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Introduction

The Agency for Persons with Disabilities (APD) adopted the iConnect Electronic
Visit Verification (EVV) mobile site as its designated EVV system. Provider EVV
Managers are responsible for scheduling and verifying EVV Workers for clients
who have an active authorization for a qualifying EVV service.

EVV Scheduling is required in the following circumstance:
e \When a new Authorization for an EVV service is issued for an APD client

o New Authorizations are issued for APD’s clients at the beginning of
the State of Florida’s new fiscal year of July 1st.

o Changes to services provided, including a new provider, frequency
of service, units, location, or other service details.

e When an EVV Worker must be added or removed from a consumer.
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Verify EVV Scheduling Automation

With the implementation of the automation of EVV Scheduling, the Provider EVV
Manager no longer needs to manually reschedule EVV Workers in the EVV
Scheduling tab if the following conditions have been met:
e Workers currently in the EVV Scheduling tab have an “End Date” of June
30t of the current fiscal year.
e The new fiscal year authorization is “approved”.
e The worker is active in iConnect for the provider that has the authorization.
e |If an EVV Worker is assigned to a role with the new fiscal year
authorization prior to the automation, the EVV Worker assigned in the
previous fiscal year authorization will not carry over.

1. Sign into iConnect.

iConnect

2. Update Role to Provider EVV Manager and press GO.

My Dashboard Sign Out —

Service Provider

©

EVV Worker

Provider EVV Manager

Service Provider

3. Navigate to the Provider Record.
a. Leave the text field on the left blank. Select Providers using the
center dropdown menu, then press GO.

Quick Search /
I Providers VI Provider Name hd @

‘ MY DASHBOARD CONSUMERS PROVIDERS

PRO TIP: Click on the Provider Record from the list view grid if it does not
automatically display the provider demographics screen.

4. Navigate to the EVV Scheduling tab.

MY DASHBOARD CONSUMERS PROVIDERS

19248)

Beds | Linked Providers | Service Area

Providers = Services  Contracts | Enroliments r‘d.tnorzstons EVV Activities | Motes
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5. In the list view grid, verify that the EVV Workers have been assigned. Click

Fiscal Year Transition - EVV Providers
Job Aid

the large plus sign (+) on the header to display all back up and alternative
EVV Workers. Press the small plus sign (+) near the consumer’s name to
view the back up and alternative EVV Workers for just that consumer.

NOTE: To update an assigned EVV Worker or to add an additional EVV Worker,
proceed to Assign/Unassign EVV Workers to EVV Service Authorizations.

TZZProviders EVV Scheduling record(s) returned - now viewing 1 through 15

6. Click the minus sign (-) to collapse.

+
iChnnect C C Ci C C C Auth Service Auth Service Service Service Primary EVW = Worker Worker m
ID MName City State Zip Code County Region [} Code Svc ID Start Date = End Date Worker Start Date | End Date
— PUNTA [ERELD Shorter,
[ 210020 | Hixson, Alec GORDA FL 33982 CHARLOTTE SUNCOAST | 259086 | 55130:UC 161198 | Personal | 07/01/2024 | 06/30/2025 Cam\iné 07/01/2024 | 06/30/2025 | ]
— Supports
GRAND L30) Wilkerson
210795 | Augustine, Alexia RIDGE FL 32442 JACKSON NORTHWEST | 258560 | S5130:UC 160140 | Personal | 07/01/2024 | 06/30/2025 Travin N 07/01/2024 | 063072025 | (]
Supports
(4140) N
- | GRAND " Wilkerson,
210795 | Augustine Alexia RIDGE FL 32442 JACKSON NORTHWEST | 258559 | S5130:UC 160139 | Personal | 07/01/2023 | 06/30/2024 Travin 06/19/2024 | 0613072024 | [
Supports
PORT (4140)
210001 | Carruth,Andres | SAINT FL 34083 SAINT LUCIE SOUTHEAST | 269183 |S5130:UC 171375 | Personal | 07/01/2024 | 06/30/2025 | Davis, Joshua | 07/01/2024 | 0613012025 | ]

rﬁ-'mviders EVV Scheduling record(s) returned - now viewing 1 through 15
L — c

@ c Auth | Service | Auth | . [ Service | Service | Primary EVV| Worker | Worker |
— D Name City State | Zip Code County Region [b) Code | Svc D Start Date| End Date | Worker | Start Date| End Date
PUNTA (EAETY) Shorter,
2 fei00z0 | Hsonsec  |[FORTLFL 33982 | CHARLOTTE  |SUNCOAST |259085|SS130:UC | 161198 Personal |07/01/2024 | 06/30/2025 | Shorer 07/01/2024 | 06/30/2025 | )
Supports
T Worker Start Date End Date
Davis, Joshua 0211812025 0212812025
GRAND (EALL) Wilkerson
B 210785 | Augustine Alexia | SO | FL 2442 | JACKSON NORTHWEST 258560 |S5130UC | 160140 Personal | 0710112004 | 06130/2025 | Ioerse™ | g7,0172024 | 0613012025 | (]
Supports
Worker Start Date End Date
Onwuka, David 07/01/2024 0613012025
GRAND (EAET Wilkerson
= 210785 | Augustne Alexia | po | FL 3242 | JACKSON NORTHWEST 258550 |S5130UC | 160139 | Personal |07/01/2023 | 06130/2024 | Trovr>™ | 0611972024 | 0613012024 | []
Supports
| | Wanrkar | Ctart Nata | End Nata

7. EVV Workers will need to sync data using the EVV Mobile website on their

device.
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Updating the EVV Scheduling Tab to Add an End Date

For EVV Scheduling to successfully copy over to the next fiscal year, EVV
Scheduling must have an “End Date” of the last day of the fiscal year. It may also
be necessary to update the “End Date” if a new authorization has been received.
Neglecting to have accurate “End Dates” can lead to the EVV Worker’s mobile
device capturing the incorrect authorization.

1. The Provider EVV Manager will sign into iConnect.

iConnect

2. Update Role to Provider EVV Manager and press GO.

My Dashboard Sign Out — E i
L

Service Provider v

EVV Worker

Provider EVV Manager

Service Provider

Service Provider Admin - QA

A
L]
T

Service Provider Warker

3. Navigate to the Provider Record.
a. Leave the text field on the left blank. Select Providers using the
center dropdown menu, then press GO.

Quick Search /
I Providers VI Provider Name v @

‘ MY DASHBOARD CONSUMERS PROVIDERS

PRO TIP: Click on the Provider Record from the list view grid if it does not
automatically display the provider demographics screen.

4. Navigate to the EVV Scheduling tab.

MY DASHBOARD CONSUMERS | PROVIDERS

Beds | Linked Providers | Service Area
Providers = Services Contracts | Enroliments Aumurizsnnni EVV Activiies | Motes
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5. Click the check box of the EVV Scheduling record with no “Worker End

”
Date”.
] Service Service Start Date | Service End Date | Primary EVV Worker | Worker Start Date | Worker End Date « | [ |
(4140) Personal Supporis 07/01/2020 014312021 m
(4140) Personal Supports 09/16/2025 06/30/2026 Provider, Sylvia 09/16/2025 ( & )

6. Navigate to File on the top left and select Assign/Change EVV Worker.
The Assign/Change EVV Worker dialog box will be displayed.

o iCennect

Assign/Change EVV Worker

Assign/Change EVV Worker

a. Select the appropriate role for the EVV Worker by clicking on the
bubble next to the desired role.

b. Select the worker's name in the dropdown menu.
c. Add the appropriate Start Date and End Date.

i. The End Date will match the Service End Date if the EVV
Worker serves the consumer for the entire authorized period.

i. The End Date can be updated to the actual end date, if the
EVV Worker does not serve the consumer through the end of
the authorized period.

d. Select Update Records.

e PV IML W ¥ TEWI IS D

O Alternate EVV Worker 13
Worker [ Provider, Sylvia v
Start Date 03092026 |

End Date =

Update Records

7. A popup will display confirming the changes. Click OK.

A L TE T T E A L o F e LA R R I 8 s e L e

Cancel

g aining
hssflapdstage.wellsky.com says
You are about to assign Provider Sylvia as the Primary EVV Worker
for selected records,replacing any Primary EVV Worker(s) that may
already be assigned.

Click Okay to proceed or Cancel to return to Assign/change dialog

Cance'

box without making any changes.
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8. Verify the changes made in the EVV Scheduling tab under the Worker End

Date field.
Service Service Start Date | Service End Datev| Primary EVV Worker | Worker Start Date | Worker End Date | [
(4140) Personal Supports 09/01/2025 06/30/2026 ] 09/01/2025 06/30/2026 C
{4140) Personal Supports 07/01/2025 06/30/2026 | 07/01/2025 06/30/2026 C
(4140) Personal Supporis 0916/2025 06/30/2026 FProvider, Sylvia 03/09/2026 06/30/2026 E
9. To view Backup and Alternate EVV Worker’'s End Date, click the plus sign
on the left side of the list view grid. Review the new fields that appear for an
End Date. If there is not an End Date repeat steps 5-7 using the
appropriate role and dates.
2 Providers EVV Scheduling record(s) re
iConnect ID | Consumer Name | Con
= | 209730 Kasiners, Martin ORL
Eaer, Sylvia
Colon, Mancy
~— EVV Worker, Nancy Colon
‘ 20§30 |Kasmers,Martin |ORL
10. Verify that the EVV Worker syncs data on their device using the EVV
Mobile Site upon log in.
6 | Page
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Assign/Unassign EVV Workers to EVV Service Authorizations

Each EVV authorized service can be assigned primary, backup, and alternate
EVV workers. Provider EVV Managers can assign EVV Workers (the
individuals that will render the services to consumers) to EVV service
authorizations from the EVV Scheduling tab.

Assigning an EVV Worker from the EVV Scheduling tab controls which
consumers are visible to the EVV Workers in the Mobile Site.

1. Navigate to the Provider record and click on the EVV Scheduling tab.
2. If desired, filter to see the desired consumer(s).

3. Select the box to the right of each EVV authorization for which an EVV
Worker needs to be assigned, modified, or removed.

a. Selecting the box at the top of the list view grid will select all service
authorizations on the screen.

+

nnnnnnn Auth
Sve

iConnect  Consumer Soeer” | Consumer Consumer Consumer | Consumer | Consumer  Auth service | g | Service | Sevice
[ Name City State | Zip Code County Region D Code StartDate | End Date
@181
(10050  [Duckasy  |BETAPO s L 330M MIAMI-DADE 140001 | 200 | T100O.UC 2"';;'?9'3_”"' 01022020 | 0613012020
1 LPN ]
(4161
. Jomn e
10297 | Testeronn ‘s‘“"we TAMPA | FL 33601 MILLSSOROUGH | SUNCOAST | 140900 | 289 | T1000UC i”;;'f\]'_’”" 120012019 | 0410112020
| | | LPN
= ey | 123 Flora e 5 e s = = il e SE
® (10172 | SheppardViolet | ALACHUA | FL 32615 ALACHUA NORTHEAST (140903202 |S5130UC |Personal (02012020 |06/30/2020
Supperts

4. Select Assign/Change EVV Worker from the File menu.

File ( -

Providers ]| [ Provider Name v u ADVANCED SEARCH

MY DASHBOARD CONSUMERS PROVIDERS NCIDENTS CLAMS SCHEDULER UTIUTIES REPORTS
Geographic Agency Provider (10052)

Workers | Services | Provider ID Numbers | Coniracts | Beds | Linked Prowviders | Aliases | Condilions | Service Afea | Admin Actions

Providers = Divisions =~ EVW Actvities  Forms | Ervoiments | Authorizabions | Notes | Crecertials | EVM Schaduling . CAP | Appointments | Provides &

Filtars
5ave Fitter v| Seareh Filter save aspetaun  ESTRY Delete
Frimary EVV Worker ~| e ~ e L
iconnest I0 \.ﬂ +
[“searcn | Reset |
3 EWV Scheduling record(s) returned - now viewing 1 through 3
iConnect | Consumer | “CISUMET | consumer | Consumer Consumer Consumer Consumer Autn || service Sorvion’ || 3ereica’ | Service [ :FYRRACY:| WOr: LW arker =
D Name piel City State | Zip Code County Region o | ¥ code StoriDate | EndDate | (EWV | Swad | End
. . (4161) .
%(10050  [DuckDasy  |pe o 000 |Maml[FL 33101 MIAMI-DADE 140001 | 200 | T1000:UC | CNE O | gvi02r2020 | 087502020 =
PN
4161)
woay  |Teslendonn  [1Z3HOMS  |yaupa | FL 33504 HILLSBORGUGH | SUNCOAST | 140000 | 288 | Tiooquc | EVa%e DUl | yagip0me | pamez020 =
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5. The Assign/Change EVV Worker dialog box will be displayed.

Assign/Change EVV Worker E]

A
O Primary EVV Worker

© Backup EVV Worker

O Alternate EVV Worker 1

O Alternate EVV Worker 2

O Alternate EVV Worker 3

O Alternate EVV Worker 4

O Alternate EVV Worker 5

O Alternate EVV Worker 6

O Alternate EVV Worker 7

O Alternate EVV Worker 8

O Alternate EVV Worker 9

O Alternate EVV Worker 10

O Alternate EVV Worker 11

O Alternate EVV Worker 12 v

a. Select the appropriate role for the EVV Worker by clicking on the
bubble next to the desired role.

b. Select the worker's name from the dropdown menu.
c. Add the appropriate Start Date (cannot be a past date) and End Date.

i. The End Date will match the Service End Date if the EVV
Worker serves the consumer for the entire authorized period.

i. The End Date can be updated to the actual end date, if the EVV
Worker does not serve the consumer through the end of the
authorized period.

d. Select Update Records.

e. A confirmation pop up will display. Click OK.

Updated April 2026 8 | Page
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Verifying Authorization IDs used during EVV Delivery

The Provider EVV Manager reviews provider documentation, dates, times, and
violations for each Service Activity for accuracy. The Provider EVV Manager should
verify that the correct Authorization ID (Auth ID) is utilized by the EVV Worker. After
an EVV activity is uploaded, the Provider EVV Manager can complete the following
steps to verify the Auth ID:

1. The Provider EVV Manager logs into iConnect.

2. Update the Role to Provider EVV Manager and press GO.

My Dashboard Sign Out foe E ;
)

Service Provider (v

EVW Worker

Provider EVV Manager

Service Provider

Service Provider Admin - QA

LA
L]
T

Service Provider Worker

3. Navigate to the Provider Record.
a. Leave the text field on the left blank. Select Providers using the center

dropdown menu, then press GO.

Quick Search /
I Providers VI Provider Name A @

Go

| MY DASHBOARD CONSUMERS PROVIDERS

PRO TIP: Click on the Provider Record from the list view grid if it does not
automatically display the provider demographics screen.

4. Navigate to the EVV Activities tab.

Quick Search
Providers v Provider 1D v @ ADVAN(

MY DASHECARD CONSUMERS | PROVIDERS |

Beds | Linked Providers | Service Area

Providers = Services | Confracts | Enrollments | Authorizations EVV Scheduling EVV Activities | Notes

As Default Save As Delete

Updated April 2026 9 | Page
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5. Click on the EVV activity to be reviewed. The Activities window will display.
a. Verify that notes, dates, and times are accurate.
b. Once verified, click on the Status menu dropdown and choose

OQj iConnect Provider - 19248 Activities
Last Updated by sylvia.baer@apdcares.org
at 6/18/2024 11:21:09 AM
File
Acivities —flaslensillindicalosarequued lisld
Activity Times
| Rounding Rule Up to Nearest 15
Start Date * Start Time End Date * End Time Total Minutes Rounded Minutes
06/30/2023 | 3:00 AM ® 063072023 |7 4:00 AM e] 60 60 Delete
06/30/2023 |8 c} 06/30/2023 |79 ® Add
An asterisk (*) indicates a required field
a o
Auth ID* 256548 Consumer First Name * Martin
iConnect ID * 209730 Consumer Last Name * Kastners

Activity Details
Division APD Delivered Via EVV Manual Entry

Provider * Provider - 19248 Unresolved EVV Violation(s)?
ok (o)

Annual Report a]
Daily Attendance Log I
vl

Progress Note ry

Monthly R&B
Monthly Summary
Quarterly Summary
Senics Log

tin Lon

Primary Diagnosis ¥ Intellectual Disabilities, Unspecified Provider Documentation *

EEREE

Activity Sarvicac

6. Select File, then Save and Close.
oD iCennect

File K

History sterisk (*) ing

| Save ity Times

Save and Close

nding Rule

Spel ec
oy

e 02023 |
Print 02023 |7H

Close Activities
ot anterisk (%) indi]

BE AWARE: If an error message displays stating that the dates are outside of the
Authorization, then the wrong Auth ID was picked up from the mobile device.
Proceed to Remediating “Current Activity Time Selection (dates) Falls Outside
Authorized Service Date Range” Error Message section of this job aid.

Updated April 2026 10 | Page
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Remediating “Current Activity Time Selection (dates) Falls Outside
Authorized Service Date Range” Error Message

The “Current Activity Time Selection (dates) Falls Outside Authorized Service Date
Range” error message indicates that the incorrect Auth ID may have been utilized or
the service was provided outside of the authorized dates. The status of this Activity
cannot be updated to Complete with this error.

Follow the steps below to remediate that issue:

[ossontrT.medrware.com says

Current Activity Time Selection {6/15/2022-6/15/2022) Falls Qutside
Authorized Service Date Range

1. The Provider EVV Manager should copy and paste the notes from the EVV
Details along with the date, time, and location of the delivery into another
document.

2. The Provider EVV Manager will then have to create a Manual EVV Activity
using the information from the original EVV Activity. For detailed instructions
on how to create an Manual EVV Activity refer to the “Reviewing and
Manually Entering EVV Activities Provider Documentation in iConnect” job
aid.

3. The Provider EVV Manager will delete the Service Log with the incorrect Auth
ID., verify that all information is captured, and the proper Activity is deleted.
There is no recovery for deleted information.

4. The EVV Worker should verify that they sync their data when logged into
iConnect EVV.

5. Clear Data/Cache: If needed, the EVV Worker will clear their data/cache on
the web browser/device.

a. Prior to clearing any data, the EVV Worker should verify that there are
no current deliveries on their mobile device. Clearing the browsing
history or clearing the data/cache will clear any EVV Deliveries
that have not been uploaded to iConnect.

b. Once those are cleared, there is no recovery process to retrieve them.

The EVV Worker should sync again.
The next delivery should capture the current Auth ID.

oo

Updated April 2026 11 | Page
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Download/Sync Consumer and Authorization Data

EVV Workers are responsible for delivering EVV services to their consumer(s). In
most cases, EVV Workers will work exclusively on the Mobile Site.

The Mobile Site allows EVV Workers to:
* Download/sync appropriate consumer and authorization data

» Create delivery rosters
» Record service deliveries

Record a service delivery: The Mobile Site must have consumer and authorization
data. Workers can sync their data when they have internet connectivity to update
their Mobile Site with the most current information.

To sync data the EVV Worker will:

1. Click iConnect EVV icon from the Centrify home page to log in.

D

iConnect EVV

2. Click Sync Data from the toolbar.

Home Consumers Delivery Current  Sync Manage Log

Rosters Deliveries Data Password  Out

Consumers

Delivery Rosters
sl Deliveries
TG e Password

3. Click the Sync button.

Home Consumers Delivery Current Sync Manage Log

Sync Data

Rosters Deliveries Data Password Out

2 Consumers
2 Consumer Lacations

4 Consumer Services

4. The system will:
a. Download new consumers and their authorization data.
b. Update existing consumers whose data has been modified in the

Updated April 2026 12 | Page
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iConnect application.
c. Remove consumers and their authorization data for consumers that
are no longer associated to the Worker.
d. Consumers are also removed from delivery rosters.
e. Service deliveries that have not been uploaded for consumers that
are no longer associated to the Worker are not deleted. They can still
be completed and uploaded.

Synchronizing data...

Updated April 2026 13 | Page
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Clearing the browsing data on the CyberArk App

Before clearing browsing data in the CyberArk app, verify that no current deliveries
are stored on the mobile device.

Note: Clearing browsing data will permanently remove any deliveries saved locally,
and deleted notes cannot be recovered. Confirm that all current deliveries have
been successfully uploaded to iConnect prior to proceeding.

1. Tap the CyberArkldentity application on your device and sign in.

2. Select the triple line icon to open the menu options.

Frequently Used

3. Select Settings.

“ CYBER IDENTITY L

Updated April 2026 14 | Page
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4. Select Clear Browsing Data.

Settings Done

DEFAULT BROWSER SETTINGS
Default Browser

Clear Browsing Data

LOG SETTINGS

5. A notification to confirm the selection of Clear Browsing Data appears.
6. Click Clear.

LOG SETTINGS

Enab’
Clear Browsing Data
Delete your cache and all other
Send bBrowsing data from the bullt-in
browser?
D
Cancel Clear

LOGIN SETTINGS

7. The EVV Worker should continue to sync data daily.
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