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ADT Monitoring

Introduction

Adult Day Training (ADT) Monitoring is completed quarterly for every licensed
facility. Monitoring can be done more frequently and unannounced, if it is known
or suspected that a facility is not in full compliance with rules, to investigate
complaints, or to follow up on the health, safety, and well-being of clients. There
will also be triennial license renewal inspections conducted.

Generate Report

A report will be run to identify ADT Facilities that will
need to be audited for the quarter.

1. Set “Role” = Region QA Workstream Worker, then click Go.

N\
Role \
Region QA Worksiream Worker ﬂ @

2. Navigate to My Dashboard and select the Subsidiary Provider Record Form
Status and Detail Report to identify facilities that need to be audited.

ad iConnect

File Reports

4 Quick Search

Reaciive Strategies Graph Report

Residential Monitoring Monthly and Quarterly Report
Residential Planning Bed Availability Report

RPC Caseload Report MY DASHEOARD CON
Service Provider Documentation

AlertN State Office ROD Ticklers

Subsidiary Provider Record Form Status and Detail
Unreac 0
Worker Event Log Report

WSC BASE Renewal Due 4

3. Select the Corporate Provider Region(s) and the Subsidiary Provider
Region(s) from the dropdown menus

Corporate Provider Region | , CENTRAL, NORTHEAST, NCIRTHWEl hd Subsidiary Provider Region |5UNCUA5‘E SOUTHERN, SOUTHEAS‘ v

[ (select Al

SUNCOAST

SOUTHERN

O soutHeasT

[ norTHWEST

[ NORTHEAST

[ centraL




4. Click View Report to execute the search

@ ** Non-Production Report: This repart will not cantain any data added er updated today *** - Work - Microsoft Edge = (u] x
) https://floridaapd.wellsky.com/humanservices/Pages/Repart.aspx?ReportiD=11327&SCFld=ID&SCOp=Equal %20To&SCVal=08secure =s9MEFhK7 1sXQ5DXxDelsUgDXCZ4t82h0g DuzvHQaNp1 8&__popup_=1 \ A
5. The report will be displayed. Review on screen or export into Excel utilizing
the export dropdown menu.
M4 _Jokr b bl @ [ |rndines B - @
Subsidiary Provider Record Form Status and Detail
10/8/2025 11:50:35 AM
Corporate Provider Region Parent Provider ID Corporate Provider Name Parent Provider Email Relationship  Subsidiary Subsidiary Provider ID Subsidiary Provider Name Subsidiary Subsidiz
Provider Residential Licensin
Region Monitor Name Specialis

| Next \ZL - | @
Fo r[:|“""”d Dei

Excel
PowerPoint
PDF
| mFFfile |
MHTML {web archive)

CSV (comma delimited) Pare

XML file with report data
Data Feed

6. Review and sort the report as needed.



Add ADT Licensing and Monitoring Specialist

If the Provider's demographics page does not have a
Licensing Specialist assigned, the ADT Monitoring/Licensing
staff (Region QA Workstream Worker) will add the
information.

1. Set “Role” = Region QA Workstream Worker then click Go.

N,
Role \
Region QA Worksiream Worker ﬂ @

2. Navigate to the Providers chapter and enter the Provider's Facility name in
the Quick Search filter and click Go.

Quick Search \
| ADT Record Name] | Providers v Provider Name @ ADVANCED £

MY DASHEOARD CONSUMERS | PROVIDERS REPORTS

3. The Provider’s record will display. Navigate to the Providers > Providers
tab.

MY DASHBEOARD CONSUMERS | PROVIDERS REPCRTS

ADT Record Name (24781)

Workers | Services | Provider ID Numbers | Contracts | Beds | Linked Providers | Conditions | Service A
Providers  Divisions | EVV Activities | Forms | Enrollments | Authorizations | MNotes | Credentials | EV

Basic Information

Provider Name ADT Record Name Residential Monitor
DBA (if

applicable)/Facility Licensing Specialist
Name

Licensed Home

licensed for capacity Area Behavior Analyst

Licensed Home/ADT #
s -

Active Yes

4. Select Edit > Edit Provider to open the Provider’'s Facility record

File Edit Reports

/v Edit Provider



5. Click the Lookup button on the Licensing Specialist field to search for and
select the worker that is to be assigned as the Monitor

oo iennect

ADT Record Name Providei

Last Updated by sylvia.baer@apdcares.org
at 10/7/2025 1:13:44 PM

File Edit
e An asterisk (*) indicates a required field /
Basic Information
Adcresses ) :
Provider Name * ADT Record Name Licensing Specialist Walsh, Kimberly Lookup  Clear Details
Telephone Number(s) DBA (if applicable)/Facility Name Area Behavior Analyst Lookup  Clear
APD Vendor Number Group Home/ADT # of workers
wsc co provier SN
Active * Medicaid Provider ID
Provider Type ADT Location [GR] _ ~ Provider EIN
Exclude from Selection [m] Licensed Facility
SpecialistiLiaison Buffington, Christine Lookup  Clear Details Presumptively Institutional ]

6. When finished, select File > Save and Close Provider

File Edit

Spell Check

Save Provider

Save and Close Provider
Print

Close Provider

Schedule Site Visit Appointment

If the site visit will be announced, the ADT Licensing and Monitoring
Specialist (Region QA Workstream Worker) will call the Service
Provider to schedule the site visit.

Complete Site Visit

At the ADT Licensing and Monitoring Specialist's (Region QA
Workstream Worker) discretion, they can either enter the site visit
information on their device onsite or print the ADT Quarterly
Monitoring Tool form prior to the site visit. The Service Provider will
need to sign the hard copy signature page on the ADT Quarterly
Monitoring Tool form.




Complete the ADT Quarterly Monitoring Tool

The ADT Licensing and Monitoring Specialist (Region QA
Workstream Worker) will document the visit in the ADT Quarterly
Monitoring Tool form in iConnect.

1. Set “Role” = Region QA Workstream Worker then click Go.
N

Role \

Region QA Workstream Worker ﬂ @

2. Navigate to the Providers chapter and enter the Provider's Facility name in
the Quick Search filter and click Go.

at 6/12/2025 9:50:30 AM

Quick Search \

ADT Record Namd) Froviders ~| | Provider Name - & ADVANCED SEARCH

MY DASHEQARD CONSUMERS | PROVIDERS REPORTS

~

3. The Provider’s facility record will display. Navigate to the Providers > Forms
tab

Quick Search

Providers v| | Provider Name - ADVANCED SEARCH

MY DASHBOARD| CONSUMERS ‘ PROVIDERS REPORTS

ADT Record Name (24781)
Workers | Services | Provider D Numbers ntracts | Beds | Linked Providers = Conditions = Service Area | Admin Actions =~ Facility Management

Providers | Divisions | EVV Activities Enrollments =~ Authorizations = Notes | Credentials = EVV Scheduling = CAP | Appointments
Filters

Division v +
Search Reset

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

4. Click File > Add Forms

File  Word Merge

Add New Provider Search
Add Forms

Print \



5. Select “Please Select Type” as “ADT Quarterly Monitoring Tool” from the
drop-down list

File

Please Select Type: | ADT Quarterly Monitoring Tool v|

An asterisk (*) indicates a required field
Provider Assessment

Division * — Worker * Baer, Sylvia Lookup  Clear Details
Review * —— [Quarterly ~ Status ¥ g
Review Date * 061712025 | Approved By

Approved Date

6. Update the following Header fields:
a. "Division" = APD
b. "Review" = Quarterly
c. "Status" = Draft

Message from webpage X

designated with a red asterisk except system-required fields to

o Saving this record with this Status will allow required fields
remain incomplete upon save, Do you want to continue?

—l Cancel

Note: When updating to Draft status, click OK on the pop-up message box
7. Complete all fields on the ADT Quarterly Monitoring Tool form.
a. If violations are identified, save the form in Pending status.

b. If violations are NOT identified, save the form in Complete status.

8. When finished, click File > Save and Close Forms.

File

Spell Check ¥
Save Forms
Save and Add Another Forms ”
Save and Close Forms =
Copy From Previous ;

Print

Close Forms



Site Visit Note

Upon returning to the office, the ADT Licensing and Monitoring
Specialist (Region QA Workstream Worker) will then complete the
online form in iConnect (if applicable) and scan an electronic copy
of the Service Provider’s signed signature page to their device and

attach it to a note.

1. Set “Role” = Region QA Workstream Worker, then click Go.
AN

Role \
Region Q& Workstream Worker ﬂ @

2. Navigate to the Providers chapter and enter the Provider's Facility name in

the Quick Search filter and click Go.
at 6/12/2025 9:50:30 AM

Quick Search \

I ADT Record Name] I Providers

MY DASHBOARD CONSUMERS ‘ PROVIDERS REPORTS

/

3. Navigate to the Providers > Notes tab

Role

. ADT Record Name Notes Sign Out
o0 iConnect Last Updated by sylvia.bser@spdcares.org : Region OA Woriream Worker ] 55|
at 6/12/2025 9:50:30 AM
File
Quick Search
Providers | [ Provider name v @ ADVANCED SEARCH

MY DASHBOARD CONSUMERS | PROVIDERS REPORTS

ADT Record Name (24781)
Workers =~ Services | Provider ID Numbers | Contracts = Beds = Linked Prowgers | Conditions =~ ServiceArea | AdminActions | Facility Management

Providers | Divisions | EVVActivies = Forms = E Notes | Credentials | EVV Scheduling | CAP

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print

v| | Provider Name v = ADVANCED SEARCH



5.

In the new Note record, update the following fields:

a.

@ "o ao0o0C

j. Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note

k. Click the Lookup button on the "Add Note Recipient" to add an
additional recipient — Service Provider

I. Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note

Division *

Note By * |Baer, Sylvia v

Note Date * 100872025 |

"Division" = APD

“Associated Form ID#” = Enter Form ID

"Note Type" = Monitoring

"Note Subtype" = Quarterly Site Visit
"Description" = Quarterly Site Visit

"Note" = Enter notes such as “signature added”
"Status" = Complete

Click "Add Attachment" and search for the copy of the signed
signature page on the user's device. Click Upload

Click the Lookup button on the "Add Note Recipient" to add the
Supervisor as the Note Recipient

Associated Form ID# ‘ 1234
Note Type ¥ e

Note Sub

Description

Note

-Type ‘ \ Quarterly Site Visit A [‘

Quarterly Site Visit

B Z U 16px - A~
Signature added

Status fm— Complste v
Date Completed 10/08/2025
Attachments
Add Attachment /
Attachments Grid
Document Description Category Action

signature_docx Remove

Note Recipients /

Add Note Recipient: Lookup  Clear

Note Recipients Grid

10



6. When finished, click File > Save and Close Notes
File Tools
Spell Check
Save Notes

Save and Close Notes

Print
Close Notes

Supervisor Review and Approval

The QA Workstream Lead will receive notification of the note via
My Dashboard. If there are no violations, they will review all
monitoring tools and documentation, and if approved, will create
a new note. If no changes are necessary, they will then review
the ADT Quarterly Monitoring Tool form. If violations have been
identified, proceed to Violations Found - Add CAP. If changes
are needed, proceed to Further Documentation Required

1. Set “Role” = Region QA Workstream Lead OR Worker, then click Go

Role "'*--* N
Region QA Worksiream Lead )] "C0" N
Region A Worksiream Worker ﬂ @

2. Navigate to the Providers chapter and enter the Provider’s Facility name in
the Quick Search filter and click Go.

Quick Search \

ADT Record Name) Providers | | Proier Name v ADVANCED SEARCH

MY DASHBOARD CONSUMERS ‘ PROVIDERS REPORTS

/

3. The Provider’s record will display. Navigate to the Providers > Notes tab

MY DASHEOARD| CONSUMERS ‘ PROVIDERS REPORTS

ADT Record Name (24781)
Workers | Services | Provider ID Numbers = Contracts = Beds  Linked Prowgers = Conditions = Service Area | AdminActions | Facility Management

Providers | Divisions | EVV Activities | Forms | Enrollments | Authorizations | Notes  Credentials | EVV Scheduling | CAP | Appointments
Filters:

Note Date ~ +

11



4. Click File > Add Notes

5.

File

Reports

Add New Provider Search

Add MNotes

Print

In the new Note record, update the following fields:

a.

@ "o ao00C

"Division" = APD

“Associated Form ID#’- Enter Form ID#
"Note Type" = Monitoring

“‘Note Subtype” = Supervisor Approval
"Description" = Supervisor Approval
"Note" = Enter Supervisor approval notes
"Status" = Complete

Click the Lookup button on the "Add Note Recipient" to add the ADT
Licensing and Monitoring Specialist (Region QA Workstream Worker)
as the Note Recipient

Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note

Click the Lookup button on the "Add Note Recipient" to add an
additional recipient — Service Provider

Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note

Notes Details

Division e

Note By * [Baer, Sylvia

Note Date * 10082025 |2
Associated Form 0% = 1234

NoteType* ="
Note subType  dl—

Description

Supervisor Approval

| B 7 U tepx- A
Enter Supervisor approval notes

Note l

St a—

Date Completed 10/08/2025

Attachments

Add Attachment

Attachments Grid

Document t Description Category Action
There are no attachments to display
Note Recipients

Add Note Recipient Lookup  Clear

12



6. When finished, click File > Save and Close Notes
File Tools
Spell Check
Save Motes

Save and Close Notes
Print
Close Notes

7. If no violations are found, the Supervisor will also review the ADT Quarterly
Monitoring Tool form.

8. Navigate to the Provider > Forms tab.
ADT Record Name (24781)

Workers | Services | Provider ID Numbers | Contracts | Beds | Linked Providers | Conditions | Service Area = Admin Actions | Facility Management

Providers = Divisions = EVV Activities = Forms | Enrollments = Authorizations =~ Notes | Credentials | EVV Scheduling | CAP | Appointments

Filters
Division v + \
Search Reset

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

9. Select the ADT Quarterly Monitoring Tool form that is in Complete status.
The form opens. Review the content of the form.

10.From the File menu, select Close Forms.

File Reports
History

Duplicate Forms
Delete Forms
Reverse Status
Print

Close Forms '*_—.—.

If no violations are found, no additional steps are needed.

13



As Needed: Violations Found Add CAP

If there are not met violations, the ADT Licensing and Monitoring
Specialist (Region QA Workstream Worker) will want to keep the
ADT Quarterly Monitoring Tool open in order to view those not met
items. Each one will need to be added as a single CAP item record
on the newly created CAP.

1. Set “Role” = Region QA Workstream Worker, then click Go.

N,
Role \
Region Q& Werksiream Worker ﬂ @

2. Navigate to the Providers chapter and enter the Provider’s Facility name in
the Quick Search filter and click Go.

at 6/12/2025 9:50:30 AM

Quick Search \

ADT Record Name) Providers | | Proier Name v ADVANCED SEARCH

MY DASHBOARD CONSUMERS PROVIDERS REPORTS

/'

3. The Provider’s record will display. Navigate to the Providers > CAP tab

MY DASHEOARD CONSUMERS | PROVIDERS REFORTS

ADT Record Name (24781)

Workers | Services | Provider ID Numbers | Contracts | Beds @ Linked Providers = Conditions | Service Area | Admin Actions Mgemem
Providers | Divisions | EVV Activities =~ Forms = Enroliments = Authorizations =~ Notes | Credentials | EVV Scheduling | CAP  Appointments

Filters

4. Select File > Add CAP
File
' Add New Provider Search
Add CAP

Print \

~

5. Update the following fields:
a. "CAP Type" = Notice of Non-Compliance
b. "Date of CAP" = Enter Date
c. “Region” = Enter Region

14



d. “Associated Form ID#” = Enter Form ID # if applicable
"Date Provider Notified" = Enter Date

f. “CAP Due Date” = Enter Date as 15 calendar days after the Date of
CAP

g. “Status” = Defaults to Pending
h. "Comments" = Enter if applicable

i. "Licensing Worker" = Click the Lookup button to add the appropriate
worker

An asterisk (*) indicates a required field
CAP

CAPID
QIO Report Number*

CAP Type *
Date of CAP* 06/17/2025 1

Region™

Associated Form 1D# 1234

Date Provider Notified * 06/17/2025 ]

CAP Due Date ¥ 07/02/2025 3

Status [ Pending v
Date Submitted by Provider ]

Date Verified Complete by APD Staff 3

‘BI Hiﬁpx';\"

Comments
Licensing Worker Baer, Sylvia Lookup  Clear Deta
QA Workstream Lead Lookup  Clear

6. When finished, select File > Save CAP
File
Spell Check
Save CAP ife——
Save and Close CAP
Print
Close CAP

7. Click “Items” on the left-hand navigation menu and then File > Add Item

File File
CAP Add ltemn —
Print

ltems ‘-.._______-—

Close ltems



8. Update the following fields:

a.

"Action Type" = Licensing

b. “Type of Site Visit” = Adult Day Training

@ >0 a0

[ SR —

Surmmany
tee I

Azion Trpe

Ty odf el '

Diacovery Saurce

S

Frapicyes

Claw! Raweinw

Stardasd Mot

"Discovery Source" = Monitoring Visit
"Remediation Type" = Licensing

"Employee Involved" = Enter Name if applicable
"Standard Not Met Description" = leave blank

“‘Comments” = Enter the citation number along with the citation . Enter
any additional comments that describe the violations.

“ltem Status” = Defaults to Pending — leave as Pending until item has
been completed or another status is applicable

"Due Date" = Enter Date as 15 calendar days after the Date of CAP
“Provider Worker" = Click the Lookup button to add the worker
"Corrective Action Required" = Enter Information

“Evidence of Completion” = will be completed by the ADT Licensing
and Monitoring Specialist once the Service Provider has entered the
corrective action taken

+_ Liantrg v
+-- Aot Oy Traneeg W
- ==

™
e .‘_— Liganging w

hamah ol a0gkd i

rreaherd® ‘

i

Wt Dwacriphon Cimar

tor su:.:+—_ Panang e
1 " i |

Thsw st

Prode Worue *—-" Das - Logkup  Chsar  Cieinin

Cadvectrve A

Vi Roipu
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If additional items need to be added, then repeat steps 7 and 8
as necessary by selecting File > Save and Add Another Item
for each new item.

9. When finished, select File > Save and Close Item
File
Spell Check
Save ltem
Save and Add Another ltem

Save and Close [tem

Print
Close ltem

As Needed: Generate NNC

If there are violations, the ADT Licensing and Monitoring
Specialist will generate the Notice of Non-Compliance report.

If a PAARF is needed, then proceed to Chapter 13 for the
PAARF process.

1. Set “Role” = Region QA Workstream Worker/Lead then, click Go.

N
Role \
Region G4 Workstream Warker ﬂ @

2. Navigate to the Providers > CAP tab

MY DASHBOARD, CONSUMERS PROVIDERS REPORTS

ADT Record Name (24781)

Workers | Services | Provider ID Numbers | Contracts = Beds = Linked Providers | Conditions = Service Area | Admin Actions Mgamem

Providers | Divisions | EVV Activites = Forms = Enrollments | Authorizations =~ Motes =~ Credentials | EVV Scheduling = CAP  Appointments

3. Select the previously created new CAP record via the hyperlink for that record

Providers | Divisions = EVV Actiities | Forms = Enrollments = Authorizations = Notes | Credentials =~ EVV Scheduling = CAP

Filters

CAPID ML

Search  Reset

9 Providers CAP record(s) returned - now viewing 1 through 9

CAP /QIO Report
ID

Date Provider CAP Due Date Number of Number of Licensing QA Workstream
Number EgE Notified v 3 Alerts Items. Worker Worker
m Hokcelof Nong 0910112023 09502023 Pending 1 Reed, Monica
Compliance

17



4.

5.

Select Reports > NNC from the CAP Details page

ocd itennect

File  Reports /

NNC

CAP
Open NNC
N ——l 122

ltems
CAP Type Notice of Non-Compliance v

The NNC Report screen will display. Enter the CAP ID and click View Report

capID [106 |

WA Jori b bl & [ Jrnainves Be G

State of Florida

Agency for Persons with Disabilities

NOTICE OF NONCOMPLIANCE
Issued To(Name of Licensee): “Liteuse Number:
L (P F “
Address: Facility Name:
T AL Y [ AT ik
City: County: State: Zip: Telephone:
T o e H PINELLAS  |FL nme L
APD Representative: Title:

Sections 120.695, Florida Statues allow for certain minor offenses to be addressed by the issuance of a Notice of Noncompliance and the
requirement of corrective action without penalty.

VIOLATION

It appears that on 07/10/2023 . you were in violation of the following statute(s) or rule(s):

Item ID£109:  2.0032(3) Licensees and facility employees must permit any Ageney staff or designated agent of the State of Florida, who presents
proper State of Florida-issued identification, to enter and inspect any part of any facility building or to inspect records
relating to the operation of the facility or the provision of client care at any time that facility staff, management, owners,
directors, or residents are present in the facility. A violation of this subsection shall constitute a Class IT violation.

Comments: test

Save the NNC Report to the user’s device as a Word document so it can be
edited and attached to the Supervisor Review note in the next section. Add
the citation number and description into the Word document under Violation.

18



As Needed: Supervisor Review

The ADT Licensing and Monitoring Specialist will send a note to
the Supervisor to advise them to do a review of the CAP record,
> NNC, and any other documentation, and provide approval.

1. Set “Role” = Region QA Workstream Worker, then click Go.

N,
Role \
Region QA Worksiream Worker ﬂ @

2. Navigate to the Providers chapter and enter the Provider's Facility name in
the Quick Search filter and click Go.

at 6/12/2025 9:50:30 AM

Quick Search \

ADT Record Name) Providers ~ | Provider Name v ADVANCED SEARCH

MY DASHBOARD CONSUMERS ‘ PROVIDERS REPORTS

~

3. Navigate to the Providers > Notes tab

Quick Search

Providers ~| | Provider Name v @ ADVANCED SEARCH

.

MY DASHBOARD| CONSUMERS | PROVIDERS REPORTS

ADT Record Name (24781)

Workers = Services | Provider ID Numbers =~ Contracts =~ Beds LinIe\vaiders Conditions | Service Area | Admin Actions | Facility Management

Providers | Divisions | EVV Activites = Forms = Enrollments = Authorizatiol Notes = Credentials | EVV Scheduling | CAP | Appointments

Filters

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print

5. In the new Note record, update the following fields:
a. "Division" = APD

19



"Description" = Enter the CAP ID#

"Status" = Pending

@m0 oo0c0C

the user's device. Click Upload

“Associated Form ID#” = Enter Form ID# if applicable
"Note Type" = Quarterly Monitoring/Supervisor Review

"Note" = Advise Supervisor to review CAP, NNC and other documents

Click "Add Attachment" and search for the copy of the NNC report on

h. Click the Lookup button on the "Add Note Recipient" to add the

Supervisor as the Note Recipient

i. Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note

An astensk () indicales a requined Salkd

Woles Details
Divisian * APDW
Mote Dy ™ Elar, Syhvia w
Mot Date ™ oo |9
A 33aiiated Form IDd ‘-- 1234
Mok Trpe *—-—‘ Craney sning T para e Havbw -
Mot Bub-Type El
CAFID®
Descripbon ‘
(] 1] A
Advize Supandsor o review CAP, NNC and ofher
docimenis
- *—l‘-
Status ® _*--‘"
abe Camglstsd
Attachments
w3 AR
At hiesmds Grid
Caschiman CHSLOR" =
Theiw iee feo aflacsrments b Saply
Wl Recapienls
Azl b FROspeae Loging  Clew

Moty Recapients Grd

e Dt Sae

Dite Sagroad

6. When finished, click File > Save and Close Notes

20



File Tools

Spell Check

Save Motes

Save and Close Notes

Print

Close Notes \

As Needed: Supervisor Approval

The Supervisor will get notification of the note via their My
Dashboard. If no changes are necessary, they will then review
the ADT Quarterly Monitoring Tool form, marking it complete. If
there were violations found, the supervisor will also review the
CAP record, and the NNC. If all monitoring documentation meets
expectations, the supervisor will document their approval by
updating the existing note. If not approved, proceed to Further
Documentation Required

1. Set “Role” = Region QA Workstream Lead or Worker, then click Go.

N,
Role ""-..* o \
ole
Region QA Worksiream Lead ] @
Region QA Worksiream Worker ﬂ @

2. Navigate to the My Dashboard > Providers > Notes > Pending and click the

hype

rlink for the Pending notes.

‘ MY DASHBOARD  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE

JNSUMERS \ INCIDENTS PROVIDERS

lotes

H Inquiry Alert Notes List ‘ ‘ Notes ‘ ‘
0 || Unread Alert Notes 0 | Complete / 3
Pending 1"

3. Select the Note Type = Quarterly Monitoring/Supervisor Review
and select the pending record via the hyperlink.

Filters
Statis v

NoteType v

EqualTo v| [Fendng v/ ANDv| x
+

Search  Reset

25 My Dashboard Notes record(s) returned - now viewing 1 through 15

Provider [ NoteType , A ’ [ Note Date~ |
-

| [restProvider | Moninly Viontaring Superizor Review

|or20z3 [ Monny

21



4.

If this is a Supervisor Approval that required Further Documentation and it

was provided, but still does not meet requirements, repeat the Further
Documentation Required section.

If this is a Supervisor Approval that does not require further documentation or

further documentation was required and has been received, in the existing

Note record, update the following fields:

a.
b.

C.

“Associated Form ID#’ = Enter Form ID# if applicable
“‘Note Type” = Update to Quarterly Monitoring/Supervisor Approval
“Description” =

i. If this is a Supervisor Approval and Further Documentation is

NOT required, no updates.

ii. If this is a Supervisor Approval that required Further
Documentation, which has now been provided, update to
Further Documentation Provided— CAPID#

File Tools

Notes An asterisk () indicates a required field
Notes Details

Division ¥
Note By * Walsh, Kimberly
Note Date * 10072025 |

Associated Form ID# 1234

Note Type * | Quarterly Monitoring/Supervisor Approval v r

Note Sub-Type [~
Further Documentation Provided CAP ID #

Description

"Note" = Enter Notes
"Status" = Update to Complete

Click the Lookup button on the "Add Note Recipient" to add the
Region QA Worker/ADT Licensing and Monitoring Specialist as the
Note Recipient

Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note.

22



Notes Details

Division *

Note By * Walsh, Kimberly

Note Date * 100072025 |2

Associated Form ID# 1234

Note Type * e [Quarterly Monitoring/Supervisor Approval ~[

Note Sub-Type

Description Further Documentation Provided CAP ID # j
Hois New Text

i
.
»

B 7 U 16px -

[

Append Text to Note

Status * 4'/ Complete v

Date Completed 10/08/2025

Attarhmants

When finished, click File > Save and Close Notes

File Tools
Spell Check
Save Notes

Save and Close Notes

Print
Close Notes.

Select File > Close Notes

Q0 iConnect

File Tools
Print

Close Motes

Navigate to the Providers chapter and enter the Provider’s Facility name in
the Quick Search filter and click Go.

File
Quick Sesich

ADT Recoed Nams P sagen w Provies Hame - m ADVANCED SEARCH

WY DASHBOARD CONSUMERS | PROVIDERS REPORTS
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9. Navigate to the Providers > Forms tab and enter the Search criteria as Form

Name = ADT Quarterly Monitoring Tool, then click Search and select the
form via the hyperlink on the record

ADT Record Name (24781) E/
Workers =~ Services | Provider ID Numbers racts ~ Beds = Linked Providers = Conditions | Service Area | Admin Action

Providers = Divisions | EVV Activities = Forms = Enrollments | Authorizations | Motes  Credentials | EVV Scheduling = CA
Filters

Form Name v Equal To A ADT Quarterly Monitoring Tool » AND w x

Division hd + /
Reset

1 Providers Forms record(s) returned - now viewing 1 through 1

Division Form ID Form Name/ Review Review Date ~
APD 28038 ADT Quarterly Monitoring Tool

Quarterly 06/17/2025

10.Update the Status = Complete and click OK on the pop-up message box

ADT Quarterly Monitoring Tool

An asterisk (*) indicates a required field
Provider Assessment

Division * Worker * / Baer, Sylvia Lookup  Clear Detail
Review * Quarterly v Status * Complete v
Review Date * 0611772025 |8 Approved By Baer, Sylvia

Details
Approved Date 06/18/2025

Message from webpage

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

I Cancel

11.When finished, select File > Save and Close Forms
File

History

Duplicate Assessment
Spell Check

Save Forms

Delete Forms

Save and Add Another Forms
Save and Close Forms -
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As Needed: Service Provider NNC Notification

The ADT Licensing and Monitoring Specialist (Region QA
Workstream Worker) will get notification of the Supervisor Approval
via the note on their My Dashboard. They will attach the NNC to a
new note to notify the Service Provider.

1. Set “Role” = Region QA Workstream Worker, then click Go

N,
Role \
Region QA Worksiream Worker ﬂ @

2. Navigate to the Providers chapter and enter the Provider's Facility name in
the Quick Search filter and click Go.

Quick Search /

ADT Record Name Providers v Provider Name v @

~

MY DASHEOARD COMSUMERS PROVIDERS REFPORTS

3. The Provider’s record will display. Navigate to the Providers > Notes tab

MY DASHBOARD CONSUMERS | PROVIDERS REPORTS

ADT Record Name (24781)
Workers |~ Services | Provider ID Numbers | Contracts =~ Beds | Linked Providers = Congifons | Service Area | Admin Actions | Facility Management

Providers | Divisions | EVV Activities = Forms | Enrollments | Authorizations | Motes = Credentials | EVV Scheduling | CAP = Appointments

Filters

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print

5. In the new Note record, update the following fields:
a. "Division" = APD
b. “Associated Form ID#” = Enter Form |ID# if applicable
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"Note Type" = Monitoring

"Note Subtype" = NNC Notification
"Description" = NNC Notification — CAP |D#
"Note" = Enter notes

"Status" = Complete

Click "Add Attachment" and search for the copy of the Notice of Non-
Compliance report on the user's device. Click Upload

Click the Lookup button on the "Add Note Recipient" to add the
Service Provider as the Note Recipient

j- Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note

An asterisk (*) indicates a required field
Notes Details

Ta ™m0 a0

Division ¥

Note By * Baer, Sylvia v
Note Date % 1omerzozs |

Associated Form 0% ™ 1234

NoteType® M [Monitoring w1

Note SubType M [NNCHoificaion v}
Description ‘_—- NNC Motfication — CAF ID#

Note
Status *
Date Completed 10/09/2025
Attachments.
Add Attachment "‘_—‘_—-
Attachments Grid
Document Description Category Agtion
There are no attachments to display
Note Recipients
Add Note Recigient Lockup  Clear

Note Recipients Grid

Mame Date Sent Date Read Status Date Signed

6. When finished, click File > Save and Close Notes
File Tools
Spell Check
Save Motes

Save and Close Notes
Print
Close Notes

7. Upon saving the note, multiple Workflow Wizards are triggered with reminder
ticklers.
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File

Workflow Wizard Workflow Wizard

Review Provider Record Reassign this tickler to the
for Corrective Action Plan | licensee/designee =~
_ Monthly Monitoring Carrective Action Plan is

due in 5 days

8. Tickler - “Reassign this tickler to the licensee/designee. Corrective Action
Plan is due in 5 days” From the tickler flyout menu, the ADT Licensing and
Monitoring Specialist should reassign this tickler to the licensee/designee.

9. Tickler — “Review Provider Record for Corrective Action Plan — Monthly
Monitoring” This is a reminder for the ADT Licensing and Monitoring
Specialist to check that the provider has submitted their CAP.

a. Due on the 15th calendar day from the “Monthly Monitoring/NNC
Notification” Complete note

As Needed: Submit CAP

The Service Provider will receive the NNC Notification note
on My Dashboard. They will then update the CAP item(s) by

describing the action taken to correct the identified site visit

y violations. When finished, the Service Provider will send a
note to advise of the revisions and attach any supporting
documents.

1. Set “Role” = Service Provider then click Go.

Role \
~| S

2. Search for the Facility’s Provider record using the Quick Search. Navigate to
the Providers > CAP tab

File
Quick Search
ADT Record Name Providers ~ | Provider Name v

Y o

MY DASHBOARD, CONSUMERS | PROVIDERS ‘
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3. Select the appropriate CAP record via the hyperlink

ADT Record Name (24781)
Womars  Servicas | ProviderID Mumbars | Bads | Linked Providers  Servica Area

Prowiders. | CAP. EVV Activities = EVV Scheduling | Forms | Comtracts | Encoliments A W HNotes

Cradentals
T
Sowm Rt
¥ Prowatkeey CAF recarris) eggmed . now-vimwing f iwmugh 3
CARID mwmn‘m-;k GAP Prpe Dipte Prowisir Moifte> | CAPDwoDwle | S Nomiberof fles | Mumber of ems | Lipmaing Worker | QA Worksimge
L3l htice of MonComplience | s i) [y Pundng 1 ol oz
m Fiv o Aereciaion RN Frnving Fones. Monica
[0 Pl of Berseaiason [ 0RO | Pentig [ Fad, Moriss

4. Click the Items link on the left-hand navigation menu

File  Reports
‘ cap ‘ CAP
ltems CAPID 86
CAP Type Notice of Non-Compliance v
Date of CAP 04/01/2023 J
Associated Form ID#
Date Provider Notified 04032023 |
CAP Due Date 05122023 |4
Status Pending v

‘nl !‘63¢'A“

5. Select the Item to update via the hyperlink in the list view grid

File  Word Marge

. Filters

emiD. vl [+
iems.
Searcn | Resel

1 Droviders Htems record(s) retumag

iowvieving 1 trough 1

[ temb | aocwesoy | W Rencdaimbps | Sawahcive | fomsats | owdas | Combetas | Womer | Acimie Comtv RetcnRoqted
NE = o1y [Ferang o [Fess s =

Conectvz Acton Requred

6. In the Iltem Detail, update the following fields:

a. "Correction Action Required" = Enter steps taken to address the
deficiency, then click Append Text to Note

[T TR —— T =

..........

s T m b

28



7. When finished, click File > Save and Close Item
File
History
| Spell Check
Save Item
Save and Add Another Item
Save and Close ltem
Print

Close ltem

Repeat steps 4 — 7 for each item that has had deficiencies
addressed by the Service Provider. Leave all ltem statuses in
“Pending”

8. Click File > Close Items
File
Add ltem
Print

Close Items \

9. Navigate to the Providers > Notes tab

ADT Record Mame [24781)

Workers | Services | Provider ID Mumbers  Beds  Linked Providers  Service Area /

Providers CAP EVW Activithes EVV Schaduling Farms Coniracts Enrollrmants Autharizations HNotes Appointments Cradentials

10. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print \

11. In the new Note record, update the following fields:
a. "Division" = APD
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"Note Type" = Monitoring

"Note Subtype" = CAP Submitted

"Description" = CAP Submitted — CAP ID#

"Note" = Enter notes for details of supporting documentation
"Status" = Complete

Click "Add Attachment" and attach an individual copy of each

Supporting Document on the user's device. Click Upload

h. Click the Lookup button on the "Add Note Recipient" to add the ADT
Licensing and Monitoring Specialist (Region QA Workstream Worker)
as the Note Recipient

i. Enter Last Name and click Search in the pop-up browser window.

Select the Name of the worker to attach them to the note

ood iConnect ADT Record Name b
10/9/2025 10:25 AM

@m0 oo0c0C

File  Tools

An asterisk (%) indicates a required field

Notes Details

Division *

Note By *
Note Date * 1010872025 |0

MoteType* € T —)

Note Sub-Type < [ CAP Submitted vl
T <+ CAP Submitted - GAP 1D #

|B 7 U 6o - A-|

Note —

Status * Complete v
Date Completed 10/09/2025
Attachments /

Add Attachment

Attachments Grid

Document Description Category Action

There are no attachments to display

Note Recipients

Add Note Recipient: Lookup  Clear

Note Recipients Grid

Hame Date Sent Date Read Status Date Signed

12.When finished click File > Save and Close Notes
File  Tools
Spell Check
Save Notes

Save and Close Notes

Print
Close Notes
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As Needed: CAP Accepted

The ADT Licensing and Monitoring Specialist will receive notification
of the CAP Submitted note on My Dashboard. The ADT Licensing
and Monitoring Specialist will review the CAP Iltems and all
documentation to determine if the CAP is accepted. If all items are
complete then proceed, otherwise, proceed to CAP Rejected Note.

1. Set “Role” = Region QA Workstream Worker then click Go.

N,
Role \
Region QA Worksiream Worker ﬂ @

2. Navigate to the Providers chapter and enter the Provider's Facility name in
the Quick Search filter and click Go.

Quick Search \

ADT Record Name Providers v | | Provider Name v @

MY DASHECARD| CONSUMERS | PROVIDERS REFORTS

3. Navigate to the Providers > Notes tab

MY DASHBOARD CONSUMERS | PROVIDERS REFORTS

ADT Record Name (24781)
Workers | Services | Provider ID Numbers = Contracts = Beds = Linked Providers | Conditions = Service Area dmin Actions | Facility Management

Providers | Divisions = CAP | EVV Scheduling =~ EVV Activities = Forms | Enroliments | Authorizations | Notes = Credentials = Appointments
Filters

Note Date ~ +

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print

5. In the new Note record, update the following fields:
a. “Associated Form ID#” = Enter Form ID# if applicable

b. “Note Type” = Monitoring
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@ = o a o

“‘Note Subtype” = CAP Accepted
“Description” = CAP Accepted — CAP ID#
"Note" = Enter Notes
"Status" = Complete
Click the Lookup button on the "Add Note Recipient" to add

the Service Provider as the Note Recipient

h. Enter Last Name and click Search in the pop-up browser
window. Select the Name of the worker to attach them to the

note.

Notes Details

Associated Form D “lffmm—
Note Type ¥ 4—

+——

Note Sub Type

Description

<«

Date Completed

Status ¥

Attachments

Add Attachment

Attachments Grid
Document

There are no attachments to display

Note Recipients

Add Note Recipient:

| Baer, Syhia [

1o0ez0zs |
123
[Monitoring ——— w
[CAP Accepted v

CAP Accepted CAP ID #

| B 2 uli6p -[A -~

10/08/2025

Description [

Lookup  Clear

6. File > Save and Close Notes

ocd W onnect

File Tools
Spell Check

Save Motes

Save and Close Notes H

Print

Close Motes

id field

7. The Provider’s facility record will display

tab

Catagory

. Navigate to the Providers > CAP
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ADT Recond Name (24T81)
Waorkars Sarvices | Provider 10 Numbars Bads | Linked Prowiders  Sanvics Area

Providers | CAP . EVV Activities  EVV Scheduling | Forms | Contracts | Enroliments | Aarthorizations Notes | Appoimments | Credendals

Py, 1
CaFID - \

Sordh el

8. Select the appropriate CAP record via the hyperlink

ADT Record Name (24781)
Waorkars Sanvices Provider 10 Numbars Bads Linkad Prawiders Sarvice Area

Providers | CAP . EVV Activites  EVV Scheduling | Forms | Contracts | Enrolments | Authorizations Notes | Appoimmaents | Credentials

i 1
GAFID v \

s R

W Prowvicery CAF reqard(s) 1 d o wiewing 7 Hroug 3
CAFID mmu;& CHF Fyom Ciple Prowigier Motfled s |~ CAP Due D Teaiug Humies ol dberis.  Mumier of Hers Lipreging Wiorker | 03 Worksiosas

(711 ot of plos-Lomphencs. | DEAad0R) [TRE %k Fanarg 1 Faat Monicd
m Fir o Aempdnoe [ i m k] Frrvirg 1 Rl Monica
Lk Flam of Aersedaion DAY (UL Fanirg a s Womsa

9. Click the Items link on the left-hand navigation menu

File Reports

| cap | cap
lems ~ capiD 28
CAElVES
Date of CAP oa012023 |
Associated Form ID#
Date Provider Notified 04032023 |
CAP Due Date vs2i202 |
Status

(B 2 U 60 - A-|

Comments

Date Submitted by Provider E
Date Verified Complete by APD Staff E
Licensing Worker Reed, Monica

10.Select an individual Iltem via the hyperlink in the list view grid

File
<) Filters
CAP
T [ltemNumber j +
Items
2 ltems record(s) retumed - now viewing 1 through 2
ltem Number | QIO Category | Remediationfpe | StandardNotMet | ltem Status | DueDate | CompleteDate | Worker
rd
Licensing 1 Pending 02/2312018
Licensing Pencing

11.Update the following fields on the Item Details page:
a. “ltem Status” = Update to Complete



b. “Complete Date” = Enter Date

c. “Evidence of Completion” = Enter text and then click Append Text to
Note

IIIII [s] 25787
nnnnn Type [ Licensing ~ |*

inisg  Ouw

Al
EERETE N s e
FEETAR I e

.

O &) 94 AL My St e (vt .

— e

s ettt
e g

e

P ]

Repeat steps 9 — 11 for each item that is complete in the CAP
record.

12.When finished, click File > Save and Close Item
File
History
Spell Check
Save ltem
Save and Add Another Item

Save and Close [tem

Print
Close ltem

If ALL items are complete for the CAP record, then proceed to close
the CAP record.

NOTE: CAP record must remain in a Pending status until all items
are completed or rejected.
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13.Click CAP on the left-hand navigation menu

File

‘CAP

ltems \

14.Update the following fields on the CAP Details Page:

a. “Status” = Update to Complete

b. “Date Submitted by Provider” = Enter CAP Submitted Note Date
c. "Date Verified Complete by APD Staff" = Enter Date

CAP

CAPID

CAP Type

Date of CAP
Associated Form ID#
Date Provider Notified
CAP Due Date

Status  ~elff—

Comments

Date Submitted by Provider ~ ~lifesm——

Date Verified Complete by APD Staff ~ ~Slfie———

36

[Notice of Non-Compliance v |

040172023 |1

041032023 |4
051212023 |1

Complate v

|B I u ‘63:1'A’|

0812012023 |
081202023 |

15.When finished, select File > Save and Close CAP

File
Spell Check
Save CAP

Save and Close CAP

Print

Close CAP
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As Needed: Further Documentation Required

the existing Quarterly Monitoring/Supervisor Review note and

Q If further documentation is required, the Supervisor will update
send it back to the ADT Licensing and Monitoring Specialist.

1. Set “Role” = Region QA Workstream Lead, then click Go.

2. Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.

MY DASHBOARD  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE
IJNSUMERS \ INCIDENTS PROVIDERS
Inquiry Alert Notes List Notes
lotes 0 Unread Alert Notes 0 Complete / 3
Pending 11

3. Select the Note Type = Quarterly Monitoring/Supervisor Review
and select the pending record via the hyperlink.

Filters
NoeTypev |+

Search  Fesst

29 My Dashboard Notes records]retumed -now vizwing 1 tiough 13

Provider NoteType / Note Date-+ /DES \\\\\\\\ Autnor Status

Test Proicer ontly Mn tering Supenisor Review NB Monty MonieringSugenisc Teren Reed, Morice Pendng

4. In the existing Note record, update the following fields:
a. "Division" = APD
“Associated Form ID#’ = Enter Form ID# if applicable
"Note Type" = Quarterly Monitoring/Supervisor Review
"Description" = Update to Further Documentation Required — CAP ID#

® oo o

"Note" = Enter notes as to what documentation is needed. Click
Append Text to Note.

—h

"Status" = Leave as Pending

g. Click the Lookup button on the "Add Note Recipient" to add an
additional recipient — ADT Licensing and Monitoring Specialist (Region
QA Workstream Worker)
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Notes Details

Division ¥

Note By * | Baer, Sylvia ~

Note Date ¥ 10082005 |

Associated Form ID# 122

NoteType ® M Quarterly Montoring/Supervisor Review vl

Note Sub-Type [T

T 4 Further Documentation Required — CAP ID# J

B 7 U 6o - A

Nates

Note

status * 4+——
Date Completed

Attachments

Add Attachment

Attachments Grid

Dacument Description Category
There are no attachments to display
Note Recipients
Adid Note Recipient Lookup  Clear

5. When finished click File > Save and Close Notes
File Tools
Spell Check
Save Motes

Save and Close Notes
Print
Close Notes

As Needed: Requested Information

The ADT Licensing and Monitoring Specialist (Region QA
Workstream Worker) will receive notification of the Further
Documentation Required Note and make the necessary
corrections/revisions to the CAP items records. If applicable,
regenerate the NNC and attach to existing pending note.

1. Set “Role” = QA Workstream Worker then click Go.

N,
Role \
Region Q& Werksiream Worker ﬂ @
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2. Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.

MY DASHEQARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE
JNSUMERS \ INCIDENTS PROVIDERS
Inquiry Alert Notes List Notes
lotes 0 Unread Alert Notes 0 Complete / 3
Pending 1"

3. Select the Note Type = Quarterly Monitoring/Supervisor Review
and select the pending record via the hyperlink. Review the note for
the requested updates from the Supervisor.

Filirs
Sens v |EqulTo v pedng v DY [x
NoteTypev| |+

Search  Fesst

29 My Dashboard Notes record(s] retumed - now vieving 1 through 15-

Provider NoteType / Note Date-+ ‘/Descnpno'\ Autnor Status

Test Provicer Montly M taring Supenvisr Review WD Moty VonieringSupenviscr eren Reed, Morice Pendng

4. To update the items in the CAP, navigate to the Providers chapter and enter
the Provider’s Facility name in the Quick Search filter and click Go.

at 6/12/2025 9:50:30 AM

Quick Search \

ADT Record Namel Providers | | Prover Name - ADVANGED SEARCH

MY DASHBOARD CONSUMERS PROVIDERS REPORTS

/'

5. The Provider’s record will display. Navigate to the Providers > CAP tab

MY DASHBOARD CONSUMERS PROVIDERS REPORTS

ADT Record Name (24781)

Workers | Services | Provider ID Numbers | Contracts | Beds | Linked Providers | Conditions | Service Area = Admin Actions Mgamem

Providers | Divisions = EVV Activities = Forms | Enrollments = Authorizations | Notes | Credentials | EVV Scheduling | CAP | Appointments

6. Select the appropriate CAP record via the hyperlink

Workers | Services | Provider ID Numbers | Confracls | Beds | Linked Providers |~ Condiions | Service Area | Admin Actions

Providers | Divisions | EVVAchviies ~Forms = Enrollments | Aufhorizations =~ Notes = Credenfials = EVV Scheduling = CAP = Apt

Filters
CAPID v 4+
Search  Reset

8 Providers CAP record(s) returned - now viewing 1 through &

CAPID | QIO Report Number CAP Type Date Provider Notified ~ | CAP Due Date Status Number of Alerts | Number of ltems | Licensing Worker | QA Workstream Worker
121 Notice of Non-Compliance 08/01/2023 08/15/2023 Pending 1 Reed, Monica

13 Plan of Remediation 0712012023 Pending 1 Reed, Monica

14 Plan of Remediation 07/03/2023 08/03/2023 Pending 0 Reed, Monica
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7. Click the Items link on the left-hand navigation menu

File  Reports

cAP
| |

Items

CAP
CAPID

CAP Type
Date of CAP

Associated Form ID#

Date Provider Notified

CAP Due Date

Status

Comments

Date Submitted by Provider
Date Verified Complete by APD

Staff

123

Notice of Non-Compliance v

09/25/2023
502
09/25/2023
10/10/2023
"Pending

B I U

-

-
=

ERE

16px * A v

8. Select an Item via the hyperlink in the list view grid

File
Fiters
CAF
1 tem Number e
Items
e ] e

2 Items record(s) returned - now viewing 1 through 2

ltem Number | QIO Category | Remediation{pe | StandardNotMet | ltem Status | DueDate | Complete Date | Worker
Licensing 1 Pending 02/2312018
Licensing Pending

9. Enter the Corrective Action Required information and click Append Text to

Note

nnnnnnnnnn

nnnnn

Corrective Action Requirea

If the Supervisor does not agree with a violation added by the
ADT Licensing and Monitoring Specialist, he/she may ask for it
to be removed. The Item Status should be changed to

‘‘‘‘‘‘‘‘ oV

1 Complete and signed
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Complete, and a Comment added that it was removed per the
Supervisor’s instruction.

10.When finished, click File > Save and Close Item

File

History

Spell Check

Save ltem

Save and Add Another ltem

Save and Close [tem

Print

Close Item \

11.Click File > Close Items

File

Add ltem

Print

Close Items 1-.\__\

12.1f changes are made to the CAP Items, a new NNC needs to be generated.
Complete the steps in the As Needed: Generate NNC section of this manual.
Save the new NNC to your device.

13.Return to the existing Monthly Monitoring/Supervisor Review note record from
My Dashboard > Provider > Notes or the Provider > Notes tab. Update the
following fields:

a.

b
C.
d

®

"Division" = APD

. "Note Type" = Leave as Quarterly Monitoring/Supervisor Review

"Description" = Change to Further Documentation Provided — CAP ID #

. "Note" = Enter notes as to what corrections/revisions have been made

and what attachments have been provided
"Status" = Leave as Pending

Click "Add Attachment" and search for the copy of NEW NNC on the
user's device. Click Upload.
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g. Click “Remove” to delete the original NNC from the note. Only the most
recent version needs to be attached.

h. Click the Lookup button on the "Add Note Recipient" to add an
additional recipient — QA Workstream Lead

Notes Details

Division ¥

Note By * [Baer, Sylvia v

Note Date ¥ 10082025 |
Associated Form 1D# 4 123

Note Type * 4_._.—— Quarterly Monitoring/Supervisor Review [

Note Sub-Type 4—

- Further Documentation Provided— CAP ID#
Description A
B I U 16pc v AT
Motes

Note <

Status * /

Date Completed

Attachments
Add Attachment 4,_...-—-"'"

Attachments Grid
Document Description Category

There are no attachments to display ’

Note Recipients

Add Mote Recipient Lookup  Clear

14.When finished click File > Save and Close Notes

File Tools
Spell Check
Save Motes

Save and Close Notes

Print
Close Notes

If all corrective actions are completed, proceed back to
Supervisor Approval.
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As Needed: CAP Rejected Note

If all corrective actions are not completed, the ADT Licensing and
Monitoring Specialist will create a note to advise the Provider of the
outstanding items along with updating the CAP items to Rejected.
The ADT Licensing and Monitoring Specialist can use the_Provider
CAP Report to track the items that have been rejected and require

follow up.

1. Set “Role” = Region QA Workstream Worker then click Go.

N,
Role \
Region Q& Werksiream Worker ﬂ @

2. Navigate to the Providers chapter and enter the Provider's Facility name in
the Quick Search filter and click Go.

at 6/12/2025 9:50:30 AM

Quick Search \

ADT Record Name] Providers v | Provider Name v @ ADVANCED SEARCH

MY DASHBOARD CONSUMERS ‘ PROVIDERS REPORTS

7

3. The Provider’s record will display. Navigate to the Providers > Notes tab

Quick Search
v Provider Name v @ ADVANCED SEARCH

o

MY DASHBOARD| CONSUMERS ‘ PROVIDERS REPORTS

Providers

ADT Record Name (24781)

Workers | Services | Provider ID Numbers | Contracts | Beds Link\?ruwder& Conditions =~ Service Area =~ Admin Actions = Facility Management

Providers | Divisions = EVV Activites = Forms = Enroliments | Authorizatiol Notes = Credentials =~ EVV Scheduling = CAP | Appointments

Filters

4. Click File > Add Notes

File Reports
Add New Provider Search

Add MNotes

Print \
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5. In the new Note record, update the following fields:

a. "Division" = APD
b. “Associated Form ID#” = Enter Form |ID# if applicable
c. "Note Type" = Monitoring
d. "Note Subtype" = CAP Rejected
e. "Description" = CAP Rejected — CAP ID #
f. "Note" = Enter notes as to why the CAP is being rejected and what is
lacking per Rule 65G — 2.004(2).
g. "Status" = Pending
h. Click the Lookup button on the "Add Note Recipient" to add the
Service Provider as the Note Recipient
i. Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note
Note By * [Baer, Sywia hd
Note Date 10082025 |
—— — o
Note Sub-Type <4+ [CEF Rejected v]
Deseription ‘_ CAP Rejected— CAP ID# .
E:te-r{nn]fes:?s: k; \:hy the CAP is being rejected and
what is lacking per 65G - 2.004(2)
Note /
Status ¥ 4+

Add Note Recipient: Lookup Clear

6. When finished click File > Save and Close Notes

File
Spell Che

Tools

ck

Save Notes

Save and

Print

Close Notes

Close Notes \
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7. Navigate to the Provider’s Chapter

| MY DASHBOARD COMNSUMERS PROVIDERS .

8. The Provider’s record will display. Navigate to the Providers > CAP tab

MY DASHBEOARD| CONSUMERS | PROVIDERS REFORTS

ADT Record Name (24781)

Woaorkers | Services | Provider ID Numbers = Contracts = Beds | Linked Providers | Conditions | Service Area  Admin Actions Mgemem

Providers | Divisions =~ EVV Activities =~ Forms | Enrollments | Authorizations =~ Notes | Credentials | EVV Scheduling | CAP | Appointments
Filters:

9. Select the appropriate CAP record via the hyperlink

CAP QIO Report Date Provider 7 Number of Number of . .
ID Number Notified SRS lens ltems | icensing Worker
Richardson,
7 07/09/2018 Pending 1 Regina

10.Click the Items link on the left-hand navigation menu

| cap ‘ CAP
tems CAPID 122

CAP Type Notice of Non-Compliance v

Date of CAP 0s0iz023 |

Associated Form ID#

Date Provider Notified 000172023 |

CAP Due Date 0gn0z02s |

Status
| B £ Ulweox - A~
Enter Comments

Comments

Date Submitted by Provider =

Date Verified Complete by APD Staff =

11.Select an individual Iltem via the hyperlink in the list view grid that has not
been completed

File
Filters
CAP
| item Number j +
Items

2 Items record(s) returned - now viewing 1 through 2

tem Number | QIO Category | Remediation#fpe | StandardNotMet | lemStatus | DueDate | CompleteDate | Worker
»
Licensing 1 Pending 12/23/2018
Licensing Pending

12.1n the ltem record, update the following fields:
a. "ltem Status" = CAP Rejected
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b. "Corrective Action Required" = Enter notes on what is rejected and
what needs to be done to resolve the deficiency
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Repeat steps 11 — 12 for each item that needs to be rejected in
the CAP record.

13.When finished, click File > Save and Close Item
File
History
Spell Check
Save Item
Save and Add Another Item
Save and Close ltem
Print

Close ltem



As Needed: CAP Revised

The Service Provider will review the CAP Rejected Note and make
the necessary revisions to the CAP item record(s). Once the CAP
Iltems have been updated, they will update the existing note to
advise the ADT Licensing and Monitoring Specialist that the
revisions have been made.

1. Set “Role” = Service Provider then click Go.

Role S ——

SenvcePoer TNl GO

2. Navigate to the Providers chapter and enter the Provider’s Facility name in
the Quick Search filter and click Go.

File
Quick Search /

ADT Record Name Providers v| | Provider Hame | = ADVANCED SEARCH

MY DASHBOARD, CONSUMERS | PROVIDERS

2. Navigate to the Providers > CAP tab

ADT Record Name (24781)

Workers | Services | Provider ID Numbers | Contracts | Beds | Linked Providers | Conditions | Service Area = Admin Actions | Facility Management

Providers | Divisions | EVV Activities | Forms = Enrollments = Authorizations | Notes = Credentials =~ EVV Scheduling m Appointments
Filters
CAPID v +

3. Select the appropriate CAP record via the hyperlink

1 CAP record(s) returned - now viewing 1 through 1

-
CAPID QIO Report Number Date Provider Nw’smms Number of Alerts Number of items Licensing Worker

iz oTosztE Pending 1 Richardson, Regina

4. Click the Items link on the left-hand navigation menu

| cap ‘ CAP
tems CAPID [F7)

CAP Type

\ Date of CAP va012023 |
Associated Form ID#
Date Provider Notified 19012023 |
CAP Due Date 302023 |
Status

‘BIu'Ep--A'

Enter Comments
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5. Select an Item via the hyperlink in the list view grid

File
Filters
CAP
Y | ltlem Number j +
llems
i R

2 tems record(s) returned - now viewing 1 through 2

tem Number | QIO Category  Remediation&fpe | Standard NotMet | Item Status | DueDate | Complete Date | Worker

*
Licensing 1 Pending 02/2312018

Licensing Pending

6. Enter the Corrective Action Required information and click Append
Text to Note
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7. When finished, click File > Save and Close Item
File
History
| Spell Check
Save Item
Save and Add Ancther ltem

Save and Close ltem

Print
Close ltem

8. Click File > Close Items
File
Add Item

 Print

‘_ Close ltems ‘l\



9. Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.

MY DASHBOARD CONSUMERS PROVIDERS
PROVIDERS

Notes
Complete 59

Draft 1

Pending - 29

10.Select the Note Type = Monitoring and Note Subtype = CAP
Rejected and select the pending record via the hyperlink.

Search  Reset

ough 15
a / Description Author | Smws C
‘ejected Reec, Monica | Pending |

Provider

11.In the existing Note record, update the following fields:
a. “Associated Form ID#” = Enter Form |D# if applicable

“‘Note Type” = Leave as Monitoring

“‘Note Subtype” = Update to CAP Revised

“Description” = Update to CAP Revised — CAP ID #

"Note" = Enter Notes as to what corrections were made

"Status" = Update to Complete

Click "Add Attachment" and search for the copy of supporting

documents on the user's device. Click Upload

h. Click the Lookup button on the "Add Note Recipient" to add
the ADT Licensing and Monitoring Specialist as the Note
Recipient

i. Enter Last Name and click Search in the pop-up browser
window. Select the Name of the worker to attach them to the
note.

@ "o ao0o
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Notes Details

Divigion ¥

Note By * Provider, Sylvia

Note Date * 1002025 |

Note Type * [Monitoring ]

Mote Sub-Type 44— [CAP Revised ~f

Description ‘_ CAP Revised CAP ID #

on 1@/9/2825 at 11:06 AM, Sylvia Provider wrote:

Enter defails

On 1@/9/2825 at 11:67 AM, Sylvia Provider wrote:

Additional Details

Mo New Text
B I U 16px ~ A~
/ Append Text o Note
Status * Complete v
Date Completed 10/08/2025
Attachments

Add Attachment ‘

Attachments Grid

Document Description Category

There are no attachments to display

Note Recipients

Add MNote Recipient: Lookup Clear

12.When finished, click File > Save and Close Notes

Proceed to CAP Accepted
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As Needed: CAP Missed Due Dates

If after receiving the Reminder tickler that the CAP is due after 15
calendar days, the ADT Licensing and Monitoring Specialist
p identifies that the due dates have been missed, they will notify the
Q Service Provider via a note. The Service Provider will then have an
additional 10 days to resubmit an amended CAP. The ADT
Licensing and Monitoring Specialist can also use the Provider CAP
Report to track the Item due dates.

1. Set “Role” = Region QA Workstream Worker, then click Go
Y

Role \

Region Q& Werksiream Worker ﬂ @

3. Navigate to the Providers chapter and enter the Provider’s Facility name in
the Quick Search filter and click Go.

Quick Search /

ADT Record Name Providers v Provider Name v @

po

MY DASHBOARD, CONSUMERS | PROVIDERS REPORTS

3. The Provider’s record will display. Navigate to the Providers > Notes tab

MY DASHBOARD CONSUMERS | PROVIDERS REPORTS

ADT Record Name (24781)
Workers | Services | Provider ID Numbers = Contracts | Beds | Linked Providers CnndWService Area | AdminActions | Facility Management

Providers = Divisions = EVV Activites | Forms = Enrollments | Authorizations = MNetes  Credentials | EVV Scheduling  CAP | Appointments

Filters

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print

5. In the new Note record, update the following fields:
a. "Division" = APD
b. “Associated Form ID#” = Enter Form |ID# if applicable
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c. "Note Type" = Monitoring
d. "Note Subtype" = CAP Missed Due Dates
e. "Description" = CAP Missed Due Dates — CAP ID#
f. "Note" = Enter notes to advise of the missed due dates
g. "Status" = Complete
h. Click the Lookup button on the "Add Note Recipient" to add the
Service Provider as the Note Recipient
i. Enter Last Name and click Search in the pop-up browser window.
Select the Name of the worker to attach them to the note
— o T )
::w;immq—‘_
Mote SubType M ;
hoe
=

Add Note Recipient: Lookup  Clear

6. When finished, click File > Save and Close Notes
File  Tools
Spell Check
Save Motes

Save and Close Notes
Print
Close Notes

7. Upon saving the note, a Workflow Wizard triggered a reminder tickler for the

ADT Monitor that is due in 11 calendar days. The ADT Monitor will retrieve it

from My Dashboard >Provider > Ticklers.
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MY DASHEOARD CONSUMERS

Notes
Complete

Pending

Ticklers

Ticklers

Provider Selections
Accepted

Admitted

Workflow Wizard

New Corrective Action
Plan is Due - Monthly
Monitoring_Missed Due
Dates

PROVIDERS UTILITIES

PROVIDERS

REPORTS

a. Tickler - “New Corrective Action Plan is Due — Monitoring Missed Due

Dates”

b. Assigned to the ADT Licensing and Monitoring Specialist

c. Due on the 11th calendar day from the “Monthly Monitoring/Missed
Due Dates” completed note

The Service Provider is notified that a new CAP is needed by

being the recipient on the Monitoring > CAP Missed Due Dates
note sent by the ADT Licensing and Monitoring Specialist. The
Service Provider will need to proceed to Submit CAP and update

the CAP record after reviewing the CAP Missed Due Dates note.

As Needed: Provider CAP Report

1.

y
£
S

The ADT Licensing and Monitoring Specialist (Region QA
Workstream Worker) and/or Lead can use the “Provider CAP Report”
to monitor CAP Item due dates. This same report can also be used
to track due dates of rejected CAP items

Set “Role” = Region QA Workstream Worker, then click Go.

N

Role

Region Q& Werksiream Worker

Y
~
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Navigate to My Dashboard, use the Reports menu dropdown, and select the
Provider CAP Report to monitor CAP item due dates.

Role

N Welcome, Jennifer Buck My Dashboard Sign Out
ogd iCennect e s o ¢ Regon GA Workstoam Werkar ‘&
File Reports
A
Missing Provider Selection - HAR Gonsumes s o [ LastName . ﬁ _ ADVANCED SEARCH
Pending Notes - Consumers HAR Y
Pending SANs
Plan Report [ MY DASHBOARD | CONSUMERS PROVIDERS REPORTS
Planned Service Rates vs Credentials PROVIDERS TASKS
Provider CAP Re (
Divisio pat > ‘ Notes (>) || Links

Provider Documentation - HAR

APD El 1 Complete 1 iConnect eLearning Library
Provider Reactive Strategies

APD El 1 Pending 1 APD Help Desk

Renewal Application Sybmissions

The report parameters window displays. Update the following:
“CAP Begin Date” — Enter the CAP start date
“CAP End Date” — Enter the CAP end date

c. “QlO Report Number” - Enter the number or select NULL to return all
results.

d. Click “View Report”

The page refreshes, and the report results are returned. Click the export
options icon, then select Excel to save this report in Excel format. This will be
helpful so the results can be filtered and sorted by the user.

o

CAP Begin Date: [/25/2022 12:00:00 AM | Onuwe ) CAP End Date: [5/25/2023 12:00:00 AM 10 nute (8]
QIO Report Number: | NULL
——
WA Jor2z b M & [ Jrnginec [B4]®
. XML file with report data
Prov I d er CAP Re port CSV (comma delimited)
Report Run Time:9/25/2023 6:36:39 PM I
Excel
Provider Medicaid ID

TIFF file
Word

MHTML (web archive)

NORTHEAST  Duval 21347 Test Provider FL545454 86

NORTHEAST  Duval 21347 Test Provider FL545454 87
NORTHEAST  Duval 21347 Test Provider FL545454 87
NORTHEAST  Duval 21347 Test Provider FL545454 92
NORTHEAST ~ Duval 21347 Test Provider FL545454 103
NORTHEAST  Duval 21347 Test Provider FL545454 113

53



As Needed: Repeat Violations

During subsequent quarterly monitoring visits, if the ADT
Licensing and Monitoring Specialist identifies that the facility is still
in violation of a standard that was identified on the prior quarter’s
site visit, the violation will not be added to the current quarter’'s
new CAP record.

The previous quarters’ CAP will still be open for those previously
identified violations. The item/violation will be updated in the
original CAP record with new comments as applicable.

If new violations are identified for the current quarter, the ADT
Licensing and Monitoring Specialist will open a new CAP for the
new violations. The ADT Licensing and Monitoring Specialist will
generate the NNC for the new violations only.

1. Set “Role” = Region QA Workstream Worker, then click Go.

b
Role \
Region QA Werksiream Worker ll @

2. To update the items in the CAP, navigate to the Providers chapter and enter
the Provider’s Facility name in the Quick Search filter and click Go.

Quick Search Ig

ADT Record Name Providers ~ | | Provider Name v W

MY DASHBOARD| CONSUMERS PROVIDERS REPORTS

3. The Provider’s record will display. Navigate to the Providers > CAP tab

MY DASHBOARD CONSUMERS PROVIDERS REPORTS

ADT Record Name (24781)

Workers | Services | Provider ID Numbers | Contracts | Beds Linked Providers | Conditions | Service Area | Admin Actions ygemem

Providers | Divisions | EVV Activities | Forms  Enrollments = Authorizations | Motes | Credentials =~ EVV Scheduling = CAP ppointments

4. Select the appropriate CAP record via the hyperlink
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Filters.

CAPID

v+

Search  Reset

8 Providers CAP record(s) returned - now viewing 1 through &

Workers = Services | Provider IDNumbers | Contracts | Beds | Linked Providers | Conditions = Service Area | Admin Actions

Providers

Divisions | EVV Activiies |~ Foms | Enrolments | Authorizations | Notes | Credentials | EVV Scheduing | CAP At

CAPID QIO Report Number ‘ CAP Type Date Provider Notified» =~ CAP Due Date Status. Number of Alerts |~ Number of ltems | Licensing Worker QA Workstream Worker
ivl Notice of Non-Compliance: 08/0172023 08/1572023 Pending 1 Reed. Monica
13 Plan of Remediation 0712012023 Pending 1 Reed, Monica
14 Plan of Remediation 0710312023 08/032023 Pending 0 Reed, Monica
5. Click the Items link on the left-hand navigation menu
File  Reports
CAP
CAP |
| CAPID 123
ltems : -
CAP Type Motice of Non-Compliance
Date of CAP 09/25/2023 |9
Associated Form ID# 502
Date Provider Notified 09/25/2023 &=
CAP Due Date 10102023 |
Status Pending v
B I U i6px » A~ =
Comments
-

Date Submitted by Provider
Date Verified Complete by APD

Staff

ENE

6. Select an ltem via the hyperlink in the list view grid

File

CAF

Items.

Filters

Item Number j +

2 items record(s) returned - now viawing 1 through 2

Item Number | QIO Category RemediationAype Standard Not Met Item Status Due Date Complete Date | Worker
Licensing 1 Pending 02/2312018
Licensing Pending

7. Update the following fields as applicable:
“Comments” = add information

a.
b.
C.

“‘Due Date” = update due date if needed

“Corrective Action Required” = add information and click Append Text

to Note

8. When finished, click File > Save and Close Item
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File

History

Spell Check

Save ltem

Save and Add Ancther [tem

Save and Close ltem

Print
Close ltem

9. Click File > Close Items
File
Add Item
~ Print

. Close ltems ‘-\_

10.The ADT Licensing and Monitoring Specialist will complete the As Needed:

Add CAP for Violations section of this manual if there are new violations
identified during the current month’s site visit.
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