Q Document Services using the Provider Documentation tab

agency for persons with disabilities
State of Florida

Documenting Services using the Provider Documentation tab of
the Consumer’s Record.

Introduction

Upon a Consumer receiving services, Providers are required to track and maintain
those services and the details surrounding them. These details can include a
variation of record keeping methods based on the type of service(s) rendered.
The documentation types include Progress Notes, Attendance Logs, Service
Logs, Trip Logs, or a combination of documents.

This job aid will encompass using iConnect to record services using the Provider
Documentation Tab of the Consumer’s record. If services are required to use the
EVV system, this aid will not address those tasks, please refer to the EVV
Information and Training Material website.

How to use this job aid: to understand how to fill out the Provider Documentation
Screen, use the “Intro to completing Provider Documentation Screens with
detailed images” section. This provides detailed instructions on how to complete
the required fields of the Provider Documentation screen. Once familiarized with
how the Provider Documentation record can be completed, use the
Documentation specific sections as a quick reference to complete the required
documentation (Service Log, Monthly Summary, Annual Report, etc).

Please refer to the Developmental Disabilities Individual Budgeting Waiver
Services Coverage and Limitations Handbook for specific documentation
requirements. Services provided after the implementation of iConnect must be
added to iConnect prior to billing. Once a service is live in iConnect, the
contracted vendor monitoring handbook compliance will look for documentation in
iConnect.

Intro to completing Provider Documentation Screens with detailed images
1. To begin, log into iConnect and set Role = Service Provider or Service Provider
Worker. Click Go
Walzemne, | My Dashboard [Sign Out Role "

—
QL0 ennect ILINRM221029M = Sevice Provider vf\w‘
A

File Reports

Quick Search

) Padizipatag

MY DASHEOARE COMSUNERS | “ROVIDERS
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2. Navigate to the Consumer’s record.

a. Type the consumer’s last name in the Quick Search text field (first field on
the left)

b. Ensure that the second field contains Consumers, third field contains last
name and click “Go

Role
. Welcome, My Dashboard sign Out
Ot’l‘d iConnect 12/6/2022 B:56 AM Y ! Service Provider

File Reports

Quick Search

e i —_ ———
C Demonstrations > - Consumers ———h@e_) —_— @ ADYANCED SEARCH
_—

‘ MY DASHBOARD CONSUNMERS FPROVIDERS CLAIMS SCHECULER UTILITIES REPORTS

3. Click the Provider Documentation tab > click File > Add Provider

.
Documentation.
Lyre Damonstrations Provider Sign Out Role
Gpd iCcennect Last Updzted by - s = Documentation Sewvice Provider v @
at 11/30/2022 11:45:34 AM
File Tools Ticklers
Print
ick Search
- )
CansumArs - last Namre ~ w AUVANGED SEARGH

O Participgting

MY DA OLRD ‘ COMSUMERS PROVIDERS
Demonstrations, Lyre (215€662)

Diagnosis | Medicati Provider N i Contacts

Demographics | Motes | Ferms | Appeiniments

4. The Provider Documentation Details page is displayed. Update the following
fields:

a. Start Date: Use the Calendar icon to select the date. The date will not
change until the date is selected in the calendar menu.

Start Date * ‘Start'
o Start Date * start " 1
1120202 (E), [ - o, oo |2
= 11302022 | | gz = T~
@ Mo vz v] O] (0 fowvizwr v 0 e G vimz v ©
Jan y
Su u We Th Fr Sa Su M Feb Ne Th Fr Sa 4 Sy Mo Tu We Th Fr Sa
{ Mar 2 3 4 5
1 2] 3| af s Apr f 12
|l 8  May 8 10| nj 12| —— .
6 7 8 9 10|11 12 | Falmlun. Beal e a| 4 5| ez 8 9
= 10 1 12 15 18
13 14 15 16 17 18 19 2@23 24/[-25][-zs) | |
E i = Pl = j 17 18 18] 20731 22 2
S s el ey e e & . |[ 24] 25| 28] 27| =za| 20/ a0
27| 28/ 29 30 . MNov 1
= Units Dec [i] 3

Updated May 2024 Page 11



L Document Services using the Provider Documentation tab
agency for persons with disabilities

b. Start Time: Use the Clock icon to make the selections. Select the Hour
with thgmcm:prrect AM/PM and then type in the Minutes.

Start Time Start Time

3:00 PM ® [5:15 PM ®

c. End Date: End date may automatically populate to the same date, but if
not make selection using the Calendar icon.

d. End Time: Make selections from the Clock icon for the Hour and type in the
Minutes.

e. Click Add. | Aad

Activity Times.

‘ Start Date * | Start Time | End Date * ‘ End Time ‘TI]W\ Minutes ‘ ‘
‘n?;'4r2u22 [=] | 3:00 PM © |mr4-‘zuzz ] ‘ 315 PM ® ‘ Q add ) ‘ ‘

Notice a new line that appears for dates and times, do not add a second date unless
instructed otherwise.

5. Click the box next to the Auth ID field that contains an ellipsis (three dots) to
display a list of authorizations. There are specific circumstances in which you may
skip this step, but that will be listed in the documentation specific instructions.

Authorization

Auth 1D

a. Using the Filter Options can assist with locating the necessary Auth ID.
b. Use the Green + to add filters.

Filters

Auth ID w ®

-'.-'. ] . .I__.

c. Make the appropriate selections from the dropdown menus.

Filters
Start Date L Graater Than W 07 /012022 —II AND w x
Auth 1D +
Auth Date
Start Date — —

End Date
{ aurh Servicz ID
Service
Max Units
Auth Service ED| Status
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d. Use the Red X to remove filters.

Filters-
Start Date w Equal To v o7/01/2022 il AND W x
Servize ~ Equal To - AND W
Auth ID ~ +

e. Click the Search button.

6. Click the Authorization. The Authorization ID is populated on the Provider
Documentation details page.

Filters

Start Date v Equzl To v 07/01/2022 —] AND W o

Auth iD v &

[ Search [ Reset |
ﬁ Auth Search record(g) returned - now viewing 1 through 1
+
Auth ID Auth Date Provider Start Date | End Date
[ | 257185 11/30/2022 | Simulatian Provider 07/01/2022 | 06/30/2023
First Previous Records per page 15 | Next Last

7. Verify that the Division and Provider information have been populated. If they are
not, use the dropdown menus to make the appropriate selections.
Activity Details

Division

Provider [ Sirnulation Provide % | Detzils

8. Associated Service can be chosen when inputting Annual Report, Quarterly
Report, and any other provider documentation for quick reference in the Provider
Documentation tab of the Consumer’s record. Select the appropriate service
associated with the provider documentation from the drop-down menu.

Associated Service [ ~]
|L\ie Skills Development 3 -
Life Skills Development 4
QOccupational Therapy
Personal Emergency Response Systems
Total Cost Personal Supports

Physical Therapy

Private Duty Nursing

Documentation Type

ResHab BF
ResHab IB
ResHab Standard
Residential Nursing
Respiratory Therapy
Respite
Skilled Nursing
Specialized Mental Health Counseling
Speech Therapy
Supported Living Coaching
Transporiation

Note Waiver Support Coordination
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9. Documentation Type can be chosen when inputting Annual Report,
Quarterly Report and any other provider documentation for quick reference
in the Provider Documentation tab of the Consumer’s Record. Select the

appropriate documentation type associated with the provider documentation
from the drop-down menu.

Documentation Type ~

Annual Report

Daily Attendance Logs
Monthly Summary
Progress MNote
Cuiarterly Summary
Service Log

Trip Log

Document Services using the Provider Documentation tab

Total Cost

10.Click the box next to the Service field that contains an ellipsis (three dots) to
display a list of services for this authorization.

Activity Services
Service * e 8 Total
Units *

a. Select the Service.
, | DialogVendor3erviceSelectPopUp

I Search Ely: Search Text: v T o
Sel ervicelode daTyCa0e| Service UnitCostUnitType EffectiveDate EndDate SvcStartDate) SvcEndDate WServicelD) ' uth Used Remaining
- (4080 Ufe
Skils —
. 5225 | §5135:UC | S5125:UC Df:i‘-‘";'”e": 213 ;r;ns 114292021 07/01/2022| 08/30/2023| 351237 | 156506 200 0.00| 400.00 >
[Community
) Inclusion) _,_,J--/

b. The Activity Services details are populated on the Provider Documentation
details page.

11.Verify/update the number of Units as needed. Some services are programmed to

populate this field, whereas other services are not programmed to populate this
field.

a. In the first example, the units cannot be changed. In the second example,
Units were updated. Notice the difference in the shade of the boxes,
editable fields have a white background.

Activity Services
service * 20 B fm A Crras e e g Total Cost $37.58
N - =

Rate $3.13

Secondary Code £5135:UC

Activity Services

Service* e el | Coa |
Rate 50.00

Secondary Code

Total Cost $0.00

Unit Type Units

12.Provider Documentation Type = Select as needed.
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a. Use the scrollbar to see all the selections.

Documentation

Provider
Documentation

Type*

Annual Report

Daily Attendance Log
Monthly R&B
Monthly Summary
Pragress Nole
Quarterly Summary

Trinl oo

as | A |w |¥Y

b. The caret pointing to the right will move selections to the box on the right.
i. Single caret moves the selected options.
ii. Double carets move all the items.

Documentation

Provider
Documentation

Type

Annual Report

Daily Attendance Log
Monthly R&B
Monthly Summary
Progress Note
Quarterly Summary

Trinloa

vvv)

)2

I

c. Ctrl + Mouse Clicks can be used to make multiple selections at one time
(example below).

Documentation

Provider
Documentation

Type *

Daily Attendance Log
Monthly R&B

Monthly Summary
Progress Note
Quarterly Summary

d. Selections should be moved to the box on the right.

Documentation

Provider
Documentation

Type *

Daily Attendance Log |-_ Annual Report
Monthly R&B r Progress Note
Maonthly Summary IL Quarterly Summary
Trip Log

Service Log IL

Bl

e. Ifincorrect selections were made, use the caret pointing to the left to
move those selections back into the original menu on the left.

i. Single caret moves the selected options.
ii. Double carets move all the items.

Documentation

Provider
Documentation

Type *

Updated May 2024

Annual Report

Daily Attendance Log »
Monthly R&BE Progress Note
Monthly Summary Quarterly Summary
Trip Log '

Service Log
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13.Note - Enter details of the services provided to the consumer by typing in the text

box.

(B2 E] ont - A -

The following is an example and may not meet your specific handhook -
requirements. | picked Lyre up from hic home at 3Pm and frsy & 0 0 B0yl Lk
wasied ia 3ee the new Wender Wornar seve thal jue! came e aec alenyisr chaas i
B LMD D EE !*’I‘“”a'lﬁ’.'ﬁm“l"l'ﬂﬂ v
I -l Toee ol iy Bl e el el o el B M B b o’y g’ - e
:"‘ﬂ-l-"l-. B T A N g AT T S S P TR e e N O R
e "l Vel e | ol el v Wil i il el P il ey i i

I P THE T S O T N T YR . N RS T
el o e BB el s T e oo ool By e b Tenl P len'm oelasies .

-

49212 charactars remaining

14.Status - Can be updated by using the dropdown menu. This should be changed to
Complete once the activity is finalized and prior to billing.

Worker* s B -I
Status

Pending
Total Cost b(:oete _57.56

15.File > Save and Close Provider Documentation.

Updated May 2024

Opd iCoennect

File

Spell Chack zl @
Save Proy - |:
Save and Close Provider Documentation
Print 5

Close Provider Documentation

FLLIVILY LT

Page 16



Q

agency for persons with disabilities
State of Florida

Document Services using the Provider Documentation tab

Daily Attendance Log

Service Providers will document activities for the following services on the
Provider Documentation tab in iConnect:

e Life Skills Development 3 (Adult Day Training)

o Life Skills Development 4 (Prevocational Services)

¢ Residential Habilitation Services

Please refer to the Intro to completing Provider Documentation Screens with
detailed images for instructions on how to complete each field.

Notice that Attendance Logs are unique in that one provider documentation
activity will contain multiple dates, depending on the type of service provided.
e Daily Attendance Logs for ResHab Services will contain all dates of service
for the month.
o ResHab Services must be 24+ days to use the monthly rate. If the
Service provides less than 24 days, the service must use the daily
rate.
e Daily Attendance Logs for LSD3 and LSD4 Services will contain all dates of
service for the week.

1. To begin, log into iConnect and set Role = Service Provider or Service Provider
Worker. Click Go.

2. Navigate to the Consumers record and click the Provider Documentation tab >
click File > Add Provider Documentation.

Rele
PR Lyre: Drmonsliativi Provider  [sqn O

Q0 iCennedt ast Uprater by - . Documentation S P ~|

3t LI/BUAAUEE 145 A

Comnr o v | Lt v M ADVANCED SEATCH

W NAGHADARD | CONSINMERS PROVIDFRS
Damonstratizng, Lyrs [215652)

Disgrosis  Madicaions | Provider Documentation | Conwacts

Demographics  Metss | Farms | Aopotments

3. The Provider Documentation Details page is displayed. Update the following
fields:

Start Date: Select the Date of Service.

Start Time: Select the start time of the service
End Date: Select the Date of Service.

End Time: Select the end time of the service
Click Add.

©®ao o
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IMPORTANT: Repeat this step to add all the days in which this individual
received services for

o the week when documenting daily attendance for LSD3 and LSD4
o the month when documenting daily attendance for Residential
Habilitation Services
= Additionally, when Residential Habilitation services are
approved (with either the monthly or the daily rate) the start
date can be the beginning of the month and the end date can
be the last day of the month (ie: intervals).

o fForexample:
01/01/2024 12:00AM - 01/31/2024,11:59PM

» [fan individual is not at the home during specific dates within
the month, then there will be multiple intervals.

e For example, when an individual resides in the
licensed facility on weekdays, then intervals can
include 01/01/2024 12:00AM - 01/05/2024,11:59PM

01/08/2024 12:00AM - 01/12/2024 11:59PM
01/15/2024 12:00AM - 01/19/2024 11:59PM
01/22/2024 12:00AM - 01/26/2024 11:59PM
01/22/2024 12:00AM - 01/26/2024 11:59PM
01/29/2024 12:00AM - 01/31/2024 11:59PM

4. Click the box next to the Auth ID field that contains an ellipsis (three dots) to
display a list of authorizations.
Buthorization

Auth 1D

IMPORTANT: Ensure the appropriate Authorization ID is chosen for the
appropriate timeframe of service provided. If there is a need to obtain a new
auth id with the day rate, Providers must contact the WSCs and withhold
documenting the service until the WSC makes the change in the consumer's
cost plan and issues a corrected Authorization.

5. Click the Authorization.

a. The Authorization ID will populate on the Provider Documentation details
page.

Updated May 2024 Page 18



agency for persons with disabilities

State of Florida

Document Services using the Provider Documentation tab

Filters

Start Date v Equal To ~ 07/01/2022 ™ AND w £

Auth ID v +

| Search | Reset |
[1 Auth Search record(s) returned - now viewing 1 through 1
‘ +
! Auth ID Auth Date Provider Start Date End Date
| @ | 257185 11/30/2022 Simulation Provider 07/01/2022 06/30/2023
First Previous Records per page 15 | Next Last

6. The Authorization ID will populate on the Provider Documentation details page.

7. Add the Associated Service from the drop-down menu.

Associated Service [ -
|Life Skills Development 3 -
Life Skills Development 4

Occupational Therapy

Documentation Type

Personal Emergency Response Systems
Total Cost |F'ersunal Supports

Physical Therapy

Private Duty Nursing

ResHab BF

ResHab 1B

ResHab Standard

Residential Nursing

Respiratory Therapy

Respite

Skilled Nursing

Specialized Mental Health Counseling

Speech Therapy

Supported Living Coaching

Transportation
Note Waiver Support Coordination

8. Add the Documentation Type from the drop-down menu.
Documentation Type -
.

Annual Report

Daily Attendance Logs
Monthly Summary
Progress Mote
Cuarterly Summary
Service Log

Trip Log

Total Cost

9. Click the box next to the Service field that contains an ellipsis (three dots) to
display a list of services for this authorization. Select the Service. The
Activity Services details are populated on the Provider Documentation
details page.

Activity Services

Jervice * Total

Umnits *

Updated May 2024 Page 19
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10.Verify the number of Units is populated. If needed, populate this with the quantity
of units being documented (ex. Monthly ResHab services require manual entry).
Note the Total Cost value changes as the number of Units change.

Activity Services

Service * prg ] = b e T Coreeereet v g e Total Cost $37.56
= S -

Rate 8313

Secondary Code £5135.UC

Activity Services

Service* For o e “iverarpnr [ | Clear | Total Cost $0.00

Rate 50.00
Secondary Code e AN

Unit Type Urits

11.Provider Documentation Type = Select Daily Attendance Log.
a. If additional selections are needed, make those additional selections too.

Documentation

Daily Attendance Log
Provider Monthly R&B
Documentation Monthly Summary
Type * Progress Note
Quarterly Summary
Trin | oo

12.Note = Enter details of the services provided to the consumer and ensure to
document when the individual is not in the home and receiving other services.

a. Forexample: At ADT from approximately 8:00am- 3:00pm every weekday

during January except for Monday 1/15/2024 where the ADT was closed
for the holiday.

13. Status = Complete.

OO0 itennect

tners Provider Decumentation

14. Click File > Save and Close Provider Dééumentation.

Page 20
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Monthly Summary

A monthly summary is a written summary of the activities that took place during
each month, including the consumer’s progress toward achieving goals. Add the
Monthly Summary as a separate activity using the 0000-WVR Code.

Please refer to the Intro to completing Provider Documentation Screens with
detailed images for instructions on how to complete each field.

For ResHab Providers: Monthly summaries may be submitted if the provider choses
to do a monthly summary each month rather than a quarterly summary

Add the Monthly Summary as a separate activity using the 0000-WVR Code:

1. To begin, log into iConnect and set Role = Service Provider or_ Service Provider
Worker. Click Go.

. Role —
e g Welcome, My Dashboard [sign Out i
O‘\: i‘ A nl‘(‘f‘ 11/30/2022 1:02 FM v Y g Service Previder | @;
Flle Reports
Auiiale Camenbs

2. Navigate to the Consumer’s record and click the Provider Documentation tab >
click File > Add Provider Documentation.

- Rolz
A g Lyre Dernenstialivis Provider Sign Out 3
Q0 ilCennect Les: Updeted by = . Documentation S Py der - &

2t 1L/30/2022 11145124 MM
Fllz Toale Tieklers

e
Agdd Provider Docurmentation
I

Print

Consumss = v | lasNamz

WY DAZ OAFD| CONSUMER S PROV DERS
Demcnstratians, Lyre (215662)

Clagnosls Provider Contacis

3. The Provider Documentation Details page is displayed. Update the following
fields:

Start Date: Select the Date of Service.

Start Time: Select the start time of the service
End Date: Select the Date of Service.

End Time: Select the end time of the service
Click Add.

© Qoo

4. SKIP the AUTH ID Section

5. Since the Auth usually populates the following fields, make sure to complete the
following additional sections (select from dropdown menu).

a. Division = APD

Updated May 2024 Page 21
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b. Provider = The organization represented

Authorization

Auth 1D -ij‘r SKIP ]
Activity Details

Division

Provider [ F. |

SRR SR imulation Provider .

6. Associated Service can be chosen when inputting Annual Report, Quarterly
Report, and any other provider documentation for quick reference in the Provider
Documentation tab of the Consumer’s Record. Select the appropriate service
associated with the provider documentation from the drop-down menu.

Associated Service [ ]
‘L\fe Skills Development 3 -
Life Skills Development 4
Occupational Therapy
Personal Emergency Response Systems
Total Cost | Personal Supports

Physical Therapy

Private Duty Nursing

ResHab BF

ResHab IE

ResHab Standard

Residential Nursing

Respiratory Therapy

Respite

Skilled Nursing

Specialized Mental Health Counseling

Speech Therapy

Supported Living Coaching

Transportatien
Note Waiver Support Coordination

Documentation Type

7. Documentation Type choose Monthly Summary.

Documentation Type |I'u"|1}r'|1hl3f Summary w |

8. Click the box next to the Service field that contains an ellipsis (three dots) to
display a list of services for this authorization. Select the 0000-WVR Service.

DialogVendorServiceSelectPopUp

x
Search By: secondary Cofs W Search Text ol
ServicelD | ServiceCode | SecondaryCode Service UnitCost | UnitType | EffectiveDate | EndDate | WServicelD | Maxduth |Used| Remaining
5275 D000-WYR D0O00-WVAR provider additional DocurnentEtion oo umits 07/01/2021 251436 o o 1]

If the 0000-WVR Service is not available — contact the WSC to have a Provider
Selection Record for your organization added to the consumer’s record.

9. Update the number of units to 1.

Activity Services

Service * 0000-WVR Provider Additional Documentation “m Total Cost $0.00
Units *

Rate 50.00

Secondary Code 0000-WVR

Unit Type Units
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agency for persons with disabilities

State of Florida

Document Services using the Provider Documentation tab

10.Provider Documentation Type = Monthly Summary

11.Note - Enter the summary of the activities that took place during the quarter,

including the consumer’s progress toward achieving goals, in accordance with the
iBudget handbook.

12.Status = Complete

Q0 Connect Martin Kastners  Provider Documentation
; 5/16/2024 9:26 AM
Flle

AN asterisk (*}) indicates a requireq field

Activity Times
Stari Date * Start Time End Date * End Time Total Minuies
05162024 |7 900 AM C] 05162024 | 4:00 PM c 420 Delete
05) (=] 2za_ |3 & Add
origation
Auth 1D PA Number
Activity Details
Division AFD v Status Complete v
Provider [Provider - 10248 s | Details Associsted Service Lile Skilis Development 1 w|
Worker* Bagr, Syvia Lockup  Clear Detais Documentation Type Monthty Summary
Activity Service,
Service * 14 Providar Additional Decumentation ... Cloar Total Cost $0.00
Units i
Rate $0.00
Secondary Code D000-WVR
Linit Type Units
Documentation
B I U 5~ A-
[Annual Raport | » | [Monthly Summary Put in the appropriate documentation for the service from details rom the services rendered.
Dalty Attendance Log | £l Ba ensuira to meat ihe iBudget Handbook standards of senvices renderad and
Monthly RSE [ documentation
Provider Documentation Type * | progracs Note ) Note
Quarterly Summiary | 5
Service Log |
Trin Lo =

13.Click File > Save and Close Provider Documentation
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Quarterly Summary

A quarterly summary is a written summary of the activities that took place during each
quarter, including the consumer’s progress toward achieving goals. The third
quarterly summary is also the annual report. The third quarterly summary also serves
as the annual report and must include a summary of the previous three quarters.
Add the Quarterly Summary as a separate activity using the 0000-WVR Code.

Please refer to the Intro to completing Provider Documentation Screens with
detailed images for instructions on how to complete each field.

Add the Quarterly Summary as a separate activity using the 0000-WVR Code:

1. To begin, log into iConnect and set Role = Service Provider or Service Provider
Worker. Click Go.

Role p——
~ g Welcome, | My Dashboard [Sign cut a—
OO0 iCenneck 11/30/2022 1:02PM 4 Y ! Service Provider V(i\uﬁd‘/

File Reports.

Auiale Qanmal

2. Navigate to the Consumer’s record and click the Provider Documentation tab >
click File > Add Provider Documentation.

_ Rola
Lyre Deronstralivns Provider Sign Out

O Wennedt Les: Updzted by - - Documentation Senvice Provider - &3
U1LAE0AEULL 1115131 AN
File Tools Ticklers

e

@:mmcr Jocumeniation

o
Print

consumal -3 - LagiNama “ @ ADVANCED SEARCH

[ Partic Pgring
MY DAZWANARD CONSUMIRS PROV DR
Damaenstrabons, Lyre (216662)

Tizgrasis  Medications | Pravider Documentation Dartacs

Zemograghics  Moles  Fomms | Appo mments

3. The Provider Documentation Details page is displayed. Update the following
fields:

Start Date: Select the Date of Service.

Start Time: Select the start time of the service
End Date: Select the Date of Service.

End Time: Select the end time of the service
Click Add.

© Qoo

4. SKIP the AUTH ID Section

5. Since the Auth usually populates the following fields, make sure to complete the
Updated May 2024 Page 24
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following additional sections (select from dropdown menu).
a. Division = APD
b. Provider = The organization represented

Authorization

Auth 1D -._-]: SKIP ]

Document Services using the Provider Documentation tab

Activity Details

Division

Provider | N |

Activity Services mulafion Provide

6. Select the appropriate service associated with the provider documentation from
the drop-down menu.

Associated Service [ v
‘LITE Skills Development 3 -
Life Skills Development 4

Occupational Therapy

Decumentation Type

Personal Emergency Response Systems
Total Cost ‘ Personal Supports

Physical Therapy

Private Duty Nursing

ResHab BF

ResHab 1B

ResHab Standard

Residential Nursing

Respiratory Therapy

Respite

Skilled Nursing

Specialized Mental Health Counseling

Speech Therapy

Supported Living Coaching

Transportation
Note Waiver Support Coordinafion

7. Documentation Type will be Quarterly Summary.

Documentation Type [Quarterly Summary  w|

8. Click the box next to the Service field that contains an ellipsis (three dots) to
display a list of services for this authorization. Select the 0000-WVR Service.

DialogVendorServiceSelectPopUp »
Search By- Secondary Code W Search Text: ~ancel
SamvicelD | Servicedode | SecondaryCode Service UnitCost | UnitType | EffectiveDate | EndDate | VServicelD | Maxtuth |Used | Remaining
5575 Q000-WWR | D000-WVR Provider Additional Documentation o.o0 Units O7/01/2021 251236 a [+] o

If the 0000-WVR Service is not available — contact the WSC to have a Provider
Selection Record for your organization added to the consumer’s record.

9. Update the number of units to 1.

Activity Services

Service * 0000-WVR Provider Additional Do cumentation | | Clear | Total Cost $0.00
Uniits *

Rate 5000

Secondary Code 0000-WVR

uUnit Type Units

10.Provider Documentation Type = Quarterly Summary
Updated May 2024 Page 25
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11.Note - Enter the summary of the activities that took place during the quarter,
including the consumer’s progress toward achieving goals, in accordance with the

iBudget handbook.
12.Status = Complete

13.Click File > Save and Close Provider Documentation.

Q0 iCennect
File

An asterisk (") indicates a required field

Activity Times
Start Date * Start Time End Date * End Time Total Minutes
05162024 |08 900 AM ‘ 05n62024 M 400PM 420 Delete.

; = / g
e

o e oY
rovider [Provider - 19248 | Detaits Associated Service Uife SKils Development 1 =
work Baer, Syv T e [ Domdso e ey S
Activity Services
Service * 0000-WVR Provider Additional Documentation . Cear Total Cost §0.00
Rate 50.00
Secondary Code DO0G-WVR
Unit Type Units
Documentation
B I U A
| jice from details from the senvices rends
L-__ iards of services renderad and
[»
Provide Documentabon Typs -
Bl
Annwal Repart |50
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Document Services using the Provider Documentation tab
Annual Report

An annual report is a report of the supports and services received by a consumer
throughout the year, a description of progress toward meeting their goals, and any
pertinent information about significant events that occurred in the consumer’s life

during the previous year. Add the Annual Report as a separate activity using
the 0000-WVR Code.

Please refer to the Intro to completing Provider Documentation Screens with
detailed images for instructions on how to complete each field.

Add the Annual Report as a separate activity using the 0000-WVR Code:

1. To begin, log into iConnect and set Role = Service Provider or Service Provider
Worker. Click Go.

i Role —
ol gn Welcome, i My Dashboard sign Cut —
Q0 iCoennect 11/30/2022 1:02PM W Y ‘ Service Previder el @)
Flle Reports T

2. Navigate to the Consumer’s record and click the Provider Documentation tab >
click File > Add Provider Documentation.

Rola

P Lyre Demonstrativnis Provider Sign Out 3
Qo Wennedt Les: Updated by o - Documentation Benice Provider - &3
U 1LA30/eUE 1115131 AM
File Tools Ticklers
o
@:mmcr Jogumeniation
o

Print

rsumars | _LasNama e @ ADVANCED SEARCH

ck Searc!
el
[ Partic Mgting
W NageDARD | CONSUMIRS PROVDIRS
Demenstratons, Lyre (216662)

Tizgrasis  Medications | Provider Documentation Cortacts

Zemograghics  Motes  Fomns | Appo mments

3. The Provider Documentation Details page is displayed. Update the following
fields:

Start Date: Select the Date of Service.

Start Time: Select the start time of the service

End Date: Select the Date of Service.

End Time: Select the end time of the service

Click Add.

® Qoo oo

4. SKIP the AUTH ID Section

5. Since the Auth usually populates the following fields, make sure to complete the
following additional sections (select from dropdown menu).
a. Division = APD
Updated May 2024 Page 27
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State of Florida

Document Services using the Provider Documentation tab

b. Provider = The organization represented

Authorization

PAuth 10 == SKIP
Activity Details

Division

Provider

Activity Services

mulation Provide

6. Select the appropriate service associated with the provider documentation from
the drop-down menu.

| Lie Skils Development 3 N
Life Skills Development 4
Qccupational Therapy
Personal Emergency Response Systems
Total Cost | Personal Supports
Physical Therapy
Private Duty Nursing
ResHab BF
ResHab B
RezHab Standard
Residential Nursing
Rezpiratory Therapy
Respite
Skilled Nursing
Specialized Mental Health Gounseling
Speech Therapy
Supported Living Coaching
Transportation
Note Waiver Support Coordination

7. Documentation Type will be Annual Report.

Documentation Type |P.nnua| Report b |

8. Click the box next to the Service field that contains an ellipsis (three dots) to
display a list of services for this authorization. Select the 0000-WVR Service.

DialogVendorServiceSelectPopUp

x
Search By Segondary Code W Saarch Text: | Cancel |
| servicein | ServiceCode | SecondaryCode | Service | unitCost | UnitType| EffectiveDate |EndDste| VServicelD | MaxAuth |Used| Remaining |
5275 CO00-WWR | DOO0-WVR | Frovider Additional Doacurnentztion |D.DD |U"ts | o7foa/2021 | | 251236 ‘u |0 | a |

If the 0000-WVR Service is not available — contact the WSC to have a Provider
Selection Record for your organization added to the consumer’s record.

9. Update the number of units to 1.

Activity Services

Service ~ 0000-WVR Provider Additienal Documentation - | Clear | Total Cost $0.00
Units *

Rate g000

Secondary Code 0000-WVR

Unit Type Units

10.Provider Documentation Type = Annual Report

11.Note = Enter the supports and services received by a consumer throughout the
year, a description of progress toward meeting their goals, and any pertinent
information about significant events that occurred in the consumer’s life during the
previous year.
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12.Status = Complete

o0 iCennect
File
An asterisk (*) indicates a required field
Activity Times

Start Date = Start Time
.00 AM

05/16/2024

Activity Details
Division AFD w |

Provider [Provider -

End Date "

[C] 05162024 |09

Worker" Baer, Sylvia Lockup  Clear Delads
Activity Services

Service " 0000-WVR Provider Additional Documentation . Clear
Units *

Rate S0.00
Secondary Code 0000-WVR
Unit Type Unils

Documentation

Dally Afiendance Log

Monthly RAE

Prograss Nota
Provider Documentation Type ® | quararly Summary

Service Log

Tiip Log

Moty SummEn:

|| 3 | [Fnnai o

=

13.Click File > Save and Close Provider Documentation.

Updated May 2024

Documentation Tyy
Total Cost

Document Services using the Provider Documentation tab

Martin Kastners Provider Documentation
5/16/2024 9:26 AM

Total Minutes

| Detete

Lile Skiis Development 1 -

hd |

Put in the appropriate documentation for the service from details from the services rendered
Be ensure to meet the iBudget Handbook standards of services rendered and
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