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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.

Role
e Welcome, | My Dashboard Sign Out
ogd icennect s St PR T e —— ¥(co )

File Reports

Quick Search

Consumers v | Lesthame ] - ADVANCED SEARCH
O Participating

[MY DASHBOARE CONSUMERS | PROVIDERS
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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

de iConnect Welcome, Koo My Dashboard sign Out Rol

12/6/2022 8:56 AM v Service Provider
File Reports

Quick Search

__.. —— L) ___-.@ ADVANGED SEARGH

‘MYDASHBOARD! CONSUMERS ‘ PROVIDERS | CLAIMS SCHEDULER | UTILITIES ‘ REPORTS

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

Documentation.
Lyre Demonstrations Provider Sign Out Ra¥
s R ign Ou - -
Oﬂ'j iCennect Last Updated by - mes = - e Documentation Service Provider ¥ @
at 11/30/2022 11:45:34 AM
File Tools Ticklers
Print
Consumers v Last Name v @ ADVANCED SEARCH

O Particidgting

My DAMEOARD | CONSUMERS |  PROVIDERS
Demonstrations, Lyre (215662)

Diagnosis | Medicati Provider i Contacts

Demographics | Motes | Forms | Appointments

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 * |Stilrt' Start Date * |Start' Start Date * |3m|-t'
ETEE () [~ ez 3 [ (EEwE =
!
O [Nov v|[2022 v| © ° © e [u vz v] ©
| an P
Su M Feh Ne Th Fr Sa 4
Su U We Th Fr Sa i Mar Su Mo Tu We Th Fr Sa
2 al[ 4 5 por L2382 LI
I & Way 9 10/ 11 12 = al 5 6 7 & o9
ok i
6 7 8 9 10| 1] 12 (| 13 _dun 16 17/ 18/ 19
@, { 10 11 12 § 15| 16
13| 14/ 15 16 17/| 18 19 (| 20 mo 123 24 25 26 7 8 0 2 2l =
20 21| 22| 23| 24| 25 26 a7 isep 30 = -
& b—0dt - 24| 25/ 26] 27/ 28/ 20/ 30
27| 28 29 30 . Nov ;
= o Units Dec 0 3
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b. Start Time: Use the Clock icon to make the selections. Select the Hour
with the correct AM/PM and then type in the Minutes.

| Start Time

[—C
Time Picker
1200AM | 1.00AM | 2:00AM Start Time Start Time
5 e » Fan)
300AM | 400AM | 500AM 300 PM C,: m ]

6:00 AM 7:00 AM 8:00 AM

9:00 AM 10:00 AM 11:00 AM

12:00 PM | 1:.00PM | 2:00 PM

400PM | 5:00PM

6:00 PM 7:00 PM 8:00 PM

9:00 PM 10:00 PM 11:00 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. Ml

Activity Times
T e — e E— —— =~
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 hd @

‘-.-'- " . .Ii.—n-.

c. Make the appropriate selections from the dropdown menus.

Filters
Start Date L Graster Than w 070142022 J AMD W x
Auth ID +
Auth Date
Start Dtz [SCarEn= RS

End Date
C Auth Servicz 1D
Service
Max Units
Auth Service EDI Status

d. Use the Red X to remove filters.
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Filters:
Start Date w Equsl To v 07/01/2022 ] AND W *
Service - Equzl To - AND W
Auth ID v +

e. Click the Search button.

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

Filters
Start Date v EqualTo ~ 07/01/2022 —] AND v *x
Auth 1D v b
"' e C ' i ‘
fi Auth Search record(s) returned - now viewing 1 through 4
%
AuthiD |  AuthDate | Provider | sanDae | End Date
® | 257185 11,/30/2022 ‘ Simulation 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 [ v
‘ Life Skills Development 3 -
Life Skills Development 4
Occupational Therapy
Personal Emergency Response Systems
Total Cost | Personal Supports
Physical Therapy
Frivate Duty Nursing
ResHab BF
ResHab |B
ResHab Standard
Regidential Nursing
Respiratory Therapy
Respite
Skilled Nursing
Specialized Mental Health Counseling
Speech Therapy
Supported Living Coaching
Transportation
Note Waiver Support Coordination

Documentation Type
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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 e
Annual Report
R Daily Attendance Logs

Monthly Summary
Progress Note
Quarterly Summary
Service Log

Trip Log

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 * Total
Units *

a. Select the Service.
. DialogVendorService SelectPopUp

| Search By:w Search Text: -

| Cancel |

ServiceCods —,:sﬂ'él'["imice UnitCostlUni iveDate] Date| SvcEndDate vicelDJAGERSETwi xAuth Used |
4020) Life

|
e Skills
iy 5825 | 55135:UC | $5135:UC Df:i?'i“”: 3.13 r"r:ns 11/29/2021 o7/01/2022 | 06/30/2023 | 251237 | 156306 400 0.00| 400.00
[Community
[ —— Inclusion) =

b. The Activity Services details are populated on the Provider Documentation
details page.
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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 * | g - = PRSI IR S e | | Clear Total Cost £37.56
e =

Rate $3.13

Secondary Code S5135:UC

Activity Services

Service * I e e | Clear | Total Cost $0.00
Unit* G D)

Rate 50.00

Secondary Code (==

Unit Type Units

12.Provider Documentation Type = Select as needed.

a.

Updated May 2024

Use the scrollbar to see all the selections.

Documentation

Annual Report

Daily Attendance Log
Provider Monthly R&B l

Documentation Monthly Summary
Type * Progress Note
Quarterly Summary

Trinlnao =z

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.

-~ vlvv

=

Documentation

Annual Report > —
Daily Attendance Log L
Provider Monthly R&B > —
DocuTentatlon Monthly Summary
Type Progress Note 4
Quarterly Summary <
Trinl oa = |L

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

Documentation

Daily Attendance Log
Provider Monthly R&B
Documentation Monthly Summary
Type * Progress Note

Quarterly Summary

Trinl oo

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

Daily Attendance Log Annual Report

Monthly R&B Progress Note
Provider Monthly Summary Quarterly Summary
Documentation Trip Log

1B
[»
Type= Service Log |4_
El

e. If incorrect 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

Daily Attendance Log

Annual Report

Monthly R&B Progress Note
Provider Monthly Summary Quarterly Summary
Documentation Trip Log
Type * Service Log 'n’

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

B ot - A

The following is an example and may not meet your specific handbook
requirements. | picked Lyre up from his home at 3Pm and sy @& m irs
wasted 1a 994 the new ‘Mander Worsar Bevia thal jus’ rame aut aec i.s-".
B TR LSS R IR B S - 'L‘-I..Iw.ci‘ :
..sm'-*:!rl,-: .'-'r il (s Bem o i}‘l‘il‘f L]

L E O O o S A N T U S u-g-w [
e e il — -nr-. e Wl i il ] (i rI.ml. H
FI D P T T "'kl-"!!-} s . R ) e —\.;.n i e o P

el el o B el o !!1-- v o ‘- n,r“—'l o few o e

v
wE

emaining

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* T 2= nl
status

Pending
or | Total Cost Gcomp‘ete 4756

15.File > Save and Close Provider Documentation.

o iCennect
File

Spell Checl [

Print

Close Provider Documeniation

ALUYILY DT
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Daily Progress Note
Service Providers will document activities for the following services on the
Provider Documentation tab in iConnect:

e Special Medical Home Care

e Supported Living Coaching

e Dietitian Services

e Occupational Therapy

e Physical Therapy

¢ Residential Nursing

e Respiratory Therapy

e Skilled Nursing

e Speech Therapy

e Specialized Mental Health Counseling

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

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

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

Q0 1Connect

£

Pt
ek Saarch
Consumar v LastName
Particidgting
MY DAGUARD | CONSUMERS
Demanstrations, Lyre (215662)

Diagnosis | Medications | Providet Documantation | Contacts

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.

IMPORTANT: Each Progress Note Activity should contain one date of service.
DO NOT ADD MULTIPLE DATES

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

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

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

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

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 Service.

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

9. Verify the number of Units is populated. Note the Total Cost value changes as
the number of Units change.

10.Provider Documentation Type = Progress Note

a. If additional selections are needed, make those additional selections too,
such as the Quarterly Summary or Annual Report (see next sections for
more information)

11.Note - Enter details of the services provided to the consumer.
10. Status = Complete.

OO0 wConnect Martin Kastrers  Provider Documentation

-] Sanvice Log

on Ty .

11.Click File > Save and Close Provider Documentation.
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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. There are
two options to enter the Monthly Summary:
First Option: Include the Monthly Summary in the final Progress Note for
the month.
Second Option: 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.

Include the Monthly Summary in the final Progress Note for the Month:

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

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

i Rol
o Lyre Demonstrations Provider Sign Out s
Q0 iCennect Last Updated by - s== » Documentation Service Provider ~|
at 11/30/2022 11:45:34 AM

File Tools Ticklers

v | LastName -| ADVANCED SEARCH

ick Searc
Consumers
O Particidgtin
MY DAGHEDARD | CONSUMERS PROVIDERS
Demonstrations, Lyre (215662)

Diagnosis | Medications | Provider Documentation  Contacts

Demographics | Netes | Forms | Appointments

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.

® a0 o

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

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

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

Associated Service [ v
‘ Life Skills Development 3
Life Skills Development 4
Oceupational Therapy
Personal Emergency Response Systems
Total Cost Personal Supports

Physical Therapy

Documentation Type

Private Duty Nursing
ResHab BF
ResHab 1B
ResHab Standard
Regidential Nursing
Respiratory Therapy
Respite
Skilled Nursing
Specialized Mental Health Counseling
Speech Therapy
Supported Living Coaching
Transportation
Note Waiver Support Coordination

7. Documentation Type choose Monthly Summary.

Documentation Type [Monthl'j Summary V]

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 Service.

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

9. Verify the number of Units is populated. Note the Total Cost value changes as
the number of Units change.

10.Provider Documentation Type = Service Log or Progress Note

a. If additional selections are needed, make those additional selections too,
such as:

i. Monthly Summary
ii. Annual Report

11.Note - Enter details of the services provided to the consumer and the summary of
the activities that took place during the month, including the consumer’s progress
toward achieving goals, in accordance with the iBudget handbook.
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File

An astensk (") Indicates a required fiedd
Activity Times

Suart Date * Stant Tene

900 AM 2024

End
At i 5

Activity Details

Divisicon -

Provider Prowder - 15248 w | Detais

Worker* Baar, Sytva Lookep  Clew  Delss

Activity Services

Sevvice * S5135UC (40807 Lfe Skits Development - Lavel Clew
Units * 2
Rate 3507
Secondary Cote S5135UC
Unsit Type 15 mrines
Documentation
Monthly Summary
Daily Attendance Log Progress Nole
Monihly R&E »

Annual Report =
Prowider Documertation Type * | Trip Log

L
[
L
L

Quarterly Summary
/ Service Log

End Time Total Mirstes
00PM z 20

A -

Status | Complate v |

Associated Service Life Saalis Development 1
Documantaton T Weemly Summaty v
Total Cost / 1198

B I H is s A

Document Services using the Provider Documentation tab

Martin kastners  Provider Documentation

8/14/3024 8: 18 AN

B

Put in e appropriate documentation for e sensce from detalls from the Serioes rendened
B ensare b mbed the iBudget Handbook S1andirds of servdes ndeded and

documentation

Wete

12.Status = Complete.

13.Click File > Save and Close Provider Documentation

Updated May 2024
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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
O{Iﬁ iConnect Welcome, I My Dashboard Sign Out

11/30/2022 1:02 PM W Service Provider v
File Reports

s sl Ramnle

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

sl Lyre Demonstrations Provider Sign Out ——
Q0 iConnect Last Updated by - . Documentation S Piner ~

Role
at 11/30/2022 11:45:34 AM
File Tools Ticklers
Add Provider Documentation

Print

Consumers v | | LastName i W ADVANGED SEARCH
O Particidgting

MY DA 0ARD | CONSUMERS PROVIDERS
Demonstrations, Lyre (215662)

Diagnosis icati Provider i Contacts

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

a. 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.

® oo o

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
b. Provider = The organization represented

Authorization

Auth 1D -iJ: SKIP ]
Activity Details

Division APD W

Provider | I e |

LELTS) SRR Simulation Provide
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6. 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.

DialogVendarServiceSeIec‘lPopUp %
Search BY: [ soconcan coge w | Search Text: p—
ServicelD | ServiceCode | SecondaryCode Service UnitCost | UnitType | EffectiveDate | EndDate| VServicelD | Maxauth |Used| Remaining
3575 D000-WVR 0000-WWR provider additional Docurmentation 0.00 Units 07/01/2021 251236 0 o L1}

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.

7. Update the number of units to 1.

Activity Services

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

Rate 30.00

Secondary Code 0000-WVR

Unit Type Units

8. Provider Documentation Type = Monthly Summary

9. 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.

10. Status = Complete

o) Wonneat Martin Kastners  Provider Documentation
T WG N6 AN
File

An asterssk (") indecates a required field

Activity Times
Start Date * Start Time Endd Date * End Tims Totsl Minutes
ez |09 900 AM crezid |0 400 PM 420 Datene
(24 (I = = proel e | Add
ation
s D B Nurmber
Activity Detals
Db ] ians Compes v
Prewider Prosacer - 15248 | Derlailn Associated Service L Skats Devidpment 1 -
Werker® B, Sytvad Lokup  Clexr Cetals Oocumentaton Type Moomly Summary v
Activiry Servici
Service " 11 Prinvidr Asatonal Decumenston Cisar Totad Cost o
Usitn i
Raie 30.00
Lecondary Code 0000 WVR
st Tyt Linis
Documentation
BI 0 e s A
4 Put i (ha aporecnate dotumentasion for the service from detsis from e ervices rendered
Arrual Fepart ~|| = [Wonthiy Summan uf
Diaisy Attendance Log L= . Ba ensure i meel the iBudget Handbook standards of services renderad and
! 1 Socumeniation
Woniniy RAB L3
Provider Decumentation Trpe * | Prograss Mote Mot
Cuarteny Summary 14
Senvica Log .
Trinlnn b ] £

11.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. There are two options to enter the
Quarterly Summary:
First Option: Include the Quarterly Summary in the last Progress Note for
the Quarter.
Second Option: 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.

Include the Quarterly Summary in the final Progress Note for the Quarter:

1.

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

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

P Role
nnnnnnnnnnnnnnnnnn Provid Sign Out _—
ed by mues -

Syl o ler
QL0 iConnect Document tation Service Provider B["co")

File  Tools  Ticklers

- ADVANCED SEARCH

PROVIDERS

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

a. 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.

®ooo

. Click the box next to the Auth ID field that contains an ellipsis (three dots) to

display a list of authorizations.

Click the Authorization.
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a. The Authorization ID will populate on the Provider Documentation details
page.
6. Add the Associated Service from the drop-down menu.

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

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 Service.

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

9. Verify the number of Units is populated. Note the Total Cost value changes as
the number of Units change.

10.Provider Documentation Type = Service Log or Progress Note

a. If additional selections are needed, make those additional selections too,
such as:
i. Quarterly Summary
ii. Annual Report

11.Note - Enter the details of the services provided to the consumer and 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.

OO0 itonneat Martin Kastners  Provider Documentation
AR DLk Al

Annual Report | » [Progress Note
Daily Attendance Log LY | Quarterly Summary
Monthly R&E 3

Provider Documentation Tyse * | Monthly Summary =

Senvice Log
/ Trip Leg

11.Status = Complete
12.Click File > Save and Close Provider Documentation.

a4
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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
e Welcome, I My Dashboard Sign Out
O‘flj iCecnnect 11/30/2022 1:02 PM

Vv Service Provider v
File Reports

............

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

N Role
J Lyre Demonstrations Provider Sign Out —
Q0 iConnect Last Updated by - == - Documentation Service Provider ~ S
at 11/30/2022 11:45:34 AM

File Tools Ticklers

Add Provider Documentation

Print

Consumers ] || esNome - ADVANCED SEARCH
O particidgting

MY DA DARD | CONSUMERS PROVIDERS
Demonstrations, Lyre (215662)

Diagnosis icati Provider i Contacts

Demographics | Notes | Forms | Appointments

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

a. 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.

®ooo

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
b. Provider = The organization represented

Authorization

Auth 1D -i]:- SKIP -]
Activity Details

Division APD W

Provider [ I v

CEETE) SRR Sjmulation Provide|
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6. Select the appropriate service associated with the provider documentation from
the drop-down menu.

Associated Service [ 2
‘ Life Skills Development 3 -
Life Skills Development 4
OQccupational Therapy
Personal Emergency Response Systems
Total Cost | Personal Supports

Physical Therapy

Frivate Duty Nursing

ResHab BF

ResHab B

ResHab Standard

Residential Nursing

Respiratory Therapy

Rezpits

Skilled Nursing

Specialized Mental Health Counseling

Speech Therapy

Supported Living Coaching

Transportation
Note Waiver Support Coordination

Documentation Type

7. Documentation Type choose Quarterly Summary.

Documentation Type [Quarterly Summary |

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.

DialogVendarServiceSeIec‘lPopUp %
Search BY: [ soconcan coge w | Search Text: p—
ServicelD | ServiceCode | SecondaryCode Service UnitCost | UnitType | EffectiveDate | EndDate| VServicelD | Maxauth |Used| Remaining
3575 D000-WVR 0000-WWR provider additional Docurmentation 0.00 Units 07/01/2021 251236 0 o L1}

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 [ | Clear | Total Cost $0.00
Units *

Rate $0.00

Secondary Code 0000-WVR

Unit Type Units

10.Provider Documentation Type = Quarterly 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
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Document Services using the Provider Documentation tab
agency for persons with disabilities

State of Flori

o0 wonnect ‘l-\‘airtlr:.lia:t‘r:;sl Provider Documentation

File

An asterisk (*) indicates a required field

Activity Times
Start Date * Start Time Ena Date * Ena Time Total Minutes
05162024 |TF1 900 AM C 400PM > a0 Celete.
05 = @ @ Add
iz2Rion
uth 1D PA Number
Activity Details
Divisicn APD | sty Complete v
Provicer Provider - 19248 | Details Associated service Life Skikis Developmen 1 v
Worker Bae; Lockup  Chear Detaits Documentation Type Quartery Summary v
Activity Services
Service * 0000-WVR Provider Additional Documentation Clear Total Cost 50.00
Units *

Rate 50.00
Secondary Code 0000-WVR
Uit Type Units

Documentation

B Z 0 et - A=

Y T [, ul Fulin the appropriate documentation 1r the Senvice fiom delais fom the senices rendered
Morthiy REE <[ | E— | 50 onsure 1o mael 10 {Bukgel HANDOOK SIARGAIGS 6 Senaces réndsiod and
Progress Note > documentation. -
Provider Documentation Type * | Service Log =i Note
Trip Log IL
Monmiy Summary |
Annual Report - IL

13.Click File > Save and Close Provider Documentation.
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agency for persons with disabilities
State of Florida

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.

First Option: Include the Annual Report in the last Progress Note for the
year.

Second Option: 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.

Include the Annual Report in the final Progress Note for the year:

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

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

Lyre Demonstrations Provider Sign Out _—
ated by s . Documentation Service Provider Nl co

OQ0 iConnect

- ADVANCED SEARCH

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

a. 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.

®ooo

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

5. Click the Authorization.
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~ Document Services using the Provider Documentation tab
agency for persons '\l»\-':H'*. :.j\so'o.\mcs
a. The Authorization ID will populate on the Provider Documentation details
page.
6. Add the Associated Service from the drop-down menu.

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

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 Service.

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

9. Verify the number of Units is populated. Note the Total Cost value changes as
the number of Units change.

10.Provider Documentation Type = Service Log or Progress Note

a. If additional selections are needed, make those additional selections too,
such as:

i. Annual Report

11.Note - Enter details of the services provided to the consumer and 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.

OO0 Connect ners  Provider Documentation

File

An astersk (") indicates a required fieid
Actlvity Times

Seart Diate Start Teme End Date * End Time Tetal Mirstes

o570z |0 SA1B2024 400 PM 420 Deietn

82024 |0 Aoa
At 1D P Nusmbes
Activity Details

Division - Status Complate ~

Provider Provader - 16248 ~ | Datain Asaoc amssel'—"'/ Lite Suits Development 1 -
Werkas® Bawe, Syl Lockup  Clew  Delai Documantation T

Annual Report v

Activity Services

Service * S5135UC (4080) Life Skits Devesopment - Level Clow Total Cost 514196
Units
Rate 5507

Secondary Cod

init Type -
Documentation

L] u A
‘Daily Aftendance Log | » [Annual Report for T senvice e e
* i &1 o

Monthly R&B Progress Mote
+ | Monthly Summary !_,
Quarterly Summary e Nete

ation
Semvice Log Sl

Trip Leg | 4
=

12.Status = Complete
13.Click File > Save and Close Provider Documentation.
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agency for persons with disabilities

State of Florida

Document Services using the Provider Documentation tab

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.

Role
e Welcome, I My Dashboard Sign Out
OF,I,j iCecnnect 11/30/2022 1:02 PM

Vv Service Provider v
File Reports

s sl Ramnle

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

Sl Lyre Demonstrations Provider Sign Out —
QU iConnect Last Updated by =m== » Documentation Service Provider |
at 11/30/2022 11:45:34 AM

Role

File Tools Ticklers

Add Provider Documentation

Print

Consumers | | Lastname v W AN SEARET
O particidgting
MY DASMADARD | CONSUMERS PROVIDERS
Demonstrations, Lyre (215662)
Diagnosis icati Provider i Contacts

Demographics | Notes | Forms | Appointments

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

a. 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.

®ooo

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
b. Provider = The organization represented

Authorization

Auth ID = SKIP
Activity Details

Division

Provider

Activity Services

Sjmulation Provide
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agency for persons with disabilities

State of Florida

Document Services using the Provider Documentation tab

6. Select the appropriate service associated with the provider documentation from

the drop-down menu.

Associated Service [ v
‘L\fe Skills Development 3 -
Life Skills Development 4

Occupational Therapy

Personal Emergency Response Systems
‘Persnna\ Supports

Physical Therapy

Private Duty Nursing

ResHab BF

ResHab B

ResHab Standard

Residential Nursing

Respiratory Therapy

Respite

Skilled Nursing

Specialized Mental Health Counseling
Speech Therapy

Supported Living Coaching

Documentation Type

Total Cost

Transportation
Note Waiver Suppart Coordination

7. Documentation Type will be Annual Report.

Documentation Type

| Annual Report v

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.

DialogVendorService SelectPopUp %

Search By: Secondary Code W Search Text:

|Senlioe|D| ServiceCode | SecondaryCode |

Service | UnitCost [ UnitType | EffectiveDate |EndDate [ VServiceiD | MaxAuth | Used| Remaining |

| 5875 | D00-WWR | COO0-WWR

| Provider Additional Documentation

| .00 | Units | 0O7/01/2021 | 251236 | a | o | 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
Units *

Rate

Secondary Code 0000-WVR
Unit Type Units

Provider Additional Documentation Total Cost $0.00

el

$0.00

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.
12.Status = Complete

Updated May 2024
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State of Florida

Olf'!‘“f iCennect
File

An asterisk (*) indicates a required field
Activity Times
Start Date * Start Time
05162024 | 9:00 AM

0571 i
ion
uth 1D

Activity Details

Division AFD v ]|
Frovider -
Worker" Baer, Sylvia
Activity Services

Service " 0000-WVR
Units * 1

Rate 50.00
Secondary Code 0000-WVR

Unit Type Units
Documentation

Dally Atlendance Log

Monthly R&E
& |Progress Note
Provider Documentation Type CQuarterly Summary
Service Log
Tiip Log
Mnnthiy Summan:

Document Services using the Provider Documentation tab

Provider Additional Documentation

=121 [Anniial Repori

EEE

Clear

| End Time

4:00 PM

lmm,

Status

Associated Service

Deocumentation Type

Total Cost

Martin Kastners Provider Documentation
5/16/2024 9126 AM

Total Minutes [
@ 20 Delete
\ T T P

‘Complete v |

Lite Skiks Developmeant 1 v

LANNuG ]

BoL U 6w ~ A=

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

13.Click File > Save and Close Provider Documentation.
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