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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/?Weblntake=DE588ADD-286E-47FA-
A5FF-06494042E9D8

Online Application Request for New Praoviders

This questionnaire will help APD assess individuals who ar
determine whether the potential applicant is eligible to move
application and does not warrant cither expressly or by implication
services. This tanl can be used hy:

Qterested in becoming an AFD provider to
wyard. Please note: This is not a provider
ar an individual is permitted to render

mi— —

-
Qﬂd\’viduals or Parties wishing to open a licensed Residential fa@
—_ R

Required questions are marked with a red required Tabel

Prospective Licensed Applicant Information Section

Prospective Licensed Applicant Business Name required

Prospective Licensed Applicant Business Telephone Number r=guied
Prospective Licensed Applicant Emall Address raquir=d

Prospective Licensed Applicant EIN/Tax ID required

2. Complete all required fields on the Online Application Request Form
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Prospective Licensed Applicant Information Section

Prospective Licensed Applicant Business Name required

First and Last Name if a Solo Provider

Prospective Licensed Applicant EIN/Tax ID required e

nclude dashes

Prospective Licensed Applicant Region required e
@ L

O Central © Northeast O Northwest O Suncoast O Southeast C Southern

Prospective Licensed Home Address Section

Prospective Licensed Home Street Address required -+

Enter response...

3. When finished with all sections, click the Submit button and then the Success
Message will be displayed.
a. The reference number included will be the prospective licensed facility
iConnect ID number.

Thank you for compleling the Online Applicalion Request Tor New Providers. Click
“Submit” to submit your request. Once APD reviews the request, you will be contacted by
an APD slafl member eilher by phone or email,

Please nole: Your request will nol be processed unlil you click “Submil” and receive a
"Success” message. /

—— + Submil B 'rint

Success!

Thank you for compleling the APD Online Application Reques( 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 4 Print
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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 nate: 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
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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.
N,

Role \

Region QA Workstream Worker ﬂ E

2. Theuser 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:

oD iConnect
File

Quick Search

MY DASHEBOARD
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J My Management
Current Active Cases
Enrclimenls
Pending Assessments Clueue
Pending Provider Asseszments Queue
Waiting List
Provider Credentials Queue
Pending Plans
Adminisirative Actions Queue
Prospective Applicant Queue
Frovider Management Clueue
Event Ticklars
Alert Notes
Ticklers Due

Print Queue

h—

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

litters:
Dispesiion v Equallo v Pendng v AN v x
Unaides Mame: v Uantsns v Miv %
Dipusiicn v+

Scarch  Reset

3 My Dushbocrd Prespective Applicant Queue record[s) retumed - now viewing 1 through 3

Dispostior Online Appication Date Provider Nams. Provider Regicn
FPending 06292023 Test Provider NORTHEAST

Pending 09482023 Tesl Reeggion Pruivden “_ Norheas!

I'endling 092203 It |'ronddar MNaorheast

4. The Applicant’s record will di

Fllc  Reports

A TEST Provider (10002)

) Tilters
Mule Ty pe Squal Tu

Note Caze |7| +
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5. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes
Print

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

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

a. "Division" = APD

b.

c. "Note Type" = Application Request
d. “Note Subtype” = Assign Worker
e. "Description" = Assign Worker

f. "Note" = Enter notes

g. "Status" = Complete

h.

Click the Lookup button 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

MNotes Details
Diviigion APD
Mowe By * Resd, Lorkca -
Hote Date ¥ 125 o
Associated Form M il —
Mobe Typa ™ —agf———— A Requasgt »
Hote Sub- Type i— Assign Worke™ v
i ssign dVorker
Descriphion  fe—
B I 1 A
Enler nofdes
Hube —
Stetua ¥ Corte »
f—
Duwtn Completed L i
Artachments
Add s rinent
Decumert Description

These ere no attachenends. bo display

Note Recipients

Add hate Recipient
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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 Motes

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.

N,
Role \
Region QA Workstream Worker ﬂ @

2. Theuser 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:

od iConnect
File

Quick Search

MY DASHEOARD
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My Management
Current Aclive Cases
Enroliments
Pending Assessments Queue
Pending Provider Assessments Queue
Waiting List
Provider Credentials Queue
Pending Plans
Administrative Actions Queue
Prospective Applicant Queue il
Provider Management QGueue
Event Ticklers
Alert Motes
Ticklers Due

Primt Queue

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

Fiters

Froviger Name w|  Equal To :] APD Test Froviger ANDj x

Disposition j + \

| ‘Search | Recet |
20nline Provider Application Queue record(s) retuned - now viewing 1 through 2

Dispasition [ Onlina Applicafion Date « Provider NI:/ Provider Raginn O

Pending 061212018 APD Test Provider E

Pending 0411772017 APD Test Provider Central O

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

e  Askifapplicant has begun process of obtaining a Medicaid Provider
Number

e Explain the application and enrollment steps for licensure and MWSA
e Inquireif they have completed Background screening process

e Askabout qualifications and experience
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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. Selectthe prospective applicant’s record in the Prospective Applicant queue by
selecting the checkbox at the end of the record

Flie
Prowaer S2arch and Pnmote

Ml

Close Prospecne Applant Luete an~ x
Dissiton % | 4
Search Aot

3y Dashboard Prospective Applicant Quzue records)returned - now viewing 1 through )

Jiaposition Orline Application Dete Provide Name Provider Ragion

Penting 0673202 Test Provicer NORTIICAST

Puding 08182023 Tesl Reggun Providu Noulbzasl. — &

Mending 09202023 Test Mrovider MNorthzast

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.

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

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

Filas
FINEN v FqalT v 1M Mhv | x

Regon v Comams ¥ MNotheasi Mov o x
Prudrhomw |+
Seath  Hesst

My Uashboard Frovidsr Searck racards) rebumed  sow visming 1 frough 2

Povidell) & Hravides Wama EINSSH Gily

5. Ifthe displayed results don’t match the prospective applicant’s record, then Select
File > Promote to Provider

O itonnect
File Tools
Promote to Provider
Print A
Close Provider Search | K

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

Select FundCode to promote Provider x

Cvcve

e

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

Updated August 6, 2024 Page 13



Message from webpage @

!':.‘ Provider promaotad successfully.

!

il

File

Provider Search and Promote
Print

Close Prospective Applicant Queue

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

Workars Services Provider ID Numkbkers Contracts Beds Linked Providers Aliases Conditiong

Froviders | Divisions Forms | Enrollments | Authorizations | Notes | Credentials | EVY Scheduling

Filters

Division +
1 Divisions record(s) returned - now viewing 1 through 1
Divislon / Disposlition Open Date
APD Submittad Online 12131/2018

9. 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 and Fosters Home 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. The Licensed Facility needs to
be selected and this selection would be included in any reporting.
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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  eofeme— Yes

Specialist/Liaison

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

A Test Provider Providers]sgn Oul Fie @
v

Qf&j iConnect Last Updated by mreed@apdcares.og Region QA Workstream Worker
at 7/12/2022 9:22:41 AM

File  Edit  Repol Word Merge
Ecit Provider

Providers \ v | provdsr hame - & ADVANCED SEARCH

MY DASH30ARD | CONMSUMERS PROVIDERS CLAINS SCHEDWER |  REPORTS

A Test Provider (18830)
Workers ices | Provider ID Numbers | Contracls | Beds  Linked Providers | Gonditions | Servica Area | Admin Acticns
Pﬂwlﬂm Divisiors VW Activiies | Forms | Enralments | Authorizations = MNoies | Gredentigs |~ EVV Scheduling = CAP  Appointments

Basic Information

Provider Name A Test Provider Residentia Monitor Reed, Monica

DBA (ifappl cable)/Facility Licensing Specialist Reed, Monca

Neme

Lizeneed Heme licencsad for z

capacity Area Behavior Analyst Reed, Monica
" Licensed home ADT # of

Active Yes R

WsC ao Licensed Facility Yes

External Yes Wedicaid Provider ID XXXXK

Excluda from Selzction No Provider EIN XXXXK

11. 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.
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Test Region Provider (21362) s

ﬁ FLAPD Interface Test (Copy of PROD 3/10/23) - Work - Microsoft Edge

) hitpsy//ltssbh1.mediware.com/FLAPDInterfaceTest/Pages/Harmony.aspx?ChapterlD=3258ViewTyp

ocd itennect

File  Edit

‘ Provider ‘ Basic Information

. * :
Addrasses Provider Name Test Region Provider

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

APD Vendor Number 21362 Ap—
wsco
Active *

Provider Type /
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:

o If existing Provider with authorizations, but no
licensed facility — would already have IDPASS
access, but the promoted prospective applicant
record will need to be linked to the Parent Provider
Record.

o If existing Provider without authorizations — Needs
IDPASS in addition to the Applicant Flag signaled.

o If Waiver Provider — already have group homes
and want to open new group home — Needs the
promoted prospective applicant record linked to
Parent Provider

o Ifabandoned 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
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NEW! No Parent Record Exists — Partner with Provider Enrollment for the
creation of the Placeholder Parent Provider Record

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

IMPORTANT: If a parent or facility duplicate

. record is created, these CANNOT be deleted. It
.. must be closed through State Office, not
deleted.

If no Parent Provider Record is located, the licensing
specialist will need to partner with Provider Enrollment
to have a Placeholder Parent Provider Record Created.

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

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

a. UseaniConnect ID as Medicaid ID (instructions will direct you to contact State

Office to input the Medicaid ID)
b. Follow standard “APD Vendor No” format

c. Add a placeholder iBudget Waiver Certification record

Set “Role” = Region QA Workstream Worker then click Go.
Navigate to the Providers Chapter, File > Add New Provider Search

Use the Filters to search for Provider Record

i A .

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

Updated August 6, 2024
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Omj iCennedct Welwine, Carcline Shurler  Provider Search

5/23/2024 4130 PM &
File

Filters

Provider Name * Contains A Placeholder Previder Recor AND ~

Pravider Number v +

Search Reset Add Mew

D record|s) returned

5. Update the Following Fields:
a. Initial Division = APD
b. APD Vendor Number = Follow standard “APD Vendor No” format
(F+EIN or S+SSN)
Active = Checked

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

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

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

i. Oncethe record is initially saved, the Provider iConnect ID will
display.

ii. Email the APD Provider Actions inbox for any Medicaid ID number
edits needed. Include the following:

e Subject Line: MEDICAID ID# Edit Needed

e TheiConnect ID for the Corporate (parent) record,
including the Placeholder record if applicable.

e Provider/Business Names

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

h. Provider EIN = Add if Known (as applicable)
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OO0 WCennedd

Fite Edit

An astenisk () indicales a requined field

Basic Information
nitisl Divisicon *

Pravider Hams *

D& il
spplicableyFacility Mame

APD Wendar Nember
WL QO

Mctive ™

Pravider Typa

Exclude lrem Selactian

SpacmbntLinivon

o N

AFD -

Placengiser Provder Reoond

F1I3456 78901
IN‘: VI
]

Leskup  Clear

i. File > Save Provider Record

A new window opens with the Division Details screen

a. Update the following fields:

i. Disposition=Open

Rasidamtial Monitos
Licensing Specialist

Ares Bahavbar Analyat

Group Homa/ADT # of
woihers

Provider 84N
Maddbcald Providas 50
Prowidar EIN

Licansad Facility

Proswmplively
I litutioaal

b. File > Save and Close Division

Navigate to the Credentials Tab
File > Add Certification

a. Update the following fields:

welcome, Caroling St
§/23/2004 4134 PH
Lesakup
Loakup
L sakiip
L

i. Certification Type = iBudget Waiver Applicant Placeholder

ii. Effective Date = Today’s date

iii. Expiration Date = Leave Blank

witer  Provider

W

Claar
Chear

Clear

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

v. Status = Applicant Placeholder

vi. QA Workstream Worker = Provider Enrollment Specialist

o ionnect
File
An asterisk (*) indicates a required field

Certification Details

Credential Type * Certification

Certification Type

[iBudget Waiver Applicant Placehelder v |

Effective Date 05/232024 |3

Expiration Date Moo Yy |

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

application user provisioning

Comment
Status Applicant Placeholder v

QA Workstream Worker Shorter, Caroling

Lookup  Clear Details

b. File >Save and Close Certification Details

Updated August 6, 2024
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NEW! Link to Existing or Placeholder Parent Provider Record and Add Applicant
License Record

Once the online application request has been vetted
and promoted from the Prospective Applicant
:’F ; Queue, the Licensing Specialist will search for an
‘ J existing parent provider record by trying alternate
- searches, such as the provider's last name and/or

business name, etc. to see if there is existing parent
provider record.

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

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

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

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

N

Role \

Region Qe Workstream Worker ~ @

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

acd iennect e

File
Quick Szarch

ATast Provider % | | Eeeers ]| | Froveervare ~ &

\A\’DAE—B:*\FD| CONSUVMERS | PROVIDER S | INCIDENTS CLAIME SCHEDULER |

~)-Filtars

3. Navigate to the Providers > Linked Providers tab

Test Provider i21347)
ViOWE'S | Senvies | PROVIGGFIDNUMDMES oM Sess | LIMBAIPPRAIGSIS | LonOnCnS  SeniksAiea ACTINACIONS  Haciily Managemsnt

Provgers  DNISONS | EVVACIMIES | FOMS | ENmIMerts  Aunoreations | Notes  Credentials  EVVSCheouing  CA®  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
(Previously Promoted Applicant Record)

c. Start Date = Enter Date

d. File > Save and Close the Linked Provider Record

Relationship 2 Subsidiary v|

Linked Provider * Teat Prewider Clear  Tetails
Start Date ¥ w02z |

Cnd Date =

CemoGH Applicant (21421)

Workers | Sevices  Provider ID Numbers | Contacts | Beds | Linked Providers | Condiions | SeviceArea | Admin Acions

Prosiders  Umsiors | EVVACiMtes | EVV Scheduling | Forms | Enioliments | Authorizabons | Noles | Uredentials | CAF | Appoinimenis | Frovider Adp

Fliters:
LnkedAs v +
Scarch  Resct

1 Providers Linked Providers recordjs) returned - now viewing 1 through 1

Linked As Provider Street City State Zip Code Status Diselail

Ihe detalls ot the taciity are per Fr
the Consumer fo validate

Subeidiary Demo Provider 601 NW ESTHTER HOLLYWOOD FL 3301 Adive

Fist | Previws Recodsperpace 13 | Mext  Last
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6.

8.

9.

The Provider’s record will display. Navigate to the Providers chapter and enter the

CHILD Provider’s name in the Quick Search filter and click Go.

Navigate to the Providers > Credentials tab

MY DASHBCARD | CONSUMERS | PROVIDERS INCIDENTS CLAIMS

e

Workers | Services | Provider D Mumoers | Confracts | Beds | LickedProviders | Alieses

A TEST Provider (10002)

Providers = Divisions | Forms | Enrollments | Authonzations | Notes | Credentials  EVV

Select File > Add License
File Word Merge
Add Mew Provider Search
Add License/
Add Certification
Add Insurance

Print

Update the following fields:
a. '"License Type" = select as appropriate
e Foster Home

e Group Home

b. License Number = Enter information — Please note that each region has their
own system for assigning license numbers, and the numbers included in the

naming convention will be the Provider iConnect ID for the Promoted

Application Record.

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

Application Record.

Updated August 6, 2024

Southern: SR-APPL-12345
Southeast: SER-APPL-98765
Central: CR-APPL-45645
Northeast: NER-APPL-91919
Suncoast: SCR-APPL-73257

Northwest: NWR-APPL-88665
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c. "Original Date of Issuance" = Enter Date

d. "Effective Date" = Enter Date

i. "Expiration Date" = Enter Date Expiration of 4 months (120 days)
Enter DateRegional Staff may have to update the Expiration date
if licensing goes beyond the originally entered expiration date.

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

f. "Status" = Applicant
"Reason" = Initial

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

i. Enter the Last Name and Click Search and then select the Name

Q0 iCennect

File

18919 Group Home Record License Details
5/23/2024 5:19 PM

An asterisk (*) indicates a required field
License Details

Credential Type *
License Type *

License Number *
Original Date of Issuance *

Date of RenewaliSubsequent License
Effective Date *

Expiration Date ¥

Less than One Year
Comment

Status
Reason

QA Workstream Worker

License

[ Group Home ~[

SCR-APPL 73257
05/23/2024 3
MM/DDIYYYY 3
05/23/2024 |9
0713112024 |2

=)

Ticense Record created for the purposes of a new license provider application user
provisioning

[Applicant -

Initial v

Shorter, Caroline Lookup  Clear Details

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

abandoned.

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

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

Updated August 6, 2024

FPRNRLALPT R LY P
APD Vendor Nember F1I3456TE901

WEC Q0 [re v
Active ™ ]

Provider Typa W

Excluce from Salac m..@

Spaciaiay/Linivon Lo Chan
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NEW! User Provisioning and iConnect Access

Since some applicants may not have authorizations,
the ID PASS email will not be sent.

User Provisioning is required for these providers,
please proceed to Flag Applicant Providers.

As Needed: Reject Prospective Applicant Provider

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

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

C)F:‘_.’ﬂ iCoenneck

File Tools
Filters
Provider Mame ~ Contains - Test Provider AND ~ *
EINFS SN * Contains - AND ~ ]
Region ~ Contains w ~ AND x
Proviger 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

OO0 iConnedt 0 Prospectve Applicant Queue

Dispositicn nline Application Date Providar Nama Provider Regios
05292023
Pendng 09182023

Pendng s

Nartheas
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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

Itsshh1.mediware.com says

Provider(s) rejected successfully.

Termination Reason

Other Reason for Termination

re

¥

Abandoned
Application Denied
Application Submitted
Expansion Denied

Expansion Request Submitted

0K CANCEL

In Legal

Further Documentation Required

Licensing Application Approved

MWSEA Non-Renewal
3 My Dashboard Prospective Applit yan-penewal

Online App -
Online App -

Pending

Pending

Revocation

Pending

Online App -
Disposition  ppjine Aop -
Online App -
Online App -
Online App -

Termination Approved

g1t
Applicant refused meeting
Currently iniConnect

Duplicate Submission

Incorrect Agency

Mo proposed facility location

No response to meeting request
No valid phote 1D

al

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

4. The record will be changed to have a disposition of “Rejected”.

000 iConnect

Welcome, Monica Reed. Prospective Applicant Queue
e ISEM W

File
Fitrs \
Uisgosiion v Lqual lo ~  Hesded Hiv  [x
Providia Name lai ~ AN~ x
Disgositon v+
o) Hesel
2D pcive Applcanl Ussus ow viewing 1 Unough 2
Dispostion ‘Onlise Appication Date Brovider Name Frovider Region 0
Rjecded {0t le vei] Ti=d Proicles HORTHFAET
Rujucled T Prespuclive Applcerl

5.

File

Provider Search and Promote

Reject Provider

Print

Close Prospective Applicant Queus

Updated August 6, 2024

If finished with the record, Select File > Close Prospective Applicant Queue
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New Licensed Facility Application

Introduction

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

for review of the application request.

Complete Facility Application Form

The Prospective Applicant will need to complete a new 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

\

Semvice Provider [v] @

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

OO iComnmneck

File  Waord Merge

Quick searcn

\:m =

MY DASIIDOARD  CONSUMERS [ PROVIDCRS NCIDONTS

A TEST Provider [10002)

ars

Divislon  [w +

Weake + Mimers Goelsecks | Becs | Liked b
e e s oiemres e e

) ru

status ~|  |=auaiie | bran | ann v =

31 Fonms record(s) returnesd —now viswing 1 tirough 15

Division

AU

Cneckist

GroLp

APD

ol Rotwe Review

B

ArG

=roviger anon

3. Click File > Add Forms

Updated August 6, 2024 Page 26



File  Word Merge

Add New Pravider Search
Add Forms

Print \

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

' J iCennedt Test Provider  Forms
i /25/2023 6:10 PH
File
Please Select Type: | Facilly Applicaton Form (APD 2014-01) v
Provider Assessment
Dirision ™ APD v Worker ® Reed, Monicz Clear Details
Review = lifial v Status *  ——
ReviewDate ¥ W= | mopconos [ Approved By

Approved Dae

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

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

Spell Check

Save Forms
Save and Add Another Forms

Sawve and Close Forms

Copy From Previous
Print

Close Forms

R TSI

7. Select Word Merge > Facility Application Form
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0 ienneqt

Fle Repots  Word Merge

Facility Applicatic

Provider Assessment
Diision * PO Worksr ¥ Reed, Munica . Gear Deals

Review ¥ Snual v Status Perding v

Faciity Applization Foam (\PD 2)14-01)
v '

4
5

Review Dite ¥ nnzas [ Upprared By

AparoveDate

FACILITY APPLICATION FORM (APD 2014-01)

8. Select File > Print to print the Word Merge
Q0 itonnect
File

Pliﬂt h

Close

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.

® [mitial O 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.
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Complete Licensed Capacity Form

the information during the site visit.

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

Role \
Sevce Powder 91 "GO |

The Prospective Applicant will complete the Licensed
Capacity form and the QA Workstream Worker will validate

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

filter and click go.

ocd enneci o
Fiie

Quick Search \

A Tes! Provider X Frwee v | P ﬂ E

W:AS—BO—'\F.E| CONSUNERS W} ICIENTS ‘ CLAs | SCHEDLLER
Fittzrs:

3. Navigate to the Providers > Forms tab
o HConect

Fila  Word Marge

QUi Saren

\:m .

v nasinrann | consuens | PReMnERS

A TTST Pravidar (10003}

Washers  eros  Frovidcr Rmbern | Denfracts

Providars | Dikiaans | Farme | “necleants | dufeodzabons

hFimers
s [v] |FausTa “] |ren v ] (=
Coim || [+

11 Farms racard(s) rehmed  now viawing 1 through 45

DviEiEn

NEINTNTS

5 | Diked s

Mataz

e
Arn

Ty

4. Click File > Add Forms

File  Word Merge

Add New Pravider Search

\

Add Forms
Print

Updated August 6, 2024
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5. Select “Please Select Type” as “Use for after 2014 -

Form from the drop-down list

OfCU iCenmnect

Ploase Select Type: \ Jag for after 2014 Calculafion of License Capacity V|

Pravider Assasamant

Division * .‘_ AFC Worker -
L e Siatus
Heviow ale” v |2 Approved gy

Approved Date

4

Calculation of License Capacity

ATest Provider  Forms

TIA/022 626 PY

Reed Monlzz Dietali

Drat =

Use for after 2014 - CALCULATION OF LICENSED CAPACITY

For New License Applications as of July 1, 2014

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

a
b. "Review" = Initial

c. Complete all fields on the Licensed Capacity Application Form

d. "Status" = Pending

Message from webpage

=S

By changing the status of this recard, all required fields must be

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

continue?

e

l OK

l | Cancel |

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

Spell Check

Save Forms

Save and Add Another Forms

TR

Save and Close Forms

Copy From Previous

4]

Print

Close Forms

Updated August 6, 2024
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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

Flle  Repors

Quick S8arch

| Provizers |2 | | mroder biame

WY DASIIDOASD | CCHSUMORS | PROVIDCRS INCIDZNTS ‘ CLAIMS SCl
A TEST Pravider (10002)

WOTKZES | TVIces | Proviacs L NUmOCTs | Conracts | oy LINkeI PUVIOTT | AIGSCS | ondmons

Providers | Divizicns | Torme | Crrolments | Aut-orizators | Hetes  Credenfidls | CVV Seheduing
Tilters.
Mk Typs j Squal Tu ﬂ - P‘Nnj =
Iote Cass v‘ s

Bl Bl

3. Click File > Add Notes

File Reports
Add New Provider Search
Add MNotes

Prin ‘\

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)

Attestation of Good Moral Character
Background Results
Background Screening
Law Check Form

vk W

Level Il Background Screening
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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.
2.
3.
4,
5.

Facility Floor Plan

Fire Inspection

Signed Lease

Vehicle Registration/Insurance
Zoning Variance

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

6.

vk W

Driver’s License
Education

Operator Experience
References

Resume

SSN

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

1.
2.
3.
4.

"Description" = Same as subtype

@ 0 o

Admin Policies

Emergency Mgmt Plan
Professional Liability Insurance
Sexual Activity Policy

"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

h. Click the Lookup button 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

Updated August 6, 2024
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Note Type ¥ Ml Initial Applica
L —— |Background Sereening ~[

5. When finished click File > Save and Close Notes

File Tools
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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 \

Sevce Powder 91 "GO |

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

ofd icennect |
File
Quick Search
A Test Provider W Fovders ~ | | Poiderkiems v ﬁ
WY DASHBOARD | COMSUWERS PROVICERS MNC'DENTS CLAME | SCHEDULER |
v |-Filters- /
3. The Provider’s record will display. Navigate to the Providers > Notes tab
File  Reports
CQuick Search
| Frovaers [w] | erowaer vams
MY LASH=ECARL LCONSUMERS i PRUVIDERS 1 KCILENIS ‘ CLAIMS SUH:

A TEST Providar (10002)
Wuakers | Seices | Frovider 1D Nurbars | Conbacls | B Linkee Provdzr: | Alieses | Cudilios

Provinare NWSIDTS Frms FRmlimerts A MorFAIONS NATRS Cranetnas FWW Senectiiing
~ -Filters:

Note Type j Zqual T2 ﬂ j“ ,wnj X

Note Caze. ﬂ n
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4. Click File > Add Notes

File Reports
Add New Provider Search
Add Motes

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

@m0 a0 T

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

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

Notes Details
Dnvsior *
Note By * -
Mote Date ™ o n
Nete Yoe . l Irilial Asebeaton W |
Merin: Sub-Type *_ Apchcaracn Submfled w
Doscription  i—— ApRCIRN Susmiled
BJ U e A~
Holt  lf—
S —
Dale Completec
Atachments
Audd Arachment
Dt LNt Jasenpen

There are no bchrnts o cisplay

Note Recipients \

A Nole Tacipert Logkup  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

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.

~,
Role \
Region QA Workstream Worker ﬂ @

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

. MY DASHBOARD CONSUMERS FPROVIDERS

 —— PROVIDERS
Notes

Complete 32

Pending 20

Ticklers

Ticklars _."

=
n

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 Cqual To v New v AND v x
Shiis v +

Apply Alert Days Befarz Due

Soach  Fusel

75 My Dashboard Ticklsrs record{s] rstumed - now viwing 1 through 15

Tickler Name Provider Name e Date Created » Date Due Date Completed Status
Reassijn to Supervisor o initiate FSFN search on licensee Test Provider 10132023 101872023 Hew

Notify Licensing Provider Appicant of any Crrors or Cmissions Test Provider 0972712023 102772023 New

4. 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 Wizay

Notify Licensing Providar
ant of any Errors or | »

a. Tickler—“Notify Licensing Provider Applicant of any errors or
omissions”
b. Assigned to Monitor 3 (Licensing Specialist)

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

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

Workflow Wizard

; Reassign to Supervisor to '
initiate FSEN search on 4
_Hcensee

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.

0 ennect
Fil

Fiters.
Se v EqdTo v [N e mDe (x

Sas v |4

0 Agply At Days Before Due
Seath  Recat

T5My Dashboard Ticklars records) retumed - now viewng 1 tough 15

ki Name Provider hame. Onte Creted+ Dats Due. Dae Complsted Stanus
PN seath on boanse Test Provir 1823 08203 “
s FSFN ssach on ioenses et Prvinn w B2 N —_—
Aopicant o any Eroms of Omssiors | TestProger taznnz3 10023 New

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.

73 My Dashboard Tickiers recordis) returmed - now viewing 1 through 15

Tickler Name Provider Nzme Date Crealed DateDue |
Reassign fo Supeniscr to initiae FSFM search on licersze Test Providsr 1011812022
Notify Licensing Frovider Appiicant of zny Errors o Omissons | Test Provider 102712023
Notify Licensing Frovider Appiicant of zny Errors or Omissons | Test Provider 10/2712023
Review Licensing Fenewal application for eror o omssions Test Providzr 1072612023
Cor=ciive Action Panis due in & days Tesi Provider 2 10/08/2022
_'?eﬂt‘e.v Provider Record for CoTecive Action P an - Monthiy o Provider 082372022 a0
ianitorin - e e
ﬁewé:glrredwe Acton Plan 's Due- Licensng
Cue Dates =rch by , - =
] T I Search by Search Text buck | Sezrch  Cancel
Cus Dates
CAF Revision Due - Licenzing Renevial L
Eewe.v I"mvijel Record for Coeciive Action| e
enewal .
Cormestive Adtion Pan s due n & days MEREER] [Dhoges) Ll L7 DA
- - = 286 B Jenrer vez
o 1230 Buck, Sarah Support Soordnater Ve
Review Provider Record ‘or CoTeclive Action| .5 .
] 5942 Buck, Timotny vez
Review Licensing Renewal application for err 15347 Buckley, Silvia Yee
Review Licensing Renewal arclication for err 21332 BUCKNER, LAGANYA vee
21803 Euckner, Shambray ‘Yes
24155 BUCKNOR SEAN Yes

New! Abuse Record Search

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

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

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

Role \

Region QA Worksiream Worker ﬂ E

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

N Wer
o iennedt o
File
Quick $earch
A Test Provider X |Frovees v P e ¥ G
MYDASHBOARD | CCNSUMERS | PROVIDERS | IHCIDENTE | CLAIMS SCHEDULER
-Firs /
1
3. Navigate to the Providers > Notes tab
Filz  Rzperts
Quick Search
| Frovders [v] | prondsr vame
MY DASHEUARLD CUNSLMERS PRUVIDERS | RCIDENTS | CLAINES SCH:
A TEST Provider (10002)
Wuoikers | Sevices | Frovider 1D hurbere | Conbacls | B Linkes Providars | Alisses | Gurdilions
Providars | Dvsions  Frms  Fomimerts | Achorzafons | NOTB& | Crenecfads | PV Scnecining
Filkors

Mot Type j Zqual T j ﬂ AND j %

Mote Cas j +

4. Go to File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print \

Updated August 6, 2024 Page 39



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

a.

@m0 a0 T

"Division" = APD

"Note Type" = Confidential Note

"Note Subtype" = Abuse Record Search

"Description" = Abuse Record Search Complete

"Note" = Enter notes
"Status" = Update to

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

Complete

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

File Tools
Notes Details
Division *
Note By *
Note Date *

Associated Form ID#

Note Type ¥ 4——
Note Sub-Type 4‘_
Description 4_
Note

Status * ‘

Date Completed

Attachments

Add Attachment

Attachments Grid

Document

There are no attachments to display

Note Recipients

Add Note Recipient:

Note Recipients Grid
Name Date Sent

Baer, Sylvia T7i15/2024

Baer, Sylvia
il

07152024 |

Confidential Note +
Abuse Record Search «

Abuse Record Search

[B 7 U 0p - A~

Details of the Search and its) completion.

Complate v
07/15/2024
Description
Lookup
Date Read

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

Updated August 6, 2024

Category

Clear

Status

Unread

Date Signed

Action

Remove
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Complete Application

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.

b
Role \
Region QA Worksiream Worker ﬂ E

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

3. Navigate to the Providers > Forms tab

OQ_" HOC TR IRl

File  Word Merge

Duick Search

& TEST Provide: (10002)
Veorkers  TeIvizes  ICVIGErID MJMODS'E | Contracts | Ded: | Lnkea |

Fovders | Unsons | bonms | soolvenls | Aulonsalos | Noles

Filkers
Sabes [=] [CaweTe <] o vl [Amz[v] x
o [o] [

| Seawn § Reeed |
21 Forma record|s] returned now viswing 1 through 15

Divisiun Funn Ko

4. 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 | COMSUMERS PROVIDERS REPORTS

Test Provider (21347) ‘[ /
Viorkers | Senices | ProwiderID Numbers | C fs | Deds | Linked Providers =~ Condiions | ServiceArea | Admin Actons | aciity Management

PIMIOES | VRIS | FUVATNTRS | FOMS . FIMIMENS | ARNOTAIONS | NOfRS  CTetentiall | FYV SOWing — CAP  Appoinmments

Filters
Fom Name v Equal To v Use for after 2014-Caloulation o License Capacity v AND v x

nvsin - v +

Scach  Reel

2 Providars Farms record|s) returned - now viewing 1 through 2

Division Form 1D / Form Name Review ReviewDate »

AP Ay VISe for Afier 20 Cacuktion of | ikense Capachy Inittal 097573

5. Update the Status to “Complete” on the Form Header and Click “OK” on the popup
message box
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Use for fter 2014-Calculation of License Capacity

Provider Assessment

Dimsien * (A~ worker Rore, Wionics (e it
Ravivn * [l v siatus * A

Review Die * 23 | Approvid By R, Mo Delais

Approved Date 9757173

Use for after 2014 - CALCULATION OF LICENSED CAPACITY

For New License Applications as of July 1, 2014 \

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

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

File Reports
Histary

Duplicate Forms
Save Forms

Save and Add Another Fcy

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 DASHIDARD | CONSUMERS FROVIDERS RERORTS

Test Provider (21347)
Workers | Szvices  Provider IDNumbers | Comtracs | Beds | Linked Frovicers | Condiions | SeniceAea | AdminActons  Faciity Management
Sreuiders | Lwisions | EVVATINES | FOmMS | Ermiments | Aulhonzions  Moles | Credenials  sVVSINRdUI  UAS | Apsoniments

Filters
Foir Neme Equal To v Faility Application Farm (AI'D 2014-01) w AND v x

Division  ~ 4
Seach  Resel
% Providers Forms record(s) rtumed - now vieiving 1 through 2

Form ID / Faorm Name Review Revigw Date v

Inimial (=PRI e Y

Dwislon
A E) 301 Ty APPICEION -0 [A-U 201407)

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)

Provide- Assessment

Division * AFD v Worker * Reed, honica Oear  Detaits
Review * Inial v Halis ¥ fp— Complete v

Review Date * Approved By Reed, Monca stais

Approved Date 08262023

FACILITY APPLICATION FORM (APD 2014-01)

Message from webpage x

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

\ Cancel

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

File Reports
Histary
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
INSUMERS \ INCIDENTS PROVIDERS
| ‘ Inquiry Alert Notes List ‘ ‘ Notes H
lotes ] Unread Alert Notes 0 Complete 3
Pending "

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

Filters:

233 My Doshboard Nofes record{s) returned - now viewing 1 hrough 15
~ /
Provider s Note Ete + Besaription Author Status
Test Browider Iritial Applic.ation DAPSONF Applicafion Submitted Resd Moz Pending
12. In the existing Note record, update the following fields:
Page 43
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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

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

@ 0 oo T W

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 * AP w

Mot By * Reed, Manica v
Note Date * (eE2s |

Associzbed Form ID#

Note Tye - Inial Appleation v [

Mote Sub-Type & Application Form Review Cemplete v
Apphcation Form Review Compiete

Desenphion  lfj— p

B I U A

hote <

Satas ¥ — Complete »

[uate Compieted (RSN

Atiachments

A At

DOCUMmERT DascTiption

Thers ame no Mtachmens to display

Nolte Recipients \

A0 NOLe Redipiiil Lockup  Clear

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

Workflow Wizard

Notify Provider Applicant
of Approval or Denial

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

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

Schedule Site Visit

L

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.

Y
Role \
Region QA Weorksiream Worker ﬂ @

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

Vlel:

O’I{ itonnect (0

File
Quick Searth

A Test Provider X | P V| et v W

\IYDRHBOARD | CONSLMERS | PROVIDERS NCIDENTS CAMS SCH=DULER

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

MY DASHBOARD ~ CONSUMERS PROVIDERS NCIDENTS CLAIMS SCHEDULER ITILITES RE

A TEST Provider (10002)
Werkers | Services | Provider ID Numbers | Contracts | Beds | Linked Providers | Aliases | Condbions | Syice frea | Admin Actions

Providers | Divisiors | Forms | Enoliments | Authorizabons  Nolss | Gredentials | EVV Scheduing = CAP | Appointrents

View Style Filters
@ Listview Monihly View Status  n|  Equal To v|  Pendng w| NDw| x
Daily Vew g
Twe v 4
i Bl

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

Type Start Date. End Date
Site Visit 062112018 082172013

4. Click File > Add Appointment
o0d onnect

File
Add New Provider Search
Add Appointment

Spell Check \

Print

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

o L

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

"Type" = Site Visit

"Subject" = Enter subject description

S ®@ ™ o o o

"Appt Summary" = Enter summary

"Appt Details" = Enter details
jo "Status" = Scheduled
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Appointments

Division ===
Appointment Date * =" 09252023 |
Start Time =" 1M v |00 v|AM v
Appointment End Date - 09/25/2023 |
End Time == 11 v[30 v[AM v
Type * g SteVist v
Subject -fmm—

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

Notes /

New Participant

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

LY it it T
i | Participams

Pariicipants List

Case Relations
pplcatio ol Professional Relations.
Buck, Jenniter Current Active Provider Workers

Notes

New Partcipant
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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 |

Buck, Jennifer

Provider, Service

Reed, Monica

ReferralMgr, Osa

Ritchie, Lesli
| Tarzwell, Dawn
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 Parlicipant
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.

Y
Role \
Ragion QA Workstream Warker ﬁ
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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.

opd iCennect £

Ry
File
Quick Search

A Test P der x| Prosee [¥]| | Frveerrare & 60

WY DASHECARD  CONSLUERS ‘ PROVIDERS INC'DENTS ‘ CLAME SCREDULER |

| -Fillers /

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

1Y DASHBOARD | CONSUMERS | PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITIES RE
A TESTProvider (10002}
Workers | Services | Provider ) Nunbers | Coniracts | Becs | Linked “roviders | Aliases | Conitions ice Area | Admin Ations
Provders | Civisions | Fame | Creclments | Auhodzations | Neles | Credentisis | EVV Schoduling | CAP | Appointment:
View Style Filters
® Lstvew Morthiy View Satus |  Equal T v Pendingv| ANOW| X
' Daiy View

e ¥ 4
4 AppeimtmEnts recoras) retumed - now Viewing 1 through &

Type StartDate End Date
5ite Vit 06212018 067212018

4. Select the appointment record that needs to be updated via the hyperlinkin the list
view
A lzst Provider{10830)

Worke's  Services | Prowideri) Numbers  Condricts  Beds  Linked Prowders | Condbons  ServeeAres | Admin Adions

Froviders | Divisions | EVVAchiies | Fomrs  Envolments | Authorzaions | Moles | Crederfiss  EVV3cheduing  CAP | Appeimtments

_ Viow Siyio . Flltees

@ List view O Wonthi Viee

: L - Vet e igpainmentCae v+
0 vecyview O pany vow

48 ppointments recor{s] returned - now viewing 1 through & \

E “a

Appontment llate » Start | ime: I i me e - Subjact Statis
06012022 3:00:00 P £00:00 PH ite Visit Appairiment Schedued formonthiy site viit Scheduied
RS 5.0.00 PA £.00.00 P Sils Visil Muriliy visil Sched
8 |os0220m 10.20,00 4M 1050.00 PRI Gl sl Schdulat
B |omosaoie 375:00 P 00 PH Site Visit Site ViR Licorsure Fencwd chodubd

5. Update the following field on the Appointment Details page
a. "Status" = Update to Rescheduled
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o0d iConnect

Fis

Appristment

Falizaris Lisl

Noies

Mew Pricipant

Appeintments
Division

Appuin s Dal *
Start Time
Appontmen Lng et
Eng Time

Trve

Subject

ACOLSUMMETY (Nor-111FAA Lata)

AppL Datalls(HIPAA Data) datall /

Status Resthedubel v

6. When finished select File > Save Appointment

File
Spell Check

Save Appointment

Print \
Close Appointment

Appointment

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

Itssbh1.mediware.com says

Save Successful - Do you want to reschedule this zppcintr/

Canc.el

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

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

10. Update the status from Pending to Scheduled, if appropriate.
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a(d iConnect

File
| Appointment ‘ Appointments
Participants List Division
Appointment Date *
Notes
Start Time
e e Appointment End Cate
End Time
Type *
Subject

o0 ]
08/2412023 [ o7i1er2023
08/2412023 lI'JTfIQJ'E()Z}
04~ (00~ |P

=

b
Site Visit ¥

Site Visit for Service Level Designat

nation
Hadto reschedule due ta conflict with appointment time

Appt. Summary (non-HIPAA Data)

Appt. Details(HIPAA Data)

Status *

Scheduled  w

%

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.

g Kennect

Fike
Appaintment Appointments
Perftipants List isior
Agpomiment Date *
Nates
Start Tne
e Pamcuant Appoiniment End Dels
Fod Time
1ype ™
subject
AppL Summary {nun HIPAA Data]
Appt. Nistails{1IIPAA Datn)
status *

A Test Provider
Laz Updated by mres

at 6/23/20

7 | vrw
[z~ ~[PN~

7 202

nad 10 "eseneaulc 10 1o COMmict W JppCimment tme

summEry

datals.

Pending -

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

in iConnect after the site visit is completed.

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

Role \

Region QA Workstream Worker ﬂ @

The QA Workstream Worker will update the appointment

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

Quick Search filter and click go.

- Weh
QT Wonnect Er]
File
Quick Search
ATest Provider K| Provges [v]| | Fraveerneme ~ m
WY DASHECARD  CONELVERE | PROVIDERS INZZ=NTS CLAVE SCHZDULER

Filters /
1

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

MY DASHBOARD |  CONSUMERS PROVIDERS REPORTS

Tost Provider (2:247)
Workass | Sanicas | Providar I Numbars | Contracts | Reds | Linkad Providers | C Sencatena | Admin Actionlly Faciity Managamant

niisds | EVScheduling | CAP | Appoinments

Prwviders | Divslons ~EVVActivites | Foms | Enrdlments  Auhorizaons  Motss  Cr
View Style Filters

Appormentome v+

Search

7 Providers Appolntments re:ord(s] retumed - now viesing 1 through T

Appointiiman Dats ~ Stant Tine Lo Timm Ty Sabject
B | 0W142023 20000 PM 30000 PM Sie Vait Deseription of Sie Visit
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4. Select the appointment record that needs to be updated via the hyperlinkin the list

view

A Tasr Pravidar (18331)

Workes | Scrvices | Prowider D Numbers | Gondacts | Beds  Linked Prowders | Gondions | Serveei/vea | AdminAdians

Puovitas | Diisions | EWVAclviles | Foms  Euolmens | Auhoicsliom | N | Crederlils | EVV Scheing | CAP | Apgciilimals
' Finess
Agpuiniman Caly v +
[EES———
A hppinrgnls resondfs) owinny 1 Uy sugh A \
o \
Appofitment Date - startTime End Time we Subjct
30000 P £00:00 P10 Agpairtment scheded formonthl: St vER
B 0000 P 0000 U Moy visR
@ 1020000 0500071 st
E 3500 3500 P ST VER Listisure Reneio

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 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

Q0 WConnedct
at 5/2/2023 1-41-36 PM
File

Appointment Appointments

Last Updated by shelia mott@apdcaes or

Appointment

Division
Participants List

Appointment Date *
New Participant

Start Time

Appointment End Date

End Time

Type *
Subject

Status *

APD v
06/05:2023 |9
01 ~ [00 ~|PM~
06062073 L8
03 «[00 »|PM~
Site Visit -

Scheduled

Canceled

Nb Show
Panding
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,

Role \

Region QA Workstream Worker ﬂ E

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

Quick Search filter and click Go.

acd itennect

File
Quick Search-
A Test Provider X Fowveers
My DASHBOARD | ZONSUVERS ‘ PROVIDER 3

‘Filters /
1 1

Wel:
BRI

™~

|

~ || Prower eme

INC/DENTS CLAME | SCHEDULER: ‘

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

Q0 WConnect

File  Word Merge

Wuick Scarch

M‘v‘DASHEIOARDl CONSUMERS ‘ PROVIDER S ‘

A TEST Provider (10002)
WWorKers | serviess

Froviders  Divislone

Filtars:

\:u =

INCIDENTS

Proviact ID Numbpers  Gontracts | Beds | LinksaF

Forme | Enrclimente | Authcrizations | Motes

Slahis ﬂ Cqual Ta ~ Niraft ~ ANDﬂ x
Pivisian ﬂ +
%1 Coms record(s) retumed - now viswing 1 through 15
owigion Form Name
APD Group Home Facility Checklist
AU Group | lome |’ersonnel 1kecord Ieview
APD Provicar Enroliment Application

4. Click File > Add Forms
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File  Word Merge

Add New Pravider Search
Add Forms

Print \

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

Poase SeloctType: |

Division

REVEW g

Review Date *

Wioer Reed Marea [ | e |
Stats * i — Grat v]

p—

6. Update the following Header fields:
a. "Division" = APD
b. "Review" = select as appropriate

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 reguired fields must be

Y

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

continue?

[ OK ] ‘ Cancel

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

—

Save Forms
Save and Add Another Forms

Save and Close Forms

Copy From Previous
Print

Close Forms.

[N B

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.

Y
Role \
Ragion QA Werksiream Worker ﬂ E

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

Wel:

opd iGennect pesl
File
Quick Search
A TestFrovider X | Fovesrs v | | erougereme [v] @
I.‘T(D‘\EHBG‘\R)| CONSUVERS ‘ PROVICERS MCDENTS CLAIME | SCHEDULER |
Filters /
1 1

3. Navigate to the Providers > Forms tab
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ofd ennect

File ‘Word Merge

ek search

WY DASHBOARD  CONSUMERS PROVIDERS. NCIDENTS
A ILS1 Provider [10002)
WOTKErS: Eerviees IFrowriar 1] Numners Gantracts liers linked |
Prevoers Tivislons Forms =nralimenis Autharzations Nl
Filters
sz [v]  EwaTe ~| omn | |apv] e
e o R
1
31 Forms recordis) returmed - now viewing 1 through 15
Division Fonn Nams
APD Sroup Home Facl iy Chezkist
Al Liraup Heme I e-snnnel 1iecnt Heview
AFD Provider En-climent Application

4. Click File > Add Forms

File  Word Merge

Add New Pravider Search

Add Forms
Print \

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

list

Piease Slece Type: | Applrafior Parkae Cheriict v
Previder Assessment
Dnsion ®  ifm— AP v worter ¥ Resi, Manca Char  Details
Reven* e v st
Review Date % & Appioved By Reed, Merica Uetals
ApprovesDats

Application Package Checklist

6. 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 QK || Cancel |

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

Spell Check —

Save Forms
Save and Add Another Forms

Save and Close Forms

Caopy From Previaus
Print

Close Forms

IR N

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.

Y
Role \
Ragion QA Werksiream 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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opd iGonnect P
File
Quick Search \
A Test Provider K | Fovdes | | Provider Hems v @
MY DASHBOARD | CONSUVERS PROVICERS MCDENTS CLAIME SCHEDULER
Filters /

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

File  Reports
Quick Searrh

| Frovders [v| | Prouder name

MY LASHEUARD | LONSUMERS PRUVIDERS RUIDENTS CLAIMS SUH:

A TEST Providar (10002)
Wubers | Sewices | Fioviver 1D Noobes | Convacls | B Linkes Providns | Alisses | Codilios

FIviaas | Dvsio’s  Frms  FOMIMENt | A MorTamons | NORS | Clenetnas | FYY Scnetiing

Filters
Mote Typz j Zqual Tz j j‘ ,woj %

MoeCas  |v| 4+

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. "Note Type" = Initial Application

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

f.  "Status" = Complete

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

Prospective Applicant as the Note Recipient

h. Enter Last Name and Click Search in the pop-up browser window. Select the

Name of the worker to attach them to the note
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Notes Details

Bivisian ® APD ~
note By ¥ Heed, Monica w
Nete Date * 09/252023 |9

Associated Form IDE

NOe TYPR ¥ e— Irdtial Application v |

Mabe Sub-Type e —— Site Visit Complele with no issues or deficiene w7
a T g .

Description  li— Site Visil Complsie with no 3sues or deficencies

Bor W s v A

R —
Noe
Sy ®  ~—
Dame Completsd 092572023
Attachmenta

Ak Aftachmert
Documant Dascription
Thare Are /o JAINCATSnte 19 IIlpIJj' \
Note Recipients

Addd Hiate Reciphnt Lookup  Clear

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

Cloze Notes
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.

Y
Role \
Ragion A Workstream Worker ﬂ @
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2. Navigate to the Providers chapter and enter the Provider’s Facility name
in the Quick Search filter and click GO

acd ienmect .
File
Quick Search \
A Test Provider K | Frovders || Prowkter Heme ﬂ @
MY DASHBOARD | CCONSUVERS PROVIDER § NC DENTS CLAME SCHEDULER
Filters /
3. The Provider’s record will display. Navigate to the Providers > Notes tab
Filz  Reperts
Quick search
| Frovdsrs e
MYy DAS IDCARD CONSLMCRS PROVIDL RS NCIDCNTS CLAIMS SCIIC

A TEST Provider (10002)
Workers | derascs | browderl) Numberm | Uoniacts | B Linkec Fravidore | Algsas | Condimons

Providers | Dwasions Torms Onrolmerts | Asthorzstions | Nofes | Crede-fials | DWW Seheduing

Tilters
ke Type j Squal Ty ﬂ ﬂ mnj »

mote Cate v| +

4. Click File > Add Notes

File Reports
Add New Provider Search
Add MNotes

Print \

5. Inthe new Note record, update the following fields:
a. "Division" = APD
"Note Type" = Initial Application/Supervisor Review
"Description” = Enter description if applicable
"Note" = Enter notes
"Status" = Pending
Click the Lookup button on the "Add Note Recipient" to add the Licensing
Supervisor
as the Note Recipient
g. Enter Last Name and Click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note

-0 a0 T
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Notes Details

Division * APD s
Hote By * | Rewd, Monica w
e e £ ws0n

Associated Form 08

Hote Type * *.——— -initiaI.ﬁppicatmﬂ.‘iuper';.»snr Feview W
Huite Sub-Type v
Destriphon — saffe— y
B S U b7,
ffp—
MWote
Status * — |Pending v
Dade Completed
Attachments
Add Attachmant
Dacument Descripbion

There are no atfachments to display

N

Hote Recipients

Add Note Recipient

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

Spell Check

Save Notes

Save and Close Notes

Print

Close Notes

™

Supervisor Approval

Lockup  Clear

1. Set “Role”

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.

Region QA Workstream Worker/Lead then click Go.

Role ——
[Region 0 Worksiream Lend ———— T GO |
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2. Navigate to the My Dashboard > Providers > Notes > Pending and click the hyperlink
for the Pending notes.

MY DASHBOARD  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE
INSUMERS \ INCIDENTS PROVIDERS
Inquiry Alert Notes List Notes
lotes 0 Unread Alert Notes 0 Complete / 3
Pending 11

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

Fllters

At v CquaT v Py v ANDY X

NeTypew | 4

Samh  Resct
30 My DasNDCard NobES MeCOTU(s) retued « [OW VIWWINg | Throtgh 15

Proviser HoteType Note Dite v Descrption Aunar Status
TestProVIo: 1N APPICIBONSUPCTHEDN REVICH 92523 RECO, Nonica renang

4. Inthe 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 Lookup button 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 Lookup button 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.

-0 a0 T
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Note

status * -

Date Completed

AddAnachment

Documant
Thars ure na sbincimanss to dipley

Note Recipients

Add Motz Renipent

[initial Appcaton'Supennsor Approval df

| 4

Wew Tt

|l e,

5. When finished click File > Save and Close Notes

File Tools

6. Select File > Close Notes

o iwonnect

File Tools
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UPDATED: Edit 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 \
Ragion QA Worksiream Worker ﬂ E

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

o Vil
0pd itonnect =
File
Quick Szarch
ATast Provcar X| | Prodzers || | Proveertiare vl m
MYDAS-HECARD | CONSLVERS PROVIDERS INCIDENTS CLAIME SCHEDLLZR
Filtars /
1 1 1

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

MY DASHBCARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS

~

Waorkers | Servces | Provider D Numgers | Confracts | Beds | LinkedProviders | Alizses

A TEST Provider (10002)

Providars | Divisions | Forms — Errollments | Auwtharizations | Motes | Credentials  EVV

4. Select the Applicant License Record.
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. Role
~ g 18515 Group Home Record Credentials |Sign Out
Opx l' AONNed ‘ Last Updated by carcline.shorter@apdcares.org Region QA Worksiream Worker v @

at 10/26/2023 5:26:19 AM
File Word Merge

18919 Group Home Record (29093)

Workers | Servicas | Provider ID Numbers = Contracts Beds | Linked Providers | Conditions | Service Area | Admin Actions = Facility Management
Providers | Divisions = EWVV Activities  Forms | Enrollments | Authorizations | Notes  Credentials ) EVV Scheduling  CAP | Appointments

Credential v +

Filters

Search Resat

3 Providers Credentials record(s) returned - now viewing 1 through 3

Credential « Type Credential HW Effective Date Expiration Date License Duration Status
License Group Home SCR-APPL-73257 05/23/2024 06/05/2024 Applicant

5. Update the following fields:
a. '"License Type" = select as appropriate

i. Foster Home

ii. Group Home

b. License Number = Enter information — Please note that each region has their
own system for assigning license numbers
IMPORTANT!! Update the temporary placeholder license credential
number with the real license number assigned by the region and update
the effective and expiration dates.

"Original Date of Issuance" = Enter Date

c
d. "Effective Date" = Enter Date

e. "Expiration Date" = Enter Date

f. "Comment" = Enter comments if applicable
g. "Status" = Active

h. "Reason" = Initial

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

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

Credential Type * License

License Type * < | Foster Home vl
License Number * —— FH123456

Original Date of | ¥ - 0o01023 1Y

Date of Renewal/Subsequent License |

Effective Date * 00012023 |9

Expiration Date * ff—— 09/30/2024 2

Less than One Year O

Comment

Status  ~lf— (Active v]
REASON i Initial v|

QA Worlkstream Worker " Reed, Monica Lookup  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 »

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

c. Dueonthe 90th calendar day before the License expiration date for license
types of Foster Home and/or Group Home

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 \L

RouDcpuwyrom |

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

0od wonnect 2

File
CQuick Search

ATest Provider X | Prodizers [v | | provize eme [v E

M\’DASHSOAE[-| CONSUMERS | PROVIDERS INCICENTS CLAIMS | SCHEDUL=R

Filters /
: )

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

MYDASHBOARD‘ CONSUMERS | PROVIDERS ‘ INCIDENTS CLAIMS

/'

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

Providers =~ Divisions | Forms | Enrcllments ~ Authonzations | Notes = 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” buttan to open the
Merge Document for editing.

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

Open
agency for persons with disabilities
State of Florida
Ran DeSartis CERTIFICATE OF LICENSE
Gavernor
[ ] ]
Taylor Haich License No. 586974
Director
L Date of Issue: 9/1/2024 12:00:00 AM
State Office
4030 Esparcde Way  Expiration Date*: 9/30/2024 12:00:00 AM
Suite 380
Tallahassee, FL 32300-0050
[ [ ] o
Nowesipegon  AOENCY for Persons with Disabilities D

A Esplancce ey Maximum Resident Capacity:
Suite 280 Facility Type: Group Home
Tallahassee, FL 32399-2049
un Licensee: Test Provider

[RSPRPY

The WM_P219_License-Certificate-\wtonatec_AD/.v/.doox download has completed. \ Open | v Opcen folder Vicw downloads ‘

7. Editthe Word Merge Document as necessary

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

9. Select File > Close to close the Word Merge in iConnect

Eile

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 \\*

T — | G

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

Wiele

000 ennect oo
File
Quick Search
4 Test Provicer X Povcer V|| Frider ame [v] E
LTY DASHECARD | CONSUMERS | PROVICERS NCIDENTS | CLAMS SCHESULER |

‘FFilters:

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

Flie  Reports
Qulck Search

| e Tl | Pawiaten s

A TEST Provide: (10002)
Wiotkera | Terdess | ProviderinMismhar | Gonfracts e Inked Frovides | Slases | Candfions

Frvidsrs | Dvsbns | Foms | Chmimerts | Auorratons | MIes | Cratentals | mvw Smnedung
Tr-ruers:
N Tpe [w|  [Eaeul T - R

nomome o] -

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

Print

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

a. "Division" = APD
“Associated Form ID#” — Enter Form ID if applicable
"Note Type" = Initial Application/ROM Approval
"Description" = Initial Application/ROM Approval
"Note" = Enter notes

"Status" = Complete

@m0 a0 T

Click "Add Attachment" and search for the copy of the signed License

Certificate on the user's device. Click Upload

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

Notes Details

Division *
Mote By * Resd. Manica
Note Date * cerszozs |
Assaciated Form ID#
Hote Type ot (it Aoplication/ROM Aporova e
Hote Sub-Type
Description egffm—— VA
Hote o Mew Text
B Z U ek - A
Enter proval nots
Append Text to Note
status ¥ p——

Date Completed 01252023

Attachments /

Add Anazament

There are no attachments fo display
Note Recipients \

Add Note Recipient: Lookup  Clear

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

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.

Y
Role \
Region QA Workeiream Worker ﬂ @

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

Quick Search filter and click Go.

G0 iConnedt 82
File
Quick Search
4 Test Provider X | | Providers ¥ | | Provicer tare ~ w
Y CASHEDARD |  CONSUMERS ‘ PROVICERS INC DENT3 CLAINS SCHICULER
Filters /
1 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  Confracts = Beds | Linked Prgwiders | Aliases

Providers  Dwisions | Forms | Enrollments  Authornizations = Notes = Credentials EVV!
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4. Select Word Merge > Cover Letter with Certificate of Service
Word Merge
Confirm BF_IB Designation Attachment L

Cover Letter with Certificate of Service

License Certificate Automated \

Provider Status BF.IB Attachment M

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

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

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

a.

Sm o oo T

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

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

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

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

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 * ,t'.‘.P[J v:

Note By * Reed Monica v

Note Date * w5223 |

Assocated Form ID#

Note Type * - Inttzal Application  » [

Noté SUETIPE g Signed License Certificale vl
Dkt <l Signed License Certifczte p

B Z U op-Ar

e ——
Suats * ‘_
Date Completed 9252023
Attachments ‘/
Add Atlacment
Document Descripticn
There are no attachments to display \
Note Recipients
Add Nete Recipient LDOKUD Cleaf

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.

b
Role \
Region QA Workstream Worker ﬂ @

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

filter and click GO

0pd iCennect

Wele
6207

File
Quick Search

A Test Provider X | Poiders ]| proicerame Y &
MY DASHBOARD | CONSUMERS ‘ PROVIDERS INCIDENTS CLAIMS SCHEDULER
Filters /
3. The Provider’s record will display. Navigate to the Providers > Notes tab
Fil:  Reperts
Quirk Saarch
| Frovdars [v] | browder Nams

A TEST Provider (10002)
Wutkers | Sewices | Fovider 1D Nurbes | Coniacls | B Linkeu Providsr | Alisses | Curddilians.

Frovidars | Tivsios  Froms  Famiments | A thorzafions | NOfEs | Crenecfias

Filtors:
Mote Type j Zqual o ﬂ j" f\NDﬂ x

Mote Cats ﬂ +

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

Print

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

a. "Note Type" = Initial Application

I

"Status" = Pending

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

"Note Subtype" = Site Visit Complete with issues or deficiencies
"Description" = Site Visit Complete with issues or deficiencies

"Note" = Enter notes for all deficiencies/issues

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 Datails
Division *
Wote By *
Mote Cate ®

Associated Fom ID# -‘_
Wote Type *  f—
Note Sub.Type  “iim—

Description e

Note

g—

stams *

Date Completed

Attachments

Add Atachment

Document

There ate no gitachments to display

Note Recipients

Add Nota Raciplant

Updated August 6, 2024

APD v

Reed, Monica bt

10192003 L8
Inital Application v i
Site Visit Complete with issuas or deficiencies v [

Site Visd Complate with 135085 or deficiencass

B J U g~ A-

Pending v

Description

N

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

File Tools
Spell Check
Save Notes

Save and Close Notes
Print \
Close Notes

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 Pravider v @

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

Updated August 6, 2024 Page 77



MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE

INSUMERS \ INCIDENTS PROVIDERS

Inguiry Alert Notes List Notes
lotes i} Unread Alert Notes 0 Complete / 3
Pending 11

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

Seisv EquslTo v edng v MOV ¥

Stehav 4

22My Dashbtsand Nots econds) et -1 ow vicwing 1 fioagh 15

Frovider Hoss Iyps / Note Jate = /L\umpmn uthor Satue

Toea Prowides il Appleatian 02 Shr Mk Conylesr b s o dniedoncke. Ried Moni Fondng

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

Q

"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 Lookup button 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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Division * APDw
Note By * Reed,Monca
Note Date ¥ [fozza0z |0
Note Type * Initial Appicaton v
Note Sub-Type [Sile Vist Complete with issues of defics v
Sie Vist Compiets Wik issues or deficiencies
Description | .
Note Mew Text

(Bl -Ag

Entar nodes with comectva action for Linmet fems

Status *
p— —

s
Add AHachmend

Document Description
There are no attachments to display

- o

4 Nets Recpient: [ | Lookup  Clear

5. When finished click File > Save and Close Notes

File Tools
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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 iConnect. If the Site visit
needs to be edited or rescheduled proceed to
Reschedule Site Visit Appointment

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

N\
Role \
Region QA Worksiream Worker ﬂ @

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

Wel:
ocd iwennect o
File
Quick Search
A Test Provider x| Poaces | erovaertane ¥ w
MY DAEHEOARD | CONSUMERS PROVICERS NCIDENTS CAIMS SCHZDULER
Fiters /
1 1

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

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITES RE

A TEST Provider (10002)

Workers | Services | Provide'|D Mimbers | Conwacts | Beds | Linked Providers | Aliases | Condiions | Shpice Area | Admin Actons

Providess | Civisiors | Forms | Enroliments | Authorizzbons  Notss | Credentials | EVV Scheduling | CAP | Appointments
View Style Filters
® List Yiew ). Moninly View Staus v EqualTo v| Pendinglv| 4D v} x
Caily Vew B
Type hd +

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

Type Start Date End Date
Site Visit 0612112018 062112013

4. Click File > Add Appointment
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O{R’j 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 oo 0

Appointments

Division <
Appointment Date * =" 091252023 LY
Start Time <= 11+ |00 v|AM v |
Appointment End Date b 08/25(2023 |
End Time = 11 v[30v[AM v |
Type * Site Visit v
Subject f——
Status ¥ = 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

oparment |

Participants List

MNotes

MNew Participant

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

| Parcipants [ ‘“\'Fuum ricloann
All Active Workers

[2d Fanily Rolations
Case Relations

Appointment

Pariicipants List

MNotes Professional Relations

Buck, Jennifer Currant Active Provider Workers

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 |

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

<< 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
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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.

N,
Role \
Region QA Workstream Worker ﬂ E

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

filter and click GO

. Welc
o onmect .

File
Quick Search

A Test Provider X | Fovers | | provger Heme [¥] E

I-I':’DJEHBCIJE)| CINSUVERS ‘ PROVIDERS MC DENTS CLAIME | SCHEDULER ‘

Filters:
i 1

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

Fil:  Reperts
uick Search

| Flovasrs [w] | proagsrvanez

MY LUASHHUARD | DUNSUMERS PRUVIDERS | NCILENTS | CLAIMS SUH:

A TEST Provider (10002)
Wulkers | Sevices | Fovider 12 Nuobes | Conlacls | B Linkeu Providas | Allzyey | Curdilions

Providars | Divsiors  Frms  Fomimerts | Adhorzafions | Nofes  Credecfids | PV Scheduing
Filters

Mote Type j Zqual 7o j j” ;wnj %

Mote Cas j +

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

Print

5. Inthe 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 Lookup button on the "Add Note Recipient" to add the Service
Provider as the Note Recipient

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

Netez Details
Division * [APD ~ |

Nnte Ry * Reed, Monica ~

Nota Date * corzezozs |
Form IL# -
[THTS (TR G S— Facliny Ste vistt v |
Note Sub-Type  <f— IS Site Visit Compiet -
e P

B I U t6px - A~

Stats *

. —— S
Complete v

Date Completed USrZW20Z3
Attachments

Add Anachment
Documont Description
There are no attachments in display \
Note Reclplents
Add Nota Recipiant

Lookup  Clear

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

Save and Close Notes

Print
Close Notes

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.

S
Role \
Region QA Worksiream Worker ﬂ E

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

- Wele
ofd icennect s
File
Quick Search
A Test Provider X | Fuovders v | | mrouger Hame [v] @
H{DASHBCH\Q)| CONSUVERS | PROVIDER S INC DENTS CLAME ‘ SCHEDULER ‘
Filters: /
1 1 1

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

| Fruvdens [v] | Provides tane

MY DAS=BCARD GONSLMER3 PROVIDERS NCIDENT3 CLAIM3 3CHE

ATEST Movider (10002)
Werkers | Servdzes | Frovider|D humbers | Conacke | B Linkec Providars | Alisses | Condiions:

Providars | Dvsios  Forms  Enrollmerte | Althorzstions |~ Netes  Credecfials | EVV Scheduing

Filters
Note Type j “qual o ﬂ ﬂ ANDﬂ %

Mot Dae j +

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

™m0 o0 T

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

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

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

Division * "APD ~|

Note By * Reed, Monia =
Nute Date * uwzarues |08

Associated Form ID# -+

Note Type * " [Faciity Site Visit v "

Note Sub-Type  ~S—— CMS Site Visit Complete with deficiencies ~
Deaciiption — CMS Site Visit Complete with deficiencies

B I U 16px v A=

Note Ap—

sws ¥ p———

Date Completed 09/29/2023
Attachments

Add Anachment

Document Description

There are no attachments to display \
Mote Recipients
Add Note Hecipient LDUkUD ClBEf

6. When finished click File > Save and Close Notes

File  Tools
Spell Check
Save Notes
Save and Close Notes
Print

Close Motes

As Needed: Add CMS Compliance License Information

The Licensing Specialist will add the CMS Compliance
License Information

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

Role \

Ragion A Weorkstream Worker ﬂ E
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2. Navigate to the Providers chapter and enter the Provider’s name in the Quick Search
filter and click Go.

acd iennect =
File
Quick Szarch \
ATas Provider X | | Povzers ¥| | proveermare ¥ E
WY DASHECARD | CONSLVZRS PROVIDERS INCIDENTS C_AIME SCHEDULZR
Fiers /

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

MY DASHBCARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS

~

Workers | Services | Provider ID Numoers | Confracts | Beds | LinkedProviders | Alizses

A TEST Provider (10002)

Providers | Divisions | Forms — Errollments | Authorizations | Motes | Credentials  EVV

4. Select File > Add License
File Word Merge

Add New Provider Search

Add Lice nse/

Add Certification
Add Insurance

Print

5. Update the following fields:

Q

"License Type" = CMS Compliance
b. "Effective Date" = Enter Date

o

"Comment" = Enter comments if applicable

o

"Status" = CMS Compliance Monitoring Required

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

Updated August 6, 2024 Page 88



License Details

Cradential Type * License

Licerse Type ¥ affjmmmmm— CHS Cerpliance v
Date of Renewall Subsequent License E

Effective Date Sl (90112023 E

Less than One Year C

Initiate Complance Monitering - nawy licensed heme

Comment ¢

%
Status % CME Cemplianze Monitoring Required v ‘
QA Workstream Worker i m— Reed. Morica Lookup  Clear Delais

6. 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 Detalls

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 (A Wiorkstream Worker 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.

0cd ionnect =
File
Quick Szarch
ATast Provisr x| | Provzes ]| | Proveernare K] w
WY DASHECARD | CONSLVZRS ‘ PROVIDERS INCIDENTS C_AIME SCHEDULZR

Fitters /

3. Navigate to the Providers > Linked Providers tab

WY DASIIDOARD | CONSUMZRS FROVIDERS RLPORTS

Test Provider (21347}
Wiorkers | Servees | FrowideriDNumbers  Uonizcls  Heos | Linked Prowiders | Lonanicns  SeniceArez | ACTINACIONs  Haciily Management

Provders | Dhidons | EVVACIves | orms  Eniolimerts | Aulhorzafions  Nales  Credentials  EVV Scheduing  CA®  Appointments

4. Select File > Link to a Vendor

File Tools

Add New Provider Search

Print /

Link to a Vendor

5. Update the following fields:
e. Relationship = Subsidiary
f. Linked Provider = Click ellipsis and search for Child Provider record

g. Start Date = Enter Date

Relationship ¥ [Bwsdiey |

Linked Provider * . Clear [etails

Start Date *

End Date |

Disclaimer The deails ofthe facility arc por Provider,  is up to e WSC and e Censumer fo valiidaic
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Search By: [Name v |search Text: |test

Search Cancel

/

4 record(s) -
returned
PROVIDER FROVIDER ID|PROVIDER ID
NAME PROVIDERID CITY STREET MEDICAID ID NO NUMBER NUMBER
TYPE IDENTIFIER
Test Provider 21347 Jacksonville £l FL545454 21347 SenderlD 21347 _Test
Branchwater Ct -
LEDEyY 21359 AP S| o 21359 _TESTS
Support 01
Treating
Testd WSC 21358 TALLAHASSEE 1234 street 234567890 - 234567890
Provider
Tester 1 Level 1 | 17216 123531224 SenderlD 17216 TESTE

6. When finished, Select File > Save and Close

Save and Close h

Save Link a Provider
Save and Add Anaother
Prnnt

Close Link a Provider

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

Corporate Parent record

TestProvicer (21347) M

Workers  Services | Mrovide O Numbers | Coniracts

Eeds | Linked Providers | Cordiions | Servicedrea | Admin Actions

Fadity Manags

Providers | Uivisions | =VV Aclivitizs | berms | Enrollmenis | Authorizztions | Mows  Credentals | EVV Scheculing | CAP | Appoinimenis

Fillers
Linked iz v +
Ssarch  Razet

1Praoviders Linked Providers record(s) retumed - now viewing 1 through 1

| | LinkedAs # | f‘ruvilie{ ‘ Street

Status

| |Cur|:orate ol b ‘ e TRl
1

As Needed: Initial Application with Errors

The Licensing Specialist will review the Licensing

Once all errors/omissions are resolved, reviewed and

Updated August 6, 2024

Application and all notes and attachments. If there are
errors/omissions, the Licensing Specialist will inform the
Prospective Applicant by updating the pending note.

Activz
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approved, the Licensing Specialist will update the note to
complete

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

Y
Role \
Reqgion Q& Workstream Waorker 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 ] 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.

Filters
Sams w  FpET v P v MW X

NolType v
seah  Hest

32 My Cashboard Notes record(s) returre - new viewing 1 frough 15

Provider A\pe Note Date » Deseription Authar Status

Test Prowider Irifil Arplicfion [t Applicsticn Submitted Reed Morica Peadng

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

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

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

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

Nobes Details

Divigian EEY

Note By * Reed, Morica

Note Date * cozszozs |0

Rssonabed Form K

Nete Type * Aifffp— [Inttial Agpiication W [*

Note Sub-Type . EnorsiOnissions W
ErmarsOmesgians

Desesiplion . P
O §/I5S2023 Mt -'.._l:- LT wi'ole v
Enter notes specific to the outslanding emorsfomissions

Note Maw Tant

BJI U ¥ - A
Anpend T to Note
Status *-—- Fanding W |
Date Completed
Attachmants
B4 Attzshment
Document Descripticn

There are no attachments to display

Note Recipients

Add hote Retpent

Lookup  Clear

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

Save and Close Notes
Print
Close Notes

6. 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: 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 Pravider 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

INSUMERS \

INCIDENTS PROVIDERS
H Inguiry Alert Notes List ‘ ‘ Notes H
lotes 0 Unread Alert Notes 0 Complete 3
Pending 11

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

Fitars
S v Pl w| |pemig v 0w x
Ny 4

sealh  Reset

31 My Dashbosrd Motes record{s| returred - new viewing 1 firough 16

“ /

> >
Prowder NotzType Wote Cate v Desanption Author Status

125t oviger [LER T [P EMOISUMESoNs HEx, MONICa renang

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 Lookup button 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
Divisian * 25D w7 |
Note By * Reed. Menica
Mate Date *
Mote Type *
MNote Sub-Type L
Description

On 9/16/1823 at 19:51 PM, Monica Reed wrote

Enter Notes as lo whal corrections have been made
Hote Hew Teat

B 5 U iGpx = Ar
Append Text o Ncte:

P g a— Fenin

Date Completed

Attachments

Add Attaghmant

Document

There are no atiachments to display

Note Recipienis

Add Motz Racipiant
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Lookup ~ Clear
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5. When finished, click File > Save and Close Notes
File  Tools
Spell Check
Save Motes

Save and Close MNotes

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 ——
[Region GA Workstream Lead ——— JEQ 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
INSUMERS \ INCIDENTS PROVIDERS
| ‘ Inquiry Alert Notes List ‘ ‘ Notes H
Iotes ] 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.
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Sy v EqalTe v Palig v WDV &
nomigE Y
Semn Tasst

31y Dashiovand Notes vl s) e mow vivwis 1 Bvvh 15

Providsr NaisTyps
Il Appicalun'Supeviss Reies {10 50)

Hots Da+ Deseriplior uthor Statar

Tl P Bl Wi Fundng

4. If Supervisor is requesting further documentation:
a. Inthe existing Initial Application/Supervisor Review Note record, update the
following fields:

i
ii.
iii.
iv.
V.
vi.

Vii.

Notes Details

Division *

Note By ®

Note Date *

Associated Form 108 h
Note Type *

Description -—

Note et —

Status ¥ fp———

Dste Completed

Attachments

Add Anachment

Decument

There are no attachments to display

MNote Recipients

Add Note Recipient

Updated August 6, 2024

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

“Note Subtype” = Update to Further Documentation Required
“Description” = Update to Further Documentation Required
"Note" = Enter Notes as to what information is needed

"Status" = Complete

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

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

the note.

[Initiat Appiication Supervisor Review v |

[Further Document

Further Documentation Reguired

04 9/2672823 5L 10:06 PN, Manics Reed wrete

sE,
Enter Notes for what information is nesded

New Text

B 5 U

- AT

Append Text to Note

Description

N

Lookup  Clear
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5. If ROM is requesting further documentation:
a. Click File > Add Notes

File

Reports

Add New Provider Search

Add Notes
Print

T~

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

i
ii.
iii.
iv.
V.
vi.
Vii.

viii.

Notes Details

Divisicn *

Note By *

Note Date *

—

.*—

—

—

Assocated Form ID#

Note Type *

Note Sub-Type

Description

Note

-

status *

Date Comgieted

Attachments

Acd Alachment

Decument

There are no attachments to display

Note Recipients

Acd Nete Recipisnt

Updated August 6, 2024

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

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

[4PD v |
iﬁeed_ Monica w

0/16/2023

|Initial Appiicaton/ROM Approval V[
iFunh;r Dacumentation chuil;d v

Furthar Decumentation Raquired

B I U 16+ A~
[Complete v
101182023

Dezcription

N\

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

File Tools
Spell Check
Save Notes

Save and Close Notes

Print \
Close Motes

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 "‘*—-—.‘
ErErErre— |

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

MY DASHBOARD  CONSUMERS PROVIDERS
PROVIDERS
HNotes
COMPIEE e

Pending 2

Ticklers

Ticklers

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

Filters

Gan v FuaT v Pendrg v ANDY %
MoTypew | | 4
Scarth  Reset

28 My Uashboard Notes records) retumed - sow viewing 1 through 15

. » & .
Pravider NoteType Note Nlte - Neseription Buther

Tost Providar Licensing RenewalSupanvsor Reviow 08212023 Further Documentation Required Reed Monlca I

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 Notes

Print

T~

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

Notes Details
Division *
Note By *

Mote Date *

Associated Form 10#

Hote Sub-Type

Desznpucn  ~di———

S®m 0 a0 T oW

"Division" = APD

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

"Note Subtype" = Further Documentation Required
"Description" = Further Documentation Required
"Note" = Enter notes as to what is being requested
"Status" = Pending

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

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

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

[AFD ~ |

Reed, Monica ~|

09602 |4

e 3852
MOte Type ¥ im—

Inital Application ~ [

- Further Documentation Reguirec ~[

Note —

Frallien Duamnenilin Reuied

B Z U 16px - A -

Enler noles as lo whal is being requesled

Status *  lifp——

Date Completed

Attachmente

Agg Aatacnment

Document

There are no attachments to display

Note Recipients

Agd Note Recipient

Updated August 6, 2024

[Pending v |

Description

N

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

Save and Close Notes

Print \
Close Motes

8. Set “Role” = Service Provider

Role \\‘
Senvice Provider v E

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

‘ MY DASHBOARD .. CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE
INSUMERS \ INCIDENTS PROVIDERS
H Ingquiry Alert Notes List ‘ ‘ Notes H
lotes 0 Unread Alert Notes 0 Complete / 3
Pending "

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

Fillrs
Fas v [T v PR v ANDv X

Mi2ype v -

Somch Rt

31 My Dashboard Notes reconi(s) refumed - now viswing 1 through 15/ /

Provider Notelype Hoke Dioke - Bescripion Autror Status
T P il Appiceson 02 Furlhen Documnnialion Fguicd Fixd, Mo Pening

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
d. "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 Lookup button 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

Motes Details
Division * [FFD W]
Mot By * Feed. Monica
MNote Dute * o 20, -_
Note Type ® *— nitial Agplication v [
Naote Sub-Type h Furthar Documentation Required W [
Y P Ean B
Diescripfion ‘ Further Dosumentason Required p
On 9/26/2023 at 18:14 PM, Momica Reed wrobe:
Enter notes as 1o what is being requastad
Nate Kew Text
B2 I e - As
Enter notes a5 to what comections/revizions have been
mada and what sttachmenis have baen provided
Append Text o Note
Staius * ¢ [Pandng ]
Diate Completed
Altachments ‘/
Add Atzachmant
Document Deceriplion
There are no aitachments to display
Note Recipients
#Agd Nete Rlzopient
TR e Lookup  Clear

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

~

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
INSUMERS \ INCIDENTS PROVIDERS
Inquiry Alert Notes List Notes
lotes ] Unread Alert Notes 0 Complete / 3
Pending "

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

Flters

swimv EqalTo v Mongng v AMDw X
smusw| 4

SEam) | Hesel

16 My Bashbrard Nates record(s} retvrned - now viewing 1 through 18 /

Provider NolTyph Nt Dati » DeseripTion Autner Shaws
il Apgiiczslin WUFRANT3 Furlfies Nocumenslion Reguined el Nowicss Bearing

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

f. Click the Lookup button 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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Division *
Wote By *
Nots Date * [wzemas |3
Mot Typa ® - [ntal Apphoation Superviser Review W ||
Note Sus-Type h Further Documentation Privided W |*
. Furrer Frevdes 1
Desaripfion -_ ! 4
Or 9726/ 2027 ot 10:18 PM, Monica Resd whole:
Enter notes as to what is being requested
On 57261823 at 10:22 PH, Monica Reed wrole:
Enlter notes as (o whal comections/revisions have been
made and what aftachments have been pravided
On 87261823 at 18:37 PH, Monica Reed wrote:
add any addifonal delsils for the Supervisor or ROM
regarding the requested documentation that was provided
by the Service Provider
Hote
Azzend Test Han
Sats® o —
Date Compleled | |
Attachments
A3d Bachman
Document

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.

Raole ‘*-—...
[Region 0A Worksirean Lond — TGl GO |

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

oed iennedt ]

File
Quick Szarch

ATast Provder K| | Provizers v | erwecartiars [v| E

W\’D»\E-EC%FB| CONSLYERS | PROVIDERS ‘ INZIDENTS CLAIME &CHEDULZR |

Filtzrs /
1

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

Test Provider (21347)  iff—

‘Workers | Services | Provider ID Numbers | Contracts = Beds | Li

Providers | IDivisions = EVV Activities | Forms | Enrollments | Aut

Filters
Disposition v Mot Equal To . Closed v AND v x \
Division  w +

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.
[H.'Ilsl::j +

A UNVIIONE FeCOO{E) f@IUMBd  ROWWVIZWING 1 Trougn 4

[ | Puisinn [ Risposilion Opsen Ml
[ I R 20T

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 * o — Closed hd
Dpen Date 01/01/2023 3
Close Date * " osr20n02s |4

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

File
History
Sawve Division

Sawve and Close Division

Save and Add Ancther
Print

Close Division

rd

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 "'"--..-_
Region QA Worksiream Lead [~ @

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

‘. MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE
INSUMERS \ INCIDENTS PROVIDERS
| ‘ Inquiry Alert Notes List ‘ ‘ Notes H
lotes ] Unread Alert Notes 0 Complete 3
Pending "

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

Filtare
Sttus ~  EqualTo ~  Deading v  ANCw x
Neclypev 4

Seach Resel

18 My Dashboard Notes record(s) rstumd - now visving 1 through 15

/

Frovider NoteType AT Note Date » Description Author Status

Tesst Provider Inilesl ApphcaboniSupervson Review WIBAZS Reod, Morics Fuending

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

-0 oo T

Click the Lookup button 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

Updated August 6, 2024 Page 107



h. Click the Lookup button 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 * APD v

Note By * Reed, Monica v|

Note Date * 0912972023 iC|

Associated Fom 0¥ <fmm— 352

Note Type * Initial Application/Supervisar Denial v/

Note Sub-Type Ml

Description — 4

B I U w6~ A"

Note <

Status ¥ f—
Date Completed (912972023
Attathments

Add Atachmant

Document Description

There are no attachments to display

Note Recipients \

Add Note Recipiant Lookup  Clear

5. When finished click File > Save and Close Notes

File Tools
Spell Check
Save Notes

Save and Close Notes

Print \
Close MNotes

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 \

ErrTEr— | |

2. Navigate to the Providers > Notes tab

Flie  Repors

3. Click File > Add Notes

File Reports
Add New Pravider 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

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

I

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 wonnect

File Teols

Notes Details

Division = APD ~

Note By Reed, Monica o

Mote Date * 07/26/2022 =

Note Type * S Initial Applicaton/ROM Denial [y
Note Sub-Type -

Drsuription g

B s U A -

Notg i

status . —
Date Cempleted O726/2022

Attachments
Decumant Daseription

There are no atachments to display \

Mote Recipients

Add Note Recipient Lookup  Clear

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.

Role "*--t
ErEarEre—

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

l\’YE!&SHSC}HE| CONSUMERS ‘ PROVIDERS I INCIZENTS CLAMS

A TEST Provider (10002}
Workers | Hewies | Urowder D Numbers | Centacts  leds | |inked\’mviders | Aleses

Froviders | Diwigions | Fomrs  Enrciments  Autherizatens | hotes | Credemale | BV
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8. Select the license added in the Add License Information section from the list.

9. Update the following fields:

a.
b.

- o o o

g.
h

“Original Date of Issuance” = Change to date that ROM denied
“Date of Renewal” = Leave blank

“Effective Date” = Change to date that ROM denied
“Expiration Date” = Change to date that ROM denied

“Less than One Year” = Leave blank

“License Duration” = Won’t be populated

“Comment” = ROM Denied Initial License — Date of Denial
“Status” = Closed

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

License Details

Credential Type * License

License Type * Group Home i
License Number * 538974

Original Date of Issuarn ce ™ if— 101202023 |2

Date of Renewal/Subsequent License E

Effective Datg *if— 1002012023 &

Expiration Date i 10202023 2

Less than One Year

ROM Denied Inifial License - 10/20/23

COmMIMe niellf—

Status i— | Closed v

Reason | Initial hd

QA Workstream Worker Reed Monica LOOkUD 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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NEW! As Needed: Abandoned and Denied Applications — End iConnect Access to
Placeholder Parent Provider Record.

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

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

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

Role \

Region QA Workstream Worker l‘ @

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

MY DASHBOARD | CONSUMERS ‘ PROVIDERS INCIDENTS CLAIMS

~

Warkers | Services | Providar ID Numbers | Confracts | Beds | LinkedProviders | Alizses

A TEST Provider (10002)

Providzrs | Divisions | Forms = Enrollments | Authonzafions | Motes | Credentials = EVV

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

- Rl
Placchaelder Provider Recore Credentials Sign Out e

O}\‘—j Cennect 1ast tpdared hy carnling.sharterdapdeares.org Rogon QA Worksticom Werker -
dl 5/22/2024 4:4€:06 PH

E

File Word Merge

My DASHEOARLD| CCMSUMERS | PROVIDERS REFORTS

Placeholder Provider Record (28402)

Workers | Services | DProvider ID Numbers | Corntracts = Eed:  Linked Providsrs  Conditions = Service Aree | AdminActions | Facility Management
Providers Uivisicrs EVV Activitias Forms Enroliments Buthorizafions Netas Lredentials | EVV Sciaduling | CAM Appointmants

Cradential w +

Filters

Seerch Reset

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

‘ | Credentizl . ‘ lype | Cradential Number | Ettective Date ‘ Expiration Date | Licenze Duration ‘ Status | ‘
‘ |Ce|u'ﬁ_'aliun ‘iEudueL\f’\fdivelAppiLi:rlPldeulder | |('5f23q’1024 ‘ | ‘AppiCHIILPst"leE\ | ‘

4. Update the following fields:

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

oad icennect
Flle

An asterisk (*) indicates a required field
Certification Detalls

Cradential Type ™ Ceartifization

Certification Type [1Budget Waiver Applicant Flacehaldar v |
Ettective Date 05/23/2024 ]

Expiration Dste 08052074 |5

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

application uscr provisionin
Comment PP P ¢

Status Apulican Phaceholder
QA W kstrzam Worker Lovkup
Abandoned p

Active
Exparsicn/Clozed

In Legal
Termination/Closed
Applicant Placeholder |

5. When finished, click File > Save and Close

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

Clear  Delails

Placeholder Provider Record Certification Details

1ast Updated by caroline_shorter@andraras.arg
aF5/27/2074 2:58:18 PM

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

Demonstration Provider (15443)

@x.m Provider I Numbers | Contracts

Provicers | Divisions | EVVActMties | Forms | Encoimens | Authorizabons | Notes

TWorkers record(s) rewrned - now viewing | through 7

Beds  Linked Providers | Condbions

Cregentials | EVV Schedulng  GAP.

Worher Narmw o Tivle Fliere Murnber

Werker Test (407)555-1212

8. This will open the Worker Details page
a. Checkthe “Exclude” checkbox.
b. When Finished File > Save and Close Worker
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File
I — "
Memser 1D A
e =
Prsiime e
S o =
Credersian Legacy 1D
e =]

Bunness acrens 23 Banezs e
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e s o ce- |
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[
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oo
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b

Supervivar
Primary Provider
Exclude.

9. The former employee nolonger appears in the list view grid on the Workers tab.

Demonstration Provider (15443)

( H Services | Provider ID Numbers ‘ Contracts = Beds | Linked Providers ‘ Condtions | Service
‘ Providerz | Divisions | EVWWActvities | Forms | Enrollments | Authorizations | Notes | Credentials | EV
()-Filters
Frovider Workzr Active v EqualTo v AND w x
Worker Mame A +
=
—FE Workers record(s) returned - now viewing 1 through 6
Worker Name . Title Phone Number
ailas Julia Provider is no longer shown
Provider, Jayasree as a Worker for Damonstration
' providsr.
Provider, Lorenz
Thomas, Lisa Cortacts Demc 1
Warker, lest (40/)5h5-1212
Worker-EVV Test
June 05, 2024 Page 114



NEW! As Needed: End iConnect Access to Applicant Record by updating the Applicant
License Record to Closed

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

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

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

N
Role \
Region QA Worksiream Worker ﬂ @

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

0 tennect -

File
Guick Szarch

ATesl Prower ¥ | P || | Provcertiare M W

WY DASHECARD | CONSLVZRS PROVIDERS INCIDENTS CANE SCHEDULER

Filtzrs /

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

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

MY DASHECARD | CONSUMERS | PROVIDERS INCIDENTS CLAIMS

~

Warkers ~ Zeraices  Provdzr |0 Numbders | Coentracts  Beds | LickedProviders | Aligses

A TEST Provider (10002)

Providers | Divsions | Forms = Errollments = Awhorizations | Notes =~ Credenfials EVV
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5. Locate the Applicant License in the List View Grid.

6. Update the following fields:
a. "Expiration Date" = Enter Date of denial/abandonment

b. “Status” = Closed

Q0 iConnect 18919 Group Home Record License Details
5/23/2024 5:19 PM

File

An asterisk (*) indicates a required field

License Details

Credential Ty pe * License

License Type ¥ | Group Home v
License Number * SCR-APPL-T3257

Original Date of Issuance * 05/23/2024 3

Date of Renewal/Subsequent License MM/DDAYYYY 3

Effective Date * 05/23/2024 |8

Expiration Date * 06/05/2024 £ ]

Less than One Year ]

License Record created for the purposes of a new license provider application user

Comment provisioning
4
Status [Closed v)
Reason Initial v
QA Workstream Worker Shorter, Caroline Lockup  Clear Details

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