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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Using Filters

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 “Enrollments 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 Fllorida 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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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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Planned Sarvice

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

AdminSecurity 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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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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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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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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November 1, 2024

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
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Opening Multiple Attachments That Are Within the Notes Tab

Complete

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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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.
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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.

APD Service Desk

a. Click on the icon to open the application.
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.”

My Tickets

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
E I All Reguiests g

Select Report

All Requesls

E P My Requesis SUBJE(

Requests | am CC'd on

R ts | @Ementioned Ui
uests | am (@mentione ‘
i, . cedrmi

hed
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.

Ay N O New Ticket

> My Tickets

E ! All Regquests - | \ + Add Filter |




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:

e Service authorization information is sent outbound to FMMIS at 01:00 a.m.
+ 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 |~ Eligblty | Medcatora | AN Provider Documentafion  Confachs | Consumer Module Unar
Demographics | Diveiors | Corsumer Budoeti | Prograes | Provider Selecions | SAN | Noles  Forms | Appoiimests  Pars | Preinoiiment  pogn
Foter
Jrvacny W +
b3 At recondin) returned - now viewing 1 Bwough 13 m
Ready to Send
Devinion Prrridar Auth D Start Do » Cancelied
] Peruing Provder F e DROA019 L]
APD 74X 0082019 [ er to Send e
APD A Tasd Providen Faritl] 00N DRG0 Arpritaed L]
At Sarvice st Augeh Serrce ED4 Aot Provicer Rate  Contammer Sariice
D | Sevis  SwnDute o | WngDate ASEECEES Rate | e | Conceled| T onmr | e
140054 wroruc (KNSR 032019 | 18 mins | 06907019 | ResymSend |1 Agprowers/ $16.02 | 22428 we Agercy Hermar:
00 ssaguc | L4140 Perions SOLT018 18 mins | 0RI0T0E Ready 1 Send "2 Aoprowed | S182 | $AST 04 [ Agercy Herram 11

Supoorts

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

apr Consumers V| | LestName v w ADVANCED SEARCH
O Participating

MY DASHBOARD CONSUMERS

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

iConnect ID First Name Status Region

215544 AprilSC_1 Jeanine Active SUNCOAST -
215556 AprilSC_10 t 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 ‘r 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.

-"‘..""hi - .
G0 iConnect
ﬁ' FL Training [copy of [TT) - Work - Microsoft Edge - o »
hssflapdstagewellsky.com)t
- - a
Print ~
Total: 1 sheet of paper ommec Frevescn REI
- Grablh Spart b Aedall
Printer e s H— o
S— i ST i R
7 e
=
Copies i = — =
10 Consumers = s iy =i i
+
Layout v
F 0 rortrart
= 21 554! o
E 21555 Landscape
+ 21554
Pages
(o J1




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.

X Approved Services

3 oports (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.

e vl By, v T D] s \algeDia

Mgt hdrancediee sl iSie L g
O o | T Documantation
File
iy Bt EDH SIS W Apgaoved w

AN BEIBTSE ") naatas a raguined hiakd = B
Activity Temas
Slert Dt * St T — faes

= e ol el el et e e Lo ¥ Ak
Buthorization
= O 2 Cofumars Auth Search record(s] refumad - now wviewing 1 through 2
Aty Crtmaty i}
Division = A I Aunhi Date Prrviddr S Date End Dute
T * 0705/ OF 032020 06730/ 2021
Workart Faovioer, Sytvia ¥ 08,704, 2020 Q8002020 0630,/2021
Aztivey Services *. 07/ 3031 o7 012021 0630/2032
Baraca = i 0701 oroLsa022 06,130/2023
— 07012023 a7 /o208 06302024
— + 05/23/7024 o5/01/2024 0630/2024
Sargoradary ©od - - 072024 06,30/2025 *.
Uit Type

07,01,/ 3035 orjonfanat 08502008
Dooumentaton
T e
i S —— e |




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.

¥ . WY ! ! ! ! !
I = ) 586123 |0?f01j2022 | | 07/01/2022 |0ﬁ,."30,."2023 |
Auth Service . Max | Auth Service EDI Max
|| Serviceld  Code SELLIE skt e |- End Date ), oy Status Amount
55130:UC | [4140) Parsonal Supparts o7fo1/2022 | 06/30/2023 3492 | Approved $19,101.24
Wi 4080) Life Skills Devel t- Level 1
ss135:uc | (1080) Life Skills Development - Leve o7fo1/2022 | 063072023 Ja764 | Approved 524153.48
{Community Inclusion)
| a? 07/01/2023 . 7/01/2023 06/30/2024
Auth Service . Max EDI Max
Service ID | Code Service StartDate | End Date Status Amount
55130:UC | [4140) Parsonal Supparts 07/01/2023 | Da/30/2024 Approved 515,945 05
I AD8D0) Life Skills Devel t-Level 1
ss135:uc | (1080) Life Skills Development - Leve 07/01/2023 | 06/30/2024 |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 Schiabach Tonya Active SUNCOAST -
209943 Schumann Tina Active SUNCOAST -
209707 Schweizer Cassidy Active CENTRAL -
209814 Shedd Ricardo Active SUNCOAST -
209938 Sheikh Eduardo Active SOUTHERN -
209640 Sherwin Danielle Active CENTRAL -
209646 Sherwin Julie Active CENTRAL R
208720 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 -

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:fnnecllﬂ Last Name First Name Status Region J
225915 =) loge, &l SEOTTHERS | -
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 b
209646 Sherwin Julie Active CENTRAL -
209720 Shim Brandi Active CENTRAL -
209956 Shivers Jill Active NORTHEAST -
209952 Shivers Jillian Active CENTRAL -
209645 Shumate Delaney Active CENTRAL -
209865 Sigala Alexis Active SOUTHEAST -
215485 Simulation Barbie Active SUNCOAST -
225856 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.

T

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

[+]
iConnect ID First Name Status Region

225915 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 -
208720 Shim Brandi Active CENTRAL -
209852 Shivers Jillian Active CENTRAL -
209956 Shivers Jill 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 Active SUNCOAST
215837 Studwell Rip Aclive CENTRAL
209805 Strachan Christy Active SUNCOAST
215902 Storm Brain Active SOUTHERN
209869 Stiltner Micheal Active SOUTHEAST
209991 Spindler Krystal Active SUNCOAST
209995 Spindler Derrick Active NORTHWEST
209999 Spindler Micheal Active NORTHEAST
209632 Spiers Raymond Active CENTRAL
209727 Soileau Kristen Active CENTRAL
225914 Smith Clare Active SOUTHEAST
215891 Slide Brock Active SOUTHEAST
215846 Sitter Toofie 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 = Appoiniments
Filters
Note Date b +
Search Reset

2 Consumers Notes record(s) returned - now viewing 1 through 2

Note Date v Note By Note Type Note Sub-Type Description Status Date Completed Attachment .-
10/29/2024 worker_ 3 ey reid A e Yes
10/29/2024 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  Appointments

Filters

Form A +
Search Reset

2 Consumers Forms record(s) returned - now viewing 1 through 2-

c: Form Review Review Date - Worker Division :@

Implementation Plan e PO Complete

Employment Stability Plan (ESP) As Needed 10/29/2024 worker_19498, Training APD Draft

First ~ Previous Records perpage 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:

e Provider Name

e Medicaid ID

e Contact Address
e Emall

¢ 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 DASHBOARD CONSUMERS PROVIDERS -"—/

Provider - 19452 (19452)

Workers | Services | Provider ID Numbers = Beds  Linked Providers | Service Area
--_‘b Providers CAP EVV Activities EVV Scheduling Forms Contracis Enroliments Authorizations Notes | Appointmenis Credentials

Basic Information

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 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-T788


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.

1Y DASHBOARD | CONSUMERS | PROVIDERS | &—

Provider - 19452 (19452) \

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

Providers = CAP  EVVActvities =~ EVV Scheduling = Forms | Contracls ~ Enrollments ~ Authorizations = Nofes =~ Appointments | Credentials
Filters

Identifier ¥ +
Search  Reset

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

Division dentifi Type Category Start Date End Date Active

APD 5678919452 Medicaid ID 0110172019 Yes

APD 19452_Provi SenderlD 0110172019 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.

I:'he slatus of the authorizalion has changed I

- S Corpiiad - Amigrad Te

hssflapdstage.wellsky.com says

The status of the T4526:UC" authonization 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 ID Auth Date Provider Start Date End Date
Auth 1D B | zses37 o7/13/2022 Provider - 18176 o7/01/2022 06/30/2023
- : H |257432 03/14/2023 Provider - 19178 o7/01/2022 06/30/2023
Activity Details
H | 258803 07/16/2024 Provider - 18176 o7/01/2024 06/30/2025
Divisi W
fisten 310028 05232025 Provider - 10178 07/01/2025 06/30/2026
Provider 5 =
! AE""D senice Senvice StartDate | End Date :':; m";;'mm Mz
Worker® Buffington, Christi SETNGE e n s Ll
1 212734 87535:UC | (4250) Supported Living Coaching 07/01/2025 | D6/30,/2026 | 209 Ready to Send $1,586.31
GBIV SR 212738 pazas-yc | (4437) Incontinence Supply; 07/00/2025 | 08/30/2026 | 12 Ready to Send 512000
Miscellaneous
Service * 4082 L i -
212757 sz | _|_ere_5_k|||s Development-Level 3| oo on 12025 | 08/30/2025 | 1566 Ready to Send $8,458.64
Units *
212735 S5130:UC Ea].do‘u Fersonzl suﬁ 07/01/2025 | 05/30,/2026 || 1044 Ready to Send 45,710.68
| [4080] Life Skills Davel nt-Level 1
Rate X ]} ills Development - Lavel
| 212736 S5135:UC {Commurnity Inclusion) 07/0d/2025 | 06/50/2026 | 1044 Ready to Send 35,293.08
Secondary Code 212735 | T2003UC | (4320) Transportation - Tri 07/04/2025 | 08/30/2026 | 522 ReadytoSend | $2,510.00
Unit Type
o First Prewvious 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 w | Details Associated Service Personal Suéﬁons
Worker* Buffington, Christine Lockup  Clear Details Documentation Type
Activity Services
Service * S5130:UC (4140) Personal Supports .. | Clear Total Cost [§ Sttus
Associated Service [Personal Supports |
Units * 28
Documentation Type
Rate $5.47)
Secondary Codi §5130:UC IEVEE |A’"‘U3| Report
Unit Type 15 minz. Daily Attendance Logs
Monthly Summary
Progress Note
Quarterly Summary
| B £ U TripLog
Add service Ioi notes hera.

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

Activity Details

Division APD Status

Provider Provider - 18176 Details Associated Service Personal Supports
Worker* Buffington, Christine Lookup  Clear Details IDDnumemalion Type
Activity Services

Service * S5120:UC {4140) Personal Supports Clear Total Cost $81.12

Units * 16

Rate 35.07

Secondary Code S5130:UC

Uniit Type 15 mins

Documentation

| B £ O 16px » A~

m Tog Add service log notes here

[Ennual Repor
Daily Attendance Log
Monthiy REE

Monthly Summary

Progress Mole

Ciarterly Summary L4

Provider Documentation Type * Mot

AA|.L |v|vv

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

Auth 1D ] PA Number
. vity Detalls
The services o A0 EW Viotstions)?
vider I Unewsotved EVV Vislasions)?
code does - F———— bl Aszocisted Service Lite Skt Developmeant 1
not match 5 Compiote Documentation Trpe Sorvice Log
Personal
Suppo rtS s I S5130.UC SC (4141) Personal Supports - Day | Total Coat $11280

Cive o~ §5135:UC

S5 UC 000 Complete ] Life Sualn Developmert 1 l Servce Log
a Last

Fest  Prevows R 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.

File  Tools
Filters
Fured Cosfa - t
Seaich el
12 Contumers Link 15 Plan recond(1) rebamed - ners viswing 1 thraugh 12
Fund Cosle Program Pian Start Date: Pian End Date Wiarker Frtus Fiscal Year =
APD AP Waver OIS BEI02026 Buffnglon, Christie i Panding W0 M
APD AT Vizwer O CEIES I Appraved s Lk},

4. Press OK to acknowledge that the Plan was linked.
“hapterlD=3128ViewType=DetailView&PagelD=572128ChapterEntitylD=209730&Er

hssflapdstage.wellsky.com says

Selected Plan/s successfully linked to Consumer Budget.




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

connect

File Tools
Print
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.

od iConnect

File Tools

Martin Kastners Linked Plans
8/6/2025 3:40 PM

~Filters
Budget

Fund Code v +
Linked Plans

Search Reset

1 Consumers L\ked Plans record(s) returned - now viewing 1 through 1

Fund Code Plan Start Date Fiscal Year O

07/01/2023

Plan End Date
06/30/2024

Program Worker Status

Pending 2024 O

APD APD Waiver Buffington, Christine

First Previous Records perpage| 15 Next Last

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

oad Cennect
File Reports

Plan Information ‘ An asterisk (*) indicates a required field

Plan Details
Planned Services L e
Division APD
Cost Plan Review Notes Program * APD Waiver Details
Worker Buffington, Christine Lookup  Clear Details

*

Cost Plan Creation Date 06/29/2023 ll

Comments
P
Review Request Date * 07/01/2023 =
status *
Cost Plan Begin Date * 07/01/2023 |8

Cost Plan End Date * 06/3012024 |3

APD is in receipt of the Certification of

Awvailable Services Form
Date of VAS Reviewed

Region or State Review *

Fiscal Year *

Yes
06/29/2023



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.)

e 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

e 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)

e Provider Documentation Worker Name

e Start Date/Time

e End Date/Time

e Total Minutes

e Units Approved (total units approved from the authorization)

e Units used This Activity

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

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

o Unit Type

e Provider Documentation Type

e Provider Documentation Notes

e Follow-Up (For WSC Progress Notes)

e 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 b

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


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

Q0 onnect
File  Repons 4
Provider Cortart Repor by Sarice Cuick Search
Raactve Strategiss Graph Repon ConsUmens /""’ Lask

W5L BASE Renawal Dus Cpen Service Provider Documentation | m— —
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 T

Begin Date: MM/ddyyyy | End Date Before: | 111/dd/yy vy B C\,‘Ew Rapart ])
| Provider Name: [ <Select a Value> v Worker Name: [v]

iConnect ID : Enul  Service Name: [

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

:)JE Excel > |
PowerPoint
PDF Excel ]

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

Data Feed

4. 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/Service%20Provider%20Documentation%20Report%20Job%20Aid%2006132024.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
empioyoees and employers—ithe Exceptional Emp mant
Amards ks & joint offort by the Agoncy lor Pars. with
Disabilities, Vocational Rehabilitation, Blind Se
cther disability erganieations 1o cal
Dénabitity Employmant Awaransss Manth

‘We inrvite you o submil nominations of employers and
2025 employess whose commitment, achiesements,

= keadership desoerve rec i
Exce ptmnal En‘|p1uyment Awards Subemit Nominations Here: Excentional Emeloyment Awards

Hope Apply for Provider
Florida @ Services G% Suppnrls

3. Then select APD iConnect

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
IEIectanic Visit Verlﬁ[:atiunl <—

Helpful Tips

Multifactor Authentication

Providers Library 4—
|WsC Library | =

Report Library

<_

EPI Library

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

Manuals (S

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

_W_Cﬁapter 11 - Region to Region
| : =

L APD iConnect Supported Living Training Manua

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
. irnncinn Dancwale Tramina Mannal (| Indatad 29 7106

2. 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 A

Introduction

Submit Online Application Request ............cccceeeaue...
Assign

Access Prospective A| Queue

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

IMPORTANT: If a parent or faci duplicate record is
through State Office, not deleted. .
NEW! No Parent Record Exists — Partner with Provid,
Parent Provider Record

UPDATED - NEW! Link to Existing or Placeholder Pai
Record

NEW! User Provisioning and iConnect Access ...
As Needed: Reject Prospective Applicant Provider..

UPDATED: New L Facility A,

Introducti

Complete Facility Application FOrm............cccceeuuue...
Complete Licensed Capacity FOrm...........c.cccveeeeainnne.

UPDATED: Add Other Qualifying Documentation...



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/AIN FIorlda/

HOME COURSE CATALOG

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 groupsyjoined, 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 Recidential Services Nov 17/ 2025 Q-00 AN

4. Select the topic.

Filters »

Show calendar

32record(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 Qct 14, 2025 1:30 PM



http://www.train.org/

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

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

APD Office - Jacksonville (179.2 miles away)
+ Register
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

[J Show past sessionel

(11 seats available)

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

calendar.

My Margaret Halle
Margaret.Halle@apdcares.org
3862384714

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

ocT 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 &3 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 A IE; apd.myflorida.com *I O a f

@ FlushCache [ Training

I
o'e>

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 v PATHWAYS TO SERVICES  PROVIDER SUPPORTS ~ PARTNER PROGRAM ' RESOURCES “ NEWSY HOWDOI? Vv

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.

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

WSC/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)

« WSC 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 Suppeort 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)

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

WSC Support 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

s« How to Add Fillars to iConnect Reports Job Aid (8/872024)

« WSC Caseload Report Job Aid (4/2472025)

« WSC BASE Renewal Due Report Job Aid (772612024)
« WSC Medicaid Waiver Eligibility Worksheet Due Report Job Ald {T126/2024)
« WSC Provider Documentation Report Job Aid (6/28/2024)

» WSC Support Plan Due Report Job Aid (6R2872024)

= How to Pull Cost Plan Reporis in iConnect Job Ald (BI2652024)

GQualified Organization Owner in Service Provider Role Reports

[

Haw to Add Filters to iConnect Reports Job Aid (New

« Provider Contact Report by Service Job Aid (12119°2024)

+ WS5C BASE Renewal Due Report Job Aid (772612024)

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

« WSC Medicaid Waiver Eligibility Worksheet Due Report Job Aid {T726/2024)

Service Provider Reports

« How to Add Fillers to iConnect Reports Job Aid (8/872024)

I =] 2’ Lprea L U T A 2 D25:|
= Reactive Strafegies Graphs Report Job Ald (2712025)
« Service Provider Documentation Report Job Aid (327/2025)




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

No ok~ wDdD

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.

¢ (B FLAPD Production x B8

Isky.com/humanservices/Pages/Harmony.aspx?ChapterlD=6138ViewType =TabedView&PagelD=71003&ChapterEntityl D=22001&EntitylD=220018&CallingChapter=Pr... A" 7 9 (f

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 (=

Pop-ups blocked: X

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

@ Delete browsing data... Ctrl+Shift+Del
& Zoom = 75%  + 29
S  Print. Ctrl+P
4 Open Gemini in Chrome

@ Search with Google Lens

B Translate..

R  Find and edit >

[X  Cast, save, and share >

& More tools >

@ Help -/ >

@ Settings

Bl Exit

:3] Managed by your organization

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

@ settings Q Search settings
- safety Check
( Youand Google
@ Autofill and passwords e CTS:;e’df:und some safety recommendations for your review Go o Safety Check
U Privacy and security I
(#  Performance Privacy and security
+]  Alinnovations i Delete browsing data 3y
Delete history, caokies, cache, and mare
€ Appearance
Third-party cookies
. % Y >

Q. search engine © Third-party cookies are blocked
[ Default browser

@ »:«d privacy N
®  onstartup Customize the info used by sites to show you ads

B Security N
¥a  languages Safe Browsing (protection from dangerous sites) and other security settings
L. Downloads o Site settings ‘ N
. ~®  Controls what information sites can use and show (lacation, camera, pap-ups, and more)
Eiiliassibility h 4

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

Content

& Third-party cookies

b
Third-party cookies are blocked
JavaScript
<> .?va cre - >
Sites can use JavaScript
= Images N

Sites can show images

Pop-ups and redirects
Den'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
Not allowed to send pop-ups or use redirects Add

No sites added

Allowed to send pop-ups and use redirects Add
@ https://www.canva.com:443 » H
< hitps;//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.

[ &
a (@ Newtab CtrlsT Q
B New window CirlN
i
B2 New InPrivate window Ctrl+Shift+N
il Zoom —100% 2
= Favorites Ctrl+Shift=0
& History Ctrl+H
& Tab groups >
| Downloads Crl+)
&3 Extensions
& Passwords
W Delete browsing data Ctrl+Shift+Delete
@ Print CtrlsP
00 splitscreen
%1 Screenshot Ctrl+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 Ti Clear browsing data *¥ Typoprotection = T@ Clear browsing data on close %) Tracking prevention
i >
@ Profiles ./ w N
D Passwnrdsand autafil Clear
»
| ) Privacy, search, and services I & Privacy N
T Appearance Manage your privacy s
5 Default browser & Security N
[ Start home, and new tab page Manage your security settings
At Languages @ Cookies N
Save cookies er to fac on
L Downloads
I Accessibility @@ Site permissions 4/‘ N
Manage permissions that are all sites
O System and performance
O Reset settings Q Searchand connected experiences >
Mana on

3. Select All permissions.



< Privacy, search, and services / Site permissions

3 Allsites >

View permissions for sites you've visited

(D Recent activity S

The latest

i@ All permissions
Permissions t

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
@ Camera

©

Microphone

© Motion or light sensors

[ Notifications

JavaScript

@ Images /

(7 Pop-ups and redirects

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

<

Default behavior

Blocked (recommended) ‘3

Customized behaviors

Sites listed ustom setting instead of

Mot allowed to send pop-ups or use redirects Addsite

No site:

Allowed to send pop-ups and use redirects Add site

https://hssflapdprod.wellsky.com:443



https://hssflapdprod.wellsky.com/

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?”.

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.

~ & UserPortal x | @ FLAPD Production % | @ AddBusiness Owner X @ FlushCache x [+
C O https://hssflapdprod.wellsky.com/humanservices/Pages/flushcache.aspx
@ (@D iConnectTraining ot Locations G GoTo  # [5] Newwb (@) Login o Forms | APD Intranet 2% Real Estate Develop... a7 Reservations/Bure.. s WellSky EVY

“ache is Clean

. SRS
Edit favarite Xp | B
Name
Folder | BT Favorites bar ~

e e


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.

expire 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 *

New Password ™

confirm Mew Password *
R
OK | cCancel )
b .

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)
iii. 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 (&-2). 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)

[ o

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:



r’“"ﬂ’“‘ g i
I~ -—‘éares

® 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:
(833) 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

May 1, 2026

Reviewing Notes on Your “My Dashboard”

iConnect users may receive Notes displayed on their My Dashboard in iConnect. Notes should appear
as Pending, Complete, or as an Alert. No matter the status all Notes require review.
o Pending Notes indicate that action or a response is needed.

e Complete Notes indicate the sender has finished their task; however, you may still need to read or
follow up.

o Alert Notes are used in rare circumstances, such as the death of the consumer or a change in the
WSC. For additional information on Alert Notes visit the Helpful Tips for May 2024.

Regardless of status, users are responsible for reviewing all Notes. Mark Notes as “Read” once you have
reviewed or completed the associated task. This allows the Note to be resent to you if necessary. For
additional guidance, you can refer to the job aid, Utilizing Notes in iConnect.

How to view Notes
1. Log in to iConnect. Your My Dashboard page will display automatically.
2. Under the Consumers section, select the Notes tab.

PRO TIP: If you do not see the Notes heading, you have no Notes marked as Read.
File Reports

|H"I' DAEI-BCIAH.q CONSUMERS CABES

CONSUMERS PROVIDER S

| Division |

Hotes ﬁ- |

| Alert Hotes |

PRO TIP: If the arrow is pointing down, click the arrow to view the Notes.

3. When opened, the Notes tab will show Complete and Pending Notes.

File Reports

|H‘l’ DAEI-BOARq CONSUMERS CASES

CONSUMERS PROVIDERS

Division |

4. Click on Complete or Pending to view all of the Notes in the corresponding status. The list view grid
will display; select a row to open that specific Note.


https://apd.myflorida.com/waiver/iconnect/docs/Up%20to%20MarchHelpful%20Tip%20Repository.pdf
https://apd.myflorida.com/waiver/iconnect/docs/Notes%20in%20iConnect%20Job%20Aid12202024.pdf

3 My Dashboard Motes recordis) retumed - now viewing 1 through 3

iConnect ID| Consumer . Note Type Note Sub Type Note Date Subject Author Status | [
103481 Flower, Pansy | WSC Selection | Selection Form Sent (21272026 | Selection form Sent Buffington, Christine | Complete | [
103481 Flower, Pansy | WSC Selection | WSC Selection Form Received | 021212028 | WSC Selection Form Received | Buffington, Christine | Complete | [
103481 Flower, Pansy | Waiver Enroiment | Waiver Offer (21212025 | Waiver Cffer sent Buffington, Christine | Complete | L

5. Review the Note to determine whether any action or response is required. The “Note Recipients Grid”
shows the date the Note recipient(s) have received the Note and marked the Note as “Read”.

Sregramsrsr

mmmmmm

Note Reciplents Grid

MName Dase Sert

Bufinglon, Cheisting 02N 22028

6. To mark the Note as “Read”, in the Note Details page, go to Tools > Mark as Read or Mark as Read

and Close.
Flle
Mlark ax Raead

PRO TIP: If you mark a Support Plan or Support Plan Provider Copy Note as “Read”, you will no
longer have access to that Note. Make sure to download that document before marking it as
“Read” or leave it “Unread” for future access.

7. After marking it as “Read”, the Note will be removed from the My Dashboard. Notes can be reviewed in
the record they were created in except for the Support Plan or the Support Plan Provider Copy Notes.

Hotes

Complels *

Pending




2 My Dachboarnd Hobsc record{e) reiumed - now viewing 1 through 2

I '] 1] [ o Hods Typa Maobs 3ub Typs Hods Dats Decorpton Authior Atatus
103481 Floraar, Pansy WEC Salection Sabaction Form Sant M 2E0as Selecion form Sant EBufinglon, Chitsting ol et
03481 Floaar, Pansy Wadsar Ennod e Wadsar Otlar OEM 2055 akmr Offar sant Bufinglon, Chiisline ol b

June 1, 2026

Locating your Specialist
Service Providers have quick access to identify key specialists assigned to them. Specialists are displayed in
the provider’s Corporate and/or Facility record(s) in iConnect. Once you know the specialist assigned to you,
you can reach out to them by looking up their contact information on the APD Website.
Below are definitions for both the Provider's Corporate Record and the Facility Record. Listed below each
record type is the assigned APD Specialist's title as listed on the record in iConnect, followed by their APD title.
Provider Corporate Record: This record will be associated with authorizations and contains the services
offered by the provider.

e QA Workstream Worker — Provider Enrollment Coordinator

Facility Record: This record contains information about a licensed facility that is linked to the Provider
Corporate Record.
e QA Workstream Worker — Provider Liaison
Residential Monitor — Residential (Group Home) Monitor
Licensing Specialist — Residential or ADT Licensing Specialist
Area Behavior Analyst — (Regional) Senior Behavioral Analyst

For additional guidance on identifying the record types, refer to the Differentiating Agency Vs. Facility
Records from Provider Tab in iConnect job aid.

Steps to find your Specialist in iConnect:
1. Log in to iConnect using your credentials and set your Role to Service Provider. Click Go.

Role \

Senvce Prowger—— TSI "GO |

2. You will land on your Providers tab. Under Basic Information, you will find your liaisons, licensing
and monitoring staff, and specialists, as applicable.

Provider Corporate Record
Provider ID Mumbers Beds Linked Providers Service Area

- CAP | EWW Activiies | EWVW Scheduling Forms Contracts | Enroliments | Authorizsffions | Moies | Appointments | Credentisls

Basic Information

Provider Name .4 Residential Monitor
DBA (if

applicable)jFacility Licensing Specialist
Name

Licensed Home

licensed for capacity Area Behavior Analyst

Licensed Home/ADT #&
of workers

External Yes Licensed Facility No

Exclude from Selection Mo Medicaid Provider ID
QA Workstream Worker - g Provider EIN

Active Yes


https://apd.myflorida.com/region/
https://apd.myflorida.com/waiver/iconnect/docs/JobAid-Differentiating%20Agency%20Vs.%20Facility%20Record%20from%20Provider%20Tab_05202024.pdf
https://apd.myflorida.com/waiver/iconnect/docs/JobAid-Differentiating%20Agency%20Vs.%20Facility%20Record%20from%20Provider%20Tab_05202024.pdf

Facility Record
Workers | Services | Provider |D Numbers | Beds | Linked Providers | Service Area
Providers CAP | EVW Activities | EVV Scheduling | Forms | Contracts = Ervollmants = Authorizations | MNotes | Appointments = Credentials

Basic Information

rroitrome [ - N €——
DBA (if
applicable)Facility Licensing Specialist *——_

Name

Licensed Home Area Behavior 4—._
licensed for capacity Analyst

Licensed Home/ADT

Active Yes e
External Yes Licensed Facility Yes
Exclude from No Medicaid Provider ID

Selection

QA Workstream - ‘_ Provider EIN

Reaching out to your Specialist
1. Contact your specialist through their APD email. APD email addresses follow the same standardized
format: FirstName.LastName@apdcares.org.

Example: Snow.White@apdcares.org
2. You can also visit the APD website to look up their contact information. Under the “About Us” section,
select “Local Offices,” then choose your region to view contact information.

/"}__“4
: ar\"\"" =P ABOUTUS /A PATHWAYS TO SERVICES ¥ PROVII

WHO WE ARE, WHO WE

MEET THE TEAM I

LOCAL OFFICES NORTHWEST '
FACILITIES NORTHEAST
ACCESSIBILITY CENTRAL
SUNCOAST |
SOUTHEAST |

SOUTHERN |

3. On the Regions page, scroll down to Contact Information and find the "click here" link.

Locations

Miami

401 Northwest 2nd Avenue South, Suite 811
Miami, FL 33128

Phone: (305) 349-1478

Fax: (305) 377-5025

Counties Served: Dade and Monroe

Standard APD Regional E-mail Addresses

There are several workflow processes at the Agency for Persons with Disabilities (APD) such as submitting cost plans, support
plans, significant additional needs, etc. Therefore, APD has created standard e-mail addresses you can use to send this
information. Please click here to view the compiled list.

Please note, you may still contact staff members via telephone if you have guestions, concems, or issues which reguire immediate
attention.

Contact Information

For a full list of contact information, please click here. 4———


mailto:
mailto:Snow.White@apdcares.org
https://apd.myflorida.com/

4. A spreadsheet will open, allowing you to search by Area of Responsibility or Staff Name. The staff
member’s phone number and email address will be displayed.

Southern Region
Area of Responsibility Staff Name Phone Email Address
Regional Operations Manager (ROM) Hillary Jackson (305) 808-6251 | hillary.iackson@apdcares.org
Deputy Regional Operations Manager Kamicha Ferguson (305) 810-1026 | kamicha.ferquson@apdcares.org
Administrative Assistant Il to the Southern
Region/Human Resources Liaison Carmen Toledo (305) 377-5783 | carmen.toledo@apdcares.org
Administrative Assistant Ana Gutierrez (305) 349-1478 | ana.qutierrez@apdcares.org
Distributed Computer Systems Analyst Hugo Figueroa (786) 472-0216 | hugo.figueroa@apdcares.org
Data Processing Manager/APD Help Desk Support | Joy Joseph (305) 377-5004 | jov.joseph@apdcares.org
Education and Training Specialist Eggly Ramos-Monteagudo | (305) 377-5059 | egaly.ramos-monteagudo@apdcares.org
Hope Navigator Patricia Rosario (305) 810-1035 | patricia.rosario@apdcares.orq
Hope Navigator Juan Garcia (654) 225-3632 | juan.garcia@apdcares.org
Senior Attorney Rosa E. Llaguno (305) 377-5022 | rosa.llaguno@apdcares.org
Administrative Services Manager Zaida Carmona (305) 377-7235 | zaida.carmona@apdcares.org
Contract Liaison Lirde Nunez (305) 377-5169 | lirde.nunez@apdcares.org
Billing Invoicing Ted Donaldson (305) 377-7286 | ted.donaldson@apdcares.org
Billing Invoicing Serge Nicolas (305) 377-7237 | serge.nicolas@apdcares.org
Provider Development Manager Rhonda Latham (305) 377-7436 | rhonda.latham@apdcares.org
Regional Incident Management Consultant Princess Perez (305)810-1009 | princess.perez@apdcares.org
Group Home Monitor/Group Home Lic. Supervisor | Calandra Richardson (786) 748-0526 | calandra.richardson@apdcares.org
Group Home Monitor/Group Home Lic. Supervisor | Khowsky Alexis (786) 734-7071 | khowsky alexis@apdcares.orgq
Group Home Monitor/Group Home Lic. Lead Kavita Ahmed (786) 265-7000 | kavita.ahmed@apdcares.org
Group Home Monitor/Group Home Lic. Specialist Kristian Mejia (305) 413-0482 | kristian.melia@apdcares.org
Group Home Monitor/Group Home Lic. Specialist Jackie Cartaya (786) 265-7048 | jackie cartava@apdcares.org
Group Home Monitor/Group Home Lic. Specialist | Cary Alfonso (786) 972-5359 | cary.alfonso@apdcares.org
Group Home Monitor/Group Home Lic. Specialist | Kimberly Ivey (786) 330-0368 | kimberly.ivey(@apdcares.org
Group Home Monitor/Group Home Lic. Specialist Michelle Bosch (786) 459-9542 | michelle bosch@apdcares.org
Group Home Monitor/Group Home Lic. Specialist Yolaimy Quintana (786) 417-4836 | yolaimv.quintana@apdcares.ort
Residential Licensing Specialist Nikeycia Levy (305) 377-5059 | nikeycia.levy@apdcares.org

July 1, 2026

Authorization Review Guide
As we begin the 2026—-2027 Fiscal Year (FY), it is essential for Service Providers to review and confirm the
accuracy of their authorizations in iConnect. A thorough review helps prevent billing discrepancies, ensures
compliance with service requirements, and supports smooth service delivery throughout the year.
This guide provides a clear, step-by-step process to help you efficiently locate and validate authorization
details.
When reviewing authorizations, remember to open each one fully to verify the following:

1. Authorization Dates

2. The Service

3. The Number of Units Authorized

4. Authorization Status

5. Comments from the Waiver Support Coordinator (WSC)

Locating the Authorization in iConnect:
1. After logging into iConnect, navigate to your Provider Corporate (parent) record utilizing the Quick
Search.

Quick Search /

Providers v| | Provider Name v (@ ADVANGED SEARCH

MY DASHBOARD CONSUMERS PROVIDERS ‘

Note: The Authorizations are also located in the Consumer’s record in the “Auths” tab.

2. You will land on your Providers tab. Click the Authorizations tab to view your complete list of
authorizations.



My DAsHsoARd CONSUMERS | PROVIDERS

Workers =~ Services | Provider ID Numbers Linked Providers | Service Area
Providers | CAP  EVVActivities | EVV Scheduling Forms | Confracts Hotes Credentials
Filters-
Division ~ +
Search Reset
1182 Providers Authorizations record(s) returned - now viewing 1 through 15
| Division | Case No | Consumer | Auth ID ‘ Auth Start Date: | Auth End Date ‘ Auth Status ‘ Last Update
@ | apn | — — | | 071012050 [oaropno1 | Fum Anorovad ['&mapn0 733:50 P

3. Utilize the filters or click on the headers in the list view grid to sort your authorizations.

Auth Start Date ~ Auth End Date Auth Status Last Updated
——

07/01/2026 06/30/2027 Approved 3972026 5:23:40 PM

07/01/2026 w30;‘2027 Approved 31972026 5:23:40 PM

07/01/2026 06/30/2027 Approved 3972026 5:23:40 PM

4. Click anywhere on the client’s row to open the client record and view the authorization details.

1182 Providers A

record(s) returned - now viewing 1 through 15

=
Division Auth Start Date + Auth End Date Auth Status Last Updated
® |APD 07/01/2026 0613012027 Approved 3/19/2026 5:23:40 PM
® |APD 0710172026 06/30/2027 Approved
P | aPD 0710172026 0613012027 Approved
< -l | APD 0710172026 0613012027 Approved
i Code £ Date Date | Unfis ] e Status | LestUpdated
§7535:UC | (4290) Supported Living Coaching 0710172026 0673012027 960 58,544.00 | Approved RBNAIPAIESSST
S5130:UC | (4140) Personal Supports 07/01/2026 06/30/2027 4152 $25202.64 | Approved 4130/2026 2:35:31
soasuc_|(4080) Lfe Sds Devlopment - Leve 1 Commriy [—— p— P e 43072026 23531
T2021.0G:H | 4099) Life Skils Development - Level 2 (Supported 07/0112026 06/30/2027 430 55,092.80 | Approved 4302026 23531
= |aPD 0710172026 [oera0027 [ Approved [ar9i2026 5:23:38 PM
= |APD 07/01/2026 | 0613012027 ‘ Approved
Service Coruimn Auth Sve Start | AuthSveEnd | Max | Max |

Pro Tip: If a plus sign (+) appears, clicking it will expand all authorizations for that client.

5. Once the record is open, navigate to the AuthService bookmark to view the authorization(s).

File
| on | ﬂ This authorization
AuthService
4
An asterisk (*) indicates a
Authorization
Start Date *
End Date ¥
Division ¥

6. Select the authorization by clicking anywhere on the row.

Authorization

‘ AuthService

~)-Filters

PA Line Number

Search

+

Reset

1 Consumers AuthService record(s) returned - now viewing 1 through 1

PA Line SubObject Service Secondary . Amount Auth Service Provider Consumer Service
‘ Number Code Code a Code LEEFIGLET StartDate| End Date | Units| Rate| ;o eq | Cancelled| “epy grayg | SWUS | patetype | County Ratio
(4080) Lite Skills
I Southern | Waiver S5135:UC | S5135:UC | Development- Level 1 | 07/01/2025 | 12/31/2025 | 3154 8563 $17,762.65 No Approved | Approved |Agency | MIAMI-DADE | 1:1
(Community Inclusion)
‘ 4, 3154 $17,762.65
First  Previous Records perpage | 15 | Next Last




An asterisk (*) indicates a required field

Authorized Service
PA Line Number
Start Date *

End Date *

Index/SubOhject *

Service Code *
Secondary Code
Service Description
Unit Type *

Units Per

Units of Measure
Max. Units *

Rate ¥

Amount Approved *

5025218249
07/01/2025
1213172025

Index / SubObject

IndexCode Index Description SubObject SubO

Southem Southern Region Waiver iBudget Waiver
S5135:UC
S5135:UC

(4080) Life Skills Develop

it- Level 1(C
15 mins
120.00
Week
3154
$5.63
$17,762.65)

Reviewing Key Authorization Elements

A. Start Date/End Date
Confirm that the authorization period is correct for the requested dates.

1. Start Date = should reflect the beginning of the service, typically the beginning of the FY

2. End Date = usually it will be for the end of the current FY unless other circumstances apply (Below

is an example of an end date prior to the end of the FY.)

An asterisk (*) indicates a required field
Authorized Service

PA Line Number

Start Date *

End Date *

07/01/2025
12/31/2025

B. Service Code and Service Description
Verify that the service detail correctly represents the service being rendered.

1. Service Code = must match the service being delivered
2. Service Description = should accurately reflect the Service Code

Service Code *

Secondary Code

Service Description

C. Units

S5135:.UC
55135:UC
(4080) Life Skills Development - Level 1 (Community Inclusion)

Review all unit-related fields for accuracy:
1. Unit Type:

Defines how service will be measured. Units will be calculated based on the Units Per

SQ@ 00T

15 minutes (4 Units x 15 minutes = 1 hour of service)

Day

Hour

Item

Mile

Month

Trip

Units (examples are: (re)evaluation, plan of care, equipment, installation, personal care
items, or assessment)

2. Units Per: The number of units based on the Units of Measure



3. Units of Measure: Is a calendar increment. How the units will be calculated:
a. Business Day
b. Calendar Day

c. Week
d. Month - Round Up
e. Quarter

4. Max Units: The total number of units for the full-service period.

Start Date * 07/01/2026
End Date * 06/3012027
Index / SubObject
Index/SubObject * IndexCode Index Description SubObject
Southern Southern Region Waiver
Service Code * 97535:UC
Secondary Code 97535:UC
Service Description (4290) Supported Living Coaching
Unit Type * 15 mins
Units Per 60.00
Units of Measure Month - Round Up
Max. Units * 720
Rate * $8.90
Amount Approved * $6,408.00

Example: The above shows a full year of service with a Unit Type of “15 mins,” using 60 units per
month.

60 units per month x 12 (12 months in a year) = 720 units for the full authorization.

D. Authorization Status
Confirm the authorization shows one of the valid approval statuses:
Fully Approved
Approved
Partially Approved
Terminated
Rejected - Reach out to the client’s WSC if you have a Rejected authorization.

o=

Auth Status

Fully Approved
Fully Approved
Fully Approved
Fully Approved
Fully Approved
Fully Approved
Terminated

Fully Approved
Fully Approved
Fully Approved
Terminated

Fully Approved

Fully Approved

Fully Approved
q Rejectad

E. Comments

The WSC should include details supporting service delivery. This can include:
1. Flexibility based on the client’s needs without exceeding the approved amount for the FY.
2. Service delivery consistent with the current support plan.
3. Documentation requirements per the iBudget Waiver Handbook.
4. Notes on the expected service delivery, such as days of the week or amount of units per month.



172 QTRS PER MONTH X 12 MONTHS
{APROXIMATELY 39 QTRS PER WEEK)

ORAS PER CONSUMER NEEDS NOT TO EXCEED

THE APPROVED AMOUNT FOR THE YEAR.

SERVICE PROVIDED IN ACCORDANCE WITH

CURRENT SUPPORT PLAN. DOCUMENTATION

MUST BE SUBMITTED TO THE WSC IN

ACCORDANCE WITH THE IBUDGET WAIVER
Comments HANDBOOK.

[Rate Change 2309] [Rate Change 3113]

F. Discrepancies
If any discrepancies are discovered during your review, reach out to the WSC to remediate those
issues. Below are some common discrepancies:
1. The Units and Units per do not equal the Max Amount.

In the example below, the Units Per = “120.00” and the Units of Measure = “Month — Round Up” and
the authorization is for the full FY. The total amount of units should be 1440; however, the example
below shows 1200.

(120 units x 12 (months in a year) = 1,440)

Fiscal Year ¥ 2027

Begin Date 07/01/2026

End Date 06/30/2027

Index/SubObject Code IndexCode Index Descrip
Central Central Region

Service Ratio 13

Consumer County * LEON

Geographic Differential *

MNon-Geographic

Provider Rate Type * Agency

Service Code * Sh130:UC

Service Description (4140) Personal Supports
Unit Type 15 mins

Units Per 120.00

Units of Measure Month - Round Up

Total No of Units 1200.0000

Annualized Units * 1200

2. The comments from the WSC do not match the approved authorization. In the example below, the
authorization was approved for 1440 units for the full authorization with a Unit Type = “15 mins”.
The comments from the WSC state that the authorization is for 5 days per week, 10 hours per day.

To figure out how many are being used in the comments, we will need to convert the hours to units.

1 hour = 4 units (There are four 15-minute increments in an hour).
4 units x 10 hours a day = 40 units a day
40 units a day x 5 days a week = 200 units a week

200 units a week x 52 weeks in a year = 10,400 units for the year



The authorization is approved for a total of 1440 units for the year. In this instance, | will need to reach
out to the WSC to remediate this discrepancy.

Unit Type 15 mins

Units Per 120.00

Units of Measure Month - Round Up

Total No of Units 1440

Annualized Units * 1440

Provider ID * - Details
Provider ]

Rate 5415

Max Amount * $4,980.00

Amount Requested

Monday through Friday - 10 hours a day.

Authorization Notes/Comments *

August 1, 2026

Provider Training Unit (PTU)

Your iConnect trainers have a new name to showcase everything that they do to help you, our providers. We
are excited to introduce the Provider Training Unit (PTU). Each member of this group is now a Provider
Trainer dedicated to helping you navigate our tools, resources, and processes with confidence.

Examples of the PTU and the Provider Trainers' Functions
1. iConnect Trainings
Your Provider Trainers offer a variety of Supplementary iConnect training sessions to help you
understand and learn different workflows of iConnect through:
a. Live in-person training
b. Live webinars
c. Creating the self-paced iConnect training course modules for TRAIN Florida

To sign up for an iConnect training, log in to your TRAIN Florida account.
2. Technical Assistance

Your Provider Trainers offer technical assistance for iConnect-related questions or needs. They also
attend meetings to report any changes and/or additions to iConnect. Below are some examples of
what technical assistance may look like.

a. One-on-one provider support for:
i. iConnect-related questions
1. “Is this authorization correct?”
2. “Is this the correct TRAIN FL course?”
ii. iConnect-related issues
1. Assigning a Billing Agent
2. Removing a Worker from iConnect
b. Attending quarterly meetings to showcase updates or new features of iConnect:
i. WSC meetings
ii.  Provider meetings
ii.  Other meetings based on the determined need


https://www.train.org/florida/home

c. When questions or issues fall outside their area of access, Provider Trainers will ensure you
are referred to the correct resource.
For example:
i.  Questions regarding ID PASS
i. Login/Password issues
ii.  Billing
3. Variety of Pre-Service Trainings
Your Provider Trainers offer more than iConnect courses. For example:
a. Social Security Works Incentive (SSWI)
b. Supported Employment Best Practices
Cc. Supported Living Pre-Service

Locate your Regional Provider Trainer
It is easy to find your Region’s Provider Trainer.
1. Loginto APD’s website.

o APD - Agency for Persons with X -

- C M 25 apd.myflorida.com

2. Go to Provider Supports, click on iConnect.

O ABOUTUS vV PATHWAYS TO SERVICES ¥ PROVIDER SUPPORTS < PARTNER PROGRAM Vv RESOURCES Vv

agency for persons with disabilities

GET STARTED
ICONNECT

SUPPORT
COORDINATION

STARTS JUNE 1 jgees

SCREENINGS

SUPPORTED LIVING

PREPARE EMERGENCY KITS AND SEC MEDICATION

ADMINISTRATION

INCIDENT REPORTING
QLARANT PROVIDER [
SEARCH
ADVISORIES
PROVIDER TRAINING
PROVIDER BILLING
3. Under Learn More, select Provider Trainers.
Learn More: APD iConnect
iConnect

APD iConnect (Cannect) is the Agency far Persan
iCannect is the hub for information related 1o indiv

Help Desk ansure services are being delivered at the right pl

AFD Dirsct User Fortsl Please see helpful resaurces below far valuable in

iConnact FAQ APD iConnect Helpful Tips

Lesming Resources For helpful tips on haw to guickly Fecilitste an actic

System Enhancements & Updates = iCannact Helpful Tips

Electronic \isit \Verfication APD Freq y Asked Q

Helpful Tips For frequently asked questions and answers, plea

Muttifactor Authentication = iCannect FAQ

Frowiders Library APD iConnect Town Hall Meetings

WS Ligrary Stakehoider feedback is imporant and valued.

Report Library APD and WellSky hosted iCannect Town Hall mee

complements the incrediile wark yau do each day

‘Quality Assurance Library delivering on implementation, and what could be ¢

EF Library Existing APD iConnect Users

Worker Portal All mxising iConnecl users are encouraged to che
— IF you have 2n active Lser account for the APD He

I Prowider Trainers I as possible.

If your region currently does not have a Provider Trainer, you can email iConnect@apdcares.org or contact
another region’s trainer with iConnect-related questions.



https://apd.myflorida.com/
https://apd.myflorida.com/waiver/iconnect/trainers.htm
mailto:iConnect@apdcares.org

September 1, 2026

Locating Ratios on Service Authorizations
Introduction:
Some services contain ratios in the authorization. Ratios are important for many reasons;

service ratios define the maximum number of clients a provider can serve simultaneously under a given
authorization, and they are essential for accurate billing, compliance, and service delivery.

Providers must have access to their client’s service authorizations as outlined in the recent Provider Advisory

#2026-016 and Chapter 3 of the APD iBudget Waiver Handbook.

How it works in billing and service delivery:
e A provider may serve a client that has multiple authorizations for the same service but with different

ratios. Each ratio will have its own Prior Authorization (PA) number and will need to be billed and
documented separately.
Note: Separate Life Skills Development 1 (Companion Services) ratios cannot be billed during
the same timeframes.
e The ratio is determined by the client’s needs as it pertains to their health and safety as outlined in the
iBudget Handbook. Ratios include:

1. 11
2. 1:2
3. 13
4. 1:5
5 16-18
6. 1:6-1:10

¢ Ratios can be at different time intervals depending on the service.

1. Quarter-hourly

2. Hourly
3. Day
4. Monthly

e Access the Florida Medical Developmental Disabilities Individual Budgeting Waiver Services

Provider Rate Table for a complete guide for each service with all ratios and limitations.

Why it matters:
o Billing: Providers must bill according to the ratio authorized for each service delivery.

e Compliance: Using the wrong ratio can result in underpayment/overpayment or rejected billing.

e Flexibility: Providers can change ratios during the day, but each change requires a new service
delivery record.

o Staffing: Providers need to staff according to the ratio that meets the client's needs and APD
requirements.


https://apd.myflorida.com/providersupports/advisories.htm
https://apd.myflorida.com/providersupports/advisories.htm
https://apd.myflorida.com/medicaid/ibudget/rulesregs.htm
https://apd.myflorida.com/providersupports/billingpayments.htm
https://apd.myflorida.com/providersupports/billingpayments.htm

Find the ratios within the Service Authorizations
There are two ways to locate the service ratios.
A. From the Provider Chapter:
1. Log in to iConnect using your Service Provider role.

Role

ations |Sign OQut
Service Provider L

2. Click on the Authorizations tab.

Providers v | | Provider 1D v & ADVANCED SEARCH

MY DASHBOARD CONSUMERS PROVIDER |

Wumbers | Beds | Linked Providers | Service Area

EVV Scheduling Forms | Contracts | Enrollments Motes | Appointments | Credentials

3. Use the filters to update your search criteria. Click Search.

J-Filters

4. Click the authorization from the list view grid.

Search Reset

5. Click on the AuthService bookmark.

File
| Guilicization ‘ 3 This authorizath
AuthService - -
An asterisk (*) indicate:
Authorization
Start Date *
End Date *

6. Additional information will display. The Service Ratio will be located at the end of the row.

2 Consumers AuthService record(s) returmed - now viewing 1 through 2

Auth -

- . - - Provider s
PALine| Index | SubObject Service | Secondary — | Amount ‘Bervice Consumer| Service
Mumber| Code Code Code » Cod Description | Start Date| End Date | Units | Rate App! o Cancelled EDI Status Rate County Rati

Status Type

[E5) MLAMI-
Southern | Waiver 55130:UC | 55130:UC | Personal 07/01/2025 | 06/202027 | 10212 | $6.07 | $61,086.84 | No Approved | Approved | Agency DADE 11

Supports

(4020) Life

Skills.
Southern | Waiver S5135.UC | 55135:UC F‘f:f;‘f‘ma‘t OTI012026 | 06/30/2027 | 6240 | $5.63 | $35,121.20 | Mo Approved | Approved | Agency B‘lﬂ' 1:1

(Commnunity

Inclusion)

16452 597,118.04




B. From the Consumers Record:
1. Log in to iConnect using your Service Provider role.

. ) Rol
ations Sign Out oe
Service Provider L

2. Utilize the Quick Search and locate the Consumer record.

3. Click on the Auths tab.

/

Diagnosis | Medications | Auths | Provider Documentation | Contacts

MY DASHEQARD | CONSUMERS PROVIDERS

Demographies Divisions Notes Forms = Appointments

4. Utilize the Filters to locate the authorization.

[T

Demographics

Filters

Auth Service EDI Status v Mot Equal To hd Ready to Send v AND v x

Division A + j |
Search Reset

0 record(s) returned /

5. Click the authorization from the list view grid.

6. Click on the AuthService bookmark.

File

Quiiatzaion 9 This authorizati

AuthServi i indi
uthService An asterisk (*) indicate:
Authorization

Start Date *

End Date *

7. The service ratio will be located at the end of the row.

Service . Unit Auth Service EDI Max Amount Provider Rate Consumer Service
e Service striDaie| [ EndDate e Uy | Smtus |Rate| Amewit | cancolled = T e
ssiozuc | (A062) Life Sidls Development - Level 3 (ADT) - Facilty | 4710172026 | Hour 06/30/2027 | Approved 036 Approved | $6.70 5827120 | No Agency BAY 1:10

Printing Authorizations:
If you would like to print an authorization for your records, you can do so by clicking on File from the open
record.

1. Log in to iConnect with your Service Provider role.

ations |Sign Out Rote

. Service Provider ~

2. Utilize the Quick Search to locate the record.



3. Click on the Authorizations tab if in the Providers Record or click the Auths tab if in the Consumer
record.

Providers Record:

MY DASHBOARD CONSUMERS PROVIDER 3

dumbers, Beds Linked Providers | Sarvice Area

BV Scheduling Forms | Contracts | Enrollments Appointments | Credentials

Consumer Record:

MY DASHBOARD CONSUMERS | PROVIDERS

/

Diagnesis | Medications | Auths = Provider Documentation | Contacts

Demographics Divisions Motes Forms = Appointments

4. Utilize the Filters to locate the authorization.

Demographics
Filters

Auth Service EDI Status w Not Equal To A Ready to Send AND » 4
Division b +
Search Reset

5. Click the authorization that you want to print.

6. Click on the AuthService bookmark.

File
| Guilior=aion ‘ 9 This authorizati
AuthService . -
An asterisk (*) indicate:
Authorization
Start Date *

7. Click on the AuthService record from the list view grid.
8. Click File > Print.

File P.
Print

Close AuthSer
‘ AuthService

Print




9. Here is an example of the authorization in the print view.
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10. Select your printer or save to your device as a PDF.

Print 1 sheet of paper

Destination 5 TOSHIBA e-studio 85~

TOSHIBA e-studio 8508a on apd-d.

Pages Save as PDF
See more...
Copies 1
Layout Portrait e
Color Calor -
More settings b -
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