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Utilizing Notes in iConnect

Introduction

Notes in iConnect are a way for Providers, Waiver Support Coordinators (WSCs)
and APD staff to communicate and share information while keeping records in
either the Provider Record or the Consumer Record. Depending on the workflow,
there are specific Note Types, Note Sub-Types, Descriptions, Status, Attachments
and Recipients required.

This job aid will encompass the basic skills in using the Note function in iConnect.
It is important to visit the appropriate Chapters or Job Aids for the specific tasks
and workflows to ensure you use the appropriate responses in the fields.

Objective of this job aid: to understand the importance of using Notes in
iConnect and the importance of utilizing the appropriate response in the
corresponding field options.

Specific Workflows that use Notes in iConnect:
Behavior

Employment Services - IFS

Expansion Requests

Home Health Care Services (HHCS)

ICF Transitions

Life Skills Development

Quality Assurance

Reactive Strategies

Residential Habilitation

Residential Planning

Supply, Equipment, Adaptation, Emergency Response System and Dental
Supported Living

Support Plan

Therapeutic and Residential Nursing

Waiver Support Coordination (WSC)
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https://apd.myflorida.com/waiver/iconnect/behaviorlib.htm
https://apd.myflorida.com/waiver/iconnect/docs/APD%20iConnect%20Employment%20Services%20Training%20Guide%20v6_FINAL%20050423NE.pdf
https://apd.myflorida.com/waiver/iconnect/providers.htm
https://apd.myflorida.com/waiver/iconnect/hhcslib.htm
https://apd.myflorida.com/waiver/iconnect/docs/iConnect_ICF_TrainingGuide%20V3d_050923.pdf
https://apd.myflorida.com/waiver/iconnect/lsdlib.htm
https://apd.myflorida.com/waiver/iconnect/qalib.htm
https://www.youtube.com/watch?v=8lnOrxOJboQ
https://apd.myflorida.com/waiver/iconnect/reshablib.htm
https://apd.myflorida.com/waiver/iconnect/docs/iConnect_ResidentialPlanning_TrainingGuideV3%20050923NE.pdf
https://apd.myflorida.com/waiver/iconnect/supply-equipment-adaptation-emergency-dental.htm
https://apd.myflorida.com/waiver/iconnect/supportedlivinglib.htm
https://apd.myflorida.com/waiver/iconnect/therapeutic.htm
https://apd.myflorida.com/waiver/iconnect/wsc.htm
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Note Locations in iConnect — Provider Record

Your Role in iConnect will determine your access.

e The Service Provider Role will have access to both the Provider Notes and
Consumer Notes.

e WSCs, Service Provider Workers and Provider EVV Managers will only have
access to the Consumer’s Notes.

1. To begin, log into iConnect and set Role = Service Provider. Click Go. When you
land on My Dashboard, you will see columns labeled CONSUMERS and
PROVIDERS. Under those corresponding columns are Notes. Notes under the
CONSUMERS heading are Notes that were created on the Consumer Record and
are part of that consumer’s central record. Notes under the Provider Record are
notes that were created in the Provider Record and are part of the Provider’'s
record. If you do not see the heading labeled Notes, that indicates that you do not
have any Unread Notes.

a. Itis important to remember that consumer case management related
notes should not be included within the provider record and vice
versa. Follow the appropriate workflows for plans of remediation and
corrective action plans.

Raole
B Welcerne, Sylvia Baer My Dashboard |Sign Out
O{}‘ﬁ: i‘ AT I 271272024 11:21 AM » Sarvice Prowides
File Reports

Quick Saarch
CONSLmens - Last Name w @

MY DASHEBOARL CONSUMERS PROVIDERS

CONSUMERS PROVIDERS TASKS

Division Notes Links.
Complate 14 Caonnect alaaming Libsary

Provider Selections 2 i
Pending 5 Connect Help Desk

Hotes Provider Selections My Management

Complate 1

43 Current Active Cases

Pending 1 3 i 3,
i Open 3 Fending Plans

Ticklers

Plans
Daft

Pending
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agency for persons with disabilties Utilizing the Note Tab in the Provider &
State of Florida Consumer ReCOFdS

2. To view either Complete Notes or Pending Notes, click the corresponding
hyperlink.

Robe

: Welcome, Sylvia Baer My Dashboard |Sign Out =
Opfj iCennedat 2/109/2024 11:31 AM ap & Servics Provider Ml GO
File Reports
Quick Search
Congumens w | | LadName o4 GO ADVANCED SEARCH
h { CONSUMERS | PROVIDERS
CONSUMERS PROVIDERS TASKS
Division Notes »] | Links
14 iConnect aLaaming Library
Provider Selections ¥ "
5 Connect Halp Dask
Notes Provider Selections * My Management
Complols 1 Closed 43| CurrertActive Cases

3. Click the hyperlink of the Note you want to read. The Note will show once
selected.

i by Flaesvboard Motws. record]u) retummesd - now wiewing 1 eowgh 14

Provider . Nosa Typs Mote Date Dencriptiss Auhe Sawtus
Provider - 19166 Ot nemn T — | Workae_19186_ Training Compieta
Provices - 19167 Ottt Ll ur) AP ICannecs Scarvnged Hunl - 10167 Worker_19167 Training Lisopinte
Provider - 14317 Cithent L] AP ICannch Scarvnges Husd workee_15317 Workar_ 15317, Training Completa
Provider - 19217 Ot [T ] APD) ICarnucs Scavenges Hurd woter_15217 Workan_ 19717, Training Complets
Provider - 19220 Othat L WORKER_ 15024 Wiorkar_ 19220, Training Complaty
Provider - 19221 Ottt L] APD ICamnect Scavenger Hunt - workss_19221 Workier_ 192311 Training Complate
Provider - 18222 Ot P ] APD iCannecs Seavenger Hust - weres_19227 Werkae_19722, Training Complets
Providar - 19223 i [ spe icanwact navenges bust 19123 | Werkae_ 18223 Training [——
Providar - 19226 Ot [ AL ICamnct Seavenges Hust 16126 Waskian_ 19326 Traning Compiets
Provider - 19720 Ot e APD) ICanncs Seavenger Hust 15128 Werkae_19328 Training Complets
Pronider - 19213 Ot e APD) iconnact Seavanged Hunl - 15232 Werkiae_ 19212, Training Camplans
Provider - 19248 Ottt = = Lampists
Ottt [T ] DR | Comnect Seavanger Hunt Waskae, 19248 Training Coomy
@—_ Expansion intsls. ApvEmM Baer Skvia Compiats
& i TS TR
. Provider - 19248
Oﬁd iConnect Last Updated by sylvia.baer@apdeares.org

at 2/19/2024 11:19:17 AM
File Tools

Notes Notes Details

Division * APD

Note By * Baer, Sylvia

Note Date * 02/19/2024

Note Type * Expansion Intake

Note Sub-Type Signed MWSA

Description 0
Note

Status * Complete

Date Completed 02/19/2024

PRO TIP: Utilizing the filters can assist the user in finding Notes faster.
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4. To remove the Note from your My Dashboard, navigate to Tools > Mark as Read
and Close.
ogd iennect
File Tasls i o

APD
Nate By * Saer. Sylvia
Nata Date * LEREESET
Note Type ™ Expansion intake
Hote Sub.Type Signed MWSA
Dascriiption
Nate
Status ¥ Compiate
Diate Completed Q2r92024
Attachments

To locate any Note from your Provider Record marked as Read, navigate to your
Provider Record > Notes tab to view any previously Read Notes.
File
Quick Search

Piowidad b Pignvidar Mams o ﬁ ADVANCED SEARCH

MY DASHEQARD CONSUMERS PROVIDERS

Provider - 19248 (19248)

Workers ~ Sendces | Provider ID Mumbers | Beds | Linked Providars | Sendce Area
Praviders | CAP | EVV Actvilies | EVV Scheduling | Forms | Contratts | Enrolimerts | Authoeizati - ments | Credentials

Hate Dale b L.

Filbers

Search  Fesat

60 Providers Motes record[s) retumed - now viewing 1 through 15

Mot Dl'blv. Note Type HWote Sub-Type Description [ Status Date Completed  Amachment Note By
02152024 | Expansien Inaks Signed MWWSA Complete | 0292024 M Baer, Sykia
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Note Locations in iConnect — Consumer Record

Your Role in iConnect will determine your access. Service Provider, WSC, Service
Provider Worker and Provider EVV Manager will have access to the Consumer’s
Notes.

1. To begin, log into iConnect and set Role = Service Provider, Service Provider
Worker, or WSC. Click Go. When you land on My Dashboard, you will see a
column labeled CONSUMERS. Notes under the CONSUMERS heading are Notes
that were created on the Consumer Record and are part of that consumer’s central
record. If you do not see the heading labeled Notes, that indicates that you do not
have any Unread Notes.

a. Itis important to remember that consumer case management related
notes should not be included within the provider record and vice
versa. Follow the appropriate workflows for plans of remediation and
corrective action plans.

Role
. Welcome, Sylvia Baer My Dashboard |Sign Out
O;OI iConnedt 2/19/2024 11:21 AM 4 " Service Provider

File Reports

Quick Search

Consumens w| | LastName v E

MY DASHBOARL CONSUMERS =~ FROVIDERS

PROVIDERS TASKS

Division Notes Links
Complata 14 Connect elaaming Library

Provider Selections
Pending ] Connect Help Desk

Notes Provider Selections My Management

Complate 1 Closad 43 Current Active Casas

Pending 1 Open 3 Pending Plans
Tickkers Dua

Tieklers : J

Madication Administration Record

December 20, 2024 Page 5



Qo

agency for persons with disabilities

State of Florida

Utilizing the Note Tab in the Provider &

Consumer Records

2. To view either Complete Notes or Pending Notes, click the corresponding

hyperlink.

opd iConnect

Welcome, Sylvia Baer My Dashboard Sign Out

12/10/2024 2:42 PM

Role

Service Provider

File Reports
-—
| MY DASHBOARD CONSUMERS PROVIDERS
CONSUMERS PROVIDERS TASKS
| Division -_\_:_: ‘ Provider Selections -'_>_'_‘ |Links E]
Admitted 12 || iConnect eLearning Library
| Provider Selections ) ‘
= iConnect Help Desk
Open 2
| My Management 3
| Notes
Current Active Cases
Complete
DOD OpenClose Open List
Pending
Pending Plans
| Alert Notes Ticklers Due
Unread Alert Notes 0 Medication Administration Record
| Plans () ‘
| Authorizations (>) ‘
Approved 15

3. Click the hyperlink of the Note you want to read. Once selected, your note will

appear.
O,pj iConnect

File Tools
Filters:
Status v |EqualTe v |Pending v ANDv¥ %
iConnectiD +
Search  Resst

2 My Dashboard Notes record(s) returned - now viewing 1 through 2

Wwelcome, Syhvia Baer Notes
/197024 12:02 PM

Siatus
Candral WSC12 Panding
Panaing

iCannect I0 M T
571 Tita, Foallin Confidantial Dooumpniation 1032022 APD iConnad Scavengar Hunt
215522 ™ it SRR i
Opj iCennect Last Uuda’:n:;‘:j/-g:;fmlwsclz
at 11/3/2022 2:35:41 PM
File  Tools
[ Notes J Notes Details

Division *
Note By * Gentral, WSC12
Note Date * 1032022 |
Program/Provider * Details
Note Type * [Confidential Documentation v
Note Sub-Type

Description

Note

December 20, 2024

APD iConnect Scavenger Hunt

On 11/3/2022 at 2:34 PM, WSC12 Central wrote:
I enjoyed the scavenger hunt. Thank you. -)

New Text

B I U 16px v A~
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agency for persons with disabilties Utilizing the Note Tab in the Provider &
State of Florida Consumer ReCOFdS

PRO TIP: Utilizing the filters can assist the user in finding Notes faster.

4. To remove the Note from your My Dashboard, navigate to Tools > Mark as Read
and Close. If you mark a Support Plan or Support Plan Provider Copy Note as Read,
you will no longer have access to that Note, therefore make sure to download that
document prior to marking it as read OR leave it as unread for future access.

) Rollin Tide Notes
(m iCennect Last Updated by CentralWsc12
at 11/3/2022 2:35:41 PM
File  Togls
Wark as Read
APD ~|
Central, WSC12
Hote Date * 1Az |
Program/Provider * ATest Provider v | Dietalls
Note Type * Confidential Docurnentation vl
Note Sub.Type v
Descrighon AFD iConnect Scavenger Hunt
On 11/3/2022 at 2334 PM, WSC1Z Central wrote:
I enjoyed the scavenger hunt. Thank you_ )
Note

New Toxt

| B 2 U epx - A=

To locate a Note from the Consumer Record marked as Read, navigate to the
Consumer Record > Notes tab to view any previously Read Notes. This will NOT work
with Support Plan or Support Plan Provider Copy Note Types.

Role
. Martin Kastner [Noteg |Sign Out
Om iConnect Last Updated by sylvia.baer@apdcares.org Senvice Provider Worker v

at 2/9/2023 12:08:35 PM
File Tools Reports

Quick Search

ADVANCED SEARCH

Consumers v Last Name v - 22
O Participating

MYDASHBOARDJ CONSUMERS L

Kastner, Martin (209730)

Diagnosis | Medications | Provider Documentation | Contacts

Demograpfics Mlilg&s” Forfys | Appointments

~)-Filters
Note Date v +
Search Reset

200 Consumers Notes record(s) returned - now viewing 1 through 15

Note Date Date

Note By Note Type Note Sub-Type Description Status

v Completed
02/19/2024 | Baer, Sylvia Support Plan Provider Copy Complete | 02/19/2024 No
nnnnnnnnnn Bane Cuhin Quemmntad | i Quemmnrtinn An s aniatinn Dmtinn
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NEW: Note Locations in iConnect — Consumer Record — Support Plan Note

WSCs have 30 days from the effective date of the Person Center Support Plan
(PCSP) to send the PCSP to the appropriate providers. The WSCs will send the
PCSP in a Note in iConnect within the Consumer’s record. WSCs will utilize the
WSC Advisory 2021-040 Person Centered Support Plan Updates to assist in
developing the Note.

1. Providers will monitor their My Dashboard to view any Pending or Complete

Quick Search
Consumers v [ Lasthame v & ADVANGED SEARCH
‘ MY DASHBOARD CONSUMERS PROVIDERS
CONSUMERS PROVIDERS TASKS

‘ Division ‘ ‘ Provider Selections ‘ ‘ Links ( ‘
Admitted 12 iConnect eLeamning Library

‘ Provider Selections ‘

iConnect Help Desk
Open 3

‘My Management ) ‘

‘ Notes
Current Active Cases
Gomplete 1
DOD GpenClose Open List
Pending 4

e ———

‘ Alert Notes ‘

Pending Plans

Ticklers Due

Unread Alert Notes 0 Medication Administration Record

2. Click either Pending or Complete to view the list view grid and select the Note
Type = Support Plan and Note Sub Type = Provider Copy

File Tools

) Filters
Status ~  EqualTo ~  Pending v ANDv | x

iConnectiD v +

Search  Reset

4 My Dashboard Notes record(s) returned - now viewing 1 through 4 /
[T iconnectin | Consumer I Note 1yuy I Note Sub Type | Notepate. | Subject [ Author [ staws [O] ]
| J200730 | Kastners, Martin | support Plan | Provider Copy | 121102024 |Pesp | Baer, synia |Penaing [0 | |

3. View the Note and Attachment. The attachment is able to be downloaded.

Append Text to Note

Status *

Date Completed

Attachments

Add Attachment

Attachments Grid
Document Description Category Aclion

mkPCSP.pdf Remove

REMINDER: Personal Health Information (PHI) will be included when downloading
the PCSP. It is the responsibility of all iConnect users to ensure that their systems
follow all HIPAA requirements.
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https://apd.myflorida.com/waiver/docs/WSC%20Advisory%202021-040%20Person%20Centered%20Support%20Plan%20Updates.pdf
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4. The Note will then be closed out. No additional updates should be made to the
Note. Do not change the status of the Note.

a. Ifthe PCSP is downloaded, the user will be able to go to Tools > Mark
as Read and Close

REMINDER: Providers are not required to mark these notes as Read, if they

choose to access the PCSP directly from the note as needed.

. 000 iConnect

File  Tools "/

!- Mark as Read Support Plan
| Mark as Read and Close Provider Cop

PCSP

LoSRLLT | Mark as Read and Close |

REMINDER: If the Support Plan note is marked as Read, the provider will no
longer have access to that Note.

b. If the PCSP is NOT downloaded, the user will be able to go to File >

Close Notes
Oflyﬁ:nnﬂf t

File Tools
History

Spell Check

Save Notes

Save and Close Notes

Print

Close Notes

Creating a Note in iConnect

Notes are a way for service providers and WSCs to communicate with APD staff
and each other through iConnect. It is crucial that if a Note is needed to be read by
an individual that they are added as a Note Recipient. A Note without a Note
Recipient is similar to an email in the Drafts folder, no one knows it is there. When
creating Notes, it is imperative to follow the proper workflow to ensure that each
step is followed. Utilizing the incorrect Note Type or Note Sub-Type could cause
issues for the recipient, which could potentially jeopardize services for our
consumers. Utilize the links provided earlier to ensure that you follow the
appropriate workflow.
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NEW: Uploading Attachments and Adding Note Recipients

There are times in which a user needs to upload a document in iConnect. This is
done in the Notes tab of either the Consumer’s record or the Provider’s record,
depending on the documentation being uploaded. The user may need to update the
name of a file with iConnect as well when attaching the document.

1. Navigate to the Notes tab of the appropriate record (Consumer’s record or
Provider’s record).

MY DASHBOARD ‘ CONSUMERS PROVIDERS

Kastners, Martin (209730)

Diagnosis | Medications | JsesviemRocumentation | Contacts
Demographics DiVIS\ s | Appointments
Filters

Note Date v +
Search Reset

212 Consumers Notes record(s) returned - now viewing 1 through 15

|| NoteDate | Note By [ Note Type Note Sub-Type Description Status | Date Completed
i - S

Anachmenl| ‘
|—— [ P— - - ,, [ - S [S— | p— 1

2. Go to File > Add Notes

File Tools Reports

Print Note Attachment(s) 1

Add Notes Consumers v Last Name hd
Print Add Notes

MY DASHBOARD CONSUMERS PROVIDERS

Kastners, Martin (209730)
Diagnosis | Medications  Provider Documentation ~ Contacts

Demographics | Divisions | Notes = Forms = Appointments
Filters.

Note Date v +

3. Fill out the fields as it pertains to the corresponding workflow.

Notes Details

Division *

Note By * [ Baer, Sylvia v
Note Date * 12102024 |2

Program/Provider * 4— [
Note Type * 4_.——- |
Note Sub Type s [~]

Description *____————' .

|B 7 U 160 v A -

vl

Note 4—
Date Completed
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4. |f an attachment is needed, click Add Attachment

Date Completed

Attachments

Add Attachment

Attachments Grid

5. A pop-up will display. Click Choose File

File Choose File | Majfile chosen
File Name (@) from uploaded file
() create new
Description
Category hd
Upload Upload and Add Another

Mote: Maximum size for attachment is set to 18.46 MBytes.

6. Select the appropriate file and click Open.

@ Open *x
T » Sylvia - Florida APD » attachments ~ [&] Search attachments -l

Organize * MNew folder =~ 0O @
> attachments Name Status Date modified
> Certificates | | Attachment.pdf 4‘-—__—- o 12/10/2024 215 PM
> Computer Basic Training @] W5C Note Types.docx @
> [l Desktop 0 chart.docx (=]
y DESKTOP B Doing Notes in iConnect.ppt (=]

MY ANTANIAD ARM e e PRI Tesieie o

File name: | Attachment.pdf v | | Al Files v

7. PRO TIP: The user can create a new name for the attachment to make the
attachment easier to identify.

a. Click the create new radio button

» ] Documents

e Choose File | Attachment paf
File Name (") from uploaded file

__.—’ (@ create new

Description
Category hd

Upload Upload and Add Another

Note: Maximum size for attachment is set to 18.46 MBytes.
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agency for personsw}fh disabilities Utilizing the Note Tab in the Provider &
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b. Type in the new name along with the extension of the file. The extension
should match the original extension.

File Choose File Arlacnme

File Name () from uploaded file
@ create new New Nam 4

Description
Category

Upload Upload and Add Another

Note: Maximum size for attachment is set to 18.46 MBytes.

c. Add a description if needed.

File Choose File | Attachment pdf

File Name () from uploaded file

® create new New Name_pdf

Description ‘-—-—

Category -
Upload Upload and Add Another

Note: Maximum size for attachment is set to 18.46 MBytes.

d. Click Upload
@ File Upload Form - Google Chrome - o %

2%  hssflapdstage.wellsky.com/training-humanservices/Dialogs/FilelUploadForm.aspx?ChapterD=2768Vie...

File Choose File | Attachment pdf

File Name () from uploaded file

@ createnew New Name.pdf

Description

Category

Upload and Add Another

Note: Maximum size for attachment is set to 18.46 MBytes.

PRO TIP: If there are multiple attachments needed in the same note, choose
Upload and Add Another

8. Add needed Note Recipients as indicated in the appropriate workflows.
a. Click the Lookup button

Attachments Grid
Document Description Category

New Name pdf

Note Recipients
Add Note Recipient ear
Note Recipients Grid

Name Date Seni Date Read Status

December 20, 2024 Page 12



Utilizing the Note Tab in the Provider &
Consumer Records

agency for persons with disabilities
State of Florida
b. Type in the name of the Note Recipient and click Search. Click the

correct Note Recipient.
Worker Search Popup
i

Search by: Search Text:

2 record(s) returned
2487 Baer, Sylvia Title Here Yes

PRO TIP: Utilize the Ctrl + F keyboard short cut can assist in the search if the
Last Name yields several results. Utilizing the keyboard click Ctrl + F and type in

the first name of the recipient. It will highlight the name(s) in the results.

erown, NN
Brovn, I
erown, [N
srown, [N
srown, [N
erown, [ NEGIN

erown, [N
Broun, I
Brown, I
Brown, I
rown, NN
Brown-Ferier, Mollié  Supported Living Coach
I
evv Brown ||, I
evv Brown, I
evv Erown, I
evv erown, I
evv erown, I
I .
|
|

9. Go to File > Save and Close Notes

q::}}]mnnect

File

Page 13
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Best Practices with Notes in iConnect

There are some best practices to help ensure that all iConnect users are successful
with iConnect.

1. Apart from the Support Plan Provider Copy Note and the Support Plan Notes (for
Providers of Non-WSC services), it is best practice for ALL providers to mark
Notes as Read to clear your My Dashboard.

a. Notes can also be marked as read from the list view of your Notes from
your My Dashboard.

i. Once logged into iConnect, select your appropriate Role and
press Go.

Role
4 weicome, NI My Dashboard s :
Q0 wConnedl /10/2024 11:21 AM g Sarvcs Frovior

File  Reports

Cuick Search

Conuman: v | Lasthiame v u ADVANCED SEARCH
i. On your My Dashboard, you will click the Notes you want to
view (Providers/Consumers and Pending or Complete).

MY DASHBOARL CONSUMERS | PROVIDERS
CONSUMERS PROVIDERS TASKS

Division

Provider Selections

Notes

Provider Selections My Management
43 Current Active Cases

3 Panding Plans

iii. From the list grid view, you can check mark all or a few of the Notes
from the right-hand side. Then navigate to Tools > Mark as Read.

Ivia Baer Notes
12:16 PM o

" opd icennect

Status - Complata v AND ®

Search Reset

14 My Dashboard Notes record(s) returnad - now wiewing 1 through 14

Pravider « NoteType Note Date Description Author Status.
Pravidas - 19166 Other 08192022 19166 scavenger hunt Warkar_19186, Training Complate
Provider - 19167 | cter 08192022 | 4D iConnent Scavenger Hunt - 15167 Worker_19167, Training Complete |
Provider - 19217 Cthar 08032022 | APD iConnect Scavenger Hunt warker_15217 Warkar_19217, Training Complats
| Pravidas - 18217 | thar |owtoz0zz | &PD i onnect Scavangar Hunt worker_15217 | Worker_19217. Tralning Complata |
(- 19220 [ Other |oarmmuzz | WoRKER_13220 | Warker_19220, Training Complete |
‘- 19221 Cithar oaT022 APD Connect Scavenger Hunt - worker_15 ‘Worker_19221, Training Complats
- 19222 Other oem2022 | 3 Worker_19222, Training Complets |
19223 Othar ] Norkar_19223, T Complats [
- 19226 Othar |omni2022 Workar_ 19226, Training Complats |
avides - 19228 | ther |oar1z022 | APD iConnect Scavenger Hunt 195228 Warker_19228, Training Complets |
r- 19232 Other 0812022 APD kconnect Scavenger Hunt - 15232 Workar_15232, Training Complate
ider - 19248 Other 08302022 APD) | Connect Scavenger Hust Worke_19248, Training Complete |
- 19248 Cthar 0802022 ADF | Connact Scavangar Hunt Warkar_ 19248, Training Complats
vidar - 19248 Expansion Intaks 02/192024 | Base. Syhia Complate
Fist | Praviows Rscords perpage| 15 | Mext | Last
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State of Florida Consumer Records
b. Notes can also be marked as read from the opened Note.

i. Once logged into iConnect, select your appropriate Role and press
Go. On your My Dashboard, you will click the Notes you want to
view (Providers/Consumers and Pending or Complete).

Role
Welcome, Sylvia Basr My Dashboard |Sign Out s
ogd iennect i il : [e———

File  Reports
Quick Search
Consumers v | Lesthams - &3 ADVANCED SEARCH
CONSUMERS PROVIDERS TASKS
Division Hotes. Links
Complate annect eLeaming Library
Provider Selections
Panding 5 vect Holp Dask

Notes Provider Selecti /| My Management
Bormplets od 43| CurentActive Cases
Panding 1 A 3 Pending Plans

ii. Select the Note you want to view.

Status v Equal To - Complsta & AND » H
Status +

Seanch  Resm

4 by Diawhboard Notes. record|s] rsurnes . now viewing 1 through 14

Provider - Micde Type Mode Dabe Diesscription Anrthas Status.
| Provader - 19186 | e Sl 102002 1918E scavanger hurt .'-Vow_wlﬁti Training Complata
| Provater - 19167 | omae | eerrazzz AP Catnact Seavengar Hunl - 19167 | Weiker_ 19167, Teaining | Complate
Providar - 19217 .'L'nh!f BE08R0ZD APD iConnaci Scavengar Hunt worker_15217 ‘Worker_15217, Training Complaby
[ Pravidar - 19217 .':n'ur 002022 APD [Connact Seavngar Hunt werkar_19217 | Wiarkedr_ 15217, Training Comipa
[ Provider - 19220 | Othar [esrmianaz WORKER_19220 [ Worker_19220, Training Completn
Providar - 19221 Oithar 0S2TR022 AFD iComnact Scavemgar Huni - werkar_15221 Worker_ 15221, Training Complab
Pravidar - 19222 e Lop) [y APD iConnact Stavengar Hunl - worker_15222 Wiaiked_15222, Training T
llirr.'r-dol 15225 l(JhH S&M1A0 22 apd lconnect scavenges hosk 19223 ‘Workes_13223, Training Complete
| Provider - 19226 | oot B TIR2022 ADP [Connact Scavenger Hum -19226 | Worker_15226, Training | Complate
| Provader - 19228 | o a0z APD iComnect Sciveager Hun -19233 Worked_15228, Trainig Comphatn
[ Providar - 19232 .'L'n'm R ma22 APD iconnect Scavenges Munt - 152352 Worker_15212, Training Complabe
Providar - 19248 .-'_'lmlr 8202022 APD | Connact Scavengar Huni Workeds_15248, Training Complata
[ Pragvidar - 1 —l‘-'ﬁ_ ! = i 'm .Cemwelu
Providar Expansion intake SR04 Basr, Syhvia 1]
First Pivioan Hacoeds porpage 15 | Nesd [F]

iii. Then navigate to Tools > Mark as Read or Mark as Read and
Close.

Qo0 iConnect

File Tools

NG Mark as Read and Ciose
= APD w
Nate By * Ceniral, WSC12
Note Date * 1oazozz |9
Program/Provider * A Test Provider w | Detals
Nate Type * Confidential Documentation .
Note Sub-Type v

Description APD iConnect Scavenger Hunt

On 11/3/2072 at 2:34 PM, WSC1Z Central wr

e e e
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2. Ensure the correct Note Recipient.

a. If you see that there are two individuals with the same name when
searching for the worker as a Note Recipient, reach out to the individual
and inquire into the Member ID.

633 Smith, Jessica
5135 Smith, Jessica

b. To find your Member ID, the Service Provider (Owner) can go to their
Provider Record > Workers and select the Worker's name. The screen
will show their Member ID for their agency. (Workers will have a different
Member ID for each Agency they work for.)

PRO TIP: The Service Provider (Owner) can edit the title for their employee in order to
ensure that the worker can be easily identified as an employee for their organization.

e Prowider = 19248 Workers |[Sion O
OO0 enmect

Lust Uigduted by syhoa baer @apdcares vy
B 523303 8:53:55 AM

File

Cuick Search

o] [ ol oo |

MY DASHBOARD | COMSUMERS PROVIDERS

Srovider - 19248 (19248

8 | Provices i) Numbers | Beos | Linked Provider: | Senvices Ares

EVV Actvies | EVV Schetwing | Forms | Conbacts | Enrlments | Authorizaiions | Weles | Appesiments | Cragentals

4 Prowidars Work Dﬂj Connect

| File

[Beecd 2l
Coon| o ers wamber D 8355
|ewn Lasi e

viorvet Supanisars

First Name % Sytvia

kg B
Backgrount CoackBipanincs |

3. Verify if a Note Recipient has “Read” the Note to determine if they need to be
added again.

a. Navigate to the Note you want to verify. Then scroll down to see the Note
Recipients.
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Provider - 19207 Notes
o weenmedt Wi fl
Filn Tosls
| ot Metas Delails
-
mocte iy

ks Cats

et Type
Nt Sub-Troe
Rt
= =
B4 v
Stran * Ty v
e o e
Snvccuins Farm 150
Attaerments
e DHO oy Aamen

Hote Recients,
: L Bule Resd MR D B >

Note Recipiefgs

Add Note Recipiet . Clear

Hame Date Sent Date Read Status Date Signed

Baer, Sylvia 08/24/2023 Unread Remove
Worker_19207, Training 1001172020 082412023 Read

b. If the Note is marked Unread, that means the Note is still on the recipient’s
My Dashboard. If the Note is marked Read, that means the Note is no
longer on the recipient’s My Dashboard. User will be able to resend the
Note to that user if needed.

i. Unread — The Note is on the recipient’s My Dashboard.
ii. Read — The Note is no longer on the recipient’'s My Dashboard.
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Troubleshooting

There are times when things do not go as planned. This section will help you to
determine why there might be issues with the Notes in iConnect.

1. Not getting a response to the Note | sent, or | was told | was added to a Note and |
don'’t see it.

a. Incorrect Recipient- Check the name of the recipients and determine if the
name was incorrect or if they have a different Member ID number. Reference
Best Practices with Notes in iConnect Number 2.

b. Verify that the correct Note Type and Note Sub-Type was used in the
workflow. (Not all providers have access to the same Note Types and Note
Sub-Types.)

c. Verify the Note was done on the proper Record. For example: If a Provider
sent a Note to a WSC from the Provider Record, the WSC would not have
access to that Note, since it is not part of the Consumer Record.

2. I am unable to respond to a Note or | was informed that a recipient was not able to
respond to my Note that | sent.

a. Check the Status of the Note. Notes in Complete status can no longer be
edited. To change the Status of a Complete Note, a ticket request must be
done. Not all Notes are allowed to be reversed and a New Note may need to
be done.

OO plomnea |

File  Tools

Dara0ed
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b. If the Note is in Draft Status, only the creator can respond to the Note. The
creator will need to follow the appropriate workflow and change the status of
the Note.

File  Tools
Hates
Notes Details
Division ¥
Mote By *
Moate Date ¥

Program/ Prosvider
Mote Type *

Hote Sub-Type

Description

Mote

Status *

Dte Completed

An astensk (7) indicates a required flei

AFDw
Provider, Syhia

ozignozd |

1 CARE LLC ] Details
Supparied Living vl
Sagned Implamantation Plan ~|

Signed implementation Plan

On 2/13/2824 at 19:84 AW, Sylvia Prowider wrote:
hiokes

Orafl__

3. I am not able to Save the Note | am creating.

a. If you are not able to Save due to the Division not populating, contact your
Regional iConnect Trainer.

File

Notes

) iConnect
Tools

Notes Details
Division *
Note By *
Note Date *

Program/Provider

Note Type *

Note Sub-Type

Description

Rollin Tide Notes
Last Updated by CentralWsC12

at 11/3/2022 2:35:41 PM

<

Central, WSC12
oz |@

v

[Confidential Documentation vl

| v

APD iConnect Scavenger Hunt

On 11/3/2022 at 2:34 PM, WSC12 Central wrote:
I enjoyed the scavenger hunt. Thank you. )

b. If you are not able to Save due to the Program/Provider not showing your
Agency, contact the WSC and asked to be added to the Provider Selection
Tab of the Consumer’s Record.

File Tools

Notes

December 20, 2024

| Notes Details

Division *

Note By *

Note Date *
Program/Provider
Note Type *

Note Sub-Type

Description

[Confidential Documentation vl

v

APD iConnect Scavenger Hunt

On 11/3/2022 at 2:34 PM, WSC12 Central wrote:
I enjoyed the scavenger hunt. Thank you. ;)
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