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Chapter 16 | Residential Monitoring

Introduction

Residential Monitoring is completed monthly for every licensed residential facility
that has residents. If the Residential facility is vacant then the monitoring can be
done quarterly. Monitoring can be done more frequently than monthly and
unannounced, if it is known or suspected that a facility is not in full compliance with
rules, to investigate complaints or to follow up on health, safety, and well-being of
residents. There will also be annual license renewal inspections conducted.

Generate Report

A A report will be run to identify Residential Facilities that
will need to be audited for the month.

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

~,
Role \
Region QA Workstream Waorker ﬂ @

2. Navigate to My Dashboard and select the Residential Monitoring

Monthly/Quarterly Report to identify facilities that need to be audited.

o0 iCennect
File  Reports

Quicksgearch
Provider CAP Report
Provider Documentation - HAR
Provider Reactive Strategies —
Renewal Application Submissions MY DASHEOARD |

Residential Monitoring Monthly/Quarterly Report RS

Notes esidential Gecupancy Report Open Residential Monitaring Monthly/Quarterly Report
RPC Caseload Report
Compl 5 Complete
SANs Cover Sheet
Pendin 4 Draft

SANs Cover Sheet - HAR



3. Select the Residential Monitoring Monthly/Quarterly Report

D *** Non-Preduction Report: This report will not contain any data added or updated today *** - Work - Microsoft Edge

) https://Itssbh1.mediware.com/FLAPDInterfaceTest/Pages/Report.aspx?ReportiD=11363&SCFld=ID&SCOp=Equal%20To&SCVal=0&secure=nJZnxP73I¥b-_
p g p px:Rep p=tq

i -1 [ Jof2z b bl & [ Jendine H- @&
Monthly and Quarterly Monitor Report

Report Run Time: 9/21/2023 6:48:31 PM

Corporate Provider Name Relationship  Subsidiary Subsidiary Subsidiary Provider Name Subsidiary Subsidiary Subsidiary Count of Flag
Region Provider ID Licensed Enrolltype Disposition  Enroliments
capacity on Subsidary
Providers
REDEFINING ABILITIES LLC Subsidiary Central 20138 THE WRIGHT HOUSE 4 Quarterly
REDEFINING ABILITIES LLC Subsidiary 20845 Grace House 5 Quarterly
STARBRITE GROUP HOME, INC.  Subsidiary SQUTHERN 10404 STARBRITE GROUP HOME 6 Quarterly
DANILA  F
LIVINGSTON-MORRIS GROUP Subsidiary SOUTHERN 10408 LIVINGSTON-MORRIS GROUP HOME, INC. 8 Quarterly
HOME,INC
SERENITY VILLAGE, INC Subsidiary 10414 FREEDOM COURT GROUP HOME 8 Residential 1 Monihly
Placement

Add Residential Monitor

If the Provider’s demographics page does not have
a Residential monitor assigned, the Residential
Monitor (Region QA Workstream worker) will add
the information.

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 Facility home
name in the Quick Search filter and click go.

’\: iConnect 820

File
Quick Search

ATest Provider X | Providsrs v | Provider Name v @

MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Fiters /



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

MY DASHBOARD CONSUMERS | PROVIDERS

A TEST Provider (10002)
Woaorkers Services Provider ID Numbers Contracts Beds

Providers Divisions Forms Enrcliments Authorizations

Basic Information

Provider Name A TEST Provider
DBA (if applicable) Meonica's Group Home
APD Vendor # TI77712345

4. Select Edit > Edit Provider to open the Provider’s Facility record

File Edit Reports

/ Edit Provider

5. Click the ellipsis on the Residential Monitor field to search for and select the
worker that is to be assigned as the Residential Monitor

Provider ‘ Basic Information

] * -
Addresses Provider Name Test Provider

DBA (if applicable)/Facility Name
Telephone Number(s)

APD Vendor Number

Plans Require Validation ad

WsC Qo \ -

Active *

External

Exclude from Selection O

Specialist/Liaison Reed, Monica Clear Details
Residential Monitor Reed, Monica . Clear Details

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

File Edit

Spell Check

Save Provider

Save and Close Provider

Print

Close Provider



Schedule Site Visit Appointment

If the site visit will be announced, the Residential
Monitor (Region QA Workstream worker) will call the
Service Provider to schedule the site visit. The
appointment information will be entered into APD
iConnect.

NOTE: If it is an unannounced site visit, the Residential
Monitor (Region QA Workstream worker) will just add
the appointment information into APD iConnect
without calling the Service Provider or adding him/her
as a Participant to the appointment. The Service
Provider will not be able to see the unannounced site
visit 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.

Wel
ol itonnect =

File
Quick Search

ATest Provider X | Poiiders V|| | Provider Neme: v @

MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAMS SCHEDULER

Fillrs /

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



MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAMS SCHEDULER UTILITIES RE!

A TEST Provider (10002)

Workers | Senices | Provider ID Mumbers | Coatracts | Beds | Linked Providers | Aliases = Condifians vice Area | Admin Actions.

Provders | Diwvisicns | Forms | Envollments | Authorizations | Nates | Credentials | EVV Schedulng  CAP | Appeintments

Filters
Stat v E w|  Pendngv| ANDM| X
we v+
M Bl
4 Appointments records) returned - now viewing 1 through 4
Type Start Date End Date
Ste Visi 62172018 08212018

4. Click File > Add Appointment

o0 iConnect

Eile

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" = Enter date

"Start Time" = Enter time

“Appointment End Date” = Enter Date

"End Time" = Enter time

- 0o o o

"Type" =
i. Site Visit
ii. Unannounced if the Provider should not be informed of the site
visit
g. "Subject" = Enter description
h. "Status" = Scheduled



od iConnect

File

Appointments

Division p— APD v

Appointment Date *  ~<ffsm— 08/252023 |8
StartTime Sl 03 v [00 v [PM ~ ]
Appointment End Date h 08/25/2023 [
End Time ~efffem——
TP Site Visit v
Subject .‘.— Description of Site Visit
Status * Sl— Scheduled v

When finished select File > Save Appointment
File
Spell Check /
Save Appointment
Print

Close Appointment

If this is an announced site visit, Click New Participant on the left-hand
navigation menu if the appointment.

File

Appointment ‘

Participants List

New Participant

Set the Non-Participants filter list to Current Active Provider Workers or
whatever is applicable in order to select the appointment participants

Appointment
Participants Non-Participants
. [ T \‘* [Al Active Workers |
Participants List Filter ey ¢

Case Relations
Professional Relations
Current Active Provider Workers

Application, Harmony
Buck, Jennifer
New Participant



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

:" i Pro-Tip: Use Ctrl + F on the keyboard to search and find the
. name of the individual and save time

Non-Participants

Filter [ Current Active Provider Workers Vv

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

We Dawn
Tierney, Jacqueline
Vogeler, Mandi
Worker1, Elizabeth

Remove >
Remove All >>

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

Close New Participant

11. The Service Provider is able to view all scheduled/announced appointments on
the Providers > Appointments tab by managing the view via the View Style
filter. NOTE: The Residential Monitor (Region QA Workstream worker)will be
able to view the announced or unannounced appointments

A TEST Provider (10002)

Workers | Services | Provider ID Numbers | Contracts | Beds = Linked Providers | Aliases CUHUiM{V\D& Area | Adm

Providers | Divisions | Forms | Enrolliments | Authorizaions = Notes | Credentials = EVV Scheduling | CAP | Appointments.

View Style Filters

® Listview O Monthly View Status E] Equal To E] PendingEI nNDEI x
(0] Weekly View 0 Dally View
Type E +



As Needed: Reschedule Site Visit Appointment

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

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

N
Role \
Region & Worksiream Worker ﬂ @

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

o itennegt e
File
Quick Search \
A Test Provider X | | Providers V|| | Provider Neme: v @
MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAMS SCHEDULER
Filfers /
3. The Provider’s record will display. Navigate to the Providers > Appointments
tab.
MY DASHBOARD | CONSUMERS PROVIDERS REPORTS
Test Provider (21347)
Workers ~ Services Provider (D Numbers | Contracts  Beds | Linked Providers = Condiions =~ Senvice Avea | Admin Actio Facilty Managemant

jisians | EVV Activties | Forms | Emoliments | Authorizations  Motes EVVSchedulng CAP | Appointments

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

+

Appointment Date « Start Time End Tima Type Subject

® | 09142023 200.00 P 30000 PM Site Visit Description of Site Visit Scheduled

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

10



A Test Provider (18830)

Workers | Services | ProwderiDMNumbers  Coniracs  Beds  LinkedProviders | Condibons  ServiceArea | Admin Actons

Provders | Divisions | EVVAciwifies | Foms | Envoliments | Auhorzefions | Notes | Credentials  EVVStheduing | CAP | Appomtments.
v -Filters

Agpoiniment Date v | 4

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

=] N

Appointment Date v Start Time: End Tme Type - Subject

Status
e01202 3:00:00 PM 400:00 PM ‘Site Visit Appointment Scheduled for monthly site visit ‘Scheduled
B 01202022 5:00:00 PM 6:00:00 PM ‘Site Visit Monthty visit ‘Scheduled
B | 06022020 10:20:00 AM 0:50:00 PM General fest Scheduled
B | 07062018 31500 PM 3:45:00 PM ‘Site Visit Site Vistt Licensure Reneuwal Scheduled
5. Update the following field on the Appointment Details page
n "no_
a. "Status" = Update to Rescheduled
. A Test Provider Appointment
oo itonnect et sdated by mrsedspdiaes g
at 6/9/2022 5:14:37 PM
File
 Agparment | Appointments
Participants List Division (a0 +] _
Appointment Date vz |
Start Time (05 v |00 w[PM v
New Partcipant Appointment End Date [ ]
End Time (06 v [00 v [PM v
Type* Site Visit v
Subject Montly visit

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

Save Appointment
Print

Close Appointment

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

Itssbh1.mediware.com says

Save Successful - Do you want to reschedule this appointm

Cancel

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

11



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

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

File
‘ Appointment Appointments

Participants List Division APD v
Appointment Date * 0ena203 | 07192023
Start Time 0300~ [PM~

ey Fericpant Appointment End Date 0872412023 |2 0771912023
End Time [0avTo0 v [PM v]
Type * SteVist v
Subject Site Visit for Service Level Designation

Had to reschedule due to conflict with appointment time

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.

. A Test Provider
o ionnect e

Last Updated by mre

at 6/23/2
File
Appointment Appointments
Participants List i APD v
Appointment Date * 0642022 | o0
Start Time valwiv[ﬂ
New Participant Appointment End Date 0642022 | ovaom2
End Time E
Type” [Site Visit v

Subject had to reschedule to to confict with appointment fime

Status * Pending v

Complete Site Visit

At the Residential Monitor’s (Region QA Workstream
B worker) discretion, they can either enter the site visit
( information on their device onsite or print the Monthly
Monitoring Forms prior to the site visit. The Service
Provider will need to sign the hard copy signature page on

the Monthly Monitoring form.

12



Complete Appointment

The Residential Monitor (Region 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 & 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

o ibonnect -

File
Quick Search

ATest Provider X Piders [v] | Provider Heme: v @

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filfers- /
1

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

MY DASHBOARD | CONSUMERS PROVIDERS REPORTS

Test Provider (21347)
Workers | Servicss | Provider IDNumbers | Coniacts  Beds | Liked Providess | Condifons | SeniceAvea | Adnin Actionly Faciity Managemant

Providers | Divisions |~ EVVActiies | Foms  Emolments  Auhorizations  Motss  Credentisls  EVVSchedulng  CAP | Appointments
Filters

Appointment Date |+

Search

7 Providers Appo

lewing 1 through 7

Appointment Date « Start Time End Tima Type Subject
w 09142023 200:00 Pm 30000 PM Site Visit Description of Site Visit Scheduled

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

13



ATest Provider (18330)

Worers | Sewvices | ProwderiDMNumbers  Coniracts  Beds  LinkedProviders | Condibons  ServiceArea | Admin Acons

Providers | Divisions | EVV Acivilies | Foms  Envollments
View Style- Filters.

Appoiniment Date v |+

4 Appaintments record(s] returned - now viewing 1 through 4

: AN

Authorizations | Motes | Credeniisls  EVVScheduiing  CAP | Appointments.

o AW

Appointment Date v Start Time End Tme Type b Subject Status
06012022 30000 FM 400.00 FM Site Visit Agpoiniment Scheduled for morty site vist Scheduled
® 010202 50000 FM 500,00 FM Ste Visit Wonthty vist Scheduled
E 08022020 1020:00 A 105000 PM General test Scheduled
® 07062018 31500 M 34500 M Ste Visit Ste Visd Licensure Renewa ‘Scheduies

5. Update the following field on the Appointment Details page

a. "Status" =

e Update to Completed if the site visit was completed.

e Update to Cancelled if the site visit was cancelled but not

rescheduled.

e Update to No Show if the Residential Monitor attempted to make
the site visit but the contact person was not available. A new site

visit will need to be scheduled.

Test Provider

Opd Cennect
at 5/2/2023 1:41:36 PM
File

A
)

Last Updated by shelia.mott@apdcares.org

Participants List

New Participant

Division

Appointment Date *
Start Time
Appointment End Date
End Time

Type *
Subject

Status *

APD ~

06/05/2023 |2
01~|00~[PM~
06/05/2023 |3
03+ |00~ [PM~

Site Visit v

Scheduled v

Canceled

No Show
Pending
Scheduled
Rescheduled

6. When finished select File > Save Appointment

File

Spell Check

Save Appointment
Print

Close Appointment

Appointment

14



7. From the File menu, select Close Appointment.

Complete Residential Monitoring Checklist

The Residential Monitor (Region QA Workstream worker)
will document the Monthly Monitoring form in 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 Facility name in

the Quick Search filter and click go.

Wel
o0 iConnect o

File
Quick Search

A Test Provider X | Proiders [v]|  Proiderhame v @

MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filers /

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

OO’ﬂ iConnect

File  Word Merge

\n =

Wy oAsBoARD | consuvers [ PROVIDERS | meienTs

A TEST Provider (10002)
Workers | Services | Provider D Numbers | Contracts | Beds | Linked f

Providers | Divisions | Forms | Enroliments | Authorizations = Notes

Filters
Status ~|  |EauaiTe ~ Drat ~|  anp[v| x
Omsien [v] [+

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

4. Click File > Add Forms

15



File  Word Merge

Add New Provider Search
Add Forms

Print \

5. Select “Please Select Type” as “Residential Monitoring Checklist” from the
drop-down list

Please Select Type: Monitoring Checkiist v

Provider Assessment

Division * Worker * Reed, Monica

Revigw * “dm—— W‘ Status* W Dt
Review Date * oate0te | Approved By

Approved Date

6. Update the following Header fields:
a. "Division" = APD
b. "Review" = Monthly
c. '"Status" = Draft

Message from webpage X

designated with a red asterisk except system-required fields to

o Saving this record with this Status will allow required fields
remain incomplete upon save, Do you want to continue?

S— p—

Note: When updating to Draft status, click OK on the popup message box

7. Complete all fields on the Residential Monitoring Checklist Form.
a. Ifviolations are identified, save the form in Pending status.

b. If violations are NOT identified, save the form in Complete status.

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

-

Save Forms
Save and Add Ancther Forms

Save and Close Forms

Copy From Previous
Print

Close Forms

SN

16



Site Visit Note

Upon returning to the office, the Residential Monitor
(Region QA Workstream worker) will then complete the
online form in APD iConnect (if applicable) and scan an
electronic copy of the Service Provider signed signature
page to their device and attach it to a note.

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

N
Role \
Region & Worksiream Worker ﬂ @

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

ocd iennect =

File
Quick Search

ATest Povider X | poiens | Poertene Y&

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filters /
1

3. Navigate to the Providers > Notes tab

File  Reports
Quick Search

| Eroviders [¥]| | Provder Name

MY DASHBOARD | CONSUMERS | PROVIDERS INCIDENTS CLAIMS SCHE

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

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

Filters
NoteType  [v] EaualTo v M janolv] T x

NoeDate  [v] [+

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print



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

a. "Division" = APD
b. “Associated Form ID#” = Enter Form ID if applicable
c. "Note Type" = Monthly Monitoring
d. "Note Subtype" = Facility Site Visit
e. "Description" = Facility Site Visit
f. "Note" = Enter notes such as “signature page added”
g. "Status" = Complete
h. Click "Add Attachment" and search for the copy of the signed
signature page on the user's device. Click Upload
i. Click the ellipsis on the "Add Note Recipient" to add the Supervisor 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
k. Click the ellipsis on the "Add Note Recipient" to add an additional
recipient — Service Provider
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 * oe3n02: |
Associated Form DY ~ffmmmm— 352
Noto Type * <l [Monthly Monitoring v |
Note Sub-Type Sl [Facility Site Visit v
Description ‘ Facility Site Visit P
| B I U 6o~ A-
Signature Page added
Nore
Status  lf—

Date Completed 0812312023

Attachments /

Add Attachment

Document

Signature Page

Description

Note Recipients \

Add Note Recipient l} Clear

Name

Reed, Monica

Date Sent Date Read Status

82312023 Unread

18



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

Save and Close Notes

Print
Close Notes

Supervisor Review and Approval

The QA Workstream Lead will receive notification of the note
via My Dashboard. If there are no violations, they will review
all monitoring tools and documentation and if approved will
create a new note. If no changes are necessary, they will then
review the Residential Monitoring Checklist form. If
violations have been identified, Proceed to Violations Found
- Add CAP. If changes are needed, proceed to Further
Documentation Required

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

Role ""--‘
Region Q4 Worksiream Lead [v] @
~,
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.

Wele

ocd iennect =~
File
Quick Search
A Test Provider X | | Poiiders ™| | Provider Name v @
MY DASHBOARD | CONSUMERS PROVIDERS INGIDENTS CLAIMS SCHEDULER
Fittrs /
1 1 ]

19



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 | Confracts | Bel Linked Providers | Aliases = Conditions.

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

Filters
Note Type ﬂ Equal To ﬂ ﬂ* v x

NoteDate  |v| |+

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print

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

“Associated Form ID#”- Enter Form ID# if applicable
"Note Type" = Monthly Monitoring

“Note Subtype” = Supervisor Approval
"Description" = Supervisor Approval

"Note" = Enter Supervisor approval notes

"Status" = Complete

Click the ellipsis on the "Add Note Recipient" to add the Residential
Monitor (Region QA Workstream Worker) as the Note Recipient

S @ &~ o Qo o0 T oo

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

j. Click the ellipsis on the "Add Note Recipient" to add an additional
recipient — Service Provider

k. 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 * o9/21/2023 |
Associated Form ID# 352
Note Type ¥  ~if— [Monthly Menitoring ~
Note Sub-Type  —f— Supervisor Approval  ~ "
e . Supervisor Approval .
‘:B Z U |6:x-A"
Enter Supervisor Approval Notes
Note i
-
Status * Complete v
Date Completed 09/21/2023
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 Notes

Save and Close Notes

Print

Close Notes

7. If noviolations are found, the Supervisor will also review the Residential
Monitoring Checklist.

8. Navigate to the Provider > Forms tab.

OD“J Connedct

File Word Merge
Quick Search
MY DASHBOARD consuMERS | PROVIDERS INCIDENTS
A TEST Provider (10002)
Workers | Services Provider ID Numbers | Contracts | Beds | Linked F

vvvvv ders | Divisions | Forms | Enrolments | Authorizations | Notes

SECEE \

9. Select the Residential Monitoring Checklist form in Complete status. The
form opens. Review the content of the form.



10. From the File menu, select Close Forms.

File Reports
History

Duplicate Forms
Delate Forms
Reverse Status

Print
M*ﬂ

If no violations are found, no additional steps are
needed.

As Needed: Violations Found Add CAP

If there are not met violations, the Residential Monitor
(Region QA Workstream worker) will want to keep the
Residential Monitoring Checklist open in order to view those
not met items. Each one will need to be added as a single
CAP item record on the newly created CAP.

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

N,
Role \
Region Q& Werksiream Worker ﬂ @

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

ood iennect

File
Quick Search

ATestProider X | Poes ™| | pricertiane ol

6107

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Fiiters: /
1

3. The Provider’s record will display. Navigate to the Providers > CAP tab
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Q0 iCennect
File

Quick Search

MY DASHBOARD | CONSUMERS

ATEST Provider (10002}

Workers | Services | Provides ID Numbers

Provders | Divisons | Fomms

Filters

caPin

4. Select File > Add CAP
File
. Add New Provider Search
Add CAP

Print ‘\

~

5. Update the following fields:

"Date of CAP" = Enter Date
“Associated Form ID#”

Sm o o0 o

cAP

CAPID

CAP Type

Date of CAP  ffff—

Associated Form ID# i

Date Provider Notified -+
CAP Due Date =

Status

-—

Comments

Date Submitted by Provider
Date Verified Complete by APD Staff

B

QA Workstream Lead

Licensing Worker

6. When finished, select File > Save CAP

PROVIDERS

Enrolments | Auhorizasons.

INCIDENTS

Contracts | Beds | Linked Providers | Alases | CongBons | Senvice Area | Admir

Notes | Credentals | EVW Scheduing (JGARY Appoiniments

N

P

"CAP Type" = Notice of Non-Compliance

Enter Form ID if applicable

"Date Provider Notified" = Enter Date

“CAP Due Date” = Enter Date as 15 calendar days after the Date of CAP
“Status” = Defaults to Pending

"Comments" = Enter if applicable

"Licensing Worker" = Click the ellipsis to add the appropriate worker

Notice of Non-Compliance v

08012023 |
1256
08/01/2023 |2
081152023 |2
[B 7 U 6 - A
=
s
Clear
Clear
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File

Spell Check

Save
Save

Print

and Close CAP

Close CAP

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

File

CAP

ltems

File

"I--._________-

Add ltemn  —

Print

Close ltems

8. Update the following fields:

a
b.

- 0 o o

"Action Type" = Licensing

“Type of Site Visit” = Residential Monitoring
"Discovery Source" = Monitoring Visit
"Remediation Type" = Licensing

"Employee Involved" = Enter Name if applicable

"Standard Not Met Description" = Click the ellipsis to add the
appropriate Standard Not Met

“Comments” = Enter comments that describe the violations, because
this information populates the NNC.

“Item Status” = Defaults to Pending — leave as Pending until item has
been completed or another status is applicable

"Due Date" = Enter Date as 15 calendar days after the Date of CAP
“Provider Worker" = Click the ellipsis to add the worker
"Corrective Action Required" = Enter Information

“Evidence of Completion” = will be completed by the Residential
Monitor once the Service Provider has entered the corrective action
taken
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File

Summary

Item ID

Item Number

ActionType =

Tybe of Site Visit *
Discovery Source “ifmm—
Remediation Type ==

Employee Involved - —

Standard Not Met Description 4— ADMINISTRATION. Each foster care facility shall designate 8 Clear

Comments 4"

Hem SIS g
Due Date ff— 09302023 |
Provider Worker -+_ Reed, Monica . Clear Details

Torecive Acton Requieq
Corrective Action Required ‘

Evidence of Completion

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

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

Close ltem



As Needed: Generate NNC

If there are violations, the Residential Monitor will
generate the Notice of Non-Compliance report.

If a PAARF is needed then proceed to Chapter 13 for
the PAARF process.

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

4

Role
Region QA Workstream Waorker ﬂ @

2. Navigate to the Providers > CAP tab

Q0 iCennect

Quick Search
- ] [ ) < |

PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITE

MY DASHEOARD |  CONSUMERS

A TEST Provider (10002)
Workers = Services | Provider IDNumbers | Coniracts  Beds  Linked Providers | Alases | Condlions | Service Area | Admir
Providers  Divisions |~ Forms | Envolments | AuhorizaBions  Notes  CredenSals  EVV Sctheduing (CAPL Appointments

Filters
cen v+ \

Select the previously created new CAP record via the hyperlink for that record

Test Provider (21347)
Workers | Services | Provider ID Numbers | Confracts = Beds | Linked Providers | Conditions | Service Area | Admin Actions
Providers | Divisions = EVV Activities | Forms | Enrollments | Authorizations =~ Netes | Credentials | EVV Scheduling = CAP
Filters
CAPID v +
Search  Reset
9 Providers CAP record(s) returned - now viewing 1 through 9
CAP QIO Report Date Provider CAP Due Date Number of Number of Licensing QA Workstream
D Number e Notified v bl Alerts Items Worker Worker
) Notie of Non- 0910112123 09302023 | Pending 1 Resd, Monica
Compliance




4. Select Reports > NNC from the CAP Details page

ocd iCennect

File  Reports /

— NNC

CAP
|| open NNC
T ﬁ 122

ltems

CAP Type [Notice of Nan-Compliance v |

5. The NNC Report screen will display. Enter the CAP ID and click View Report

CapID [106 |

4 Jofl bRkl & I:Imalhext 14',.’ ¢!

State of Florida

Agency for Persons with Disabilities

NOTICE OF NONCOMPLIANCE

Issued To(Name of Licensee): ‘lLitense Number:

r 1o . . \| i

Address: Facility Name:

0 AL LATTLEIDE A BoRNRN N HsE ik

City: County: State: Zip: Telephone:

T GRS PINELLAS |FL nme E
APD Representative: Title: ‘

Sections 120.695, Florida Statues allow for certain minor offenses to be addressed by the issuance of a Notice of Noncompliance and the
requirement of corrective action without penalty.

VIOLATION |

It appears that on 07/10/2023 . you were in violation of the following statute(s) or rule(s):

Item ID#109:  2.0032(3) Licensees and facility employees must permit any Agency staff or designated agent of the State of Florida. who presents
proper State of Florida-issued identification, to enter and inspect any part of any facility building or to inspect records
relating to the operation of the facility or the provision of client care at any time that facility staff, management, owners,
directors, or residents are present in the facility. A violation of this subsection shall constitute a Class II violation

Comments: test

6. Save the NNC Report to the user’s device so it can be attached to the Supervisor
Review note in the next section.

As Needed: Supervisor Review

The Residential Monitor will send a note to the Supervisor
to advise them to do a review of the CAP record, NNC and
any other documentation and provide approval.




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.

5 Wel
Q0 onnect o
File
Quick Search
Mot x| | e 3| s ) B
MY DASHEOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER
Filters /
1
File  Reports
Quick Search
| Providers (V]| | Provider name
MY DASHBOARD |  CONSUMERS ‘ PROVIDERS INCIDENTS CLAMS SCHE
ATEST Provider (10002)
Workers | Services Provider ID Numbers | Contracts | Bel Linked Providers | Aliases | Conditions
Providers | Divisions Forms | Enollments | Authorizations | Notes | Credentials | EVV Scheduling
Filters:
Noetpe v Eate  [v] SRS
NoteDate  [v| [+
| 1

4. Click File > Add Notes

File Reports
Add New Provider Search
Add MNotes

Print \

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

"Division" = APD

“Associated Form ID#” = Enter Form ID# if applicable
"Note Type" = Monthly Monitoring/Supervisor Review
"Description" = Monthly Monitoring/Supervisor Review

RS

"Note" = Advise Supervisor to review CAP, NNC and other documents
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f.  "Status" = Pending

g. Click "Add Attachment" and search for the copy of the NNC report on
the user's device. Click Upload

h. Click the ellipsis on the "Add Note Recipient" to add the Supervisor 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 * o09r22/2023 | &

Associated Form ID#

Note Type * | Monthly Monitoring/Supervisor Review ~I

Note Sub Type [ ~

TremEm T Monthly Monitering/Supervisor Review .

B 7 U 15px ~ A~

Enter Notes for Supervisor to Review CAP, NNC and any other
documentation

Note ~l——

B
Status %

Date Completed

Attachments /

Add Attachment

Document Description

There are no attachments to display

Note Recipients \
Add Note Recipient: |CI Clear

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

Save and Close Notes

Print
Close Notes

As Needed: Supervisor Approval

The Supervisor will get notification of the note via their My
Dashboard. If no changes are necessary, they will then
review the Residential Monitoring form, marking it
complete. If there were violations found, the supervisor
will also review the CAP record, and the NNC. If all
monitoring documentation meets expectations, the
supervisor will document their approval by updating the
existing note. If not approved, proceed to Further
Documentation Required
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1. Set “Role” = Region QA Workstream Lead or Worker then click Go.

Role —
Reqion QA Workstream Lead [v] @
N
Role
Region & Worksiream Worker ﬂ @

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 1

Select the Note Type = Monthly Monitoring/Supervisor Review and
select the pending record via the hyperlink.

Search  Rasel

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

Provider NotaType ‘/ Note Date + ‘./Drsclipmn Author Status

Test Provider Marthly MaritoringSupervisor Review 19222023 Monthly Monitoring'Supenisor Review Reed, Monica Pendig

If this is a Supervisor Approval that required Further Documentation and it
was provided but still does not meet requirements, repeat the Further
Documentation Required section.

If this is a Supervisor Approval that does not require further documentation or
further documentation was required and has been received, in the existing
Note record, update the following fields:

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

b. “Note Type” = Update to Monthly Monitoring/Supervisor Approval

c. “Note Subtype” =

i. If thisis a Supervisor Approval and Further Documentation is
NOT required, leave this field blank.
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ii. If this is a Supervisor Approval that required Further
Documentation which has now been provided, update to
Further Documentation Provided

Notes Details
Division *
Note By *
Note Date *
Mote Type *

Note Sub-Type

@™ o

Monthly Monitoring/Supervisor Approval v

Further Decumentation Provided ~ |

“Description” = enter a description if applicable

"Note" = Enter Notes

"Status" = Update to Complete

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

Region QA Worker/Residential Monitor 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 *
Note Date *

Associated Form ID#

Note Type * <—

Note Sub-Type

DESCTIPHON

Note

Statug ¥ Sl —

Date Completed

Attachments

Add Attachment

Document

There are no attachments to display

MNote Recipients

Add Mote Recipient:

Reed, Monica

09/22/2023 |4

|I\u1on1h|y Monitoring/Supervisor Approval w [*

Ll

Monthly Monitering/Supervisor Approval

~

on 9/22/2023 at 3:53 PM, Monica Reed wrote:
Enter Notes for Supervisor to Review CAP. NNC and any other documentation

New Text

B I U 16px - A~

Append Text to Note

Complete

09/22/2023

Description

N\

Clear
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6. When finished click File > Save and Close Notes

File Tools

Spell Check

Save Notes

Save and Close Notes

Print

™~

7. Select File > Close Notes

Close Notes

o0 Cennect

File Tools
Print
Clase Notes

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

Q00 iConnedt
File

Quick Search

A Test Provider

MY DASHBOARD

Filiers

X | Providers ™

CONSUMERS

/

PPROVIDERS INCIDENTS CLAMS SCHEDULER

9. Navigate to the Providers > Forms tab and enter the Search criteria as Form
Name = Residential Monitoring Checklist then Click Search and select the
form via the hyperlink on the record
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MY DASHBOARD ‘ CONSUMERS INCI

" A TEST Provider (10002) L

‘Form Name ‘Equal To |Residemia| Monitoring Checklist ‘ N x
Dnison[v| [+

Provider ID Numbers T Contracts T Beds

Providers | Divisions Enrollments I Authorizations | N

~—5 Forms record(s) returned - now viewing 1 through 5

pd
Division & Form Name

Residential Monitoring Checklist

AFD

10. Update the Status = Complete and Click OK on the popup message box

Provider Assessment

o o T —
R B —
Review Date * Approved By ‘
Approved Date 08/20/2018

Message from webpage X

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

|

[ ok ] canca |

11. When finished select File > Save and Close Forms
File




As Needed: Service Provider NNC Notification

The Residential Monitor (Region QA Workstream worker)
will get notification of the Supervisor Approval via the note
on their My Dashboard. They will attach the NNC to a new
note to notify the Service Provider.

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

Y
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.

o iConnect g
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
MYDASHBOARD |  CONSUMERS | PROVIDERS INCIDENTS CLAMS SCHE
ATEST Provider (10002)
Workers | Services | Provider IDNumbers | Contracts | Bedy,| Linked Providers | Alases | Conditions
Providers | Divisions Forms | Enrolments | Authorizations | Notes | Credentials | EVV Scheduling
Filters-
NoteType  [v| |EqualTo M Moanolv]x
NoteDate  [v| [+
| 1 |

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:

S @ &+ 0 Qo0 T W

"Division" = APD

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

"Note Type" = Monthly Monitoring

"Note Subtype" = NNC Notification

"Description" = NNC Notification

"Note" = Enter notes

"Status" = Complete

Click "Add Attachment" and search for the copy of the Notice of Non-
Compliance report 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
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opd itonnect

File  Tools

Notes Details

Division *
Note By *

Note Date ¥
Associated Form D2~

Note Type * <4
Note SubType <=

Description ==

Note e

Status *

Date Completed

Attachments. /

Add Attachment
Document

NNC

Note Recipients

Add Note Recipient

Name

Reed, Monica

[Reed, Manica v

w3023 |

Monthly Monitoring  |*
[NNC Notification v
NNC Notification

|BI].!16:+vA'|

08/23/2023
Description
]D Clear
Date Sent Date Read

81232023

6. When finished click File > Save and Close Notes

File Tools
Spell Check

Save Notes

Save and Close Notes

Print

Close Notes

7. Upon saving the note, multiple Workflow Wizards are triggered with reminder

ticklers.
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File

Workflow Wizard

Review Provider Record
for Corrective Action Plan | »

- Monthly Monitoring

Workflow Wizard

Reassign this tickler to the
licensee/designee
Corrective Action Plan is
due in 5 days

8. Tickler - “Reassign this tickler to the licensee/designee. Corrective Action Plan
is due in 5 days” From the tickler flyout menu, the Residential Monitor should
reassign this tickler to the licensee/designee.

9. Tickler —“ Review Provider Record for Corrective Action Plan — Monthly
Monitoring” This is a reminder for the Residential Monitor to check the
provider has submitted their CAP.

a. Due on the 15th calendar day from the “Monthly Monitoring/NNC
Notification” Complete note

As Needed: Submit CAP

The Service Provider will receive the NNC
Notification note on My Dashboard. They will then
update the CAP item(s) by describing the action taken
to correct the identified site visit violations. When
finished the Service Provider will send a note to
advise of the revisions and attach any supporting
documents.

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

Role \

Service Provier ———————— 9] G0 |
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2. The Provider’s record will display. Navigate to the Providers > CAP tab

od wennect

File

A TEST Provider (10002)

< )-Filters-

caPD

<]

—

Quick Search

Eriers

MYDASHEOARD | CONSUMERS

JRNEHONREES

]| | rover rame

NCIDENTS

cLamS

[<]

SCHEDULER

& -

unume

Workers | Senices | ProwderIDNumbers | Contracts | Beds | Linked Provivess | Alses  Condfions | Setvice Area | Admir

Providers | Dwisons | Forms | Envolments | Auhorzaions | Noles | Credenfials | EVVScheduing \CABY Appoiniments

N

3. Select the appropriate CAP record via the hyperlink

Test Provider (21347)
Workers | Senvices | Provider IDNumbers | Contracts | Beds | Linked Providers | Conditions | ServiceArea | Admin Actions
Providers | Divisions =~ EVV Aclivities =~ Forms | Enrollments | Authorizations = Notes = Credentials = EVV Scheduling = CAP  App
Filters
CAPID v 4+
Search  Reset
8 Providers CAP record(s) returned - now viewing 1 through &
CAPID | QIO Report Number ‘ CAPType Date Provider Notified ~ | CAP Due Date Status Number of Alerts | Number of items | Licensing Worker | QA Worker
121 Notice of Non-Compliance: 08/01/2023 08/1512023 Pending 1 Reed, Monica
13 Plan of Remediation 0712012023 Pending 1 Reed, Monica
14 Plan of Remediation 07/032023 08/03/2023 Pending 0 Reed, Monica
4. Click the Items link on the left-hand navigation menu
File  Reports
{ cap J CAP
ltems CAPID 86
CAP Type [Notice of Non-Compliance v |
Date of CAP 04/01/2023 J
Associated Form ID#
Date Provider Notified 04032023 LA
-
CAP Due Date 05/12/2023 J
Status Pending ¥
‘ B 7 U 16px ~ A~
Comments
Date Submitted by Provider il
Date Verified Complete by APD Staff ﬂ
Licensing Worker Reed, Monica
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5. Select the Item to update via the hyperlink in the list view grid

File  Word Morge
e Filers.
temD v 4
Bems
Swch  usel

1 Providers Nems fecord(s) redumed - 50w viewing 1 Trough 1

om0 QIO Categry

Rermadiaion Type

Standand ot Mot Reen Stalus Due Dale Complts Daln Woekor
20mp1) Fundng w0an3 Rised Monica

6. Inthe Item Detail, update the following fields:

Action Type Cortactive Action Required
Uaansing o Acton Reaared

a. "Correction Action Required" = Enter steps taken to address the
deficiency, then Click Append Text to Note

Standard Not Met Description

Appand Test to Nete.

Appand Tast 16 Nota

Appand Taxi ts Noia

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

File

History

Spell Check

Save Item

Save and Add Anocther ltem
Save and Close ltem

Print

Close ltem

in “Pending”

Repeat steps 4 — 7 for each item that has had deficiencies
addressed by the Service Provider. Leave all Item statuses
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8. Click File > Close Items
File
Add ltem
Print

Close ltems \

9. Navigate to the Providers > Notes tab

File  Reports

Quick Search

| Providers [™]| | Provider Name

MY DASHBOARD |  CONSUMERS ‘ PROVIDERS INCIDENTS CLAIMS SCHE
ATEST Provider (10002)

Workers | Services | Provider IDNumbers | Contracts | BedYy | Linked Providers | Alses | Condifions

Providers | Divisions | Forms | Envolments | Authorizations | Nefes | Credentials | EVV Scheduiing
Filters
Note Type j Equal To ﬂ ﬂ* ANDﬂ x
Note Date V| |4

sl Bl

10. Click File > Add Notes

File Reports
Add New Provider Search
Add MNotes

Print

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

"Division" = APD

"Note Type" = Monthly Monitoring

"Note Subtype" = CAP Submitted

"Description" = CAP Submitted

"Note" = Enter notes for details of supporting documentation
"Status" = Complete

Click "Add Attachment" and attach an individual copy of each
Supporting Document on the user's device. Click Upload

h. Click the ellipsis on the "Add Note Recipient" to add the Residential
Monitor (Region QA Workstream Worker) as the Note Recipient

@ 0 Qo0 T W
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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

i
Notes Details

Division * APD v~
Note By * | Reed. Monica v
Note Date * 0923023 |
Note Type ¥ <t Monthly Monitoring v |*
Note Sub-Type e CAP Submitted v
Description - CAP Submitted )
B I U i6px ~ A~
Details of Supporting documents
Note -
Status * * Complete v
Date Completed 0972312023
Attachments /
Add Attachment
Document Description

There are no attachments to display \

Note Recipients

Add Nete Recipient D Clear

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

Save and Close Notes
Print
Close Notes

As Needed: CAP Accepted

The Residential Monitor will receive notification of

the CAP Submitted note on My Dashboard. The

£ Residential Monitor will review the CAP Items and all
documentation to determine if the CAP is accepted.
If all items are complete then proceed, otherwise,
proceed to CAP Rejected 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 Facility name in

the Quick Search filter and click go.

00 iCennect

File
Quick Search

A Test Provider X | Poiiders M| Proiderhiame v @

MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filters /
1

3. Navigate to the Providers > Notes tab

File  Reports
Quick Search

| Providers [V]| | proviger ame

MY DASHBOARD |  CONSUMERS | PROVIDERS INCIDENTS cLams

SCHE

A TEST Provider (10002)
Workers | Services | Provider ID Numbers | Coniracts | Bel —Linked Providers = Alases | Conditions

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

Filters
NoteType  [v| EqualTo v M o] (x

NoteDate  [v| [+

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print \

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

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

“Note Type” = Monthly Monitoring
“Note Subtype” = CAP Accepted
“Description” = CAP Accepted
"Note" = Enter Notes

"Status" = Complete

"o oo T
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6.

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 Details

Division *

Note By * | Reed, Monica ~
Note Date * o9/222025 | A

Associated Form ID# p— 739

Note Type * 4'-'__- ’

Note Sub-Type =" [CAPAccepled v

Description fm— CAP Accepted

‘BI H16px'A'|

Enter Notes

Note  —aif—
Status ¥ fm—
Date Completed 09/23/2023
Attachments
Add Attachment
Document Description
There are no attachments to display
MNote Recipients \
Add Note Recipient . Clear

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

apd iconnect

Select the appropriate CAP record via the hyperlink

Test Provider (21347)
Workers | Semvices | Provider |D Numbers | Contracts | Beds | Linked Providers | Condiions =~ Service Area | Admin Actions
Providers = Divisions =~ EVVActivities = Forms = Enrollments | Authorizations = Notes | Credentials | EVV Scheduling = CAP = Al
Filters.
CAPID v +
Search  Reset

8 Providers CAP record(s) refurned - now viewing 1 through &

CAPID | QIO Report Numb& CAP Type Date Provider Notified | CAP Due Date Status Number of Alerts | Number of ltems | Licensing Worker | QA Workstream Worker
86 Nofice of Non-Compliance 04/032023 Pending 1 Reed, Monica
87 ROM Letter 0512412023 Not Compliant 2 Reed, Monica
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8. Click the Items link on the left-hand navigation menu

File Reports

| car | cap
ltems CAPID 86

cap Type
Date of CAP 04012023 |9
Associated Form ID#
Date Provider Notified 04032023 |9
CAP Due Date 051122023 H
Status

| B 2 U 6pe - A~

Comments

Date Submitted by Provider 3
Date Verified Complete by APD Staff 3
Licensing Worker Reed, Monica

9. Select an individual Item via the hyperlink in the list view grid

Filters.
CAP
Hem Number Mo+
rems
il Rl

2 ltems record(s] retumed - now viewing 1 through 2

Item Number QIO Category Remedin‘wﬂ{pe Standard Not Met Item Status Due Date Complete Date ~ Worker
*
Licensing 1 Pending 021232018

Licensing Pending

10. Update the following fields on the Item Details page:
a. “Item Status” = Update to Complete

b. “Complete Date” = Enter Date

c. “Evidence of Completion” = Enter text and then click Append Text to

Note
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] o

ltem |0
ltem Number
Action Type

Type of Site Visit *
Discovery Source
Remediation Type

Employee Involved

Standard Not Met Description

Comments

rnw Toxt.

Append Text to Note
T —
Comploto DAto ¥ e, (08302023 |
Due Date \—IE
s - o o
O 4/25/2023 G 3:40 PM,  Shella Mott Wrote: | did Tx i,
On 4/25/2023 at 3341 PM, Shelia Mott wrote: See nofe dated
452023
Corrective Action Required Now Toxt
[ 4
Appand Text to Note

New Text

Evidence of Completion \

Append Tex! to Note

Repeat steps 9 — 10 for each item that is complete in the
CAP record.

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

File

If ALL items are complete for the CAP record, then proceed
to close the CAP record.

NOTE: CAP record must remain in a Pending status until all
items are completed or rejected.




12. Click CAP on the left-hand navigation menu
File

cap |
ltems \

13. Update the following fields on the CAP Details Page:

“Status” = Update to Complete

b. “Date Submitted by Provider” = Enter CAP Submitted Note Date

c. "Date Verified Complete by APD Staff" = Enter Date

CAP

CAPID 26

CAP Type [ Notice of Non-Compliance + |
Date of CAP 04/01/2023 H

Associated Form ID#

Date Provider Notified 04/03/2023 ]

CAP Due Date 051272023 E

Status  ~lif—— Complete v

|B I U 16px ~ A~

Comments

Date Submitied by Provider ~ ifemmmm—— 0812012023 |
Date Verified Complete by APD Staff =~ ~lim—— 08302023 |8
Licensing Worker Reed, Monica

QA Workstream Lead

14. When finished, select File > Save and Close CAP
File
Spell Check
Save CAP
Save and Close CAP
Print
Close CAP

Clear Details

Clear
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As Needed: Further Documentation Required

If further documentation is required, the Supervisor will
update the existing Monthly Monitoring/Supervisor Review
note and send it back to the Residential Monitor.

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

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

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

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

Filters
Sus v EqulTe v Pedng v DY x

NoeTypev| |+

29 My Dashboard Notes record(s) retumed . aow viewing 1 through 15

Provider NotaTyps / Note Date » /Blsciipﬂun Author Stotws.

TestProvider Warhly Mantoring Supenisor Review [ Wontly Merdaring Superisor Review Reed, Morica Pendng

4. In the existing Note record, update the following fields:
a. "Division" = APD
“Associated Form ID#” = Enter Form ID# if applicable
"Note Type" = Monthly Monitoring/Supervisor Review
"Note Subtype" = Update to Further Documentation Required
"Description" = Update to Further Documentation Required

~ 0o a0 T

"Note" = Enter notes as to what documentation is needed. Select
Append to Text.
"Status" = Leave as Pending

h. Click the ellipsis on the "Add Note Recipient" to add an additional
recipient — Residential Monitor (Region QA Workstream Worker)



Motes Notes Details
S Division *
Note By *
Note Date ¥

Mote Type *
Note Sub-Type -

Associated FOrm I0%  -=f—
Description i

Note

Reed, Monica

101g2023 |

[Monthly Monitoring/Supervisor Review  ~|*

[Further Documentation Required v |f

362

Further Documentation Required

New Text

| B I U epx - A ~|

Enter notes as to what documentation is needed

—— Append Texd to MNole
*
Status —
Date Completed
Attachments
Add Atlachment
Document Description Category

There are no attachments to display

Note Recipients

Add Mote Recipient:

N

Clear

5. When finished click File > Save and Close Notes

File Tools

Spell Check

Save Notes

Save and Close Notes
Print

Close Notes

As Needed: Requested Information

The Residential Monitor (Region QA Workstream
worker) will receive notification of the Further
Documentation Required Note and make the
necessary corrections/revisions to the CAP items

Action
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records. If applicable, regenerate the NNC and
attach to existing pending note.

Set “Role” = QA Workstream Worker then click Go

~,
Role \
Region QA Workstream Waorker ﬂ @

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
Inquiry Alert Notes List Notes
lotes 0 Unread Alert Notes 0 Complete / 3

Pending 1"
Select the Note Type = Monthly Monitoring/Supervisor Review and

select the pending record via the hyperlink. Review the note for the
requested updates from the Supervisor.

Filters

Swes v EulTo v Pudng v |mNDv [x
NoleType v || 4

Search  Resal

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

Provider NotsType / Noto Date + ‘/n.sm.m Aubor Satus

Test Provider Marthly Moritoring Supervior Review 19223 Morihly Moritoring'Supenvsor Review Reed, Morics Pendng

To update the items in the CAP, navigate to the Providers chapter and enter
the Provider’s Facility name in the Quick Search filter and click go.

Q00 iConnect 620

File
Quick Search

ATestProvider X/ | Prien | | Pritertiame ¥ &

MYDASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAMS SCHEDULER

Filters: /
1
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5. The Provider’s record will display. Navigate to the Providers > CAP tab

o wennect

File

Quick Search

MYDASHSOARD | CONSUMERS | PROVIDERS. |  INCIDENTS CLAMS SCHEDULER UTILITE

ATEST Provider (10002)
‘Workers | Services | Prowider ID Numbers = Confracls | Beds  Linked Prowiders | Aliases | Condiions  Service Area | Admir
Providers | Divisions  Forms ~ Enrolments | Authorizafions ~ Notes  Credenfials  EVW Scheduling ﬂ Appointments

(% )-Filters:
cAPID

Select the appropriate CAP record via the hyperlink

Test Provider (21347)

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

Providers = Divisions | EVVActivities = Forms | Enrollments | Authorizations | Notes = Credentials | EVV Scheduling “ Apc
- )-Filters
CAPID v +
Search  Reset

8 Providers CAP record(s) returned - now viewing 1 through &

CAPID QIO Report Number CAPType Date Provider Notified» | CAP Due Date Status Number of Alerts | Number of ltems | Licensing Worker | QA Workstream Worker
2 Natice of Non-Cempliance 08/01/2023 08/15/2023 Pending 1 Reed, Monica
13 Plan of Remediation 0772012023 Pending 1 Reed, Monica
114 Plan of Remediation 0710372023 08/03/2023 Pending 0 Reed, Monica
7. Click the Items link on the left-hand navigation menu
File  Reports
i i CAP
CAPID 123
Iltems . s
CAP Type Notice of Non-Compliance v
Date of CAP 09252023 |4
Associated Form ID# 502
Date Provider Notified 09/25/2023 |3
CAP Due Date 101012023 |3
Status FeT\ding v
[B 2 U 160x - A =
Comments
v
Date Submitted by Provider 3
Date Verified Complete by APD |
Staff
Licensing Worker Reed, Monica Clear Details
QA Workstream Lead Buck, Jennifer Clear Details
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8. Select an Item via the hyperlink in the list view grid

Filters:
CAP
——————————— item Number MR
tems
L [‘scach | Reset |

2 tems record(s) retured - now viewing 1 through 2

Item Number QIO Category Remedwmzy{pe Standard Not Met Item Status DueDate Complete Date ~ Worker

*
Licensing 1 Pending 021232018

Licensing Pending

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

If the Supervisor does not agree with a violation
added by the Residential Monitor, he/she may ask
for it to be removed. The Item Status should be
changed to Complete, and a Comment added that it
was removed per the Supervisor’s instruction.

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

History

Spell Check

Save ltem

Save and Add Another [tem

Save and Close ltem

Print

Close ltem \

11. Click File > Close Items

File

Add

ltem

Print

Close ltems ‘.._N__N_

12. If changes are made to the CAP Items, a new NNC needs to be generated.
Complete the steps in the As Needed: Generate NNC section of this manual.

Save th

13. Return

e new NNC to your device.

to the existing Monthly Monitoring/Supervisor Review note record

from My Dashboard > Provider > Notes or the Provider > Notes tab. Update
the following fields:

S o o 0O T o

"Division" = APD

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

"Note Type" = Leave as Monthly Monitoring/Supervisor Review

"Note Subtype" = Change to Further Documentation Provided
"Description" = Change to Further Documentation Provided

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

"Status" = Leave as Pending

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

Click “Remove” to delete the original NNC from the note. Only the
most recent version needs to be attached.

Click the ellipsis on the "Add Note Recipient" to add an additional
recipient — QA Workstream Lead
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Notes Details
Division *
Note By &
Note Date *
Note Type e
Note Sub-Type

Associated Form ID#

Description

Buck, Jennifer

09/25/2023 |4

| Monthly Monitoring/Supervisor Review ~ [*

| Further Documentation Provided v [

Further Documentation Provided

Updates are needed. Please send additional documentation
On 9/25/20823 at 8:47 PM, Jennifer Buck wrote:

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

14. When finished click File > Save and Close Notes

File Tools
Spell Check

Save Motes

Save and Close Notes

Print

Close Notes

If all corrective actions are completed, proceed back to
Supervisor Approval.

As Needed: CAP Rejected Note

If all corrective actions are not completed, the Residential
Monitor will create a note to advise the Provider of the
outstanding items along with updating the CAP items to
Rejected. The Residential Monitor can use the_Provider
CAP Report to track the items that have been rejected and

require follow up.



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.

O ennet =

File
Quick Search

A Test Provider X | | Proides [v| || Provider Name v @

MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Fiters /

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 | Be Linked Providers | Aliases |~ Conditions

Providers | Divisions = Forms = Enroliments | Authorizations = Nofes = Credentials =~ EV\ Scheduling

Filters.

NoeType  |v| EqaTo v M moy] [x

Note Date ﬂ +

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
b. “Associated Form ID#” = Enter Form ID# if applicable
c. "Note Type" = Monthly Monitoring

54



d. "Note Subtype" = CAP Rejected

e. "Description" = CAP Rejected
"Note" = Enter notes as to why the CAP is being rejected and what is
lacking per 65G — 2.004(2).

g. "Status" = Pending

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

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

Notes Details

Division *

Note By * [Reed, Monica v
Note Date * 097232023 |3

Associated Form D¢ == 759

e (Mori Wontong T

Note Sub-Type e [CAPRejected v

Description A CAP Refocted

B 7 U \63x-;-\'|

Enter notes as to why the CAP is being rejected and
what is lacking per 65G - 2.004(2).

Note <l

Satus ¥ —
Date Completed

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 Notes

Save and Close Notes

Print
Close Notes
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7. Navigate to the Provider’s Chapter

|III‘I’DASHBDARD| CONSUMERS ‘ FROVIDERS ‘

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

ood wennect

File

Quick Search

Providers [v]  Provider Hame v @

MY DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAMS SCHEDULER UTILITE
A TEST Provider (10002)

Workers  Services | ProwiderIDNumbers  Confracts | Beds | Linked Providers  Alisses  Condiions | Service Area | Admir

Providers  Divisons | Fomms | Enrolmens | Authorizaons | Notes | Credenfisls  EVV Scheduing (WGAB Appoiriments

=L N

9. Select the appropriate CAP record via the hyperlink

Filters:

CAPID

[
+

CAP QIO Report Date Provider s Number of Number of " F
ID Number Notified <ELIE Alerts Items HEZE Wi
Richardson,
4l 07/09/2018 Pending 1 Regina
10. Click the Items link on the left-hand navigation menu
| cap. ‘ CAP
lems CAPID 122

CAP Type
Date of CAP 0a012023 |
Associated Form ID#
Date Provider Notified 09012023 |
CAP Due Date an02023 |
Status

| B £ U eox - A~

Enter Comments
Comments
Date Submitted by Provider =
Date Verified Complete by APD Staff =
Licensing Worker Reed, Monica Clear Details
QA Workstream Lead Buck, Jennifer Clear Details

11. Select an individual Item via the hyperlink in the list view grid that has not
been completed

File
Filters
cap
Hem Number v+

liems
e | Search § Reset |

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

Item Number QIO Category Remedm‘y(pe Standard Not Met Item Status Due Date Complete Date ~ Worker
L
Licensing 1 Pending 0212312018

Licensing Pending




12. In the Item record, update the following fields:
"ltem Status" = CAP Rejected

b. "Corrective Action Required" = Enter notes on what is rejected and
what needs to be done to resolve the deficiency

Summary
Item D 14
Item Number
Action Type
Type of Site Visit ¥
Discovery Source
Remediation Type Licensing v

Lisa Smifh
Employee Involved

]

Standard Not Met Description FINANCIAL STANDARDS. (2) Fiscal records pertaining tofn .. Clear

Enter the full description of the violation (i.e. Resident J.A. did not receive Seroquel as prescribed on 9/1/2019)

/i

Comments New Text
#
Append Text to Note
Item Status ‘——
Due Date 09162023 |
Provider Worker Reed, Monica Clear Details

Enter Information regarding the violation that the provider must
submit. The Provider will then append with the information.

Corrective Action Required h New Text

Enter notes regarding the reason for rejection and what needs te be
completed to resolve the deficiency

Append Text to Nofe

Evidence of Completion
New Text

Append Text to Nofe

Repeat steps 11 — 12 for each item that needs to be
rejected in the CAP record.

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



File
History
Spell Check

Save ltem

Save and Add Another [tem

Save and Close ltem
Print

Close ltem

As Needed: CAP Revised

The Service Provider will review the CAP Rejected Note and
make the necessary revisions to the CAP item record(s).
Once the CAP Items have been updated, they will update
the existing note to advise the Residential Monitor that the
revisions have been made.

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

Role

Service Provider

\
|

2. Navigate to the Providers > CAP tab

opd iCennect

File

A TEST Provider (10002)

©)-Fiters.
c D M o+

3. Select the appropriate CAP record via the hyperlink

Quick Search

MY DASHEOARD

Workers | Senvices.

Broviders

Provider ID Numbers | Contracts

CONSUMERS PROVIDERS

v Providertiame

NCIDENTS CLANS

:

SCHEDULER unume

Beds | Linked Providers | Aliases  Concifions | Senae Area | Admir

Providers | Diisons | Forms | Enrolments | Auhorzatons | Noies | Credentials | EVVScheduing (\GABY Appairtments

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

<

-
CAPID QIO Report Number Date Provider Notifi ,Stalus Number of Alerts Number of ltems Licensing Worker
il 07/09/2018 Pending 1 Richardson, Regina
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4. Click the Items link on the left-hand navigation menu

| cap ‘ CAP
Hems CAPID
CAP Type
Date of CAP

Associated Form ID#

Date Provider Notified

122

oo012023 |4

00012023 |4

CAP Due Date 09302023 |
Status
| B 2 U 6o - A~
Enter Comments
Comments

Date Submitted by Provider
Date Verified Complete by APD Staff
Licensing Worker

QA Workstream Lead

=
=
Reed, Monica

Buck, Jennifer

Select an Item via the hyperlink in the list view grid

File
Filters
cap
Item Number v+
tems

| Search J Reset |

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

Notice of Non-Compliance v

Clear Details

Clear Details

Item Number QIO Category Remed\n'y( Standard Not Met Item Status Due Date Complete Date ~ Worker
Ld
Licensing 1 Pending 021232018
Licensing Pending

Enter the Corrective Action Required information and Click Append

to Text to Note

Summary

Item ID 141

Item Number

Action Type Licensing -

Discovery Source

Remediation Type

Employee Involved

Comments

Item Status

Due Date

Provider Worker

Corrective Action Required

Evidence of Completion

Licensing Visit
Licensing -

Lisa Smith

Enter the full description of the viclation (i.e. Resident J.A. did not receive Seroquel as preseribed on
)

9/1/2019)

New Text

CAP Rejected
09/16/2023
Reed, Monica Clear Details

Enter Information regarding the violation that the provider must
submit. The Provider will then append with the information.

New Text

Append Text to Note
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7. When finished, Click File > Save and Close Item
File
History
Spell Check
Save ltem
Save and Add Another ltem
Save and Close ltem
Print

Close ltem

8. Click File > Close Items
File
Add Item
Print

Close ltems ‘._______

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

| MY DASHBOARD CONSUMERS PROVIDERS
PROVIDERS
Notes
Complete 59
Draft 1
Pending R 29

10. Select the Note Type = Monthly Monitoring and Note Subtype = CAP
Rejected and select the pending record via the hyperlink.

Filters
Susv  |EqulTo v |Pendng v ANDv| |x

15 My Dashboard Notes record(s] retumet

1 throug!
Provider NoteType / Mate Date « / Description Author Status,

Tost Provider | Monihly Manitorng 09232023 | CAP Rejocted Roed, Monica | Pending




11. In the existing Note record, update the following fields:
a. “Associated Form ID#” = Enter Form ID# if applicable
“Note Type” = Leave as Monthly Monitoring
“Note Subtype” = Update to CAP Revised
“Description” = Update to CAP Revised
"Note" = Enter Notes as to what corrections were made
"Status" = Update to Complete
Click "Add Attachment" and search for the copy of supporting
documents on the user's device. Click Upload
h. Click the ellipsis on the "Add Note Recipient" to add the
Residential Monitor 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.
12. When finished click File > Save and Close Notes

Notes Details

@m0 oo o

Division ¥

Mote By * Reed, Monica

Note Date * oer2az0zs |

Nots Type * [Nty Wontorng v

Note Sub Type e [CAPRevised ~ ~
h CAP Revised

Description P

on 9/23/2823 at 7:23 PM, Monica Reed wrote:
Enter notes as to why the CAP is being rejected and what
is lacking per 65G — 2.004(2)

LIz New Text

B I U -e:uvA-_\

N

Append Text fo Mote

Status ¥ B e ——
Date Completed 09/23/2023

Attachments /

Add Attachment

Document Description

There are no attachments to display
Note Recipients

Add Mote Recipient: Clear

Proceed to CAP Accepted




As Needed: CAP Missed Due Dates

If after receiving the Reminder tickler that the CAP is due
after 15 calendar days, the Residential Monitor identifies
that the due dates have been missed, they will notify the
Service Provider via a note. The Service Provider will then
have an additional 10 days to resubmit an amended CAP.
The Residential Monitor can also use the Provider CAP
Report to track the Item due dates.

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.

ocd iCennect =
File
Quick Search \
ATest Provider X | | Proiiders (V|| 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 | ProviderID Numbers | Contracts | Bef Linked Providers | Aliases | Conditions

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

Filters

Note Type ﬂ Equal To ﬂ j* ANDﬂ x

NoteDate  [v| 4
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4. Click Fil

File

e > Add Notes

Reports

Add New Provider Search

Add MNotes

Print

T~

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

S @ &+ o Qo o0 T o

"Division" = APD

“Associated Form ID#” = Enter Form ID# if applicable
"Note Type" = Monthly Monitoring

"Note Subtype" = CAP Missed Due Dates

"Description" = CAP Missed Due Dates

"Note" = Enter notes to advise of the missed due dates
"Status" = Complete

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

Notes Details

Division *

Note By * [Reed, Monica v

Note Date * 09232028 |4

Associated Form ID# i 759

Note Type * e Manthly Monitoring v "

Note Sub-Type < CAP Missed Due Dates v [*

Description < CAP Missed Due Dates y
‘B Z U Wpr-A"
Enter notes to advise of the missed due dates

Note .

Sas *

Date Complete

d 09/23/2023

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 Notes

Save and Close Notes
Print
Close Notes

7. Upon saving the note, a Workflow Wizard triggered a reminder tickler for the
Residential Monitor that is due in 11 calendar days. The Residential Monitor
will retrieve it from My Dashboard > Provider > Ticklers.

MY DASHEOARD CONSUMERS PROVIDERS UTILITIES REPORTS
PROVIDERS
Notes
Complete 3
Pending 4
Ticklers

Ticklers \ 1

Provider Selections
Accepted 1

Admitted 1

Workflow Wizard

New Corrective Action
Plan is Due - Monthly

Monitoring_Missed Due
Dates

a. Tickler - “New Corrective Action Plan is Due — Monthly Monitoring
Missed Due Dates”

b. Assigned to the Residential Monitor (Monitor 2)

c. Due on the 11th calendar day from the “Monthly Monitoring/Missed
Due Dates” completed note

The Service Provider is notified that a new CAP is
needed by being the recipient on the Monthly
Monitoring > CAP Missed Due Dates note sent by the
Residential Monitor. The Service Provider will need to
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proceed to Submit CAP and update the CAP record after

reviewing the CAP Missed Due Dates note.

As Needed: Provider CAP Report

used track due dates of rejected CAP items

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

N
Role \
Region & Worksiream Worker ﬂ @

Navigate to My Dashboard, use Reports menu dropdown, and select the

Provider CAP Report to monitor CAP item due dates.

Q0 iConnect

File Reports
a
Missing Provider Selection - HAR
Pending Notes - Consumers HAR
Pending SANs
Plan Report MY DASHBOARD
Planned Service Rates vs Credentials PROVIDERS

Provider CAP Report

Divisio Notes

Provider Documentation - HAR
Provider Reactive Strategles

[
Renewa | Application Sypmissions

Welcome, Jennifer Buck My Dashboard Si
9/25/2023 6:31 PM

The Residential Monitor (Region QA Workstream worker)
and/or Lead can use the “Provider CAP Report” to
monitor CAP Item due dates. This same report can also be

Role

ADVANCED SEARCH

TASKS

The report parameters window displays. Update the following:

“CAP Begin Date” — Enter the CAP start date
b. “CAP End Date” — Enter the CAP end date

o

c. “QIO Report Number” - Enter the number or select NULL to return all

results.

d. Click “View Report”

4. The page refreshes and the report results are returned. Click the export
options icon then select Excel to save this report in Excel format. This will be
helpful so the results can be filtered and sorted by the user.
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CAP Begin Date: |9/25/2022 12:00:00 AM

QIO Report Number: |

I d

Provider CAP Report

Report Run Time:9/25/2023 6:36:39 PM

NORTHEAST  Duval 21347
NORTHEAST  Duval 21347
NORTHEAST  Duval 21347
NORTHEAST  Duval 21347
NORTHEAST  Duval 21347
NORTHEAST  Duval 21347

B

ofzz b M 4 [ |Find|Next

Region Provider County  ProviderID Provider Ag

Test Provider

Test Provider

Test Provider

Test Provider
Test Provider

Test Provider

| Onue T cap End pate: [9/25/2023 12:00:00 AM

10 no T2

i -

=
&Y

XML file with report data
CSV (comma delimited)
PDF

Excel
TIFF file
Word

MHTML (web archive)

Provider Medicaid ID

FL545454

FL545454

FL545454

FL545454
FL545454
FL545454

View Report

86

87
87

92
103
113
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As Needed: Repeat Violations

During subsequent monthly monitoring visits, if the
Residential Monitor identifies that the facility is still in
violation of a standard which was identified on the prior
month’s site visit, the violation will not be added to the
current month’s new CAP record.

The previous months CAP will still be open for those
previously identified violations. The item/violation will be
updated in the original CAP record with new comments
as applicable.

If new violations are identified for the current month, the
Residential Monitor will open a new CAP for the new
violations. The Residential Monitor will generate the NNC
for the new violations only.

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

~,
Role \
Region QA Workstream Waorker ﬂ @

2. To update the items in the CAP, navigate to the Providers chapter and enter
the Provider’s Facility name in the Quick Search filter and click go.

Q00 fCennect

File
Quick Search
Provides Neme

ATest Provider X | | Proviters

<
k1
<

MYDASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filters- /
1

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



ocd itennect

File

Quick Search

Srovers V]| Erovidertams v &

MY DASHEOARD | CONSUMERS PROVIDERS | INCIDENTS CLAIMS SCHEDULER UTILITEE

ATEST Provider (10002)
Workers ~ Services  Prowider ID Numbers  Contracts | Beds | Linked Providers  Aliases  Condiions | Senvice Area | Admir

Pides  Divsers | Foms | Ewoimerss | Auancaiors | Nos | Creerias  EVVScheduing | CAP Appainiments

 -Filters-
CAPID El +

4. Select the appropriate CAP record via the hyperlink

Test Provider (21347)
Workers | Services | Provider IDNumbers | Contracts | Beds | Linked Providers |~ Condtions | Service Area | Admin Actions
Providers | Divisions =~ EVV Activities = Forms | Enrollments | Authorizations | Noles = Credentials | EVV Scheduling ﬁ App
~)-Filters
CAPID vl [+

Search  Reset

8 Providers CAP record(s) returned - now viewing 1 through &

CAPID | QIO Report Number CAPType Date Provider Notified ~ | CAP Due Date Status Number of Alerts | Number of items | Licensing Worker | QA Workstream Worker
2 Natice of Non-Cempliance 08/01/2023 08/15/2023 Pending 1 Reed, Monica

13 Plan of Remediation 0772012023 Pending 1 Reed, Monica

14 Plan of Remediation 0710312023 08/03/2023 Pending 0 Reed, Monica

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

File  Reports
i i CAP
CAPID 123
Iltems T ———
CAP Type Notice of Non-Compliance v
Date of CAP 091252023 |4
Associated Form ID# 502
Date Provider Notified 09/25/2023 |3
CAP Due Date 101012023 |3
Status Pending v
(B 2 U 6x - A -
Comments
v
Date Submitted by Provider G
Date Verified Complete by APD E
Staff
Licensing Worker Reed, Monica 2 Clear Details
QA Workstream Lead Buck, Jennifer 5 Clear Details

6. Select an Item via the hyperlink in the list view grid
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File
Filters
CAP
Ttem Number j +
lhems
Bl Bl

2ltems record(s) retumed - now viewing 1 through 2

ltem Number | QIO Category Remedian‘l:yf”pe StandardNotMet  ltem Status ~ DusDate ~ Complete Date | Worker

*
Licensing 1 Pending 021232018

Licensing Pending

7. Update the following fields as applicable:
a. “Comments” = add information
b. “Due Date” = update due date if needed

c. “Corrective Action Required” = add information and Click Append to
Text to Note

8. When finished, Click File > Save and Close Item
File
History
Spell Check
Save ltem
Save and Add Another ltem
Save and Close ltem
Print
Close ltem
9. Click File > Close Items
File

Add ltem
Print

Close ltems k\_

10. The Residential Monitor will complete the As Needed: Add CAP for Violations
section of this manual if there are new violations identified during the current
month’s site visit.
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