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Introduction

Behavior analysis services are provided to assist recipients to learn
new, or increase existing, functionally equivalent replacement skills
directly related to existing challenging behaviors. Challenging
behaviors include those behaviors exhibited by the recipient that
pose risk of harm to the recipient or others (i.e., aggression, self-
injury, property destruction, behaviors that prevent inclusion in
normal settings, or behaviors that the recipient does not exhibit with
sufficient proficiency or skill to prevent harm to the recipient or
others, including resisting basic hygiene, and refusal to take
medications).

Behavior analysis includes the design, implementation, and
evaluation of systematic environmental modifications that assist in
understanding a recipient’s behavior and to produce significant
change in the recipient’s behavior that is socially meaningful.
Behavior analysis services should be initiated with a plan for
maintaining and generalizing behavioral improvements, as well as
an initial criteria for the reduction and fading of behavioral services.
As caregivers show increasing competence in delivering the
implementation plan, and the recipient's target behaviors are
responding to effective treatment, the plan should set forth target
behavior criteria to be achieved by the recipient that lead to a
specified reduction in the level of service. Subsequent to the initial
plan, an updated fading plan must be addressed, at a minimum, as
part of the annual behavior analysis service plan (BASP) update.

There are seven behavioral services workflow processes that will
be covered in this manual. These workflows begin with the WSC
identifying the need for behavioral services for the consumer.
1. BASP Approval Process which includes the LRC Case
Review process
2. Service Eligibility Review Process
3. Increase in Behavioral Services Process
4. Completion of Behavior Analysis Service Quarterly Report
(BASQR) Process
Report Use of Reactive Strategies Process
Reactive Strategies (RS) Event Review and Follow-Up
Process
7. State Office Reactive Strategies (RS) Event Follow-Up and
CMS Reporting Process

oo
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1. BASP Approval Process
The BASP approval process includes the following steps:

1. The Waiver Support Coordinator (WSC) completes
behavioral analysis service provider selection process with
consumer to pick the behavior analysis service provider to
complete Behavior Analysis Assessment (BAA).

2. The WSC creates the Provider selection record and
authorization.

3. The behavior analysis service provider completes Behavior
Analysis Assessment (BAA) form in APD iConnect.

4. The WSC will use Workflow Wizards to monitor the
completion of the Behavior Analysis Assessment (BAA)
within 30 days of the first billed date.

5. The WSC confirms the behavioral analysis service provider
to provide the behavior analysis service, complete the BASP
and create an authorization if needed.

6. The behavior analysis service provider completes the BASP
form in APD iConnect.

7. The WSC will use Workflow Wizards to verify the BASP is
completed (e.g. form is present) within 90 days of the first
billed date.

8. The behavior analysis service provider submits the BASP for
Local Review Committee (LRC) review.

9. LRC Chair completes the Preliminary Review and informs
the behavior analysis service provider of the date of the LRC
meeting.

10.The LRC meeting is held and the BASP is “approved”, “not
approved”, or “approved with modifications”.

11.The behavior analysis service provider corrects and
resubmits those that are “not approved” or “approved with
modifications.”

12.1f revised BASP is submitted timely and sufficiently
addresses revision requirements, the BASP will be
approved.

13.1f revised BASP is not submitted timely, the revised BASP
will be handled as new submission for LRC review and will
be placed on the first available agenda within the timeframes
set forth in 65G-4.

14.1f revised BASP is submitted timely, but is insufficient, the
behavior analysis service provider will be notified of any
revisions that must still be made.

la. Behavior Analysis Service Provider Selection Process

A member of the consumer’s circle of supports identifies a potential
need for behavior services and informs the WSC. The WSC will
take the appropriate steps in the PCSP/cost planning workflows.
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The Waiver Support Coordinator (WSC) completes the provider
selection process with consumer to pick the behavior analysis
service provider who will complete the Behavior Analysis
Assessment (BAA) and documents as a note in APD iConnect.

Role: WSC/CDC

1. The WSC schedules interviews with behavior analysis service
providers based on the consumer’s choice.

2. The WSC will create a note after each interview in APD
iConnect. One note must be created for each interview. Navigate
to the consumers record and select the Notes tab. From the File
menu, select Add Note. The Note Details page displays. Update
the following fields:

apop

Program/Provider = the name of the WSC agency
Note Type = Consumer Choice — Provider Interview
Note SubType = Behavioral Services

Provider Interviewed = Enter the name of the behavior
analysis service provider agency

Date Provider Interviewed = Select the date the interview
occurred

Description = Selection Accepted + behavior analysis
service provider name or Selection Denied + behavior
analysis service provider name.

Status = Complete

Note = additional details about the interview if needed.
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Notes Details
Division *
Note By * | Buck, Jennifer v
Note Date * 07/03/2023 |2
Program/Provider = [1CARELLC w | Details
Note Type * | Consumer Choice - Provider Interview w |*
Note Sub-Type Behavioral Services v [*
Provider Interviewed Dr. Happy P
Date Provider Interviewed * 06/30/2023 e
Description Selection Accepted - Dr. Happy
e
B 7 U 6px ~ A~

additional details about interview if needed
Note
Status * Complete +
Date Completed 07/03/2023

3. From the File menu, select Save and Close Note.

4. WSC creates new provider selection record for the behavior
analysis service provider the consumer chooses. From the
consumer’s record, select the Provider Selection tab. From the
File menu, select Add Provider. The Provider Details page
displays. Update the following fields:
a. Provider = select the name of the behavior analysis service
provider agency
b. Disposition = Open
c. Referral Type = Behavior
d. Provider Worker = search for and select the name of the
behavior analysis service provider
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o iCennect

File

Division *
Selected By
Selection Date
Provider *
Referral Type *
Disposition *
Disposition Date
Provider Worker *

eMAR Date (if applicable)

Comments

Carrie Abner
7/3/2023 11:49 AM

Buck, Jennifer
07/03/2023 |4l
ABA SOLUTIONS, INC.

ea Details

[ Behavior v

07/03/2023 7

Buck, Jennifer

07/03/2023

o1 Details
.

5. From the File menu, select Save and Close Provider.

6. Once the behavior analysis service provider agency is known,
the AIM process is completed, the budget is updated, then the
cost plan can be updated by the WSC.

7. The WSC will follow the cost plan process to add the necessary
planned services, validate, and create authorizations for the
assessment. If the budget is insufficient for the requested
services, follow the SAN process. Part of the cost plan process
includes the request for and completion of the BASE. Complete
the Service Eligibility Review Process section.

1b. Behavior Analysis Service Provider Assigned

The behavior analysis service provider agency is selected by the
consumer and the WSC creates the authorization. The agency
owner will monitor for incoming authorizations and assign the
behavior analysis service provider that will complete the Behavior
Analysis Assessment (BAA) and notify him/her via a note in APD
iConnect. If the behavior analysis service provider is a solo
provider, the assignment process can be skipped.

Role: Service Provider

1. The agency owner will be notified of a new authorization by the
WSC. The agency owner can also monitor the Authorizations
tab on the Provider record for the agency in APD iConnect.
Select the Provider tab. Search for and select the agency’s

provider record.

2. Select the Authorizations tab.

a=h Well
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3. Alist of authorizations created for the agency are listed. For
each consumer in the list, assign a behavior analysis service
provider.

MY DASHBOARD| CONSUMERS PROVIDERS CLAIMS

ABA SOLUTIONS, INC. (14556)

Workers Services Provider ID Numbers Beds Linked Providers Service Area

Providers CAP | EVVActivities ~ EVV Scheduling | Forms | Contracts | Enroliments Notes | App Credentlals
Filters

Division A +

531 Authorizations record(s) returned - now viewing 1 through 15

+
Division Case No Consumer Auth ID Auth Start Date - Auth End Date Auth Status Last Updated
# |APD 15354 .Charles 666685 07/01/2023 06/30/2024 Approved 3/20/2023 4:36:17 PM

# |APD 15637 Stephanie 667153 07/01/2023 06/30/2024 Approved 3/20/2023 4:36:17 PM

4. Notify the behavior analysis service provider of the assignment
via a Note. Copy the Case No from the Authorizations list.
Select the Consumers tab and search for the consumer from
the Quick Search. Paste the copied Case No and select
Search.

Quick Search

59217 Consumers v Last Name v

£

[J Participating

5. The consumer’s record opens. Select the Notes tab.

6. From the File menu, select Add Notes. The Note Details page
displays. Update the following fields:
a. Program/Provider = enter the name of the behavior analysis
service provider agency
Note Type = Behavioral Services
Note Sub Type = Service Referral
Description = BAA assigned
Notes = details about the assignment if needed
Status = Complete
Recipient = behavior analysis service provider

@~pooyo
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Of\j iCoennect Carrie Abner Notes
7/18/2023 7:23 PM
File  Tools
Notes Details
Division *
Note By = [Buck, Jennifer v
Note Date * 07182023 |4
Program/Provider * |ABA SOLUTIONS, INC v | Details
Note Type - [Behavioral Services v |

Note Sub-Type * | Service Referral ~ I

L BAA assigned
Description P
Z

[B 2 0 - A~
details about the assignment if needed

Note

Status * Complete v
Date Completed 07/18/2023

7. From the File menu, select Save and Close Notes.

Role: Service Provider Worker

8. The behavior analysis service provider will monitor My
Dashboard > Notes > Complete for notification that an
authorization for a BAA has been assigned.

MY DASHBOARD CONSUMERS

CONSUMERS PROVIDERS
Division Ticklers
Ticklers
Provider Selections
Notes
Complete 5
Pending 5

9. The behavior analysis service provider will schedule an
appointment with the consumer to complete the BAA.

1c. Behavior Analysis Assessment (BAA) Scheduled

The behavior analysis service provider receives notification of
his/her authorization and reaches out to the consumer to schedule
the assessment. The behavior analysis service provider can
document the appointment in APD iConnect, but it is not required.

Role: Service Provider, Service Provider Worker

1. Navigate to the consumer’s record and click on the
Appointments tab > File > Add Appointment.
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2. The Appointment Details page displays. Update the following
fields:
a. Division = APD
b. Program = select the name of the behavioral analysis
service provider agency
Start Date = enter date
Start Time = enter time
End Date = enter date
End Time = enter time
Appointment Type = Behavior Analysis Assessment
Status = Scheduled

The remaining fields on this page are optional.
Appointment Detail

—s@m™e a0

Division
Program [ABA SOLUTIONS, INC. w | Details
Start Date * 07082023 |9
Start Time [11v][00v]AMv]
End Date 07082023 |9
End Time 12%] 00| FMw|
Travel Time P
Preparation Time p
Type [Behavior Analysis Assessment  w[*
Sub Type [v]
Subject
Appointment Summary
A
Additional Infermation (Private)
Reason P
Location | ~
Status * Scheduled w

High Priority

3. When finished, click File > Save Appointment.

Note

G Other types of appointments can also be scheduled as
needed. For example, LRC Meeting, Clinical and Other. If
“Clinical” Type is selected, pick the “Behavior Analyst”
Sub Type. The other appointment types do not have Sub

Types.
Type Clinical v [
Sub Type | Behavior Analyst v |

4. Upon saving the new Appointment record, the Appointment
record will refresh and display the Add Attendee tab.
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File
Appointment Appointment Detail
Aftendee List LR
Program
Add Attendee
Start Date *
Start Time

a. Click Add Attendee.
b. Scroll to find your Worker record. Select the record and click
Add. Note that you can use the CTRL key to select multiple
workers before clicking Add.
c. When finished, click File > Save and Close Attendee.
Opd iConnect Carrie Abner Add Attendee

7/3/2023 11:56 AM

File
Appoiniment Participants Non-Participants
Aftendee List Filter | All Active Workers ~
Add Attendee | Buck, Jennifer McCORMICK, MELISSA
E—— -oliver, tatyana
1, Morma

Aaron, Arianna
Aaron, Felicia

ABAD, BERKYS
Abad, Berkys

Abad, Mima

Abadin, Carmen
ABADIN, CARMEN
Abarzua, Michelle
Abbott, David
Abbett, Kristin
Abdul-Malik, Jameela
Abdullah-Sirmons, Haniyyah
Abercrombie, Shirlay
Abernathy, Jennifer
ABILO, AMBER
Abilo, Amber

5. The Appointment will now display in the Attendee's My
Dashboard > Consumers > Appointments page.

‘ MY DASHBOARD ‘ CONSUMERS

CONSUMERS PROVIDERS

‘Division (v HTickIers

Ticklers 1

‘ Provider Selections

‘Notes (v ‘

‘ Ticklers (v ‘

‘ Appointments (> ‘

Scheduled 1

1d. Behavior Analysis Assessment (BAA) Completed
The behavior analysis service provider completes the assessment
and completes the Behavior Analysis Assessment (BAA) form in
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APD iConnect. The WSC will use Workflow Wizards to monitor
completion within 30 days of the first billed date.

Role: Service Provider, Service Provider Worker

1. After the assessment is complete, the behavior analysis service
provider will complete the Behavior Analysis Assessment form
in APD iConnect. Navigate to the consumer’s record and select
the Forms tab. From the File menu, select Add Form. Select
“‘Behavior Analysis Assessment.” The Form Details page
displays. Update the following fields:

a. Review = Initial
b. Review Date = defaults to today
c. Division = defaults to APD
d. Worker = pre-populated with your name
e. Provider/Program = Name of the behavior analysis
service provider's agency
f. Status = defaults to Draft. This will be changed to
Complete later in the workflow.
o iConnect e Alner | Porms
File
Please Select Type: | Behavior Analysis Assessment ~ \9
Consumer Forms
Review * Initial v Worker * Buck, Jennier e
a—— sz B e T
Division * APD v Provider/Program * ABA SOLUTIONS, INC. v | Details
Approved By Approved Date
Behavior Analysis Assessment
Date of Report:* 06/13/2023 T8
Consumer’s First Name: Carrie
Consumer's Last Name: Abner
Date of Birth: 071211997 =

H. ABA
Author1 (Name and Credentials):* Or. Hapoy, AB

2. Answer the questions in the form.

Note

The Maladaptive Behavior questions are conditionally visible.
Be sure to answer the “Add Another Maladaptive Behavior...”
question to display fields for each additional behavior. Up to
15 Maladaptive Behaviors can be added on this form.

Maladaptive Behavior 1. Average Baseline Number:

Maladaptive Behavior 1. Type of Measure
(i Yes

Add Ancther Maladaptive Behavior 27 .
O No
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3. Graphs must also be added to the Behavior Analysis
Assessment form. This is done from the Note icon in the

header of the form.

Functional Behavioral Assessment @

Consumer Forms

Review * As Needed hd
07032023 |9
Division *

Approved By

Review Date *

Note

G

Note

G The form must be saved, at least one, to display the Note
icon. Save the form by selecting the File menu, then select
Save Form.

4. Click the Note icon. The Note Details page displays. Update

a=h Well

the following fields:

Cost Plan Review Note = No

Note Type = Behavioral Services

Note Sub Type = Behavior Analysis Assessment

Description = Type of graph + time period it covers (e.g.,

BAA graph May — June 2023)

Notes = any additional details about the attached graphs

Status = Complete

g. Attachment = search for and select the document saved
on your device.

e Description = Once the document is selected, within
the attachment window, add a Description of the
attachment to indicate what the attachment contains
and its purpose or use in this context.

apop

N ¢))

File | Choose File | 20220001_APDF ...g-Guide-V1.docx

File Name @ from uploaded file

() create new

Description Target behavior 1 graph

Category

Note: Maximum size for attachment is set to 18.46 MBytes.

July 2023 Page 14



Behavioral Services

Note

@ iConnect is an encrypted system and providers should
not password protect documents when uploading into the
system. Password protecting them results in APD not being
able to open the documents and then the provider will need
to be contacted and asked to resubmit the documentation.

5. From the File menu, select Save and Close Notes.

OO0 wonnect OO0 iConnect oo shner | Notes
17/2023 8:09 PM
File  Tools
File Division APD v
Behavior Analysis Assessment &' Note By © Buck, Jennifer ~

Note Date 07M72023

Consumer Forms
Cost Plan Review Note? * No v
NoteType Behavioral Servicas v [
Note SubType Behavior Analysis Assessment v

Behavior Analysis Assessment Graphs May - June 2023
Description P
B I U 15 - A

any additional details about the attached graphs

Note

Date of Report: 6132023 |
Consumer's First Name:
Consumer's Last Name: Abner
= I status * Complete v

Date of Birtn orizinesr | “ pete

Date Completed 07172023
Authort (Name and Credentials): Dr. Happy. ABA

Attachments
Author2 (Name and Credentiais)
Authord (Name and Credentiais)

Documen t Descripti

Do you need to add a Supervisor? 3 ] BAA Graphs May - June 2023

6. The page refreshes and you’re returned to the Behavior
Analysis Assessment form.

7. Once all questions are answered and graphs attached as a
Note, change the status of the form to Complete.

Note

@ Ensure information is correct and complete before saving in
Complete status. The message below will display as a
reminder when selecting Complete.

Itssbh1.mediware.com says

By changing the status of this record, all required fields must be
completed before the record can be saved. Do you want to continue?

8. From the File menu, select Save and Close Form.

9. It’s optional but if discussion is needed between the behavior
analysis service provider and WSC, the behavior analysis
service provider can also create a note for the WSC. From the
consumer’s record, select the Notes tab. From the File menu,
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select Add Note. The Note Details page displays. Update the

following fields:
a. Program/Provider = the name of the behavior analysis

service provider’'s agency

Note Type = Behavioral Services

Note Sub Type = Behavior Analysis Assessment

Description = optional

Note = enter additional details not already included in the

BAA

Status =

e Pending - if the behavior analysis service provider
needs a response from the WSC.

e Complete - if the note is notification only and a
response from the WSC is not needed.

g. Recipient =WSC

cooo

—

Of‘J iconnect Carrie Abner Notes
7/18/2023 7:23 PM
File  Tools
Notes Details
Division *
Note By = |Buck, Jennifer v
Note Date * 071812023 |
Program/Provider * | ABA SOLUTIONS, INC + | Details

Note Sub-Type " [Behavior Analysis Assessment vl

- optional
Description y

B 7 ﬂiwspxivA'

discussion initiated by the provider for the WSC

Note

status

Date Completed

10.From the File menu, select Save and Close Notes.
Role: WSC/CDC

11.The WSC monitors My Dashboard > Notes > Pending or
Complete for incoming notes.
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CONSUMERS

Division
Provider Selections

Notes
Complete

Pending

MY DASHBOARD CONSUMERS

PROVIDERS

Ticklers

Ticklers 1

12.The WSC locates the Behavioral Services > Behavior Analysis
Assessment note from the behavior analysis service provider
and opens it to review the content. The Note details page
displays. If a response is needed, the WSC will update the

following fields:

a. Note = add a response to the behavior analysis service
provider. Select Append Text to Note.

b. Status =

e Pending - if the WSC needs a response from the
behavior analysis service provider.

e Complete - if the note is notification only and a
response from the behavior analysis service provider
is not needed.

c. Recipient = behavior analysis service provider

o iCennect

File Tools

Notes Notes Details

Division *
Note By *
Note Date *

Program/Provider *

Note Type *

Note Sub-Type *

Description

Note

a=h Well

July 2023

Carrie Abner
Last Updated by jbuck@apdcares.org
at 7/18/2023 7:44:37 PM

Buck, Jennifer

0718/2023 | F]

|ABA SOLUTIONS, INC. ~ ‘Dela\\s
Behavioral Services v [
[Behavior Analysis A 1t ~ [

optional

On 7/18/2023 at 7:44 PM, Jennifer Buck wrote:
discussion initiated by the provider for the WSC

New Text
B I U iopt ~ A ~

response from the WSC back to the provider

Page 17
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status *

Date Completed

Attachments

Add Attachment

Document Description Category Action
There are ne attachments to display
Note Recipients
Add Note Recipient: | - | Clear |
Name Date Sent Date Read Status Date Signed
Reed, Monica 7712023 Unread Remaove

13.From the File menu, select Save and Close Notes.
Role: Service Provider, Service Provider Worker

14.The behavior analysis service provider monitors My Dashboard
> Notes > Pending or Complete for incoming notes.

‘ MY DASHBOARD CONSUMERS

CONSUMERS PROVIDERS
‘ Division ‘ ‘ Ticklers
i ’ Ticklers 1
‘ Provider Selections
‘ Notes ‘
Complete 5
Pending 5

15.The behavior analysis service provider locates the Behavioral
Services > Behavior Analysis Assessment note from the WSC
and opens it to review the content. The Note details page
displays. When finished, select File > Close Note. If a response
is needed to the WSC, repeat steps 9 and 10.
Welcome, Jennifer Buck | Notes

s
Q0 wCennect

7117/2023 B:18 PM
File Tools

Filters
Status ~  EquaiTo v Pending v ANDw X

iConnectiD +

8 Notes record(s) returned - now viewing 1 through 8

Note Date - Subject Author Status.

iConnectiD | Consumer Note Type Note Sub Type
071712023 | optional Buck, Jennifer | Pending

59217 Abner, Carrie Behavioral Services Behavior Analysis Assessment

le. Monitoring Completion by WSC
The WSC will use workflow wizards to monitor the 30-day deadline
for the behavior analysis service provider to complete the Behavior
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Analysis Assessment. If the Behavior Analysis Assessment is not
completed within 30 days of the first billed date, the WSC will notify
the regional behavioral staff via a note and include additional
information as to why it was not completed within the 30 days. The

regional behavioral staff will follow up accordingly.

Role: WSC/CDC

When the provider selection record for the behavior analysis
service provider was created, a workflow wizard triggered a tickler
for the WSC to “Ensure the Behavior Analysis Assessment has
been completed within 30 days of the first billed date.” This tickler
will trigger whether the behavior analysis service provider
completes the Behavior Analysis Assessment or not. In addition,
when the behavior analysis service provider saves the Behavior
Analysis Assessment form as complete, a Workflow Wizard triggers
a second tickler notifying the WSC “The Behavior Analysis
Assessment has been completed.”

1.

The WSC will monitor My Dashboard > Ticklers for both

ticklers.

CONSUMERS

Division
Provider Selections
Notes

Ticklers

Ticklers

OO iConnect
File

Filters

Status v Equal To
iConnect ID v +

(] Apply Alert Days Before Due

v

Ticklers

36

New A AND v x

§1 Ticklers record(s) returned - now viewing 1 through 15

Consumer Name iConnect ID

Abner, Carrie 59217

Abner, Carrie 59217

Tickler Name

Ensure the Behavior Analysis Assessment has been completed
within 30 days of the first billed date

The Behavior Analysis Assessment has been completed

CONSUMERS

PROVIDERS

Welcome, Jennifer Buck
7/17/2023 8:45 PM

The WSC can use both ticklers to monitor if the Behavior
Analysis Assessment is completed within 30 days of the first

billed date.

a=h Well
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Completed Within 30 Days

a.

If the “Behavior Analysis Assessment has been
completed” tickler is received within 30 days of the first
billed date, the first and second ticklers can be marked as
complete. Ticklers are marked as complete by selecting
the tickler flyout menu then select Complete.

Status Assigned To

M b
5 Cancel

M : 4
Reassign

e ]

Me r
View Consumers Record

1= e o e k

The WSC will review the Behavior Analysis Assessment
for behavioral services that have been recommended, if
any. From the tickler flyout menu, select the shortcut to
View Consumers Record. Select the Forms tab and
select the completed Behavior Analysis Assessment from

Abner, Carrie 59217 The Behavior Analysis Assessment has been completed. 07/17/12023 09/15/2023 >
Reassign

»
Complete

»

View Consumers Record s

Review the Intervention Recommendations section.

Intervention Recommendations:

Please select the most appropriate recommendation:* Behavioral Services Recommended

Please give brief description and rationale of your
proposed Behavior Plan interventions to address the
following target behaviors (Based upon functional
analysis of target behaviors or functional response
classes):

procedures

a) Possible procedures that might be used for each target
behavior are listed:”

1490 characters remaining

replacement behaviors

b) Includes i for i targeted
for reduction:”

If behavioral services are recommended, the WSC will
update the current cost plan or complete the SAN
process depending on availability of funds. Part of the
cost plan process includes the request for and
completion of the BASE. Complete the Service Eligibility
Review Process section. Proceed to the BASP
Completed section.
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e.

If behavioral services are not recommended, the process
ends. The WSC will not create an authorization for the
BASP. The WSC will close the behavior analysis service
provider selection record and update the cost plan. The
WSC will note that services were not needed in their next
Progress Note.

Not Completed Within 30 Days

a.

a=h Well

If the “Behavior Analysis Assessment has been
completed” tickler is NOT received within 30 days of the
first billed date, the WSC will review and assess the
reasons why with the behavior analysis service provider
outside of APD iConnect and document in a note,
notifying the region and agency owner. One of four
scenarios can occur:

1. The behavior analysis service provider will complete
the BAA late. WSC will indicate the reason why it was
completed late in the note for the region behavior
analyst (Region Clinical Workstream Worker) and
agency owner.

2. The behavior analysis service provider cannot
complete the BAA. WSC will complete the provider
selection process again with the consumer and notify
the region behavior analyst (Region Clinical
Workstream Worker) and agency owner via a note.

3. Client refused the service. The WSC will follow up
with the consumer and indicate the reason services
were refused in the note for the region behavior
analyst (Region Clinical Workstream Worker) and
agency owner. The WSC may complete the provider
selection process again with the consumer depending
on the situation.

4. The behavior analysis service provider is not
responsive. The WSC will notify the region behavior
analyst (Region Clinical Workstream Worker) and QA
Workstream Worker who will assess if a plan of
remediation is needed. Concurrently, the WSC will
complete the provider selection process again with
the consumer.

To create the note, from the consumer’s record, select

the Notes tab. From the File menu, select Add Note.

The Note Details page displays. Update the following

fields:

a. Note Type = Behavioral Services

b. Note SubType = Assessment Request.
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~® a0

If the provider is not responsive, use the Quality
Assurance Note SubType

owner

Description = BAA Not Completed

Status = Complete

Note = reason why it was not completed in 30 days
Recipient = Regional behavioral staff and agency

c. From the File menu, select Save and Close Notes.

a=h Well

od iConnect
File  Tools

Notes Details
Division *

Note By *

Note Date *
Program/Provider
Note Type *

Note Sub-Type

Description

Note

Status *

Date Completed

Carrie Abner Notes
7/17/2023 9:31 PM

[Buck, Jennifer v
o77/2023 |
[1CARELLC | Details

Behavioral Services v |

[Assessment Request v

BAA Not Completed

‘ B 7 H_16px _VT

reason why BAA was not completed within 30 days.

07/17/2023
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OF{j iCcnnect Carrie Abner Notes
7/18/2023 7:55 PM
File Tools
Notes Details
Division *
Note By * [Buck, Jennifer v
Nots Date * o7/18/2025 |1l
Program/Provider * [1CARELLC v | Details
Note Type- [Behaviora Senices v
Note Sub-Type [ Quality Assurance ~[

Description BAA Not completed

‘BlgmvaA-

Provider not responsive

Note

Status * Complete v
Date Completed 07/18/2023

d. Once the WSC has completed his/her follow-up the “Ensure
the Behavior Analysis Assessment has been completed
within 30 days of the first billed date” tickler can be marked
as complete. Ticklers are marked as complete by selecting
the tickler flyout menu then select Complete.

Status Assigned To

M »
5 Cancel
Me : ¢
Reassign
te ]
Me ¥
View Consumers Record

ME.. T

e. If the behavior analysis service provider will complete the
BAA late, proceed to the Behavior Analysis Assessment
Completed section.

f. If the behavior analysis service provider cannot complete the
BAA, proceed to the Behavior Analysis Service Provider
Selection Process section.

g. If the client refused the service and a new provider will be
selected, proceed to the Behavior Analysis Service Provider
Selection Process section.

h. If the behavior analysis service provider is not responsive,
proceed to the Behavior Analysis Service Provider Selection
Process section.

1f. Monitoring Completion by Behavior Analysis Service
Provider
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Role: Service Provider

The behavior analysis service providers will not receive a tickler,

but the agency owner can monitor the completion of the Behavior

Analysis Assessment within 30 days from the first billed date with

data from APD iConnect.

1. The agency owner can obtain the authorization start date from
the Authorizations tab on the Provider record for the agency in
APD iConnect and compatre it to the first billed date from
FMMIS.

2. Select the Provider tab. Search for and select the agency’s
provider record.

3. Select the Authorizations tab.

4. A list of authorizations created for the agency are listed. For
each consumer in the list, note the authorization start date.

MY DASHBOARD| CONSUMERS PROVIDERS CLAIMS

ABA SOLUTIONS, INC. (14556)

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

Providers CAP | EVV Aclivites = EVV Scheduling | Forms | Contracts | Enroliments Notes = Appc Credentials
Filters

Division v +

531 Authorizations record(s) returned - now viewing 1 through 15

=
Division Case No Consumer Auth ID Auth Start Date - Auth End Date Auth Status Last Updated

+ | APD 15354 Charles 666685 07/01/2023 06/30/2024 Approved 3/20/2023 4:36:17 PM

+ | APD 15637 Stephanie 667153 07/01/2023 06/30/2024 Approved 3/20/2023 4:36:17 PM

5. Compare the authorization start date to the FMMIS first billed
date. The Behavior Analysis Assessment should be completed
after the authorization start date and within 30 days of the first
billed date.

1g. New Behavior Analysis Service Provider for BASP

If the behavior analysis service provider who completed the
Behavior Analysis Assessment (BAA) will NOT be the one
completing the BASP, the WSC will be notified via a note. The
WSC will close the provider selection record for the behavior
analysis provider who completed the BAA, update the cost plan,
then complete the provider selection process again for a new
behavior analysis service provider to complete the BASP and on-
going behavior analysis treatment and monitoring. If the new
behavior analysis service provider works for a different agency than
the original provider, the WSC will also print a copy of the BAA and
attach it to a note for the new behavior analysis service provider.
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Role: Service Provider, Service Provider Worker

1. If the behavior analysis service provider who completed the
Behavior Analysis Assessment cannot be the provider to
provide behavioral services to the consumer, he/she will notify
the WSC via a note. From the consumer’s record, select the
Notes tab. From the File menu, select Add Note. The Note
Details page displays. Update the following fields:

a. Program/Provider = the name of the behavior analysis
service provider’'s agency

Note Type = Behavioral Services

Note Sub Type = Behavior Analysis Assessment

Description = optional

Note = refer to another behavior analysis service provider

to provide behavioral services

Status =

e Pending - if the behavior analysis service provider
needs a response from the WSC.

e Complete - if the note is notification only and a
response from the WSC is not needed.

g. Recipient = WSC

Notes Details

coooT

—h

Division * AFPD v

Note By Buck, Jennifer -

Note Date * 0InT023 |8

Program/Provider ABASOLUTIONS, INC ~

Note Type * Behavioral Services v |*

Note Sub-Type Behavior Analysis Assessment v "

Description optional P
B I U i - A~

example: refer to another behavior analysis service
provider to provide behavioral services

Note

Status " Pending v

Date Completed

Attachments

Document Description Category Action

here are no attachments to display

Note Recipients
Add Note Recipient i —
Name Date Sent Date Read Status Date Signed

Buck, Jennifer 772023 Unread

2. From the File menu, select Save and Close Notes.

s, Well July 2023 Page 25



Behavioral Services

Role: WSC/CDC

3. The WSC monitors My Dashboard > Notes > Pending or
Complete for incoming notes.

Division

MY DASHBOARD CONSUMERS

CONSUMERS PROVIDERS

Ticklers

Ticklers

Provider Selections

Notes
Complete

Pending

4. The WSC locates the Behavioral Services > Behavior Analysis
Assessment note from the behavior analysis service provider
and opens it to review the content. The Note details page
displays. If a response is needed, the WSC will update the
following fields:

a.

b.

a=h Well

Note = add a response to the behavior analysis service

provider. Select Append Text to Note.

Status =

e Pending - if the WSC needs a response from the
behavior analysis service provider.

e Complete - if the note is notification only and a
response from the behavior analysis service provider
is not needed.

Recipient = behavior analysis service provider
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oo ilConnect

File Tools
‘ Notes ‘ Notes Details
Division *
Note By *
Note Date *

Program/Provider * |ABA SOLUTIONS, INC v | Details
Note Type * Behavioral Services v [
Note Sub-Type * | Behavior Analysis Assessment ~ [
optional
Description P y
Oon 7/17/2823 at 8:13 PM, Jennifer Buck wrote:
example: refer to another behavior analysis service
provider to provide behavioral services
Note New Text
B I U 1wopt - A~
WSC adds response to behavior analysis service provider if
needed
-
"=~ - ]
status *
Date Completed
Attachments
Add Attachment
Document Description Category Action
There are no attachments to display
Note Recipients
Add Note Recipient: -] Clear]
Name Date Sent Date Read Status Date Signed
Reed, Monica 71712023 Unread

Carrie Abner
Last Updated by jbuck@apdcares.org
at 7/17/2023 8:13:35 PM

Buck, Jennifer
0772023 |

5. From the File menu, select Save and Close Notes.

Role: WSC/CDC

6. The WSC completes the provider selection process again with

the consumer.

7. The WSC will create a note after confirming the provider with
the consumer. Navigate to the consumers record and select the
Notes tab. From the File menu, select Add Note. The Note
Details page displays. Update the following fields:

a. Provider/Program = the name of the WSC agency
b. Note Type = Consumer Choice — Provider Interview

i Well July 2023
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oo

Note SubType = Behavioral Services

Provider Interviewed = enter the name of the Provider

Date Provider Interviewed = Select the date the interview
occurred

Description = Selection Accepted + behavior analysis
service provider Name or Selection Denied + behavior
analysis service provider Name

Status = Complete

Note = WSC indicates in the note if the consumer chose this
provider.

Op\j fConnect Carrie Abner Notes

7/3/2023 12:30 PM

File Tools

Notes Details

Division *

Note By *

Note Date *
Program/Provider *
Mote Type *

Note Sub-Type

Provider Interviewed

Date Provider Interviewed =

Description

Note

Status *

Date Completed

| Buck, Jennifer v
07032023 |
[1CARE LLC ~ | Details

| Consumer Choice - Provider Interview v F

Behavioral Services v

Dr.Giggles

0710612023 |
Selection Accepted - Dr. Giggles

B 7 U 16px ~ A~
Dr. Giggles will complete the BASP

Complete v

07/03/2023

8. From the File menu, select Save and Close Notes.

9. WSC creates new provider selection record for the behavior
analysis service provider the consumer chooses. From the
consumer’s record, select the Provider Selection tab. From the

File menu, select Add Provider. The Provider Details page

displays. Update the following fields:

a. Provider = select the name of the behavior analysis service

provider agency
b. Disposition = Open
Referral Type = Behavior

C.
d. Provider Worker = search for and select the name of the

behavior analysis service provider

i Well July 2023
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o iCennect

File

Division *
Selected By
Selection Date
Provider *
Referral Type *
Disposition *
Disposition Date

Provider Worker *

Carrie Abner
7/3/2023 11:49 AM

Buck, Jennifer
07/03/2023 |4l
ABA SOLUTIONS, INC.

o X1l Details
Sl

[ Behavior v

07/03/2023 7

Buck, Jennifer

Provider

ity 01
eMAR Date (if applicable) 07/03/2023

Comments

10.From the File menu, select Save and Close Provider.

Note
Each time a provider selection record is created with

0 Referral Type = Behavior and Disposition = Open, a
Workflow Wizard will trigger the tickler to “Ensure the
Behavior Analysis Assessment has been completed
within 30 days of the first billed date.” This tickler
does not apply to this part of the workflow and should
be cancelled.
From the tickler flyout menu, select Cancel.

Workflow Wizard Filters
Form w
Ensure the Behavioral
Assessment has been - - 1|
1 Re

days of the first billed |
date,

Reassign

Complete

View Consumers Record

11.0nce the new behavior analysis service provider agency is
known, the cost plan can be updated by the WSC.

12.The WSC will follow the cost plan process to add the necessary
planned services, validate, and create authorizations for the
assessment. If the budget is insufficient for the requested
services, follow the SAN process. Part of the cost plan process
includes the request for and completion of the BASE. Complete
the Service Eligibility Review Process section.

13.1f the new behavior analysis service provider works for a
different agency than the original provider, the WSC will also
print a copy of the BAA and attach it to a note for the new
behavior analysis service provider. From the consumer’s record,

a=h Well
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select the Notes tab. From the File menu, select Add Note.
The Note Details page displays. Update the following fields:
Provider/Program = the name of the WSC agency
Note Type = Behavioral Services

Note SubType = Behavior Analysis Assessment

Note = optional

Attachment = print a PDF of the BAA and attach to this
note

Status = Complete

g. Recipient = behavior analysis service provider

PO T®

—h

14.From the File menu, select Save and Close Notes.

1h. BASP Completion

The WSC reviews the Behavior Analysis Assessment and having
completed the cost plan or SAN process then creates the
behavioral services authorization for the behavior analysis service
provider who will complete the BASP. The behavior analysis
service provider will complete the BASP form in APD iConnect
within 90 days of the first billed date of the behavior analysis
service.

Role: WSC/CDC

1. The WSC will complete the cost plan or SAN process and
create the behavioral services authorization. The WSC will
notify the behavior analysis service provider via a note.
Navigate to the consumer’s record and select the Notes tab.
From the File menu, select Add Note. The Note Details page
displays. Update the following fields:

Provider/Program = the name of the WSC agency

Note Type = Behavioral Services

Note SubType = Assigned to Caseload

Description = optional — add the service that was

assigned

Note = details of the caseload assignment if needed

Status = Complete

g. Recipient = behavior analysis service provider

apop

i ()]

s, Well July 2023 Page 30



Behavioral Services

Of‘j iConnect Carrie Abner Notes
7/18/2023 12:23 PM

File Tools

Notes Details

Division *

Note By | Buck, Jennifer ~

Note Date * 071812023 |

Program/Provider * | 1 CARE LLC ~ ‘Deta Is
Note Type * [Behavioral Services v |

Note Sub-Type | Assigned to Caseload v

- name of the service
Description

B I U 16px -~ A~

Note

Status Complete v
Date Completed 07/18/2023

2. From the File menu, select Save and Close Notes.
Role: Service Provider, Service Provider Worker

1. The behavior analysis service provider receives a note that the
authorization for behavioral services has been created on My
Dashboard > Notes > Complete.

MY DASHBOARD CONSUMERS

CONSUMERS PROVIDERS
Division Ticklers
Ticklers 1
Provider Selections
Notes
Complete 5
Pending 5

2. The behavior analysis service provider reviews the note as
notification of the caseload assignment.

3. The behavior analysis service provider will complete the BASP
form in APD iConnect. Navigate to the consumers record and
select the Forms tab. From the File menu, select Add Form.
Select “Behavior Analysis Services Plan.” The Form Details
page displays. Update the following fields:

a. Review = Initial
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Review Date = defaults to today

Division = defaults to APD

Worker = pre-populated with your name

Status = defaults to Draft. Will change to Complete later in the

workflow.
Provider/Program = the name of the behavior analysis service

provider’'s agency

cooo

—h

4. From the File menu, select Copy Shared Response.

Q0 iConnedt
' 7/3/2023 12:34 PM
File
y Shared Response
Pl z Tervices Plan v &
Spell Check
Save Forms B " n
- Worker Buck, Jennifer | | Clear e

Save and Close Forms -
by @ Status * Draft ~|

Copy From Previous
Provider/Program * v

Print
Approved Date

Close Forms

BEHAVIOR ANALYSIS SERVICES PLAN

5. Select the most recent Behavior Analysis Assessment form from
the list. This will allow pull the Maladaptive Behaviors from the
Behavior Analysis Assessment form into the BASP form. The
page refreshes and you are returned to the Behavior Analysis
Services Plan form.

Q0 iCoennect Carrie Abner Assessments
y 7/18/2023 12:18 PM with Shared
Responses
File
Filters
“Search | "Resel”
13 Assessments with Shared Responses record(s) returned - now viewing 1 through 13
Form Name Review Review Date - Rater
Behavior Analysis Assessment Initial 0711772023 Buck, Jannifer

Note
If the behavior analysis service provider completing
G the BASP works for a different agency than the
provider who completed the BAA, the Copy Shared
Response feature cannot be used. The BAA
completed by the original behavior analysis service
provider will not display in the list of Assessments with
Shared Responses. The Maladaptive Behavior
guestions will need to be answered again.

6. Complete the remaining questions in the form, saving several times

along the way. It may take more than one day to complete this
form.
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Note

default. After using Copy Shared Response, some
may still be blank (e.g. if only 12 of the 15 behavior
guestions were answered, 3 will be blank.) Use the
“Hide Maladaptive Behavior....” and “Hide
Replacement Behavior.....” questions to hide the
blank questions on the form.

@ Yes

G All 15 Maladaptive Behavior questions are exposed by

Hide Maladaptive Behavior 47 -
(O No
) Yes

Hide Maladaptive Behavior 57
O No

Maladaptive Behavior 5. Target Topography: v|&

Maladaptive Behavior 5. Target Definition:

Maladaptive Behavior 5. Baseline Start Date: E g

Maladaptive Behavior 5. Baseline End Date: IRy

&

Maladaptive Behavior 5. Average Baseline Number:

Maladaptive Behavior 5. Type of Measure: \9

7. Graphs must also be added to the BASP form. This is done from
the Note icon in the header of the form.

Consumer Forms

Roview *
Review Date * 07/03/2023 =
Division *

Approved By

Note E

Note
G The form must be saved, at least one, to display the

Note icon. Save the form by selecting the File menu,
then select Save Form.

8. Click the Note icon. The Note Details page displays. Update the
following fields:

a.
b.
C.
d
e.
f

g.

Cost Plan Review Note = No

Note Type = Behavioral Services

Note Sub Type = BASP

Description = Type of graph + time period it covers (e.g.
BASP graph May — June 2023)

Notes = any additional details about the attached graphs
Status = Complete

Attachment = search for and select the document saved on
your device.
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i.  Description = Once the document is selected, within
the attachment window, add a Description of the
attachment as sometimes the file name is cryptic and
not easy to identify what the attachment contains.

File

File Name

~
() create new

Description

Category

Target behavior 1 graph

Choose File | 20220901_APDF...g-Guide-V1.docx

@® from uploaded file

Note: Maximum size for attachment is set to 18.46 MBytes.

Note

&

iConnect is an encrypted system and providers should
not password protect documents when uploading into the

system. Password protecting them results in APD not being
able to open the documents and then the provider will need
to be contacted and asked to resubmit the documentation.

ocd iwennect
File

Behavior Analysis Services Plan 6‘

Consumer Forms

Review "

Review Date * 071032023 |

Division *

Approved By [ FLAPD Interface Test (Copy of PROD 3/10/23
Note

&

Plan type: O
Date of Plan:

Consumer’s First Name: Ci
Consumer’s Last Name: Al

Author1 (Name and Credentials):

Do you need to add a second Author?

Do you need to add a Supervisor?

In each of the remaining sub-sections, please
the item.

Medical Rule-Out Status: ™

() httpsy/Itssbhl.mediware.com/f

opd iConnect

File Tools

Notes

Division *

Note By *

Note Date *

Cost Plan Review Note? *
NoteType *

Note SubType

Description

Note

Status *

Date Completed

Carrie Abner
Last Updated by jbuck@apdcares.org
at 7/3/2023 12:38:40 PM

Forms

Worker * Buck, Jennifer | | Clear '] Details
Provider/Program * |ABASOLUTIONS‘ INC. - ‘ Details

apdinterfacet ages/Harmony.aspx?ChapteriD=276

Carrie Abner
7/3/2023 12:40 PM

Notes

07032023 |
[BASP vl
BASP Graph May - June 2023

| B 7 U 6o - A~

BASP Graphs attached
answer
Complete v —
07/03/2023

9. From the File menu, select Save and Close Notes.

10.The page refreshes and you're returned to the BASP form.

Al WellS
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11.0nce all questions are answered and graphs attached as a Note,
change the status of the form to Complete.

12.From the File menu, select Save and Close Form. The behavior
analysis service provider must complete the BASP within 90 days

of the first billed date.

Note

G The behavior analysis service providers can begin
services in the BASP 5 days before the BASP form
is completed. If they begin services but do not
complete the BASP form after 5 days, the QA
process will be pursued.

1i. Monitoring Completion by WSC

The WSC will use workflow wizards to verify the BASP form is
completed within 90 days of the first billed date.

Role: WSC/CDC

1. When the behavior analysis service provider saved the Behavior
Analysis Assessment form as complete, a Workflow Wizard
triggered a tickler to the WSC to “Ensure the BASP has been
completed within 90 days of the first billed date.”

2. The WSC will monitor My Dashboard > Ticklers for new

ticklers.

CONSUMERS

Division
Provider Selections
Notes

Ticklers

Ticklers

s, Well July 2023

MY DASHBOARD CONSUMERS
PROVIDERS

Ticklers

36

Page 35



Behavioral Services

o iConnect Welcome, Jennifer Buck | Ticklers
l 7/18/2023 8:19 PM
File
Filters
Status v Equal To v New v AND v x
iConnect ID v +
Apply Alert Days Before Due
[ Search U]

51 Ticklers record(s) returned - now viewing 1 through 15

Consumer = iConnect Date
Name D fickioniame Created +

Ensure the BASP is completed within 90 days of the first billed
date

Date Due Status Assigned To

Date
Completed

Abner, Carrie | 59217 07/17/2023 | 11/14/2023 New | Buck, Jennifer | »

Completed Within 90 Days

a. If the BASP was completed within 90 days of the first
billed date, the “Ensure the BASP has been completed
within 90 days of the first billed date” tickler can be
marked as complete. Ticklers are marked as complete by
selecting the tickler flyout menu then select Complete.

Status Assigned To
Me b
3 Cancel
M : 4
Reassign
Me ]
Me "
View Consumers Record
1= e o e k

b. Proceed to the LRC Preliminary Review section.

Not Completed Within 90 Days

a. If the BASP has not been completed within 90 days of
the first billed date, the WSC will review and assess the
reasons why with the behavior analysis service provider
outside of APD iConnect and document in a note,
notifying the region behavioral staff and agency owner.

One of four scenarios can occur:

1. The behavior analysis service provider will complete
the BASP late. WSC will indicate the reason why it
was completed late in the note for the region behavior
analyst (Region Clinical Workstream Worker) and
agency owner.

2. The behavior analysis service provider cannot
complete the BAA. WSC will complete the provider
selection process again with the consumer and notify
the region behavior analyst (Region Clinical
Workstream Worker) and agency owner via a note.

3. Client refused the service. The WSC will follow up
with the consumer and indicate the reason services
were refused in the note for the region behavior
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analyst (Region Clinical Workstream Worker) and
agency owner. The WSC may complete the provider
selection process again with the consumer depending
on the situation.

4. The behavior analysis service provider is not
responsive. The WSC will notify the region behavior
analyst (Region Clinical Workstream Worker) and QA
Workstream Worker who will assess if a plan of
remediation is needed. Concurrently, the WSC will
complete the provider selection process again with
the consumer.

b. To create the note, from the consumer’s record, select
the Notes tab. From the File menu, select Add Note.
The Note Details page displays. Update the following
fields:

a. Note Type = Behavioral Services

b. Note SubType = Assessment Request
If the provider is not responsive, use the Quality
Assurance Note SubType

c. Description = BASP Not Completed

d. Status = Complete

e. Note = reason why it was not completed in 30
days

f. Recipient = Regional behavioral staff and agency
owner

c. From the File menu, select Save and Close Notes.
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Clpd iConnedct Carrie Abner Notes

7/21/2023 9:36 AM
File Tools

Notes Details

Division *

Note By * [Buck, Jennifer v

Note Date * 07/21/2023 |8

Program/Provider * [1CARELLC + | Detalls
Note Type [Beavioral Sorvioes v

Note Sub-Type \Assessment Request v [

BASP Not Completed
Description P p
“

‘BI U 16px ~ A~

Reason why BASP wasn't completed within 90

days
Note
Status * Complete ~
Date Completed 07/21/2023
Ogj iCoennect Carrie Abner Notes
7/21/2023 9:36 AM
File Tools
Notes Details
Division *
Note By * [Buck, Jennifer ~
Note Date * 0712112023 |8
Program/Provider * [1CARELLC + | Details
Note Type * Behavioral Services v [
Note Sub-Type [Quality Assurance ~ [

BASP Not Completed
Description i P
Z

|B 7 U 100t - A~

Provider not responsive

Note
Status * Complete ~
Date Completed 07/21/2023

d. Once the WSC has completed his/her follow-up the
“‘Ensure the BASP has been completed within 90 days of
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the first billed date” tickler can be marked as complete.
Ticklers are marked as complete by selecting the tickler
flyout menu then select Complete.

Status Assigned To

e ]
Cancel
& ]

e
Reassign

Me b
View Consumers Record

Me.. T ’

e. If the behavior analysis service provider will complete the
BASP late, proceed to the BASP Completion section.

f. If the behavior analysis service provider cannot complete
the BASP, proceed to the Behavior Analysis Service
Provider Selection Process section.

g. If the client refused the service and a new provider will be
selected, proceed to the Behavior Analysis Service
Provider Selection Process section.

h. If the behavior analysis service provider is not
responsive, proceed to the Behavior Analysis Service
Provider Selection Process section.

1j. LRC Preliminary Review

Once the BASP form is completed, the behavior analysis service
provider submits the BASP for LRC review via a note in APD
iConnect. The LRC Chair or designee completes the preliminary
review and updates the same note with the findings as notification
back to the behavior analysis service provider.

In addition, a LRC Case Review can be requested at any time. In
these cases, a note will still be submitted to the LRC Chair or
designee, but it will use a different Note Sub Type than a LRC Case
Review requested from a BASP submission.

Role: Service Provider, Service Provider Worker

1. Once the BASP form is completed, the behavior analysis
service provider will add a note for the LRC Chair or designee
notifying them of the BASP submission. Navigate to the
consumers record and select the Notes tab. From the File
menu, select Add Note. The Note Details page displays.
Update the following fields:

a. Program/Provider = select the name of the behavior analysis
service provider’'s agency
b. Note Type = LRC Review
c. Note Sub Type = BASP Submission
d. Description = optional
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e. Note = any special request with the submission request (e.g.
month or time of day for the review)

f. Status = Pending

g. Attachments = add if applicable

h. Recipient = LRC Chair.

Op\j iCennect Carrie Abner Notes
i 7/3/2023 12:47 PM

File Tools

Notes Details
Division *
Note By [Buck, Jennifer v
Note Date * 07032023 |
Program/Provider * |ABA SOLUTIONS, INC v | Details
Note Type * LRC Review »|*
Note Sub-Type * ‘ BASP Submission ~ ‘“
Description P
B 7 U 6px ~ A~
BASP submitted for LRC Chair review
Note
Status ~

Date Completed

Attachments

Add Attachment

Document Description Category Action

There are no attachments to display

Note Recipients

Add Note Recipient: | - | Clear |
Name Date Sent Date Read Status Date Signed
Buck, Jennifer 7132023 Unread Remove

2. From the File menu, select Save and Close Notes.

3. If aLRC Case Review is needed outside of the BASP
submission process, it will be requested through a note.
Navigate to the consumers record and select the Notes tab.
From the File menu, select Add Note. The Note Details page
displays. Update the following fields:

a. Program/Provider = enter the name of the behavior analysis
service provider’'s agency

Note Type = LRC Review

Note Sub Type = LRC Review Requested

Status = Complete

Attachments = add if applicable

Recipient = LRC Chair

~®oooCT
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Oﬁj iCennect Carrie Abner Notes
7/3/2023 12:52 PM
File Tools

Notes Details

Division *

Note By * \ Buck, Jennifer V\

Note Date * 07/032023 | A

Program/Provider * [ABA SOLUTIONS, INC. | Details

Note Type * LRC Review v

Note Sub-Type * \ LRC Review Requested Vr

Description py

[B 7 U e - A~
requesting LRC Review

Note

Status = Completa v

Date Completed 07/03/2023

Attachments

Add Attachment

Document Description Category Action
There are no attachments to display

Note Recipients

Add Note Recipient || Clear |

Name Date Sent Date Read Status Date Signed

Buck, Jennifer 71312023 Unread Remove

4. From the File menu, select Save and Close Notes.
Role: Region Clinical Workstream Worker

5. The LRC Chair monitors My Dashboard >Consumers > Notes
> Pending for incoming notes.
‘MYDASHBOARD‘ CONSUMERS ‘ PROVIDERS ‘

CLAIMS ‘ SCHEDUI

CONSUMERS PROVIDERS

‘Division v HTickIers (v ‘

‘ My Enrollments (~ ‘

‘ Provider Selections (v ‘

‘Notes (> ‘
Complete 7

Pending 4
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6.

The LRC Chair reviews the note as notification the BASP has
been submitted. The LRC Chair or designee completes the
preliminary review within 21 days by reviewing the completed
BASP form in APD iConnect.

o] iCennect Welcome, Jennifer Buck = Notes
S 7/3/2023 12:56 PM
File Tools

Filters
Status v Equal To v Pending w AND v x

iConnectID v +

5 Notes record(s) returned - now viewing 1 through 5

iConnect ID Consumer Note Type Note Sub Type Note Date « Description Author status | [
59217 Abner, Camrie | LRC Review BASP Submission 07/03/2023 Buck, Jennifer | Pending |l

The LRC Chair will determine if the BASP criteria has been met.
There are 2 possible outcomes:

a. BASP Criteria Met

b. BASP Criteria Not Met

1ji. BASP Criteria Met
Role: Region Clinical Workstream Worker

1.

If the BASP criteria has been met the LRC Chair or designee
will document in the existing LRC Review > BASP
Submission note. With the note already open from the
previous section, update the following fields:

Note Type = LRC Review

Note Sub Type = Update to BASP Received

Note = enter details about the received BASP if needed
Status = Complete

Recipient = behavior analysis service provider

"0 T
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ocd iConnect

File  Tools
| Hotes | Notes Details
- Division *
Note By *
Note Date *
Program/Provider
Note Type =

Note Sub-Type

Description

Note

Status *

Date Completed

Attachments

Add Aftachment

Document

There are no attachments to display

Note Recipients

Add Mote Recipient:

Carrie Abner
Lest Updated by jbucki@apdearas.org
at 7/3/2023 12:56:09 PM

Buck, Jennifer

07032023 |
[ABA SOLUTIONS, INC | Details
[LRC Review v

[BASP Received v

on 7/3/2823 at 12:56 PM, Jennifer Buck wrote:
BASP submitted - ready for LRC Review

New Text

B I Ui -|A-

BASP Received by LRC Chair

Compleis v

07/03/2023

Description Category Action

———

2. From the File menu, select Save and Close Notes.

3. Outside of iConnect, the LRC Chair will be using the notes in
iConnect to prepare the LRC agenda.

Role: Service Provider, Service Provider Worker

4. The behavior analysis service provider monitors My Dashboard
> Consumers > Notes > Complete for incoming notes as
notification the BASP was received and met criteria. The
behavior analysis service provider will be on the lookout for a
second note with the date of the LRC Meeting.

Al WellS
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MY DASHBOARD CONSUMERS PROVIDERS CLAIMS
CONSUMERS PROVIDERS
Division Ticklers
Notes Provider Selections
Complete T
Pending 3
Of‘l iConnect Welcome, Jennifer Buck = Notes
- ’ 7/3/2023 1:00 PM
File Tools
Filters
Status v Equal To v Complete v AND v x
iConnect ID ~ +

8 Notes record(s) returned - now viewing 1 through 8

iConnect ID Consumer Note Type Note Sub Type Note Date ~ Subject Author Status U
59217 Abner, Carrie | Behavioral Services Behavioral Assessment 07/03/2023 optional Buck, Jennifer | Complete | (J
59217 Abner, Carrie | LRC Review LRC Review Requested 07/03/2023 Buck, Jennifer Complete O
59217 Abner, Carrie | LRC Review BASP Received 07/03/2023 Buck, Jennifer Complete |(J
1jii. BASP Criteria Not Met
Role: Region Clinical Workstream Worker
1. If the BASP criteria has NOT been met the LRC Chair will
reverse the status of the BASP so the behavior analysis service
provider can make updates. From the File menu, select
Reverse Status. The status of the form changes from Complete
to Pending.
Q0 lCennect -
= '

2. The LRC Chair will notify the provider via the existing LRC
Review > BASP Submission note. With the note already open
from the previous section, update the following fields:

a. Note Type = LRC Review

b. Note Sub Type = Update to BASP Received — Revisions

c. Description = Revisions Requested

d. Note = list details of what is needed

e. Status = Complete. The behavior analysis service
provider will respond with a new note.
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f. Recipient = behavior analysis service provider. If the
behavior analysis service provider has already marked
the note as read, he/she will need to be re-added, even
though the name is listed as recipient already.

P . Carrie Abner
O[ U iConnect Last Updatad by jouck@apdcares.org
2t 7/3/2023 1:01:41 PM
File  Tools
Division * APD w
Note By * Buck, Jennifer
Note Date * orozzezs |3
Program/Provider [ABA SOLUTIONS. INC | Details
Note Type * LRC Review
Note Sub-Type BASP Received - Revisions v
pescription Revisions Requested J
on 7/3/2023 at 12:56 P, Jennifer Buck wrote:
BASP submitied - ready for LRC Review
Not New Text
B 7 U 6o v A~

Please make the following revisions,

1.

2

3
Status * Complete v
Date Completed 07/03/2023
Attachments
Add Attachment
Document Description Category Action

There are no attachments to display
Note Recipients

/sdd Note Recipient || Clear |
Name Date Sent Date Read Status Date Signed
Buck. Jennifer 070312023 Unread Remove

3. From the File menu, select Save and Close Notes.
Role: Service Provider, Service Provider Worker

4. The behavior analysis service provider monitors My Dashboard
> Consumers > Notes > Complete for incoming notes.

5. The behavior analysis service provider reviews the LRC Review

> BASP Received — Revisions note for reasons why the BASP
criteria was not met.
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Of'[ iConnect Welcome, Jennifer Buck | Notes
B 7/3/2023 1:03 PM
File Tools
Filters

Status ~ Equal To ~ Complete v AND v x

iConnect D+ +

8 Notes record(s) returned - now viewing 1 through 8

iConnect ID Consumer Note Type Note Sub Type Note Date ~ Subject Author Status | (J
59217 Abner, Carrie | Behavioral Services Behavioral Assessment 07/03/2023 optional Buck, Jennifer | Complete |[J
59217 Abner, Carrie | LRC Review LRC Review Requested 07/03/2023 Buck, Jennifer | Complete O
59217 Abner, Carrie | LRC Review BASP Received - Revisions 07/03/2023 Revisions Requested | Buck, Jennifer | Complete O

6. The behavior analysis service provider will update the BASP
and resubmit it via a new note. Navigate to the consumer’s
record and select the Forms tab.

7. Select the pending Behavior Analysis Services Plan form
from the list.

8. Update the form per the requested changes in the LRC Review
> BASP Received > Revisions Requested note.

9. Once updates to the BASP form are complete, change the
status to Complete. From the File menu, select Save and
Close Form.

10.The behavior analysis service provider will submit a new note to
the LRC Chair that the updated BASP has been submitted.
Repeat the steps in the LRC Preliminary Review section.

1k. LRC Meeting

The LRC Meeting is held after the BASP is submitted and criteria is
met. A LRC BASP Review can also be completed at any time, upon
request per the LRC Case Review > LRC Review Requested note
discussed in the previous section.

After receiving the BASP Submitted or LRC Review Requested
noted, the LRC Chair or designee determines whether there will be
a desk review or a review at a LRC meeting and notifies requesting
party/behavior analysis service provider using a note. The review is
completed, and recommendations are documented on the LRC
Case Review and Approval form. The LRC Member Review of
BASP form is also completed as part of the review. The completion
of the review is communicated back to the behavior analysis
service provider via a note in APD iConnect. The financial eligibility
review is also completed before the LRC Meeting. Complete the
Service Eligibility Review Process section.

Role: Regional Clinical Workstream Worker
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1. If the LRC meeting is needed, the LRC Chair has 30 days from
the initial receipt of the BASP to notify the behavior analysis
service provider of the meeting date. This is done by a note in
APD iConnect. Navigate to the consumers record and select the
Notes tab. From the File menu, select Add Note. The Note
Details page displays. Update the following fields:

a. Note Type = LRC Review
b. Note Sub Type = Review Scheduled
c. Description = Date Scheduled mm/dd/yy
d. Note = add additional details as needed
e. Status = Complete
f. Recipient = behavior analysis service provider
ocd icennect Carie abner | Notes
File  Tools
Notes Details
Division *
Note By * [Buck, Jennifer ~|
Note Date * 07032023 |
Program/Provider | hdl |
Note Type = [LRC Review v "
Note Sub-Type [Review Scheduled v
Description Date scheduled mm/dd/yy j
B 7 U 16px » A~
additional details of LRC review meeting if needed
Note
Status *
Date Completed 07/03/2023
Attachments
Add Attachment
Document Description Category Action
There are no attachments to display
Note Recipients
Add Note Recipient: | - | Clear |
Name Date Sent Date Read Status Date Signed
Buck, Jennifer 7/3/2023 Unread Remove

2. From the File menu, select Save and Close Notes.

3. If a review during the LRC meeting is not required and a desk
review will suffice, the LRC Chair or designee doesn’t need to
send a note to the behavior analysis service provider, but
he/she does have to complete the LRC Member Review of
BASP form and the LRC Case Review and Approval form.
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4. The LRC Chair or designee begins the LRC Member Review of
BASP form in APD iConnect. Navigate to the consumers record
and select the Forms tab. From the File menu, select Add
Form. Select “LRC Member Review of BASP.” The Form
Details page displays. Update the following fields:

Review = select As Needed

Review Date = defaults to today

Division = defaults to APD

Worker = pre-populated with your name

Provider/Program = leave blank

Status = Draft. This will be updated to Complete later in the

workflow after the LRC meeting or desk review is completed.

Opj iConnect Carrie Abner Forms

7/3/2023 1:14 PM

~0ooow

File
Please Select Type: ‘ LRC Member Review of BASP v
Consumer Forms
Review * As Needed h Worker * Buck. Jennifer Ry Dot
Review Date * 07032023 | Status *
Division * Provider/Program v
Approved By Approved Date
LRC Member Review of BASP
Date of Review 7032023 |

Presenter's Name Jennifer Buck

Document Date 07/0422023 |TE

Approval Status
(O Approved: if all below are met (Yes)

(O Approved with Modifications: if &l below are met, but needs
Select Approval Status* modification

(O Not Approved: if any below are not met (No)

Review Criteria

1. Identifying information for the individual
affected by the plan (including name, age,

home name, support ceordinater, authors and

supervisor names with credentials, support
plan effective date). Includes title of the

document and version date.

comments about #1

1. Comments

2. Operational definitions of behavior targets

for reduction and acquisition or as a

replacement.

comments about #2

2. Comments

5. Complete the questions in the form. The Approval Status
section will be added later in the workflow, after the LRC
meeting or desk review is complete.

6. From the File menu, select Save and Close Form.
7. The LRC Chair or designee also begins the LRC Case Review

and Approval form in APD iConnect. Navigate to the consumers
record and select the Forms tab. From the File menu, select
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Add Form. Select “LRC Case Review and Approval.” The
Form Details page displays. Update the following fields:
Review = select As Needed

Review Date = defaults to today

Division = defaults to APD

Worker = pre-populated with your name

Provider/Program = leave blank

Status = Draft. This will be updated to Complete later in the
workflow after the LRC Review meeting or desk review is
completed.

Opd iConnect Carrie Abner Forms

7/3/2023 1:16 PM

~oooow

File

Please Select Type: |LRC Case Review and Approval v \ \9

Consumer Forms

Review = Worker * Buck, Jennifer (- | crear BEEH
Review Date * 07032023 | Status *
Division * Provider/Program [ v]
Approved By Approved Date

LRC Case Review and Approval (Attachment Q)
Review Date: 07032023 |78

Consumer Name:* Carrie Abner

Support Coordinator:
Jennifer Buck

Presenter:

Lead Reviewer:

Location of Services:

Method or Type of Review

Annual Update/Re-Approval »  [NewBASP
Revised Full BASP :
Data Review 4
Review Type: Behavior Assistant Request
Safety Plan A
Other «
b
Type of Review: In-Person LRC Presentation v
Decision
BASP Approved / Action: [ v
Recommended Review Period:
Next Review Specific Date: E

8. Complete the questions in the form. The BASP Approved/Action
qguestion will be added later in the workflow, after the LRC
meeting or desk review is complete.

9. From the File menu, select Save and Close Form.

10.The LRC meeting is held or the desk review is completed. A
decision will be rendered within 90 days of the initial receipt of
the BASP. There are 3 possible outcomes:

a. Approved
b. Approved with Modifications
c. Not Approved
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1ki. Approved

The LRC Chair or designee will update the LRC Member Review
of BASP form and the LRC Case Review and Approval Form
then notify the behavior analysis service provider via a note in APD
iConnect.

Role: Regional Clinical Workstream Worker

1. The LRC Chair or designee will update the LRC Member
Review of BASP form in APD iConnect. Navigate to the
consumers record and select the Forms tab. From the list view,
select the LRC Member Review of BASP form. The Form
Details page displays. Update the following fields:

a. Approval Status = Approved
b. Status = Complete

ofd wennect Carrie Abner Forms

Last Updated by jbuck@apdcares.org
at 7/3/2023 1:16:28 PM

File Reports
LRC Member Review of BASP

Consumer Forms

Review = As Needed v Worker * Buck, Jennifer i — Details
Review Date * 07/03/2023 |3 Status * Complete v
Division * Provider/Program | ht |
Approved By Buck, Jennifer Details Approved Date 07/03/2023
Note E
LRC Member Review of BASP
Date of Review 07032023 |
Presenter's Name Jennifer Buck 4
Document Date 070412023 |

Approval Status
(® Approved: if all below are met (Yes)
(O Approved with Modifications: if all below are met, but nesds

Select Approval Status® meodification

() Not Approved: if any below are not met (No)

2. From the File menu, select Save and Close Form.

3. The LRC Chair will also update the LRC Case Review and
Approval form. Navigate to the consumers record and select the
Forms tab. From the list view, select the LRC Case Review
and Approval form. The Form Details page displays. Update
the following fields:

a. Decision section > BASP Approved/Action = Yes
b. Status = Complete
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LRC Case Review and Approval (Attachment Q)

Review Date: 071032023 |7

Consumer Name:* Carie Abner J

Suppeort Coordinator: P

Presenter: Jenniter Buck 7 charaoters remaining

Lead Reviewer: /-; charactars remaining

Location of Services: /-;:. ctars ramaining

Method or Type of Review

Annual Update/Re-Approval » | [New BASP
Revised Full BASP *
Data Review »
Review Type: Behavior Assistant Request
Safety Plan A
Other Pl
P
Type of Review: In-Person LRC Presentation v
Decision
BASP Approved / Action: | Yes hd \
Recommended Review Period: 12 Month v
Next Review Specific Date: 07/052024 |8
Date of BASP Presented: 06/30/2023 |

Number of Months BASP is approved for from the 12
date of this LRC Review:

4. From the File menu, select Save and Close Forms.

5. The LRC Chair notifies the behavior analysis service provider of
the BASP approval via a note in APD iConnect. Navigate to the
consumers record and select the Notes tab. From the File
menu, select Add Note. The Note Details page displays.
Update the following fields:

Note Type = LRC Review

Note Subtype = Decision — Approved

Status = Complete

Recipient = behavior analysis service provider & WSC

apop
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Opd iConnect 7”C3?;'12e3¢;?;e;m Notes
File Tools
Notes Details
Division *
Note By * | Buck, Jennifer v|
Note Date * 07032023 |
Program/Provider | hd |
Note Type * “
Note Sub-Type |Decisiun - Approved ~ [
| B 7 U e - A
approved. notifying behavioral provider and WSC
Note
Status *
Date Completed 07/03/2023
Attachments
Add Attachment
Note Recipients
Add Note Recipient. | - | Clear |
Buck, Jennifer Unread Remove
6. From the File menu, select Save and Close Notes
Role: Service Provider, Service Provider Worker
7. The behavior analysis service provider monitors My Dashboard
> Consumers > Notes > Complete for notification of the BASP
approval and services may begin or continue. The behavior
analysis service provider will select the LRC Review > Decision
— Approval note from the list view and review the details added
in the notes section. In addition, the behavior analysis service
provider can review the completed LRC Member Review of
BASP and LRC Case Review and Approval form. The forms are
read only for the behavior analysis service provider.
MY DASHBOARD CONSUMERS PROVIDERS CLAIMS
CONSUMERS PROVIDERS
Division Ticklers
Notes Provider Selections
Complete 9
Pending 3
i Well
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aad iConnect Welcome, Jennifer Buck | Notes
9 7/3/2023 1:26 PM
File Tools

Filters.

Status v Equal To ~ Complete v AND ~ x
iConnectID v +

[ Search | Reset |
10 Notes record(s) returned - now viewing 1 through 10

iConnectID  Consumer Note Type Note Sub Type Note Date ~ Subject Author Status |
59217 Abner, Carrie | Behavioral Services Behavioral Assessment 07/03/2023  optional Buck, Jennifer = Complete O
59217 Abner, Carrle | LRC Review LRC Review Requested 07/03/2023 Buck, Jennifer = Complete
59217 Abner, Carrie | LRC Review BASP Received - Revisions  07/03/2023  Revisions Requested Buck, Jennifer = Complete ||
59217 Abner, Carrie | LRC Review Review Scheduled 07/03/2023  Date scheduled mmiddlyy | Buck, Jennifer = Complete
59217 Abner, Carrie | LRC Review Decision - Approved 07/03/2023 Buck, Jennifer = Complete |

Role: WSC/CDC

8. The WSC monitors My Dashboard > Consumers > Notes for
notification of the BASP approval. The WSC may need to create
more/update authorizations according to the current cost plan
processes.

1kii. Approved with Modifications

The LRC Chair will update the LRC Member Review of BASP form
and the LRC Case Review and Approval Form then notify the
behavior analysis service provider via a note in APD iConnect. The
behavior analysis service provider will update the BASP and
resubmit.

Role: Regional Clinical Workstream Worker

1. The LRC Chair or designee will update the LRC Member
Review of BASP form in APD iConnect. Navigate to the
consumers record and select the Forms tab. From the list view,
select the LRC Member Review of BASP form. The Form
Details page displays. Update the following fields:

a. Approval Status = Approved with Modifications
b. Status = Pending
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de iConnect Carrie Abner Forms
Last Updated by jbuck@apdcares.org
at 7/3/2023 1:28:42 PM
File  Reports

LRC Member Review of BASP

Consumer Forms

Review * Worker = Buck. Jennifer | cear il
Review Date * 07032023 | Status *

Division * Provider/Program [ v]
Approved By Approved Date

Note E

LRC Member Review of BASP

Date of Review 07032023 |[F

Presenter's Name Jennifer Buck
Document Date 07/0472023 |

Approval Status

O Approved: if all below are met (Yes)

@® Approved witn Modiications: f all below are met, but needs

Select Approval Status* modification

O Not Approved: if any below are not met (No)

2. From the File menu, select Save and Close Form.
Note
The LRC Chair or designee can use the Pending status

G to create a queue on My Dashboard > Pending

Assessments Queue of BASP’s that are approved with
modifications and awaiting resubmission from the
behavior analysis service provider. If Provider never
resubmits, use this same queue to identify forms that
need to be marked as complete.

MYDASHBOARD | CONSUMERS | PROVIDERS cLaMs SCHEDULER REPORTS
CONSUMERS PROVIDERS TASKS
Division Ticklers Links.
My Enroliments My Management
Provider Salactions
Noke SAN Queue
ood iCennect Welcome, Jennifer Buck Pending
' 7/3/2023 1:35 PM Assessments
Queue
File
Filters
Assessment v Begins With ~|  LRC Member Review of BASP v AaDv [ x
Consumer Name ~| |+
il Sl
1 Pending Assessments Queue record(s) returned - now viewing 1 through 1
Consumer Name case No Assessment Review Date + Rater Status
Abner, Carrie 56217 LRC Member Review of BASP 0710312023 Buck, Jennifer Pending

First  Previous Records perpage 15  Next Last

3. The LRC Chair will also update the LRC Case Review and
Approval form. Navigate to the consumers record and select the
Forms tab. From the list view, select the LRC Case Review
and Approval form. The Form Details page displays. Update
the following fields:
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a. Decision section > Approved/Action = With Modifications
b. Status = Pending

Review Date: 07032023 |
Consumer Name:* Carrie Abner

Support Coordinator:
Presenter: Jennifer Buck

Lead Reviewer:

Location of Services:

Method or Type of Review

B

Annual Update/Re-Approval
Revised Full BASP
Data Review

New BASP

»
Review Type: Behavior Assistant Request
Safety Plan 1
Other <
:
Type of Review: In-Person LRC Presentation v
Decision
BASP Approved / Action: | With Medifications (See "Approval Contingent v |
Recommended Review Period: 12 Wonth v
Next Review Specific Date: 07/05/2024  |TF
Date of BASP Presented: 063012023 |3
Number of Months BASP is approved for from the date 5
of this LRC Review:

4. From the File menu, select Save and Close Forms.
Note
The LRC Chair or designee can use the Pending status

G to create a queue on My Dashboard > Pending

Assessments Queue of BASP’s that are approved with
modifications and awaiting resubmission from the
behavior analysis service provider. If Provider never
resubmits, use this same queue to identify forms that
need to be marked as complete.

MYDASHBOARD  CONSUMERS PROVIDERS CLAMS SCHEDULER REPORTS
CONSUMERS PROVIDERS TASKS
Divigicn Ticklers Links
My Enroliments My Management

Provider Selactions

Noles
oo iwConnect Welcome, Jennifer Buck Pending
- 7/3/2023 1:36 PM Assessments
Queue
File
Filters
Assessment v BeginsWith  ~|  LRG Case Review and Approval ~  ANDv x
ConsumerName » | +
L 1
1 Pending Assessments Queus record(s) returned - now viewing 1 through 1
Consumer Name Case No Assessment Review Date » Rater Status
Abner, Carrie 59217 LRC Case Review and Approval 07/03/2023 Buck, Jennifer Pending

First  Previous Recordsperpage 15 Next Last
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5. The LRC Chair will reverse the status of the BASP so the
behavior analysis service provider can make updates. From
the File menu, select Reverse Status. The status of the
form changes from Complete to Pending.

o0d iwennect

File

History
n
Duplicate Assessment

Reverse Stalus
al

Print
1372023
Clse Foms
o
o J)

.

Worker Buck, Jenniter
Complete
ABASOLUTIONS, INC
071032023

BEHAVIOR ANALYSIS SERVICES PLAN

Plan type: New BASP

Date of Plan: 0710372023

6. The LRC Chair notifies the behavior analysis service provider of
the BASP approval with modifications via a note in APD
iConnect. Navigate to the consumers record and select the
Notes tab. From the File menu, select Add Note. The Note
Details page displays. Update the following fields:

a. Note Type = LRC Review

b. Note Subtype = Decision — Approved with Modifications

c. Status = Complete

d. Recipient = behavior analysis service provider & WSC

od ionnect

File Tools

Carrie Abner Notes

7/3/2023 1:37 PM

Notes Details

Division *

Note By = | Buck, Jennifer v
Note Date * 0732023 |

Program/Provider |

Note Type *

LRC Review v "

Note Sub-Type

| Decision - Approved with Modification v |

notifying behavioral previder and WSC the BASP was approved with

Description
| B 5 U - A
modifications
Note
Status * Complete v
Date Completed 07/03/2023
Attachments
Add Attachment
Document Description
There are no attachments to display
Note Recipients
‘Add Note Recipient
Name Date Sent Date Read
Buck, Jennifer 71312023

Category Action

[—Tv—
Status Date Signed

unread Remove
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7. From the File menu, select Save and Close Notes.
8. The behavior analysis service provider has 30 days to resubmit.
Role: WSC/CDC

9. The WSC monitors My Dashboard > Consumers > Notes >
Complete for notification of the BASP approval with
modifications. This note serves as notification only. The WSC
will not proceed with creating more/updating authorizations until
the BASP is fully approved.

MY DASHBOARD CONSUMERS PROVIDERS CLAIME
CONSUMERS PROVIDERS

Division Ticklers

Notes Provider Selections
Complete 10

Pending 3

Role: Service Provider, Service Provider Worker

10.The behavior analysis service provider monitors My Dashboard
> Consumers > Notes > Complete for notification of the BASP
approval with modifications. The behavior analysis service
provider will select the LRC Review > Decision — Approved with
Modifications note from the list view and review the
modifications that are needed in the notes section. In addition,
the behavior analysis service provider can review the LRC
Member Review of BASP and LRC Case Review and Approval
form. The forms are read only for the behavior analysis service
provider.

11.The behavior analysis service provider will update the
Behavioral Analysis Service Plan (BASP) form in APD iConnect.
Navigate to the consumers record and select the Forms tab.
From the forms list view, select the Behavioral Analysis
Service Plan (BASP) form that is in Pending status. Update the
following fields:

a. Perinstruction in the LRC Review > Decision —
Approved with Modifications note, update the form to
reflect all required modifications identified in the note.

b. Status = Complete

12.From the File menu, select Save and Close Form.
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o J iConnect Carrie Abner Forms
7/21/2025 10:15 AM
File
Please Select Type: \Behawor Analysis Services Plan (BASP) v | \9
Consumer Forms
Review Worker Buck, Jennifer || Clear BRI
Review Date ~ o7/21/2023 | Status *
Division * Provider/Program * | ABA SOLUTIONS, INC. v | Details
Approved By Approved Date

BEHAVIOR ANALYSIS SERVICES PLAN

Plan type: New BASP v
Date of Plan: 07/06/2023 |[E &

Consumer's First Name: Carrie

Consumer's Last Name: Abner

13.0nce the BASP is revised, the behavior analysis service
provider will add a note for the LRC Chair or designee notifying
them of the BASP submission. Navigate to the consumers
record and select the Notes tab. From the File menu, select
Add Note. The Note Details page displays. If the BASP
Revision was submitted before the deadline, update the
following fields:

a. Program/Provider = enter the name of the behavior

analysis service provider’s agency

Note Type = LRC Review

Note Subtype = BASP Revisions

Description = BASP Revision mm/dd/yy

Note = Add details of what was revised

Status = Pending

Attachments = Add any attachments

Recipient = LRC Chair

S@~oooT
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Of\j iConnect Carrie Abner Notes
7/21/2023 10:16 AM

File Tools

Notes Details

Division ™

Note By * [Buck, Jennifer v

Note Date - 0712172023

Program/Provider * [ABA SOLUTIONS, INC. v | Detals
Note Type - LRCReview  ~7

Note Sub-Type * [BASP Revisions v [

— .
Description BASP Revision mm/dd/yy )

|B 7 U opx - A~
details of what was revised

Note

Status *

Date Completed

14.From the File menu, select Save and Close Notes. Skip to
Step 16.

15.1f the BASP Revision was submitted after the deadline, the LRC
Chair or designee will manage this as a new submission.
Navigate to the consumers record and select the Notes tab.
From the File menu, select Add Note. The Note Details page
displays. Update the following fields:
a. Program/Provider = enter the name of the behavior
analysis service provider’s agency
b. Note Type = LRC Review
c. Note Subtype = BASP Submission
d. Note = add details that the submission is after the
deadline.
e. Status = Pending
f. Attachments = Add any attachments
g. Recipient = LRC Chair
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ocd wennect

File Tools

Notes Details
Division *

Note By =

Note Date *

Program/Provider *

Carrie Abner
7/3/2023 1:42 PM

Buck, Jennifer v

07032023 |

\ v]

Notes

Note Type * LRC Review v |/
Note Sub-Type * |BASP Submission v
Description A

| B 7 U 0pt - A-

resubmission was after the deadline. Treated as a new submission

Note

Status *

Date Completed

Attachments

Add Attachment

Document Description Category Action

There are no attachments to display

Note Recipients

Add Note Recipient || Clear |

Name Date Sent Date Read Status Date Signed

Buck, Jennifer 7132023 Unread Remove

16.From the File menu, select Save and Close Notes. Skip to the
LRC Preliminary Review section.

Role: Regional Clinical Workstream Worker

17.The LRC Chair or designee monitors My Dashboard >
Consumers > Notes > Pending for incoming notes that the
revised BASP revisions have been submitted.

18.The LRC Chair or designee will review the notes from the
behavior analysis service provider by selecting the LRC Review
> BASP Submission note.

Q0 iConnect Welcome, Jennifer Buck = Notes
v 7/3/2023 1:46 PM
File Tools
Filters
Status v Equal To v Pending v AND v x
iConnectiD v +
5 Notes record(s) returned - now viewing 1 through 5
iConnectID  Consumer Note Type & Note Sub Type Note Date Description Author Status
59217 Abner, Carrie  LRC Review BASP Submission 06/20/2023 | Revised BASP 6/20/23 Buck, Jennifer | Pending

59217 Abner, Carrie | LRC Review BASP Submission 07/03/2023 | BASP Revision 7/3/23 Buck, Jennifer | Pending

19.The LRC Chair or designee will review the revised BASP form.
Navigate to the consumer’s record and select the Forms tab.
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Select the “Behavior Analysis Services Plan” form in
Complete status. If the revised BASP is submitted before the
deadline and was revised sufficiently, the LRC chair will review
the updates without going through the LRC Review Meeting.

ocd iwennect

Carrie Abner Forms
Last Updated by jbuck@apdcares.org
at 7/3/2023 1:41:52 PM

File Reports
Behavior Analysis Services Plan

Consumer Forms
Review * Initial Worker * Buck, Jennifer Details

Review Date * 07/03/2023 Status * Complete
Division * APD Provider/Program ABA SOLUTIONS, INC Details

| Approved By Buck, Jennifer Detaiis Approved Date 071032023

| Mote E
BEHAVIOR ANALYSIS SERVICES PLAN

Plan type: Update with revision(s)

@

| Date of Plan: 07/03/2023
Consumer's First Name: Carrie

Consumer's Last Name: Abner

20.The LRC Chair or designee will notify the behavior analysis

service provider the BASP has been received by responding to
the existing LRC Review > BASP Submission note. Navigate to
the consumers record and select the Notes tab. From the list,
select the LRC Review > BASP Submission note in Pending
status. The Note Details page displays. Update the following
fields:

a. Note Type = Remains LRC Review

b. Note Subtype = Update to BASP Received

c. Note = add details of review. Select Append Text to Note.

d. Status = Complete

e. Recipient = behavior analysis service provider
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— Notes
Q0 iConnect 0

File Tools

Notes. Notes Details
Division
Note By *
Note Date *
Program/Provider
Note Type *

Note Sub-Type

Description

New Text
Bl U 1w0p - A~
LRC chair received revised BASP

Status * Complete v

Date Completed 07/03/2023

Attachments

Document Description Category Action

There are no attachments to display
Note Recipients

Add Note Recipient [ | Clear |

21.From the File menu, select Save and Close Notes. Proceed to
the LRC Meeting > Approved section.

1kiii. Not Approved

The LRC Chair or designee will update the LRC Member Review of
BASP form and the LRC Case Review and Approval Form and
notify the behavior analysis service provider via a note in APD
iConnect. The behavior analysis service provider must update the
BASP and resubmit within 14 working days. If the behavior analysis
service provider had started services, he/she would have to stop.
This plan may not be used until revisions have been submitted and
approved. After 14 working days, the behavior analysis service
provider would have to restart the BASP submission/completion
process.

Role: Regional Clinical Workstream Worker

1. The LRC Chair or designee will update the LRC Member
Review of BASP form in APD iConnect. Navigate to the
consumers record and select the Forms tab. From the list view,
select the LRC Member Review of BASP form. The Form
Details page displays. Update the following fields:
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a. Approval Status = Not Approved
b. Status = Pending

ofd iCennect Carrie Abner Forms
Last Updated by jbuck@apdcares.org
at 7/3/2023 1:29:33 PM

File Reports

]

LRC Member Review of BASP

Date of Review 07032023 |

Presenter's Name Jennifer Buck
Document Date oria023 |

Approval Status
(O Approved: if all below are met (Yes)

O Approved with Modifications: if all below are met, but needs

Select Approval Status* modification

® Not Approved: if any below are not met (No)

2. From the File menu, select Save and Close Form.
Note
The LRC Chair or designee can use the Pending status

G to create a queue on My Dashboard > Pending

Assessments Queue of BASP’s that are approved with
modifications and awaiting resubmission from the
behavior analysis service provider. If Provider never
resubmits, use this same queue to identify forms that
need to be marked as complete.

Wy DAsHBOARD | consUMERS VIDERS LaMS SCHEDULER REPORTS
CONSUMERS PROVIDERS TASKS
Division Tickiers Links
My Enroliments My Management
Providar Selections
Notes
~ . N : -
(@'t iCennect Welcome, Jennifer Buck Pending
7/3/2023 1:35 PM Assessments
Queue
File
Filters
Assessment  ~  Begins With v | LRCMember Review of BASP v  ANDv x
Consumer Name v | +

1 Pending Assessments Queue record(s) returned - now viewing 1 through 1

Consumer Name Case No Assessment Review Date » Rater Status

Abner, Carrie 59217 LRC Member Review of BASP 07/03/2023 Buck, Jennifer Pending

First  Previous Records perpage 15 | Next Last

3. The LRC Chair will also update the LRC Case Review and
Approval form. Navigate to the consumers record and select the
Forms tab. From the list view, select the LRC Case Review
and Approval form. The Form Details page displays. Update
the following fields:

a. Decision section > BASP Approved/Action = No
b. Status = Pending
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LRC Case Review and Approval (Attachment Q)

Review Date: 071032023 |
Consumer Name:* Carrie Abner

Support Coordinator:
Presenter: Jennifer Buck

Lead Reviewer:

Location of Services:

Method or Type of Review
‘Annual Update/Re-Approval " New BASP
Revised Full BASP
Data Review >
Review Type: Behavior Assistant Request
Safety Plan 4
Other <
P
Type of Review: In-Person LRC Presentation v
Decision
BASP Approved / Action: [Ne v
Recommended Review Period: 12 Month v
Next Review Specific Date: 07/052024 |
Date of BASP Presented: 0613072023 |
Number of Months BASP is approved for from the date [,
of this LRC Review:

4. From the File menu, select Save and Close Forms.
Note
The LRC Chair or designee can use the Pending status

G to create a queue on My Dashboard > Pending

Assessments Queue of BASP’s that are approved with
modifications and awaiting resubmission from the
behavior analysis service provider. If Provider never
resubmits, use this same queue to identify forms that
need to be marked as complete.

MYDASHBOARD  CONSUMERS VIDERS LAIMS SCHEDULER REPORTS
CONSUMERS PROVIDERS TASKS
Divigicn Ticklers Links
My Enroliments My Management

Provider Selactions

Notes
o) iCoennect Welcome, Jennifer Buck Pending
v 7/3/2023 1:36 PM Assessments
Queue

File
Filters.

Assessment v Begins With ~  LRGC Case Review and Approval v aDv | x

Consumer Name ~ 4

1 Pending Assessments Queue record(s) returned - now viewing 1 through 1

Consumer Name Case No Assessment Review Date Rater Status

Abner, Carrie 59217 LRC Case Review and Approval 07/03/2023 Buck, Jennifer Pending

First  Previous Recordsperpage 15  Next Last

5. The LRC Chair will reverse the status of the BASP so the
behavior analysis service provider can make updates. From
the consumer’s record, navigate to the Forms tab. Select the
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completed Behavior Analysis Service Plan form from the list.
From the File menu, select Reverse Status. The status of
the form changes from Complete to Pending.

Q0 Cennect
File
History

n
Duplicate Assessment

Reverse Statue

8 woter
Print

32023 Status. - Complete
Close Forms
Uavision - Ard Provider/Program ABASOLUTIONS, INC.
Approved By Buck, Jennifer Details Approved Date 07/032023
5

BEHAVIOR ANALYSIS SERVICES PLAN

Plan type: New BASP

Date of Plan: 070372023 &

6. The LRC Chair notifies the behavior analysis service provider
the BASP was not approved via a note in APD iConnect.
Navigate to the consumers record and select the Notes tab.
From the File menu, select Add Note. The Note Details page
displays. Update the following fields:

a. Note Type = LRC Review

b. Note Subtype = Decision — Not Approved

c. Status = Complete

d. Recipient = behavior analysis service provider & WSC

Opd iConnedct Carrie Abner | Notes

7/3/2023 2:02 PM

File Tools
Notes Details
Division *
Note By * [ Buck. Jennifer v|
Note Date * 07032023 |
Program/Provider \ h |
Note Type * LRC Review v [
Note Sub-Type \ Decision - Approved with Modification w |’
Description y

B 7 U g - A
not approved - notifying Behavioral Provider and WSC

Note

Status * Complete v
Date Completed 07/03/2023

Attachments
Add Attachment
Document Description Category Action

There are no attachments to display

Note Recipients

Add Note Recipient "] Clear]
Name Date Sent Date Read Status Date Signed
Buck, Jennifer 7132023 Unread Remove
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7.

8.

From the File menu, select Save and Close Notes.

The behavior analysis service provider has 14 working days to
resubmit.

Role: WSC/CDC

9.

The WSC monitors My Dashboard > Consumers > Notes >
Complete for notification the BASP was not approved. This
note serves as notification only. The WSC will not proceed with
creating more/updating authorizations until the BASP is fully
approved.

Role: Service Provider, Service Provider Worker

10.The behavior analysis service provider monitors My Dashboard

> Consumers > Notes > Complete for notification the BASP
was not approved. The behavior analysis service provider will
select the LRC Review > Decision — Not Approved note from
the list view and review the reasons the BASP was not
approved in the notes section. In addition, the behavior analysis
service provider can review the LRC Member Review of BASP
and LRC Case Review and Approval form. The forms are read
only for the behavior analysis service provider.

11.The behavior analysis service provider will update the

Behavioral Analysis Service Plan (BASP) form in APD iConnect.
Navigate to the consumers record and select the Forms tab.
From the forms list view, select the Behavioral Analysis
Service Plan (BASP) form that is in Pending status. Update the
following fields:
a. Perinstruction in the LRC Review > Decision — Not
Approved note, update any additional questions in the form.
b. Status = Complete

12.From the File menu, select Save and Close Form.
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O[T:] iCocnnect Carrie Abner Forms
7/21/2023 10:23 AM
File
Please Select Type: \Eehawor Analysis Services Plan (BASP) ~ | \9
Consumer Forms
Review Worker * Buck, Jennifer | Clear BEE
Review Date * 0712172023 |8 Status * Complete ~
Division * Provider/Program * [ABA SOLUTIONS, INC. | Details
Approved By Buck, Jennifer Details Approved Date 07/21/2023

BEHAVIOR ANALYSIS SERVICES PLAN

Plan type: New BASP v
Date of Plan: 07/06/2023 T &

Consumer's First Name: Carrie

Consumer's Last Name: Abner

13.0nce the BASP is revised, the behavior analysis service
provider will add a note for the LRC Chair or designee notifying
them of the BASP submission. Navigate to the consumers
record and select the Notes tab. From the File menu, select
Add Note. The Note Details page displays. If the BASP
Revision was submitted before the deadline, update the
following fields:

a. Program/Provider = enter the name of the behavior

analysis service provider’s agency

Note Type = LRC Review

Note Subtype = BASP Submission

Description = BASP Revision mm/dd/yy

Note = Add details of what was revised

Status = Pending

Attachments = Add any attachments

Recipient = LRC Chair

S@~oooT

s, Well July 2023 Page 67



Behavioral Services

o iCennect

File

| Motes

Tools

‘ Notes Details
Division *
Note By *
Note Date *
ProgramiProvider
Note Type *
Note Sub-Type

Description

Note

Status *

Date Completed

Carrie Abner
Last Updated by jbuck@apdcares.org
at 7/3/2023 1:46:36 PM

Buck, Jennifer

07032023 |4

[ABA SOLUTIONS, INC v | Details
[BASP Received ~[

BASP Revision 7/3/23

On 7/3/2023 at 1:46 PM, Jennifer Buck wrote:
revised per LRC Chair reguest and within deadline

New Text
B Z U 0pt - A~
LRC chair received revised BASP

14.From the File menu, select Save and Close Notes. Skip to

Step

16.

Notes

15.1f the BASP Revision was submitted after the deadline, the LRC
Chair or designee will manage this as a new submission.
Update the following fields:

Note Type = LRC Review

Note Subtype = BASP Submission

Note = add details that the submission is after the

a.
b.
C.

d.
e.
f

16.From the File menu, select Save and Close Notes. Skip to the

deadline.

Status = Pending

Attachments = Add any attachments
Recipient = LRC Chair

LRC Preliminary Review section.

Role: Regional Clinical Workstream Worker

17.The LRC Chair or designee will review the notes from the
behavior analysis service provider by selecting the LRC Review
> BASP Submission note.
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Qoo “ onnect Welcome, Jennifer Buck Notes
& 7/3/2023 1:46 PM

File Tools

Filters
Status v Equal To v Pending v AND v x
iConnectiD v +

5 Notes record(s) returned - now viewing 1 through 5

iConnect ID Consumer Note Type o Note Sub Type Note Date Description Author Status
59217 Abner, Carrie ' LRC Review BASP Submission 06/20/2023 | Revised BASP 6/20/23 Buck, Jennifer | Pending
59217 Abner, Carrie  LRC Review BASP Submission 07/03/2023 | BASP Revision 7/3/23 Buck, Jennifer | Pending

18.The LRC Chair or designee will review the revised BASP form.
Navigate to the consumer’s record and select the Forms tab.
Select the “Behavior Analysis Services Plan” form in
Complete status. If the revised BASP is submitted before the
deadline and was revised sufficiently, the LRC chair will review
the updates without going through the LRC Meeting.

Op\j iConnect Carrie Abner Forms
Last Updated by jbuck@apdcares.org
at 7/3/2023 1:41:52 PM

File  Reports

Behavior Analysis Services Plan

Consumer Forms
Review ™ Initial Worker * Buck, Jennifer Details
Review Date * 07/03/2023 Status * Complete
Division * APD Provider/Program ABA SOLUTIONS, INC Details
| Approved By Buck. Jennifer Details Approved Date 07/03/2023
Note E

BEHAVIOR ANALYSIS SERVICES PLAN

Plan type: Update with revision(s)
Date of Plan: 07/03/2023 &
Consumer’s First Name: Carrie
Consumer's Last Name: Abner

19.The LRC Chair or designee will notify the behavior analysis
service provider the BASP has been received by responding
to the existing LRC Review > BASP Submission note.
Navigate to the consumers record and select the Notes tab.
From the list, select the LRC Review > BASP Submission
note in Pending status. The Note Details page displays.
Update the following fields:

Note Type = Remains LRC Review

Note Subtype = Update to BASP Received

Note = add details of review. Select Append Text to Note.

Status = Complete

Recipient = behavior analysis service provider

PO T®

s, Well July 2023 Page 69



Behavioral Services

oD iwonnect

File Tools

—

Notes Details
Division *

Note By *

Note Date *
ProgramiProvider
Note Type *

Note Sub-Type

Description

Status *

Date Completed

Carrie Abner
Last Updated by jbuck@apdcares.org
at 7/3/2023 1:46:36 PM

Buck, Jennifer

07032023 |2
[ABA SOLUTIONS, INC | Details
[BASP Received ~f

BASP Revision 7/3/23

On 7/3/2023 at 1:46 PM, Jennifer Buck wrote:
revised per LRC Chair request and within deadline

New Text
B 7 U 10pt ~ A~
LRC chair received revised BASP

20.From the File menu, select Save and Close Notes. Proceed
to the LRC Meeting > Approved or LRC Meeting > Approved

with Modification section.
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. Service Eligibility Review Process

New consumers who need behavioral services or consumers who
currently receive behavioral services must complete the service
eligibility review process initially and at least annually as part of the
cost plan review process. Some services are reviewed twice a year,
or more if needed. During the LRC Meeting the BASE is reviewed
as part of the medical necessity review and a clinical review of the
BASP is completed.

The Service Eligibility Review process includes the following steps:

1. WSC sends a note to the Region Clinical Workstream Lead in
APD iConnect requesting a BASE to be completed.

NOTE: the BASE cannot be completed until the BASP has been
completed by the behavior analysis service provider.

2. The Region Clinical Workstream Lead assigns the BASE to a
regional behavioral analyst.

3. The regional behavioral analyst reviews documentation to
determine whether service eligibility criteria are supported by
submitted documentation.

4. The regional behavioral analyst completes the BASE form.

5. The regional behavioral analyst prints and signs the BASE.

6. The regional behavioral analyst informs WSC and behavior
analysis service provider of eligibility via BASE Completed note.

7. If the criteria for eligibility is not met, the WSC works with
behavior analysis service provider to update the BASP, provide
additional documentation, and resubmit.

8. If there is a reduction in services, the WSC will go through the
cost plan review process with the Region Waiver Workstream
Lead to adjust the services.

2a. BASE Requested
Role: WSC/CDC

1. Annually, when the cost plan review process begins, the WSC
requests a BASE to be completed via a note in APD iConnect. A
BASE is also completed during the LRC Meeting process.

2. Torequest a BASE, navigate to the consumers record and
select the Notes tab. From the File menu, select Add Note.
The Note Details page displays. Update the following fields:

Program/Provider = enter the name of the WSC agency

Note Type = Behavioral Services

Note Subtype = BASE Request

Note = list services and units needed, including ratios

Status = Pending

PO T®
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f. Recipient = Region Clinical Workstream Lead

g. Attachments = documentation needed for a medical
necessity review. A completed BASP or any available
documentation that shows the individual meets eligibility
criteria must be on file before proceeding.

od iConnect

File Tools

Notes Details
Division *

Note By *

Note Date *
Program/Provider *
Note Type *

Note Sub-Type

Description

Note

Status =

Date Completed
Attachments
Add Attachment

Document

RPsgsts

Note Recipients

Add Mote Recipient

Name

Buck, Jennifer

[Buck, Jennifer i
07/03/2023 |2
[1CARELLC

Behavioral Services v

| BASE Request v

[B 7 U g - A

requesting BASE. several documents attached

Description
script from MD

Discharge Summary

Date Sent Date Read Status

71312023 Unread

v | Details

Carrie Abner
7/3/2023 2:34 PM

Category

Date Signed

3. From the File menu, select Save and Close Notes.

Role: Region Clinical Workstream Lead

2. The Region Clinical Workstream Lead monitors My Dashboard

> Consumers > Notes > Pending for incoming notes as
notification to assign the BASE.
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‘ MY DASHEBOARD CONSUMERS PROVIDERS CLAIMS SCHEDUL

CONSUMERS PROVIDERS

‘ Division ‘ ‘ Ticklers

‘ My Enroliments ‘

‘ Provider Selections ‘

‘ Notes ‘
Complete 1

Pending 6

OP‘j iConnect Welcome, Jennifer Buck | Notes
7/3/2023 2:36 PM

File Tools

Filters
Status v |EqualTo v Pending v  AND v x
iConnectID v +

[ Search | Reset |
6 Notes record(s) returned - now viewing 1 through &
iConnect ID ‘Consumer Note Type Note Sub Type Note Date ~ Description Author Status | |/
59217 Abner, Carrie | LRC Review BASP Submission 07/03/2023 | BASP Revision 7/3/23 Buck, Jennifer | Pending | [
59217 Abner, Carrie | Behavioral Services BASE Request 07/03/2023 Buck, Jennifer | Pending |L

3. The Region Clinical Workstream Lead will assign a regional
behavioral analyst to complete the BASE and notify him/her
through the BASE Request note. Select the Behavioral
Services > BASE Request note. The Note Details page
displays. Update the following fields:

a. Note = add details about the assignment. Click Append Text
to Note.

b. Recipient = assign the regional behavioral analyst

c. Status = Update to Complete
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opd icennect

File Tools

‘ Notes

| Notes Details
Division *
Note By *
Note Date
Program/Provider
Note Type *
Note Sub-Type

Description

Note

Status *
Date Completed
Attachments

Add Attachment

Document
RPsgsts1

RSGIU77654
Note Recipients
Add Note Recipient.

Name

Buck, Jennifer

Carrie Abner
Last Updated by jbuck@apdcares.org
at 7/3/2023 2:35:09 PM

Buck, Jennifer

070032023 |

[1CARE LLC ] Details
[Bshaviorel Senices v

| BASE Request v

On 7/3/2023 at 2:35 PM, Jennifer Buck wrote
requesting BASE. several documents attached

New Text
B I U i0pt ~ A~

assigning to Regional Behavioral Analyst

Complete v

07/03/2023
Description Category Action
script from MD Remove
Discharge Summary Remove

-
Date Read Status Date Signed
Unread Remove

4. From the File menu, select Save and Close Notes.

2b. BASE Completed

Role: Region Clinical Workstream Worker

1. The regional behavioral analyst monitors My Dashboard >
Consumers > Notes > Complete for incoming notes as
notification to complete the BASE. Requests to review a revised
BASE that initially did not meet criteria for eligibility are also

visible in this queue.
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MY DASHBOARD CONSUMERS PROVIDERS CLAIMS SCHEDUL
CONSUMERS PROVIDERS

Division Ticklers
My Enroliments
Provider Selections

Notes
GComplete 1

Pending 6

2. The regional behavioral analyst will select the Behavioral
Services > BASE Request note from the list view and review
the attached documentation. The BASP form already saved on
the consumer’s record in iConnect is also reviewed, if available.
If this is a new request, and the service is new to the individual,
he/she may not yet have a BASP.

Q0 iCennect Welcome, Jennifer Buck | Notes

File  Tools

3. The regional behavioral analyst will begin the BASE form in
APD iConnect. Navigate to the consumers record and select the
Forms tab. From the File menu, select Add Form. Select the
‘LRC Chair BASE” form. The Form Details page displays.
Update the following fields:

a. Review = select As Needed

b. Review Date = defaults to today

c. Division = defaults to APD

d. Worker = pre-populated with your name

e. Provider/Program = leave blank

f. Status = defaults to Draft. Will be changed to Complete later
in the workflow.
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ij iConnect carrie Abner | Forms
: 7/3/2023 2:42 P11
File
Please Select Type: [LRC Chair BASE 2
Consumer Forms
Review * As Needed v Worker * Buck, Jennifer [~ cear REEE
Review Date * 07032023 | Status
Division * Provider/Program [ vl

Approved By Approved Date

ATTACHMENT E

LRC Chair Review of Behavior Analysis Services Eligibility (BASE Form)

Note: This is only a ion of eligibility for L services, nota ination of medical ity or an approval for the rate, hours or cost plan.
Consumer Name:
First Name Carrie
Middie Name R
Last Name Abner
suffix v
Review Date:” 07032023 |F
1 Worker record(s) returned - now viewing 1 through 1
Name D

support Coordinator:

Reed, Manica 2408

| = ]

LRC Chair or Designee” Jennifer Buck

Agency Senior Behavior Analyst: Sally Smith

Check all services for which eligibility was reviewed:

Service(s):

A. Behavior Analysis Services

4. Complete the remaining questions in the form, saving several
times along the way. It may take more than one day to complete
this form.

Note
If the recommendation is intensive behavioral Residential
G Habilitation services, the 1B Matrix must also be
completed outside of APD iConnect then attached to a
note in APD iConnect. This note must be added before
the LRC Chair BASE form is saved in Complete status.
1. Select the Note Icon at the top of the BASE form.
2. The Note Details page displays. Update the following
fields:
Cost Plan Review Note = No
Note Type = Behavioral Services
Note Subtype = BASE Completed
Description = IB Matrix
Status = Complete
Attachments = IB Matrix
g. Recipient = None
3. From the File menu, select Save and Close Notes.
The page refreshes and you are returned to the LRC
Chair BASE form

~oooow

5. Once the review is complete, the Regional Behavioral Analyst
will determine if the criteria has met for behavioral services
eligibility. Three possible outcomes exist:
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a. Consumer meets criteria for behavioral services eligibility

b. Consumer meets criteria for eligibility with a decrease in

services
c. Consumer does not meet criteria for eligibility. Additional

Documentation Required.

6. From the File menu, select Save Form, NOT Save and Close

Form.

2bi. Consumer Meets Criteria for Behavioral Services Eligibility

Role: Region Clinical Workstream Worker

1. The regional behavioral analyst will add the recommendation on
the BASE form. If the BASE form is not already open, navigate
to the consumer’s Forms tab. Select the LRC Chair BASE form
from the list. Update the following fields:

a.

cooo

«Q

Comments/Justification = enter justification for the
behavioral services

Units for the Review Period = enter units

Fading Schedule = enter details if applicable
Eligibility = Eligible

Eligibility/Ineligibility Comments = add additional details if
needed

Next Review Date = enter date of next review

LRC Chair or Designee = enter the name of the LRC
Chair. This serves as the signature.

Status = Complete

A. Units for the Review Period: 35

A.Fading Schedule: fading schedule details

A. Eligibility

@ Eiigible

O Ineligible
A. Eligibility/Ineligibility Comments eligibility comments
A. Next Review Date: 07/01/2024 |

A. LRC Chair or Designee™: Jennifer Buck, BCBA

2. From the File menu, select Save Forms, NOT Save and Close
Forms.
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4. From the open BASE form, the regional behavioral analyst will
generate the BASE Word Merge. From the Word Merge menu,
select the LRC Chair BASE word merge.
o iCennect Carije Abner

Last Updated by ji apdcares.org
PM

at 7/3/2023 2

File  Reports  Word Merge

LRC Chair BASE  -HCChalBASE

Consumer Forms

Review " [As Needed v Worker * Buck, Jennifer

Review Date * 07032023 | Status * Draft v

Division * |APD v Provider/Program v
Approved By Approved Date

7

ATTACHMENT E

LRC Chair of B Analysis Services Eligibility (BASE Form)
Note: This is only a dation of eligibility for behavioral services, not a det ination of medical ity or an approval for the rate, hours or cost plan.
Consumer Name:
First Name Carrie
Middle Name R
Last Name Abner

5. The Word Merge preview window displays. Select Save to
Note.

Opd iConnect Carrie Abner LRC Chair
LB o N

7/3/2023 2:54 PM BASE
File

Preview (read-only)
This is a preview of your merge document and is not editable.
Generate Merge Document

Click the "Open Document” button to = | &~ 7 ~ - + =2 1| ef7 | ) | D Qe
open the Merge Document for
editing. srare of rioriaa
[ Open Document |
Save to Note
If no changes have been made to the LRC Chair Review of Behavior Analysis Services Eligibility
Merge Document, click "Save to
MNote™. The current word mergs P . . N N .y
template will be uploaded to a note Recipient: Carrie Abner Review Date: 07/03/2023
Leo‘;nur‘z“ggh the merge fields Support Coordinator: Monica Reed LRC Chair or Designee*: Jennifer Buck
e Reviewed Services
Behavior Services:

X Behavior Analysis
Upload and Save to Note
If changes were made to the Merge . !
Document, click "Upload and Save to Bd Behavior Assistant
Note" to select the saved file and B .
upload that decument to a note Life Skills Development 3 (ADT):
record. Don't forget to delete the O 1:5Ratio
saved document after you have )
attached it to the note record O 1:3 Ratio
| Upload and Save fo Note " | O 1:1 Ratio

Life Skills Development 4 (Pre-Voc):
O 1:5Ratio
O 1:3 Ratio

6. A notification message displays confirming the LRC Chair BASE
Word Merge was saved to a note. Click Okay.

s, Well July 2023 Page 78



Behavioral Services

Itssbh1.mediware.com says

Document was successfully saved to Note with NotelD=1372897.

7. The Note Details page displays. Notify the WSC that the
consumer meets criteria for behavioral services eligibility.
Update the following fields:

Division = select APD

Note Type = Update to Behavioral Services

Note SubType = BASE Completed

Description = defaults to Word Merge Template. Update if

desired.

Note = optional

Status = Complete

Attachment = signed BASE

Recipients = WSC, behavior analysis service provider,

Region Clinical Workstream Lead

apop

S@ ™o

— Notes
Q0 iConnect

File Tools

Notes. Notes Details

Division * APD ~

MNote By *

Note Date
Program/Provider
Nete Type *

Note Sub-Type

Description

Note

Status

Date Completed

Buck, Jennifer

0712172023

Behavioral Services « |
BASE Completed w

Word Merge Template

New Text

B I U 16px ~ A~

Complete v
oFf21/2023

8. From the File menu, select Save and Close Notes.

a=h Well

July 2023 Page 79



Behavioral Services

9. For more detailed general Word Merge instruction, see the As
Needed: Word Merges section.

Role: WSC/CDC

10.The WSC monitors My Dashboard > Consumers > Notes for
notification the BASE was completed. The WSC may need to
create more authorizations following the current cost plan
processes.

Role: Service Provider, Service Provider Worker

11.The behavior analysis service provider monitors My Dashboard
> Consumers > Notes for notification the BASE was completed
as notification only.

Role: Region Clinical Workstream Lead

12.The Region Clinical Workstream Lead monitors My Dashboard
> Consumers > Notes for notification the BASE was completed
as notification only.

2bii. Consumer Meets Criteria for Eligibility with a Decrease in

Services

Role: Region Clinical Workstream Worker

1. The regional behavioral analyst will add the recommendation on
the BASE form. If the BASE form is not already open, navigate
to the consumer’s Forms tab. Select the LRC Chair BASE form
from the list. Update the following fields:

a.

cooo

«Q

a=h Well

Comments/Justification = enter justification for the
behavioral services

Units for the Review Period = enter units

Fading Schedule = enter details if applicable
Eligibility = Eligible

Eligibility/Ineligibility Comments = add additional details if
needed

Next Review Date = enter date of next review

LRC Chair or Designee = enter the name of the LRC
Chair. This serves as the signature.

Status = Update to Complete
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A. Units for the Review Period: 35
A. Fading Schedule: fading schedule details
A. Eligibility
@ Eligible
O Ineligible
A. Eligibility/Ineligibility Comments eligibility comments
A. Next Review Date: 07/01/2024 |H

A. LRC Chair or Designee™: Jennifer Buck, BCBA

2. From the File menu, select Save Forms, NOT Save and Close
Forms.

3. From the open BASE form, the regional behavioral analyst will
generate the BASE Word Merge. From the Word Merge menu,
select the LRC Chair BASE word merge.

od iConnect Carrie Abner

Last Updated by jbuck@apdcares.org
at 7/18/2023 3:53:46 PM
File  Reports  Word Merge

LRC Chair BASE = 2 BASE
Consumer Forms
Review * Initial Worker * Buck, Jennifer Details
Review Date * 07/18/2023 Status * Complete
Division * APD Provider/Program
Approved By Buck, Jennifer Details Approved Date 07/18/2023

Note E
ATTACHMENT E

LRC Chair Review of Behavior Analysis Services Eligibility (BASE Form)

Note: This is only a recommendation of eligibility for behavioral services, not a determination of medical necessity or a
approval for the rate, hours or cost plan.
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4. The Word Merge preview window displays. Select Save to
Note.

o iCennect

File

Generate Merge Document

Click the "Open Document” button to

open the Merge Document for
editing

Save to Note

If no changes have been made to the
Merge Document, click "Save to
Mote™. The current word mergs
template will be uploaded to a note
record with the merge fields
populated.

Upload and Save to Note
If changes were made to the Merge

Document, click "Upload and Save to
Note” to select the saved file and
upload that document to a note
record. Don't forget to delete the
saved document after you have
attachad it to the note racord

Carrie Abner LRC Chair
7/32023 2:54 PM BASE
Preview (read-only)
This is a preview of your merge document and is not editable
vV l@m o -+ BT R Qle B
nnnnnn s rioriaa
LRC Chair Review of Behavior Analysis Services Eligibility
Recipient: Carrie Abner Review Date: 07/03/2023

Support Coordinator:

Monica Reed

LRC Chair or Designee*:

Jennifer Buck

Reviewed Services

Behavior Services:
Behavior Analysis

Behavior Assistant

Life Skills Development 3 (ADT):
O 1:5Ratio
O 1:3 Ratio
O 1:1 Ratio

Life Skills Development 4 {Pre-Voc):

O 1:5Ratio
O 1:3 Ratio

5. A notification message displays confirming the LRC Chair BASE
Word Merge was saved to a note. Click Okay.

Itssbh1.mediware.com says

Document was successfully saved to Note with NotelD=1372897.

6. The Note Details page displays. Notify the WSC that the
consumer meets criteria for behavioral services eligibility.
Update the following fields:

oo o

S@ ™o

desired.
Note = optional

Division = select APD
Note Type = Update to Behavioral Services
Note SubType = BASE Completed
Description = defaults to Word Merge Template. Update if

Status = Complete
Attachment = signed BASE
Recipients = WSC, behavior analysis service provider,

Region Waiver Workstream Worker, Region Clinical

Workstream Lead

a=h Well
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Carrie Abner Notes
Last Updated by jbuck@apdcares.org
&t 7/21/2023 10:42:03 AM

(0 iConnect

File Tools
Notes Notes Details

Division - APD »

Note By Buck, Jennifer

Note Date * o7iz1/2023 |

Program/Provider -
Note Type Behavioral Services ~ |

MNote Sub-Type BASE Completed w

L Word Merge Template
Description - P
Nots New Text
B I U 16px ~ A~

Status * Complete v
Date Completed 0F21/2023

7. From the File menu, select Save and Close Notes.

8. For more detailed general Word Merge instruction, see the As
Needed: Word Merges section.

Role: WSC/CDC

9. The WSC monitors My Dashboard > Consumers > Notes >
Complete for notification the BASE was completed and a
decrease in services is needed. The WSC will work with the
Region Waiver Workstream Worker to determine how the
services will be reduced. The WSC will go through the cost plan
review process to adjust the services.

o@d iCennect Welcome, Jennifer Buck | Notes
7/3/2023 3:05 PM

File Tools

Filters
Status ~ | EqualTo v Complete v AND v x
iConnectID v | |+

13 Notes record(s) returned - now viewing 1 through 13

iConnect ID Consumer Note Type Note Sub Type a Note Date Subject Author status | ()
59217 Abner, Carrie Behavioral Services BASE Completed 07/03/2023 Buck, Jennifer Complete O
59217 Abner, Carrie Behavioral Services BASE Request 07/03/2023 Buck, Jennifer Complete ]
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Role: Regional Waiver Workstream Worker

10.The Region Waiver Workstream Worker monitors My
Dashboard > Consumers > Notes > Complete for notification
the BASE was completed, and services will be reduced.

Role: Service Provider

11.The behavior analysis service provider monitors My Dashboard
> Consumers > Notes > Complete for notification the BASE
was completed with a decrease in services as notification only.

2biii. Consumer Does Not Meet Criteria for Eligibility.
Additional Documentation Required.

Role: Region Clinical Workstream Worker

1. The regional behavioral analyst will update the BASE form. If
the BASE form is not already open, navigate to the consumer’s
Forms tab. Select the LRC Chair BASE form from the list.
Update the following fields:

a. Comments/Justification = enter comments about the missing
documentation.
b. Status = Pending

Opd iConnect Carrie Abner Forms
Last Updated by jbuck@apdcares.org
at 7/3/2023 2:53:02 PM

File  Reports  Word Merge
LRC Chair BASE

Consumer Forms

Review = As Needed v Worker * Buck, Jennifer i — Details
Review Date * 07/032023  |F Status *

Division * Provider/Program ‘ b
Approved By Approved Date

Note E

ATTACHMENT E
LRC Chair Review of Behavior Analysis Services Eligibility (BASE Form)

Note: This is only a recommendation of eligibility for behavioral services, not a determination of medical necessity or an
approval for the rate, hours or cost plan.

Consumer Name:
First Name Carrie
Middie Name R

Last Name Abner
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Check all services for which eligibility was reviewed:

Service(s):

A. Behavior Analysis Services
B. Behavior Assistant Services
C. Life Skills Development 3 (ADT) O
D. Life Skills Development 4 (Pre-Voc) O
E. Residential Habilitation O

|B Z U 10pt -A-‘
Need additional documentation before proceeding

A. Comments / Justification:

2. From the File menu, select Save Forms.

Note

The regional behavioral analyst can use the Pending
0 status to create a queue on My Dashboard > Pending

Assessments Queue of BASE forms that are pending

additional documentation.

Filter by Filter by Assessment = LRC Chair BASE

Status = Pending.

If additional documentation is never received, the

regional behavioral analyst can use this queue to identify

BASE forms that need to be closed and marked as

MYDASHBOARD | COMSUMERS | PROVIDERS CLAIMS SCHEDULER REPORTS
CONSUMERS PROVIDERS TASKS
Divisit ion Tickler: Links.
My Enraliments

Provider Selactions

Notes
Om iConnect Welcome, Jennifer Buck Pending
7/3/2023 3:16 PM Assessments
Queue
File
Filters
Assessment v Begins With ~  LRC Ghair BASE v ANDw~ X
Consumer Name ~ 4+
1 Pending Assessments Queue record(s) returned - now viewing 1 through 1
Consumer Name Case No Assessment Review Date v Rater Status O
Abner, Carrle 59217 LRC Chair BASE 07/03/2023 Buck, Jennifer Pending D

First  Previous Records perpage 15 | Mext  Last
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3. Notify the WSC that additional documentation is needed via a
note in APD iConnect. This can be completed from the Note
icon on the open BASE form. Select the Note icon at the top of
the BASE form. The Note Details page displays. Update the
following fields:

Cost Plan Review Note = No
Note Type = Behavioral Services

a
b.
c. Note SubType = BASE — Additional Information Requested
d. Status = Pending

e

Recipients = WSC, behavior analysis service provider.

Q0 iCennect Carrie Abner Forms
v Last Updated by jbuck@apdcares.org
at 7/3/2023 2:14:49 PM
File  Reports  Word Merge

= S EEE () https://ltssbh1.mediware.com/flapdinterfacetestsso/Pages/Harmony.aspx?ChapterlD=3488ViewT... A
Consumer Forms

) iCo o Carrie Abner Notes
Review* AsNesded o0 iConnedt

7/3/2023 2:20 PM

Review Date * o720z |8 File  Tools
Division * Division*
Approved By Note By * [Buck, Jennifer -
s g Note Date * 73023 |
Cost Plan Review Note? * [No ~T
NoteType * Behavioral Services w |
LRC Chair Revi{ Description P
Note: This is only a recommendation of eligibility for behaviol B Z U Iy A |
6o+ A
Consumer Name:
Addttional documentation needed before BASE can be
o Carrie completed. Notifying WSC
Middie Name R Note
Last Name Abner
sae )
Review Date:* om032023 |0
1 Workerrecon  gpanie

| Date Completed

Support Coordinator:

Reed Monid  Attachments

Add Attachment

| search |
Jennifer Buck e— — Category =
Sally Smith There are no attachments to display
. P § Recipients
Check all services for which eligibility was reviewed:
Service(s): Select a new Recipient
A. Behavior Analysis Services Name Date Sent Date Read Status Date Signed
B. Behavior Assistant Services Buck, Jennifer 71312023 Unread

4. From the File menu, select Save and Close Notes. The page
refreshes and you are returned to the BASE form.

5. From the File menu, select Save and Close Form.

Role: WSC/CDC

6. The WSC monitors My Dashboard > Consumers > Notes >
Pending for notification the consumer did not meet criteria for
eligibility and additional documentation is needed.
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CONSUMERS
Division
Notes

Complete

Pending

MY DASHBOARD CONSUMERS
PROVIDERS

Ticklers

7. The WSC will select the Behavioral Services > BASE —
Additional Information Requested note from the list view and
review the notes for the requested additional documentation.

oD iConnect

File Tools

Filters

Status v Equal To v Pending w AND v

iConnectiD v +

6 Notes record(s) returned - now viewing 1 through &

iConnectID | Consumer
59217
59217

Note Type
Abner, Carrie | Behavioral Services

Abner, Carrie | LRC Review BASP Submission

Note Sub Type
BASE - Additional Information Requested

Welcome, Jennifer Buck

Note Date Subject
07/03/2023

06/20/2023 | Revised BASP 6/20/23

Notes
7/3/2023 3:22 PM

Author status | ()
Buck, Jennifer | Pending | [

Buck, Jennifer | Pending |(J

8. The WSC will obtain additional documentation from behavior
analysis service provider within 30 days and attach to the
existing Behavioral Services > BASE — Additional Information
Requested note. Navigate to the consumer Notes tab. Select
the Behavioral Services > BASE — Additional Information
Requested note in Pending status. The Note Details page
displays. Update the following fields:

a. Program/Provider = enter the name of the WSC’s agency
b. Notes = list the additional documentation that has been

attached.
Status = Complete

C.
d. Attachments = additional documentation demonstrating how
the individual meets eligibility criteria
e. Recipients = regional behavioral analyst
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ood iConnect Carrie Abner

Last Updated by jbuck@apdcares.org
st 7/2/2023 3:20:43 DM
File  Tools

Note By * Buck, Jennifer

Nots Dats * 07032023 |

Program/Provider * [TCARELLC | Details
Note Type- [BehavorarServiss v |

Note Sub-Type | BASE - Additional Information Requested w |*
Description

e

On 7/3/2023 at 3:28 PM, Jennifer Buck wrote:
Additional documentation needed before BASE can be completed. MNotifying
WsC

L=5 New Text

| B 2 U ek - A-

providing additional documentation as requested

Status * Complete »

Date Completed 07/03/2023

Attachments

Add Attachment

Document Description Categery Action
There are no attachments to display
Note Recipients
Add Nofe Recipient: | - | Clear |
Name Date Sent Date Read Status Date Signed
Buck. Jennifer 07/03/2023 Unread Remove

9. From the File menu, select Save and Close Notes. Proceed to
the BASE Completed section.

Role: Service Provider, Service Provider Worker

10.In addition, the behavior analysis service provider monitors My
Dashboard > Consumers > Notes for notification the
consumer did not meet criteria for eligibility and additional
documentation is needed. The WSC will reach out for follow up.
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3.

Increase in Behavioral Services

When the need for an increase in behavioral services is identified,
the WSC begins the process by submitting the request for a new
BASE. The increase in behavioral services process includes the
following steps:

1.

WSC sends a note to the Region Clinical Workstream Lead in
APD iConnect requesting a BASE to be completed.

NOTE: the BASE can be completed without a completed BASP
only if there is other documentation present that shows how the
individual is eligible. The BASP and/or documentation must be
within the past 12 months.

. The Region Clinical Workstream Lead will assign a regional

behavioral analyst to complete the BASE.

The regional clinical workstream worker reviews documentation
to determine whether service eligibility criteria are supported by
the submitted documentation.

The regional behavioral analyst completes the BASE form.

The regional behavioral analyst informs WSC and behavior
analysis service provider of eligibility via BASE request note.

If not eligible, the WSC works with behavior analysis service
provider to update the BASP and/or submit additional
documentation and resubmit.

3a. BASE Requested

Role: WSC/CDC

1.

When an increase in behavioral services is identified, the WSC
will request a BASE to be completed. To request a BASE,
navigate to the consumers record and select the Notes tab.
From the File menu, select Add Note. The Note Details page
displays. Update the following fields:

Program/Provider = enter the name of the WSCs agency
Note Type = Behavioral Services

Note Subtype = BASE Request

Notes = list services and units needed, including ratios
Status = Pending

Recipient = Region Clinical Workstream Lead

Attachments = documentation needed for a med necessity
review. A completed BASP or any available documentation
that shows the individual meets eligibility criteria must be on
file before proceeding.

@ ooo0oTw
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opd iCennect

File Toeols

Notes Details
Division *

Note By *

Note Date *
Program/Provider *
MNote Type *

Note Sub-Type

Description

Note

Status *

Date Completed

Attachments

Add Attachment

Document

There are no attachments to display

Note Recipients

Add Mote Recipient:

Name

Date Sent

Buck, Jennifer

2. From the File menu, select Save and Close Notes.

[Buck, Jennifer

07032023 |

[1CARELLC

v‘Deta 5

Behavioral Services v

‘ BASE Request

~r

| B 7 T 1500 - A -

requesting BASE. sending to ABA

Description

Date Read

Category

——

Role: Region Clinical Workstream Lead

Status

Unread

Carrie Abner
7/3/2023 3:27 PM

Action

Date Signed

3. The Region Clinical Workstream Lead monitors My Dashboard
> Consumers > Notes > Pending for incoming notes as
notification to assign the BASE.

‘ My DASHBOARD} CONSUMERS

Notes

PROVIDERS
Division Ticklers
‘ Notes
Complete 13
Pending 6
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Oi"d iConnect Welcome, Jennifer Buck | Notes
" 7/3/2023 3:30 PM
File Tools

Filters

Status v | EqualTo v Pending v ANDv  x

iConnect D v +

7 Notes record|(s) returned - now viewing 1 through 7

iConnect ID Consumer Note Type Note Sub Type Note Date ~ Description Author Status | ()
59217 Abner, Carrie LRC Review BASP Submission 07/03/2023 BASP Revision 7/3/23 Pending m]
59217 Abner, Carrie Behavioral Services BASE - Additional Information Requested 07/03/2023 Pending

59217 Abner, Carrie Behavioral Services BASE Request 07/03/2023 Pending |

4. The Region Clinical Workstream Lead will assign a regional
behavioral analyst to complete the BASE and notify him/her
through the BASE Request note. Select the Behavioral
Services > BASE Request note. The Note Details page
displays. Update the following fields:

a. Note = add details about the assignment. Select Append
Text to Note.

b. Recipient = assign the regional behavioral analyst

c. Status = Update to Complete

Op—j iConnect Carrie Abner Notes
0 i

Last Updated by jbuck@apdcares.org
at 7/2/2023 2:30:21 PM

File  Tools
Mote By * Buck, Jennifer
Note Date * oaz0z3 |0
Program/Provider [TCARELLC ~ ] Details
Note Type * Behavioral Services w |
Mote Sub-Type EASE Request vl
Description

on 7/3/2023 at 3:30 PN, Jennifer Buck wrote:
requesting BASE. sending to ABA

Note New Text

[B 2 U e -[A-]

Regional Behavioral Analyst assigned

Status * Complefe v
Dste Completed 07/03/2023

Attachments

Add Attachment

Document Description Category Action
There are no attachments to display

Note Recipients

Add MNote Recipient || clear |
Name Date Sent Date Read Status Date Signed
Buck, Jennifer 0740312023 Unread Remove

5. From the File menu, select Save and Close Notes.

3b. BASE Completed
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Role: Region Clinical Workstream Worker

1. The regional behavioral analyst monitors My Dashboard >
Consumers > Notes > Complete for incoming notes as
notification to complete the BASE. Requests to review a revised
BASE that initially did not meet criteria for eligibility are also
visible in this queue.

MY DASHBOARD CONSUMERS
CONSUMERS PROVIDERS

Division Ticklers

Notes
Complete 13

Pending 6

2. The regional behavioral analyst will select the Behavioral
Services > BASE Request note from the list view and review
the attached documentation. In addition, the regional behavioral
analyst will review the BASP form already saved on the
consumer’s record in iConnect.

O‘/\* iConnect Welcome, Jennifer Buck = Notes
v 7/3/2023 3:37 PM
File  Tools
Filters
Status v Equal To v Complete v AND v x
iConnectiD v +
[ Search | Rese
14 Notes record(s) returned - now viewing 1 through 14
iConnectID Consumer Note Type Note Sub Type . Note Date Description Author Status | [
59217 Abner, Carrie | Behavioral Services BASE Completed 07/03/2023 Buck, Jennifer | Complete |[
59217 Abner, Carrie | Behavioral Services BASE Request 07/03/2023 Buck, Jennifer | Complete | CJ

3. The regional behavioral analyst will begin the BASE form in
APD iConnect. Navigate to the consumers record and select the
Forms tab. From the File menu, select Add Form. Select the
“‘LRC Chair BASE” form. The Form Details page displays.
Update the following fields:

Review = select As Needed

Review Date = defaults to today

Division = defaults to APD

Worker = pre-populated with your name

Provider/Program = leave blank

Status = defaults to Draft. Will be changed to Complete later

in the workflow.

~0ooow
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ij iConnect carrie Abner | Forms
: 7/3/2023 2:42 P11
File
Please Select Type: [LRC Chair BASE 2
Consumer Forms
Review * As Needed v Worker * Buck, Jennifer [~ cear REEE
Review Date * 07032023 | Status
Division * Provider/Program vl

Approved By Approved Date

ATTACHMENT E

LRC Chair Review of Behavior Analysis Services Eligibility (BASE Form)

Note: This is only a ion of eligibility for L services, nota ination of medical ity or an approval for the rate, hours or cost plan.
Consumer Name:
First Name Carrie
Middie Name R
Last Name Abner
sutn [
Review Date:” 07032023 |F
1 Worker record(s) returned - now viewing 1 through 1
Name D

support Coordinator:

Reed, Manica 2408

FE—

LRC Chair or Designee” Jennifer Buck

Agency Senior Behavior Analyst: Sally Smith

Check all services for which eligibility was reviewed:

Service(s):

A. Behavior Analysis Services

4. Complete the remaining questions in the form, saving several
times along the way. It may take more than one day to complete
this form.

Note

If the recommendation is intensive behavioral Residential
G Habilitation services, the IB Matrix must also be

completed outside of APD iConnect then attached to a

note in APD iConnect. This note must be added before

the LRC Chair BASE form is saved in Complete status.

1. Select the Note Icon at the top of the BASE form.

2. The Note Details page displays. Update the following

fields:

Cost Plan Review Note = No

Note Type = Behavioral Services

Note Subtype = BASE Completed

Description = IB Matrix

Status = Complete

Attachments = IB Matrix
g. Recipient = None

3. From the File menu, select Save and Close Notes.
The page refreshes and you are returned to the LRC
Chair BASE form

~oooow

5. Once the review is complete, the regional behavioral analyst will
determine if the criteria has met for behavioral services
eligibility. Two possible outcomes exist:

1. Consumer meets criteria for behavioral services increase
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2. Consumer does not meet criteria for behavioral services
increase.

3. Consumer meets criteria for eligibility with a decrease in
services.

3bi. Consumer Meets Criteria for Behavioral Services Increase

Role: Region Clinical Workstream Worker

1. The regional behavioral analyst will add the recommendation on
the BASE form. If the BASE form is not already open, navigate
to the consumer’s Forms tab. Select the LRC Chair BASE form
from the list. Update the following fields:

a. Comments/Justification = enter justification for the
behavioral services

Units for the Review Period = enter units

Fading Schedule = enter details if applicable

Eligibility = Eligible

Eligibility/Ineligibility Comments = add additional details if

needed

Next Review Date = enter date of next review

LRC Chair or Designee = enter the name of the LRC

Chair. This serves as the signature.

h. Status = Update to Complete

cooo

«Q

A. Units for the Review Period: 35

A.Fading Schedule: fading schedule details

A. Eligibility

@ Eiigible

O Ineligible
A. Eligibility/Ineligibility Comments eligibility comments
A. Next Review Date: 07/01/2024 |

A. LRC Chair or Designee™: Jennifer Buck, BCBA

2. From the File menu, select Save Forms, NOT Save and Close
Forms.

3. From the open BASE form, the regional behavioral analyst will

generate the BASE Word Merge. From the Word Merge menu,
select the LRC Chair BASE word merge.
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5.

od iConnect Carrie Abner

Last Updated by jbu
at 7/3/2023 2:

File Reports Word Merge

LRC Chair BASE  -ECCHEBASE
Consumer Forms — o
Review * | As Needed v Worker * Buck, Jennifer
Review Date * 07032023 |3 Status * Dt v]
Division * |APD v| Provider/Program v
Approved By Approved Date

Note B
ATTACHMENT E

LRC Chair iew of Behavior Analysis Services Eligibility (BASE Form)

ioral services, not a determination of medical ity or an approval for the rate, hours or cost plan.

Note: This is only a ion of eligibility for

Consumer Name:

First Name Carrie
Middle Name R
Last Name Abner

The Word Merge preview window displays. Select Save to
Note.

. } Carrie Abner LRC Chair
QF:U iConnect 7/3/2023 2:54 PM BASE
File

Preview (read-only)
This is a preview of your merge document and is not editable.

Generate Merge Document

Click the "Open Document” button to ~~ *= o~ v o~ - + = 1 of7 | 12 HIE) Q. =
open the Merge Document for

editing. srare of rioriaa

[ Open Document |

Save to Note

If no changes have been made to the LRC Chair Review of Behavior Analysis Services Eligibility

Merge Document, click "Save to

MNote”. The current word merge . N - R P
template will be uploaded to a note Recipient: Carrie Abner Review Date: 07/03/2023
;‘;Our\dat\;gh the merge fields Support Coordinator: Monica Reed LRC Chair or Designee*: Jennifer Buck
—— Reviewed Services

Behavior Services:

X Behavior Analysis
Upload and Save to Note
If changes wers made to the Merge
Document, click "Upload and Save to
Note” to select the saved file and
upload that document to a note

& Behavior Assistant

Life Skills Development 3 (ADT):

record. Don't forget to delete the O 1:5Ratio
saved document after you have )
attached it to the note record 0 1:3 Ratio
Upload a ofe 0O 1:1 Ratio
Life Skills Development 4 (Pre-Voc):
O 1:5Ratio
O 1:3 Ratio

A notification message displays confirming the LRC Chair BASE
Word Merge was saved to a note. Click Okay.

Itssbh1.mediware.com says

Document was successfully saved to Note with NotelD=1372897.
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6. The Note Details page displays. Notify the WSC that the
consumer meets criteria for behavioral services eligibility.
Update the following fields:

Division = select APD

Note Type = Update to Behavioral Services

Note SubType = BASE Completed

Description = defaults to Word Merge Template. Update if

desired.

Note = optional

Status = Complete

Attachment = signed BASE

Recipients = WSC, behavior analysis service provider,

Region Clinical Workstream Lead

apop

S o

. Carrie Abner Notes
OI- ./ l‘ ACTINned l Last Updated by jbuck@apdcares.org

at 7/21/2023 10:42:03 AM
File Tools

Notes. Notes Details
Division * APD v
MNote By * Buck, Jennifer
Note Date * oT212023 |
Program/Provider -
Note Type Behavioral Services « |
MNote Sub-Type BASE Completed - [

N Word Merge Template
Description

. New Text

B I U 16px - A~

Status © Complete ~
Date Completed 0F121/2023

7. From the File menu, select Save and Close Notes.

8. For more detailed general Word Merge instruction, see the As
Needed: Word Merges section.

Role: WSC/CDC
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9. The WSC monitors My Dashboard > Consumers > Notes for
notification the BASE was completed. The WSC may need to
create more authorizations following the current cost plan
processes.

Role: Service Provider, Service Provider Worker

10.The behavior analysis service provider monitors My Dashboard
> Consumers > Notes for notification the BASE was completed
as notification only.

Role: Region Clinical Workstream Lead

11.The Region Clinical Workstream Lead monitors My Dashboard
> Consumers > Notes for notification the BASE was completed
as notification only.

3bii. Consumer Does Not Meet Criteria for Behavioral Services
Increase. Additional Documentation Required.

Role: Region Clinical Workstream Worker

1. The regional behavioral analyst will update the BASE form. If
the BASE form is not already open, navigate to the consumer’s
Forms tab. Select the LRC Chair BASE form from the list.
Update the following fields:

a. Comments/Justification = enter comments about the missing
documentation.
b. Status = Pending

Opd iConnedt Carrie Abner Forms
Last Updated by jbuck@apdcares.org
at 7/3/2023 2:53:02 PM

File  Reports  Word Merge

LRC Chair BASE

Consumer Forms

Review = As Needed v Worker * Buck, Jennifer i — Details
Review Date * 07/032023  |F Status *

Division * Provider/Program ‘ ~
Approved By Approved Date

Note E

ATTACHMENT E
LRC Chair Review of Behavior Analysis Services Eligibility (BASE Form)

Norte: This is only a recommendation of eligibility for behavioral services, not a determination of medical necessity or an
approval for the rate, hours or cost plan.

Consumer Name:
First Name Carrie
Middle Name R

Last Name Abner
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Check all services for which eligibility was reviewed:

Service(s):

A. Behavior Analysis Services
B. Behavior Assistant Services
C. Life Skills Development 3 (ADT) O
D. Life Skills Development 4 (Pre-Voc) O
E. Residential Habilitation O

|B Z U 10pt -A-‘
Need additional documentation before proceeding

A. Comments / Justification:

2. From the File menu, select Save Forms.

Note

The regional behavioral analyst can use the Pending
0 status to create a queue on My Dashboard > Pending

Assessments Queue of BASE forms that are pending

additional documentation.

Filter by Filter by Assessment = LRC Chair BASE

Status = Pending.

If additional documentation is never received, the

regional behavioral analyst can use this queue to identify

BASE forms that need to be closed and marked as

MYDASHBOARD | COMSUMERS | PROVIDERS CLAIMS SCHEDULER REPORTS
CONSUMERS PROVIDERS TASKS
Divisit ion Tickler: Links.
My Enraliments

Provider Selactions

Notes
Om iConnect Welcome, Jennifer Buck Pending
7/3/2023 3:16 PM Assessments
Queue
File
Filters
Assessment v Begins With ~  LRC Ghair BASE v ANDw~ X
Consumer Name ~ 4+
1 Pending Assessments Queue record(s) returned - now viewing 1 through 1
Consumer Name Case No Assessment Review Date v Rater Status O
Abner, Carrle 59217 LRC Chair BASE 07/03/2023 Buck, Jennifer Pending D

First  Previous Records perpage 15 | Mext  Last
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3. Notify the WSC that additional documentation is needed via a
note in APD iConnect. This can be completed from the Note
icon on the open BASE form. Select the Note icon at the top of
the BASE form. The Note Details page displays. Update the
following fields:

a. Cost Plan Review Note = No

b. Note Type = Behavioral Services

c. Note SubType = BASE — Additional Information Requested

d. Status = Pending

e. Recipients = WSC, behavior analysis service provider. Both
will be monitoring their dashboards working concurrently to
get all requested documentation.

opd iennect Caie Abner
v Last Updated by jbuck@apdcares.org
at 7/3/2023 3:14:49 PM
File Reports  Word Merge

[0 EEER S & httpsy/ltssbhl.mediware.com/flapdinterfacetestsso/Pages/Harmony.aspx?ChapterlD=3488\ViewT..
Consumer Forms

) i . Carrie Abner
Review* As Needed v QO iCennect .

7/3/2023 2:20 PM

orozzozs | File  Tools
Division* [APD ~]
Note By * [Buck, Jennifer -
Not ﬂ Note Date * 07032003 |
Cost Plan Review Note? * [No ~ ]
NoteType * [Behavioral Services v |
I, - [BASE: Agar! oiton Reauesies v |

LRC Chair Revi{ Description

Note: This is only a recommendation of eligibility for behaviol B 7 U 1 =
6ox | A~

Consumer Name:
Additional documentation needed before BASE can be

e Carrie completed. Notifying WSC

Middle Name R o

Last Name Abner

Suffix [~

Review Date:* o7ioa2023 |

1 Workerrecon  gpanie
| Date Completed
Support Coordinator: ml
Reed Mond  Attachments
Add Attachment
| searcn |
LRC Chair or Designes™ Jennifer Buck Document Description Category
There are no attachments to display
Agency Senior Behavior Analyst: sally Smih
, i Recipients

Check all services for which eligibility was reviewed:

e Select a new Recipient [ [ ctear |

A. Behavior Analysis Services Name Date Sent Date Read Status Date Signed

Buck, Jennifer 7132023 Unread

4. From the File menu, select Save and Close Notes. The page
refreshes and you are returned to the BASE form.

5. From the File menu, select Save and Close Form.
Role: WSC/CDC
6. The WSC monitors My Dashboard > Consumers > Notes >

Pending for notification the consumer did not meet criteria for
an increase and additional documentation is needed.
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CONSUMERS
Division
Notes

Complete

Pending

MY DASHBOARD CONSUMERS
PROVIDERS

Ticklers

7. The WSC will select the Behavioral Services > BASE —
Additional Information note from the list view and review the
notes for the requested additional documentation.

oD iConnect

File Tools

Filters

Status v Equal To v Pending w AND v

iConnectiD v +

6 Notes record(s) returned - now viewing 1 through &

iConnectID | Consumer
59217
59217

Note Type
Abner, Carrie | Behavioral Services

Abner, Carrie | LRC Review BASP Submission

Note Sub Type
BASE - Additional Information Requested

Welcome, Jennifer Buck

Note Date Subject
07/03/2023

06/20/2023 | Revised BASP 6/20/23

Notes
7/3/2023 3:22 PM

Author status | ()
Buck, Jennifer | Pending | [

Buck, Jennifer | Pending |(J

8. The WSC will obtain additional documentation from behavior
analysis service provider within 30 days and attach to the
existing Behavioral Services > BASE — Additional Information
Requested note. Navigate to the consumer Notes tab. Select
the Behavioral Services > BASE — Additional Information
Requested note in Pending status. The Note Details page
displays. Update the following fields:

a. Program/Provider = enter the name of the WSC’s agency
b. Notes = list the additional documentation that has been

attached.
Status = Complete

C.
d. Attachments = additional documentation demonstrating how
the individual meets eligibility criteria
e. Recipients = regional behavioral analyst
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Qﬁ—j iCennect Carrie Abner Notes

Last Updated by jbuck@apdcares.org
st 7/2/2023 3:20:43 DM
File  Tools

Note By * Buck, Jennifer

Nots Date * 07032023 |

Program/Provider * [TCARELLC | Details
Nole Type [BehavorarServiss v |

Note Sub-Type | BASE - Additional Information Requested w |*
Description

e

On 7/3/2023 at 3:28 PM, Jennifer Buck wrote:
Additional documentation needed before BASE can be completed. MNotifying
WsC

L55 New Text

B 7 U 16px ~ A~

providing additional documentation as requested

Status * Complete »

Date Completed 07/03/2023

Attachments

Add Attachment

Document Description Categery Action

There are no attachments to display

Note Recipients

Add Nofe Recipient:

[RE—T——-——]
Name Date Sent Date Read Status Date Signed
Buck. Jennifer 07/03/2023 Unread Remove

9. From the File menu, select Save and Close Notes. Proceed to
the BASE Completed section

Role: Service Provider, Service Provider Worker

10.In addition, the behavior analysis service provider monitors My
Dashboard > Consumers > Notes for notification the
consumer did not meet criteria for an increase and additional
documentation is needed. The WSC will reach out for follow up.

3biii. Consumer Meets Criteria for Eligibility with a Decrease in
Services

Role: Region Clinical Workstream Worker
1. The regional behavioral analyst will add the recommendation on

the BASE form. If the BASE form is not already open, navigate
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to the consumer’s Forms tab. Select the LRC Chair BASE form
from the list. Update the following fields:

a. Comments/Justification = enter justification for the
behavioral services
Units for the Review Period = enter units
Fading Schedule = enter details if applicable
Eligibility = Eligible
Eligibility/Ineligibility Comments = add additional details if
needed
Next Review Date = enter date of next review
LRC Chair or Designee = enter the name of the LRC
Chair. This serves as the signature.
h. Status = Update to Complete

cooo

«Q

A. Units for the Review Period: 35

A.Fading Schedule: fading schedule details

A. Eligibility

® Eiigible
O Ineligible

A. Eligibility/Ineligibility Comments eligibility comments

A. Next Review Date: 07/01/2024 A

A. LRC Chair or Designee™: Jennifer Buck, BCBA

2. From the File menu, select Save Forms, NOT Save and Close
Forms.

3. From the open BASE form, the regional behavioral analyst will

generate the BASE Word Merge. From the Word Merge menu,
select the LRC Chair BASE word merge.
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o0 iConnect Carrie Abner

Last Updated by jbuck@apdcares.org
at 7/18/2023 3:53:46 PM
File  Reports  Word Merge

LRC Chair BASE = 2 BASE
Consumer Forms
Review * Initial Worker * Buck, Jennifer Details
Review Date * 07/18/2023 Status * Complete
Division * APD Provider/Program
Approved By Buck, Jennifer Details Approved Date 07/18/2023

Note 5

ATTACHMENT E

LRC Chair Review of Behavior Analysis Services Eligibility (BASE Form)

Note: This is only a recommendation of eligibility for behavioral services, not a determination of medical necessity or a
approval for the rate, hours or cost plan.

4. The Word Merge preview window displays. Select Save to
Note.

¥ : Carrie Ab LRC Chair
onl iConnect arrie Abner C Chy

7/3/2023 2:34 PM
File

Preview (read-only)
This is a preview of your merge document and is not editable
Generate Merge Document

Click the "Open Document” button to ~~ *= o~ v o~ - + = 1 of7 | 12 HIE) Q. =
open the Merge Document for

edifing srare o rioriaa

[ Open Document |

Save to Note

I no changes have been made to the LRC Chair Review of Behavior Analysis Services Eligibility

Merge Document, click "Save to

MNote”. The current word merge . - N - 03/
template will be uploaded to a note Recipient: Carrie Abner Review Date: 07/03/2023
L%‘;Uur\it\ggh the merge fields Support Coordinator: Monica Reed LRC Chair or Designee*: Jennifer Buck
| Reviewed Services

Behavior Services:
Behavior Analysis

Upload and Save to Note

If changes wers made to the Merge

Document, click "Upload and Save to

Note” to select the saved file and

Behavior Assistant

upload that document to a note Life Skills Development 3 (ADT):
record. Don't ferget to delete the [0 1:5Ratio
saved document after you have )
attached it to the note record 0 1:3 Ratio
| Upload and Save to Note " | 0O 1:1 Ratio
Life Skills Development 4 (Pre-Voc):
O 1:5Ratio
O 1:3 Ratio

5. A notification message displays confirming the LRC Chair BASE
Word Merge was saved to a note. Click Okay.
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Itssbh1.mediware.com says

Document was successfully saved to Note with NotelD=1372897.

6. The Note Details page displays. Notify the WSC that the
consumer meets criteria for behavioral services eligibility.

Update the following fields:

apop

desired.

S@ ™o

Note = optional
Status = Complete

Attachment = signed BASE
Recipients = WSC, behavior analysis service provider,

Division = select APD
Note Type = Update to Behavioral Services
Note SubType = BASE Completed

Description = defaults to Word Merge Template. Update if

Region Waiver Workstream Worker, Region Clinical

Workstream Lead

Q0 iConnecl

File

Notes.

Tools

Notes Details
Division *

MNote By *

Note Date °
Program/Provider
Note Type ©

Note Sub-Type

Description

Note

Status *

Date Completed

APD v
Buck, Jennifer
2112023

o7
0712

Behavioral Services ~ |

BASE Completed

Word Merge Template

New Text

B I U 16 ~

Carrie Abner

Last Updated by jbuck@apdcares.org
&t 7/21/2023 10:42:03 AM

Complete +
07/21/2023

7. From the File menu, select Save and Close Notes.
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8. For more detailed general Word Merge instruction, see the As
Needed: Word Merges section.

Role: WSC/CDC

9. The WSC monitors My Dashboard > Consumers > Notes >
Complete for notification the BASE was completed and a
decrease in services is needed. The WSC will work with the
Region Waiver Workstream Worker to determine how the
services will be reduced. The WSC will go through the cost plan
review process to adjust the services.

opd iennect

File Tools

Status v~ EqualTo v Completev  ANDv | x
iConnect D~ |+
Searc esel

13 Notes record(s) returned - now viewing 1 through 13

iConnect ID Consumer Note Type Note Sub Type & Note Date Subject Author
59217 Abner, Carrie Behavioral Services BASE Completed 07/03/2023 Buck, Jennifer
59217 Abner, Carrie Behavioral Services BASE Request 07/03/2023 Buck, Jennifer

Role: Regional Waiver Workstream Worker

10.The Region Waiver Workstream Worker monitors My
Dashboard > Consumers > Notes > Complete for notification
the BASE was completed, and services will be reduced.

Role: Service Provider

11. The behavior analysis service provider monitors My Dashboard

> Consumers > Notes > Complete for notification the BASE
was completed with a decrease in services as notification only.
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4. Completion of Behavior Analysis Service Quarterly

Report (BASQR) Process
The BASQR completion process includes the following steps:

1.

The behavior analysis service provider has added data to their
data system to produce behavior analysis graphs and data
tables for the consumer.
The behavior analysis service provider completes the Quarterly
Summary behavior analysis service provider documentation
requirement.
The behavior analysis service provider completes the BASQR
form in APD iConnect, pulling data from the BASP and attaching
graphs and tables into the form via a note.
The behavior analysis service provider notifies the WSC the
BASQR has been completed via a note in APD iConnect.
Copy Shared Response and Duplicate Assessment functionality
can be used to make this process more efficient.
a. The first BASQR must pull from BASP.
b. All subsequent BASQRs must pull from the previous
BASQR, unless:
c. A BASP update has occurred since the previous BASQR
was written.

15t Quarter BASQR
Role: Service Provider, Service Provider Worker

1.

The behavior analysis service provider enters behavior analysis
assessment data into the data system outside of APD iConnect.
The data systems for the behavior analysis service providers
will produce the graphs and tables of data for the consumers.
These graphs and tables will be saved as PDF documents and
attached to a note from the BASQR form in APD iConnect.

Quarterly, the behavior analysis service provider will complete
the BASQR form in APD iConnect. Navigate to the consumers
record and select the Forms tab. From the File menu, select
Add Form. The Form Details page displays. Select Behavior
Analysis Service Quarterly Report (BASQR)from the list.
Update the following fields:

a. Review = select Quarterly

b. Review Date = defaults to today

c. Division = defaults to APD

d. Worker = pre-populated with your name

e. Status = defaults to Draft. It will be changed to Complete

later in the workflow.
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f. Provider/Program = enter the behavior analysis service
provider's agency

3. For the 1t quarter BASQR, copy the responses to the
maladaptive behaviors and replacement behavior questions
from the BASP to the BASQR. From the File menu, select Copy
Shared Response.

Qf‘x"j iConnect Carrie Abner Forms
v 7/3/2023 3:51 PM
File

Copy Shared Response )

service Quarterly Report (BASQR) v |«

Spell Check
Save Forms ~ | Worker * Buck, Jennifer || Clear | Details
Save and Close Forms ] Status * Drait
~
From Previ
Ry RIS e Provider/Program ©  [ABA SOLUTIONS, ING <) Details
Print
! Approved Date
Close Forms

Behavior Analysis Service Quarterly Report

4. Select the most recent Behavior Analysis Services Plan from
the list. The page refreshes and you are returned to the BASQR
form. The responses for the maladaptive and replacement
behavior questions from the BASP will be populated on the
BASQR.

o iConnect Carrie Abner Assessments
! 7/3/2023 3:59 PM with Shared
Responses
File
Filters
["Scarch | Reset

8 Assessments with Shared Responses record(s) returned - now viewing 1 through 8

Form Name Review Review Date v Rater
Functional Behavioral Assessment As Needed 07/03/2023 Buck, Jennifer
Behavior Analysis Services Plan Initial 07/03/2023 Buck, Jennifer
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Note

G All 15 Maladaptive Behavior and Replacement Behavior
guestions are exposed by default. After using Copy
Shared Response, some may still be blank (e.g. if only
12 of the 15 behavior questions were answered, 3 will be
blank.) The behavior analysis service provider can keep
these blank fields exposed and just scroll down to the
next applicable question or use the “Hide Maladaptive
Behavior....” and “Hide Replacement Behavior....”
Questions to hide the blank questions on the form.

@ Yes
Hide Maladaptive Behavior 47 -

(O No

) Yes

Hide Maladaptive Behavior 57
O No

Maladaptive Behavior 5. Target T y: v|&

Maladaptive Behavior 5. Target Definition:

Maladaptive Behavior 5. Baseline Start Date: E g

Maladaptive Behavior 5. Baseline End Date: j &

&

Maladaptive Behavior 5. Average Baseline Number:

Maladaptive Behavior 5. Type of Measure:

@

5. Complete the remaining questions in the form including the Plan
or Recommendation for the Next Quarter.

Continue Program
Revise Program
Discuss With LRC Chair
Fade Behavior Analyst
Fade Behavior Assistant
Discontinue Program
Rafer far Medical nr Other

Based on data analysis and review, what are the recommended
actions for next quarter?*

B I U 16px A~

Please provide additional information regarding selections above
(required for consultations or if you selected Other)

6. From the File menu, select Save Form.

7. Graphs must also be added to the BASQR form. This is done
from the Note icon in the header of the form.
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Note

G The form must be saved, at least one, to display the
Note icon. Save the form by selecting the File menu,
then select Save Form.

8. Click the Note icon. The Note Details page displays. Update
the following fields:
a. Cost Plan Review Note = No
b. Note Type = Behavioral Services
c. Note Sub Type = BASQR
d. Description = Type of graph + time period it covers (e.g.
BASQR May — June 2023)
Notes = any additional details about the attached graphs
Status = Complete
g. Attachment = search for and select the document saved
on your device.

i.  Description = Once the document is selected,
within the attachment window, add a Description
of the attachment as sometimes the file name is
cryptic and not easy to identify what the
iattachment contains.

P ¢))

[ https://ltssbh1.mediware.com/flapdinterfacetestsso/Dialogs/FileUploadForm.aspx?Chapte.. A Q

File Choose File | No file chosen

FilzName (@ from uploaded file

Note: Maximum size for attachment is set to 18.48 MBytes.

9. From the File menu, select Save and Close Notes.
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File

od iConnect Carrie Abner
. . . 7/21/2023 1:56 PM
Behavior Analysis Service Quarterly | /217
File Tools
Consumer Forms
Notes
Review * Quarterly v
Division *
Review Date - 0711912023 |4 DT [Buck, Jennifer v
Diisiony Note Date * or21/2023 |
Approved By | Cost Plan Review Note? [No ~ |
Note 5 NoteType * Behavioral Services v
Note SubType [BASQR ~ [

BASQR May - June 2023

B 7 g716px7'A'

Summary Period (Quarter by Support @ BASQR graphs attached
plan):
Date of current Behavior Plan 0
H Note

J
Provider's Name:*

N
Provider's Credentials:*
Supervisor's Name: N status” Complete ~

~  Date Completed 07/21/2023

10.The page refreshes and you're returned to the BASQR form.

11.0nce all questions are answered and graphs attached as a
Note, change the status of the form to Complete.

12.From the File menu, select Save and Close Form.

13.The behavior analysis service provider notifies the WSC when
the BASQR is complete through a note in APD iConnect.
Navigate to the consumer’s Notes tab. From the File menu,
select Add Note. The Note Details page displays. Update the
following fields:

a. Program/Provider = enter the name of the behavior

analysis service provider’s agency

Note Type = Behavioral Services

Note Sub Type = BASQR Completed

Description = Quarter #

Notes = any additional details as needed

Status = Complete

Note Recipient = WSC

@+pooyo
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Q0 Cennect Carrie Abner
' 7/3/2023 4:12 PM
File  Tools
Notes Details
Division *
Note By * [Buck, Jennifer v
Note Date - 07022023 |0
Program/Provider * [ABASOLUTIONS, INC w | Details
Note Type *
Note Sub-Type * [BASCQR Completed vl

- Quarter 2
Description 4

[B £ U e -|A-
BASQR completed and graphs attached

Note

Status * Complete v
Date Completed 07/03/2023

Attachments

Add Aftachment

Document Description Category Action

There are no attachments to display

Note Recipients
Add Note Recipient: | - | Clear |

Name Date Sent Date Read Status Date Signed

Buck, Jennifer 7r32023 Unread Remave

14.From the File menu, select Save and Close Notes.

15.The behavior analysis service provider also adds a quarterly
Provider Documentation record. Navigate to the consumers
record and click the Provider Documentation tab > click File >
Add Provider Documentation. Enter the documentation record
according to current processes.

Role: WSC/CDC

16.The WSC monitors My Dashboard > Consumers > Notes >
Complete for notification the BASQR was completed. The WSC
reviews the Behavioral Services > BASQR Completed note &
BASQR form as part of routine monitoring of services for the
individual.

2"d Quarter BASQR
Role: Service Provider, Service Provider Worker
1. This process is repeated quarterly. For the second quarter, use

the Duplicate Assessment feature. This will copy the
responses from the 15t quarter BASQR to a new version of the
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form, which will be updated for the 2" quarter BASQR. From
the consumer’s Forms tab, select the completed BASQR form
from the 15t quarter. From the File menu, select Duplicate
Assessment.

o' iConnect Carrie Abner
‘ Last Updated by jbuck@apdcares.org
at 7/19/2023 11:26:53 AM
File
Histor
4 rterly Report (BASQR)
Duplicate Assessment
Reverse Status
Worker * Buck, Jennifer
Print
Status Complete
Close Forms
Uivision Y Provider/Program * ABA SOLUTIONS, INC.
Approved By Buck, Jennifer 1a Approved Date 07/19/2023

Behavior Analysis Service Quarterly Report

Summary Period (Quarter by Support

plan): 2nd Quarter

Date of current Behavior Plan 07/03/2023

Behavior Analysis Service Provider Information

2. The page refreshes and a new BASQR form displays. Update
the following fields:

Summary Period = 2" Quarter

Update or inactivate Maladaptive Behaviors as applicable

Update or inactivate Replacement Behaviors as applicable

Update any additional fields to represent the consumer’s

status this quarter.

e. Update the Plan of Recommendation for Next Quarter
section.

cpop

3. From the File menu, select Save Form.

4. Graphs must also be added to the BASQR form before it can be
completed and the WSC must be notified of the BASQR form
completion. Repeat steps 7 — 16 in the 15! Quarter BASOR
section.

3" Quarter BASQR
Role: Service Provider, Service Provider Worker

1. For the 3" quarter/annual, use the Duplicate Assessment
feature again. This will copy the responses from the 2" quarter
BASQR to a new version of the form, which will be updated for
the 3" quarter/annual BASQR. From the consumer’s Forms
tab, select the completed BASQR form from the 2" quarter.
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From the File menu, select Duplicate Assessment.
od iConnect Carrie Abner

Last Updated by jbuck@apdcares.org
at 7/19/2023 11:26:53 AM

File

History rterly Report (BASQR)

Duplicate Assessment
Reverse Status
Worker Buck, Jennifer
Print
Status Complete
Close Forms
Uivisiun Ao Provider/Program * ABA SOLUTIONS, INC.

Approved By Buck, Jennifer la Approved Date 07/19/2023

Behavior Analysis Service Quarterly Report

Summary Period (Quarter by Support

plan): 2nd Quarter

Date of current Behavior Plan 07/03/2023

Behavior Analysis Service Provider Information

2. The page refreshes and a new BASQR form displays. Update
the following fields:

a. Summary Period = 3" Quarter

b. Update or inactivate Maladaptive Behaviors as applicable

c. Update or inactivate Replacement Behaviors as applicable

d. Update any additional fields to represent the consumer’s
status this quarter.

e. Update the Plan of Recommendation for Next Quarter
section.

3. From the File menu, select Save Form.

4. Graphs must also be added to the BASQR form before it can
be completed and the WSC must be notified of the BASQR form
completion. Repeat steps 7 — 16 in the 15 Quarter BASOR
section.

5. During the 3" quarter/annual BASQR, a new BASP must also
be completed. Use the Duplicate Assessment and Copy Shared
Response functionality to create the new BASP. From the
consumer’s Forms tab, select the most recent BASP form.

6. From the File menu, select Duplicate Assessment. The page
refreshes and a new BASP form displays. Update the following
fields in the header:

a. Review = Update to Annual

b. Review Date = defaults to today

c. Provider/Program = defaults to the behavior analysis service
provider
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7. From the File menu, select Save Form.

8. Now update this new BASP form with the most recent
Maladaptive and Replacement Behavior updates from the 3™
Quarter BASQR using the Copy Shared Response feature.
From the open BASP form, from the File menu, select Copy
Shared Response.

Q0 iwonnect

File

Copy Shared Response n (BASP]
Spell Check
Save Forms
A Worker * Buck, Jennifer
Save and Close Forms - -
2023 | Status Draft  ~
Copy From Previous
v Provider/Program * ABA SOLUTIONS, INC. v

Print
Approved Date
Close Forms

BEHAVIOR ANALYSIS SERVICES PLAN

9. Select the most recent 3 quarter BASQR form from the
Assessments with Shared Responses list.

oo iConnect Carrie Abner Assessments
7/21/2023 2:20 PM with Shared
Responses
File

Filters

17 A its with Shared Resp record(s) returned - now viewing 1 through 15
Form Name Review - Review Date Rater
Behavior Analysis Servica Quarterly Report (BASQR) Quarterly 07/19/2023 Buck, Jennifer
Behavior Analysis Service Quarterly Report (BASQR) Quarterly 07/19/2023 Buck, Jennifer
Behavior Analysis Services Plan Initial 07/03/2023 Buck, Jennifer

10.The page refreshes and you are returned to the BASP. The
Maladaptive and Replacement Behavior responses from the 3™
Quarter BASQR have updated the Maladaptive and
Replacement Behavior responses on this year's BASP. Update
the remaining fields in the form as applicable. For example:
a. Plan Type = change to Update with revision(s)
b. Date of Plan = update the date

11.Graphs must also be added to the BASP form. This is done
from the Note icon in the header of the form.

Consumer Forms

Review * As Needed v
Review Date 07/03/2023 =
Division *

Approved By

Note

&
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Note

G The form must be saved, at least one, to display the
Note icon. Save the form by selecting the File menu,
then select Save Form.

12.Click the Note icon. The Note Details page displays. Update
the following fields:
a. Cost Plan Review Note = No
b. Note Type = Behavioral Services
c. Note Sub Type = BASP
d. Description = Type of graph + time period it covers (e.qg.
BASP graph May — June 2024)
Notes = any additional details about the attached graphs
Status = Complete
g. Attachment = search for and select the document saved on
your device.

i.  Description = Once the document is selected, within
the attachment window, add a Description of the
attachment as sometimes the file name is cryptic and
not easy to identify what the attachment contains.

P ¢))

File | Choose File | 20220901_APDF ..g-Guide-V1.docx

File Name @ from uploaded file

() create new

Description Target behavior 1 graph

Category

Note: Maximum size for attachment is set to 18.46 MBytes.

Note

G iConnect is an encrypted system and providers should
not password protect documents when uploading into the
system. Password protecting them results in APD not being
able to open the documents and then the provider will need
to be contacted and asked to resubmit the documentation.
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ofd iConnect

File

Behavior Analysis Services Plan @

Consumer Forms

Review *

Review Date * 07032023 |

Division *

Approved By [ FLAPD Interface Test (Copy of PROD 3/10/23) - Pers
Note E ) hitpsy/ltssbhl.mediware.com

Plan type: [
Date of Plan:

Consumer's First Name: cf
Consumer's Last Name: At

Authort (Name and Credentials):

Do you need to add a second Author?

Do you need to add a Supervisor?

In each of the remaining sub-sections, please
the item.

Medical Rule-Out Status:

opd itonnect

File Tools

Notes

Division *

Note By *

Note Date *

Cost Plan Review Note? *
NoteType *

Note SubType

Deseription

Note

Status *

Date Completed

Carrie Abner
Last Updated by jbuck@apdcares.org
at 7/3/2023 12:38:40 PM

Forms

Complete v

07/03/2023

Worker = Buck, Jennifer | crear pECH
Staus-
Provider/Program * [ABASOLUTIONS, INC | Detalls
- (m) X
flapdinterfacets ges/Harmony.aspx?ChapterlD=276 =D.. A
Carrie Abner Notes
7/3/2023 12:40 PM -
Buck, Jennifer v
071032023 |H
ioral Services
[BASP ~T
BASP Graph May - June 2023
A
|B 2 O 6 - A~
BASP Graphs attached
answer

13.From the File menu, select Save and Close Notes.

14.The page refreshes and you're returned to the BASP form.

15.0nce all questions are answered and graphs attached as a
Note, change the status of the form to Complete.

16.From the File menu, select Save and Close Form.

17.Proceed to the BASP Completion section.
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5. Report Use of Reactive Strategies

Any provider who uses reactive strategies is required to complete
the Reactive Strategies Form in APD iConnect. Reporting the use
of Reactive Strategies includes the following steps:

1.

2.

3.
4.

The behavioral provider uses one or more reactive strategies
during a single event.

The behavioral provider completes the Reactive Strategies form
in APD iConnect.

The regional senior behavior analyst or

designee runs a report to identify events that require follow up.

Role: Service Provider, Service Provider Worker

1.

The behavioral provider uses one or more reactive strategies
during a single event.

The behavioral provider will complete the Reactive Strategies
form in APD iConnect. Navigate to the consumers record and
select the Forms tab. From the File menu, select Add Form.
Select the “Reactive Strategies Form” The Form Details page
displays. Update the following fields:
a. Review = select As Needed
b. Review Date = defaults to today
c. Division = defaults to APD
d. Worker = pre-populated with your name
e. Status = defaults to Draft. Once all questions are
answered, change to Complete.
Provider/Program = enter the name of the behavioral
provider's agency

—h

3. Complete the questions in the form. When all questions are

answered, change the form status to Complete.
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Carrie Abner Forms

o0 iConnect
7/3/2023 4:13 PM
File
Please Select Type: |Reactive Strategies Form. v \9
Consumer Forms
Review * As Needed - Worker * Buck, Jennifer [EN———
Details
Review Date * 07/03/2023 =& Status *
Division * Provider/Program * [ ABA SOLUTIONS, INC. « | Details
Approved By Buck, Jennifer Details Approved Date 07/03/2023

REACTIVE STRATEGIES FORM

Event Date" 06/29/2023 |78

County (where occurred)™ LEON L8] Clear |

Provider Name* Dr. Giggles ‘ ‘

Site Name™ ABA Solutions SouihWest Yy 77 characters remaining
Facility Type* | Behavior Focused (BF) Designated Group Hon v |

Emergency Procedures Curriculum®

Label the Behavior* \ Property Destruction - Any behavior engaged it v \

4. From the File menu, select Save and Close Form.

Note

G If more than one reactive strategy needs to be reported, for
example, the same reactive strategy is used multiple days
in a row, the Duplicate Assessment functionality can be
used. With the completed Reactive Strategies form open,
from the File menu, select Duplicate Assessment. The
page refreshes and a new, editable version of the Reactive
Strategies form displays. Update the fields as applicable
and save the form with a status of complete.

opd lConnect

Carrie Abner

Last Updated by jbuck@apdcares.org
at 7/21/2023 2:52:31 PM

File
Histor
i )23

Duplicate Assessment
Reverse Status

Worker * Buck, Jennifer
Print

Status " Complete
Close Forms
Crvien e Provider/Program * ABA SOLUTIONS, INC.
Approved By Buck, Jennifer Details Approved Date 07/21/2023
J ]

REACTIVE STRATEGIES FORM

Event Date’ 07/04/2023
County (where occurred) LEON

Dr. Giggles

Provider Name"

5. The behavioral provider does not need to notify the Regional
Senior Behavior Analyst or designee because the Provider
Reactive Strategies report run at least monthly, will capture the
detail added by the behavioral provider on the Reactive
Strategies form. Events requiring follow up are addressed in the
Reactive Strategies Event Review and Follow Up section.
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6. Reactive Strategies Event Review and Follow Up
The Reactive Strategies Event Review and Follow Up process
includes the following steps:

1. The regional senior behavior analyst or designee runs the
Provider Reactive Strategies report to identify events that
require follow up.

2. The regional senior behavior analyst communicates with the
behavioral provider via a note if a correction is needed.

3. The regional senior behavior analyst communicates with the
behavioral provider via a note or meeting to obtain the
information needed to complete the follow up.

4. The regional senior behavior analyst or designee completes the
follow up section on the Reactive Strategies form.

Role = Region Clinical Workstream Worker
1. The regional senior behavior analyst or designee runs the

Provider Reactive Strategies report to identify events that
require follow up. This report is located on My Dashboard >

Reports.
< C -] htt Itsshinl mediware.com \otert
Q0 wonnect etceme, Jenrifer Buck My Dashboard
File  Reports

&

Provider CAP Repon
Provider Documentstion - HAR
Ermvider Reactive Sirategies
RPC Caseload Repon MY DASHEOARD MSUMER PROVIDERS Al EDULE

SANs Cover Sheet PROVIDERS

Vel Shesl - Hi

Divinior R Ticklers Links

Service Authorzations by Provider
My Enn Staie Ofice ROD Ticklers - HAR s
Ticklers Due - Congumers - HAR

2. The regional senior behavior analyst or designee will review the
report and determine if corrections or follow up is needed. (e.g.
injury, death or duration exceeding 60 minutes) This report does
not include data entered today.

3. If follow up is NOT needed, and corrections are NOT needed
the process ends, otherwise proceed to the Corrections
Required or Follow Up Required section.

6a. Corrections Required
Role = Region Clinical Workstream Worker

1. The regional senior behavior analyst or designee may identify
corrections that needs to be made on the Reactive Strategy
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form. The regional senior behavior analyst will reverse the

status of the Reactive Strategies form so the behavioral provider

can make the corrections. Navigate to the consumers record

and select the Forms tab. From the forms list view, select the

Reactive Strategies form. The Form Details page displays.

From the File menu, select Reverse Status so the form can be

updated. Update the following fields:

a. Follow up Completed? = Yes

b. Follow-up Event Date = enter date

c. Actions Needed for Follow-Up = Request revision/update to
report

d. Follow up Comments = enter if needed

Follow Up Completed By = search for an select your name

Assessor/Worker = change to self, at the top of the page.

This will allow you to find the form in the Pending

Assessments Queue.

g. Status = Pending

P ¢))

FOR APD STAFF USE ONLY

Follow-up Completed?
Follow-up Event Date 07/19/2023 o]

Request additional information (consumer-spec a || » | [Request revision/update to report
Request additional information (provider-specifi L
Recommend review of individual's service neec >

Actions Needed for Follow-Up Recommend provider training

Require LRC review (BASP or data review) <

Refer event to MCM “

Refer event ta QI Stream vils

asked provider to update the form
Follow-Up Comments

%
1 Worker record(s) returned - now viewing 1 through 1 &
Name ID
Follow-Up Completed By:
Buck, Jennifer 2486
e

2. From the File menu, select Save Forms, NOT Save and Close
Forms.

Note

The regional senior behavior analyst can use the Pending
G status to create a queue on My Dashboard > Pending

Assessments Queue of Reactive Strategy forms that

require corrections.

Filter by Filter by Assessment = Reactive Strategies

Status = Pending.

MYDASHBOARD  COMSUMERS PROVIDERS CLAIMS SCHEDULER REPORTS
CONSUMERS PROVIDERS TASKS

Ticklers Links
Enroliments My Management

vider Salactions
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o0 wConnect Welcome, Jennifer Buck Pending
7/3/2023 4:21 PM Assessments
Queue

File

Filters:

Assessment v BegnsWih v~ Reactive Strategies Form. v  ANDv x

Consumer Name v +

1 Pending Assessments Queue record(s) returned - now viewing 1 through 1

Consumer Name Case No Assessment Review Date -~ Rater Status
Abner, Carrie 50217 Reactive Strategies Form 0612112023 Buck, Jennifer Pending

First Previous Records perpage 15 | Next Last

3. The regional senior behavior analyst or designee will
communicate the correction needs to the behavioral provider via
a note in APD iConnect. This is done from the Note icon in the
header of the form.

Consumer Forms

Review * As Needed v
Review Date * 07/03/2023 il
Division *

Approved By

Note

&

Note

G The form must be saved, at least one, to display the
Note icon. Save the form by selecting the File menu,
then select Save Form.

4. Click the Note icon. The Note Details page displays. Update
the following fields:

Cost Plan Review Note = No

Note Type = Reactive Strategies

Note Subtype = Required Follow-up

Description = Revision Requested

Note = list the corrections that need to be made

Status = Pending

Recipient = behavioral provider

@—~poooTw

5. From the File menu, select Save and Close Notes.

6. The page refreshes and you’re returned to the Reactive
Strategies Form. From the File menu, select Save and Close
Forms. The form status will be changed to complete later in the
workflow.
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i s
Reactive Strategies Form 6/1/2023 & fe__ Qoo
Consumer Forms Notes
Review As Needed v Division * APD v
Review Date * 07192023 | Note By * Buck, Jennifer -
SRS APD v Note Date * 077212023 |TH
Approved By Cost Plan Review Note? * No v
NoteType * Reactive Strategies v [/
Lot B Note SubType Required Fol\ov?Up vl
Description Revision Requested
[ RH
Event Date" 07/04/202% BuLoli o -iAs
County (where occurred)” LEON Please make the following updates:
Provider Name Dr. Giggles " )
jote 2
Site Name* Dorothy Bo! 3
Facility Type* Standard €
Emergency Procedures Curriculum CPAM
Label the Behavior* Physical Aj ~ Statue’ Pending v
. Date Completed
Role = Service Provider, Service Provider Worker
7. The behavioral provider monitors My Dashboard > Consumers
> Notes > Pending for incoming notes.
‘ MY DASHBOARD CONSUMERS
CONSUMERS PROVIDERS
‘ Division HTickIers
‘ Notes ‘
Complete 13
Pending 6
8. The behavioral provider will select the Reactive Strategies >
Required Follow Up note from the list view and review the
notes for the requested corrections.
OO itonnect Welcome, Jennifer Buck | Notes

7/3/2023 4:36 PM
File Tools

Filters
Status v EqualTo v Pendng v ANDv | x

iComnectlD v |+

iConnect ID Note Sub Type Note Date v Subject Author Status
59217 BASP Submission 07/032023 | BASP Revision 7/3/23 Buck, Jennifer | Pending
59217 BASE - Additional Information Requested 07/03/2023 Buck, Jennifer Pending
59217 Required Follow Up 07/03/2023 Revision Requested Buck, Jennifer Pending

9. Navigate to the consumers record and select the Forms tab.
From the forms list view, select the Reactive Strategies form in
Pending status. The Form Details page displays. Update the
following:

a. Questions on the form that need to be corrected per
instruction in the Reactive Strategies Required Follow-up
note.
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b. In the Header, keep the status as Pending.

OF'T{':] iConnect Carrie Abner Forms
Last Updated by jbuck@apdcares.org
at 7/3/2023 4:40:04 PM
File

Reactive Strategies Form 6/1/2023 é"

Consumer Forms

Review * As Needed v Worker Buck, Jennifer BN Details
Review Date * 07/03/2023 | Status *

Division * Provider/Program * [ABA SOLUTIONS, INC + | Details
Approved By Approved Date

Note B

Event Date 06/29/2023 |

County (where occurred)* LEON L8] Clear |

Provider Name* Dr. Giggles |—‘

Site Name® ABA Solutions SouthWest

10.From the File menu, select Save Form, NOT Save and Close
Forms.

11.The behavioral provider will notify the regional senior behavior
analyst or designee the corrections have been made by replying
to the existing Reactive Strategies note. This is done from the
Note icon in the header of the form.

Consumer Forms

Review Date * 07032023 |9
Division *
Approved By

Note E

12.Click the Note icon. The Note Details page displays. Update
the following fields:
a. Note = details on the corrections that were made. Click
Append Text to Note.
b. Status = Complete
c. Recipient = regional senior behavior analyst
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- - Carrie Abner Notes
Opv " AONNe( l Last Updated by jbuck@apdcares.org
at 7/21/2023 3:18:54 PM
File Tools
Notes
Division * APD
Note By * Buck, Jennifer
Note Date * 07212023 |3
Cost Plan Review Note? * No v '
NoteType * Reactive Strategies v |
Note SubType Required Follow Up v ~
R: Ri 1
Description evision Requested »
On 7/21/2023 at 3:18 PM, Jennifer Buck wrote:
Please make the following updates.
1
2
3
Mots New Text
B Z U 16px ~ A~
Corrections have been made
Status * Complete v
Date Completed 07/21/2023

13.From the File menu, select Save and Close Notes.

14.The page refreshes and you're returned to the Reactive
Strategies Form. From the File menu, select Save and Close
Forms. Keep the form in Pending status. The form status will be
changed to complete later in the workflow.

Role = Region Clinical Workstream Worker

15.The regional senior behavior analyst or designee will monitor
My Dashboard > Consumers > Notes > Complete for
incoming notes as notification the Reactive Strategies form has
been corrected.

‘ MY DASHBOARDW CONSUMERS

CONSUMERS PROVIDERS

‘ Division ‘ ‘ Ticklers

‘ Notes ‘
Complete 13

Pending 6
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16.The regional senior behavior analyst or designee will select the
Reactive Strategies > Required Follow Up note from the list
view and review the notes that the corrections have been made.

O['J iConnect Welcome, Jennifer Buck | Notes
7/3/2023 4:45 PM

File Tools

Filters

Status v Equal To v Complete v AND v x

iConnectlD v +

15 Notes record(s) returned - now viewing 1 through 15

iConnect ID Consumer Note Type ~ Note Sub Type Note Date Description Author Status 0
59217 Abner, Carrie | Supported Employment EEP Referral 03/21/2023 | New EEP Referral Buck, Jennifer Complete O
59217 Abner, Carrie | Reactive Strategies Required Follow Up 07/03/2023 | Revision Requested Buck, Jennifer | Complete | (J

The Provider Reactive Strategies Report can be
@ used to monitor follow up actions by the provider in
bulk.
17.The regional senior behavior analyst or designee will review the
form to determine if the revisions were sufficient. If they were
sufficient, the follow up section at the bottom of the Reactive
Strategies form is completed. If they were not sufficient, repeat
steps 3 - 14 to create a new note for the behavioral provider and
repeat the correction process.

18.1If corrections have been made, navigate to the consumers
record and select the Forms tab. From the forms list view,
select the Reactive Strategies form in Pending status. The
Form Details page displays. Update the following:
a. APD Follow Up Completed = Yes
b. Follow-up Event Date = select the date
c. Actions Needed for Follow-Up = select one or more
actions
d. Follow-Up Comments = enter comments
Follow-Up By = enter name
In the Header, change the status to Complete

i ()]
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FOR APD STAFF USE ONLY

Follow-up Completed?
Follow-up Event Date 062002023 |4

Request additional informafion (consumer-spec : Request revision/update to report

Request additional information (provider-specif Recommend provider training

Recommend review of individual's service neet »
Actions Needed for Follow-Up Require LRC review (BASP or data review)

Refer event o MCI N

Refer event to QI Stream I

Dafar auant i Gtata NFi =]

provider completed corrections
Follow-Up Comments

4
1 Worker record(s) returned - now viewing 1 through 1 &
Name D
Follow-Up Completed By:
Buck, Jennifer 2486
| Search |

19.From the File menu, select Save and Close Form.

6b. Follow Up Required

The regional senior behavior analyst or designee will review the
Provider Reactive Strategies report and determine if follow up is
needed. Follow up information may be obtained through a note with
the behavioral provider in APD iConnect or a meeting may need to
be scheduled. This meeting is usually held during the LRC General
Session but will be scheduled on alternate dates as needed.

Role = Region Clinical Workstream Worker

1. For events that require follow up, the regional senior behavior
analyst or designee will document the follow up actions on the
Reactive Strategies form. The regional senior behavior analyst
will first have to reverse the status of the form before edits can
be made. Navigate to the consumer’s record and select the
Forms tab. Select the completed Reactive Strategies Form
from the list. From the File menu, select Reverse Status. The
status of the form changes from Complete to Pending.

2. Update the following fields:

a. Follow up Completed? = Yes

b. Follow-up Event Date = enter date

c. Actions Needed for Follow-Up = Request revision/update to

report

d. Follow up Comments = enter if needed
Follow Up Completed By = search for and select your name.
Assessor/Worker = change to self, at the top of the page.
This will allow you to find the form in the Pending
Assessments Queue.
g. Status = Pending

0]
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Follow-up Completed?

Follow-up Event Date

Actions Needed for Follow-Up

Follow-Up Comments

Follow-Up Completed By:

FOR APD STAFF USE ONLY

061202023 |

Request revision/update to report

Request additional information (provider-specif
Recommend review of individual's service neet
Require LRC review (BASP or data review)
Refer event to MCM

Refer event to QI Stream

Rafar nt t tata M

Request additional information (consumer-speq
Recommend provider training

oA

o

faollow up comments from the Regional Senior Behavior
Analyst

¥
1 Worker record(s) returned - now viewing 1 through 1

@

Name D

Buck, Jennifer 2436

3. From the File menu, select Save Form.

Note

The regional senior behavior analyst can use the Pending
status to create a queue on My Dashboard > Pending
Assessments Queue of Reactive Strategy forms that

require follow up.

Filter by Filter by Assessment = Reactive Strategies

Status = Pending.

MYDASHBOARD  COMSUMERS

CONSUMERS

Enroliments

vider Salactions

PROVIDERS cLAMS SCHEDULER REPORTS

PROVIDERS TASKS

My Management

4. Proceed to one of the follow up method sections:
a. Follow Up During the LRC Meeting

b. Follow Up via Scheduled Meeting

c. Follow Up via a Note

6bi. Follow Up During LRC Meeting

Role = Region Clinical Workstream Worker

1. If follow-up can be obtained during the LRC meeting, it will be
documented on the LRC Case Review and Approval form
during the meeting. No additional note is needed and the
Reactive Strategies form can be completed.

2. After the follow up section of the Reactive Strategies form is
completed from the previous section, change the status of the

form to Complete.
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5. From the File menu, select Save and Close Form. Proceed to
the LRC Meeting section.

6bii. Follow Up via Scheduled Meeting

Role = Region Clinical Workstream Worker

1. If follow-up must be obtained from a meeting with the
behavioral provider, the Region Clinical Workstream Worker
will schedule a time to meet the behavioral provider to obtain
additional information via a note. This is done from the Note
icon in the header of the form.

Consumer Forms

Review* [AsNesded |
Review Date * 07/032023 |9
Division *

Approved By

Note E

2. Click the Note icon. The Note Details page displays. Update
the following fields:

Cost Plan Review Note? = No

Note Type = Reactive Strategies

Note Subtype = Required Follow-up

Description = Meeting Requested

Note = additional details of the request

Status = Pending

Recipient = behavioral provider

@roo0oTw
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Opd iConnect Carrie Abner Notes

7/21/2023 3:48 PM
File Tools

Notes
Division *
Note By * [Buck, Jennifer v
Note Date * 07212023 |
Cost Plan Review Note? * '
NoteType * Reactive Strategies ~ |
Note SubType Required Follow Up ~ [
Meeting R ted
Description Seling Hequests
‘ Bg 10pt - A'|
Need to schedule a meeting to obtain additional information.
Note
Status *

Date Completed

3. From the File menu, select Save and Close Notes.

4. The page refreshes and you’re returned to the Reactive
Strategies Form. From the File menu, select Save and Close
Forms. Keep the form in Pending status. The form status will be
changed to complete later in the workflow.
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&

Note

The regional senior behavior analyst can use the Pending
status to create a queue on My Dashboard > Pending
Assessments Queue of Reactive Strategy forms that
are pending follow up.

Filter by Filter by Assessment = Reactive Strategies Form
Status = Pending.

If follow up details are never received, the senior regional
behavioral analyst can use this queue to identify Reactive
Strategy forms that need to be closed referred to QI.

MY DASHEGARD  CONSUMER IVIDERS CLAIMS SCHEDULER REPORTS

CONSUMERS

PROVIDERS

Divisicn Ticklers

TASKS

Links

My Management

a=h Well

Welcome, Jennifer Buck
7/3/2023 4:21 PM

Q0 iConnect

File

Filters.

Assessmenl v Begins With v | Reactive Strategies Form ~

Consumer Name ~ +

1 Pending Assessments Queue record(s) returned - now viewing 1 through 1

Consumer Name Case No Assessment Review Date » Rater

Abner, Carrie 59217 Reactive Strategies Form 06/21/2023 Buck, Jennifer

First Previous Records perpage 15 | Next  Last

Role = Service Provider, Service Provider Worker

5. The behavioral provider monitors My Dashboard > Notes >

Pending for incoming notes regarding the requested meeting.

The behavioral provider meets with the regional senior behavior
analyst and provides additional information.

The behavioral provider may also need to update the Reactive
Strategies form depending on the outcome of the meeting. If
applicable, navigate to the consumer’s Forms tab. From the list
select the Reactive Strategies form in Pending status. Update
fields as needed. Leave the form in Pending status. From the
File menu, select Save and Close Forms.

The behavioral provider will document information has been
provided and/or updates have been made on the existing
Reactive Strategies > Required Follow Up note. This is done
from the Note icon in the header of the form.
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Consumer Forms

Review * As Needed ~
Review Date * 07/03/2023 =
Division *

Approved By

Note E

9. Click the Note icon. The Note Details page displays. Update
the following fields:

a.
b.

C.
d.

Description = Update to Meeting Completed + mm/dd/yy
Note = details on the corrections that were made or
information provided. Click Append Text to Note.
Status = Update to Complete
Recipient = Region Clinical Workstream Worker
. Carrie Abner Notes
OF,\:j i‘ ‘ TANeA l Last Updated by jbuck@apdcares.org
at 7/21/2023 3:56:15 PM
File Tools
Notes
Division APD
Note By ~ Buck, Jennifer
Note Date * o7/212023 |2
Cost Plan Review Note? * No « [
NoteType Reactive Strategies v [
Note SubType Required Follow Up ~
Description Meeting Requested p
On 7/21/2823 at 3:56 PM, Jennifer Buck wrote:
Need to schedule a meeting to obtain additional information
Rt Mew Text
B 7 U 16px ~ A~
meeting completed. details on the corrections that were made
and/or additional information provided.
Status Complete
Date Completed 07/21/2023

10.From the File menu, select Save and Close Notes.

11.The page refreshes and you're returned to the Reactive
Strategies Form. Leave the form in Pending status. From the
File menu, select Save and Close Forms.

Role = Region Clinical Workstream Worker
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12.The regional senior behavior analyst or designee will monitor
My Dashboard > Consumers > Notes > Complete for
incoming notes as notification the additional information has
been provided.

13.The regional senior behavior analyst or designee will select the
Reactive Strategies > Required Follow Up note from the list
view and review the notes with the additional information.

O‘."f‘f iconnect Welcome, Jennifer Buck = Notes

7/3/2023 5:20 PM
File  Tools

Filters
Status v EqualTo v Complete~| ANDv | X
iConnectiD v | |+

Search | R

16 Notes record(s) returned - now viewing 1 through 15

iConnect ID Consumer Note Type + Note Sub Type Note Date Description Author
59217 Abner, Carrie Supported Employment EEP Referral 03/21/2023 New EEP Referral
50217
50217

Status
Buck, Jennifer Complete

Requi

Up 07/03/2023
Up 07/03/2023

Complete

Complete

59217 0612012023 Complete

14.The regional senior behavior analyst will complete the follow up
section at the bottom of the Reactive Strategies form. Navigate
to the consumers record and select the Forms tab. From the
forms list view, select the Reactive Strategies form in Pending
status. The Form Details page displays. Update the following:
a. Actions Needed for Follow-Up = update if needed
b. Follow-Up Comments = enter additional comments if needed
c. Inthe Header, change the status to Complete

FOR APD STAFF USE ONLY

Follow-up Completed?
Follow-up Event Date 06/29/2023 |

Request revision/update to report
Request additional information (provider-specifi
Recommend review of individual's service neec
Actions Needed for Follow-Up Refer event to MCM
Refer event to QI Stream
Refer event to State Office

Request additional information (consumer-spec
Require LRC review (BASP or data review)
Recommend provider training

BoRE

provider completed corrections

Follow-Up Comments

%~
1 Worker record(s) returned - now viewing 1 through 1

&

Name ID
Follow-Up Completed By:

Buck, Jennifer 2486

15.From the File menu, select Save and Close Form.

16.When the regional senior behavior analyst or designee runs the
Provider Reactive Strategies report again, it will reflect the
follow up has been completed.
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6biii. Follow Up via a Note
Role = Region Clinical Workstream Worker

1. If follow-up can be gathered from the behavioral provider from a
note, the regional senior behavior analyst will communicate with
the behavioral provider via a note in APD iConnect. This is done
from the Note icon in the header of the Reactive Strategies
Form.

Consumer Forms

Review
Review Date * 07/032023 |
Division *

Approved By

Note E

2. Click the Note icon. The Note Details page displays. Update
the following fields:

a. Cost Plan Review Note? = No
b. Note Type = Reactive Strategies
c. Note Subtype = Required Follow-up
d. Description = Follow Up Requested
e. Note = details of the follow up request
f. Status = Pending
g. Recipient = behavioral provider
o iConnect | Sarre poner | Notes

File Tools

Notes

Division *

Note By * \ Buck, Jennifer v

Note Date * 07/21/2023 |4

Cost Plan Review Note? * ’1

NoteType [Reaciive Strategies v

Note SubType “

Follow Up Requested
Description pReq

‘ B 7 g]zntiA“
list the requests for additional information

Note

Status °

Date Completed

3. From the File menu, select Save and Close Notes.
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4. The page refreshes and you'’re returned to the Reactive
Strategies Form. From the File menu, select Save and Close
Forms. Keep the form in Pending status. The form status will be
changed to complete later in the workflow.

&

Note

The regional senior behavior analyst can use the Pending
status to create a queue on My Dashboard > Pending
Assessments Queue of Reactive Strategy forms that
are pending follow up.

Filter by Filter by Assessment = Reactive Strategies Form
Status = Pending.

If follow up details are never received, the senior regional
behavioral analyst can use this queue to identify Reactive
Strategy forms that need to be closed referred to QlI.

MY DASHBOARD | CONSUMERS VIDERS LAIMS SCHEDULER REPORTS
CONSUMERS PROVIDERS TASKS

Division Ticklers Links.
My Enroliments My Management

Provider Selections

Notes

Welcome, Jennifer Buck Pen
7/3/2023 4:21 PM Assess

Qui

Q0 iConnect

File

Filters

Assessment ~ Begins With ~ Reactive Strategies Form. ~

Consumer Name v +

1 Pending Assessments Queue record(s) returned - now viewing 1 through 1

Consumer Name Case No Assessment Review Date » Rater Status

Abner, Carrie 59217 Reactive Strategies Form 06/21/2023 Buck, Jennifer Pending

First  Previous Recordsperpage 15 | Next  Last

Role = Service Provider, Service Provider Worker

5. The behavioral provider monitors My Dashboard > Notes >
Pending for incoming notes regarding the follow up request.
The behavioral provider will review the Reactive Strategies note
and provide the answers about the event in the same note.
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(J iConnect

File Tools

Filters
Status v EqualTo v Pending v  AND v x
iConnectID v~ +

7 Notes record(s) returned - now viewing 1 through 7

iConnectlD Consumer Note Type v Note Sub Type
59217 Abner, Carrie | Supported Employment | EEP IFS Approval

47966 Abner, Megan | Reactive Strategies Required Follow Up

59217 Abner, Carrie | Reactive Strategies Required Follow Up

Welcome, Jennifer Buck = Notes
7/3/2023 5:29 PM

Note Date Subject Author status | [J
03/22/2023 | FY2023 EEP Funding Approved | Buck, Jennifer | Pending O
06/19/2023 Buck, Jennifer | Pending (J

07/03/2023 | Follow Up Requested Buck, Jennifer | Pending |

6. The reactive strategies follow up note is also accessible from
the Reactive Strategies Form from the Note icon in the header

of the form.

Consumer Forms

Review = As Needed A

07032023 |9

Review Date *

Division *

Approved By

Note E

7. Click the Note icon. The Note Details page displays. Update

the following fields:

a. Note = answers questions/provides additional information
about the event. Click Append Text to Note.

b. Status = Complete

c. Recipient = Region Clinical Workstream Worker or designee

8. From the File menu, select Save and Close Notes. The page
refreshes and you’re returned to the Reactive Strategies Form.

i Well July 2023

Page 135



Behavioral Services

Carrie Abner Notes
Last Updated by jbuck@apdcares.org
at 7/21/2023 4:19:15 PM

opd iConnect o0 iennect

File File Tools

Reactive Strategles Form 6/1/2023 ¢  Notes

L]
Consumer Forms LT APD
Review As Needed ~ NoteBy~ Buck, Jennifer
- P lac |
Review Date * o7/igiznzs  NoteDate o721/202z3 |
" - o

Division - APD v Cost Plan Review Note No

NoteType * Reactive Strategies v |
Approved By

Note SubType Required Foliow Up ~

5
Description
On 7/21/2023 at 4:19 PM, Jennifer Buck wrota:
_ Please provide the additional information/answer questions:
1

2
Event Date
3.

Follow Up Requested

County (where occurred)”
Note
New Text

B J U 16px ~ A~

additional information provided by the behavioral provider.
1.
2.
3

Status * Complete ~

Date Completed 07/21/2023

9. Leave the form in Pending status. From the File menu, select
Save and Close Forms.

Role = Region Clinical Workstream Worker

10. The regional senior behavior analyst or designee will monitor
My Dashboard > Consumers > Notes > Complete for
incoming notes as notification the additional information has
been provided.

11.The regional senior behavior analyst or designee will select the
Reactive Strategies > Required Follow Up note from the list
view and review the notes with the additional information.

od iConnect Welcome, Jennifer Buck | Notes
5 7/3/2023 5:20 PM

File  Tools

Filters
Status v | EqualTo v Completev  AND v
iConnectlD v | |+

16 Notes record(s) returned - now viewing 1 through 16

iConnect ID Consumer Note Type Note Sub Type Note Date Description Author Status
59217 Abner, Carrie Supported Employment EEP Referral 0372112023 New EEP Referral Buck, Jennifer Complete
50217 Abner, Carrie Reactive Strategies Required Follow Up 07/0312023 Revision Requested Buck, Jennifer Complete
50217 Abner, Carre Reactive Strategies Required Follow Up 07/0312023 Buck, Jennifer Complete
Buck, Jennifer Complete

59217 Abner, Carrie LRC Review BASP Submission 061202023

12.The reactive strategies follow up note is also accessible from
the Reactive Strategies Form from the Note icon in the header
of the form.
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Consumer Forms

Review * As Needed ~
Review Date * 07/03/2023 =
Division *

Approved By

Note E

Click the Note icon. The Note Details page displays.

13.The regional senior behavior analyst will complete the follow up
section at the bottom of the Reactive Strategies form. Navigate
to the consumers record and select the Forms tab. From the
forms list view, select the Reactive Strategies form in Pending
status. The Form Details page displays. Update the following:
a. Actions Needed for Follow-Up = update if needed
b. Follow-Up Comments = enter additional comments if needed
c. Inthe Header, change the status to Complete

FOR APD STAFF USE ONLY

Follow-up Completed?
Follow-up Event Date 06/29/2023 -_]

Request revision/update to report Request additional information (consumer-spec
Request additional information (provider-specifi Require LRC review (BASP or data review)
Recommend review of individual's service neec » |Recommend provider training

Refer event to MCM

Refer event to QI Stream
Refer event to State Office

Actions Needed for Follow-Up

BoRE

provider completed corrections

Follow-Up Comments

P
1 Worker record(s) returned - now viewing 1 through 1

&

Name ID
Follow-Up Completed By:

Buck, Jennifer 2486

14.From the File menu, select Save and Close Form.

15.When the regional senior behavior analyst or designee runs the
Provider Reactive Strategies report again, it will reflect the
follow up has been completed.
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7. State Office Reactive Strategies (RS) Event Follow-
Up and CMS Reporting

The APD agency senior behavior analyst may identify corrections
or follow up needs that were not completed by the regional senior
behavior analyst. The APD agency senior behavior analyst will
notify the Region to work with the behavioral provider to complete
the corrections and/or follow up according to the steps in the
previous section of this manual.

The State Office staff Reactive Strategies (RS) Event Follow-Up

and CMS Reporting process includes the following steps:

1. The APD agency senior behavior analyst runs the Provider
Reactive Strategies report to identify events that require follow
up that were not completed by the Region.

a. This same report provides data to generate statistics and
graphs for the quarterly CMS report.

2. Communicate with the regional senior behavior analyst or
designee via a note if a correction is needed.

3. The regional senior behavior analyst will work with the
behavioral provider to make the corrections on the Reactive
Strategies form.

Role = State Office Worker

1. APD agency senior behavior analyst or designee runs the
Provider Reactive Strategies report to identify events that
require follow up. To run the report, navigate to My Dashboard.
From the Report menu, select the Provider Reactive
Strategies report.

. N Welcome, Jennifer Buck My Dashboard
Q0 iConnect &/7/2025 12:47 PM

File Reports

A
FTOVIGQEr UOCUmMENIanon - RAK

Provider Reactive Strategies Consumers ~  LastMame v W
RPC Caseload Report
SANs Cover Sheet MY DASHBOARD  CONSUMERS PROVIDERS CLAIMS SCHEDULER R
SANs Cover Sheet - HAR
PROVIDERS
Service Authorizations by Provider
Divisior  giate Office ROD Ticklers - HAR Ticklers

Ticklers Due - Consumers - HAR

Ly Ticklers Due - Providers - HAR

WS Proaress Nolbs . APRIOIO - HAR
Provider Selections

2. A new window opens where the report filters are selected. Enter
the date range you wish to review and click View Report.
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() https://ltssbh1.mediware.com/flapdinterfacetestsso/Pages/Report.aspx?ReportlD=11359&SCFId=ID&SCO... A} &

start [07/012022 | O et End 07/31/2022 | O moe View Report |

Date :] Date l]

3. The results display on the screen and can be exported to Excel
by clicking the Save icon and saving to your device.

A

Start [7/1/2023 12:00:00 AM | Onuie End [7/30/2023 12:00:00 AM | Onue View Report |
Date = Date ]

XML file with report data
CSV (comma delimited)
PDF

Provider Reactive Strategies Repo

Excel
TIFF file
Report Run Time:8/7/2023 1:02:43 PM word

MHTML (web archive)

Demographics
Region iConnectID  Consumer Name Primary Worker Name Review Date Form Worker Form

Note

This same report provides data to generate statistics and
graphs for the quarterly CMS report. The quarterly CMS
report is created in Excel, outside of APD iConnect.

4. APD agency senior behavior analyst or designee will review the
report and determine whether follow up is needed. Follow up is
needed for events that exceed 60 minutes, or involve the death
or injury of a consumer.)

5. The APD agency senior behavior analyst or designee will
communicate the correction or follow up needs to the regional
senior behavior analyst via a note in APD iConnect. Navigate to
the consumers record and select the tab. From the File menu,
select Add Note. The Note Details page displays. Update the
following fields:

a. Note Type = Reactive Strategies
b. Note Subtype = Required Follow-up
c. Description = (insert Event ID) Revision Requested or
Follow Up Requested
d. Note = details of the corrections or follow up that is needed
Status = Complete
Recipient = regional senior behavior analyst

0]
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6. From the File menu, select Save and Close Notes.
Role = Region Clinical Workstream Worker

7.

9.

opd iCennect

File Tools

Notes Details
Division *

Note By *

Note Date *
Program/Provider
Note Type

Note Sub-Type

Description

Note

Status ~

Date Completed

|Buck, Jennifer

071192023 |2

Reactive Strategies v |~
Required Follow Up v |1

Revision Requested OR Follow Up Requested

|BI H16pX'A“

Carrie Abner
7/19/2023 3:10 PM

enter the details of the corrections and/or follow up being requested.

Complete v

07/19/2023

The regional senior behavior analyst or designee will monitor
My Dashboard > Consumers > Notes > Complete for

incoming notes.

The Regional Senior Behavior Analyst or designee will select
the Reactive Strategies > Required Follow Up note from the
list view and review the note that corrections and/or follow up

that is needed.

Proceed to Corrections Required section OR

10.Proceed to Follow Up During LRC Meeting section OR

11.Proceed to Follow Up via Scheduled Meeting section OR

12.Proceed to Follow Up via a Note section.
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8. As Needed: Word Merges

Generating the Word Merge
1. Set “Role” = Region QA Workstream Worker then click Go
™,

Role \

Region QA Workstream Waorker ﬂ @

2. From the appropriate Word Merge menu based on the
workflow, select the desired word merge.
a. Examples of Word Merge menus
i. From a form:
Q@d iConnect

File  Repo

LRC Chair BASE  H-CHIEEES

Consumer Forms

Review " As Needed v Wor uck. J [~ o]
Review Date 070372023 Status Dt v

Division * APDY]  ProviderProy aram v
Approved By Approved Date

ATTACHMENT E
LRC Chair Review of Behavior Analysis Services Eligibility (BASE Form)

Note: This is only a recommendation of eligibility for behavioral services, not a determination of medical necessity or an approval for the rate, hours or cost plan.
Consumer Name:

First Name
Middle Name

Last Name

ii. From the Credentials tab:

o iConnect - -

[ e

o |B Designation Attachment L qick search

Cover Letter with Certificate of Service Providers ~| | ProviderID

Designation in Jeopardy (Attachment M)

License Certificate Automated e
MY DASHBOARD CONSUMERE ‘ PROVIDERS ‘ CLAIMS ‘ SCHEDULER ‘

TSN T L R T ST e g
Workers | Services | Provider ID Numbers | Contracts | Beds | Linked Providers | Conditioas ervice Arez
Providers | Divisions | EVVActivities | Forms | Enrollments | Authorizations = Nolgs | Credentials  EVV
Filters

iii. From the Providers tab:
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opd iCennect b i B

* P —

or-|B Designation Attachment L | quick search

Cover Letter with Certificate of Service Providers ~ | Provider ID

MY DASHBOARD CONSUMERE ‘ PROVIDERS ‘ CLAIMS ‘ SCHEDULER ‘
Contracts | Beds | Linked Providers = Conditioas ervice Are:
Enroliments | Authorizations Nu VW

Designation in Jeopardy (Attachment M)
License Certificate Automated
T T LA R T N S e g

Workers | Services | Provider ID Numbers

Providers | Divisions | EWVV Activities | Forms

Filters

3. The Word Merge preview window displays.

No Edits Needed
1. If no edits are needed, select Save to Note.
opd iennect

File

Carrie Abner

LRC Chair
7/3/2023 2:54 PM BASE

Preview (read-only)
This is a preview of your merge document and is not editable

vl @ -+ @1 R @ Qe B8

stare of rieriaa

Generate Merge Document
Click the “Open Document’ button te
open the Merge Document for
editing

Save to Note
f no changes have been made to the
Merge Document, click “Save to
Note" The current word merge
template wil be uploaded to a note
record with the merge fields
populated

LRC Chair iew of ior Analysis Services Eligibility

Carrie Abner [ Review Date: 070372023 |

[ Recipient:
| LRC Chair or Designee*:

| Support Coordinator: Monica Reed Jennifer Buck ‘

Reviewed Services

Behavior Services:
[ Behavior Analysis

Upload and Save to Note
If changes were made to the Merge
Document, click "Upload and Save to
Note” to select the saved file and
upload that document to a note
record. Don't forget to delete the

Behavior Assistant

Life Skills Development 3 (ADT):
O 1:5Ratio

saved document after you have
attached it to the note record 0 1:3 Ratio
O 1:1 Ratio
Life Skills Development 4 (Pre-Voc):
O 1:5Ratio

O 1:3 Ratio

2. A notification message displays confirming the Word Merge was
saved to a note. Click Okay.

Itssbh1.mediware.com says

Document was successfully saved to Note with NotelD=1372897.

3. The Note Details page displays. Update fields per the
associated workflow.
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Carrie Abner Notes
Last Updated by jbuck@apdcares.org
at 7/21/2023 10:42:03 AM

Q0 iCennect

File Tools
Notes. Notes Details

Division * APD ~

Note By * Buck, Jennifer

Note Date * 07/21/2023

Program/Provider -
Note Type © Behavioral Services v |

MNote Sub-Type BASE Completed w

Word Mero -
Description Word Merge Tempilate P
—— New Text
B I U t6px ~ A~

Status * Complete
Date Completed 07/21/2023

4. From the File menu, select Save and Close Notes.

Edits Needed

1. Select Open Document to open the Word Merge document for
editing.
File

Generate Merge Document
Click the "Open Document” button to open the
Merge Document for editing.

2. Save the Word Merge Document to the computer desktop by
clicking the Save button and then Open.

&
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iBudget Florida

Draft iBudget Provider Applicant Services Listings Form

Applicant Business Name (if applicable): Monica's Group Home
Applicant Name: A TEST Provider

Applicant Address:

55 South Washington St.

JACKSONVILLE, FL 32244

Email Address: 777@anywhere.com \

Dh. Aly h (2201000 0010

Do you want to save WM_P003_Draft-APD-iBudget-Regional-Provider-Services-Listing-Letter.docx (66.4 KB) from fwtest.harmonyis.net? \

Save |¥ Cancel

The WM_P003_Draft-APD-iBudget-Regional-Provider-Services-Listing-Letter (1).docx download has completed. /

Open v Open folder View downloads

3. Edit the Word Merge Document as necessary.

Draft iBudget Provider Applicant Services Listings Form

Applicant Business Name (if applicable): Monica's Group Home
Applicant Name: A TEST Provider

Applicant Address:

55 South Washington St.

JACKSONVILLE, FL 32244

Email Address: 777@anywhere.com

Phone Number: (838)8828-8819

Solo: D Agency: D / \

Effective Date of Form: Click or tap to enter a date. Expiration Date of Form: Click or tap to enter a date.

4. When finished with editing the Word Merge Document, click File
> Save as to save the updated Word Merge to a specified folder
on the user’s device.
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Save As

5. In APD iConnect, Click Upload and Save to Note after saving
the word document.

Generate Merge Document
Click the "Open Document” button to open the
Merge Document for editing.

Save to Note

If no changes have been made to the Merge
Document, click "Save to Note". The current word
merge template will be uploaded to a note record
with the merge fields populated.

ave to Note

Upload and Save to Note

If changes were made to the Merge Document,
click "Upload and Save to Note" to select the
saved file and upload that document to a note
record. Don't forget to delete the saved document
after you have attached it to the note record.

Upload and Save to Note

T~

6. Select the file name on the device and then Click Open to open
the word document and then click OK on the pop-up message
box.
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(2 Choose File to Upload

Es

m ‘- Deskiop » v‘#, H Search Desktop e
Organize New folder = 0O 0
- -
¢ Favorites 7] Libraries I
B Desktop > System Folder H
4 Downloads I
~» Recent Places Q E Homegroup
Z& OneDrive estemliolde
- Monica.Reed
il Libraries % System Folder
°. Documents
4 Music | | Computer
= Pictures E System Folder
; Videos
@‘ Network
System Foldi
q% Homegroup LRI
i I )\ r~hat RPoadar N ]
File name: v | Files (*.*) -

= o ]| e |

Message from webpage @I

!' h Document was successfully saved to Note with NotelD=11892,

Lo}

7. In the new Notes Detail Screen, update the fields according to
the associated workflow.

Notes Details

Division *

Note By * ‘Reed‘ Maonica

Note Date * 120172018 x [

Note TYDE * s \Imlial Application

Note Sub-Type -sfffm— [Draft Enrollment Listing Letter
Description .

Note 4—-'-—'

SIS f—

Date Completed 1211172018
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Attachments

Add Atiachment

Document Description

WM_P003_Draft-APD iBudget Regional-Provider-Services-Listing-Letter pdf Werd Tempiate: Drat APD iBudget Regional Provider Services Listing Letter
Note Recipients

e — [ | - |

8. When finished, click File > Save and Close Notes.

File Tools
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