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Step-by-Step ID PASS

Introduction

The Agency for Persons with Disabilities (APD) uses an identity verification
process to verify an individual’s identity before granting access to APD
Information Systems. APD needs some key identifiers, such as name, date of
birth, and residential address, to uniquely identify an individual and facilitate the
identity verification process. APD also implements various technical safeguards
to control access to its Information Systems. APD needs some additional
information, such as phone numbers and unique email addresses, to facilitate
these technical safeguards. This system implements identity verification and
technical safeguards for creating and managing system access accounts.

Agency Owners are responsible for requesting access for their employees via
their Identity Proofing Admin Security (ID PASS) account, once established.

With ID PASS, agency owners can request access for their employees. When
requesting access, agency owners will indicate what role the employee needs
and specify whether the employee will need access to the iConnect system and
the EVV (Electronic Visit Verification) mobile site, or both.

. In order to access your ID PASS account, log in to APD
Direct at https://apddirect.my.idaptive.app/my and enter
H; your username, password, and multifactor identification.

Signn
This will open the User Management Portal, where you
will access your ID PASS account by clicking on the
ID Proofing Admin Security icon.
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IMPORTANT: Providers must not create User Account Requests (UARs)
for their employees using apostrophes in the name, as it creates issues
with the employee’s ability to log in and the ability for the user to access
RTF fields on notes and forms.

The following is a step-by-step guide for: adding a business agent, adding a
business employee, managing account requests, managing account holders,
and employee process of becoming active in iConnect
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ADDING A BUSINESS AGENT
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Step by Step ID PASS

In ID PASS, an Agency Owner can delegate another employee to register
workers by putting that employee in the ID PASS Business Agent role. The ID
PASS Business Agent role allows entry of User Account Requests into ID PASS
for the business’s employees and allows the Business Agent to specify the
appropriate iConnect roles for the employees. (The Business Agent will not be
able to edit any Business Agent or Business (Agency) Owner accounts. The
Agency Owner is the only entity that can edit the Business Agent. Only APD

can edit Business Owner accounts.)

The person(s) added as Business Agent should have either participated in
region sponsored APD iConnect training or completed all iConnect trainings in

TRAIN Florida before being designated as the business agent.

To Add a New Employee as a Business Agent

1.

Site Mawlgatbon *

In the Site Navigation menu (located on the left of the screen), select Add
Business Agent under New Account Request

2. Enter employee information on the Basic Info screen (Remember: you are
verifying this employee’s identity by adding the employee’s information,

specifically the date of birth and unique email address.)

3. When finished entering employee information, click Next
M N -

IMPORTANT: Do not create UARs for employees using

apostrophes in the name.
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4. Enter the employee’s residential address on the Residential Address
screen (The residential address is required because it is used with the identity
verification process.)

5. When finished entering the employee’s residential address, click Next

¢ Masic Tabo Fibes. Ravyinwe amal S

6. Select Roles for the employee on the Roles screen
a. Choose iConnect Main Roles and/or iConnect Electronic Visit
Verification (EVV) Mobile Site Roles (Remember: Only assign
roles the employee needs to complete their job duties.)
i. iConnect Main Roles

1. No Access — employee does not have access to
iConnect
2. Provider EVV Manager — employee can schedule
EVV primary workers and review EVV activities
3. Service Provider — employee has access to the
agency owner’s provider record in iConnect
4. Service Provider Worker — employee has access to
consumers’ records, where the employee has been

assigned as the primary worker
Haiic Lmlo Hesidastial fbdress. oy veve g Skt
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ii. iConnect EVV Mobile Site Roles
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1. No Access — employee does not have access to the
iConnect EVV mobile site

2. Service Provider — employee has access to the
agency owner’s provider record in the iConnect EVV
mobile site

3. Service Provider Worker — employee has access to
iConnect EVV mobile site

7. When finished selecting roles, click Next

8. Finally, review and click Submit under the Review and Submit screen

.

9. You will receive a Confirmation pop-up box that notifies you that adding the
Business Agent was successful

a. Once the request is submitted, an auto-generated email is sent to
the employee to create their user account or Register

b. You can now add another Business Agent or Business Employee
if you wish to do so

Confirmation
The user account request % the employes has been succeshuly subrmitiad b2 APD for processing,
The account requester will teceive an amal wth furher insiruciions.
BlEase cortel ICONMES hel dask if ey nesd lunher assistante

A Suinecs Agent |

| add awitbar Busindii Fivgidyes

To change an existing business employee to a business agent, please see
Manage Account Holders
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ADDING A BUSINESS EMPLOYEE

1. In the Site Navigation menu (located on the left of the screen), select Add
Business Employee under New Account Request

Site Mavigation
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2. Enter employee information on Basic Info screen (Remember: you are
verifying this employee’s identity by adding the employee’s information,
specifically the birthdate and unique email address.)

IMPORTANT: Do not create UARs for employees using apostrophes in
the name.

3. When finished entering employee information, click Next

oyt sl ol g, Warourmm amd Sasend

4. Enter employee’s residential address on Residential Address screen (The
residential address is required because it is used with the identity verification

process.)

5. When finished entering employee’s residential address, click Next

December 2025 Page 5



de Step by Step ID PASS
agency for persons with disabilities
State of Florida

Stake™: | L TN

6. Select Roles for the employee on the Roles screen
a. Choose iConnect Main Roles and/or iConnect EVV Mobile Site
Roles (Remember: Only assign roles the employee needs to
complete their job duties.)

i. iConnect Main Roles
1. No Access — employee does not have access to

iConnect

(Ml R b R sk 3t 2. Provider EVV Manager — employee can schedule
EVV primary workers and review EVV activities

s 3. Service Provider — employee has access to agency
\Consect Wa ks . owner’s provider record in iConnect
r“*:'; gt I 4. Service Provider Worker — employee has access to
— consumers’ records where the employee has been
o, S assigned as primary worker

ii. iConnect EVV Mobile Site Roles
* 1. No Access — employee does not have access to
iConnect EVV mobile site

2. Service Provider Worker — employee has access to

iConnect EVV mobile site

7. When finished selecting roles, click Next

8. Finally, Review and click Submit under Review and Submit screen
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9. You will receive a Confirmation pop-up box that notifies you that adding the
Business Employee was successful

a. Once the request is submitted, an auto-generated email is sent to
the employee to create their user account or Register (For specific
information on employee steps to registering, see Process of
Becoming Active in iConnect
b. You could add another Business Agent or Business Employee if
you have others to enter

Confirmation

The user account request o the employes has been succesiully subnmitiad i APD f0f processing,

The account requesier will receie an amai wiih Abar insiruchons,
Pliase confse] iConmes] help dedk if you nesd hnher aisistance

[ add Susiness Lgent

+I | add anether Bainess Fregioyes

MANAGING ACCOUNT REQUESTS

The Account Requests area will allow you to manage the different accounts you have
requested. You can edit account request, manage roles, send invitations, and
activate/deactivate accounts.

1. Select Account Requests in the Site Navigation menu

site Navlqalion+

i< - [+ L
New Acoount Reques?t
Asd Business Agsnt

Agd Business Empilayes

|¢':.=I
[
ID PASS

2. Check the employee(s) record you want to either edit, manage, send, or
activate/deactivate
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RESEND INVITATION TO EMPLOYEE TO REGISTER

Click Send Invitation, the employee will receive another auto-generated email and the
Request status will be updated with the new Link Sent by person, date, time

Remember: this is a time sensitive email, and it will expire in five (5)
days if the employee does not complete the actions in the email and you
will have to resend the invitation. Also, once the employee clicks on the
link, he/she must complete the registration process. If the link is opened
and the registration process is not completed, the employee cannot go
back and reopen the link to complete later. This will require a new link to
be sent.

S o [ T et v |

= I"—'

December 2025 Page 8



ocd

agency for persons with disabilities
State of Florida

Step by Step ID PASS

DEACTIVATING AN EMPLOYEE REQUEST

You should deactivate an employee request if it is determined that the employee does
not need access to APD iConnect and the EVV Mobile site.

1. Click Activate/Deactivate

e 3 I ol e—

T[]
{
]

2. Click OK on the pop-up box asking: “Are you sure you want to deactivate the
account request?’

T g e

3. Notice _the employee request has been deactivated

g [ 1

.
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MANAGING ROLES FOR EMPLOYEE
1. Select Manage Roles

2. Make changes to the employee roles by selecting the appropriate roles.

3. Click Save Changes

Identity Proofing Administrative
Si ity

EDIT ACCOUNT REQUEST

If you discovered that the email address for the employee is incorrect, you can
edit the account request and manually Send Invitation.

1. Select Edit Account Request

—— ] = = e T
e e e e e = e

2. Make appropriate changes and save, then Send Invitation
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ACCOUNT REQUESTED STATUS EXPLAINED

1. Submitted — information has been entered into ID PASS, but link has not been sent
to employee
2. Link Sent — indicates who initiated the auto-generated email and when it was sent,
employee needs to act on the instructions within the email within five (5) days
3. Registered — employee completed the steps in the auto-generated email (However,
it does NOT mean the employee has logged into APD iConnect at least once)
a. For confirmation, the employee has logged into APD iConnect,
check the worker tab in your provider record
b. If employee logged into APD iConnect, the name would appear in
the Workers tab
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4. Requested — exclusive to business owners — indicates the request has been

made for the email for registering login credentials
a. You won'’t receive a link to create a user account until you have at
least one active service authorization
b. The services that trigger the link to be sent are Personal Supports
and Respite and will also include Supported Living Coaching after
October 25, 2021.
c. Once you have a fully approved active service authorization, you
will receive an email that contains the link within a week

ACCOUNT ACTIVITY STATUS EXPLAINED
1. Active — account is actively working toward registered
2. Deactivated — account is no longer active
3. Area is blank — employee has completed the steps in the auto-
generated email

However, it does not mean the employee has logged into iConnect

MANAGING ACCOUNT HOLDERS

The Account Holders lists all employees on the Business Owner’s account. You can
edit accounts or deactivate the account from the Account Holders screen
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TO CHANGE AN EMPLOYEE TO BUSINESS AGENT

1. Select Account Holder from Site Navigation menu

site Navigation ¢

Horme

Peopis

) Aca Business Agent |
Acd Bussess Empoyes

2. Check the employee you want to edit

3. Click Edit Account button

mama [ ]
drasind devifer [
e [

O e L L Tl |

4. Check Change employee ID PASS role to: Select Business Agent
5. Click Save Changes
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DELETE ACCOUNT HOLDER

1. Select Account Holder from Site Navigation menu

Hite Mawvigation *

Hoene
Feopie

) And Business agant |
Al Puamaner ks Epkyes

ID PASE

2. Check the account you want to deactivate

3. Click Deactivate Account button

Step by Step ID PASS

4. Click OK on the pop-up box asking: “Are you sure you want to deactivate the

account?”

Wb hipte B g .
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Remember: when someone leaves your agency, you must deactivate the
account. Otherwise, it is a HIPAA violation for allowing an individual access to
confidential client information.

PROCESS OF BECOMING ACTIVE IN APD iCONNECT

. Once your employer has entered your information into ID PASS, you will receive an
auto-generated email from APD Online Applications User Account Service at:
apd.apps.noreply@apdfl.onmicrosoft.com

The email expires in five (5) days so you must act, or your employer will
have to manually email you the invitation again (Remember: check your
email daily, including spam and junk folders). Also, do not click on the link
in the email until you have time to complete the registration process. If
you click on the link and do not complete the process, you cannot return
to the link later to finish the process. A new email will have to be sent.

. Click on the link to register your user credentials for APD Online Applications (i.e. APD
iConnect and/or EVV Mobile site). (Completing the registration process creates
your account in APD iConnect.) The email that you will receive looks like this:

The link is time-sensitive and will expire within five (5) days.

B e S et e b ety g b b s e WPD Cniew B g w

oy e ' During the process (after you
' s clicked the link in the email),

FoRlow these instructions %o complete regiswration for your new APD Oniine Applications account inactivity for more than 20

4 ' minutes will result in being timed
; out and you will have to start over
Play pciiesin yor om pmemed for AP Onling Applicsiony, Mass Il s bk falne s pomplihe T syghaivaion pracovy With VOUI’ employer resendinq VOU
= ST e the link.
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. Once you have registered your login credentials, you will receive the following email:
APD APPS NoReply

:(01: oo mi

Dear i

Thank you for registering with APD.Direct. Your account name is:

=y rpiand direct

Please save this account name and keep it for your records. A Multi Factor Authenticafion Getting Started User Guide is available to help you log in.

APD Online Applications User Account Senice

SAVE this email, you may need it if you forget your username

4. Next, Login to iConnect to complete the registration process (This allows your
employer to link you as a worker and assign consumers to you as a provider)

December 2025 Page 14


mailto:apd.apps.noreply@apdfl.onmicrosoft.com

Q

agency for persons with disabilities

State of Florida

Step by Step ID PASS

The steps to log in to iConnect are:
i.  Login to the user portal https://apddirect.my.idaptive.app/my

ii. Selectthe APD Applications icon (Note: the other icon
iConnect EVV is the icon for accessing the EVV mobile site

‘37 Applications

All Apps Q L
CyberArk Identity User
Portal H
&3 Applications Connect EVV

iii.  Click on the iConnect icon (Note: if you click on the APD
Direct User icon it will take you to the prior window as seen

Applications
Qs PP

== Filter Search by: All

a Identity User Portal ¥ Folders (3)

C—>

38 Application

@ Device: Aid PowerPoints

N—  Activity

@ Account

iv.  Congratulations! You have successfully signed in to APD
iConnect and your employer will see your name on the
Worker’'s Tab in the provider’s record

5. If you do not complete the process within the five (5) days, your link
expires
a. Contact your employer to send a new link again
b. Begin the process again once you receive the new email

If you do not remember your username and password you used when you
created the user account, you must complete the following steps:

1. To recall your username, you can find the email the system sent you upon creating
your user account
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APD APPS.NoReply

To

Dear & i

Thank you for registering with APD.Direct. Your account name is
e pen@apd.direct

Please save this account name and keep it for your records. A Multi Factor Authentication Getting Started User Guide is available to help you log in

APD Online Applications User Account Service

2. Then, CALL the APD IT Help Desk at (833) 400-3420 to request a password
reset

If you need resources regarding iConnect processes, please refer to the resources
and reference materials located on the iConnect eLearning Library for additional
information or your local regional trainer(s).
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