the
Supervisor Approval or the Supervisor Denial via a
note on My Dashboard. The ROM will need to review
all checklists and notes. If approving, they will then
print out the License Certificate. The Licensing
Specialist will have added the license information to
the provider record before the ROM prints the
License Certificate.
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1. Set “Role” = ROM/Deputy ROM then click Go.

Role S~
ROMIDeputy ROM [v] @

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

ot 3 Wele
opd itennect o
File
Quick Search
A Test Provider X | Providers [v] | Provider Name v @
MVD-\SHEOARD‘ CONSUMERS ‘ PROVIDERS ‘ INCIDENTS ‘ CLAIMS ‘ SCHEDULER ‘
Filters /
1 1

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

MYDI—\SHBOARD‘ CONSUMERS ‘ PROVIDERS ‘ INCIDENTS CLAIMS

/

Workers | Services | Provider ID Numbers | Contracts = Beds | Linked Prgviders | Aliases

Providers | Divisions | Forms | Enrollments | Authorizations | MNotes | Credentials EVV!

4. Select Word Merge > License Certificate Automated
Word Merge
Confirm BF IB Designation Attachment L
Cover Letter with Certificate of Service |
License Certificate Automated

Provider Status BF.IB Attachment M

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

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

Save the Word Merge Document to the device by clicking the Save button and then

Open
agency for persons with disabilities
State of Florida
Ron DeSantis CERTIFICATE OF LICENSE
Gavernor
(1]
Taylor Hatch License No. 586974
Directar
L Date of Issue: 9/1/2024 12:00:00 AM

State Office

4030 Esplanade Way — Expiration Date*: 9/30/2024 12:00:00 AM

Suite 380
Tallahassee, FL 323%8-0050
[ 1] L
Notwestegon AQENCY for Persons with Disabilities %
400 Esplanade way  Maximum Resident Capacity:
Suite 280 Facility Type: Group Home
Tallshassea, FL 323580-2043
L L] Licensee: Test Provider

Bmihe ok Pl

\ Open |~ Open folder View downloads

The WM_P249 | icense-Certificate-Automated_ADA.v4.doox download has completed.

Edit the Word Merge Document as necessary

When finished, Click File > Print to print the updated Word Merge and
then File > Save, File > Close

Select File > Close to close the Word Merge in APD iConnect

File

Print /

Close
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The ROM/Designee will then sign, scan and save the
License Certificate to their device.

ROM Approval

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

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

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

Role \

R — |

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

Wele

ogd ionnect =
File
Quick Search \
A Test Proidsr X | Proites ]| | poveertiame ¥ &
MY DiSHB0RRD | CONSUMERS ‘ PROVIDERS 1 nooewts | cavs | screnuR |
) Filters /

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

File  Reports
Quick Search

| Providers (]| [ Provider Mame

v orsvmonso | consuvens [QERGUBERSR moomts | cuws | soue

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

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

<) Filters
Note Type ﬂ Equal To ﬂ ﬂ* ANDﬂ x

NoweDate  [v| [+

4. Click File > Add Notes
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File

Reports

Add New Provider Search

Add Notes

Print

T~—

5. In the new Note record, update the following fields:
a. "Division" = APD
b. “Associated Form ID#” — Enter Form ID if applicable
c. "Note Type" = Initial Application/ROM Approval
d. "Description" = Initial Application/ROM Approval
e. "Note" = Enter notes
f.  "Status" = Complete
g. Click "Add Attachment" and search for the copy of the signed License
Certificate on the user's device. Click Upload
h. Click the ellipsis on the "Add Note Recipient" to add the Licensing
Specialist as the Note Recipient
i. Enter Last Name and Click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note
o
= s 7
" e >
Atacnments g™
e—— AN
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

Signed License Certificate Note

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

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

~,
Role \
Region & Worksiream Worker ﬂ @

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

Wele

ofd ienmect
File
Quick Search \
ATest Provider X | | Providers [v] | providerName v @
MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER
Filters /
1

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

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS

/

Workers | Services | Provider ID Numbers = Contracts | Beds | Linked Prgviders | Aliases

Providers | Divisions | Forms = Enrollments = Authorizations | MNotes | Credentials EVV!

4. Select Word Merge > Cover Letter with Certificate of Service
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Word Merge
Confirm BF.IB Designation Attachment L

Cover Letter with Certificate of Service

License Certificate Automated

Provider Status BF.IB Attachment M

When finished, Click File > Print to print the updated Word Merge and
then File > Save, File > Close

In APD iConnect, Click Upload and Save to Note after saving the word document

In the new Note record, update the following fields:

a.

S @ ™0 oo o

"Division" = APD

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

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

"Note" = Enter notes

"Status" = Complete

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

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

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

Click the ellipsis on the "Add Note Recipient" to add the Agency Clerk
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
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Notes Details
Division *
Note By *
Note Date *

Associated Form [D#

Note Type & —
Note Sub-Type 4 ——
Description  -if——

[ E—

Status ¥ —

Date Completed

Attachments

Add Attachment

Document

There are no attachments to display

Note Recipients

Add Note Recipient:

\ Reed, Monica v

09252023 |8

Initial Application v

\ Signed License Certificate v

Signed License Certificate

‘BIEMW'A'

09/25/2023

Description

Clear

8. When finished click File > Save and Close Notes

File Tools

Spell Check

Save Notes

Save and Close Notes
Print

Close Notes

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

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

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

i’ Welc
OQj iConnect e
File
Quick Search
A Test Provider X | | Providers [¥] | | Provider Name v @
MY DASHBOARD ‘ CONSUMERS ‘ PROVIDERS ‘ INCIDENTS | CLAIMS ‘ SCHEDULER ‘
Filters:

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 | Enroliments | Authorizations | Notes  Crecentials =~ EVV Scheduling

Filters

Note Type j Equal To ﬂ j“ ANDﬂ x

NoeDaie  [v| [+

4. Click File > Add Notes
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5.

File Reports
Add New Provider Search
Add Notes

Print \

In the new Note record, update the following fields:

a. "Note Type" = Initial Application
"Note Subtype" = Site Visit Complete with issues or deficiencies
"Description" = Site Visit Complete with issues or deficiencies
"Note" = Enter notes for all deficiencies/issues

"Status" = Pending

Y

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 * 10192025 |

Associated Form ID# ‘— 352

Note Sub-Type -+ \ Site Visit Complete with issues or deficiencies v |
Descrigtion +— Site Visit Complete with issues or deficiencies

B I U gx~Ar

Note ¢
Sty #
Date Completed
Attachments
Add Attachment
Document Description

There are no attachments to display

Note Recipients \
Add Note Recipient: ]D Clear
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6. When finished click File > Save and Close Notes
File  Tools
Spell Check
Save Motes

Save and Close Notes

Print
Close Motes

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

Workflow Wizard

If application is
abandoned,_discontinue
IDPASS access and close
applicant record

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

b. Assigned to Self

c. Duein 120 calendar days

As Needed: Corrective Actions Update

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

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

Role \
Service Provider v @

2. Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.
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MY DASHBOARD  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE

IJNSUMERS \ INCIDENTS PROVIDERS
Inquiry Alert Notes List Notes
lotes 0 Unread Alert Notes 0 Complete / 3

Pending 1
Select the Note Type = Initial Application with a Description = Site Visit
Complete with issues or deficiencies and select the pending record via the
hyperlink.

Sasv 4

Seach  Reset

22 My Dashboard Notes recordls) retumed - now viewing 1 through 15
Provider MoteType / Note Date » / Description Author Status 0
defiriencie: 0

Resd Monica Pentng

Test Provider izl Appication nnnNB Stz Viet Competa:

In the existing Note record, update the following fields:
a. "Append Text to Note" = Enter notes with corrective action for Unmet items

b. "Status" = Leave as Pending

c. Click "Add Attachment" and search for the copy of supporting documents on
the user's device (if applicable). Click Upload

d. Click the ellipsis on the "Add Note Recipient" to add the Licensing
Specialist(Region QA Workstream Worker) as the Note Recipient

e. Enter Last Name and Click Search in the pop-up browser window. Select the
Name of the worker to attach them to the note
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Notes Details
Division *
Note By ®
Note Date *
Note Type *
Note Sub-Type

Description

Note

Status *

Date Completed

Attachments

Add Attachment

Document

There are no attachments to display

Note Recipients

Add Note Recipient:

Reed, Monica

1022202 |0
Initial Application  » [*

[ Site Visit Complete with issues or deficiencies v |*

Site Visit Complete with issues or deficizncies

New Text

[B £ U oot~ A-

Enter notes with corrective acfion for Unmet fems

Append Text to Note

Description

Clear

5. When finished click File > Save and Close Notes

File Tools
Spell Check
Save Notes

Save and Close Notes

Print
Close Motes
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The Licensing Specialist and Service Provider will leave
£ the note in a Pending Status until all issues/deficiencies
have been resolved. This process can be repeated
multiple times.

As Needed: Add Appointment for CMS Compliance Site Visit

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

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

~,
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 itennect e
File
Quick Search \
ATest Provider X | Providers [v] | | Provider Name v @
MY DASHBOARD | CONSUMERS ‘m INCIDENTS CLAIMS SCHEDULER
Filters /

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

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SGHEDULER ITILITIES REI

A TEST Provider (10002)
Workers | Services | ProviderID Numbers | Contracts  Beds | Linked Providers | Aliases | Conditions | SMvice Area | Admin Actions

Providers | Divisions | Fomms | Encoliments | Authorizations | Motes | Credentials = EVWScheduling | CAP | Appoiftments

View Style Filters
& List View Manthly View Status v Equal Te w|  Pending ™|  AND v‘ ®
Weekly View Daily View

e v &
[“searcn | Reset |

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

Type Start Date End Date
Site Visit 0602112018 06/2112018

4. Click File > Add Appointment
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od iConnect

File
Add New Provider Search
Add Appointment

Spell Check \

Print

5. Update the following fields on the Appointment Details page
"Division" = APD
"Appointment Start Date" = Update date

o QL

"Start Time" = Update time
"Appointment End Date" = Update date
"End Time" = Update time

"Type" = Site Visit

"Description" = Enter description
"Status" = Scheduled

> @ - o o o

Appointments

Division m—
Appointment Date * =" 09/25/2023 |4
Start Time =" 11 v|00 v|AM v |
Appointment End Date G 09/25/2023 |
End Time = 11 v[30v|AM v|
Type * e Site Visit v
Subject ffm—
Staus * = Scheduled v
6. When finished select File > Save Appointment
File
Spell Check

Save Appointment

Print \
Close Appointment
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7. Click New Participant on the left-hand navigation menu
File

s -

Apporument

Participants List
Notes

Mew Participant

8. Set the Non-Participants filter list to the appropriate value in order to select the
appointment participants

Appointment

| Participants |

Parficipants List Lt Family Relations.

Case Relations.
Notes Application, Harmony
Buck, Jennifer

9. Select the appropriate Licensing Specialist and Service Provider Worker names by
holding the control key down and clicking on the names and then Click < Add

Non-Participants

Filter [ Current Active Provider Workers V|

|Application, Harmony

Buck, Jennifer
Provider, Service
Reed, Monica
ReferralMgr, Osa
Ritchie, Lesli
Tierney, Jacqueline
Vogeler, Mandi
Worker1, Elizabeth

<<Add Al
Remove >
Remove All >>

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

Save
Save and Close New Participant
Print

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

The CMS Compliance Specialist will enter a Site Visit Note
when the site visit is complete and update the CMS
Compliance License record. They will complete the CMS
Residential Monitoring Tool outside of iConnect. It will be
attached to this note.

NOTE: If the CMS Compliance Specialist identifies
issues/deficiencies, they will proceed with a Plan of
Remediation outside of iConnect.

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

s Wele
opd itonnect o
File
Quick Search
A Test Provider X | | Providers V]| | providerheme v @
MVD.’\SHEO.’\RD| CONSUMERS ‘ PROVIDERS ‘ INCIDENTS ‘ CLAIMS ‘ SCHEDULER ‘
Fiters /

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

File  Reports

Quick Search

| Providers [¥] | Provider Name

1Y DASHBOARD |  CONSUMERS | PROVIDERS ‘ INCIDENTS ‘ CLAIMS SCHE
A TEST Provider (10002)

Workers | Services | Frovider ID Numbers | Contracts | Body | Linked Providers | Aliases | Condifions

Providers | Divisions | Forms | Emolments | Authorizations | Notes | Crecentials | EVV Scheduling
Filters
Note Type ﬂ Equal To ﬂ j* ANDj x
Note Date j +

[“scarh | rose |

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

Print \

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

a. "Division" = APD

b. "Note Type" = Facility Site Visit

c. "Note Subtype" = CMS Site Visit Complete with no deficiencies

d. "Description" = CMS Site Visit Complete with no deficiencies

e. "Note" = Enter notes

f.  "Status" = Complete

g. Click "Add Attachment" and search for the copy of the CMS Residential

Monitoring Tool on the user's computer. Click Upload
h. NOTE: Each attachment can be up to 18mb in size

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

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

Notes Details

Division *

Note By * |Reed, Monica ~

Note Date * o9izgzozs |

Associated Form ID# ‘——

Note TYPe * [Facility Site Visit ~ [

Note Sub-Type — ~iff— [CMs site Visit Complete with no deficiencies v [
Description CMS Site Visit Complete with no deficiencies P

B I U 16px ~ A ~

Note lff—
e

Status * Complete w
Date Completed 09/29/2023

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

75



File Tools
Spell Check
Save Motes

Save and Close Notes

Print
Close Notes

Proceed to Complete Appointment

As Needed: CMS Compliance Site Visit Complete Note — Issues

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

NOTE: If the CMS Compliance Specialist identifies
issues/deficiencies, they will proceed with a Plan of
Remediation outside of iConnect after adding the note.

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

N
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

Wele

opd itonnect o
File
Quick Search
ATest Provider x| | providrs [v]| | provtertiame v &
MVDASHBO»\RD| CONSUNERS | PROVIDERS 1 INCIDENTS ‘ CLAMS ‘ SCHEDULER ‘
Fitters /
\ \ \

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 | Services | Provider ID Numbers | Contracts | Bel Linked Providers | Aliases | Conditions

Providers | Divisions | Forms | Enroliments | Authorizations | Notes = Crecentials = EVV Scheduling

Filters
Note Type ﬂ Equal To ﬂ ﬂ“ ANDﬂ x

Note Date ﬂ +

| 1 ]
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
"Note Type" = Facility Site Visit
"Note Subtype" = CMS Site Visit Complete with deficiencies
"Description" = CMS Site Visit Complete with deficiencies
"Note" = Enter notes
"Status" = Complete

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

m =0 oo o

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

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

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

Division *

Note By * | Reed, Monica -
Nots Date * 09292023 |

Associated Form ID# -+

Note Type ¥ s [Facility Site Visit ~ |

Note Sub-Type — | CMS Site Visit Complete with deficiencies ~[
Temshim - CMS Site Visit Complete with deficiencies

|BI U 16px -~ A ~

Note .

Status ¥ ~aif—

Date Completed 09/29/2023
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
File  Tools
Spell Check
Save Motes
Save and Close Notes
Print

Close Notes

As Needed: Add CMS Compliance License Information

The Licensing Specialist will add the CMS Compliance
License Information

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

ol Wele
ocd iwenneet s
File
Quick Search
ATest Provider X| | Providers [v] | Provider Name v @
MYDASHBOARD | CONSUMERS |  PROVIDERS INCIDENTS CLAMS SCHEDULER
Fitters /
1 1 1

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

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS

7

Workers | Services | Provider ID Numbers | Contracts | Beds | Linked¥Providers | Aliases

A TEST Provider (10002)

Providers | Divisions | Forms | Enroliments =~ Authorizations = Notes | Credentials EVV

4. Select File > Add License
File Word Merge

Add New Provider Search

Add License/

Add Certification
Add Insurance

Print

5. Update the following fields:

Q

"License Type" = CMS Compliance

b. "Effective Date" = Enter Date

c. "Comment" = Enter comments if applicable

d. "Status" = CMS Compliance Monitoring Required

e. "QA Workstream Worker" = Click ellipsis on the field to Add the CMS
Compliance Specialist. Enter the Last Name and Click Search and then select
the Name
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License Details

Credential Type * License

License Type ¥ - — ‘CMS Compliance ~[
Date of Renewal/Subsequent License ll

EfectiveDate * 00102 |

Less than One Year O

Initiate Compliance Monitoring - newly licensed home

Comment *

)
satus [C14S Compliance Monitoring Required v |
QA Worl Worker e Reed. Monica .. Clear Details

When finished, click File > Save and Close License Details
File
Spell Check
Save License Details
Save and Add Another License Details
Save and Close License Details
Print

Close License Details

Proceed with Plan of Remediation outside of iConnect

As Needed: Link Child Provider

If a Parent Provider record exists for the new Provider —
the Licensing Specialist will need to link the new facility
to the Parent Provider

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

~,
Role \
Region QA Workstream Waorker ﬂ @
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2. Navigate to the Providers chapter and enter the PARENT Provider’s name in the
Quick Search filter and click Go.

ol Wele
Opd iConnedt 60
File
Quick Search
ATest Provider X | | Proiders [v] | Provider Name v @
MY DASHBOARD | CONSUMERS ‘ PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filtrs /

3. Navigate to the Providers > Linked Providers tab

CONSUMERS PROVIDERS REPORTS

Test Provider [21347) \

Workers | Senvices | ProvideriDNumbers  Contracls Beos | Linked Prowiders  Condiions —SeviceArez | AdminActions | Facilty Management

Providers | Divisions = EVVActhviies | Forms | Enrollmenis | Auihorizaions = Moies = Credenfials | EVV Scheduing CAP  Appoiniments

4. Select File > Link to a Vendor

File Tools

Add New Provider Search

Print /

Link to a Vendor

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

b. Linked Provider = Click ellipsis and search for Child Provider record

c. Start Date = Enter Date

Relationship * Subsdiay v

Linked Provider * Clear  Details

Start Date * i

End Date E

Disclaimer The details of the facility are per Provider, it is up to the WSC and the Consumer to validate

81



Search By: |Name ~ |Search Text: test Search Cancel
4 record(s) -
returned
PROVIDER PROVIDER ID |PROVIDER ID
NAME PROVIDER ID CITY STREET MEDICAID ID NO NUMBER NUMBER
TYPE IDENTIFIER
Test Provider 21347 Jacksonville 225 FL545454 21347 SenderlD 21347 _Test
Branchwater Ct -
stz a0 21358 F12343078500 | . ndenD 21359_TESTS
Support 01 =
Treating

Tests WSC 21358 TALLAHASSEE 1234 street 234567850 Provider 234567890
Tester 1 Level 1 [ 17216 123531234 SenderlD 17216_TESTE

6. When finished, Select File > Save and Close

Saveand C

Save Link a

lose h

Provider

Save and Add Another

Print

Close Link a Provider

Corporate Parent record

Test Provider (21347)

Filters
Linked As v +
Search  Reset

-

Navigate back to the Child record and validate that the Linked Provider tab shows the

Workers | Services | Provider IDNumbers | Confracts | Beds | Linked Providers  Conditions | Service Arsa | AdminActions | Facility Managel

Providers

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

/

Divisions | EVV Activities | Forms = Enroliments | Autherizafions = Notes | Credentials = EVV Scheduling = CAP | Appeintments

Linked As

~ ‘

vaidy

Street

Zip Code

Status

Corporate

T O

As Needed: Initial Application with Errors

The Licensing Specialist will

review the Licensing

Application and all notes and attachments. If there are
errors/omissions, the Licensing Specialist will inform the
Prospective Applicant by updating the pending note.
Once all errors/omissions are resolved, reviewed and
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approved, the Licensing Specialist will update the 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
INSUMERS \ INCIDENTS PROVIDERS
Inquiry Alert Notes List Notes
lotes 0 Unread Alert Notes 0 Complete / 3
Pending 11

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

Fiters:
S v EwaTo v Peong v ANDwv X
NoEType v+

Search  Reset

30 My Dashboard Notes record{s) returned - now viewing 1 through 15

Provider Aype Notz Date v Description Author Status

Test Provder Iniial Appiication 097252073 Appiication Submitied Reed, Monica Pending

4. In the existing Note record, update the following fields:
a. "Division" = APD

"Note Type" = Leave as Initial Application

"Note Subtype" = Update to Errors/Omissions

"Description" = Errors/Omissions

"Note" = Enter notes specific to the outstanding errors/omissions

I Y

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

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

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

Notes Defails

Division *
Mote By # Reed, Monica
Note Date * oersz0zs |

Associated Form ID#

Note Type * ——— [initial Appiication %
A v

Mote Sub-Type . [Errors/Omissions

Description Errors/Omissions 4
On 9725/2023 at 7:35 PH, Monica Reed wrote:
Enter notes specific to the outstanding errors/omissions

Lo New Text

B J U ifpx - A~

Append Text to Note

status * F

Date Completed

Attachments

Add Arachment

Document Description

There are no attachments to display

Mote Recipients

Add Mote Recipient ..  Clear

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

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

Workflow Wizard

If application is

abandoned_discontinue
IDPASS access and close
applicant record

4

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

e. Assigned to Self
f. Due in 120 calendar days

As Needed: Update Application

The Prospective Applicant will get notified of the pending note
via My Dashboard and will review the errors/omissions provided

by the Licensing Specialist. The Prospective Applicant will then
respond to the pending note with the requested corrections and

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

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

Role \
Service Provider v @

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

PROVIDERS INCIDENTS CLAIMS SCHEDULE
JNSUMERS \ INCIDENTS PROVIDERS
H Inquiry Alert Notes List ‘ ‘ Notes ‘ ‘
lotes 0 Unread Alert Notes 0 Complete 3
Pending 1

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

Filters
sEs v EET v Fewdng v ANDv X
NoeTipe v+

Search  Reset

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

/

Provider

NoteType

Note Date v

» Description Author

Status

Test Provider Inital Appication

032572023

ErmorsiOmissins Resd, Monica

4. In the existing Note record, update the following fields:
a. "Note" = Enter Notes as to what corrections have been made
b. "Status" = Leave Status as Pending.
c. Click the ellipsis on the "Add Note Recipient" to add the Licensing
Specialist as the Note Recipient
d. Enter Last Name and Click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note.

Notes Details
Division *
Mote By *
Mote Date
MNote Type e

MNote Sub-Type

Description

Note

Status *

e

Date Completed

Attachments

Add Arachment

Document

Thers are no attachments to display

Note Recipients

Add Mots Recipiznt:
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Reed, Monica
oorzezoza |

[ Erors/Omissions w [

Errors/Omissions

On 972672623 at 18:51 PH, Honica Reed wrote:
Enter Motes as to what corrections have been made

New Text

B & U 16pz - A~

N

Pending %

Append Text to Note

Description

S

Claar

Pending



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

Save and Close Notes

Print
Close Notes

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

As Needed: Further Documentation Required

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

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

Role e—
[Region GA Worksiream teas Il GO |

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

‘ MY DASHBOARD  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE

JNSUMERS \ INCIDENTS PROVIDERS

H Inquiry Alert Notes List ‘ ‘ Notes H
lotes 0 || Unread Alert Notes 0 || Complete / 3

Pending 11

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

31 My Dashboard Notes record(s) retumed - ow viswing 1 Brough 15

Provider NoteType Note Date-+ Descripion Autor Stams
TestProwater Iniizl AppicatonSupensar Rsie 093203 Reod, Minica Fendng

4. If Supervisor is requesting further documentation:
a. Inthe existing Initial Application/Supervisor Review Note record, update the
following fields:
i. “Associated Form ID#” = Enter Form ID# if applicable
ii. “Note Subtype” = Update to Further Documentation Required
iii. “Description” = Update to Further Documentation Required
iv. "Note" = Enter Notes as to what information is needed
v. "Status" = Complete
vi. Click the ellipsis on the "Add Note Recipient" to add the
Licensing Specialist as the Note Recipient
vii. 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 *
Maote By &3 Reed, Monica
Mote Date * vazezozz |

Associated Form D8 e
Note Type * t slication/Supervisor Review W
Note Sub-Type [ Further Documentation Required W [
her Doc SHon R
Deseription +— Further Documentation Required

On 9262823 at 18:86 PM, Monica Reed wrote:
Enter Notes for what information is needed

I — New Text

B r U 16px - A -

Append Text to Note

Status*  f—
Date Completed 0Bi26/2023
Attachments

Add Atachment

Document Description

There are no attachments to display \

Note Recipients

Add Mote Recipient ..  Clear
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5.

If ROM is requesting further documentation:

a. Click Fil

e > Add Notes

File  Reports

Add New Provider
Add Notes
Print

Search

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

i
ii.
iii.
iv.
V.
vi.
vii.

viii.

Notes Details
Division *
Note By *

Note Date *

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

“Note Type” = Initial Application/ROM Approval

“Note Subtype” = Further Documentation Required
“Description” = Further Documentation Required

"Note" = Enter Notes as to what information is needed

"Status" = Complete

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

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

[Reed, Monica v

10nez0 |

Associated Form ID# ‘——

Note Type * —
Note Sub-Type <—

[Initial Application/ROM Approval b

[Further Documentation Required v [

Description ‘—— Further Documentation Required p
[B 2 U A~
Note
*—-—
s
Date Completed 10/19/2023
Attachments
Add Attachment
Document Description

There are no attachments to display

Note Recipients

Add Note Recipient:

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

Save and Close Notes

Print
Close Notes

As Needed: Requested Information

The Licensing Specialist will be notified of the Further
Documentation note via My Dashboard. They will request
information from the Prospective Applicant via a new note.

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

Role —
[Region OA Worksiream Leod ————TIgJ GO |

2. Navigate to the My Dashboard > Providers > Notes > Complete and click the
hyperlink for the Pending notes.
\ MY DASHEOARD CONSUMERS PROVIDERS

PROVIDERS

,
&
o

Ticklers

Ticklers

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

Filters

Ses v EqualTe v Pending v ANDv X
NotsTypev |+

Search  Reset

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

» F -
Provider NoteType Note Date ~ Description Author

Test Provider Licensing Renewal'Supervisor Review 09202023 Further Documentation Required Reed, Monica

4. Review the note for the requested documentation then close the note.
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5. The Licensing Specialist will create a new note to communicate with the Provider.
Navigate to the Provider > Notes tab. Click File > Add Notes

File Reports
Add New Provider Search
Add MNotes

Print \

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

a. "Division" = APD
b. “Associated Form ID#” = Enter Form ID# if applicable
c. "Note Type" = Initial Application
d. "Note Subtype" = Further Documentation Required
e. "Description" = Further Documentation Required
f. "Note" = Enter notes as to what is being requested
g. "Status" = Pending
h. Click the ellipsis on the "Add Note Recipient" to add the Prospective
Applicant as the Note Recipient
i. Enter Last Name and Click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note
Notes Details
Division *
Note By * |Reed, Monica ~
Note Date * 09/26/2023 |8
Associated Form ID# —— 352
Note Type* if— \\nitia\App\icamn Vr
Note Sub-Type - [Further Documentation Required ~[
Description h Further Documentation Required

[ B £ O 150 - A-|

Enter notes as to what is being requested

Note <

status ¥ l—"

Date Completed

Attachments

Add Attachment

Document Description

There are no attachments to display

Note Recipients \

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

Save and Close Notes

Print
Close Notes

8. Set “Role” = Service Provider

Role \
Service Provider v @

9. 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
H Inquiry Alert Notes List ‘ ‘ Notes H
lotes 0 Unread Alert Notes 0 Complete / 3
Pending 11

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

Filters
Sas v EquaT v| Pedmy v MDDV [x

NoType v+

Seamn  Reset

31 My Dashboard Notes record(s) retumed - now viswing 1 through |5/ /

Provider » NoteType Note Date v Description Author Status
Test Proviger Infial Appicason 0952 Further Documentation Requred Reed. Monica Penang

11. Review the note, then add the requested information to the existing note. Update
the following fields:

a. "Note Subtype" = Leave as to Further Documentation Required
b. "Description" = Leave as Further Documentation Required

c. "Note" = Enter notes as to what attachments have been provided

o

"Status" = Leave as Pending

e. Click "Add Attachment" and search for the copy of supporting documents on
the user's device. Click Upload
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f. Click the ellipsis on the "Add Note Recipient" to add the Licensing
Specialist as the Note Recipient

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

Notes Details

Division *

Note By * Fead, Monica
Note Date % ooz6iz0z3 |4

Note Type ® -‘—_ [Initial Application v
Note Sub-Type ‘-_— [Further Documentation Required v [

Description h Further Documentation Requirsd p

0n 9/26/2823 at 18:14 PN, Moniea Reed wrote:
Enter notes as to what is being requested

Hoie New Text
B 7 U p - A-x

Enter notes as to what corrections/revisions have been
made and what attachments have been provided

Append Text to Note

status ¢

Date Completed

Attachments /

Add Atachment

Document Diescription

There are no attachments to display

Note Recipients

Add Note Recipient:

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

Role —
[Region OA Worksiream Lead ] GO |

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

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

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

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

Filters

Sims v EqualTo v Pengng v ANDv X
Sewsv 4

Search  Reset

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

/

Provider NoteType Note Date Description Author status

17. Review the contents of the note. Update the following fields to forward the
note to the Licensing Supervisor or ROM.

a. “Note Type” = Update to Initial Application/Supervisor Review

b. “Sub Type” = Update to Further Documentation Provided

c. “Description” = Update to Further Documentation Provided

d. “Notes” = add any additional details for the Supervisor or ROM
regarding the requested documentation that was provided by the
Service Provider.

e. "Status" = Leave as Pending

Click the ellipsis on the "Add Note Recipient" to add the Licensing
Supervisor or ROM 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 *

Nol2 )P ¥
Note S0T1Pe .
Descipton fmm—

Note

Status * h

Date Completed

Attachments

Add Attachment

Document
There are no attachments to display
Note Recipients

Add Note Recipient:

(e |

[Inital ication/Supenvisor Revew W [

[Further D ion Provided W [*

| Further Documentation Provided

4

On 9/26/2823 at 18:14 PH, Monica Reed wrote:

Enter notes as fo what is being requested

On 9/26/2823 at 18:22 PH, Monica Reed wrote:

Enter notes as to what corrections/revisions have been
made and what attachments have been provided

On 9/26/2823 at 18:37 PH, Monica Reed wrote:

add any additional details for the Supervisor or ROM
regarding the requested documentation that was provided
by the Service Provider

Mew Text

Append Text o Naie

[

Description

Y

E—

18. When finished click File > Save and Close Notes

File Tools
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Proceed to Supervisor Approval. Even if the ROM
requested the documentation, the Supervisor must
approve it first.

As Needed: Abandoned Application

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

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

Role —
[Regon GA Worksieam Lead I GO |

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

s Wele
Opd iConnect a0
File
Quick Search
ATest Provider X | | Providers [¥]| | provider ame v @
MVD'\SHEO'\RD‘ CONSUMERS ‘ PROVIDERS ‘ INCIDENTS ‘ CLAIMS ‘ SCHEDULER ‘
Filters /
1

3. The Provider’s record will be displayed. Navigate to the Providers > Divisions tab.

Test Provider (21347) —

Workers | Services | Provider ID Numbers | Confracts | Beds | Li

Providers | Divisions = EVV Activiies | Forms | Enrollments | Aut

. Filters
Disposition + Mot Equal To -~ Closed w AND w *x \
Division =~ +

Search Reset

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

Division Disposition

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

Filters

Diision  |w| |+

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

[ [ Division [ Disposition [ Open Date
| = [open  ———— |o1o12017

5. Update the following fields on the Division Detail screen.
a. "Disposition" = Closed

b. "Close Date" = Enter Date (defaults to today)

Division Division Details
‘ " Division* APD
Disposition * d—— Closad v
Open Date 0012025 |
Close Date * 09292023 |
h

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

File
History
Save Division

Save and Close Division

Save and Add Another
Print

Close Division

e

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

0K Cancel
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As Needed: Supervisor Denial

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

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
JNSUMERS \ INCIDENTS PROVIDERS
H Inquiry Alert Notes List ‘ ‘ Notes ‘ ‘
lotes 0 Unread Alert Notes 0 Complete / 3
Pending 1"

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

Filters

Sialus v Equal To v Pending v ANDw x
NoteType v +
Search  Resst

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

Provider NoteType l Note Date Description Author Status

Ol 0

Test Provider Initial Application/Supervisor Review 10192023 Resd, Monica Pending

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

Q

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

"Note Type" = Update to Initial Application/Supervisor Denial
"Description" = Enter description if applicable

"Append Text to Note" = Enter notes

"Status" = Complete

I

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

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

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

Notes Details

Division ¥

Note By * [Reed, Monica v

Note Date * 092912023 |3

Associated Form ID# i 352

Note Type * f— |ImlialApphcationﬂSupervisor Denial v/

Note Sub-Type E‘*

Description f——— ’

‘BI U 16px » A~

Note %

Status ¥ fm—
Date Completed 09/29/2023
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 Motes

Save and Close Notes

Print
Close Notes

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

// The ROM will review the application, add a new note for
the denial. If additional actions are needed, proceed to

Further Documentation Required.

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

Role \
covn @

2. Navigate to the Providers > Notes tab

ile  Reports

3. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print \

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

"Note Type" = Initial Application/ROM Denial

"Description" = Enter description if applicable

"Note" = Enter notes

"Status" = Complete

Y

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

g. Enter Last Name and Click Search in the pop-up browser window. Select the
Name of the worker to attach them to the note
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OO0 iConnect
File Tools
Notes Details

Hote By

Note Date *

Note Typs - S

Note Sub-Type

Description g

Note  ~i—

Statys ©  ip——

Date Compieted

Attachments

Document

There are no attachments to dispiay

Note Recipients.

Add Note Recipient

APD ~
Reed, Monica -

071262022 |H

Initial Application/ROM Denial vl

B I U 16px - A

07/26/2022

Description

e

5. When finished click File > Save and Close Notes

File Tools

Spell Check

Save Notes

Save and Close Notes

Print

Close Notes

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

to initiate the PAARF process.

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

Role

[Regon GA Worksieam Lead I GO |

7. After reviewing the note accessed from My Dashboard > Providers > Notes >
Complete navigate to the Providers > Credentials tab

A TEST Provider (10002)

MYDASHBOARD‘ CONSUMERS ‘ PROVIDERS ‘ INCIDENTS ‘

Workers | Services | Provider ID Numbers = Contracts | Beds | LinkedProviders | Aliases

Providers | Divisions | Forms | Enrollments | Authorizations | Notes | Credentials EVV
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8. Select the license added in the Add License Information section from the list.

9. Update the following fields:
a. “Original Date of Issuance” = Change to date that ROM denied
b. “Date of Renewal” = Leave blank
c. “Effective Date” = Change to date that ROM denied
d. “Expiration Date” = Change to date that ROM denied

e. “Less than One Year” = Leave blank

f. “License Duration” = Won’t be populated
g. “Comment” = ROM Denied Initial License — Date of Denial
h. “Status” = Closed

"QA Workstream Worker" = Does not need to be changed

License Details

Credential Type * License

License Type * | Group Home v
License Number * 586974

Original Date of Issuance * 102002023 ﬂ

Date of Renewal/Subsequent License 3

Effective Date i 10202023 |22

Expiration Date *——— 101202023 |2

Less than One Year O
ROM Denied Initial License - 10/20/23
COMIMEN tef—

Status is— | Closed v
Reason Initial v
QA Workstream Worker Read. Monica Clear

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

The Licensing Specialist will proceed to Chapter 13 to
initiate the PAARF process.
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