
Chapter 10 | Support Plan 

 
Introduction 

The Support Plan cannot be created until the cost plan is first initiated for an 
individual coming onto the waiver for the first time. The initial cost plan can be 
created once the QSI Assessment is completed. Based on the Consumer/Legal 
representative’s responses to questions in the QSI Assessment, iConnect uses 
Copy Shared Responses functionality to import QSI responses directly into the 
Person-Centered Support Plan (PCSP). The WSC will review the QSI responses 
and address those needs during person-centered planning. 

For existing consumers already in iBudget, the QSI has already been completed 
and will not be added to iConnect; therefore, the Copy Shared Responses function 
will not be available. 

Once the WSC has completed the person-centered planning process, he/she will 
create the support plan as a Form in iConnect. 

 
Create the Support Plan 

1. Upon enrolling the Consumer into the APD waiver Program (see Chapter on 
Standard APD Enrollment), a Workflow Wizard triggered the following Ticklers to the 
Waiver Support Coordinator: 

a. Complete Person-Centered Support Plan - Assigned to WSC, Due 
Immediately 

b. Complete Amount Implementation Meeting - Assigned to WSC, Due 
Immediately 

c. Upload Support Planning Collateral Documents to Note - Assigned to WSC, 
Due Immediately 

d. Eligibility Worksheet Reminder - Assigned to WSC, Due in 45 Days 

 
2. To complete the Ticklers, log into iConnect and set Role = WSC/CDC. Click Go. 

 
3. On the My Dashboard, find the Consumers section and scroll down to the Ticklers 

Panel. Click on Ticklers to open the Tickler Queue: 



 

 
4. Use the multi variable search to narrow down the Tickler Queue. Click Search: 

 
5. From in the Tickler Queue, hover over the arrow next to the Tickler called Complete 

Person-Centered Support Plan to open it: 

 
6. The Person-Centered Support Plan form displays. 

 
7. Complete the header information. In the header of the form, set Review = Initial and 

Status = Open. 
NOTE: There should be only one Support Plan for the year. The WSC will leave the 
status = Open and make changes to the same form when there is an update vs. 
creating a new form each time there is an update. 

 
8. Information from other forms such as the QSI Assessment can be copied over into 

the support plan record automatically using the Copy Shared Response functionality 
in iConnect. 



9. The WSC will select File > Copy Shared Responses and select the Questionnaire 
for Situational Information Assessment from the list of available forms. 

 

 
10. A list of Assessments with Shared Responses is displayed. Select the 

Questionnaire Situational Information form. 
 

 
11. Once selected, the system will pull the information from the QSI to fill in the full QSI 

section on the Person-Centered Support Plan form. 

 
12. Please note that the Person-Centered Support Plan in iConnect should be filled out 

in the same way as the hard copy Person-Centered Support Plan. For questions 
related to what type of information should be included in the various sections of the 
support plan, please refer to the Person-Centered Support Plan Training modules 
found on the APDcares.org website. 

 
13. Update all remaining fields. 



 

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

 
15. In the Workflow Wizard, hover over the arrow next to the Tickler to click Complete. 

 
16. When finished, click File > Close Workflow Wizard. 

 
Add Medication 

A user can add a medication on the Medication Tab of the consumer record or add 
a medication to the Medication Tab of the consumer record from the Person- 
Centered Support Plan form. 

 

Add a new Medication from a Form 

1. To add a new medication from within the PCSP, the WSC will either add a new 
PCSP or open the existing PCSP. 

 

 



 

 
2. Medications are captured in the Medications tab of iConnect and can be added to 

the support plan without the WSC re-typing the information. 

 
3. WSCs can also add new medications from the Person-Centered Support Plan form 

and the medication will be added to the support plan and the Medications tab of 
iConnect. 

 
4. To add an existing medication from the Medication tab to the Person-Centered 

Support Plan, select Search and a list of medications from the medications tab of 
the consumer record is displayed. Select a medication and the page refreshes and 
the support plan is populated with the medication information. 

 

 

 

 
5. To add a new medication from the Person-Centered Support Plan that will be added 

to the Support plan form and to the Medication tab, use the Medication Control on 
the form. 

 
6. In the My Health section of the form, select Add New Medication. 



 
7. The Medication search window opens. Begin typing the name of the medication. 

Matching values are displayed. Select the medication and complete the remaining 
fields. 

 

 
8. Once complete, select Save and Close. The page will refresh with the medication 

information section completed. Save and Close the Person-Centered Support 
Plan form. 

 
Add Medication to the Medication Tab 

1. Navigate to the Medication tab on the Consumer record. 

 
2. From the File menu >Select Add Medication. 



 

 

3. Complete the Medication details page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
. 

 

 
4. When complete, select File > Save and Close Medication. Repeat this 

process for each Medication. 



Schedule & Complete the AIM 

 
1. Back in the Tickler Queue, click to open the Tickler called Complete AIM: 

 

 

2. A Message Tickler opens - Complete Amount Implementation Meeting (AIM) with the Consumer or 
their Legal Representative. Click OK. 

 

 
3. Hover over the arrow next to the Tickler to click Complete, then schedule and 

complete the Amount Implementation Meeting (AIM) following the steps outlined 
below: 

 
4. Contact the Consumer to schedule the AIM and to identify AIM participants. 

Document each contact in a Consumer Note record. 

5. To do so, navigate to the consumer’s record and click on the Notes tab > File > 
Add Note: 

 
6. In the new Consumer Note record, update the following fields: 

a. Division = APD 

b. Note Type = Support Plan 

c. Note Subtype = Pre-Support Planning Activities 



d. Status = Complete 

 
7. When finished, click File > Save and Close Note. 

 

8. Upon identifying Consumer Participants, add them to the Consumers record by 
clicking on Contacts > Add New Contacts Search: 

 

9. Use the multi variable search to search for the Participant. 

 
10. If you find a matching record in the search results, click on the match. 

 
11. If no matching record is found, click Add New: 



 
12. On the Contact Detail page, update all relevant fields including Primary Relationship 

and Relationships = Care Planning Participant (if they will be invited to participate in 
the AIM) 

 
13. When finished, click File > Save and Close Contacts 

 
14. Upon identifying the consumer’s AIM Participants, reach out to invite them to 

participate in the AIM. Document each participant outreach attempt in a Consumer 
Note. To do so, navigate to the consumer’s record and click on the Notes tab > File 
> Add Note. 

 
15. In the new Note record, update the following fields: 



a. Division = APD 

b. Note Type = Support Plan 

c. Note Subtype = Pre-Support Planning Activities 

d. Status = Complete 

 
16. When finished, click File > Save and Close Note. 

 
17. Upon reaching the Consumer via telephone, schedule the appointment. Optionally, 

add an Appointment in iConnect on the Consumers record. To do so, navigate to 
the consumer’s record and click Appointments > File > Add Appointment. 

 

18. In the new Appointment record, update the following fields: 

a. Division = APD 

b. Start Date 

c. Start Time 

d. End Date 

e. End Time 

f. Appointment Type = AIM/Support Plan Meeting 

g. Status = Scheduled 

 
19. When finished, click File > Save Appointment 



 

 

20. Upon doing so, the Appointment record will refresh and display the Add Attendee tab 
 

21. To add Participants to the Appointment, click on the Add Attendee tab and set 
Filter = Case Relations. 

 
22. Click on the appropriate relation and click Add to add the Participant to the 

Appointment. Note that you can use the CTRL key to select multiple workers before 
clicking Add 

 
23. When finished, click File > Save and Close Add Attendee 



24. Prior to conducting the Initial Support Plan/AIM meeting, the WSC will prepare the 
documentation. WSCs will take a meeting signature sheet to the Initial Support 
Plan/AIM meeting with the Consumer. A blank Person-Centered Support Plan 
output report is printed. It will be filled out when face to face with the consumer and 
then keyed into the Person-Centered Support Plan form in iConnect. 

 
25. The WSC will add Planned Services discussed with the Consumer in iConnect. 

Planned services can be added before and/or after the Initial Support Plan/AIM 
meeting with the consumer. If they are entered before, the WSC can benefit from a 
partially completed AIM Worksheet to review with the Consumer. 

 
26. There will be a second meeting with the Consumer. The planned services have 

been entered and the Person-Centered Support Plan form has been completed in 
iConnect. The completed Person-Centered Support Plan report output and AIM 
Worksheet are printed from APD iConnect. Both are signed by the consumer and 
added as attachments to Notes in iConnect. 

 
27. Before printing the AIM, navigate to the Plans tab and open the existing Plan 

record: 

 
28. Update the following fields: 

a. Worker = WSC 

b. Status = Draft 

 
29. When finished, click File > Save Plan. 

30. Print the AIM Worksheet. On the Plan Information page, click Reports. From here, 
select the AIM Worksheet. 



 

 
31. This will launch a new window. Choose to save as an excel document, so it can be 

edited. 

 
32. Excel will launch and the AIM worksheet will show as 3 sheets. Each sheet 

represents a page of the AIM Worksheet. All 3 sheets need to be printed to take to 
the consumer and review. 



 

 

 
33. Sheet 2 pulls from any existing planned services in the Plan 



 
 

 
34. Print the Person-Centered Support Plan. Navigate to the Forms tab. Open the 

Person-Centered Support Plan Form from the grid view. 

 
 

 
35. From within the PCSP form, select Reports > Person Centered Support Plan. 
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36. This will launch a new window. The WSC can either save directly to note or save as 

pdf to their computer. Either option will give the WSC a printable pdf version of the 
PCSP to be used when gathering consumer / legal representative signature. 

 

 
37. If the Save to Note option is chosen, a Note window will launch with the pdf output 

listed as an attachment. 

Christine.Buffington
Line



 
 

 
38. Attach a copy of the signed AIM Worksheet and Person-Centered Support Plan to a 

Note in iConnect. On the consumer’s record, click on Notes > File > Add Note: 

 
39. In the new Note record, update the following fields: 

a. Note Type = Support Plan 



b. Note Subtype = Signatures 

c. Status = Complete 

d. Attach the signed Person-Centered Output Report to the Note record by 
clicking Add Attachment > Browse > select the appropriate file from your 
computer > Upload 

e. Note Recipients = the WSC add all relevant providers as recipients on that 
note. If an update to the PCSP has information necessary for any or all 
providers, the WSC will follow the same process to notify the pertinent 
providers. 

 
40. When finished, click File > Save and Close Note 

 

 
41. Navigate back to the Tickler Queue to complete the remaining Ticklers: 

 
42. Click on the Tickler called Upload Support Planning Docs to open it. 



43. A Message Tickler will open – Upload external Support Planning Collateral. Click 
OK. 

 

 
44. If the Consumer shared any collateral documentation with the WSC during the AIM, 

upload it to a Consumer Note by navigating to the consumer’s record and clicking 
Notes > File > Add Note. 

 
45. In the new Consumer Note record, update the following fields: 

a. Division = APD 

b. Note Type = Support Plan 

c. Note Subtype = Documentation 

d. Status = Complete 

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

 



47. When finished completing the Tickler, hover over the arrow next to it and click 
Complete: 

 

 
48. Back in the Tickler Queue, click on the next Tickler called Complete Cost Plan to 

open it. 

 
49. The consumer’s Plans List View grid will open. Click on the appropriate Cost Plan 

record to open it: 
 

 
50. Review the planned services, and make updates as needed. Proceed to Chapter 

11|Edit Planned Services. 

 
51. Add new planned services as needed. Proceed to Chapter 11|Add Planned 

Services. 

 
52. When complete, mark the tickler as complete. Back in the Tickler Queue, hover over 

the arrow next to the Tickler to click Complete: 
 

 
Support Plan Update 

1. Throughout the support plan year, the WSC may need to update the existing 
support plan based on changes in the consumer’s needs or desires. The existing 

https://apd.myflorida.com/waiver/iconnect/docs/wscchapters/chapters/Chapter%2011%20Cost%20Plan.pdf
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Support plan form will be amended/updated. A new Support Plan form will not be 
created. 

 
2. Also, the WSC may need to update the consumer’s plan as a result of a Provider 

expansion. The Region Waiver Workstream Lead will monitor their Notes queue on 
My Dashboard for the Service Plan Impact Notification note. This note instructs 
Region Waiver Workstream Lead to run the authorization report to identify the 
impacted consumers. 

 
a. Navigate to the Reports chapter and select the Active Authorizations by 

Provider report. 
 

b. In the report parameters, enter the following: 

• Fund Code = APD 

• Fiscal Year = current and possibly next Fiscal year 

• Program = Select the provider by agency name 

 
c. Select Run Report. 

 
d. The report opens in a new window and can be downloaded as an Excel 

spreadsheet if needed. 
 

 
e. The Region Waiver Workstream Lead will contact each impacted consumer’s 

WSC to inform them of the approved provider expansion request. 



f. The WSC will update each impacted consumer’s plan, planned services and 
authorizations as a result of the approved provider expansion request. 

 
3. The steps to update the consumer plan are below. The steps to update planned 

services is in Chapter 11|Cost Plan. 

 
4. The WSC will locate the Support Plan form on the Consumer record > Forms tab 

and select to edit. 
 

5. The form must be in Draft, Pending or Open status to be editable. Forms in 
Complete status are read only can cannot be edited. 

 

 
6. Update the fields as needed. Click File > Save and Close Forms. 

 
7. Every time a form is saved, a snapshot of the form is saved in the History records. 

Select File > History to review previous versions of the support plan. 

 

 
8. If more than one history record exists, click the Next or Last buttons at the bottom of 

the page to view each one. 
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Annual Support Plan Review 

 
1. When the Program record was saved with Program = APD waiver and Status 

= Enrolled, a Workflow Wizard was triggered prompting the Waiver Support 
Coordinator (Primary Worker) to complete the Annual Support Plan Review due 
before the expiration of the current Person-Centered Support Plan. The WSC will 
receive a tickler due 365 days from the APD waiver Program Begin Date, however 
WSC’s usually begin the process 90 days in advance. 

 
2. When the tickler above is completed, a second Workflow Wizard will be 
triggered prompting the Waiver Support Coordinator to complete the Annual 
Support Plan Review again, 365 days after the first tickler is completed. 



3. Assume one year has passed since the Consumer was enrolled on the waiver, 
access the Annual Plan Review Tickler by navigating to the My Dashboard, finding the 
consumer’s section and scrolling down to the Ticklers Panel. Click on the Ticklers link: 

 

4. In the Tickler Queue, use the multi variable search to narrow the results down 
to the Annual Plan Review Tickler. Click on the Tickler to open it: 

 

 
5. A Message Tickler will open – Review the Consumers Plan for accuracy. Click 
OK. 

 

 
6. Navigate to the consumer’s record and click on the Plans tab. Open the 
relevant Cost Plan and review it for accuracy. 



7. Navigate to the consumer’s record and click on the Forms tab. Click the 
Person-Centered Support Plan form with Status = Open. 

 
8. WSCs should never utilize the same person-centered support plan from year to 
year. However, some information may not change. While goals, needs, and other 
important factors must be reviewed and updated each year, WSCs may use the 
Duplicate Assessment feature to copy information such as the social history. 
However, the WSC must update all section of the support plan with new information 
and change the effective date of the plan. 

 
9. Click File > Duplicate Assessment. A notification window displays. Click OK. 
The new Person-Centered Support Plan form that is an exact copy of the existing 
Person-Centered Support Plan form is displayed. 

 
10. In the Form header, change the Review Type = Annual. 

 
11. Update the support plan effective date. 

 
12. Make updates to goals, needs, and other important factors. 

 
13. When finished, change the Status = Open. Click File > Save and Close 
Forms. 



14. The Forms list view displays. Select the existing (previous year’s) Person- 
Centered Support Plan form. 

 
15. In the header change the Status from Open to Complete. 

 
16. Click File > Save and Close Forms. 

 
17. Navigate back to the Tickler Queue and hover over the arrow next to the 
Tickler to click Complete: 


