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

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.
Welcome, My Dashboard Sign Out i

Y l "
Q0 iConnect 11/30/2022 1:02PM Senvice Provider v

File Reports
Quick Search

Consumers M [ dasthame il @ ADVANCED SEARCH
O Participating

MY DASHBOARE CONSUMERS | PROVIDERS

2. Navigate to the Consumer’s record.
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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

Opd iConnect Welcome, i ¥ My Dashboard [Sign Out Rols

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

Quick Search

_.. —— I —y@ ADVANCED SEARCH

T — . |
‘MYDASHBOARD! CONSUMERS | PROVIDERS CLAIMS | SCHEDULER ‘ UTILITIES ‘ REPORTS

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

Documentation.
Lyre Demenstrations Provider Sign Out Rote
N e i ign Oul
OQ‘} l( LCNNeL ‘ Last Updated by == - Documentation Service Provider ~ @
at 11/30/2022 11:45:34 AM
File Tools Ticklers
Print
Consumers ~ Last Name v @ ADVANCED SEARCH
MY DA, OARDi CONSUMERS ‘ PROVIDERS

Demonstrations, Lyre (215662) :

Diagnosis | Medicati Provider D i Contacts

Demographics | Notes | 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 * | Start 1 Start Date * | Start T Start Date * | G
117307202 @ | ~ [Tz |E [~ = =
i
0 [Nov v|[2022z v] © g © o [ vz v] ©
an )
| Su MFeb MNe Th Fr Sa s
Su u We Th Fr Sa | Mar Su Mo Tu We Th Fr Sa
Apr 2| 3| 4] s | o
2 3 4 5 | & May 9 10 11| 12 | - e [
g/ 7| & g 10 11 12 {13 adun 45 7] 12 19 ° :
; (10 11 12 -15 16
13| 14/ 15| 18 17/ 18/ 19 i 2@% 24| 25| 26
27 zsep 30 j 171819 207 21 2 23
. c A
202 | e —0d ] R —— 24| 25| 26| 27| 28/ 29 30
27| 28 28 30 I Nov 5
. Units Dec 0 3

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.
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State of Florida
| tart Time
[ O |
Time Picker
12:00AM | T:00AM | 2:00 AM
300AM | 4:00AM | 500AM A
600AM | TO0AM | B00AM
9.00AM | 10:00AM  11:00AM L Start Time
1200PM | 100PM | 2:00PM Start Time D D
)
400PM | 500 PM o T
3:00 PM ®
600PM | TOOPM | 800 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. |Miill
Activity Times. '
‘smn Date * |ShrtT\me |Em1 Date * ‘End Time ‘Tula\ Minutes P—l\ ‘ ‘
‘ o7/142022 | | 3:00 PM © | 077142022 | ‘ 315 PM [C] ‘ 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 @

‘-;-'- C . .ii;—.-'.-.

c. Make the appropriate selections from the dropdown menus.

Filters

Start Dats w Graatar Than w 07/01fz022 @ AND w ®

Auth ID +
Auth Date
Start Date IS
End Date |
€ 2uth Servicz 1D
Service
Max Units
Auth Service EDI Status

d. Use the Red X to remove filters.

Filters-
Start Date v SqualTe W 07/01/2022 = AND W x
Service v Equal To v AND W
Auth 1D v +
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e. Click the Search button.

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

Filters

Start Date ~ Equal To v 07/01/2022 —] AND v x

Auth ID v +

"‘ earch ' . es -
ﬁ Auth Search record(g) 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

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
Frovider [ Simulation Provide w | 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 [ ~
[ Lie Skils Development 3
Life Skills Development 4

Qccupational Therapy

Personal Emergency Response Systems

Total Cost |F’er50na| Supports
Physical Therapy
Private Duty Nursing
ResHab BF
ResHab IB
RezHab Standard
Residential Nursing

Documentation Type

Respiratory Therapy
Rezpite
Skilled Nursing
Specialized Mental Health Counseling
Speech Therapy
Supported Living Coaching
Transportation
Note Waiver Support Coordination

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 W

Annual Report

Daily Attendance Logs
Monthly Summary
Progress Mote
Quarterly Summary
Service Log

Trip Log

Total Cost
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Here is an example of the list grid view of the Provider Documentation in the

Consumer’s Record with the Associated Service and Documentation Type
utilized.

240 Consumers Provider Documentation record(s) returned - now viewing 1 through 15

[T actviyio | Date | Worker [ erovider [ sevicecode | wunits [ staws | Associated Service [
R |0anaz023 | Provider, Sywia | — |ss130uc |400 | Pending

Documentation Type | |

| supported Living Coaching | Annual Report [+]

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: o, vice Type

ServicelD Service

T D. Date| SwcEndD Vicel DTS Ere: uth| Used ini
a < 5825 §5135:UC "J_ 11/29/2021 07/01/2022 | 06/30/2023 | 251237 156506 400 0.00| 400.00 >
mins
Ml __r___/

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 *

50 X0 B b L ok Creemereed L g e Total Cost $37.56
= I -
Rate 8313
Secondary Code S5135:UC

Activity Services

Service * | J Frer e | e iy

1 | Clear | Total Cost $0.00
Units * @

Rate $0.00

Secondary Code e

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

Documentation

Annual Report

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

Trinl oo

Provider
Documentation

Type *

A |lw |vr

5| N

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

Annual Report > —
Daily Attendance Log IL
Provider Monthly R&8 [» ) —
DocuTentatlon Monthly Summary |
Type Progress Note 4
Quarterly Summary <
Trinloa & |;

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

Documentation

Daily Attendance Log

Provider
Documentation
Type *

Monthly R&B

Monthly Summary
Progress Note

Quarterly Summary

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

Documentation

Daily Attendance Log » | Annual Report
Monthly R&B L Progress Note
Provider Monthly Summary » |Quarterly Summary
Documentation Trip Log
Type* Service Log 4

H
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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

Daily Attendance Log DY, 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 Y] et - A
The following is an example and may not meet your specific handbook
requirements. | picked Lyre up from his home at 3Pm and iy @& W g oyl L
wasked 1o 594 ihe ey \Monder Worear eeds that @

L LN B TS
[ rm el Fon il T s e cadeiii ol T i

s v A TR RO T LA 2 i

= wi i [ i o o el v el i lialet] (el P il iy

FE PO T T P RO U SR R | T SR O G TS

el e e " s el e T e v ol B s B W™ e Bon' e o -
48212 characters remainina

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 | L -l
status

Pending
o | Total Cost GComplet 47.56

15.File > Save and Close Provider Documentation.

opd iCennect
File

Spell Check

<il<ll

Save Proyi

Save and Close Provider Documentation

Print

[
-

Close Provider Documentation

ALUVILY DS
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Service Log

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

e Special Medical Home Care

e Behavior Analysis

e Behavior Assistant

o Life Skills Development 1(Companion)

e Life Skills Development 2 (Supported Employment)
e Personal Supports (EVV Exempt)

¢ Respite (provided in a licensed facility)

e Personal Emergency Response Systems (these providers can submit a
detailed invoice in lieu of service logs)

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

Provider

Lyre D 3
ted by Documentation

Q0 wonnect

t

File  Tools  Ticklers

Aad Provider Documentation

Prnt

OARD CONSUMERS

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

® oo 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 = Select Service Log.
a. If additional selections are needed, make those additional selections too.

11.Note = Enter details of the services provided to the consumer.

10. Status = Complete.

11.Click File > Save and Close Provider Documentation.

OO0 ennect Martin Kastners  Provider Documentation
File
An asterisk () indicates a required fieid

Activity Times
- -

=
Detsin ssociated Service Seveiopmant 1
aar, Syvia Documentelion Ty
Activity Services \
Service * 135UC e ™ Clear Total Cost 14196
Units *
513

B I e - A
D sevice Irom detsils oM the Sénvices rendared
diaeds of sar ndered and
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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.

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~ g Welcome, | My Dashboard sign Cut P |

Q0 iCoennect 11/30/2022 102 PM W Y ¢ Servica Provider v@}
Flle  Reports T

Auiale Bameale

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

- R
ol g Lyre Deinonstiations Provider Sign Out "
Q0 iConnect Lest Updsted by . Documentation Senire Frovider v =
U IL/30/L062 1114544 AM
Fllz Tools Tieklers
—
(&d-fi)umar Docurrentation

Piint

Crrsumans v | las Nama v w . . . .
ALVANCLD SLALC

With}
MY DAZMEOARD CONSUMERS PROVIDERS
Damonstrations, Lyre (215662)

Clagnosls Providar Jomacis

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
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Authorization

Auth 1D -iJ: SKIP ]

Activity Details

Division

Provider [ F. |

SRR SR imulation Provider .

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

Associated Service [ ¥
‘ 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

Rezpita

Skilled Nursing

Specialized Mental Health Counseling

Speech Therapy

Supported Living Coaching

Transportation
Note Waiver Support Coordination

Documentation Type

7. Documentation Type choose Monthly Summary.

Documentation Type | Monthly Summary e |

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.

DialogVendurServiceSeIectFopUp ]
Search By- Secondary Code v Search Text: [ Cancel |
ServicelD | ServiceCode | SecondaryCode Service UnitCost  UnitType | EffectiveDate | EndDate | WServicelD Mawfuth |Used| Remaining
5575 0000-WWR | DO00-WWAR Provider Additional Decumentation 0.00 Units 07f01/2021 251235 a 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 Additianal Documentation -m Total Cost $0.00
Units *

Raie S0.00

Secondary Code 0000-WVR

Unit Type Units

10.Provider Documentation Type = Monthly Summary
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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.

10. Status = Complete

Q0 iConnect
File
An asterisk (") indicates a required field
Activity Times
Start Date * Start Time

051162024 9:00 AM

05 a =
orifation

Auth 1D

Activity Details

Division [APD »

Provider [Provides - 19248
Worker* Baer, Syia
Activity Service:

Service * 14

Units i

Rate S0.00
Secondary Code D000-WVR

Unit Type Units
Documentation

|Annual Report
Daily Attendance Log
* Monthly R&B
Provider Documentation Type Frograss Note
Quarterly Summary
Service Log
[Trin Lon

Updated May 2024

End Date *

w | Details

Lookup  Clear Details

Provider Addiional Documentation ... Clsar

| [Monthiy Summary

[»
|4

05162024 |

End Time
4:00 PM

PA Number

Status

Associated Service

Total Cost

Total Minutes

Compiete v

Life Skits Devalopmant 1

Dacumentation Iy7 Menly Summary =

S0.00

B I U 15

420

-

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

Delete

Put in the appropriale docurnentation for the service from details from the services rendered
Ba enzure 1o meal the iBudgat Handbook standards of services rendared and

documentation

11.Click File > Save and Close Provider Documentation

Page 12
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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. 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
PR . Welcome, I My Dashboard Sign Cut
Qo0 iConnect 11/30/2022 2.02 FM v Service Provider ~

Flle  Reports

—€

Auiials Bammnle

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

Rola

P Lyre Demonstralions Provider Sign Out 3
O Wennedt Les: Updzted by - - Documentation Senvice Provider - &3
U1LAE0AEULL 1115131 AN
File Tools Ticklers
——
@:mmcr Jocumeniation
o
Print
consumal -3 - LagiNama “ @ ADYANCED SEARCH

[ Partic gring
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
following additional sections (select from dropdown menu).

a. Division = APD
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b. Provider = The organization represented

Document Services using the Provider Documentation tab

Authorization

Auth ID -;-J‘_r SKIP ]
Activity Details

Division

Provider | I W |

Activity Services

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

Associate d Service ]
[ife Skl Development 3 A
IS | e Sk Dovelopment &

Occupational Therapy

Personal Emergency Response Systams
Total Cost | Personal Supports

Physical Therapy

ResHab Standard
Residential Nursing
Respiratory Therapy
Respite
Skileg

Note \Waiver Support Coordination

7. Documentation Type will be Quarterly Summary.

Documentation Type |0uarterl\,' 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 Code W Search Text: ~ancal
SarvicedD | ServiceCode | SecondaryCode Service UnitCost | UnitType| EffectiveDate | EndDate | WServicelD | Maxduth Used| Remaining

5875 Q000-WWR | DO00-WVR provider Additional Docurmentation .00 Units o7/ol/ac21 251238 a 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 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.

Updated May 2024 Page 14
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10. Status = Complete

OO iCennect

Martin Kastners  Provider Documentation
5/16/2024 9:26 A
File

An asterisk (") indicates a required field

Activity Times.
Start Date * Start Time End Date * End Time Total Minutes
05162024 | .00 AM ¢ 400PM S 420 Deiete
05 = [c] G dd
i 10 PA Number
Activity Details
Diwision APDv] Status Compiets |
Provider Provider - 19248 | Detas Associatsd Service Tifs 57 Duvelapmant 1 v
Worker" Basf Vi Lookup  Cloar Details Dosumentation Type Quarterty Summary hd
Activity Services
Servica * 0000-WVR Providar Addiional Documentalion | .. Clear Total Cost 5000
Units*
Rate 50.00
Secondary Code 000-WVR
Unit Type Unts
Documentation
B Z U o0 - A
vy reTGas o [ | (G SERRETTT | Put in the appropriate documentation for the service from detais from the services rendered
Monthly R&E ||+ | [ousten Somman; | 2 ansure to meat the [Eydget Handbook standards of savices rendarad and
Prograss Nots e documentation. ——
Provider Documentation Typs * | Service Log Note

Trip L
Montmiy Summary
Annual Repart

RS

11.Click File > Save and Close Provider Documentation.
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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. Na\;iané‘t.éhto the Consumer’s record and click the Provider Documentation tab >
click File > Add Provider Documentation.

g Lyre Dernonstialivns Provider Sign Out 2
QL0 Woennect Lest Updzted by - Documentation fenice Prosider v =
CULL/3WE0EE 11113129 AM

Filz Tools Ticklers

—
Q_:ﬂrowucr Documematien

Print

v Lasmams - ADVANCED SEARCH

Consumsare
[ Partic dting
WY DASHADARD | ONSUMIRS PROV DR
D=monstranons, Lyre (216662

Tliagaesis  Medications | Provider Documentation  Dontacis

Cemcgraphics  Moles  Fomme | Appoimiments

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
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b. Provider = The organization represented

Authorization

Auth I | === SKIP

Document Services using the Provider Documentation tab

Activity Details

Division

Provider
I SETLER mulation Provider

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

Associated Service [ v
|LHE Skills Development 3 N
Life Skills Development 4
Occupational Therapy
Personal Emergency Response Systems
Total Cost |Persunal Supports
Physical Therapy

Documentation Type

Private Duly Nursing
ResHab BF
ResHab IB
ResHab Standard
Residential Nursing
Respiralory Therapy
Respite
Skilled Nursing
Specialized Mental Health Counseling
Speech Therapy
Supported Living Coaching
Transportation

e Waiver Support Coordination

7. Documentation Type will be Annual Report.

Documentation Type |PJ‘|r‘|uaI Report 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 cote v | Search Text S
| servicein | senviceCode | SecondaryCode | Service [ unitcost | unitTyp= | i [EndDate | icelD | Maxiuth [Used| ining |
5575 | 0000w | 0oo0wvR | Frovider addirioral Documemtztion | 000 | unis | o7foafzoen | EEEE [e |e |

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 Decumentation - | Clear | Tetal Cost $0.00
Units *

Rate $000

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
Updated May 2024 Page 17
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agency for persons with disabilities

State of Florida

Document Services using the Provider Documentation tab

10. Status = Complete

Q0 iCoennedct

in Kastners  Provider Documentation

5/16/2024 9126 AM

File
An asterisk (*) indicates a required fieid
Activity Times
Start Date * Start Time: End Date *

End Time Total Minutes
05162024 |[H 9:00 AM o 0511672024 |[d 400 PM [C] 420 Delete
fuc €] e | L
A lion
um 10 : PA Number
Activity Details
Division ] Status Complete v
Provider Providar - 19248 w | Detaiis Associated Service Life Skilis Development 1 v
Worker Bs v Lookup  Giear Detais Documentation Type Annual Report ~]
Activity Services
Service * 0000-VIVR: Provider Additional Documentation Giear Total Cost 50.00
units * 1
Rate $0.00
Secondary Code 0000-¥IVR
nit Type Unats
Documentation
B.JL U 6 -lA-
Dally Allendance Lo + | |Annual Re Put in the appropriate documentation for the service from details fram the services rendered.
Mnn}tnly REE ? lL | - Be ensure to mee! the iBudget Handbook standards of services rendered and
Pn documentation
X & |Progress Neta r
Provider Documentation Ty * | Quarterly Summary Note
Service Log h
Trip Log .
e —— | Fl

Click File > Save and Close Provider Documentation.
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