Q

agency for persons with disabilities
State of Florida

State of Florida
Agency for Persons with Disabilities

iConnect

New Licensing Facility Application Request Training Manual
Updated November 18, 2024

Updated November 18, 2024 Page 1



Table of Contents

141 g0 Te L1 T 4T o U 4
Submit Online Application Request ..........cccoiiiiiiiiiiiiiiiiiiiiiii, 4
S 1= TV L= N 7
Access Prospective Applicant QUEUE..........cceiriririeeeeiiiiiiiiiirieesse e 10
UPDATED: Provider Search and Promote..........ccccoirmrmmeuiiiiiiiiniinnnninisiinnnnneeennennnn. 12
NEW! No Parent Record Exists — Partner with Provider Enroliment for the creation of
the Placeholder Parent Provider Record .........cceeuuueeiiiiiiiiiinenniiiiiiiininineeeeeissnnens 16
UPDATED - NEW! Link to Existing or Placeholder Parent Provider Record and Add
Applicant License RECOrd......cccceiiiieuiiiiinnniiiiinniiiiiieeiiiiiemiiiemiiesmee 19
NEW! User Provisioning and iCONNECt ACCESS......ccceeirrrenniiiiinnnsisninnnsssniensssssnennnssnns 24
As Needed: Reject Prospective Applicant Provider .........ccccceeeiiiirneiiniinnncininenninnnen. 24
UPDATED: New Licensed Facility Application.......c..ccceeeuiiiiiinniiiiinnciiniennnininennnnn 26
31T LU T o o 26
Complete Facility Application FOrm .........ccecceiiiiieeiiiiininiiininnninieeens. 26
Complete Licensed Capacity FOrM ......ccccoiiiiuiiiiiieniininnniiininenieemsm. 29
Add Other Qualifying Documentation..........cciveuiiiiiieeiiiiieniiiniiene. 31
Application Submitted NOte .........ceeuiiiiiiiiiiiiiiiiiiiirrrrreasssresessssnens 34
Access Ticklers.......ccciiiiiiiiiiiiiiiiiiiiiiiiiiii 36
New! Abuse Record Search ..........ccccceviiiiiii s 38
Complete APPlICAtioN .....ccceeiieeiiieeierieiereeneeteerertensereaneereeseeensesenseessnsessassessassssnne 41
Schedule Site Visit........cooviiiiiiiiiiiiiiiiiiiiii 45
As Needed: Reschedule Site Visit APPointMeNt.......cccceeeeeeierencreenierennereenereeneeeennees 48
CoMPIELE Site ViSit....iveuueireniereenierenereenierenneeteneerenerenseerensesenssessnseessnsessasseseasessanne 51
Complete APPOINEMENT .....cc.ciieiiiieierieniereeeeteereetenereaseerenserenssesenseessssessassessnssssanne 52
Complete CheCKIiStS....ccceiiieuiiiienieieenerteniereneeteerertensereaneerenserenssesenseessssessassessnssssanne 54
Complete Application Package Checklist ........ccceeeteuiereenieiennireeniereeeereeeeeenereeneeeenns 56
Site Visit No Violations Note.........cccceiiiiiiiiiiiiiiiiiiiiiiii, 58

Updated November 18, 2024 Page 2



SUPEIVISOr REVIEW ..c.uuiiuniiiieiiiiiiiiiieiiiiiiiiesiiieesiirsesiirasisisesisrsssissssrssssssssssssasssssnss 60

SUPEIVISOr APProVal ...cciveeeiiiiienuiiiiieniiiiinessiiiiessisnimmssiinimsssssimssssssssmessssssssssssssns 62
UPDATED: Edit License Information.........cc.uueciiiiiiiiiiimeeiiiiiiininiirensscccnnneeeeeeeannnns 65
ROM REVIEW....ceiiieeniniiiiiiiiiiiiiiniiiiiiiiiiieitesisiiiiiiieteesssssssiiiesieeeeessssssssissssesssssssssnes 67
ROM APPIOVAL..cceuiieeiiienierteeetenerenniereaseeeensectessereassessssesssssesensssssssesesssessassessnsssses 70
Signed License Certificate NOtE......ccccceveuiireeirieeieitenierennietenerenserenseerenseesensessaseennne 72
As Needed: Site Visit Violations Note..........ccccceeeiiiiiiiiiiiiiiiiiiiiiiiiiiininenecenececeeeeeeeeee 75
As Needed: Corrective Actions Update ......c.ccceeeereeirieiiieiieerienciencreenreeeeaeranernnennnes 77
As Needed: Add Appointment for CMS Compliance Site Visit.....ccc.cceeuerrennereencrennens 80
As Needed: CMS Compliance Site Visit Complete Note — NO ISSUES .......cccuervennereanene 83
As Needed: CMS Compliance Site Visit Complete Note — ISSUEs ........ccceeveenereenncenanens 85
As Needed: Add CMS Compliance License Information.......cccceeeeenereenereenncreenceennees 87
As Needed: Link Child Provider.........cccccceeiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiinieieecneneseneseseseeeeeeen 89
As Needed: Initial Application With EFFOrsS......cccceeeueeeeeerrenierenereenierenneceenneeeencesnnens 91
As Needed: Update APPliCation......ccceeucreeniereenirreniertenerrenierennereenserenseseessessessessnnens 94
As Needed: Further Documentation Required..........cccceerrenierennereennerennereennereeneeennens 96
As Needed: Requested INformation........ccceeereererieeeriennereencerencreenierenseseenneseeneesanens 99
As Needed: Abandoned Application........ccccceiiiieeiiiiinniiiiineniii. 105
As Needed: Supervisor Denial.........ccceceiiiieniiiiiiniiiiiiniiii. 107
As Needed: ROM Denial........cccoiiiiimmmmnniiiiiiiiiiiniiiinnnnrrnrssisss s essaesssnes 109

NEW! As Needed: Abandoned and Denied Applications — End iConnect Access to
Placeholder Parent Provider Record. ........ccccciieeirimiiieniiiiiiienncereenesenencreneenennens 112

NEW! As Needed: End iConnect Access to Applicant Record by updating the Applicant
License Record t0 CloSed ........ccceiiieeiiiieiiieeciiceereecereaesreenerenseseasesenanesensnenennnns 115

Updated November 18, 2024 Page 3



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 Praviders

This questionnaire will help APD assess individuals who ardNpterested in becoming an APD provider ta
derermine whether the potential applicant is eligible to move ftwyard. Please note: This is not a provider
application and docs not warrant either expressly ar by implication™Qr an individual is permitted to render
services. This tool can be used by:

em— —

(\nd\’vidua\s or Parties wishing to cpen a licensed Residential fa@

———— ——

Reguired 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 requirad

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. Thereference number included will be the prospective licensed facility
iConnect ID number.

Thank you for compleling (he Online Applicalion Reques! 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 note: Your request will nol be processed until you click “Submil” and receive a
“Success” message. /

—— + Submil B Print

Success!

Thank you Tor compleling the APD Online Applicalion 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. Ifthe application request needsto be cancelled, click the Cancel button and then
click Yes.

Cancel Submission

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

FPlease note. If you cancel the submission, your request will not be

submitted for processing and it will not be saved. You will need to
complete a brand new Online Application request.

s
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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.
Y

Role \

Region G4 Worksiream Worker ﬂ @

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

o0 iConnect
File

Quick Search

MY DASHBOARD
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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.

liters
Digpestin v Equallo v Pedng v MDv %
I'ravicer Hama v antans v ANI v ®
Dipusiin v+

Seart  Roset

-3 My Dushbocrd Prospective Applicant Queue record(s) retumed - now viewing 1 through 3

Dispositior Online Appication Date Provider Name. Provider Regicn
Pending 06282023 Test Prosider HORTHEST
Paing 03132023 Tl Reghon Pruviden i Nurbrwast
I'andiing 03020 lest I'rvicler MNarheast

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

File  Repons

A TEST Provider (10002)

) Filters.
Mule Typs

M s

Squal T

Mote Cae
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MY DAS IOCARD | CONILMCRS | PROVIDCRS 1

FIOAC 1) Numbers ;;:n:la:m\ Linkee FTovidIs | AISSCS | Gomons

Foms  Corolimerts | Athorzstions | Nefes Crederfials

o

NoDENTs |

Worters | Eeres
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m
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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:

a. "Division"=APD

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

c. "NoteType" = Application Request

d. “Note Subtype” = Assign Worker

e. "Description" = Assign Worker

f. "Note" = Enter notes

g. "Status" = Complete

h. Clickthe Lookup button on the "Add Note Recipient" to add the QA
Workstream Worker or other as applicable 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

Associatsd Form M ol —
Ot T ™ ff—
Mots Sub- Type “i—

Doscriplion  ffe—

Sipnus ¥

Dty Cowngiletec

Attachments

Documert

There ere no octackenznis to 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:

O iCennect
File

Quick Search

N
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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

Prespective Applicant Queue ~if————

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
Proviger Name w|  Equal T :] APD Test Frovider ANDﬂ x

Dispasition j + \
[Search | Reset |

20nline Provider Application Queue record{s) returned . now viewing 1 through 2

Dispasition Qnline Applicafion Date = Prl:wiierN:mn/ Provider Region O
Pending /122018 APD Test Provider M
Centrsl

a

Pending 04nrr017 APD Test Provider

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

« Valid photo ID
— « Meeting with applicant — Face-to-Face or Zoom/Teams
e Askif applicant has begun process of obtaining a
Medicaid Provider Number
« Explain the application and enrollment steps for licensure and MWSA
« Inquireif they have completed Background screening process
e Askabout qualifications and experience
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UPDATED: 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

Flis
Fronder Search and Prmate

il

Close Hrospectve Applcant Lusse .. mnv x
Dispositon % 4
Seach  Rea

1My Dashboard Prosgective Applicant Quzue records)returmed - now viewing 1 through J

Jispostion Orline Appliceton Date Provide: Name

Pending 06232023 TestProviser NORTIICAST
Puading 041182023 Texd Regun Providr Honlhvzaal

Pending 097202023 TestProviser Morthzast

2. Select File > Provider Search and Promote to search to see if a Provider record

already exists for that Service Provider
Provider Search and Promote
Reject Provider
Print

Close Online Provider Application Queue

3. Onthe 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.

Updated November 18, 2024
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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 Sale

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

oD iConnect

File Tools

Promote to Provider
Print .
Close Provider Search | .

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

Cvecve

'

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

!' b 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)

Workers Services Provider ID Numbers Caontracts Beds linked Providers Aliases Conditions

Frovicers = Divisions  Forms | Enrollments | Authorizations | Motes | Credentials | EVY Scheduling

Filters

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

9. The Prospective Applicant will be active and available for selection in any drop-down
lists. This needs to be unchecked until after it is Linked to the Provider Record or the
Provider Placeholder Record.

NOTE: Group Home and Foster 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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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 Enroliment
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. Adda 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”
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Omj iCoennect Welwine, Carcline Shurler  Provider Search

5/23/2024 4130 PM
File

Filters

Provider Name

* Contains v Placeholder Previder Recor AND ~

Pravider Number v +

Search Reset Add New

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. Oncetherecordisinitially 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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CJ v “: el welcame, Caroling Sharter  Provider
87X 2004 4134 PH W
File Edit
An astensk (7] indicates a requined Mekd
Basic Information
Initisl Division * AFD - Aesidamtial Monitnr Lesakup {desar
Pravider Hams * Placendiser Provider Reoond Licensing Specialist Lookup  {Clear
DR [ o
spplicable)Fuciity Merms Ares Dahavbar Analyat Lsakiip Claar
APD Wendor Nember F133455 75901 Geong Home/MDT 8 of
e ihElS
WL Q0 IN: ‘fl Prowider S9N i
Retive ™ ] Madbcald Providars B0
Pravider Typa w Prowidar EIN
Exchude lrom Seloction Licansad Facility w

Pross
Specmlint/Linivon Leshns Cleai TS plively

Innlitutioanal

i. File>Save Provider Record

6. A new window opens with the Division Details screen
a. Update the following fields:

i. Disposition=0pen
b. File >Save and Close Division
7. Navigate to the Credentials Tab
8. File > Add Certification
a. Update the following fields:
i. Certification Type = iBudget Waiver Applicant Placeholder
ii. Effective Date =Today’s date
iii. Expiration Date = Leave Blank

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

od iwennect Placeholder provider Record  Certification Det
- 5/23/2024 4:48 PM
File

An asterisk (*) indicates a required field
Certification Details

Credential Type * Certification

Certification Type [iBudget Waiver Applicant Placeholder |

Effective Date 0512352024 |4

Expiration Date oD YY |
Placeholder Provider Record created for the purposes of a new license provider
application user provisioning

Comment

Status Applicant Placeholder »
QA Workstream Worker Shorter, Caroline Lookup Clear Details

b. File>Save and Close Certification Details
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UPDATED - 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
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 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 Enroliment 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.

o

Role \
Region Qui Workstream Worker ~ @

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

acd iennect

File
Quick Szarch

ATast Provider % | | Boeers ]| | Froveervare ~ &3

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

~)-Filtars

3. Navigateto the Providers > Linked Providers tab
WY DASIIDOARD | COKSUMZR3 FROVIDERS RCPORTS

Test Provider i21347)
WOMErs | Senvies | PrOVIGGPIDNUMIDHS  LOMTCs  Heos | LIMBAPMWIGSS | CONGTCS  Sevo:AlRa | AGMIACIONS | Faciy Managemsnt

Provders | Dividons | EVVACHNMES | Forms | Emoimerts | Authorzations = Metes  Credentials | EVVSchesuing  CAP  Appointments

4. SelectFile > 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. StartDate = Enter Today’s Date

d. File > Save and Close the Linked Provider Record

Relationship * Swbsiday |

Linked Provider ¥ Test Provider Clear Tatails
Start Date ¥ wovzE |

Tind Dote: ]

Cemo GH Applicant (21421)
Workers | Sevices  Provider ID Numbers | Contracte | Bede | Linked Previders | Condione | Sevice Area | Admin Acions

Pronders  Uwsiors | EVVAcivites | EVV Scheduling | Forms | Enoliments | Authonizaions | Noles | Credentials | CAP | Appontmznis | Provider Ady

Fliters:
LnkedAs v +
Scarch  Resct

1 Providers Linked Providers recordis) returned - now viewing 1 threugh 1

Linked As Previder Street City State Zip Code Status Disclail

. . ot o Ine details of the facilty are: per Fr
i N 65THTER OLLYW ] =
Subsidiary Demo Provider 601 NW €5TH TE! HOLLYWOOD FL 33024 Active the Consumer to valida

Fist | Previws Recodsperpace| 13 | Hed | Last

Updated November 18, 2024 Page 20



. 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 ID Numbers | Confracls | Beds | LirkedProviders | Alizses

A TEST Provider (10002)

Providars | Divisions | Forms | Enrollments | Authorizations | Notes | Credentials = EVV

Select File > Add License

File  Word Merge

Add New Provider Search

Add License/

Add Certification
Add Insurance

Print

9. Update the following fields:

a. "License Type" =select as appropriate
e Foster Home

e GroupHome

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.

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

Updated November 18, 2024
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e Suncoast: SCR-APPL-73257
¢ Northwest: NWR-APPL-88665
c. "Original Date of Issuance" = Enter Date

d. "Effective Date" = Enter Date

i. "Expiration Date" = Enter Date Expiration of 4 months (120 days)
Enter Date Regional 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. Enterthe Last Name and Click Search and then select the Name

+ :
OO0 iConnect 18919 Group Home Record - License Details
5/23/2024 5:19 PM

File

An asterisk (") indicates a required field
License Details

Credential Type 3 License

License Type * ‘ Group Home v
License Number SCR-APPL-73257

Original Date of Issuance & 05/23/2024 3

Date of Renewal/Subsequent License MM/DDIYYYY 3

Effective Date * 05232024 |3

Expiration Date * 0713112024 =

Less than One Year ]

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

Comment

Status | Applicant v|

Reason Initial v

QA Workstream Worker 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
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11. Go back to the Group Home Record (Child Record) and make sure to check “Exclude from
Selection”. Once the licensing process has been completed, then it will be unchecked.

Test Provider (21354)

Basic Information
Provider Name

DBA (if applicable)/Facility Name
Licensed Home licensed for capacity
Active

WSC QO

External

Exclude from Selection

Specialist/Liaison

Wiorkers | {

Providers

Test Provider

Yes

Yes

f— Yes

12. *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 November 18, 2024
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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. Some applicants may not have
access to iConnect due to not having an MWSA. Applicants

need access to iConnect to fill out the residential
application.

User Provisioning is required for these providers, please
proceed to Flag Applicant Providers. The Provider
Enrollment team will ID PASS the potential applicants once
identified by the Licensing Specialist. The Licensing Specialist
will need to track these applicants to ensure if access to

iConnect is still needed.

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.

oD Connect

File Tools

Filters

Provider Mame s
EIN/SSN *

Reqgion -

Provider Mame ~

Contains

Contains

Contains

+

Test Provider AND »
AND ~ | %

w AND w »x

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

Q00 iwCennect
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2. The Licensing Specialist will be presented with a pop-up message box for a
termination reason selection. Select one of the Online App reasons as appropriate
and then Click OK

3. Thefollowing pop-up message box will display. Click OK

Itsshh1.mediware.com says

Provider(s) rejected successfully.

re .

Other Reason for Termination | Abandenzd
Application Denied
/ Application Submitted
Expansion Denied
Expansion Request Submitted

Further Documentation Required
In Legal

Termination Reason

0K CANCEL

Licensing Application Approved

MWSEA Non-Renewal I
3 My Dashboard Prospective Applic yon-renewal g1t
Online App - Applicant refused meeting
Online App - Currently in iConnect
Online App - Duplicate Submission

Disposition | gpjinz App - Incorrect Agency

Pending Online App - No proposed facility location
Online App - No response to meeting request  ——
Pending Online App - No valid pheto ID

al

Revocation

Pendin
9 Termination Approved | -

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

o iCennedt welcome. Monica Reed  Prospective Applicant Queue
= oo s v
File
Fileis \
Uisgosiion  ~ Lquallo ~  Hejeded v MU~ x
Pgidr Wz | Gl ~ Muv K

Diswositon v+

Sundi ezl
Wy Ly yociva Applicant Qs nw viowing 1 Unough 2
Dispostion Onlive Appication Date Provider Neme Provider Regica 0
Rl 05747073 Tisd P HORTHFAST
Hejsclad 1S Fuuspurlive Appicar

5. Iffinished with the record, Select File > Close Prospective Applicant Queue
File
Pravider Search and Promote
Reject Provider

Print

Close Prospective Applicant Queue
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UPDATED: 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. They will then attach that
notarized form to a Note in iConnect following the Application
Submitted Note section.

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

Role \
Service Provider |v| E

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

G iConmnei

File  Ward Merge

Quick search

\m =

MY DASIDOARD  cOMSUMIRS | PROVIDCRS NCIDONTS

ATEST Providsr [10002)

Fintars

tatus [w]  savaiie b [ T
omson [w]

B Comms recordis) relamed —now viswing 1 thiounh 15

Division Form Name
] SroUE Homs Faciity Checkist

~PD Sroup Home Pusoniel Ruvwd Resiew

AU Frowder En-climent Apphization

3. Click File > Add Forms
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File  Word Merge

Add New Provider Search
Add Forms

Print \

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

Q0 Cennect TestProvider Forms
9/25/2023 619 PH
File
Please Select Type: | Facilly Application Form (APD 2014-01) v
Provider Assessment
Division ™ APD v Worker ™ Reed, Monicz Clear Defails
Review * == il v Status ¥ —
ReviewDate ¥ === poocogos [ Approved By

Approved Date

FACILITY APPLICATION FORM (APD 2014-01)

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

a
b. "Review" = Initial

o

“Review Date” = Defaults to today’s date
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

Save and Close Forms

Copy From Previous
Print

Close Forms

Rl TS

7. Select Word Merge > Facility Application Form
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ood iCennect Tt Prvicer Foms
‘ ast lipdated hy mreeddapdcares.ng
ot 91101202 6:25:50 PH
Fle Repots  Word Merge

Faciity Applicatic Fﬁﬂ\‘}\fmll}mnﬁlm{"\PD 2014401

Provider Assessment
Diision * v Horker ¥ Red, Muica . Ok Del

AP0y
Review ¥ Snual v Status Perding v
Review Dite ¥ nnzas [ Upprared By

AparoveDate

FACILITY APPLICATION FORM (APD 2014-01)

7. Select File > Print to print the Word Merge

Q0 itonnect

File

Priﬂt h

Close

je

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.

Initial ] 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. They will then attach that notarized form to a
Note in iConnect following the Application Submitted Note section.
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Complete Licensed Capacity Form

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

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

Role \

ErrErr—— ||

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

- Welt
0 dennect b
File
Quick Szarch
A Test Provider X | Fovees ~ | Pkt ¥ E
MY DASHBOARD ‘ CCMSUMERS PROVIDERS } INCIDENTE | CLAINS | SCHEDULER

3. Navigate to the Providers > Forms tab
Q0 Meomnect

Fila  ord Margs

Quiek Searct

\:. =

v masinearn | cowsivrrs [ erovinres meAmENTS
AT ST Pravidar (10007)
Workerr,  Sormen  Hrevcr i Mmbem | Sonteacts | Heds | nkad §
Fravidar: | hiaona | Fomma | Snreiment | awrerzatioes | Nates
i runara
e [w] Eawna vl e V] |mnfel x
Civsioei || |4
31 Farms racard(x) mtimed  now viewing 1 thraugh 15
Divisicn rorm Neme
e
apm
e

4. Click File > Add Forms

File Word Merge

Add Mew Provider Search
Add Forms

Print \
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5. Select “Please Select Type” as “Use for after 2014 - Calculation of License Capacity”
Form from the drop-down list

o iCenmect ATestPrsvicer | Forms

T/ E26 PY
Flis

Please Select Type: \ Jae tor after 2L 14 Galculation of License Uapacity “|

Provider Assessment

Civison * ‘_ /m Worker Reed, Monlea | | cee EEE
Review * h Status* Dt v

Havigw Data * [ E e = Appraved gy

Approved Date

Use for after 2014 - CALCULATION OF LICENSED CAPACITY

For New License Applications as of July 1, 2014

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

Message from webpage @

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

cantinue? /

| OK l | Cancel |

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

Spell Check

Save Forms
Save and Add Another Forms

Save and Close Forms

MET TR

Copy From Previous
Print

Close Forms
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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. Navigateto the Providers > Notes tab
Flle  Repcrs

| Prowizers [w] | | mroder ame

MY DASIIDOASD | CONSUMCRS ‘ PROVIDCRS INCIDZNTS ‘ CLAIMS eIl

A TEST Provider (10002)
WOTKZrS Boviees Fraviasr [L Numocrs Lonracts = LinigS Proviaer MIZSCS Conamons

roviders | Divisions | Forme | Crrolments | Autorizators | Hotes | Credeniids | CVV Sehecwing
Tilkers.
Mule Typs j Zqual Tu j [ «Nuj x

nzte Cass v| .

| Seomh g e
3. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

print ‘\

4. Inthe new Note record, update the following fields:
a. "Division"=APD
b. "Note Type" = Initial Application
c. "Note Subtype" =Select a category below

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

1. Attestation of Good Moral Character
Background Results

Background Screening

Law Check Form

vk

Level Il Background Screening
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ii. Business Information (which could be one or more of the following)
1. Articles of Incorporation
2. Financial Ability
3. Promo Materials
4. Current Board Members Names/Phone Numbers
5. Names of all controlling Entities
iii. Facility (which could be one or more of the following)
1. Facility Floor Plan
2. Fire Inspection
3. Signed Lease
4. Vehicle Registration/Insurance
5. Zoning Variance
iv. Personnel Information (which could be one or more of the following)
Driver’s License

2. Education

3. Operator Experience
4. References

5. Resume

6. SSN

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

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

"Description" = Same as subtype

"Note" = Enter notes to include list of documents

"Status" = Complete

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

@ o0 o

NOTE: Each attachment can be up to 18mb in size
h. Clickthe 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
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onvsion* w0 v]

Note By * [Reed, Monica v

Note Date ™ [ogrzse0za |9

Note Type ¥ Sli— ' ical

NOtE SUBTYPY [Background Screening ~
LI — é

R—

A Note Recipent: oo Gl

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 including
the notarized form.

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

Role \

Errrr—— |

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

Search filter and click go.

ard icenmect |

File
Quick Search \
A Test Provider K Frovders ~ || Prouiderbieme [v @
MY DASHBOARD | CONSUVERS ‘ PROVICERS INC DENTS CLAME | SCHEDULER |

v |-Filters- /

3. TheProvider’srecord will display. Navigate to the Providers > Notes tab

File  Reperts
| FTov RS, [w]  Erowservans
MY LASHECARD CONSUMERS i PRUVIDERS ‘ NCILENTS ‘ CLANMS BUH:

A TEST Pravider (10002)
Wukers | Sewices | Frovider 1D hurber: | Comiacls | B Linke Providers | Alieses | Condilons

Frovdare | Dvsoss  Foms  Fomimerts | Adhorrafions | Nales | Crenedfids | YV Scnemining
Filters-

Mot Typo j Zqual Tz j j" J\unj x

Mot Caze j +
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4. Click File > Add Notes

File Reports

Add New Provider Search

\

Add Notes
Print

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

a. "Division"=APD

b. "Note Type" = Initial Application

c. "Note Subtype" = Application Submitted

d. "Description" = Application Submitted

e. "Note"= Enter notes

f. "Status" = Pending

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

h.

as the Note Recipient

i. Enter Last Name and Click Search in the pop-

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

up browser window. Select the

Name of the worker to attach them to the note

Notes Details

Division *

Note By * | Baer, Sylvia hd
Note Date * 11132024 |E

Note Type * <— Initial Application  ~[*

Note Sub-Type ‘—'——'- | Application Submitted ~[
Description ' A 1 Submitted

|B Z U epx v A

Note

Status * - Pending +

Date Completed

Attachments

Add Attachment} 4—'—

Attachments Grid
Document Description

MNotarized Form.pdf

Note Recipients

‘Add Note Recipient Lookup

Note Recipients Grid

Updated November 18, 2024
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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.

N,
Role \
Region CA Worksiream Worker ﬂ @

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

. MY DASHEOQARD CONSUMERS FROVIDERS

 —— PROVIDERS
Notes

Complete 32

Pending 20

Ticklers

Ticklers _-'"

=)
n

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

Workflow Wi zay'

Notify | icensing Provider
ant of any Emors or | »
Omissions

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

b. Assignedto Monitor 3 (Licensing Specialist)

c. Dueonthe 30% calendarday 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
_Haensee

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

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

c. Dueimmediately.
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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.

o0 iCennect
File

ic) Reed Ticklers

Fiters.
Stais v EmdTo v |ww v mDv x
Sas v |4

4 Rapty a1 Days Before Do
Seach  Racel

TNy Dashiboard Tickders recorefs) retumsd . now viewing 1 though 15
Tckler Name Prosider Name: Dnte Crested -
1Al FSFN seachon fownsed | d

Dae Completed Stabus

WiEnz

a7z

7. Search for and select the Supervisor. Once the supervisor’s name has been selected,
thetickler 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 Name Dare Created - Date Due I
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 10/08/2022
_Eeﬂ?ﬂ Provider Record for CoTeclive Action Fan - Monthly’ Jest Providar 040872022
ianitorin - e
ﬁewé:glrredwe Acton Plan 's Due- Licensng
Cue Dates T , - =
] T I Search by Sealch Text buck < | Sezrch  Cancel
Cus Dates
CAF Revision Due - Licenzing Renevial L
Review Provider Record for CoTecive Action e
Renewsal .
Cormestive Adtion Pan s due n & days MERFER [Dhoses) Ll L7 DA
= = - 2486 Buzk, Jenniter "' Yee
o 1230 Buck, Sarah Support Soordnater Ves
Review Provider Record ‘or CoTeclive Action| C . N
Renewal 5942 Buzk, Timotny Yee
Review Licensing Renewal application for e 16347 Buckley, Silvia Yes
Review Licensing Renewal arclication for err 21332 BUCKNER, LAGANYA vee
21809 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.

P

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

- We
ool ionnect i
File
Quick Search
 Test Provider ¥ | Frveen v | Froier e & G
VYCASHB0SRD | CCNSUMERS | PROVIDERS | INCIDENTE CLAIMS SCHEOLLER
- Fiters /
1 1
3. Navigate to the Providers > Notes tab
File  Reperts
Quick Search
| Fiovdzrs [v] | erondsr vams
MY LASHHCARLD | LOMSLMERS PHUVIDERS | NCIDENTS | CLAIMS SLH:
ATEST Provider (10002)
Wuoikers | Sevices | Frovider 1D hurbers | Conbacls | B Linkes Providar | Aligses | Curdilions
Providss | Mvsions  Frims  Farimerts | AmorTatons | NATRS | Cranetfas | PV Stnaciing
Filtcrs

Note Type j Zqual T2 j ﬂ AND j %

Mote Cas j +

4. Go to File > Add Notes

File Reports
Add New Provider Search
Add Notes

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

@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 Complete

Click the Lookup button on the "Add Note Recipient" to add the
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
Note Type * 4

Note Sub-Type ‘-_

Description ‘_ Abuse Record Search

|B 7 U 0p - A

Details of the Search and itg completion

Note

s A
Date Completed 07/15/2024
Attachments

Add Attachment

Attachments Grid

Document Description Category Action
There are no attachments to display
Note Recipients
Add Note Recipient Lookup Clear

Note Recipients Grid
Mame Date Sent Date Read Status Date Signed

Baer, Sylvia 7152024 Unread Remove

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

Y

Role
Region QA Worksiream Worker L‘ @

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

Quick Search filter and click go.

3. Navigate tothe Providers > Forms tab

Opd WConnect

File  Vord Merge
Cuiek Seandd

wm 3

v AR | consimere [ oroviness s

A TEST Provider (10002)
Workere  Servizes  rovider I Mambers | Confracts | Oeds | Linked !
Mot

[PYSSRERY QSIS (NP Ge——
Fiters
s [w| [Fawe s <] [oen o [El] (=
o [5] [
L " ]

31 FormB recorais) retAMIEd noW YIeWANg 1 NFOUGN 15
L B e

e

aro

[ o

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) E‘J /
Viorkers | Jenices | Provider|D Numbers s | Deds  Linked Providers  Conditions | ServiceArea  Admin Achons | aciity Management

Mies  Credeniak | AW SOeming - CAP Appaintments

Pivioers | VRIS FYWAMVTES | FSIMS.  Fnmilments | AIINOnzanions

Filters
Fom Name w Fqual To v Use for after 2014-Calculstion of Licerse Capacity v AND v x
nsin - v +
Seach  Resel
-2Providers Farms record(s) returnad - now viewing 1 through 2
Division Form ID / Form Hame Review ReviewDate v
IS tor aer 22 CaicuAlon of | eense Capachy Inital (817570173

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

message box
Page 41
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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

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

\ fancel

0 By thanging the status of this record, all required fields must

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

File Reports
Histary

Duplicate Forms
Save Forms

Save and Add Another FCV

Save and Close Forms

7. Enterthe 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 DASH30ARD | CONSUMZRS PROVIDERS RERORTS

Test Provider (21347)
HOTKErS | S2vIces  PrOVIder IDWUMDETs | Comralls | B2ds | LINked PTOVICErs | CORCIONS | SendCeAted | AAMITACHIONS  FACITy Management
Picuigers | Livigions | EVVATIVles | Fomms | Ermiiments | Awhonzstons  Moles | Credentials sV STiROWN  CAS | Apgomtments
Filters
Form Nome Equal To ~ Facility Applicabion Form (47D 2014-01) ~ AND » X
Division  ~| 4
Seach Resel

% Providers Forms record|s) retumed - now vizwing 1 through 2

Form ID / Faorm Name Review Revigw Date v

[t s

Divislon
AHD e a1 Ty APpICIIRN -0 (AXL 2014-01) inmal

8. Update the Statusto “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 * APD v Worker * Reed, Monica Oear  Detaits
Review* Inal - Hals ¥ ef— Complete v

Review Cate * napRrma [ Approved By Reed, Monica Detais

Approved Date 04252023

FACILITY APPLICATION FORM (APD 2014-01)

Message from webpage X

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

\ cancel

9. Whenfinished, Select File > Save and Close Forms

File Reports
Histary
Duplicate Forms

Save Forms

Save and Add Another Fty

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 1] Unread Alert Notes 0 Complete 3
Pending 1

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

Filters

31 My Coshboard Notes recordys) returned - new viewing 1 hrough 15
-~ /
Provider e Note Date » Desaription Authar Status
Test Drowider Irifial Applic:sfion DUPRONA Appiic:ztion Rubemitted Reed Maniea 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 o0 T

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

Divisior * APD w

Mot By * Reed, Manica v
Note Date * (es2s |

Associzbed Form I0#

Note Tye - Intial Agpleaton v [
Mote Sub-Type & Application Form Review Cemplete v
Apphcation Form Review Compiete
Deserphon  ff— 2
B I U A
hote <
status * -+ Complete «
[Cute Compieted (RS2
Atiachments
A AtChient
DOCUMERT DascTiption

There ame no Attachmens to display

Nole Recipients \

A Mole Regipent 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. Dueonthe 90th calendar day from the “Initial Application/Application Form
Review Complete” completed note

Schedule Site Visit

-

The Licensing Specialist will call the Prospective

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

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

Y

Role
Region QA Weorksiream Worker

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

filter and click go.

o iCennect

File

Filters

Updated November 18, 2024
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Wel:

620

Quick Sezrch \

ATest Provider X Puics v et v W

\IYDREHEOARD | CONSLMERS | PROVIDERS NCIDENTS C-ANS SCH=DULER

/
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3. TheProvider’s record will display. Navigate to the Providers > Appointments tab.

MY DASHBOARD | CONSUMERS PROVIDERS. NCIDENTS CLAIMS SCHEDULER ITILTES RE
ATEST Provider (10002)

Werkers | Services Provide: ID Numbers | Contrarts | Beds | Linked Providers | Afiases | Condbions | Siyice Area | Admin Actons

Praviders | Civisiors | Forms | Enrollmemts | Authorizabons  Netss | Credentials | EVV Scheculing | CAP | Appointrents
View Style Filters
@ ListView Wonihiy View Status  |ve|  EqualTo v| [Pendngv| anDlv|  x
Weekly View [aily Vew :

Type e +
il el

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

Type Start Date End Date
Site ‘st 0672112018 062172018

4. Click File > Add Appointment
o0 Connect

File
Add New Provider Search
Add Appointment

Spell Check \

Print

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

o L

"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
j. "Status" = Scheduled
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Appointments

Division ===
Appointment Date * =" 0925203 |
Start Time = 1 v[00 v |AM v
Appointment End Date - 00/25/2023 )
End Time == 11 v[30 v[AMv
Trpe ™
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. Setthe Non-Participants filter list to the appropriate value in order to select the appointment

participants

Appointment
Paricipants List
Notes Appication, Ha
Buck, Jermifer
New Partcipart

Updated November 18, 2024
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Family Relations [
(Case Relations
Professional Relations

Current Active Provider Workers
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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.

S
Role \
Region Q& Workstream Worker ﬁ
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2. Navigatetothe Providers chapter and enter the Provider’s Licensed Facility home
name in the Quick Search filter and click go.

| Wek

QY iConnect s

File
Quick Search

ATed Frovier K| P [¥] | Fveernars v 60')

WY DASHECARD  CONSUMERS ‘ PROVIDERS INCIDENTS | CLave SCR=DULER |

Filters- /
1

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

MY DASHBOARD | CONSUMERS FROVIDERS INCIDENTS CLAIME SCHEDULER UTILTIES RE

A TEST Provider (10002)
Workers | Services | Provder D Nunbers | Gortracts | Beds | Linked “roviders | Aliases | Conditions ice Area | Admin Actions

Powders | Civisions | Fsms | Craclments | Auherdiatons | Netes | Credentisls | EW Sehoduling | CAP | Appointment

View Style Filters:
Morthly View Statws v EqualTo v Pedingv| ANDW| |x
Dady Vi
e V| 4
4 Appeimments recora(s) rewumed - now Viewing 1 through 4
Type StartDate. End Date
Site Vit 06212018 06212018

4. Selectthe appointment record that needsto be updated via the hyperlinkin the list
view

A lest Provider (10630)
Worke's | Senvices | ProviderD) Numbers | Condracks  Bede  Linked Prowiders | Condbons  Senice Are: | Admin Adions

Providers | Divisions | EWV Actviies | Foms = Enollments | Authorzafion: | Moles | Crederfiss  EVWicheduing | CAP | Appeimtments

VewSme Fliers
- t View - Wonthiy View
® e - Mot e Jgpolnment Cate v |+
o Wiookdy View -/ Dally Viow
4 Appointmants recond(s) returned - now viewing 1 through 4- \
[+] Na
Appanmment tiate + startiime 1 na (me e - sungzer statis
060172022 3:00:00 PM L00:00 FU Site Visit Agpoiriment 3chedued for monthly site visit Echeduld
2 0nenr 50000 PY 6.0.00PK Sile Visil Murilhy visil Suhwdulay
B | 06022020 1020.00 M 10.50.00 PM Gunal gl Sthwdulsy
B | 0Me2018 37500PW J4E00PH Si visit SIZ VER LICCasure Fencudl Echeauio

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

Fie

Appristment

Falisaris Ll

Noies

Mew Periipant

Appeintments
Divisin

Appu e, Dals *
Start Time:

AppONTEN LA UTte

Appointmsnt

Eng Time

Ty

Subject

ADDLSUMMATY (nor-11IFAA Lata)

AppL Detalls(HIPAA Datz} detlk /

Satus* Asschedubal v

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

Save Appointment

Print \
Close Appointment

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

Itssbh1.mediware.com says
Save Suecessful - Do yeu want to reschedule this appointm

Ca”cel

8. Click OKto 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.

Updated November 18, 2024 Page 50



O iConnect

File
| Appoiniment ‘ Appointments
Participants List Division
Net Appointment Date * 0802472023 | T8 0771802023
otes
Start Time
e Patipant Appointment End Cate 08/24/2023 T 071912023
End Time 04|00~ |PM~
Type * SteVist v

Subiect Site Visit for Service Level Designation
ubjec Had 1o reschedule dua 1o confiict with appoiniment time

Appt. Summary (non-HIPAA Data) 2
Appt. Details(HIPAA Data)

Status * Scheduled  ~

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.

R A r CAppointment,
opd wennect
File
Agpanmert Appointments
PaopanisList Biisior
‘Agpomiment ate” ]
Notes
Sart Tne
Hew Partichant Appoinkment End Dels
Fnd Time
Iype
sublect had 10 "ecchodlt 1o o corflit win appanimert tme
AL Sumary (non HIPAA Date] s
Appt. Details{IIIPAA Nats) etale
Satus * Pondrg v

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

The list of applicable checklists are as follows:

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

Group Home Client Checklist
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Group Home Facility Checklist

Group Home Personnel Record Review
Res. Hab. Center Checklist

Res. Hab. Client Checklist

Res. Hab. Personnel Record Review

Complete Appointment

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

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

Role \

Region QA Werksiream Worker ﬂ @

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

- (]
Oo Wenneqt s
File
Quick Search
ATest Provider K| Pz [v]  erveerners v “
WY DASHECARD  CONWSLVERS | FROVIDERS INCZZNTS CLAME SCrZDULER

Fiters /

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

MY DASHBOARD |  CONSUMERS | PROVIDERS. REPORTS
TestProvider (2:347)
Workers | Saniess | Providar D Numbars | Cantracts  Reds | |inked Providers. | Conditiens | Sanvieadeas | Armin Actionlly Facibty Managumart
Providers | Divsions | EVWAdliviies | Foms  Envclmenss  Auhocizsions  Notes  Credentils | EVVScheduing | CAP | Appolments
View Style Fil
® Lt vie |
Appolrment Jzte |+
ViaeHly ¥
Search
7 Providers Appolntments rezord(s| returned - nuw viewing 1 through 7
+
Appointient Dote = Start Fiwe Cod Tinm e Sabject Status.
3 [owia0e 20000 PM 30000 M Ste Vit Description of Sie Visit Schetuled
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4. Selectthe appointment record that needsto be updated via the hyperlinkin the list

& Taar Pravider (18331)
Workee | Services | Proddori Numberm | Commcts | Bods  Unked Prowders | CondBions | Senvee/rea | dmin Adions
Puovidws | Divisions | EVVAciies | Foms  Emollvents | Aulboicson: | Nobes | Craderlisk | EVY Scwiuing | CAP | Apcintmmnts
_Vewsole < Fllers
@ ListView it
S Ao Cas >+
< Viiashly View LD
Seeh | Reset |
A hasrvin el reconls) relurned  nuw viewing 1 Gnsugh 4 \
= _\
AppoiTment Date . Stan Time Ena Time Wpe supjxer Suans
00102 F0000 Pt 2000 FiY iz vist ADDUIMGT SCHOMICS K MANTl S VBT Senedunn
3 oo 0000 P 00 PN it Visit Monmy vist Scneduen
3 0s020 02000M 05000 PM Gencral et senedue
3 | 0m6018 3500 PY 3400 P Stz Viatt Site VB Licoroure Fenewd Schedud

5. Update the following field on the Appointment Details page

a. "Status"=
e Update to Completed if the site visit was completed.
e Updateto 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.

Q0 WConnect Test Provider Appointment
= Last Updated by sheliamol@apdcsies.org
at 5/2/2023 1:41:36 PM

File

Appointment Appointments

Participants List

Mow Pariicipant

Appointment Date *

Start Time

Appointment End Date
End Time

Type *
Subject

Status *

APD ~
061052023 |9
07 00 ~ [PM ~
oBMEZ0ZA L8
03« |00 « |[PM~
Sile Visil -

Scheduled ~

Canceled
ND 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 Werkstream Worker ﬂ E

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

. Wel:
o iConnect s
File
Quick Search
A Test Frovider X | Fovoen V| | Prweriems [v] @
W DASHBOARD |  CONSUVERE PROVICERS INC'DENTS CLaME ‘ SCHECULER |

Filtars: /
1

3. TheProvider’srecord will display. Navigate to the Providers > Forms tab

Q0 Conmnedt

File  Word Merge

duick Search

M‘Y‘DASHEIOARDl CONSUMERS | PROVIDER S ‘ INCIDENTS

A TEST Provider (10002)
workers | Scrviecs | Provider ID Numbers  Contracts | Beds | Linked

Provigers  Divielone | FOMME  EnmIments | Authcrizstions | Notee

<) Filters
Statua ﬂ Faual Ta Draft ﬂ ANI’)ﬂ ®
Pivisinn ﬂ +

{

31 Foma record(s) returned - now viewing 1 through 15
Dwvision Form Nama
APD Group Home Facility Checklist
AL Group | lome ersonnel Record Iieview
APD Providsr Enroliment Application

4. Click File > Add Forms
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File

Word Merge

Add New Provider Search

Add Forms

Print

\

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

Proase Seloct Type: |
[Appie

Wiorker * Reed Monica [ Ctear |
Status - e — Oraft v

Appeoved By

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 allinformation has been
entered and won’t need to be changed)
e. Select OK on the pop-up message box confirmingthe complete status
Message from webpage @

'g By changing the status of this record, all required fields must be

f.

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

continue?

[ OK ] ‘ Cancel

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.

N
Role \
Region QA Workstream Worker ﬂ E

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

Wel:

o iConnect iy
File
Quick Search
A Test Provider K| Frovders ~ | | Proukter Name v @
WY DASHBOARD ‘ CONSUVERS | PROVIDERS NC DENTS CLAINE | SCHECULER ‘

Filtars:

3. Navigatetothe Providers > Forms tab
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ofd ennect

File ‘Word Merge
IcK Search

MY DASHBOARD  CONSUMERS PROVIDERS NCIDENTS

A ILS| Provider [10002)

Wwerkers | Herviees | Umwrdar I Numaers  Gontracts | llecs | Linked |

Prevacrs | Tivislors | Famms | Snliments | Authordzafions | Noies

Filters
sz [v]  EwaTe ~| omn | |apv] e
e o R

31 Forms recordis) returmed - now vicwing 1 through 15

Divisiun Furm Nams
APD Grour Heme Faclity Cheshiist
Al Liraup Heme I e-snnnel 1iecnt Heview
AFD Provider En-climent Applization

4. Click File > Add Forms

File  Word Merge

Add New Provider Search

Add Forms
Print \

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

list

Pizase selece Type:| Appiratior Package Gherklist

Provider Assessmant

Divsion ¥ elffm— APY v Worser ® Reed, Morca Cear [ietails
Reen* v saus*

Review Dzte * I Appoved By Reed, Morica als

Approved Date 08252020

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 1o

continue? /

| OK l| 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 Previous

SR N

Print

Close Forms

Site Visit No Violations Note

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

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

N
Role \
Region QA Workstream Worker ﬂ @

2. Navigate tothe 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 | Fovers | | Provider Hems v @
MY DASHBOARD | CONSUVERS PROVICERS MCDENTS CLAIME SCHEDULER
Filters /

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

File  Repors
Quirk Search

| Frovders [v] | Brouder Namz

MY LASHEUARD | LONSUMERS PRUVIDERS RCIDENTS CLAIMS SUH:

A TEST Provider (10002)
Workers | Sewices | Frovider 1D Kurbers | Conbacls | B Linkes Providas | Aliss=s | Cordilios

Providars | Divsions  Frms  Famiments | A thorzafions | NOEs | Cietecfiads | FYW Schenuing

Filtors
Mote Type ﬂ Zqual o j ﬂ" N‘JDj %

Mote Cae ﬂ +

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print \

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

a. "Division"=APD
"Note Type" = Initial Application
"Note Subtype" =Site Visit Complete with no issues or deficiencies
"Description" = Site Visit Complete with no issues or deficiencies
"Note" = Enter notes
"Status" = Complete

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

@m -0 a0 T

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

Divisian ® APD v
note By ¥ Heed, Monica e
Nete Date * 09/252023 |9

Associated Form ID&

NOte TYER ¥ ef— Irdtial Application v |

Mabe Sub-Type f—— Site Visit Complele with no issues or deficiene v |
a T 4 .

Description  li— Site Visii Compisie wih no 3sues or deficencies

Bor W s v A

Sy ¥ ~p—
Dame Completsd Dar257 2023
Attachmenta

Ak Aftachmers
Do Ut Dascrigtisn
Thiere are no Atachments 1o display \
Note Recipients

Addd Hiate Reciphent Lookup  Clear

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

Close 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.

“,
Role \
Region Q& Workstream Worker ﬂ E
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2. Navigate tothe Providers chapter and enter the Provider’s Facility name
in the Quick Search filter and click GO

Welt

o ionnect s
File
Quick Search \
A Test Provider K| Froveers M| Pouder Neme v @
WY DASHBOARD | CONSUVERS PROVICERS MNC DENTS CLAME SCHEDULER
Filters: /

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

Flle  Repons
Quick search

| Frovders |v] | Provdsr vame

MY DAZ IDCARD | CONILMCRS PROVIDCRS KCIDENTS CLAIMS SCIC

A TEST Provider (10002)
Workers | sorascs | kiewderi) Number | Condacs | b Linkec Fravigore | Aissss | Conamons

Providsrs | Divsions  Torms Oorolmerts | Acthorzstions | Notes  Credefsls | OV Seheduing

Tilters
Mol Type j Squal Ty ﬂ ﬂ mnﬂ »

ot Cate v| +

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print \

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

a. "Division"=APD
"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 oo T
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Notes Details

Division ® APD w
Hote By * | Reed, Monica w
B £ ws0n

Associated Form D8

Wt Type * *—— Initial Appication/Supenvisor Review w
Huite Sub-Type v
Destriphon — saffe— y
B s oU: A
ffp—
Mote
Siatus * lf—— |Pending v
Dade Completed
Attachments
Add Atfachmant
Dacument Descripbion

There areno attachments to display

Note Recipients \

Add ofs Recipiant Lockup  Clear

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

Save and Close Notes

Print
Close Notes

Supervisor Approval

The Licensing Supervisor will review the application, add a
note for the approval and send to the ROM for review. If
additional actions are needed, proceed to Further
Documentation Required or Supervisor Denial.

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

Role ""‘!--...
[Region A Viorksirenm Lend T GO |
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2. Navigate tothe 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 i

3. Selectthe Note Type = Initial Application/Supervisor Review and select the

pending record via the hyperlink.

Fllters

as v [T v o Pedrg v ANDw X

NoeType |

Sanh  Tesct
0 My PESNGGara Netes Mecord(s) el - oW VIwIng 1 resgn 15

Provier NoteType Note Dalew Descnption Auliar
TostProvid:s Initsh AppllcationSupensor evicw BT Tioed, Nonica

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

-0 a0 T

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.
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o

Hote Daie * tisen |

hssociated Fom 108 [

Note Type * h [Indtial AppeationSupernsor Approval

Mete Sub Typs

Dabe Completrd

AddAnacerent

Thars are na sttBshmanss o diplay Y

Adihioe Rezpent | Lookp  Clexr

5. When finished click File > Save and Close Notes

File Tools

6. Select File > Close Notes

o iCennect

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.

Y
Raole \
Region QA Werksiream Worker ﬂ @

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

filter and click Go.

N [VER
Om itennect B
File
Quick Szarch
ATasl Provider X | | Poizer || Povcertire ] m
MY DAS-ECARD | CONSLVZRS PROVIDERS INCIDENTS CLAIE SCHEDULZR
Filters /
1 1 1

3. TheProvider’srecord will display. Navigate to the Providers > Credentials tab

MY DASHBCARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS

~

Workers | Services | Provider [D Numders = Confracts  Beds | LickedProviders | Aligses

A TEST Provider (10002)

Providzrs |~ Divisions | Forms | Errollments | Awhonzations | Notes | Credentials = EVV

4. Selectthe Applicant License Record.
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: Role
14 18919 Group Home Record Credentials Sign Out
Op) iConnect Last Updated by caroline.shorter@apdcares.org Region QA Worksiream Worker h @

at 10/26/2023 5:28:19 AM
File Word Merge

18919 Group Home Record (29093)

Workers | Services | Provider ID Mumbers =~ Contracts | Beds  Linked Providers = Conditions = Service Area  AdminActions |~ Facility Management
Providers | Divisions | EWV Activities | Forms | Enrollments | Authorizations = Notes  Credentials ) EVV Scheduling CAP | Appointments

Credential ~ +

Filters

Search Reset

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

Credential « Type Credential NW Effective Date Expiration Date License Duration Status
License Group Home SCR-APPL-73257 052312024 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.

c. "Original Date of Issuance" = Enter Date
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.  Enterthe 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 * g FH123456

Original Date of Issuance * e 09/01/2023 __"

Date of Renewal/Subsequent License 5G|

Effective Date * - 09012023 |0

Expiration Date * < 09302024 |4

Less than One Year O

Comment

Status (Active v]
REASON  ilffmmmm [ Initial v|

QA Workstream Worker i 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. Assignedto 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 \h

Romocpuyrom I

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

Oﬁj fConnedt 2t

File
Quick Search

A Test Provider X | Provzers [ | | provizer zme v E

MYDA\SHSOAED‘ CONSUMVERS | PRCVIDERS INCIDENTS CLAIMS ‘ SCHEDULER

Filters /
) :

3. TheProvider’srecord 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 | Enrollments = Authorizations =~ Noles = Credentials EVYV.

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 Aftachment 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
Ron DeSantis CERTIFICATE OF LICENSE
Gavernor
(1]
Taylor Hateh License No. 586974
Directar
L Date of Issue: 9/1/2024 12:00:00 AM
State Office
A0 EsplanadzWay - Expiration Date*: 9/30/2024 12:00:00 AM
Swite 380

Tallzhassee, FL 22300-0050

[ 1]
Agency for Persons with Disabilities E}

Morthwest Region i . i
a0 Esplansge ey Maximum Resident Capacity:
Suite 280 Facility Type: Group Home
Telizhassee, FL 32390-2049
s Licensee: Test Provider

mnble o mmd Dhmmimm

The WM_P219_License-Certificate-\wtonatec_AD/.v1.doox download has completed. \ Open v Open folder Vicw downloads ‘

7. Editthe Word Merge Document as necessary

8. Whenfinished, 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 \

ErrTE— | G

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

Weie

00d onnect o
File
Quick Search \
4 Test Prosider X Pwovce V| Ewidertame [v] E
LY DASHECARD | CONSUMERS | PROVICERS NCIDENTS | CLAMS SCHESULER |
v Filters: /
1

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

File  Reports
Quick searcn

Pruedms S| | Pt

ATEST Providur (10002)
Whrkers | Fenatss | Drovinerin MimmBar= | ConwAsra e INken Provers | Siases | Canannna

rmvidars Nvainne rarma ~nmiimerts Autarizations Molea  Crenentals | MV Stheduling
tilters
Nue T v [l T ~ ~[ ol =

nzevaie ] [+

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:

Q

I I O

"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

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

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

Notes Details
Division *

Mote By *

Hote Diags =
Assaciated Form ID#

Note Type * .‘—

Note Sub-Type

Description egffm——

Status X ‘——

Date Completed

Attachments /

Add Anazament

There ars no stachments to display

Note Recipients

Add Mote Recipient

((initia ApplicstionROM Approva ~ )

Mew Text
B J U 15 - A

Enter approval notes

Append Text to Note

Complete W

02252023

Description

N

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 \
Fegion QA Werksiream Worker ﬂ @

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

Quick Search filter and click Go.

Q00 iConnect

File
Quick Search

4 Test Provider X | | Providers v | | Provicer Nare ~

MY CASHEDARD | CONSUMERS | PROVIDERS ING DENTS GLANS SCHZDUL=R

Filters /
1 1

3. TheProvider’srecord will display. Navigate to the Providers > Credentials tab

MY DASHBOARD GCONSUMERS ‘ PROVIDERS INCIDENTS CLAIMS

/

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

Providers | Divisions | Forms = Enrollments = Authorizations | Notes | Credentials EWVV!
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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. Whenfinished, 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 o0 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 * w5202 |19

Assocated Form ID#

Note Type * - Initial Application v [

Noté SUETIPE g Signed Licerse Certificale vl
Dk Signed License Certifczte p

B Z U oA~

e ——
Suats * ‘_
Date Completed (9252023
Attachments ‘/
Add Atlachment
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.

N
Role \
Region QA Werkstream Worker ﬂ @

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

filter and click GO

N Wele
de iCcnnect 6205
File
Quick Search
A Test Provider X | Providers [v]| | Provider Name v @
MY DASHBOARD |  CONSUMERS ‘ PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filters /
) )

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

Fil:  Reperts
Quick searcn

| Frovdars [v] | browder Nams

MY LASHEUARD | UONSLMERS PRUVIDERS NCIDENTS LAIMS SCH:

ATEST Provider (10002)
Wutkers | Sewices | Fuovider 1D Nurbes | Conbacls | B Linkeu Providsr | Alisses | Curddiliors

Frovidars | Tvsios  Foms  Fomiments | A horzafions | NGBS | Crerecfias | PV Seneaning

Filtors:
Mote Type ﬂ Zqual o ﬂ j’ Muj x

Mot s 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. "Note Type" =Initial Application

-0 oo T

"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 Details
Division *
Note By *
Mote Date *

Associated Fom D€ h
Mote Type * s
Note SubuType  “iem—

Description el

A

Date Completed

Stams *

Antachments

Add Atachment

Documant

There are no attachments to display

Note Recipients

Add Mote Racipient
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APDw

Reed, Moniza v
1onez0zs

35

Inital Application [

Site Wisit Compleie with Issues or deficiencies '

Site Visdt Complete wih izsuas or defciencizs

Pending v

Deseription

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. Uponsaving 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 isabandoned, 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 \
Semvice Provider v @

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

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.

Filers
Stehsv  EqualTo v Pedng v MOV ¥

Smmsv 4
Serch  Resst

22My Dashbuani Notes econds) etume - om viowing 1 Broagh 15

Providsr umlm/ Mots Jate ~ /Dasiripﬁnn Ruthor Seatus.

Toet Proviser it Appleaian 022773 b Wik Conylese: wkh s e dnirinneke. R Mo Pening

4. Inthe 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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Notes Details

Division ¥ PO
Note By *
Note Date ¥ [fozza0z |
Note Type * Intigl Appication w
Note Sub-Type [Sile Vist Compiete with issues or defitiences v |'
st |snmwnmmmm ‘!
ot New Test
(Bl - Az
Enitar notes with comectye action for Linmet fiams
Append Teat fo Mol
Staua ¥
o Conees I
wosx
Add Atlachment
Document Description
There are no attachments to display
Nots Recipients \
Add Nots Recpent: | | lmp 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.

~,
Role \
Region CxA Worksiream Worker ﬂ @

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

- Wel:
ocd itennect e
File
Quick Search
A Tesl Provider X | | Prodderz | Povdertane [v] m
MY DASHSOARD |  CONSUMERS PROVIDERS NCIDENTS C_AIMS SCHZDULER
Fiters /
1 1 1

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

MY DASHBOARD  COMSUMERS PROVIDERS NGIDENTS CLAIMS SCHEDULER UTILIMES RE

A TEST Provider (10002)

Workers | Services | Provider ID Numbers | Comracts | Beds | Linked Providers | Aliases | Condtions | Shyice Area | Admin Actons

Providess | Civisiors = Forms | Enroliments | Authorizatons  Notss | Credentials | EVV Scheduling | CAP | Appointments
View Style Filters
® List View C

Ionthly View Staus | Equal To v| [Pending'v| anD v} x
Daily Vew :
Type bl +
[“Searcn | Reset |
4 Appointments record(s) returned - now viewing 1 through 4

Type Start Date. End Date
Site Visit 062112018 0672112013

4. Click File > Add Appointment
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O{?Gj iConmnect

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 o

Appointments

Division <
Appointment Date * =" 08/252023 (Y
Start Time <= 11+ [00 v |AM v |
Appointment End Date e 09/252023 LY
End Time 11+ |30 v |AM v |
Trpe * et Site Visit
Subject fmmm——
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

e ~

Apponment

Participants List

MNotes

MNew Participant

8. Setthe Non-Participantsfilter list to the appropriate value in order to select the
appointment participants

Appaintment - = S——
I i - Al Active Workers: Vil
Pariicipants List Filter T »
T ez Retations
Notes [Acpication, Harmory | Proessicnal Felatians
- Buck, Jennifer Current 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 V|

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

<< Add All
Remove >
Remove All >>

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

Save
Save and Close New Participant
Print

Close New Participant
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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 G4 Worksiream Worker ﬂ E

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

filter and click GO

. Wel:
ard ionnect s
File
Quick Search-
A Test Provider X | Foveers v | | Provgeriiems Il @
HVD»\EHBCI»\E3| CONSUVERE ‘ PROVICERS MCDENTS CLAIME | SCHEDULER ‘
Filters: /
1 ] 1
. ) . . . .
3. TheProvider’s record will display. Navigate to the Providers > Notes tab
Fil:  Reperts
Qi Saarch
| Frovasrs [v] | provasr vams
MY UASHECARD | CUNSUMENS | BROVIDERS ‘ NCILENIS ‘ CLAMS SUH:
ATEST Provider (10002)
Wuikers | Sewices | Frovider 1D Nurbeis | Convacls | B Like Providars | Aliesey | Cordilions
Provise | Dysos  Foms  Famiments | Admorafions | NGBS Crenecfiaz | FvVSenetuing
Filters
Mote Type j Zoual s j j" ,wnj %
Mote Cas j +
a3

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
"Note Type" = Facility Site Visit
"Note Subtype" = CMS Site Visit Complete with no deficiencies
"Description" = CMS Site Visit Complete with no 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

I I O

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

i. Clickthe Lookup button onthe "Add Note Recipient" to add the Service
Provider as the Note Recipient

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

Notes Details
Division * APD ~
Mote Ry * Reed, Monica L
Mote Nate * ogmg202s |8
Form 1D# -t
NOte Type ¥ [Faciiny sie visit « |
Note Sub-Type - CMS Site Visit Compiete with no deficiencies v [f
Deacrlption CMS Site Visit Complate with no deficiencies P
B I I px - A=
Nute l—

pra——— =
Status * Complete v

Date Completed VY023
Attachments

Add Attachment

Document Description
Thers are no attachments 1o display \
Note Reclplents
Addd Note 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.

N
Role \
Region QA Warkstream Worker ﬂ E

filter and click GO

- Wel:
o ienmect e
File
Quick Search
A Test Provider K| Frovders ~ || Proukter Name [v] @
WY DASHBOARD | CONSUVERE | PROVIDERS MCDENTS CLAIME ‘ SCHEDULER ‘

v |-Filters-

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

Updated November 18, 2024
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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

m 0 o0 T

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

i. Clickthe 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, Mon<a =
Nute Date * uwzaruzs |09

Associated Form 1D -+

Note Type * [Faclity Site Visit v "

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

B I U 16px v A=

Note Ap—

sws*  p———

Date Completed 09/29/2023
Attachments

Add Atachment

Document Description

There are no attachments to display \

Meote Recipients

Add Note Hecipient LDUkUD ClBEf

6. When finished click File > Save and Close Notes

File Tools

Spell Check

Save Notes

Save and Close MNotes
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.
Y

Role \

Region G4 Werketream Worker ﬂ E
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2. Navigatetothe Providers chapter and enter the Provider’s name in the Quick Search
filter and click Go.

ood itennect i
File
Guick Search \
ATes! Provider K| Podsers || | proweer hare v E
WY DASHECARD | CONSUWZRS FROVIDERS INCIDENTS CLAME SCHEDULZR
Filtzrs /

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

MY DASHBCARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS

~

Waorkers | Servces | Provider D Numoers | Confracts | Beds | LinkedProviders | Alisses

A TEST Provider (10002)

Providers | Divisions | Forms | Enrollments | Authonzations | Motes | Credenfials = EVV

4. Select File > Add License
File Word Merge

Add New Provider Search

Add License/

Add Certification
Add Insurance

Print

5. Update the following fields:

Q

"License Type" = CMS Compliance

b. "Effective Date" = Enter Date

c. "Comment" = Enter comments if applicable

d. "Status"=CMS Compliance Monitoring Required

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

Licerse Type *  affjmmmmm—
Date of Renewall Subsequent License

Effective Date * “_

Less than One Year

T —

Comment

Status ¢
CA Workstream Worker ‘———

Lizense

CHS Conpiianze v

@i =

Initiate Complanca Monitering - nawy licensad heme

CMS Cemplianze Monitaring Required v |

Reed Morica Lookup  Clear Detais

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 Details

As Needed: Link Child Provider

Proceed with Plan of Remediation outside of iConnect

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

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

Role

Region QA Weorkstream Worker
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2. Navigatetothe Providers chapter and enter the PARENT Provider’snamein the

Quick Search filter and click Go.

oo itennect =

File
Quick Szarch
ATes! Provider K| Podsers || | proweer hare v E
WY DASHECARD | CONSUWZRS | FROVIDERS INCIDENTS CLAME SCHEDULZR

Filtzrs /

3. Navigateto the Providers > Linked Providers tab
HSUMZRS FROVIDERS RCPORTS
Test Provider (21347)
Comracts | Beos | LINKROPOVIGEIS | LONGTONS  SeviceAfea | AOMINAZIONS | Facily Managemsnt

Vioriers | Senies | PrOVISSr ID NumBers.
Provaers | Dhigons | EVVACINIBS | Forms | EnOments | AUMNOMENONS | Noles  Cregentialk | EVVSCNEOWMNg  CAS - Appointments

4. SelectFile > Link to a Vendor

File Tools

Add Mew Provider Search

Print /

Link {o a Vendor

5. Update the following fields:

e. Relationship = Subsidiary
Linked Provider = Click ellipsis and search for Child Provider record

Start Date = Enter Date

Relationship ¥
Linked Provider * Clear Cetails
i o0z |
End Date ]
The deils ofthe fecity arc par Prowider, i upto the WSC and he Consumer fo validaic

Disclamer
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search By:  [Name w|search Text: |[test Search  Cancel
4 record(s) -
returmed
PROVIDER FPROVIDER ID|PROVIDER ID
NAME PROVIDER ID CITY STREET MEDICAID ID NO NUMBER NUMBER
TYPE IDENTIFIER
Test Provider 21347 Jacksonville L2 FL545454 21347 SenderlD 21347 _Test
Branchwater Ct -
UEDE) 21359 BT | e 21359 _TESTS
Support 01
Tests WSC 21358 TALLAHASSEE | 1234 street 234567850 Treating 234567390
Provider

Tester 1 Level 1 | 17216 123531234 senderlD 17216 _TESTE

6. When finished, Select File > Save and Close

h

Save Link a Provider

Save and Close

Save and Add Anaother
Print

Close Link a Provider

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

<+

Test Provicer (21347)

Workers  Services | Mrovides DNumbers | Contrsctz | Beds | Linked Providers | Cordiions | Servicedres | Adwin Actionz | Fadiity Manags

Provders | Uivisions | =VV Activiizs | korms | Enrollments | Authorizstions | Moies  Credentsls | EVV Scheculing | CAP | Appoinimenis

Fillers.
Linked Az v +
Search

Rzset

1 Praviders Linked Providers record|s) retumed - now viewing 1 through 1

/
Movidegy”

LinkedAs ‘ Strest Gity ‘ State ‘ FpEr G

Corporste

Adtivz

As Needed: Initial Application with Errors

The Licensing Specialist will review the Licensing
Application and all notes and attachments. If there are
errors/omissions, the Licensing Specialist will inform the
Prospective Applicant by updating the pending note.
Once all errors/omissions are resolved, reviewed and
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approved, the Licensing Specialist will update the note to
complete

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

Y
Role \
Region QA Workstream Worker v @

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

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

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

Fiters
Sas v FoeT v Pemig | [MDw (x
Mol Type v

seamn  Heset

32 My Cnshboard Netes recordis) returme - ncw viewing 1 hrough 13

Provider A}Pﬁ Note Date » / Deseription Authar Satus

Test Prowider Iritisl Appli-stion [t ] Application Submited Reed Marica Pending

4. Inthe existing Note record, update the following fields:
"Division" = APD
"Note Type" = Leave as Initial Application

Q

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

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

Notes Details

Divigian * TARD W |

Noke By * Bead Mesica
Note Date * ooznzozs |0

Rssomubed Form D8

Noke .I.J“-i- I nitial Appiication W [
Nite Sub-Type . ErersiOmissions W
Desediption +___ ErnrsOmessions ”

Q0 §/I5/I023 MU 7:35 PM, Mealid Reed wrola
Enter notes specific to the outstanding ermorsfomissions

o New Tat
B2 U e s A
Azpend Tea o Mot

Status * atfp——— Fendng W

Date Ceampieted

Artachmants

Edd Arachment

Decument Descriptica

There are noattachments o display

Note Recipients

Add Hote Recapient Lookup  Clear

5. Whenfinished 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 isabandoned, discontinue ID PASS access and close
applicant record”

b. Assignedto 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 Provider ﬂ @

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

CONSUMERS PROVIDERS INCIDENTS GCLAIMS SCHEDULE
INSUMERS \ INCIDENTS PROVIDERS
H Inguiry Alert Notes List ‘ ‘ Notes H
lotes 0 Unread Alert Notes 0 Complete / 3
Pending 11

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

Fhtars:
S v Py v Py v MDv x
NiTye w4

Searh  Heset

31 My Dashboard Motes record(s) returred - now viewing 1 through 15

“ /

T wownpe Note Cate v [

Frowder Descnption Autnor Status

Test oviger Il fppiication [Vl EnoISUmssons

4. Inthe 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. Clickthe 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

Division * APD W |
Note By * Resd. Morica
Mote Date * 7 3
Note Type ®

Note Sub-Type > T
Description Errors! P

On 9/26/2823 a1 18:51 PN, Monica Reed wrote

Enter Notes as 1o what corrections have been made
Note Hew Text

B 4 U ifpx + AT
Append Teot 1o Note

Statuz *  lff— [Penoing _~ ]
Date Completed
Attachments
Add Anachmaen!
Dosument Description

There are no attschments to display

N

Note Recipients

240 Nots Racipient

Lookup  Clear

Updated November 18, 2024 Page 95



5. Whenfinished, 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 m—
[Region 0 Workstream Lead TRl GO |

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

‘ MY DASHBOARD = CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE

INSUMERS \ INCIDENTS PROVIDERS

Notes ‘ ‘

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

Pending 1

3. Selectthe Note Type = Initial Application/Supervisor Review and select the
pending record via the hyperlink.
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Shi: v | EqalTe v Palig v WDV &
nomigE Y
Semn Tasst

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

Providsr NaisTyps Hots Da+ Deseriplior uthor Statar

Tl P Il Appicalun'Supeviss Reies {10 50) Bl Wi Fundng

4. If Supervisor is requesting further documentation:
a. Inthe existing Initial Application/Supervisor Review Note record, update the
following fields:
i. “Associated Form ID#” = Enter Form ID# if applicable
ii. “Note Subtype” = Update to Further Documentation Required
iii. “Description” = Update to Further Documentation Required
iv. "Note" = Enter Notes as to what information is needed
v. "Status" = Complete
vi. Clickthe Lookup button on the "Add Note Recipient" to add the
Licensing Specialist as the Note Recipient
vii. Enter Last Name and Click Search in the pop-up browser
window. Select the Name of the worker to attach them to

Netes Details
Division * APD M|
Note By * Resd, Monica
Mote Date * vezezoza |
Associated Form ID# ‘_
Note Type ™ t [Initial Appication'Supervisor Revew W |
Note Sub-Type [Further Dosumenation Required & [
Pasciglicn b e Furhar Documantstion Heguired P
On OFIEFIE2Y at 1006 PN, Moaics Mead weots
Entar Notes for what information is nasdad
Note h S
B 4 O 6= = AT
Append Text 1o Note
Status ¥ f— [Eomsie ¥ |
Date Complated 09282023
Attachments
Add Anachament

Decument Description

There are no atachments to dizplay \

Note Recipients

Add Note Recipient 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 \

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

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

viii.

Notes Details

Divisicn *

Nate By *

Note Date *

Assocated Fomn I# o

Note Type ¥
Note SubType  ~lfem—

Description —

Note

status® <

Date Completed

Attachments

Acd Atlachment

Document

There are no attachments to display

Note Recipients

Acd Nete Recipisnt

Updated November 18, 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.

[aPD V]
[Reed Monica v

62023

| Initial Appiicaton/ROM Approval vl
[Furthar Dacumentation F{squirad v

Furthsr Decumentation Required

B I U 16 ~ A

[Complete v
100192023

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 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 “"'--‘
Eerre— ) (G

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

MY DASHBOARD | CONSUMERS PROVIDERS

PROVIDERS

Ticklers

Thcklers

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

Filters

G v Pl v Pendrg v AN %
Not:Type v +

Scarch  Aesct

28 My Uashbaard Nates records) retumed - sow viewing 1 throsgh 1% /

Provider by MNoteType Mate Mate = -

Pescription Suthor

Test Provider Ucenshg RencwalSupcnvsor Roview 09232023 Further Documcntation Required Reed Monica

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

File Reports
Add New Provider Search

Add Notes
Print

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

"Division" = APD

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

"Note Type" = Initial Application

"Note Subtype" = Further Documentation Required

"Note" = Enter notes as to what is being requested

"Status" = Pending

a
b
c
d
e. "Description" = Further Documentation Required
f.
g
h

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

Notes Details
Division *
Naote By *

Note Date *

A i Form I0#

-
Note Type ¥ —p—
Note Sub-Type e

Description -

Note pr—

Statug ¥ lf—

Date Completed

Attachments

Agd Anacnment

Document

There are no aTCACNMENTS 10 AISPIAY

Note Recipients

Add Note Recipient

Updated November 18, 2024

APD ~

Reed, Monica |
09202023 |4
352

Inital Application ~T

Further Documentation Reguirec ~[

Funlles Focomenialon Reguied

B Z U 16px - A~

Enter noles as Lo whal is being reguested

[Pending |

Description

N

Lookup  Clear
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7. Whenfinished click File > Save and Close Notes
File  Tools
Spell Check
Save Notes

Save and Close Notes

Print \
Close Motes

8. Set “Role” =Service Provider

Role \‘
Senvice Provider (v E

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

‘. MY DASHBOARD ~ CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE
JNSUMERS \ INCIDENTS PROVIDERS
H Inquiry Alert Notes List ‘ ‘ Notes ‘ ‘
lotes 0 Unraad Alert Notes 0 Gomplete / 3
Pending 1

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

Filters
Sets v [uET v Pedng v ANDv X

Mot yps v -

Semch Resid

1My DASNDOATT NOtSs recon(s) r@umed-no’m;emnmmm;m/ /

Provider NoteType Hote Dtz + Description Autror Stotus
it P il AppiceBn BB Furthe Docuneniaion Reguicd Fand, Monica 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

o

"Status" = Leave as Pending

e. Click"Add Attachment" and search for the copy of supporting documents on
the user's device. Click Upload
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f. Click the 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

Notes Details

Dirvisian * W

Note By * Reed, Mosiica

MNote Dute * 0 20, -_

Note Type ® *— [Initai Applicatan v [
Naote Sub-Type h Furthar Documentation Required W [

har Do e T elay
Diescription ‘ Further Dosumenason Required p

On 9/26/2623 at 18:14 PN, Momica Reed weote:
Enter notes as fo what is baing requested

Nate

New Taxt
Bz U i As
Enter notes as to what corections/revisions have bean
made and what attachments have been provided
Append Text o Note
stalus # * [Pendng ]
Diate Completed
Altachments /
Add Atzachmant
Document Deceniplion

There are no aitachments to display

Note Recipients

Add Nete Recpient 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 —

|

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 0 Unread Alert Notes 0 Complete / 3
Pending 1"

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

Fltzrs

Stetsw  EqualTo v Mgy v ANDw X
smusw| 4

Searcn  Heset

16 My Bashbicard Nates record(s) retumed - now viewing 1 through 18 /

Frovidar NOWTYRi Noté Dati = Dascription Autner Saws
el Appliczal un WUIRATE Funlles Nooumentlion Requins Besel Neniczs Frnding

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.
"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 *

ote By * Resd Mones |

Note Date * [ozez0z |3
| Bt tmiorelEN

Hota Type * h [initial Appicaton/Supenisor Review W |'

Note Sus-Type h Further Documentation Provided W |*

- [ Further! Frovided |

D591 ffm— ! y:
Or 9726/ 2023 ot 10:18 PM, Monica Resd whole:
Enter notes as to whal is being requested

On 572621823 gt 10:22 PH, Monica Reed wrote:

Enter notes &s (o whal comections/revisions have been
made and what aftachments have been pravided

On 87261823 at 10:37 PH, Monica Reed wrote:

add any addibonal delsils for the Supervisor or ROM
regarding the requested documentation that was provided

by the Service Provider
Wote New Text
Aosend Tanns Hae
Sas® o —
Date Completed I
Atiachments
RédBnashman

There ane no altachments ta display

- ™~

4ad e R | Loop Cear

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 "'*--‘
ErErmer—

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

opd itenmect -
File
Quick Szarch \
 Tes! Prover X | | Prizes | | Provearbiare ™ E
MY DASHBCARD ‘ CONSLVZRS ‘W| INCIDENTS CANE SCHEDULER |
Fitiers /
1

3. TheProvider’srecord will be displayed. Navigate to the Providers > Divisions tab.

Test Provider (21347)  fje—
Workers | Services | Provider ID Numbers | Contracts = Beds | Li

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

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

Search Reset

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

Division Disposition

APD Open
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4. Select the “Open” APD Division record via the hyperlink for that row.
[H.'Ilsl:: j +

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

[ | Miuision [ Rispusilion Doyt Ml
[ [#e2 R ———— [

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 * — Closed hd
Open Date 01/01/2023 3

Close Date * ¢ osr20m02s |28

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

File
History
Save Division

Save and Close Division

Save and Add Ancther
Print

Close Divisicn

e

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

OK 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 Workslieam 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 0 Unread Alert Notes 0 Complete 3
Pending "

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

Filtars.
Sielus v EqualTo v Meadng v  ANCw x

Nrie:lype +
Seanch Resel

-J8 My Dashboard Notes record{s) returned - now viewing 1through 15

/

Frovider NeteType M Note Dte » Description Author Status

st Provider e Applicalion/Supervson Hevics WA Heod, Mons Py D

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

I

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
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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 |

Note Date * 092972023 |3

Associated Fom 0¥ 4 352

Note Type * Initial Application/Supenvisar Denial v/

Note Sub-Type v

Description — 4

B I U 5~ A

Note <

Status ¥ f—
Date Completed 0912972023
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 Motes

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 \

ErETEr— | |

2. Navigate to the Providers > Notes tab

e Reports

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

-0 a0 o

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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Q00 Connect

File Teols

Notes Details

Division = APD ~

Note By © Reed, Monica it

Mote Date * 07/26/2022 =

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

Drsuription g,

B s U A~

Notg il

status . —
Date Cempleted 07 26/2022

Attachments
Decumant Daseription

There are no atachments to display \

Mote Recipients

AGd Note Recpient Lookup  Clear

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

Save and Close Notes

Print
Cloge MNotes

_ 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 "'--...
[Region 0/ Worksiream Leas ———— TG GO |

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

NYE"SHE\CARE‘ CONSUMERS | PROVIDERS 1 INCIDENTS CLAMS

A TEST Provider (10002)

tevices | Urowider IDNumaers | Genfects  lads | |inked\'muicens | Aleses

Froviders | Dwisions | Fomrs  Ewclments  Authorizzions | Wotes | Credendals | EVy
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8. Selectthe 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 * 586974

Original Date of Issuarn ce ™ «if— 102002023 | =2

Date of RenewaliSubsequent License E

Effective Datg el 102002023 &

Expiration Date i 10202023 9

Less than One Year

ROM Denied Inifial License - 10620/23

Comime nill—

Status ii— | Closed v

Reason | Initial v

QA Workstream Worker Reed Maonica LOOkUD Clear

10. Whenfinished, 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.
~,

Role \

Region CxA Worksiream Worker ﬂ E

2. Navigateto the Placeholder Parent Provider record > Credentials tab

MY DASHBOARD | CONSUMERS ‘ PROVIDERS INCIDENTS CLAIMS

/'

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

A TEST Provider (10002)

Providars | Divisions | Forms = E-rollments | Awthorizations — Notes | Credentials  EVV

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

- Rl
Placchelder Provider Recore Credentials Sgn Oul e

OI\\“:{ i' ATRIeL l 1 ast Updared by carnline.sharrerd apdeares.org Regaon QA Worksticom Worker v
dl 5/22/2024 4:4€:06 PH

E

File Word Merge

MY DASHEOARD CCNSUMERS | PROVIDERS REFORTS

Placeholder Previder Record (28402)

Workers | Services | Mrovider ID Numbers | Contracts | Beds | Linked Providers  Condiions | Service Aree | AdminActions | Facility Management
Providars Divisiore EVV Acfivities Forms Enrollments | Authorizafions | Ncotas Lredentials EVV Scaduling CAF | Appointmenis

Cradential - +

Filers

Seerch  Meset

1 Providers Credentials recordis) returned - now viewing 1 through 7

|| Credentiat. | Iype | Cradential Number | Ettactive bate |  Expiration Date |  Licenss Duration | Status [

| |catiicaion | iBuduet Waves Appicer | Plaehoiden | |osvzaiz0z4 | | | Avslicant Pavetader | |

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)

opd iConnect
Flle

An asterisk (*) indicates a required field
Certification Detalls

Cradential Type ™ Certifi-ation

Certification Type [ Budget Waiver Applicant Flacehaldar v |

Etlective Date 05/23/2024 =

Expiration Uste NRMAPN24 |

Placeholder Provider Record
Iast Updated by caroline shorter@andraras.arg
At 5/27/2074 2:58:18 PM

Certification Details

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

application user provisionin
Comment PP P 4

Status Apulican. Placehulder v
QA Worksteam Worker Lovkup
Abandcned h

Active
Expansicn/Clozed

In Legal
Termination/Closed
Applicant Placehalder

5. Whenfinished, click File > Save and Close

Cleas  Details

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

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

Demonstration Provider (15443)

sions | EVVActiities | Foms

7 Workers record(s) returned - now viewing 1 through 7

Ty rp— Tivle

Warker Test (407)555-9212

8. Thiswill openthe Worker Details page
a. Checkthe “Exclude” checkbox.
b. When Finished File > Save and Close Worker
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Flire Murnber

ns | ServiceArea  Admin Actions

EVV Scheduling  CAF | Appointments
Acive
s True
ue True
True True
True True
True True
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Cﬂj“(nﬂ!nl

File

I — "

Memar 10 4

LontNama o
eSiatied Furst Kame * i
Sacorund crec g -
Crecammms Lagacy 10
e Dut ot e =
Busines daens 23 B v
i Business Addrees 2
i [
e m
pcoce Bin
Counsy
Businersprane
ome proas
[
Cotphone oosssia2
[
$50Emat
Busines Emai cemofgemal o
- ]
End Dote =

I

Desigratas Countien

Superviser
Primary Provider
Exclude

9. Theformer 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
‘ Providers | Divisions | EW Activities | Forms | Enrollments | Authorizations | Motes | Credentials | EV
(V) Filters
Frovider Worksr Active v EqualTo v AND v b4
VWorker Name v +
=
—& Workers record(s) returned - now viewing 1 through 6
Worker Name . Title Phone Number
., . Julia Provder is no longer shown
Provider, Jayasree as a Worker for Damonstration
! providsr,
Provider, Lorenz
Thomas, Lisa Cortacts Demc 1
Warker, lest (40/)555-1212
Waorker-EVV Tast
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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.

¥
Role \
Region QA Worksiream Worker l‘ @

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

0gd itenneqt .
File
CQuick Szarch
A Tas Provider % Poizers ﬂ P cer Hare ﬂ E
VI DASHBCARD | CONSLVERS PROVIDERS INCICENTS CAmE SCHEDLL=R

Filtzrs /
. 1 L 1

3. Navigateto 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 DASHBOARD | CONSUMERS | PROVIDERS INCIDENTS CLAIMS

~

Workers ~ Services | Provder ID Numbers = Contracts | Beds | LinkedProviders | Alizses

A TEST Provider (10002)

Pravidars ~ Divisions | Forms = Errollments = Authorizations | Motzs | Credentials = 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 * 05/232024 |8

Expiration Date * 06/05/2024 =

Less than One Year O

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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