May 1, 2024
Identifying Multiple Workers with the Same Name

Do you have a hard time identifying between multiple workers with the same name? Are
you a user who works for multiple organizations? Ask your manager/supervisor with the
Service Provider Role to assign a title to your Worker Record within iConnect! They can
use the Agency name to help identify the correct record.
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Missing EVV Activities/Provider Documentation Activities

Have you identified missing Provider Documentation Activities? The Service Provider
Role has the necessary permissions to delete existing documentation records. As an
agency owner, if you feel that these permissions are unnecessary for your staff, manage
their user accounts and remove the Service Provider role from their profile.
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Have you identified missing EVV Activities? The Provider EVV Manager Role has the
necessary permissions to delete existing EVV records. As an agency owner, if you feel
that these permissions are unnecessary for your staff, manage their user accounts and
remove the Provider EVV Manager role from their profile.
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Need to Update a Record in Complete Status?

Have you made a mistake when entering a note, form, or provider documentation and
saved it in Complete Status in error? The Service Provider Role has the necessary
permissions to “Unlock Record,” “Reverse Status,” or “Reverse Disposition.” This option
changes the status back to “Draft” or “Pending” so that edits can be made.
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Have you been using iConnect for some time and are having challenges in locating
specific records? Use the Filter Options available within most tabs/pages in iConnect. If
performing a word search, update the criteria to “Contains” and type the word that is
being searched.... Or type the first three letters of what needs to be searched, then click

“Search”.
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Identifying where the Support Plan is from the Waiver Support Coordinator (WSC)

The WSC must send providers the Support Plan using a note in iConnect. In the My
Dashboard chapter, under the Consumers column is a section for Notes for either
Pending or Complete. Open the hyper link in the Notes section to view the Notes. There
should be a note with the Note Type: Support Plan and Note Sub-Type: Provider Copy.
Once you, as the provider, retrieve that Support Plan, leave this Note as unread so that
you may refer back to that attached Support Plan whenever you need it. Leave the Note
in Pending if it was sent in Pending.
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Why Do Alert Notes Appear When a Consumer Record is Opened?



Do you see an Alert Note pop-up every time you open a consumer’s record? Evaluate
the Note to see if it is for a consumer death or change in WSC. If it is not for either of
those cases, then the Note needs to be updated to “Complete” Status. This update be

completed by all roles. If you are unsure if the Note should be updated, contact your
regional trainer.
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June 1, 2024
Need to Know There Is A Provider Selection for Your Organization

Have you contacted the Waiver Support Coordinator and are eagerly waiting for the
provider selection record to be added to the consumer’s record? Once the provider
selection record is created, you will see the record from My Dashboard as a “Provider
Selection” and from the Provider Chapter within the “Enroliments Tab”.
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How Can | Change a Note in iConnect That Is Grayed Out?

If you see a Note in iConnect and you need to respond; however, you are unable to
make any edits, you will want to check the status of that Note. If the Note is in Draft
status, only the creator can make edits. Reach out to the creator of that Note and notify
them that the Note needs to be in Pending status if a response is required. If the Note is
in Complete status, a Help Desk Ticket will need to be created to determine if the status
can be reversed. Depending on the workflow, a new Note may be required to be made.
Not all Notes will be reversed if they are in the Complete status.
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How To Know if Notes Have Been Read



If you want to ensure a Note has been “Read,” navigate to the Notes Tab of the record
you want to verify (Provider Notes will be in the Provider Record and Consumer Notes
will be in the Consumer Record). Open the Note and scroll down until you come to the
Note Recipients. Listed under the Note Recipients you will see a listed of names and
their Status. In the Status, you can verify if the Note was “Read” or still “Unread.” The
grid also informs you of when the Note was marked as “Read” and when it was “Sent.” If
you notice that the Note was marked “Read” and you need that recipient to respond
again, it is very crucial that you add them as a Note Recipient again.

*It is important that users mark Notes as “Read” when they have read/completed the
needed task associated with the Note. This way the users can add them as a Note
Recipient again if needed. If you mark a Support Plan or Support Plan Provider
Copy Note as “Read,” you will no longer have access to that Note.
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How To Get Rid of Ticklers On Your Dashboard

To remove a tickler from the Dashboard, click on the tickler pane to open the list view
grid, on the right, hover the mouse cursor over the carat to open the menu of options,
select Cancel or Complete and the Tickler will be removed from the my Dashboard
count.
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Need A Transcript of TRAIN Course Modules in Writing



If you want to review the “Script”, aka Transcript of the TRAIN Florida Course Module,
you can navigate to the Resources and locate the document with “Script” in the Title.
Download, open and/or that pdf to follow along with the training course.
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July 1, 2024
Attaching Documents From Outside of iConnect

Do you have additional information that you need to include in the Consumer or
Provider record? Use the Note tab in either record to add a new note. Complete the
required fields in accordance to the workflow you are following. Use the Add Attachment
link to open the File Upload Form window. Click “Choose File” and locate the document
from your device. Attachments can only be added within Notes.
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Viewing History in iConnect

Is there a way to review the history of a page within iConnect? Use the “History” option
under File on most screens within iConnect to see how changes were made. The
example below shows the history of a planned service. There are two records within the
history screen. Toggle through the pages to see what changes were made to the
planned service.

It is important to note that you will only see the toggle to view different pages in the
history if the item has been saved more than once.
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Unable to See Workers in iConnect
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When reviewing the list of workers within my Provider Record, I'm not able to see an
employee. The employee reports as having signed into iConnect. What is going on?
It is likely that your employee has multiple employments and may be signing into an
account created by another organization. You will need to use the ID Proofing Admin




Security to grant this employee access through your organization.
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Time-Out Feature in iConnect

Have you been timed out of iConnect while you have several windows open, causing
you to complete the authentication steps again? iConnect system will time-out if no
activity has been detected after 90 minutes. When working in iConnect, close those
windows that are not in use and download to your device those documents that need to
be reviewed.
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August 1, 2024
Division Tab — Locating WSC’s Contact Information for Client

A new enhancement has been implemented in iConnect that now allows the Service
Provider and Service Provider Worker roles to access the Division tab of the clients that
they have authorizations for in iConnect. This will allow the Service Provider and the
Service Provider Worker to find details of the WSC for that client. The Division tab is
maintained by APD staff. The WSC’s information in iConnect is maintained by the
Service Providers of the Qualified Organization that employs the WSC. To locate the



details for the client's WSC, navigate to the client’s record in iConnect. Then click the
Divisions tab. The list view grid will display the “APD Eligible — Waiver” hyperlink. Once
the hyperlink is clicked, a pop-up will display with the Primary Worker. Click “Details”

next to the Primary Worker's name. A pop-up will display the business phone number,
and the email address of the WSC.
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Characters Available on Form Text Fields in iConnect

Is there a way to see the character limits within iConnect?

When working within a form, there is usually an indicator of how many characters are
available within a text field. This is not available within the Notes but IS available with
provider documentation. As you type into the boxes, these characters remaining will

countdown to zero.
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How do | access the Service Desk Ticket that my staff has submitted?

When your employee signs into the Service Desk to add a new Ticket, they can include
you as the cc: and then you will receive a copy of the ticket and subsequent updates



through your e-mail.

Can | generate a tickler?

WSCs and APD Staff have the opportunity to generate reminder ticklers of their own to
manage their work. To do so, open the consumer’s record, select the Ticklers menu
option to open the list view grid. Use File to Add Ticklers Detail and complete the fields,
then save to trigger the tickler for the Due Date selected.
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How do | sort through my Ticklers?

Have you allowed your tickler list view to grow and now are having a challenge in
prioritization? Use the sort feature and the filters to locate and prioritize your list of
ticklers. You can sort the list by clicking on one of the headings (Consumer Name,
iConnect ID, Tickler Name, Date Created, Due Date, Date Completed, Status, Assigned

to).
The caret («) indicates that the list is in alphabetical order/oldest to newest/largest to
smallest.

The caret (* ) opposite of alphabetical/newest to oldest/smallest to largest.
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In addition, use filters to sort the data made available on the list view grid.
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September 1, 2024

Deleting Provider Documentation

Is there a way to delete provider documentation?



Yes, if the record is in pending status, you are able to use the File menu to Delete
Provider Documentation when you are using the Service Provider Role.
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October 1, 2024

Can | save Provider documentation while I’'m in the middle of working on it?

Yes, when working within iConnect, as long as the required fields are completed, the
provider documentation record can be saved in case the user needs to step away to
answer a phone call or attend to another matter.

Once the user is ready to finish the notes, return to the record and continue typing into
the Note Field.
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How do | clear out Notes that are listed on my Dashboard Screen?

Open the Notes list view grid from my Dashboard. Select the notes by using the check
boxes on the right side of the list view grid. Use the Tool menu dropdown to mark the
note as read

IMPORTANT: Service Providers that “Mark as Read” the Note containing the
Support Plan will no longer have access to that Support Plan Note. They will need



to reach out to the WSC to retrieve that Support Plan Note.
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December 1, 2024
Opening Multiple Attachments That Are Within the Notes Tab
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When there is a need to review all the attachments within one Note, are users required

to open each attachment then close that attachment to then open another?

No, when the user clicks on one attachment, the file will download onto their device, so
the user can open multiple files at one time by downloading all the files and opening
them from the device. This allows for multiple documents to remain open at the same



time until the user closes them.
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Where do we find Alert Notes?

Alert Notes are important Notes to inform the providers of a significant change regarding
their client. Based upon user feedback, the Alert Note pane within the Consumer
column is now below the Note pane, so all Note types are in close proximity to each
other in order to save users time and prevent confusion when reviewing for unread

Notes.
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February 1, 2025
Where do | find reports in iConnect?

Reports are found in different screens within iConnect depending on their usage and
workflow. Locate the Reports menu dropdown on the screen to see what reports are
available for you to use. Remember to refer to the job aids available for detailed



instructions on using reports.
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How do | create a service desk ticket through CyberArk?

1. Sign into the user portal (aka CyberArk) and click on the “APD Service Desk”
icon.

a. Click on the icon to open the application.

-

APD Service Desk

2. Click the “New Ticket” button located on the upper right side of the screen to
open the new ticket window and fill out the required fields in order to open a new

helpdesk ticket.
E
New Ticket 6 L 4

How do | access a service desk ticket already created?

1. Sign into the user portal (aka CyberArk) and click on the “APD Service Desk”
icon.

a. Click on the icon to open the application.



L]

APD Service Desk

2. Click the ticket icon on the left side of the screen.

a. If you hover over the ticket icon it will display “My Tickets.

O0ss

3. Alist of all tickets associated with the account will display. The list can be filtered,
using the dropdown menu, to show tickets that were requested by the user or
tickets where the user was copied or mentioned.

My Tickets

[ All Reguests ¥
' Select Report |
' All Requesis
My Requests UBJE!
Requestz | am CC'd on
R stz | 7] tioned il
: ue am [@mentione ]
i earni




4. Use the search engine at the top of the screen to locate a specific ticket. Search
by ticket number or key words to locate a specific ticket. Click the magnifying
glass to execute the search.

O Cun A O New Ticket

My Tickets

| + Add Fiiter |

March 1, 2025

How long does it take for the preauthorization (PA) Number to show on service
authorizations?

A Waiver Support Coordinator (WSC) initiates the approval process for a service
authorization when the WSC creates or updates an existing service authorization in
iConnect. This creates a PA number, so that services rendered may be billed.

This process involves the iConnect interface with the Florida Medicaid Management
Information System (FMMIS). When the WSC creates a new service authorization or
updates an existing service authorization, the interface with FMMIS runs as follows:

o Service authorization information is sent outbound to FMMIS at 01:00 a.m.
o Additional information is then returned to iConnect at 05:00 a.m.

Once the inbound information is received, the PA number is assigned to the
authorization in iConnect.
Example of an authorization in “Ready to Send” status:

File Reports Ticklers  View Consumer incident

Dagnosis = Eighblity | Medcators | RS Provider Documentation  Contacts | Consumer Module Uner

Demographics | Diwaioes | Corsumer Budgetl | Programs | Provider Selections | SAN | Noles  Forms | Appoiimests = Para | Preinoimen  pogn
Filtery
rasien W +
il Auth Service EDI
b3 Autiv recondiy) returned - now viewing 1 Bwough 13 m
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Deviaion Pricried Ayth 10 Start Dath Cancaled
AP P Prowider 4 DRUAT019 L
P vy e w4 Ready 1o Send N
APD A Tas! Prindden TN 02019 OE020NG ALproved L]
— —— — R R N EE—————
Auh Sarvice Urst Augth Service BD4 Arount Provicer Rate  Contumar Sarvice
Service 1D Cote Sarvice $1art Date Type End Date Status | Rate Approved (== ] Type County Ratio
140004 TG ',‘P:‘l:;“: . OANT0IE 15 mins | OBAO0TG | Fendy b Send 1 Apprower, $16.02 §2.H2 M e Agericy M

4140 Persongd
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Example from iConnect of an authorization in “Approved” status from the Auth tab,
within the list view grid, after opening the authorization, and opening the AuthService

tab:
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April 1, 2025
How are the list view grids used in iConnect?

All tabs within the Consumer or Provider Records within iConnect will contain a list view
grid to show all the items saved within the tab. Clicking on the heading of a column
sorts the list in ascending or descending order. The text box at the bottom of the screen
allows users to adjust the number of records displayed in the list view grid that they
would like to have populated.



File
Quick Search
o p— 7] [imtres ol - PRI
O Participating
MY DASHBOARD CONSUMERS

10 Consumers Quick Search Result record(s) returned - now viewing 1 through 10

iConnect ID C.ast NamD First Name Status Region
215544 AprilSC_1 Jeanine Active SUNCOAST -
215556 AprilSC_10 Joan Active SUNCOAST -
215547 AprilSC_2 Laura Active SUNCOAST -
215548 AprilSC_3 Nadene Active SUNCOAST -
215549 AprilSC_4 Daniela Active SUNCOAST -
215550 AprilSC_5 Rehana Active SUNCOAST -
215552 AprilSC_6 Stephanie Active SUNCOAST -
215553 AprilSC_7 Gloria Active SUNCOAST -
215554 AprilSC_8 Taushia Active SUNCOAST -
215555 AprilSC_9 Shannon Active SUNCOAST -

First  Previous Records perpage 15 Next Last

Can iConnect users print the list view grids?

Yes, printing is available using the Menu File > Print option, only after clicking on a
heading.

od iCennect

@ FL Training (copy of ITT) - Work - Microsoft Edge - [m} -
hssflapdstagewellsky.com,/training-f
- a
Print
Total: 1 shawt of paper O Wennedt Rel
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Printer
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Pages
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May 1, 2025
Verifying the dates of a service authorization

One of the fields that the worker completes when documenting services in the Provider
Documentation tab of the Consumer’s record or through the EVV Mobile site is the
authorization associated with the service being rendered along with the time frame for in
which that service was rendered.

Prior to selecting the authorization, the worker should verify the dates associated with
that authorization.

EVV Mobile Site

On the EVV Mobile site, the date that the authorization is valid for is under the name of
the service. It is important to select the correct authorization, since this field cannot be
edited once the EVV Activity is started.

Approved Services

= 3 pports (55130:UC)
07/01/2024 - 06/30/2025
Total Units: 624

Unit Type: 15 mins

iConnect

On the Provider Documentation tab of the Consumer’s record in iConnect, the worker
must click the ellipses to view the authorizations. As shown below, all the authorizations
are visible for that provider. The last option is in not always the correct authorization.
The worker will need to verify the Start Date and End Date of the authorization.

In this example below, the worker is documenting services for the 2024-2025 fiscal
year. The authorizations listed show the next fiscal year authorizations. The worker will
need to review the dates to select the correct authorization.
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Clicking the plus sign next to the authorization will give additional information on that
authorization. In the example below, the 2023-2024 fiscal year authorization had
Personal Supports only valid through 04/30/2024. That was verified by clicking the plus
sign to see each specific service’s Start Date and End Date.

¥ o W1 ! ! ! ! !
I = ) 586123 |0?f01;1022 | | g7/01/2022 |ﬂﬁ,-'30,"2023 |
Auth Service . Max | Auth Service EDI Max
|| SemiteID | Code senvice StartDate | EndDate | i Status Amount
§5130:UC | {4140) Personal Supports o7fo1/2022 | 063072023 3482 | Approved $18,101.24
ss135:uc | (#0B0) Life Skills Development - Level 1 § | o 0005 | ng/a0/2023 fa76a | Approved $24153.48
{Community Inclusion)
| a? 07/01/2023 . 7/01/2023 06/30/2024
Auth Service . EDI Max
Service ID Code Service Start Date End Date J—
§5130:UC | {4140) Personal Supports 07 f01/2023 | Da/30/2024 Approved 515,945 05
gs135:uc | [#0B0) Life Skills Development - Level 1 4 | oo 152 | g6/a0/2024 [5222 | Approved $26,475.54
{Community Inclusion)




June 1, 2025
Sorting the List View Grid in iConnect

Users may find it beneficial to sort the list view grid when looking for a particular client,
form, provider documentation, note, etc. within iConnect

Utilizing the Quick Search on the My Dashboard, you can then generate a list view grid
with related information to the variable you searched for. The following is an example, of
searching by the variable: Consumer’s Last Name containing an S.

30 Consumers Quick Search Result record(s) returned - now viewing 1 through 15
iConnect ID Last Name First Name Status Region
225915 Santiago Jorge Active SOUTHEAST -
210034 Schlabach Tonya Active SUNCOAST -
208843 Schumann Ting Active SUNCOAST b
209707 Schweizer Cassidy Active CENTRAL -
209814 Shedd Ricardo Active SUMCOAST -
209933 Sheikh Eduardo Active SOUTHERN -
209540 Sherwin Danielle Active CENTRAL -
209646 Sherwin Julie Active CENTRAL -
209720 Shim Brandi Active CENTRAL -
209956 Shivers Ji Active MNORTHEAST -
208952 Shivers Jdillian Active CENTRAL -~
209645 Shumate Delaney Active CENTRAL -
209865 Sigala Alexis Active SOQUTHEAST -
215485 Simulation Barbie Active SUNCOAST -
225956 Simulation Paul Active SOUTHERN -

Each column within the list view grid contains a header (i.e. iConnect ID, Last Name,
First Name, and so on, depending on the specific list view grid). These Headers are

clickable and can be used to sort data.

30 Consumers Quick Search Result record(s) returned - now viewing 1 through 15
L — e ——
c__._ic_annectln Last Name First Name Status Region _____)
225915 o) large, cti THERST -
210034 Schlabach Tonya Active SUNCOAST -
209943 Schumann Tina Active SUNCOAST -
209707 Schweizer Cassidy Active CENTRAL -
209814 Shedd Ricardo Active SUMCOAST -
209938 Sheikh Eduardo Active SOUTHERN -
209640 Sherwin Danielle Active CENTRAL -
209646 Sherwin Julie Active CENTRAL -
209720 Shim Brandi Active CENTRAL -
209956 Shivers Jil Active NORTHEAST -
209952 Shivers Jillian Active CENTRAL -
209645 Shumate Delaney Active CENTRAL -
209865 Sigala Alexis Active SOUTHEAST -
215485 Simulation Barbie Active SUNCOAST -
225956 Simulation Paul Active SOUTHERN -




To sort data, click inside the header of the variable you are choosing to sort by. Clicking
on the header will put the information in ascending order (A-Z; oldest to newest; 1-10) or
in descending order (Z-A; Newest to Oldest; 10-1) depending on where you click.

Am= e o

32 Consumers Quick Search Result record(s) returned - now viewing 1 through 15

iConnect ID First Name Status Region

(+]

225815 Santiago Jorge Active SOUTHEAST -
210034 Schlabach Tonya Active SUNCOAST -
209943 Schumann Tina Active SUNCOAST -
209707 Schweizer Cassidy Active CENTRAL -
209814 Shedd Ricardo Active SUNCOAST -
209938 Sheikh Eduardo Active SOUTHERN -
215514 Shell Sea Active CENTRAL -
209640 Sherwin Danielle Active CENTRAL -
209646 Sherwin Julie Active CENTRAL -
209720 Shim Brandi Active CENTRAL -
209852 Shivers Jillian Active CENTRAL -
209956 Shivers Jin Active NORTHEAST -
209645 Shumate Delaney Active CENTRAL -
209865 Sigala Alexis Active SOUTHEAST -
215485 Simulation Barbie Active SUNCOAST -

32 Consumers Quick Search Resuli record(s) returned - now viewing 1 through 15

[+]
iConnect ID First Name Status Region

209942 Swiger Katrina Active SOUTHERN
210021 Sweatt Karen Active NORTHWEST
209961 Sturdivant Pedro Aclive SUNCOAST
215837 Studwell Rip Aclive CENTRAL
209805 Strachan Christy Active SUNCOAST
215902 Storm Brain Active SOUTHERN
209869 Stiltner Micheal Aclive SOUTHEAST
209991 Spindler Krystal Active SUNCOAST
209995 Spindler Derrick Active NORTHWEST
209999 Spindler Micheal Active NORTHEAST
209632 Spiers Raymond Active CENTRAL
200727 Soileau Kristen Active CENTRAL
225914 Smith Clare Active SOUTHEAST
215891 Slide Brock Active SOUTHEAST
215846 Sitter Toolie Active CENTRAL

List view grids are also found within the Notes and Forms tabs of both the Consumers
and Provider Records in iConnect. You can utilize the same sort function in those areas.
With this list view grid in the Notes section, you can sort information by Note Date, Note
By, Note Type, Description, Status, Date Completed, and Attachments. To sort the
information click within the header of the variable you want to sort by:



Diagnosis | Medications =~ Provider Documentation Contacts
Demographics | Divisions = Notes Forms = Appointments
Filters
Note Date ~ +
Search Reset
2 Consumers Notes record(s) returned - now viewing 1 through 2
Note Date » Note By Note Type Note Sub-Type Description Status Date Completed Attachment --
10/29/2024 worker_ 3 N T 4 ineg Yes
10/28/2024 worker_19496, Training Support Plan Documentation client IP documentations Pending Yes
First  Previous Records perpage| 15 | Next Last

With the list grid view in the Forms tab, you can sort forms by Form (name), Form ID,
Review, Review Date, Worker, Division, and Status. To sort the information, click within

the header of the variable you want to sort by.

Diagnosis =~ Medications = Provider Documentation Contacts
Demographics Divisions Notes = Forms  Appoinimenis
Filters
Form A +
Search Reset
2 Consumers Forms record(s) returned - now viewing 1 through 2
C Form Review Review Date v Worker Division E
Implementation Plan " - ing U Complete
Employment Stability Plan (ESP) As Needed 10/29/2024 worker_19496, Training APD Draft
First  Previous Recordsperpage 15 @ Next Last




July 1, 2025

FMMIS Provider Interface Updates in iConnect

The Florida Medicaid Management Information System (FMMIS) Provider Interface
exchanges provider-related data with iConnect so that both systems have up-to-date
and synchronized records for service delivery and billing. Some of the data elements
that are updated every night by the FMMIS Provider Interface are as follows:

Provider Name
Medicaid ID
Contact Address
Email

Mailing Address

Providers need to edit their information in EMMIS, since the FMMIS Provider Interface
will update the Provider’s information every night in iConnect. If edits are made directly
into iConnect, the FMMIS Provider Interface will override those edits nightly.

FMMIS Provider Interface Data Elements’ Location:

Provider Name, Medicaid ID, Contact Address, Email and Mailing Address are located
on the Providers tab of the Providers record.

MY DASHEOARD CONSUMERS PROVIDERS -"/

Provider - 19452 (19452)

Basic Information

Workers | Services | Provider ID Numbers = Beds  Linked Providers | Service Area

_-_"b Providers CAP = EVV Activities EVV Scheduling | Forms | Contracis Enroliments = Authorizations | Notes | Appointments Credentials

Provider Name Provider - 19452 Residential Monitor worker_19452, Training
DBA (if applicable)/Facility Name Licensing Specialist worker_19452, Training
Licensed Home licensed for capacity Area Behavior Analyst

Active Yes Licensed Home/ADT # of workers.

External Yes Licensed Facility

Exclude from Selection No Medicaid Provider ID 5678919452

QA Workstream Worker worker_19452, Training Provider EIN 12-3456789

Contact Information

Contact Name Agency Owner County Leaon

Street 123 Provider St. Phone (850)259-7788

Street 2 Extension

City TALLAHASSEE Fax Number

State FL email@email.com

Zip Code 32301 Website

Region NORTHWEST Cell Phone (753)222-3456

Mailing Street 123 Provider St. Mailing State FL

Mailing Street 2 Mailing Zip Code 32301

Mailing City TALLAHASSEE Mailing Phone (850)259-7788


https://sso.flmmis.com/adfs/ls/?wa=wsignin1.0&wtrealm=https%3A%2F%2Fhome.flmmis.com%2Fhome%2F&wctx=rm%3D0%26id%3Dpassive%26ru%3D%252Fhome%252F&wct=2025-05-20T12%3A37%3A10Z&whr=https%3A%2F%2Fsso.flmmis.com%2Fadfs%2Fls%2Fid

Medicaid ID can also be located on the Provider ID Numbers tab of the Providers
record. This is the data element that the interface matches on and is restricted to APD
staff to update.

MY DASHBOARD |  CONSUMERS | PROVIDERS | &=

Provider - 19452 (19452) \

Workers | Services | ProviderIDNumbers  Beds | Linked Providers | Service Area

Providers | CAP | EVVAciivilies | EVV Scheduling | Forms = Confracls | Enrolimenis |~ Authorizations = Notes |~ Appoinimenis |~ Credentials
Filters

Identifier v | +
Search  Resat

2 Providers Provider ID Numbers record(s) returned - now viewing 1 through 2

Division dentifie Type Category Start Date End Date Active

APD 5678919452 Medicaid ID 0110172019 Yes

APD 13452_Provi SenderlD 0110112019 Yes

August 1, 2025
Obtaining Notifications of New and Updated Authorizations in iConnect

Receiving notifications of new and updated authorizations in iConnect will enable
providers to make the necessary adjustments so that the services being provided are in
line with the current authorization. In order to receive notifications of changes or
creation of new authorizations, the provider must assign a worker in iConnect to receive
the “The status of the authorization has changed.” tickler.

The agency owner or delegate will identify specific worker(s) to obtain the service
authorization creation/update ticklers. The identified workers will need to have their
worker profile modified. The Job Aid for Service Authorization Update Ticklers will give
detailed instructions on how to modify the identify workers’ profiles to obtain the
creation/update ticklers.

The slatus of the authorizalion has changed I

- S Corpiiad - Amigrad Te

hssflapdstage.wellsky.com says

The status of the T4526:UC" authonzation has changed. Case Number

51", Auth Service ID '721196' and AuthSerivce EDI Status is now

‘Terminated'



https://apd.myflorida.com/waiver/iconnect/docs/Auth%20Interface%20Enhancement%20%E2%80%93%20Service%20Authorization%20Update%20Ticklers%2020240528-1.pdf

September 1, 2025

Choosing the Correct Authorizations in iConnect

When documenting a service rendered, the worker will need to utilize the correct authorization
for the service that they provided. It is imperative that the worker knows what service is being
rendered. That will come from the agency owner, supervisor, or designee and as identified

within the authorization as outlined with the Individual Budgeting Waiver Services Coverage and
Limitations (iBudget) Handbook.

Please refer to the iBudget Handbook for further information on the proper
documentation type for the service being provided

TIP: When pulling the authorization through the ellipsis (...), click on the plus (+) sign, to bring
up all services for the consumer that the provider has an authorization for. Once the service
name has been selected, the system will automatically fill in the service code.

Authorization Auth 1D Buth Date Provider Start Date End Date
Auth ID B |zs8337 07/13/2022 Provider - 10175 o7/01/2022 06/30/2023
o _ B |257482 03/14/2023 Provider - 10175 o7/03/2022 05/30/2023
Activity Details
B | 258803 o7/16/2024 Provider - 19176 o7/o1f2024 06/30/2025
Division e
310026 06/23/2025 Provider - 19176 07/01/2025 065/30/2025
Provider = =
1 "fm'n service Service StartDate | End Date :':'5 m“;;'mm Max
Waorker* Buffington, Christi SEE Cotle n us LTI
1 212734 G7535:UC | (4250) Supported Living Cosching 07/0d,/ 2025 | D5/30,/2026 | 200 Ready to Send 51586.31
B0 EENCERT 212739 passsuc | (337) incontinence Supgky; 07/00/2025 | D6/30,/2026 | 12 Ready to Send £120.00
Miscellaneous
Service * A0ED) LA i -
212737 ssizue | ! te skills Development-Level 3 | ooy joos | os/s0/2026 | 1566 | Resdytosend | $8,458.58
Units * (80T FacilingAased
212735 SSLSOUC | (4140) Persanal Supgorts 07/00/2025 | DE/30/2026 [ 1044 | Ready to Send 4$5,710.68
Rate ) (4080) Lifie Skills Development - Level 1
| 212738 SSU3SUC | ety inclusian) 07/00/2025 | DE/30/2026 | 1044 | Ready to Send $5,293.08
Secondary Code 212738 T2003:UC | (4320) Transportation - Tri 07/01/2025 | D6/30/2026 | 522 Ready to Send $2,610.00
J P P i
Unit Type
First Previous Records per page 15 | MNext Last

\7erify that the Associated Service matches the Service listed in the Activities Services

section of the provider documentation. Verify that Documentation Type is the correct provider
documentation type for the service rendered.

Activity Details

Division Status
Provider Provider - 19176 | Details Associated Service Personal Supports
Waorker* Buffington, Christine Lockup  Clear Details Documentation Type
Activity Services
Service * S5130:UC (4140) Personal Supports .. Clear  Total Cost [J Sttus
Associated Service Personal Supports
Units * 28
Documentation Type
Rate $5.47
Secondary Codi S5130:UC Total Cost | Annual Report
Unit Type FoE Daily Attendance Logs
Monthly Summary
Progress MNote
Quarterly Summary
|2 £ HjmpLog
Add service Iai notes here.

Under the Documentation row, the worker will select the correct Provider
Documentation Type from the selection box, utilizing the arrows to move that
documentation type(s) to the right side of the empty box.


https://apd.myflorida.com/ibudget/docs/iBudget%20Handbook%20with%20ADT%20Redesign%20Final.pdf
https://apd.myflorida.com/ibudget/docs/iBudget%20Handbook%20with%20ADT%20Redesign%20Final.pdf
https://apd.myflorida.com/ibudget/docs/iBudget%20Handbook%20with%20ADT%20Redesign%20Final.pdf
https://apd.myflorida.com/ibudget/docs/iBudget%20Handbook%20with%20ADT%20Redesign%20Final.pdf

Activity Details

Division APD Status

Provider Provider - 18178 Details Associated Service Personal Suﬁﬁorts
Worker' Buffingian. Crrisine Lookup | Giear | Detais [ Documentasion Type
Activity Services

Service * 55130:uC (4140) Personal Supports Clear Total Cost 531.12

Units * 16

Rate 35.07

Secondary Code S5120:UC

Unit Type 15 mins

Documentation

| B £ O 6px ~ A~

Frnual Eeﬁ

Daily Attendance Log
\onthly RSE l

ch oo Add service log notes here,

Provider Documentation Type* \Monthly Summary Mote
Progress Mote

Ciarterly Summary L d

AA|A |v|v'

IMPORTANT: If the incorrect Service was selected under the Activity Service, capture
the data inputted on the provider documentation record, delete that record and enter a
new provider documentation entry with the data captured along with the correct service.

The provider documentation below is an example of a provider documentation that
would need to be reentered. The Secondary Code matches the code for Life Skills
Development 1; however, the Service listed is Personal Supports Day. This occurred
due to the incorrect Service being selected originally and then updated within the same
provider documentation. To remediate, the user will need to capture the data in the
provider documentation, delete that provider documentation and then add a new
provider documentation with the correct information.

File

PA Number

The services
code does

EVV Vielation{s)?

Unerwsodved EVV Viglason(s)?

¥
s’IIS i
s
3

Associated Service Lite Skits Developmwnt 1
not match Ovcumentation Wrps Servcn Log
Personal
Supports I S5130 UC SC (4141) Porsonal Supports - Day I Total Cost $112.60

S5135:UC

. .
Reset
1 Tovide: i et - now vie
Activity 1D Date - Wiarker " Service Code Units. S
Mext  Last

Searcn
wing 1 through 1
Provide
[—] ososcoz — — S51380C 000 Complets

Frst  Prewous Recouds per page 15




Opening Plans from the Consumer Budgets tab — WSC Edition

WSCs are responsible for keeping their client’'s Planned Services up to date along with the
corresponding authorizations. Making updates to the Planned Services require linking and
unlinking of the budget to the Plan with those Planned Services. After the budget has been
relinked to the Plan, the WSC will need to navigate back to the Plan to complete the necessary
tasks for validation and approval. This helpful tip will save the WSC a click or two in getting back
to the client’s Plan after the Budget was unlinked.

1. The WSC is in the Consumer Budgets tab and the Linked Plan bookmark.

o0 iConnect
File Tools

Filt:
Budget ters

Fund Code v +
| Linked Plans |
- Search Reset

0 record(s) returned

2. Navigate to File and select Link to Plan.

ocd iCennect
File 405
| Link to Plan |

Print Link to Plan +

Close Linked Plans

e Aeset

0 record(s) returned

3. Navigate to the appropriate plan from the list view grid and utilize the caret click Link.

Fiia Tools
Filters
Futed Cosfig - t
Seaich Rt
12 Consumers Link 1o Plan recerd(s) refurmed - new viewing 1 through 12
Fund Cosle Program Pian Start Date: Pian End Date Winrker Seatus Fiscal Year =
APD APD Waser 0701 s CEI0200% Buffnglon, Christee i Panding bt ] o
APD AP Weaver T C60RES [ ] Appeaved WS Likk],

4. Press OK to acknowledge that the Plan was linked.
“hapterlD=3128ViewType=DetailView8PagelD=572128& ChapterEntityl D=2097 308 Er

hssflapdstage.wellsky.com says

Selected Plan/s successfully linked to Consumer Budget.




5. Go to File and select Close Link to Plan.

Print

cnnect

File Tools

Close Link to Plan

Close Link to Plan
Search \_.ww.—‘

6. The plan that was linked will be displayed. Click on the plan from that list view grid.

oo ionnect

File Tools

Budget

Linked Plans

Martin Kastners Linked Plans
8/6/2025 3:40 PM
~)-Filters
Fund Code v +
Search Reset
1 Consumers L\ked Plans record(s) returned - now viewing 1 through 1
Fund Code Program Plan Start Date Plan End Date Worker Status Fiscal Year
APD APD Waiver 07/01/2023 06/30/2024 Buffington, Christine Pending 2024

7. The Plan Information will display, and additional edits can be made for the approval and

First Previous

Plan Validation process.

oad Cennect

File Reports

Plan Information
Planned Services

Cost Plan Review Notes

‘ An asterisk (*) indicates a required field

Plan Details
Division *

Program *

Worker

Cost Plan Creation Date *

Comments

Review Request Date *

Status *

Cost Plan Begin Date *

Cost Plan End Date *

APD is in receipt of the Certification of
Awvailable Services Form

Date of VAS Reviewed

Region or State Review *

Fiscal Year *

Records perpage| 15  Next Last

APD
APD Waiver Details
Buffington, Christine

0612912023 |2

07/01/2023 |
07/01/2023 | &
06/302024 |

Yes
06/29/2023

Lookup

Clear Details




October 1, 2025

Reviewing Provider Documentation

The Service Provider Documentation Report can assist agency owners and their delegatees in
reviewing provider documentation that has been submitted through iConnect for services that
were rendered by their agency. Utilizing the Service Provider role allows the user to view the
provider documentation for all workers from their agency. The Service Provider Worker role will
allow the user to pull a report to show the documentation which the user submitted through
iConnect.

The Service Provider Documentation Report contains the following information:
(Please review the Service Provider Documentation Report Job Aid for any updates to
the report.)

¢ Region of the consumer

e Consumer’s iConnect ID

e Consumer’s name

e Primary Worker’s name (the name of the Waiver Support Coordinator (WSC))

¢ WSC QO’s name (the Qualified Organization that employs the WSC)

e PA Number

o Service Code

e Service Name

e Activity Time Entries (number of entries for that service on the same provider
documentation)

e Activity ID (unique code for that activity entry)

¢ Provider Documentation Worker Name

e Start Date/Time

e End Date/Time

e Total Minutes

e Units Approved (total units approved from the authorization)

o Units used This Activity

e Total Unites Used (includes total units used for that current authorization)

¢ Balance Units (number of units that remain, in order from the entry date of the provider
documentation, not the rendered date)

e Unit Type

e Provider Documentation Type

e Provider Documentation Notes

e Follow-Up (For WSC Progress Notes)

o EVV Delivery Type (Manual Entry or Mobile App Upload will be indicated here)

e Delivered Via EVV

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

Role

My Dashboard Sign Out é
Service Provider hd


https://apd.myflorida.com/waiver/iconnect/docs/Service%20Provider%20Documentation%20Report%20Job%20Aid%2006132024.pdf

2. On My Dashboard, navigate to the Reports menu and select Service Provider
Documentation.

Q0 Connedt
Pl Mepois A

Provider Contac! Repor by Sendce Quck Search
Raactve Sirategiss Graph Repon Fe— / W Lasih

WSC BASE Ronewal Due Gpen Senvice Prowader Documentation | — —
3. Fill out the search screen with the information needed for the report. It is crucial that the
information is filled out left to right, top to bottom. Click View Report to execute the
search.

HTML =

Begin Date: MM/dd/yyyy | End Date Before: | 11M/dd/yyyy E viewRamortl))
| Provider Name: [ <Select a Value> v Worker Name: [v]

iConnect ID : Enul  Service Name: [v]

4. A report will be generated on the screen. View the report in this window or export the report.
To export the report, click the caret next to the save icon. Select Excel.

Word

:) Excel __D |
PowerPoint
PDF Excel ]
TIFF file
B VSC Q(

MHTML {web archive)
CSV (comma delimited)
XML file with report data

Data Feed

5. For more details on how to pull the Service Provider Documentation Report, please review
the Service Provider Documentation Report Job Aid and for instructions on how to sort and
filter an iConnect Excel Report please review How to Add Filters to iConnect Reports Job
Aid.

REMINDER: Personal Health Information (PHI) will be pulled when exporting the Service
Provider Documentation Report. It is the responsibility of all iConnect users to ensure that their
systems follow all HIPAA requirements.


https://apd.myflorida.com/waiver/iconnect/docs/Service%20Provider%20Documentation%20Report%20Job%20Aid%2006132024.pdf
https://apd.myflorida.com/waiver/iconnect/docs/How%20to%20Add%20Filters%20to%20iConnect%20Reports_JobAid08062024.pdf
https://apd.myflorida.com/waiver/iconnect/docs/How%20to%20Add%20Filters%20to%20iConnect%20Reports_JobAid08062024.pdf

November 1, 2025
How do | locate the most current manuals and job aids for iConnect?

Do you hear the Regional iConnect trainers say, “Let’s go look at the manual,” but are not
certain how they get there so quickly?
Manuals and job aids have been created to assist providers with workflows and procedures in
iConnect. At times they are updated to illustrate enhancements made to iConnect. Services
have specific manuals or job aids that are located and updated on the APD’s website.

1. On APD website, apd.myflorida.com

2. Locate the Provider Supports link and click on it

Now in its 15th year—and the second year honoring both
empioyoes and employers—ithe Exceptional Employmant
Awards i & joint eftort by the Agency or Parsons with
Disabilithes, Vocational Rehabilitation, Bl
cther disability organieations o cal
Dénability Emp

‘We inrvite you o submil nominations of employers and
2025 employees whose commiiment, achlevements, and

keadership deserve recognibicn

Exceptional Employment Awards e e e

Hope g Apply for Provider
Florida Services Supports

3. Then select APD iConnect
.oad

Learn More:
Get Started

o] +—
Support Goordination
Licensed Sefttings.
Background Screening
Supported Living

Medication Administration

4. Locate the Library that is applicable for the services provided (Providers Library shows
all manuals and job aids for services outside of Waiver Support Coordination [WSC]).


https://apd.myflorida.com/

Learn More:

iConnect

Help Desk

APD Direct User Portal

iConnect FAQ

Learning Resources

System Enhancements & Updates
IEIectmnic Visit Veriﬂcationl‘-

Helpful Tips

Multifactor Authentication

Providers Library <—
|WsC Library | —
1 Report Library

S
j EPI Library 4—_

Worker Portal

Regional iConnect Trainers

5. Navigate to the Manuals or Documents and select the topic that you are interested in,
and click on it

Manuels (S
(Gonnect Behavioral Services Trainin Gidel__
o _APD iConnect Fmplovment Services Training Manual

New Licensing Facility Application Request Training Manual (Updated 3/27/2025

Provider Expansions Chapter 11 - New Services
» Provider Expansions Chapter 11 - Solo to Agency

-_Emmlﬂ[_&ua;m%apter 11 - Region to Region
-~ Provider Training Guid

+ APD iConnect Supported Living Training Manual

Documents

« Assigning the Service Log Notification Position to a Worker(NEW 12/19/2024)

« Documenting Emergency Response Systems, Environmental Accessibility Adaptations (EAA), Durable Medical Equipment
(DME), Consumable Medical Supplies (CMS), and Adult Dental Services as Notes(Updated 12/20/2024)

« Job Aid for Reporting the Use of Reactive Strategies in APD iConnect (NEW 11/8/2023)

.= Reactive Strategies Graphs Report.Job Aid (NEW 2/7/2025)

Check for updated material
to make sure that you are using the most current manual or job aid.
How to locate the updated manuals and job aids
1. Located beside the document, you may see (Updated X/XX/XXXX). This will indicate the

most recent update to the document.

New Licensing Facility Application Request Training Manual (Updated 3/27/2025

. _Lirancina Danrwale Trammina Mannsl {1 ndatad 2979096




= UPDATED: Provider Search and Promote.................

el UPDATED - NEW! Link to Existing or Placeholder Par

Additionally, In the manuals there are Table of Contents, you may see the following to
assist the user in locating where the updates were made.

Table of Contents
Chapter 3 | Online App q

In

bmit Online Application

Assign

Access Prospective Applicant QuUeue ............cccc........

IMPORTANT: If a parent or facility duplicate record is
through State Office, not deleted. ..........ccccoremeenancae

NEW! No Parent Record Exists — Partner with Provid,
Parent Provider Record

Record

NEW! User Provisioning and iConnect Access ...........
As ded: Reject e Appli der ....
UPDATED: New Licensed Facility Application...........
Introduction

Ci fe Facility Appli ii Form

Ci fe Lic d Ci y Form

UPDATED: Add Other Qualifying Documentation.....

UPDATED: Application Submitted Note..................



December 1, 2025

How can | find TRAIN Florida courses using the calendar?
There are several ways to locate an iConnect live training. One lesser-known option is
to search for specific topics using the TRAIN Florida’s calendar, which displays only
scheduled training events.

1. Log into TRAIN Florida at www.train.org.

2. Click Calendar from the navigation bar.

]
TR/ZIN FIorida/

HOME COURSE CATALOG CALENDAR RES

Login

Unlock a world of public health training
resources by logging into TRAIN Florida.

Login name

Christine buffington

Password Forgot password?

Create new account

3. In the search bar, type in the topic name and click the search icon. In the
example below, we are searching for iConnect.

Calendar

This page will allow you to browse your events and search for upcoming events as well. There are a number of filtering options available, including a keyword search. The
results you receive may be limited by any groupsy joined, and your address (see your profile for details).

< Back iConnect Q Filters Show calendar
13 record(s) found. /

Name Date Time

APD - iConnect - Supplemental Training for New Providers Nov 18,2025 9:00 AM
APD - iConnect - Supplemental Training for WSC - SANs Oct 29,2025 9:00 AM
APD - iConnect - Supplemental Training for Transportation Providers Oct 28, 2025 9:30 AM
APD - iConnect - Supplemental Training for Behavioral Services Nov 12, 2025 9:00 AM
APD _iConnect _ Sunplemental Training for Racideniial Services Nov 17 2025 0-00 AM

4. Select the topic.


http://www.train.org/

i connect new provider | 1 2 @

Filters »

Show calendar

32 record(s) found

Name Date Time
APD - iConnect - Supplemental Training for New Providers 3 Oct 21, 2025 9:00 AM
APD - iConnect - Supplemental Training for Provider EVV Managers Oct 14,2025 1:30 PM

5. Once the course is selected, the description of the course will be displayed along
with the upcoming dates that the training will be offered.

All sessions [ Show past sessiondl

Oct 21,2025 9:00 AM EDT - 5:00 PM EDT

APD Office - Jacksonville (179.2 miles away) (11 seats available)  ~
Registration Deadline

Oct 16,2025 11:59 PM EDT

Nov 19, 2025 9:00 AM EST - 4:00 PM EST

APD - Central - iConnect - Virtual (15 seats available)  +
Registration Deadline

Nov 14,2025 11:59 PM EST

6. Click Register on the session to register for the course and remember to add it
to your calendar.

Margaret Halle
Margaret.Halle@apdcares.org
3862384714

MH

21 APD Office - Jacksonville : Building A (179.2 miles away)

oeT 3631 Hodges Blvd.
2025 Jacksonville, Florida
United States 32224

@ (map)

Contact: Margaret Halle

&3 Margaret.Halle@apdcares.org
9:00 AM EDT - 5:00 PM EDT Add to Personal Calendar

Reminder, you are welcome to register for courses beyond what your
region offers. Please make sure to double-check the time, as part of
our state is in the Central Time Zone. If you cannot attend a training
that you have registered for, please withdraw from the session to
allow others to register.



January 1, 2026
Report Library in iConnect
Happy New Year! We are thankful and appreciate all the work that you do for our clients.

Did you know that we have a library just for Report Job Aids? All the iConnect report job aids
are in one centralized location to make finding them simple.

1. To locate the Report Library, navigate to the APD website: https://apd.myflorida.com.

C R I‘:; apd.myflorida.com tl O f

@ FlushCache [ Training

Qo

THE RUNDOWN

APD has a new way to keep you informed

kefde THERUNDOWN

2. Hover over the link for Provider Supports at the top of the page and click on iConnect.

ABOUTUS ™ PATHWAYS TO SERVICES  PROVIDER SUPPORTS /~ PARTNER PROGRAM ' RESOURCES ¥ NEWS Y HOWDOI?

GET STARTED

ICONNECT

3. Select Report Library.

Learn More:

iConnect

Help Desk

APD Direct User Portal

iConnect FAQ

Learning Resources

System Enhancements & Updates
Electronic Visit Verification

Helpful Tips

Multifactor Authentication

Providers Library

WSC Library

Report Library



https://apd.myflorida.com/

4. Report Library
This library contains instructions for users to access and use reports from iConnect, listed by
iConnect user role.

o For example, reports in the section WSC/CDC Role Reports can only be
accessed by users with that particular role.

WSEC/CDC Role Reports

How to Add Filters to iConnect Reports Job Aid (8/8/2024)

Provider Contact Report by Service Job Aid (New12/19/2024)

WSC Caseload Report Job Aid (4/24/2025)

WS5C BASE Renewal Due Report Job Aid (7/26/2024)

WSC Medicaid Waiver Eligibility Worksheet Due Report Job Aid (7/26/2024)
« WSC Provider Documentation Report Job Aid (6/28/2024)

« WSC Support Plan Due Report Job Aid (6/28/2024)

« How to Pull Cost Plan Reports in iConnect Job Aid (6/26/2024)

Qualified Organization Owner in Service Provider Role Reports}

« Service Provider Documentation Report Job Aid (3/27/2025)

« How to Add Filters to iConnect Reports Job Aid (New 8/8/2024)

« WSC Caseload Report Job Aid (4/24/2025)

Provider Contact Report by Service Job Aid (12/19/2024)

WSC BASE Renewal Due Report Job Aid (7/26/2024)

WSC Suppeort Plan Due Report Job Aid (6/28/2024)

WSC Medicaid Waiver Eligibility Worksheet Due Report Job Aid (7/26/2024)

Service Provider Reports

How to Add Filters to iConnect Reports Job Aid (8/8/2024)

Provider Service Authorization Data Report Job Aid (New 5/29/2025)
Reactive Strategies Graphs Report Job Aid (2/7/2025)

Service Provider Documentation Report Job Aid (3/27/2025)

5. Select the appropriate job aid to assist with accessing the desired report.

6. Each section has a job aid to provide direction on how to add filters to reports from
iConnect.

WSC/CDC Role Reports

* How to Add Fillers to iConnect Reports Job Aid (8/8720.24)

WS Caseload Report Job Aid (4/2472025)

WS5C BASE Renewal Due Report Job Aid (T726/2024)

WSC Medicaid Waiver Eligibdlity Worksheet Due Report Job Aid (712652024)
WSC Provider Documentation Report Job Aid (6f28/2024)

WSC Support Plan Due Report Job Aid (672872024)

How to Pull Cost Plan Reports in iConnect Job Aid (6/2672024)

Qualified Organization Owner in Service Provider Role Reports

How

« Provider Contact Heport by Service Job Aid (1211972024)

« W5C BASE Renewal Due Report Job Aid (7726/2024)

= WSC Support Plan Due Report Job Aid (6R28/2024)

= WSC Medicaid Waiver Eligibility Worksheet Due Report Job Aid (712652024)

Service Provider Reports

+« How to Add Filters to iConnact Reports Job Aid (B822024)

I =l [t L 1 UL LA 2 [FEE:I
= Reactive Strategies Graphs Report Job Ald (2712025)
= Service Provider Documentation Report Job Aid (32772025)




March 1, 2026

Disabling Pop-Up Blockers
Did you know that pop-ups do not only refer to restaurants or stores but also to screens on most
web browsers? While pop-ups can at times be an annoyance, blocking all pop-ups on all web
sites will cause crucial screens to not display in iConnect, such as:

1. Linked Providers

Search Screens
Notifications

Alerts

Plan Validation Report
New SAN

New Planned Service

Nooakowbd

Allowing Pop-ups on iConnect
1. When a screen does not display as intended, verify there is a pop-up displayed box on
the web address bar. Click the pop-up disabled icon.

< (& FLAPD Production X |+

Isky.com/humanservices/Pages/Harmeny.aspx?ChapterlD=6138ViewType=TabedView&PagelD=71003&ChapterEntitylD=22001&EntitylD=22001&CallingChapter=Pr... A= 4

2. The Pop-ups blocked screen will display. Select the option to always allow pop-ups and
redirects. Then click Done.

1&EntitylD=22001&CallingChapter=Pr... A 7 (=

v X

Pop-ups blocked:

https://hssflapdprod...t2HdHY1& popup =1

@:l Always allow pop-ups and redirects from https://
hssflapdprod.wellsky.com

(::l Continue blocking

Manage Pop-ups in the Google Chrome web browser
1. To manage pop-ups in the Chrome web browser, open Chrome, navigate to the three
dots on the far right. Select Settings.




[ a @ % O

E  Delete browsing data... Ctrl+Shift+Del
& Zoom = 75% + £
S Print. Ctrl+P
4 Open Gemini in Chrome

& Search with Google Lens

ﬁﬂ Translate...

[@  Find and edit >

[ Cast save. and share >

&  More tools >

@ Help >

#  Settings

2 Exit

B2 Managed by your organization

2. In settings, go to Privacy and security on your left and then select Site settings.

G Settings Q, Search settings
a Safety Check
(  You and Google
©  Autofill and passwords Q §hmmedfuund some safety recommendations for your review S
asswords
*] Privacy and security I
%  Performance Privacy and security
+  Alinnovations o Delete browsing data .
Delete history, cookies, cache, and more
€  Appearance
Third-party coakies
. G ¥ N
Q. search engine © Third-party cookies are blocked
[ Default browser .
Q@ o :»maf? the info used by sites to s ’
O onstartup Customize the info used by sites to s
& Security N
% Llanguages Safe Browsing (protection from dangerous sites) and other security settings
L Downloads a— Site settings ‘ N
. ~®  Controls what information sites can use and show (location, camera, pop-ups, and more)
iisasibilily v

3. Scroll down and click Pop-ups and redirects. Verify that
https://hssflapdprod.wellsky.com is listed.

Content

Third-party cookies
@ party

>
Third-party cookies are blocked
Ee JévaS(ript . 5
Sites can use JavaScript
= Images N

Sites can show images

Pop-ups and redirects

Don't allow sites to send pop-ups or use redirects



https://hssflapdprod.wellsky.com/

Sites listed below follow a custom setting instead of the default
Mot allowed to send pop-ups or use redirects Add

No sites added

Allowed to send pop-ups and use redirects Add
@ httpsy//www.canva.com:4432 » H
< https;//hssflapdprod.wellsky.com » H

Manage Pop-ups in the Microsoft Edge web browser
1. To manage pop-ups on the web browser, once the web browser is open navigate to the

three dots on the far right. Select Settings.

) G« 2
a (3 Newtab Ctr+T Q
8 New window Ctrl+N
[
[Z New InPrivate window Ctrl+ Shift+N
T Zoom — 100% + +
¥ Favorites Ctrl+Shift=0
& History Crle
& Tab groups »
L Downloads Ctrl+)
&3 Extensions
2 Passwords
W Delete browsing data Cirl+ Shift-Delete
& Print Ctrl+P
Split screen
Screenshot Crl+Shift=5
&) Find on page CtrleF
More tools >
—
I (@ Help and feedback »

2. In settings, go to Privacy, search, and services on your left and then select Site
permissions.

Privacy, search, and services

Settings T Clear browsing data  ** Typoprotection = [ Clear browsingdatacnclose =~ 7 Tracking prevention

% Tracking prevention >

@ Profiles / ’
2 _Pacauorde and auiafll ‘
»

| & Privacy, search, and services l & Privacy >
T Appearance Vanege yourpriecy et

[ Default browser ) Security >
[ Start, home, and new tab page Manage yo

¢

A Languages % Cookies .

T

sav

Downloads

Accessibility [T Site permissions / N

System and performance

"

D

) Reset settings Q Search and connected experiences >
Mar




3. Select All permissions.

< Privacy, search, and services / Site permissions

O Allsites N
View permissicns for sites you've visited

(O Recent activity S
The latest changes made to site permissions /

i@ All permissions < S
Permizsions that are applied across all sites

4. Scroll down and select Pop-ups and redirects. Verify that
https://hssflapdprod.wellsky.com is listed.

< Privacy, search, and services / Site permissions / All permissions
© Location

6] Camera

©

I\'I-lc:c>-|-:l1one

@ Mc?t\-o‘n or light sensors
Q N-ot;\ﬂ-c-atmns
Jau-'anript

[ Images /

Pop-ups and redirects

Blocked

Privacy, search, and services / Site permissions / All permissions /
Pop-ups and redirects

<
Default behavior

Blocked (recommended) e

Customized behaviors

Sites listed below follow a custom setting instead of the default
Mot allowed to send pop-ups or use redirects Add site
No sites added
Allowed to send pop-ups and use redirects Add site

| https://hssflapdprod.wellsky.com:443 |

Clearing your Cache

If you are experiencing computer issues or your system seems to be slow, one of the first things
we will ask is “have cleared your cache?”.


https://hssflapdprod.wellsky.com/

Why should you clear your cache?
o Fix website issues: A cache can store old files for a website. Clearing it can fix

formatting or loading problems if the data on the cached version is outdated.

o Improve performance: A cache that is too full can slow down your browser. Clearing it
frees up resources and can make your browser run more smoothly.

o Free up storage space: Cache files, especially for apps and streaming services, can
take up a significant amount of storage over time.

o Itis important to first upload any EVV activities or Worker Portal Forms not yet
downloaded onto iConnect currently stored on your device prior to clearing the
cache.

o Clearing cache will cause those items to be deleted from the device and unable
to be uploaded to iConnect.

e Troubleshooting: Clearing the cache is a standard in troubleshooting to rule out any
other issues.

So, how do you clear your cache?
1. Close all the open browsers and windows.

2. Use this link, AzureFlushCache, to clear your system for iConnect.

3. Alternatively, you can copy and paste this web address and save it as a bookmark or
favorite for future use:
https://hssflapdprod.wellsky.com/humanservices/Pages/flushcache.aspx

To Bookmark or save to favorites:
a. Depending on the browser used, click the star icon.

b. Name the link, so it is easily identified by the user.
c. Click Done when finished.

v & UserFPortal X | @ FLAPD Production X | @ Add Business Owner X @ FlushCache X =+ /
C | & nhttpsy/hssflapdprod.wellsky.com/humanservices/Pages/flushcache.aspx AN L]
i i ations G i o SRR servations / - ISkey EVW " "
@ | (D iConnect Training o Locations G GoTo & [ Newtsb () Login om Forms |APD Intranet a7 Real Estate Develop.. o) Reservations / Bure WISy EW. [ e e orite x5
‘ache is Clean
MName FlushCache Azure]
Folder | ) Favorites bar ~

tere femere


https://hssflapdprod.wellsky.com/humanservices/Pages/flushcache.aspx
https://hssflapdprod.wellsky.com/humanservices/Pages/flushcache.aspx

April 1, 2026
Changing your APD Password

When it is time to update your CyberArk password for iConnect access, a notification like the
example shown below will display on your user portal once logged into CyberArk.

2xpire In 14 day(s), Click here 10 Change It nOw

Follow these steps to complete the password change:
1. Click the word on the notification.

2. The “Change Your Password” screen will appear.

Change Your Password
Current Password *

Mew Password ™

Confirm Mew Password *
o,
OK | Cancel )
N A

3. Enter your current password.

4. Create a new password that includes the following:
a. Atleast 8 characters long
b. Includes characters from at least 3 of these types
i. Upper case (A-Z)
ii. Lower case (a-z)
ii. Digits (0-9)
iv. Special characters (@#$%"&, etc.)

At least 8 characters long. and Includes characters from at least 3 of these

character types: UPPER (A-Z). lower (&-z). digits (0-9). others (@#3%"&, etc.)

5. Enter and confirm your new password, then click OK.



6.

Change Your Password

Current Password *

new Password *® (D)

=

If the above requirements aren’t met or your passwords don’t match, you'll
receive a notification similar to below.

0 Error

Password update failed. Please make sure the password
meet the complexity requirements. Password must comply

with your AD password policy.

Show Error Details

Close

>
Change Your Password
Current Password *
New Password ¥ (D
Confirm Mew Password *
................. | o
i @ passwords do not match.
- m_

Re-enter your new password, ensuring that you have included all the elements
required, and click OK.

Once your new password has been successfully updated, you will receive a
confirmation email. The email reads as follows:



thJ A
[~A..ares

® 9 ® ® CONNECTING YOU TO THE COMMUNITY

Password change confirmation

This message confirms that the password for the account associated with this email address has been
changed.

If you did not make this password change, please immediately report this to APD Information
Security

By email:
security@apdcares.org

By phone call to the APD Help Desk:
(333) 400-3420

For additional information on how to change your password in CyberArk, refer to Self-
Service Password Resets in CyberArk job aid.



https://apd.myflorida.com/waiver/iconnect/docs/Self-Service%20Password%20Resets%20in%20CyberArk%2020240412.pdf
https://apd.myflorida.com/waiver/iconnect/docs/Self-Service%20Password%20Resets%20in%20CyberArk%2020240412.pdf
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