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Worker Portal

Introduction

During a home visit, the user may not have a reliable internet
source therefore unable to log into iConnect and complete
consumer forms. iConnect’s Worker Portal functionality allows the
user to complete iConnect forms without an internet connection and
once re-connected, sync to the client’s iConnect record. The use of
this functionality is optional.

If a form requires using the Duplicate and Copy Shared Response
functionalities, the user will need to sign into the Consumer’s record
within iConnect and complete those tasks prior to downloading the
respective forms. See iConnect Preparations Below.

As Needed: iConnect Preparations

PCSP Example: Using Copy Shared Response
in iConnect

The Copy Shared Response functionality is used to pull the
responses from the QSI into the Person-Centered Support Plan
(PCSP). The Copy Shared Response functionality doesn’t
currently exist in the Worker Portal but with a little preparation,
can still be used. Before going onsite, users can start the
PCSP form, perform the Copy Shared Response task in
iConnect and save the form. When in the Worker Portal, the
user will be updating an existing form vs. adding a new form.

1. Log into iConnect. Navigate to the client record and select
the Forms tab.

2. From the File menu, select Add Form.
3. The Form details page displays, update the following fields:

Select Type: Person-Centered Support Plan eff. 11/4/21
In the header, Review: Select Initial or Annual

In the header, Review Date: defaults to today

In the header, Division: Defaults to APD

In the header, Worker: default to self.

In the header, Status: defaults to Draft. It will be
updated later in the workflow.

g. In the header, Provider/Program: select the Qualified
Organization.

~oooow

4. From the File menu, select Copy Shared Response to
populate with data from QSI form to the PCSP form.

s, Well April 2024 Page 3



Worker Portal

od iConnect Carrie Abner  Forms
2/9/2024 11:41 AM

File

Capy. §5 upport Plan eff. 11/4/2021 v

Spell Check

&

Save Forms
Save and Close Forms v Worker * Buck, Jennifer Lookup  Clear Details

Copy From Previous = Status * Draft -

Print Provider/Program [Test Provider ~) Details

Close Forms Approved Date

PERS CENTERED SUPPORT PLAN

5. A list of forms that have data that populates the PCSP form are
listed. Select the most recent QSI form from the list.

Carrie Abner  [Assessments with Shared Responses
2/9/2024 11:45 AM

Filters
Search Reset

5 Consumers A ts with Shared Resp record(s) returned - now viewing 1 through 5
Form Name Review Review Date v Rater
Questionnaire Situational Information  — Initial 02/06/2024 Buck, Jennifer

6. The page refreshes and the PCSP is populated with the values
from the QSI form.

Other Services Needed for Health and Safety

Eunctional
Vision

0 = NO functional impairments related to vision. The person's vision is adequate for daily functioning (with or without glasses)

1 = The person has a visual impairment that MINIMALLY impacts functioning and that can be ameliorated through the use of inexpensive low technology =
button devices, magnifying lenses, or a cane) and generally does not require the assistance of another person

2 = The person has a visual impairment that impacts functional activities (i.e., related to daily living, moving about in the environment, and/or activities rela
The functional limitations can be ameliorated through the use of assistive devices (e.g. | talking or sound alert devices) and/or the OCCASI ONAL assistance «
person

3 = The person has a visual impairment that impacts functional activities that can be ameliorated through the use of high technology assistive devices (e.g
reading devices, voice activated devices, or software) and /or FREQUENT assistance of another person

4 = The person has a visual impairment that requires CONS TANT assistance of another person for performance of functional activities and the person is |
assistive devices.

Vision Specific issue and measures in place to address/minimize risk

[ g

Vision Service/Support

[ A

iBudget Waiver o |>_
Medicaid >
Medicare I I_
Vision Source of Support Natural Suppaorts
Private Funds l_
Private Insurance
Puhlic Schanl

- -

Hearing

0 = NO functional impairments related to hearing. The person's hearing is adequate for daily functioning (with or without a hearing aid).

1 = The person has a hearing impairment that MINIMALLY impacts functioning and that can be ameliorated through the use of inexpensive low technology
volume-adjustable phone, extra loud alarm clock) and generally does not require the assistance of another person

2 = The person has a hearing impairment that impacts functional activities (i.e , related to daily living, moving about in the environment, and/or activities re
The functional limitations can be ameliorated through the use of assistive devices (e.g., vibrating or flashing alerting devices) and/or the OCCASIONAL assist:
person.

3 = The person has a hearing impairment that impacts functional activities that can be ameliorated through the use of high technology assistive devices (e
caption TV, or amplification devices) and /or FREQUENT assistance of another person.

4 = The person has a hearing impairment that requires CONSTANT assistance of another person for performance of functional activities ~ person is
assistive devices.
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7. The PCSP Form has been started and will be
updated/completed in the Worker Portal. From the File menu,
select Save and Close Form.

8. Proceed to Make Available Offline if the user will be offline when
updating this form in the Worker Portal.

9. Proceed to Completing the Form Online if the user will be online
when updating this form in the Worker Portal.

WSC Note on Goals:

The goals within the Person-Centered Support Plan (PCSP) are
only fillable when the Person-Centered Support Plan is created and

saved within iConnect.

If the user Adds the PCSP within the worker Portal, the goal fields
cannot be filled out on site. Just follow the appropriate steps:

e \WSCs must save the PCSP in Draft Status within the
Worker Portal

e Synchronize the form to the consumer record

e Navigate to the form within iConnect, Copy Shared

Responses, then fill out the Goals that were not completed in
the Worker Portal.

e Change to form to Open status and save.

WSC Note on Medication Entry:

Most required fields within the PCSP contain an asterisk apart from
the “Prescribed By” text field.

e When adding a new Medication, WSCs must add the
Prescriber’s information in this text box prior to clicking OK
or the Worker Portal will not save the medication and
highlight the field in red.
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BROLINE.SHORTER TESTWSC@APD.DIRECT ~

Frequency * BID (2 times dail v Route * Oral v )C 811735
Where Mail
Obtained Order
Packaging . Type of Self-Administers v
Assistance *
1L LHINES | WANL LO dLnieve Lis upeorming
Shia goals and be as specific as possible.
Medication ~ |amable to take v Prescribed | B P P!
Assistance * By ts: (not related to guardianship)
Instructions Parameters
per rmation About My Health
Label Reason 1 Information (current as of date of
for neeting)
Medication ontact Information:

Side Generic arll go[ctors you Zee,. alny the;apllsls, and
Effects/Problems Text 4 ated to act as a decision maker in
Experienced Jlissues, such as a health care surrogate.

d Supplies
ster Plan
Previous Previous
m Cancel Add Next Unanswered Required
Next Next
Unanswered Required

QSI Assessments (QSI Assessor Note)
The calculations within the QSI Assessment do not function within
the Worker Portal.

e QSI Assessors must save their Assessments in Draft Status
within the Worker Portal

e Synchronize the form to the consumer record

e Navigate to the form within iConnect and save the form to

ensure that all appropriate scoring configurations are
implemented

e Once score has been updated and validated, change to form
to Complete status and save.

Completing the Form Online

If there will be an internet connection when filling out the form in the
Worker Portal, no additional preparations need to be made prior to
working in the forms.

1. The user is face to face with the client and will complete the
form on a mobile device with internet connectivity.

2. If you do not plan to be offline you do not need to download
client information to your device.

3. To begin, log into iConnect CyberArk User Portal.
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4. Select the iConnect Worker Portal icon.

= ! . View in new Ul (@) Jennifer Buck
0a 7o Applications

018 crmsacrea v e conmaseTy

x All Apps Q, search Apps ( Addapps )

. ¥ APD Service Calendar Excel Online iConnect iConnect iConnect
88 Applications y Desk Interface Test  InterfaceTest
IE Devices \ . a . o
iConnect iConnect KnowBed Office 365 OneDrive OneNote Portal User
B  Account Training Worker Portal Training Email Online Guide

5. The WellSky User Portal opens. Select Worker Portal.
"l WellSky (@ s |

A MyApps

My Apps
Work

® werk
Add section @

‘ Notifications @ @

== Add apps

Worker Portal
® Add section
6. Search for the client record by last name, Case number, DOB

(include forward slashes and the year in four digits), SSN
(include dashes in correct sequence) or Medicaid ID.

Seard istor 'ownloade otifications 33 Go offline K @A
Qsearch  @History & Downloaded @ Notif <5 Go offl BUCK@APDCARE
70

( &

(] Last Name First Name Medicaid ID SSN Date of Birth City
212795 Appleby Katie 12345352173 1345 14172003 HOLLYWOOD
Open = 212799 Appleby Peter 12345352177 1088 1/1/2003 LONGWOOD
211127 Applegate Waher 12345350484 223 14112003 ANTHONY

Note: The iConnect ID (Case Number) and Date of Birth (DOB)
require complete values for searches. In other words, you cannot
add 3 digits and hope to retrieve the consumer’s record.

7. Select ‘New Assessment’ from the flyout menu to create a new
form. Select ‘Open’ to display a list of existing forms for the
client.
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Qsearch  @History & Downloaded @ Notfications $SGooffine  JBUCK@APDCARES.ORG ~
AP0 N 721023
Q apple
D Last Name First Name Medicaid ID SSN Date of Birth City
m 2127 Appleby 1345 HOLLYWOOD
(oo - | 212 1088 LONGWO0D
2223 ANTHONY

SUMMERLAND KEY

8. If adding a new form, update the following:
a. Assessment Form: Select the form that needs to be
completed
b. Review: Select the correct value as it pertains to the form
being completed

c. Review Date: defaults to today — the day the form was
created

d. Division: Select APD
e. Program: Select own provider record

f. Status: defaults to Draft. It will be changed to Complete or
Open (depending on how the original workflows were
designed) later in the workflow when all questions have been
answered.

Q Search @ History #»Downloaded @ Notifications $3Go offline |BUCK@APDCARES.ORG ~

APD Maln 721023

New Assessment: #215446 - Appleton, Consumer

—p Assessment Form * Questionnaire Situational Information  ~

Last Updated: 9/25/2023
Cancel
=" Review * Initial v
— . e
Review Date * 0 2/1/2024
=" Division * APD v

—®Provider/Program Care Takers Inc. v

— Status * Draft v

9. Select Open. The form displays.

10.Complete the fields in the form. See the Working with the Form
section.

11.1t is best practice to save your progress often. Select Save from
the menu bar.
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12.When you have completed the form, select Save and Close
from the menu bar.

$5Gooffine  JBUCK@APDCARES.ORG ~

APD Main 7.21023

Q sSearch  @History #*Downloaded @ Notifications

MSave SaveandClose Close More ~ | ElDerails

Q | Find Question

Person-Centered Support Plan eff. ——— .
11/4/2021

PERSON-CENTERED SUPPORT PLAN

- )

P E RSO N 'CE NTE R E D SU P PO RT PLAN My Family, Friends, and Support System
Other People Who Support Me or Work for
Support Plan Effective Date required b Me
712021 Other Funding Sources for Supports

Who Do | want to provide information for
my support plan?
17172024 My Life

Date of Support Plan Update v

Alternate Communication Employment

Inhi<) | Hava

13.Your updates are synchronized automatically and immediately
to iConnect when you save in the Worker Portal. A “Saved to
the Database” message will displa

P2 #10002 - Test, Apple - Risk Assessment - 4/16/2016 was saved to the database.

14.No process with the Notifications queue is needed. The form is
visible immediately on the client’'s Forms tab.

Make Available Offline

If there will not be an internet connection when filling out the form in
the Worker Portal, some preparation steps must occur first when
there is an internet connection. Clients’ data will be downloaded
and temporarily stored on the user’s device so it can be accessed
when offline. If there is an internet connection when filling out the
form, skip to the Conducting the Form Online section.

1. To begin, log into iConnect CyberArk User Portal.

2. Select the iConnect Worker Portal icon.

Qo Applications ViewinnewUl (&) jennifer Buck
L T o T
8 T T e - .
x Al Apps Q. search Apps ( AddApps | [ 4
. . s s E .
] & & @
: €y
8 Applicati b APD Service Calendar Excel Online iconnect iConnect iConnect
o pplications Office Desk Interface Test  InterfaceTest
IE Devices \ . s, - -
A aaivy & e ﬂ .“‘ @
iConnect iConnect KnowBed Office 365 OneDrive OneNote Portal User
B Acount Training Worker Portal Training Email online Guide
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3. The WellSky User Portal opens. Select Worker Portal.
" WellSky [ Q searen yourapps |

A MyApps

My Apps
Work

@ Work
Add section ®

ses
‘ Notifications @ @

1)
Add
o aps Worker Portal

® Add section

4. The search page displays.

QsSearch  Q@History & Downloaded @ Notifications $5Gooffline  |JBUCK@APDCARES.ORG

APD Main 7.21

Q Search for demographics...

5. Search for the client record by last name, Case number, DOB (include
forward slashes and the year in four digits), SSN (include dashes in correct
sequence) or Medicaid ID.

Qsearch OHistory #»Downloaded @ Notifications $5Gooffline  |JBUCK@APDCARES Ol
APD Main

— =9 apple

D Last Name First Name Medicaid ID SSN Date of Birth City
Open ~ 212795 Appleby Katie 12345352173 1/1/2003 HOLLYWOOD
M 212799 Appleby Peter 12345352177 1/1/2003 LONGWOOD
1/1/2003 ANTHONY

M 211127 Applegate Walter 12345350484

Note: The iConnect ID (Case Number) and Date of Birth (DOB) require
complete values for searches. In other words, you cannot add 3 digits and hope
to retrieve the consumer’s record.

6. When the search results appear, select on the flyout menu beside the Open
option and then select Make Available Offline.
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QsSearch  @History &% Downloaded @ Notifications $5Go offine  JBUCK@APDCARES O

Q apple
D Last Name First Name Medicaid ID SSN Date of Birth City

Open ~ 212795 Appleby Katie 12345352173 XXX-XX-1345 1/1/2003 HOLLYWOOD
M 212799 Appleby Peter 12345352177 XXX-XX-1088 1/1/2003 LONGWOOD
M 211127 Applegate Walter 12345350484 XXX-XX-2223 1/1/2003 ANTHONY

% M/ 215446 Appleton Consumer 123456789 XXX-XX-6789 1/1/1999 JACKSONVILLE
‘ New Assessment 27 Applewhite Lawrence 12345353990 XXX-XX-4821 1/1/2003 PENSACOLA
‘ 24 Applewhite Rodney 12345353967 XXX-XX-1075 1/1/2003 NAPLES
—rw D2 Applewhite Teresa 12345353985 XXX-XX-5363 1/1/2003 SUMMERLAND KEY

7. Acloud icon appears next to the client's name and is listed on the
Downloaded tab.

* D

QSearch  OHistory #*Downloaded @ Notifications §£5Go offine  |BUCK@APDCARES.OI
APD Mam

Q apple

8. Repeat the process for each client the user will be completing a face to face
visit for that day.

CAUTION

When you download client records to complete forms, they are
saved to the local device storage.

The forms are ONLY on your local device until you have an
internet connection and synchronize with iConnect. Deleting
your browser cache / temporary internet files will
permanently remove all assessment data from your mobile
device. If you delete your browser cache, any forms that have not
been synchronized will be lost.

Remember: Cache is the web browser history.

Conducting the Form Offline

The user is face to face with the client and will complete the form on a mobile
device with no internet connectivity. It is critical to remember that the user will
need to have internet access to log into the Worker Portal using Cyberark and
the user must Go Offline so that they can use the worker portal without internet
access.
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CAUTION
You must have an internet connection to begin this process.

1. While online, log into the Worker Portal through CyberArk.

2. Within the Worker Portal, select Go Offline and acknowledge the warning
message.

QsSearch  @History € Downloaded & Notifications $5Go offine  CAROLINE.SHORTER@APDCARES.OR|

Tier 2 Help Desk 8.

Q Search for demographics..

Go offline

Are you sure you want to go offline? Only downloaded data will be accessible
until you go back online.

Cancel

Once the user goes offline, there is a 48-hour window in which the worker
portal will remain in idle status so the user doesn’t need to sign in through
CyberArk. The user should be able to open the Worker Portal site without
needing to sign back in and resume with the following steps.

3. Select Downloaded tab from the top toolbar.

4. Select Open next to the client’'s name.

QsSearch  OMHistory & Downloaded @ Noiifications %3 Gooffline  JBUCK@APDCARES.ORG ~

APD Main  7.2.1023

Downloaded X Remove All From Device
D Name
L] 10053 Alice Sheppard

5. Alist of existing forms for the client that the user has downloaded to his/her
device is displayed. Select Open to edit an existing form. Skip to step 10.

6. Select New to add a new form.
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Consum#r #10053 - Sheppard, Alice

T

Review Date Form Worker Last Updated Status
¥ 4/13/2018 Person Centered Support Plan Buck, Jennifer 04/27/2018 10:19 am Pending
¥ 4/27/2018 Sexually Maladaptive Behavior Buck, Jennifer 04/27/2018 10:16 am Complete
¥ 4/27/2018 Sexually Maladaptive Behavior Buck, Jennifer 04/27/2018 10:04 am Complete

7. Complete the following fields:
a. Assessment Form: Select the form that needs to be completed

b. Review: Select the correct value as it pertains to the form being
completed

Review Date: defaults to today — the day the form was created
Division: Select APD
Program: Select own provider record

Status: Keep in Draft. It will be marked as Complete or Open
(depending on original workflow designed for the Form) later in the

~ o a0

workflow
New Assessment: #10053 - Sheppard, Alice
Last Updated: 4/19/2018;
cel
_.’ Review * Initial j

_. Review Date * 5/3/2018
=) Division * APD
Program

—lle  Stalus * Draft

< [ [«

8. Select Open. The selected form is displayed.

9. Complete the fields in the form. See the Working with the Form section.

CAUTION

Do not refresh the page while working within the form as all data
will be lost.

10.1It is best practice to save your progress often. Select Save from the menu
bar. A “Saved to Device Storage” message will display.
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#10002 - Test, Apple - Risk Assessment - 4/17/2016 was saved to device storage.

11.When you have completed the form, select Save and Close from the
menu bar.

Q search O History & Downloaded @ Notifications

M Save SaveandClose Close More = | B Details

ltem # 22 - Communications

Item # 22 - Sc (weighting factor x 2)
Eo

Itern # 22 - Weighted Rating
Bo

Item # 23 -.Self-protection

12.The client’s form is saved on the Notifications tab. All forms saved offline
are saved to the Notifications tab and will later be saved to the iConnect
application when internet connectivity is restored.

Offinemode % Go online

Qsearch  OHistory  #»Downloaded & Notifications

Unsaved changes o~ Reverc Al
Today - Thursday, May 3rd 2018

3:24 pm Forms #10053 - Sheppard, Alice - Questionnaire Situational Information - 5/3/2018 ‘

i Delete Added

13.Repeat these steps for each additional form that needs to be completed.

14.Proceed to the Synchronize the Form section.

Working with the Form
The look and feel of the form in the Worker Portal is different than

iConnect.
\ CAUTION

Do not refresh the web browser/device while filling out the
forms as all unsaved data will disappear.
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1. The Assessment Form window includes a menu bar at the top,
the form on the left side of the screen, and navigation options on
the right side of the screen.

2. The first navigation pane is located on the top right side of the
screen. It displays the sections of the form. To jump to another
section, click the section header in the pane.

Q search  Q@History  #*Downloaded @ Notifications £3 Go offline ADMIN ~

system Admin  1.6.0

MSave SaveandClose Close More ~ | = Details

A Q | Find tior

Client Identification

Basic NAPIS Intake

What is the participant’s last name? required &' v Basic NAPIS Intake
Boone
Contact Information
P Directions to participant's home
What is the participant’s first name? required & v
Demographics
Jennifer
Activities of Daily Living (ADLs)
nstrumental Activities of Daily Living
p IADLs)
Enter the participant’s telephone number_ & v ( .
(171)140-6742 P Previous Previous
Unanswered Required
wttps:/fidsolutio ; 1o/ Erac 30063444 | vV Go Forward — —
[ https-//idsolutions harmonyis.net/ sssessments/ Ssection-30063444 | Go Forw T ]

3. Use the search bar to search for a question by keyword. Type a
keyword in the search bar. The search results are shown below
the search bar. Click a search result to navigate to the
corresponding form topic.

3 Go offline

ADMIN ~

System Admin  1.6.0

@ Notifications

& Downloaded

Q search O History

M Save SaveandClose Close  More -

Directions to participant's home

A  Q  home

Find Question Results:

A
h 3 & - - _ = re
Describe how to get to the participant’s home Directions to participant's
| home &y
Demogra phICS Describe how to get to the
participant's home
! I, Single-Select, 3
What Is the participant’s race? & v
During the past 7 days, and
considering all episodes, how would
_) American Indian / Alaska Native you rate the participant’s ability to
perform WALKING IN HOME? v
O Asian tional, Single-Se T
O Black/African American Go Batk Previous Previous
Unanswered Required
) Native Hawaiian / Pacific Islander v - Mext Next
Go Forward "
Unanswered Required

4. The lower right side of the form screen includes a menu to
navigate to the next and previous questions. You can easily
jump to questions that are unanswered or are required within

the form.
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jotifications 33 Go offline -
@ Notifi 3 Go offl ADMIN

System Admin  1.6.0

Q Search  @History & Downloaded

M5ave  SaveandClose  Close More ~ | [ Details

How many people are there in the participant’s household? v Q] Fr
ore Basic NAPIS Intake
@® One person Basic NAPIS Intake
O Two people Client Identification
l} Contact Information

O Three people

Directions to participant's home

Demographics

O Four or more people

Specify the dient's monthly income. v Activities of Daily Living (ADLs)
$ 16100.00 Instrumental Activities of Daily Living
(IADLs)
Is the participant's income level below the national poverty level?
@ S o Back Previous Prewpus
: Unanswered Required
O Yes v o — Next Next
S Unanswered Required

5. Each form contains specific questions. Some questions require
a single response while others allow you to select multiple
answers.

a. Single Select — Select a single response

2, Specify the type of assessment, or the reason for the assessment. o

| = 1. Initial assessment | 2 Reassessment

b. Multi Select — Select multiple responses.

#.a. |5 the client participating in any of the following services or programs?

# i Atbendant services B. Medwaid wanver ¥ . Hormemaker
grogram program
# D, Home health alde E. Mursing F. Speech therapy

c. Free Text — Type information into the field. Note that a
character count is displayed as you type

3. What is the name of the person conducting this assessment?

|'-.'a.--g..--ué|<*sl I
4, What is the name of the agency the @: far?

d. Calendar — Select a date from the calendar or type it in the
application

1. Wt is the date of the sssessment? {oe o

6. For each question, select the best response. A green
checkmark is displayed to the right of the question when the
guestion has been answered.

7. While you are working in the Form window, many questions will

include an icon that provides valuable information. These icons
are described in the list below.
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* or TEQUINed — The asterisk or red required text signifies required information.

required tpe green required text signifies required information that contains an answer.

v —The green check mark shows that question is completed.

The link icon signifies questions that are linked to the Human Services consumer record.

i — Click a calendar icon to select a date from the pop up calendar.

© — Click a clock icon to select a time from the pop up.

8. When adding Contacts to the forms, you may see the following
buttons.

Search — This button is used to search for a New Contact.
Just like in iConnect, you must search to ensure that the
contact does not already exist in iConnect.

REMINDER: All Relations in iConnect are Case Relations.
When searching for a relation, change Family to Case in the
last drop-down box.

Cancal

Search For Relation

Family v

\ Family
| Professional |

If the contact is new to iConnect, the New button will appear.
Once you click New, you will follow the prompts in the

application.
- R

Search For Relation

Consumer Case w

Attach — This button is used to attach an Existing Contact
into the Form.
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Keyboard Shortcuts

Below is a quick-reference of the keyboard shortcuts that can also
be found within the worker portal:

Site-wide shortcuts

This Screen ctri+k Open the keyboard shortcuts page.

Go Back ctrl+shift+b Navigate to the previous page.

Goto Search ctrl+shift+s Navigate to the search page.

Goto History ctrl+shift+h Navigate to the history page.

Goto Downloaded ctrl+shift+d Navigate to the downloaded consumers
page.

Goto Notifications ctrl+shift+n Navigate to the notifications page.

Debug information ctrl+shift+z Display debug information for
developers.

Dialogs

Submit enter Submit the dialog.

Cancel esc Cancel the dialog.

Forms

Save ctrl+s Save the record.

Close ctrl+e Close the record.

Revert ctrl+u Revert all unsaved changes.

Assessment

Find Question ctri+f Focus the find question text box.

Goto Section List ctri+l Focus the assessment
section/subsection navigation list.

Next tab, down Navigate to the next question.

Previous shift+tab, up Navigate to the previous question.

Go Back ctrl+left Navigate backwards in the question
history.

Go Forward ctrl+right Navigate forward in the question history.

Next Unanswered shift+down Navigate to the next unanswered
question.

Previous Unanswered shift+up Navigate to the previous unanswered
question.

Next Required ctrl+down Navigate to the next required question.

Previous Required ctrl+up Navigate to the previous required
question.

Next Choice right Navigate to the next choice (single and
multi-select questions).

Previous Choice left Navigate to the previous choice (single
and multi-select questions).

Edit ctri+i Edit the assessment properties.
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Update the Form Status prior to Sync

This is an option that the user can choose to use in the Worker
Portal prior to sync or complete within iConnect once the form
has been synchronized. The user must update the final
status of the form in accordance with the form’s
instructions.

1. Once the form has been completed, click on the Details button

Q search OHistory & Downloaded & Notifications £ Go offline CAROLINE.SHORTER@APDCARES ORG ~
Tier 2 Help Desk 811720

Msave Saveand Close Close More = B Details

Person-Centered pupport Plan eff.
11/4/2021

PFRENN-CFNTFRFN STIPPORT PI AN

2. Update the Status from Draft to the appropriate status from the
original workflow (usually “Complete” or “Open”)

Person-Centered Support Plan eff. 11/4/2021

PERSON-CENTERED SUPPORT PLAN

My Family, Friends, and Support System

Division * APD v

Provider/Program (WSC) INC. v

\Status * ‘ Draft o
Enter Status

E=TaTaTIALY

apmitied
Assigned

Proceed to Synchronize the Form

Synchronize the Form

When the user is reconnected to the internet, the forms completed
offline in the Worker Portal need to be synchronized to the iConnect
application. This is completed on the Notifications tab. Notifications
are alerts that require attention, for example, when new forms have
been created and not yet synchronized to the server.

1. Log into Worker Portal when network connectivity is
reestablished.

2. Select on Notifications tab from the top toolbar. If updated
records exist on the mobile device that have not yet been
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synchronized, the Notifications tab will include a red icon that
shows the number of records that are out of sync.

Q search (D History #® Downloaded @ Notifications % Go online ADMIN ~

Offline Mode

System Admin  1.6.0

Unsaved changes ~Revert Al
Today - Monday, November 19th 2018

1:27 pm B Assessment  #270775 - Boone, Jennifer - Basic NAPIS Intake - 2/5/2018
& Revert Modified

3. The Worker Portal should prompt you automatically to

synchronize to the server or do it automatically the next time
you are online.

Note: If this doesn’t occur automatically, click the “Go online”
and it will push synchronization.

Go online

There are 1 entities modified offline. Would you like to
synchronize them to the server?
| You will be redirected to the homepage.

Yes No Cancel

4. If not, select on Save All or individually Save, to copy the
form(s) to iConnect application.

Q Search @History & Downloaded & Notifications % Go online

ADMIN ~

System Admin 1.6.0

Offline Mode

Unsaved changes —EE - ceerta

Today - Monday, November 19th 2018

IEEE 1:27 pm B Assessment  #270775 - Boone, Jennifer - Basic NAPIS Intake - 2/5/2018
« Revert Modified

5. The records on the Notifications tab are removed and a save
notifications icon appears.
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QsSearch OHistory & Downloaded @ Notifications 5 Go offline JBUCK ~
APDMain 157

© Notifications
System notifications will be listed here as they become available.

« Offline data synchronization complete.

Remove Records from Device

It is important to remove the form from your device after syncing
with iConnect to avoid confusion or accumulating unnecessary data
on your device that could impact the performance of your device.

1. Log into Worker Portal when network connectivity is
reestablished.

2. Select the Downloaded tab.

3. For each Client, select Remove from Device from the fly out
menu of the Open tab or Select Remove All From Device icon
to remove all the records.

QsSearch  @History #»Downloaded @ Notifications $3Gooffline  JBUCK@APDCARES ORG ~
Downloaded X Remove All From Device
D Name
Open - Lo 10053 Alice Sheppard

New Assessment

Remove From Device

4. Accept the confirmation.

Remove From Device

Are you sure you want to remove 'Alice Sheppard' from your devices? You will
no longer be able to access "Alice Sheppard' while offline.

Remove Cancel
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5. Once removed, the record will no longer display in the
Downloaded list.
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