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UPDATED! Chapter 12 | Non-Standard APD Waiver

Enrollments Introduction

There are various methods to initiate an enroliment into the APD iBudget Waiver.
Amongst those methods are non-standard types of enroliments such as Crisis,
Transition from ICF/SNF, CBC Pre-Enrollment, Military Family, and/or Phelan
McDermid Syndrome. These enroliments often warrant a more expeditious process
to accommodate the Consumers 'need(s). There are independent perquisite
processes relative to each entry. The Non-Standard Waiver Enroliments and their
respective perquisite processes are outlined in this Chapter. Upon completion of
the respective prerequisites, the user will continue the process of Waiver
Enrollment.

IMPORTANT: If a client was previously denied a crisis or previously had a crisis
request withdrawn, a new program will need to be added for each crisis attempt.

APD Waiver Enrollment — Crisis

1. To begin, the Pre-Enrollment Support Coordinator will log into iConnect and set
Role = Region Pre-Enroliment Workstream Worker. Click Go.

’ Rol
o Welcome, Caroline Shorter Dashboard Sign Out s —_—
Q0 iConnect 4/4/2024 3:48 PM W Region Pre-Enrolment Worksiream Worker v (Ul

File Reports
Quick Search
Consumers v LastName v W ADVANCED SEARCH

2. To begin the crisis request process, navigate to the consumer’s record and click on
the Programs tab and click File > Add Program.

3. Onthe new Program record, update the following fields:

a. For existing clients on the Pre-Enrollment list or for new applicants during the
application process

» Division = Defaults to APD
*  Worker = search for and Select the Pre-Enrollment Workstream Lead
*  Program = APD Crisis
» Disposition = Crisis Received
» Disposition Date = the date the Agency first became aware of
the potential crisis and must be entered the same day the

request was made. It will need to match the date of crisis
request on the Crisis Identifications Tool

» Enrollment Type = Crisis

* Program Begin Date = Update as appropriate
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4. When finished, click File > Save and Close Program

5. Upon saving the APD Crisis Program record with Disposition = Crisis Received and
Enrolliment Type = Crisis, a Workflow Wizard will trigger with the following Ticklers,
all due immediately:

Assigned to the Primary Worker (Program) Pre-Enrollment Workstream Lead:

a.

b.

Initiate or Verify QSI, Primary Worker (Program) Assigned to Pre-Enrollment
Workstream Lead, Due Immediately

Verify Allocation Algorithm Amount (via EZ iBudget), Assigned to Primary
Worker (Program) Pre-Enrollment Workstream Lead, Due Immediately

Assigned to Self (Pre-Enroliment Support Coordinator):

C.

Complete Crisis Identification Tool

Assigned to the Primary Worker (Division) Pre-Enrollment Support Coordinator

d.

Note to ABA/MCM as indicated by crisis situation to complete their portion

e. Notify ROM to Review Case for possible home visit

—Ta

Verify Eligibility for APD

Verify Consumer is not enrolled in another Waiver
Complete LOC

Convene Crisis Committee

6. The Pre-Enrollment Workstream Lead will monitor their My Dashboard for Ticklers
related to Crisis. To begin, log into iConnect and set Role = Pre-Enroliment
Workstream Lead. Click Go.

7. To access the Crisis Ticklers, the Pre-Enroliment Workstream Lead will locate the
Consumers Section and scroll down to the Ticklers Panel.
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8. Click on the Ticklers Due link to access the Tickler Queue:

l Alert Notes |
Unread Alert Notes 0

| Ticklers |
Ticklers 1

| Plans ' l
Approved 1
Pending 1

a. Use the multi variable search to narrow down the results in the Tickler
Queue. Click Search.

File

Filters

Status V| EquaiTe v new v aMpjv| %
Lasthame  [v|  EqualTo ] smith anojv]  x
iComectin v |+

] Apply Alert Days Before Due

Search | Rese
8 Ticklers record(s) returned - now viewing 1 through 8 \

Consumer Name | iConnectID Tickler Name | DateCreated | DateDue | Date Completed Status Assigned To
Smith, Marianne 110043 initiate or Verify QS! 04/0372018 1040032018 | New | WaiverWsL, Staniey
Smith, Marianne 10043 Verify Allocation Algorithm Amount (via EZ iBudget) 040372018 | 04032018 [ New WaiverWSL, Stanley
Smith, Marianne 10043 Notify ROM fo review case for possible home visit | 040372018 0410372018 = New WaiverWSL, Stanley
| Smith, Marianne 10043 MCM/ABA Crisis Report Request |oai032018 | 041032018 | New WaiverWSL, Stanley I
Smith, Marianne 110043 Verify Eligibiity for APD | 04032018 | 04032018 [ New WaiverWSL, Stanley
Smith, Marianne 10043 Complete LOC 040372018 {308 | New WaiverWSL, Staney
| Smith, Marianne 10043 Verify Consumer is not enralled in another Walver | 04032018 041032018 New |WaivetWSL, Stenley
Smith, Marianne 110043 Convene Cisis Commitiee | 04032018 | 04032018 | New WaiverWSL, Staniey v

<<Fist <Previous Retrieve| 15  Recordsatafime Ned> Last>>

Tip
When searching for a future Tickler, remember to clear the check box
next to Apply Alert Days Before Due prior to clicking Search.

9. Inthe search results, click to open the Tickler called Initiate or Verify QSI

10.The consumer’s Forms List View Grid will open.

11.In the Forms List View grid, open the most recent QS| Assessment to review
results. If these forms have not yet been completed, refer to the process outlined in
the Chapter on QS| Assessment to complete these forms.
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Worlflow Wizard

Initizte or Verify QSl and

Budget

Filtars

Form

v+

[ Sewrch | Reset |

6Forma record|s) returmed - now viowing 1 through 6

Form

HCRS Waiver Flighifity Wordczheet
e | Guestonraire Stustoral irforaiion

EZ Buadget Calculator
e

Raviow
Aamal
Initial
Intial
Tritlal
Iritial
Initial

Reviow Data -

D4NANIR
032772018
03262018
032372018
03222018
03232018

Roginna_Jim
CncalV/SL. Tony

ceFirst  <Pravins Refieve| 45  Recorcs atalime Nests | a
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APD
APD
APD
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| Compene
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12.When finished, click File > Close Forms and File > Close Workflow Wizard

13.Hover over the arrow next to the Tickler to click Complete

Consumer Name
' Simith, Marianne
Smith, Marianne
Smith, Marianne
. Smith, Martanne
Smith, Marianne
Smith, Marianne
- Smth Marianne

iComectD |

10043
10043

100

10043
10043
10043

008

Tickler Name
 tte o Vet Q51

Notify ROM to review case for possible home visit
| MCMABA Cris Repot Request

Vel Elglly for 42D

| Complete LOC

Verfy Consumer s ne el ot Wale
Canvene Crisis Committea

Date Created

04032018
043
(T
0403018
0403018
04032088
04032018

Dao320m8

Date Due Date Completed Status
lowonng | New
04301e Hew
0318 New
04032018 New
04038 New
0030 N

jWai‘ COmpl e
Y

F
"New Wa View Consumers Record

Assigned To
| WaiverWSL, Stanley '

W

Wai Reassign

14.Back in the Tickler Queue, click to open the Tickler called Verify Allocation
Algorithm Amount (via EZ iBudget)

IMPORTANT: This tickler should be dismissed if the individual has been
denied. This tickler is for clients that have been approved for crisis waiver

enrollment.

15.The consumer’s Forms List View Grid will open.

16.In the Forms List View grid, open the most recent EZ iBudget to review the

Allocation Algorithm Amount

17.When finished, click File > Close Forms and File > Close Workflow Wizard

18.Hover over the arrow next to the Tickler to click Complete

Assigned to the Primary Worker (Division) Pre-Enroliment Support Coordinator:

19.The Pre-Enrollment Support Coordinator will monitor their My Dashboard for the
remaining Crisis Ticklers. To do so, log into iConnect and set Role = Region Pre-

Enrollment Workstream Worker. Click Go.

20.Click on the Ticklers Due link to access the Tickler Queue:
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Alert Notes
Unread Alert Notes 0
Ticklers
Ticklers \ "
Plans
Approved 1
Pending 1
a. Use the multi variable search to narrow down the results in the Tickler
Queue. Click Search.
Filters
Status j Equal To j New j AND ﬂ x
LastName 7| EqualTo V| | smith AND V| | x
iConnect ID j +
Wl Apply Alert Days Before Due
| Search | Reset’
T Ticklers record(s) returned - now viewing 1 through 7 \
| ] Consumer Name iConnect D | Tickler Name Date Created DateDue Date Eampielad [ Status Assigned.Tu
‘7 Smith, Marianne 10043 ‘v@w and Document Health anﬂisalely Checklist féFCompIeﬁun 03302018 03302018 N - |@ | Resd, Monica 3
Smith, Marianne [10043 | Notity ROM to review case for possible home visit 0410312018 04032018 | New | Reed, Monica v
Smith, Marianne 10043 | Verfy Eligibilty for AFD @ 040312018 041032018 [ New | Reed, Monica 3
| Swith Marame 10043 Conpite L0C \JoaosvisToamsonts [Now —[Rood Morkes >
j_ Sﬂﬂ_h,_Marianne :_TOQ_& ‘_YEri'_i_y Cun_sumer is not &_yjlm\led in_anulhsr Waiver lJM_ﬂ}lZ[EE _0_4_{0312018- | I_New ;_Reed:_M_nnica_ ’
|| Smith, Marianne 10043 ‘_Cﬂerle C_ri_sis Cunlmitme_ p— 34/93@1_& D_AIE"ZG_‘] E-_ !New_ | Reed, Mnnic_a ;‘
Smith, Marianne [10043 | Corqpisle Crisis Identification Tool 0410372018 | 04/0372018 | New | Reed, Monica ’

«<First <Previous Refrieve 15 Recordsatafime Next> Last>>

Tip
When searching for a future Tickler, remember to clear the check box
next to Apply Alert Days Before Due prior to clicking Search.

21.In the search results, click to open the Tickler called Complete Crisis Identification
Tool to open it.

22.A new Crisis ldentification Tool form will open.
23.Complete all relevant sections of the Crisis lIdentification Tool.

24.In the header, update Review = Initial and Status = Draft

25.Fill out the appropriate information. If additional information is requested, update the
Crisis Identification Tool with the date the request was made and update the Program
record to Disposition = “Crisis Pended.” Update the Crisis Identification Tool when the
additional documentation has been received.
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26.When finished, click File > Save Forms and File > Close Workflow Wizard

File

Workflow Wizard

Complets Crisis

Identification Tool

Please Select lype: | Grisis idantification Toal

Consumer | orms

Review * nitial ~ Worker * Rezd, Monicz "= e Cietails
Roview Date * oamarme [ ‘\ Status* EE

Division* AFD Progian \
Approved By Approved Dete

CRISIS IDENTIFICATION TOOL

Dty of Crisis Reywest: oamazis 2

CONSUMCR'S NAML: h‘
[irst Name: Mananne

Middic Mame: M

Last Nama: Sl

Sulfis: 3r. v

27.In the Tickler Queue, select the Tickler called MCM/ABA Crisis Report Request to
open it

28.A new Consumer Note record will open. In the Note, update the following fields:

a.

=0 ao00T

Division = APD

Note Type = Crisis

Note Subtype = MCM/ABA Crisis Report Request

Note = Detail the request to complete sections of the Crisis Identification Tool
Status = Pending

Route the Note record to the MCM or the ABA by clicking the Lookup button
next to Add Note Recipient. In the pop-up window, type in the Worker's Last
Name and click Search. In the Search results, click on the matching Worker
Name to route the note to that recipient.

29.When finished, click File > Save Notes and File > Close Workflow Wizard

30.The MCM will proceed to the next section, MCM Crisis Report Request.

sk Well
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File Tools

Workflow Wizard Notes Details
MCMABA Crisis Report BREnt
Note By * [WaiverwsL, Stanley V|
Note Date * 04042018 |9
ProgramiProvider
Note Type * \ \Crisis v ‘k
Note Sub-Type [MCNVABA Crisis Report Reguest v |

Description [k

Please complete X section of the "Crisis |dentification Tool”

Note

Status *

31.Back in the Tickler Queue, click to open the Tickler called Notify ROM to Review
Case for possible home visit

32.A new Consumer Note record will open. Update the following fields:
a. Division = APD
Plan = Crisis
Note Subtype = ROM Review
Note = Detail the request to review the case for a possible home visit

Route the Note to the ROM by clicking the Lookup button next to Add Note
Recipient. In the pop-up window, type in the Worker's Last Name and click
Search. In the Search results, click on the matching Worker Name to route
the note to that recipient.

f. Status = Pending

®oo o

33.When finished, click File > Save Notes and File > Close Workflow Wizard
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File Tools

Workflow Wizard

Notify ROM to review

case for possible home
visit

Notes Details
Division *

Note By *

Note Date *
Program/Provider
Note Type *

Note Sub-Type

Description

Note

Status *

APD ™

Reed, Monica o

04/04/2018 |

I

Chapter 12 | Non- Standard APD Waiver

[Crisis

v

|ROM Review

v

474 - Please review the Consumer's record to decide if a home visit is

necessary |
Pending W

I

Enrollments

34.Back in the Tickler Queue, click to open the Tickler called Verify Eligibility for APD.

35.The consumer’s Forms List View Grid will open

36.In the Forms List View Grid, click to open and review all relevant Forms to verify if

the Consumer is eligible for APD

37.1f the Consumer is not APD eligible, proceed to Chapter 2 — Application Review

38.When finished, click File > Close Forms and File > Close Workflow Wizard

File Tools

Workflow Wizard Filters

Verify Eligibility for APD

Waiver Eligibility Worksheet

| Support Plan Short Form

| | Family Risk Factors

39.Back in the Tickler Queue, click to open the Tickler called Complete LOC

Review Date -
| 04042018
| 041032018
032712018
“[03m62018
| 03232018
| 03232018
| 031232018

ieve| 15 |Recordsatatime Next>  Last>>

Division Status

40.Upon doing so, a Message Tickler will open that says If LOC is not established
within 60 Days, close Case

s WellSk
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41.To complete LOC, proceed to Chapter 7 | Level of Care.
ot
Message from webpage x
1 If LOC is not established within &0 days, close E
ty Che 0/
4 B
> pl
1other Waiver 04103/
- Adna;
42.When finished, hover over the arrow next to the Tickler to click Complete.
5 Ticklers record(s) returned - now viewing 1 through 5
[ ] ConsumerName | iConnectiD | Tickler Name | DateCreated DateDue |  DateCompleted | Status |  AssignedTo |
| Smith, Marianne 10043 | view and Document Health and Safety Checkist for Completion [ 0373072018 [ 03302018 | [ New | Reed. Monica |
| [ Smith, Marianne 10043 Verify Eligibility for APD 0432018 [0an32018 | | New " Reed, Monica Tr |
|| Smith, Marianine 10043 Complete LOC | 04032018 | 041032018 | New [ Reed Monica S|
| Smith, Marianne 10043 Verify Consumer is not enrolled in another Waiver | 040312018 14032018 New | Cancel E |
| [Smith, Marianne [ 10043 Convene Grisis Commitiee 040312018 [oan3zors | [New | ean =
<<First | <Previous Retiieve| 15 |Recordsalalime Next> | Last>> Reassign

44 .Upon doing so, the consumer’s Program List View Grid will open.

Complete
/ View Coﬁbﬂers Record

43.Back in the Tickler Queue, click to open the Tickler called Verify Consumer is not
enrolled in another Waiver.

45.1n the consumer’s Program List View Grid, ensure that the Consumer does not have

any other active Waiver Program enrollment records.

46.When finished, click File > Close Programs and File > Close Workflow Wizard.

File

Workflow Wizard

Verify Consumer is not
enrolled in another
Waiver

an WellSk

Filters
Disposition ﬂ

Mot Equal To ﬂ Closed

Y| moy|

Program ﬂ +
search B Rese
1 Programs record(s) returned - now viewing 1 through 1
[ (e | - o Disposition | Create Enroll Deactivated |
|| Division | Program | Worker Disposition » %ate | Date Type Date LOS |
| APD Waiver\W5L, Crisis i
l. E.APD |Waiver | Stanley | Request | 04/03/2018 ! 04/03/2018 | Crisis ] 1
<<First  <Previous Retrieve 45 Recordsatatime Next> Last>>
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47.Hover over the arrow next to the Tickler to click Complete.

48.Back in the Tickler Queue, click to open the Tickler called Convene Crisis
Committee.

49.Upon doing so, the consumer’s Appointment List View Grid will open allowing the
user to add a new Appointment record.

50.1n the Appointment List View Grid, click File > Add Appointment. Set Type = Crisis
Committee.

51.When finished, click File > Save Appointment and File > Close Workflow Wizard.

L AL 2T Appointment Detail

Convene Crisis Division AFD |
Committee P =

Start Date * o4/04i2018  |F

Start Time [10 %[0 v]AM v]

End Date oa/0a/2018 |

End Time 10 Vv AM (%

Travel Time

Preparation Time 7\/ v}

Type [Crisis Committee ~
Sub Type

Subject Crisis Committee Appointment | X

Appointment Summary

52.1f the Consumer is APD Eligible but there is not enough information to determine if
the Consumer is in crisis, update the consumer’s APD Crisis Program record
accordingly.

53.To do so, navigate to the consumer’s record and click on the Programs tab and
open the consumer’s APD Crisis Program record. Update the following fields:

a. Enrollment Type = Crisis
b. Disposition = Crisis Pended

54 .When finished, click File > Save and Close Programs.

55.Continue to gather information to make determination if Consumer is in crisis.
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An asterisk (*) indicates a required field

Division ¥ [APD |

Referral Date 09/08/2025 |E

Create Date * 09/0812025 |3

Program * \ [APD Crisis v | Details

Disposition * Crisis Pended v|

Disposition Date * 09/08/2025 |8

Enroliment Type [ Crisis v|

Primary Worker * WSC, Sylvia Lookup  Clear Details
Program Begin Date ¥ [0om12025 |

VDDYYYY B8

Expected Deactivated Date

MCM Crisis Report Request

1. The MCM/ABA will monitor their My Dashboard for Pending Notes related to MCM
Crisis Report Requests. To do so, log into iConnect and set Role = Clinical
Workstream Worker Role. Click Go.

2. Onthe My Dashboard, find the Consumers Section and scroll down to the Notes
Panel. Click on the Pending link to open the Notes Queue:

CONSUMERS
‘ Division | ‘
APD Eligible - ICF/IID 1
‘ My Enrollments | ‘ |
Admitted 2
Closed 1
_
‘ Notes _ |
Pending 1
‘ Alert Notes |
Unread Alert Notes 0
‘ Ticklers |
Tickiers 1

3. Use the multi variable search to find the Note with Note Type = Crisis and Note
Subtype = MCM/ABA Crisis Report Request

File

lilters
Statue u| Zqual To v Pendng ~|  ap[v (x

iCamnec D ||+

ﬁv“ﬁ'-‘.' & " -“ .
1 Motes recurd]s) returmed - now viswing 1 Uiougl 4
| Comect ID [ Consumer - MNote Type [ Note SubType I Mot Dale | Sulject Ruthur I Statas |
| 10043 | Srith. Marianre Cris | WICMIAZA Crigis Repon Raquest ¥ | 24402013 | \WaiverwsL, Stanley | Pending il

coFlist o« Previous Rebieve qp Revwdvalefme Mamns  Lastss
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4. Review the contents of the Note.

o

Navigate to the consumer’s record and click on the Forms tab.

6. Inthe List view grid, locate the existing Crisis Identification Tool. Click to Open.

\I

. Complete all relevant sections of the Form and set Status = Draft

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

ROM Review - Crisis

1. The Region Operations Manager (ROM) will also monitor their My Dashboard for
Pending Notes related to crisis committee. To begin, log into iConnect and set Role
= ROM/Deputy ROM. Click Go.

Role
i ) Welcome, Jacqueline Tierney My Dashboard | i, o
OO0 Connect A48 10:45 AW Sign Out " aowpepuy Row

2l Go
File
Quick Search
| Consumers V| | LastMame v W ADVANCED SEARCH

2. On the My Dashboard, find the Consumers Section and scroll down to the Notes
Panel. Click on the Pending link to open the Notes Queue:

CONSUMERS
Division

APD Eligible - ICFIID 1

My Enroliments

Admitted 2

Closed 1
Notes

Pending 1
Alert Noles

Unread Alert Notes 0
Ticklers

Ticklers 1
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3. Use the multi variable search to find the Note with Note Type = Crisis and Note
Subtype = ROM Review:

File

Filters
Status. v Equato | Pending M ao[v] x

iConnect ID ﬂ +

4 Notes records) retumed - now viewing 1 through 4

iConnect ID Consumer . Note Type Note Sub Type Note Date [ subject | Author [ status
| 10043 Smith, Marianne asl i Qs Status Complete i 03/2612018 - | Assessor, George | Pending
| 10043 Smith, Marianne Waiver Enrollment Waiver Enroliment Request 037292018 | | Regional, Jim | Pending
10043 Smith, Marianne Cost Plan Review Plan Validation Review 04/02:2018 | Reed, Morica Pending
| 10043 Smith, Marianne | Crisis ROM Review 040472018 | Reed, Monica | Pending

<<First  <Previous Refrieve {5 |Recordsatatime Ned>  Last>>

4. Review the contents of the Note.

5. Navigate to the consumer’s record and review all relevant tabs to determine if a
Home Visit is required.

6. Return to the Notes tab. Select the Note Type = Crisis and Sub Type = ROM
Review to open the Note.

7. Append Text to the note with details about the Home Visit.

8. Search for and select the Pre-Enroliment Support Coordinator as a Note recipient
as needed.

9. The note will stay in Pending status (editable) until Complete. When complete,
change the Note Status = Complete.

Crisis Committee Process
1. The Crisis Committee will convene and decide if the Consumer is in Crisis.

2. To begin, the Pre-Enroliment Support Coordinator will log into iConnect and set
Role = Region Pre-Enroliment Workstream Worker. Click Go.

) Roll
o Welcome, Caroline Shorter Dashboard Sign Out e e
Q0 iConnect 4/4/2024 348 PM W Region Pro-Envolment Workstream Worker v (el

File Reports
Quick Search
Consumers ~ | LastName v w ADVANCED SEARCH

3. The Pre-Enrollment Support Coordinator will record the Crisis Committee’s decision
in a Consumer Note record. To do so, navigate to the consumer’s record and click
Notes > File > Add Note.

4. In the new Note record, update the following fields:
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Division = APD

Note Type = Crisis

Note Subtype = Crisis Committee Decision

Note = Detail request for ROM approval

Status = Pending

Route the Note record to the ROM by clicking the Lookup button next to Add
Note Recipient. In the pop-up window, type in the Worker's Last Name and
click Search. In the Search results, click on the matching Worker Name to
route the note to that recipient.

=0 a0 T

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

Notes Details

Division *

Note By * Reed, Monica v

Note Date * odiodizots [

Note Type * \ ICriS\S V‘k

Note Sub-Type [Crisis Committee Decision v

Description %
Crisis Committee convened and decided that the Consumer is in crisis.
Please provide ROM approval/disapproval of Crisis Committee decision.

Note

Status *

Date Completed

6. The Region Operations Manager (ROM) will also monitor their My Dashboard for
Pending Notes related to Crisis Committee Decisions. To begin, log into iConnect
and set Role = ROM/Deputy ROM. Click Go.

Role

o Wel J line Ti My Dashboard i
Q00 Connedct M,f;,?;"fogﬁe W y Sian Out e oupapuy Rom =] @
File
Quick Search
| Consumers (V]| | LastName [v] W ADVANCED SEARCH
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7. On the My Dashboard, find the Consumers Section and scroll down to the Notes
Panel. Click on the Pending link to open the Notes Queue:

CONSUMERS
Division |

APD Eligible - ICF/IID 1

My Enroliments | .

Admitted 2
Closed 1
Notes |
Pending 1
| Alert Notes |
Unread Alert Notes 0
| Ticklers |
Tickiers 1

a. Use the multi variable search to find the Note with Note Type = Crisis and
Note Subtype = Crisis Committee Decision

Filters
Status. ﬂ Equal To ﬂ Pending j AND! ﬂ x

iComectiD ] |+

'- Seard - -'«r i,.
5 Notes record(s) retumed - now viewing 1 through 5
[ | iconnectiD [ Consumer. - Note Type | MNoteSubType | NoteDate Subject ~ Author  Staws |
| 10043 | Smith, Marianne |asI | @Sl Status Complste | 03672018 Assessor, George Pending |
| [ 10043 Smith, Marianne Waiver Enrollment Waiver Enrollment Request | 032072018 Regional, Jim Pending
| 10043 Smith, Marianne Cost Plan Review Plan Validation Review | 040212018 Reed, Monica Pending |
| 10043 Smith, Marianne Crisis ROM Review | 04042018 Reed, Monica Pending

10043 | Smith, Marianne | Crisis Crisis Committee Decision | 04042018 | "Reed,@jma | Pending T
mous Retieve| 15 |Recordsatatime Next> = Last>>

8. Review the contents of the Note. Update the following fields:
a. Note: Denote the approval/disapproval of the Crisis Committee's Decision.

b. Status = Complete

c. Route the Note back to the appropriate Pre-Enrollment Support Coordinator
by clicking the Lookup button next to Add Note Recipient. In the pop-up
window, type in the Worker's Last Name and click Search. In the Search
results, click on the matching Worker Name to route the note to that recipient.
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9. When finished, click File > Save and Close Notes

File Tools Reports

i Notes ‘ Notes Details

Division *

Note By * Reed, Monica

Note Date * 04/04/2018 |

ProgramProvider

Note Type * [crisis v

Note Sub-Type [Crisis Committee Decision v|

Description
On 4/4/2018 at 11:04 AM, Monica Reed wrote: Crisis Committee
convened and decided that the Consumer is in crisis.
Please provide ROM approvalidisapproval of Crisis Committee
decision.
On 4/4/2018 at 11:07 AM, Jacqueline Tierney wrote: ROM - Crisis
Committee Decision Approved

Note New Text

Status * \ Complete v

Date Completed 04/04/2018

10.The ROM or DROMwill also mark the Crisis Identification Tool form as complete.
To do so, navigate to the Forms Tab.

11.Select the existing Crisis Identification Tool form.

M‘/DREI—EOARD% CONSUMERS | PROVIDERS | INCIDENTS CLAIMS SCHEDULER UTILITIES

Sheppard, John (10106)
Diagnosis | Eligibility | Medications =~ Auths | Provider Documentation | Contacts | Consumer Module Ui

Demographics | Divisions | ConsumerBudgets = Programs | Provider Selections | SANS = Notes | Forms | Appointments | Plans | '

Filters
Form ﬂ +
| “Search | Reset |

21 Forms record(s} returned - now viewing 1 through 15

| | v Form | Review | Review Date ~ [ Worker [
Crisis Identification Tool ‘ Initial 1171412018 | Buck, Jennifer APD

i | EZ iBudget Calculator | Initial \ 11/09/2018 | Buck, Jenniter ‘ APD

| Residential Planning Referral ‘ Initial 10/15/2018 | Buck, Jenniter APD

12.Update the Crisis Identification Tool
a. Regional Operations Manager — Final Decision: = Yes or No
b. Regional Operations Manager Date: = date of finial decision
c. Inthe header, change the Status = Complete. This makes the form read only.

13.Click File > Save and Close Forms.
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14.The Pre-Enrollment Coordinator will monitor their My Dashboard for Complete
Notes related to the Crisis Committee Decision approval or disapproval. To do so,
log into iConnect and set Role = Region Pre-Enrollment Workstream Worker. Click
Go.

P Role
= Welcome, Caroline Shorter Dashboard Sign Out ° P—
Q0 iCoennedct 4/4/2024 3:48 PM Region Pre-Enrollment Workstream Worker (el

File Reports
Quick Search
Consumers v LastName v M ADVANCED SEARCH

15. On the My Dashboard, find the Consumers Section and scroll down to the Notes
Panel. Click on the Pending link to open the Notes Queue:

CONSUMERS

| Division | |

APD Eligible - ICFAID 1

| My Fnroliments | |

Admilled 2
Clused 1
e

i Notes > i |
Pending 1

| Alert Notes |
Unread Alert Notes 0

| Ticklers |
Tickiers 1

a. Use the multi variable search to find the Note with Note Type = Crisis and
Note Subtype = Crisis Committee Decision

File

Filters
Status v| |EqualTo vJ Complete v| anDjv| x

iConnectiD |V

7 Notes record(s) retumed - now viewing 1 through 7
iConnect ID Consumer - Note Type Note Sub Type Note Date Subject Author Status
110010 Doe, Jim R ICF Response-Accepled 111252017 | ICF Accept | Admission, Central | Complete
10010 | Doe, dim IcF ICF Response-Admitied 1112572017 | Admission into ICF | Adwission, Central | Complete
10010 Doe, Jim IcF ‘Aﬂm‘ssioﬂ Process Completed 1252017 ICF Process Complete Admission, Central Complete
10016 Patrick, Lucy | Waiver Enrollment CEC to Waiver 11302017 | CBC to Waiver Note WLSuper, Rabert Complete
10017 | Sample. Thomas osl QS| Status Complete 11252017 | QSI Status Complete with Consumer [ Thomas, Valerie Complete
10043 Smith, Marianne Pra-Enroliment Category Cat 3 or 4-Approval Request | 03262018 WLCoordinator, Sue | Complete
10043 Smith, Marianne Crisis Crisis Commitiee Decision 04/04/2018 ?ﬁw Monica Complete

<<First  <Previous Relriave 15 Recordsataftime Next> Last>>

16.Review the contents of the Note to view the ROM’s approval or disapproval of the
Crisis Committee’s decision:

a. Ifthe Consumer is in Crisis, proceed below.

b. If the Consumeris NOT in Crisis, proceed to the Section below called Crisis
Committee Concludes Consumer Not in Crisis
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Crisis Committee Concludes Consumer in Crisis

Remember!

If the Consumer is on the Pre-Enrollment and is now in Crisis, he/she
will be removed from the Pre-Enrollment after the crisis is approved
and the enrollment is completed by the State Office. This occurs via
system automation when the APD waiver Program enrollment record
disposition is changed to Enrolled.

1. If the Crisis Committee and ROM agree that the Consumer is in Crisis and is eligible
for Crisis Waiver enrollment, the Pre-Enroliment Support Coordinator will navigate to
the consumer’s record and click on Programs > click to open the appropriate
Program record > Word Merge and select the Notice of Approval of CWE

o iCennect

. Open and fll the word merge template Notice of Approval of Crisis
File Wadrbnammant T i
— Notice of Approval of Crisis Waiver Enroliment

| Program | TS @ APD

Worker State, Worker

gl Details

Program Workers

Referral Date ozo1201s |

Mok Create Date * 04/03/2018 |

Events Program * APD Crisis Details

Track Disposition Disposition * iCrJSiS Request W
Disposition Date * _ 04/03/2018 |
Enroliment Type |Crisis v|
Program Begin Date 04/03/2018  |[TF]
Expected Deactivated Date [

2. The Notice of Approval of Crisis Waiver Enroliment letter will open in the Word
Merge preview screen.

3. Click Open Document to open and edit the letter in Microsoft word.

File

Preview (read-only)
This is a preview of your merge document and is not editable.
Generate Merge Document B —
Click the "Open Document” button to

open the Merge Document for editing E @ @ ’!
bt - 5

Save to Note 4 Persons wit

If no changes have been made to the State of Florida
Merge Document, click *Save 1o Note”

The current word merge template will

be uploaded to a note record with the

merae fields pooulated. NOTICE OF APPROVAL OF CRIS"S WAIVER ENRC

3o

4. When finished, print and mail the letter to the Consumer, and save the letter to your
desktop
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5. Back in the Word Merge preview screen, click Upload and Save to Note. In the
new Consumer Note record, update the following fields:

a.
b. Note Type = Crisis
C.

d. Status = Complete

Division = APD

Note Subtype = Notice of Crisis Approval

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

File Tools

| Notes

Reports
Notes Details
Division *
Note By * Tiemney, Jacqueline
Note Date * 04/04/2018 |
Program/Provider APD Waiver v Details
Note Type * |Crisis v
Note Sub-Type [Notice of Crisis Approval v|
Description Word Merge Template
Note New Text
Status * [Compiele %

7. Then, click on the consumer’s Demographics tab > Word Merge to generate these
letters. Follow the process outlined above to edit the documents in Microsoft Word,
print and mail them to the Consumer, and upload them to Consumer Note records.

a. Waiver Support Coordination Selection Packet

b. WSC Selection Form

sl WellSk
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8. Navigate to the consumer’s record and click on the Programs tab and click on the
APD Crisis Program record.

9. Update the following fields:

Program = APD Cirisis

Disposition = Crisis Approved

Enrollment Type = Crisis

Program Begin Date = Update as appropriate

oo oo

File Tools Word Merge

T : An asterisk (*) indicates a required field
| Division * APD

Program Workers -
Referral Date DD/ Y _“]
=

Nales Create Date * 08/20/2025
Track Disposifion Program * APD Crisis Details

Disposition * ‘\ | Crisis Approved -

Disposition Date * 09/052025 |23

Enroliment Type | Crisis v

Program Begin Date * 082272025 |

Expected Deactivated Date DDYYYY H

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

11.Create a new Program. File > Add Programs
a. Program = APD Waiver
b. Disposition = Pursuing APD waiver Services
c. Enroliment Type = Crisis
d. Program Begin Date = Update as appropriate

File Tools Word Merge

Program i Division * APD
Brogra Waskas Worker State, Worker “u Details
Referral Date 03/01/2018 ﬂ
Notes -
Create Date * o4/0ar2018 |
Events Program * APD Waiver Details /
Track Disposition Disposition [Pursuing APD Waiver Services V|
Disposition Date * 04/04/2018 ﬂ

Enrollment Type |Crisis L |

Program Begin Date 04/03/2018 H
Expected Deactivated Date ﬂ

12.When finished, click File > Save and Close Programs
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13.Upon saving the Program record, a Workflow Wizard with the following Ticklers:
a. Verify Medicaid Eligibility and Type - Assigned to Pre-Enrollment Support
Coordinator, Due Immediately
14.Click to open the Tickler called Verify Medicaid Eligibility and Type
File
Workflow Wizard
: .Q@
Cancel @
Edit
Reassign
Complete
View Consumers Record
15.The consumer’s Pay List View Grid will open. Confirm that the Consumer has a
Medicaid Payer record

16. When finished, hover over the arrow next the Tickler to click Complete

17. Click File > Close Workflow Wizard

18. Once confirmed, proceed to As Needed: Community Medicaid Confirmed to
complete the note.

19. If the Consumer is Medicaid eligible, send a Waiver Enroliment Approval Request
to the State Office Worker. To do so, navigate to the consumer’s record and click
Notes > File > Add Note:

20. Inthe new Note record, update the following fields:

a. Division = APD
b. Note Type = Waiver Enrollment
c. Note Subtype = Waiver Enroliment Request
d. Note = Include details of Waiver enroliment
e. Status = Pending
f. Route the Note record to the State Office Worker by clicking the Lookup
button next to Add Note Recipient. In the pop-up window, type in the
Worker's Last Name and click Search. In the Search results, click on the
matching Worker Name to route the note to that recipient.
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21.When finished, click File > Save and Close Note
File Tools
Notes Details
Division * APD v
Note By * [Tierney, Jacqueline V|
Note Date * 040412018 |
Program/Provider Details
Note Type * [waiver Enroliment v
Note Sub-Type |Waiver Enroliment Request \/|
Description
414/ - Waiver Enrollment Request
Note
Status *
Date Completed
22.The State Office Worker will monitor their My Dashboard for Pending Notes related
to Waiver Enrollment. To do so, log into iConnect and set Role = State Office
Enrollment. Click Go.
Role
opd ionnect o g L [ ~ &
at 10/11/2018 3:56:33 AM
File Tools Ticklers View Consumer Incident T
Quick Search
Consumers ﬂ Last Name ﬂ @ ADVANCED SEARCH
23.0n the My Dashboard, find the Consumers Section and scroll down to the Notes
Panel. Click on the Pending link to open the Notes Queue:
CONSUMERS
| Division ||
APD Eligible - ICFIID 1
i My Enroliments H ]
Admitted 2
Closed 1
| Notes |
Pending 1
!Alen Notes |
Unread Alert Notes 0
| Ticklers |
Ticklers 1
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24 . Use the multi variable search to find the Note with Note Type = Waiver Enrollment
and Note Subtype = Waiver Enrollment Request

Filters
Status ﬂ Equal To ﬂ Pending ﬂ AND ﬂ x

iConnect 1D ﬂ +

| Search | Reset |
1 Notes record(s) returned - now viewing 1 through 1
i ‘ iConnect ID Consumer . | Note Type | Note Sub Type | Note Date | Subject | Author | Status :
I | 10043 \ Smith, Marianne | Waiver Enrollment ! Waiver Enrollment Request | 04/04/2018 | | Tierney, Jacqueline | Pending c]|

4
/ <<First < Previous Retrieve 15 Recordsatatime MNext> Last>>

25.1n the Notes Queue, open the Note record with Note Type = Waiver Enroliment and
Note Subtype = Waiver Enrollment Request. Review the contents of the Note and
then click File > Close Notes.

26.Navigate consumer’s record and click on the Divisions tab. In the Divisions List
View Grid, open the consumer’s APD Division record:

Kastner, Martin (209730)

Diagnosis | Eligiviity | Medications | Auths | Provider Documentation | Contacts | Consumer Module User
Demuglanmzs Consumer Budgets | Programs | Provider Selections | SAN | Notes | Forms | Appointments = Pians | Pre-Enroliment | #

Disposition ¥ | NoiEquaiTo v | Ciosed v AaNDvY X

Filters

B

CpenDate v GreaterThan v ANDv| Ix

Division | 4
Search  Reset

1 Consumers Divisions record(s) returned - now viewing 1 through 1

Division Disposition Primary Worker | Secondary Worker Open Date
AFD | APD Eligibie - PESC Assigned — Baer. Sylvia | Brown-Ferrier, Mollie | 01012020

27.In the APD Division record, update the following fields:

a. Primary Worker = Waiver Support Coordinator (or designated regional
worker if the Consumer has not yet selected a WSC)

b. Secondary Worker = Waiver Workstream Lead
c. Disposition = APD Eligible — Waiver

28.When finished, click File > Save and Close Division

File  Word Merge

| Division | Events

vt Divison APD
Disposition * APD Eligible - Waiver

Track Disposition < o jrer
Disposition Date 03202018 |
Open Date 03212018 |
Data Entry Date 0312142018
Primary Worker * Reed, Monica m Details
Secondary Worker WaiverWSL, Stanley ﬁm Details
Application R{“eived Date * 03212018 |

Interested in ICF/ID

Age Category at Time of Application *
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29.Upon saving the APD Division record with Disposition = APD Eligible - Waiver, a
Workflow Wizard triggers with the following Tickler:

a. Enrollin APD waiver - Assigned to the State Office Worker, Due Immediately

30. Select the tickler to open. A message tickler displays: Create/Update the APD
waiver Program Record with Disposition = Enrolled.

31.Hover over the arrow next to the Tickler called Enroll in APD waiver to and click
View consumer’s Record:

File

Workflow Wizard

Enroll in APD Waiver
' pen

Cancel
Edit

Reassign

—_— View Consumers Record

32.The consumer record opens in a new window.

33. Select the Programs the locate the APD waiver program record and click to Open.
Update the following fields:

a. Program = APD waiver
b. Disposition = Enrolled
c. Enroliment Type = Crisis

NOTE: The Enroliment type can vary depending on the type of enroliment:
Crisis, ICF/IDD, etc.

d. Primary Worker on the Division tab = Waiver Support Coordinator
e. Program Begin Date = update as appropriate

34.When finished, click File > Save and Close Program.
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File Tools

| - Pragram
Program Workers
Notes
Events

Track Disposition

oD wonnect

| | Division *

John Sheppard
Last Updated by jbuck
st 11/14/2015 2:02:06 PM

Program

Word Merge

APD
E
Bl

Details

Referral Date

Create Date * 061232018

Program * APD Waiver

[Enrolled v
ogise1s
osizzrois
=

Disposition *

Disposition Date *
Enroliment Type *
Program Begin Date

Expected Deactivated Date

Comments

LOC Completed Prior To
Enroliment O

35.Return to the Open Workflow Wizard window. From the tickler flyout menu select
Complete.

36.Also, upon saving the Program record, a Workflow Wizard triggers with six Ticklers
assigned to the Waiver Support Coordinator and will be outlined in the section on
Cost Plans. and Support Plan

a.
b.

Initiate Cost Plan - Assigned to WSC, Due Immediately

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

Complete Amount Implementation Meeting - Assigned to WSC, Due
Immediately

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

Due Immediately
Complete Cost Plan - Assigned to WSC, Due in 45 Days
Eligibility Worksheet Reminder - Assigned to WSC, Due in 45 Days

37. Navigate to the Notes tab and go to File > Add Notes. In the new Note record,
update the following fields:

a.

®oo o

Division = APD

Note Type = Waiver Enrollment
Note Subtype = Crisis Enrollment
Status = Complete

File > Save and Close Notes

38.1f the Consumer is NOT Medicaid eligible, initiate the process to help the Consumer
to become Medicaid eligible —

s WellSk
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Crisis Withdrawal Requests

39.1f the Consumer will never be Medicaid eligible or when a client/legal rep changes
their mind and asks to withdraw their crisis request, the staff needs to update the
program record to “Withdrawn”. The Pre-Enrollment worker will ask for the request
to be in writing. Then the written withdrawal request will be uploaded into a note. If
a written request is not sent, a note will be added in the client’s record with that
information.

IMPORTANT: Only the applicant or legal representative if applicable can request
to withdraw the crisis request. If the applicant or legal representative does not
respond to the request for additional information, that does NOT constitute a
reason for withdrawal. The Denial for Crisis process will be followed if the
additional information has not been received.

40.Navigate to the consumer’s record, click Programs > click to open the APD
Program Enroliment record. Update the following fields:
a. Enrollment Type = Crisis
b. Disposition = Withdrawn
c. Disposition Date = Date the request was withdrawn

41.Navigate to the Forms tab and open the Crisis Identification Tool from the list view
grid. Update the Crisis Identification Tool with the following:
a. Indicate that the Crisis has been withdrawn
b. The Date of the Withdrawal
c. Update the status to “Complete”
d. File > Save and Close Forms

42.Navigate to the consumer’s record, click Notes > File > Add New Note. Update

the following fields:

a. Division = APD

Note Type = Crisis
Note Subtype = leave blank
Description = “Crisis request Withdrawn”
Note = Brief summary describing the circumstance surrounding the withdrawal
Attachment = Written Withdrawal request if received
Status = Complete

@ >0 a00C

43.File > Save and Close Notes.

44 . When finished, click File > Save and Close Programs
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Crisis Committee Concludes Consumer is in Not Crisis

1. If the Crisis Committee and ROM agree that the Consumer is NOT Crisis and is not
eligible for Crisis Waiver enrollment, the Pre-Enrollment Support coordinator will
navigate to the consumer’s record and click on Programs and open the consumer’s
APD Crisis program record with Disposition = Crisis Received.

COMWMERS

Fiar Luln-ﬂu- Digpmnios Cale Craamg [uss Exrnll Ty

2. Click Word Merge and generate the Notice of Denial of CWE letter
3. The Notice of Denial of CWE letter will open in the Word Merge preview screen.
4. Click Open Document to open and edit the letter in Microsoft word.

5. When finished, print and mail the letter to the Consumer, and save the letter to your
desktop

6. Back in the Word Merge preview screen, click Upload and Save to Note. In the
new Consumer Note record, update the following fields:

Division = APD

Note Type = Crisis

Note Subtype = Notice of Crisis Denial
Status = Complete

oo oo

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

8. Navigate to the consumer’s record and click on the Programs tab and click on the
APD Crisis Program record.
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9. Update the following fields:
a. Program = APD Crisis
b. Disposition = Crisis Denied
c. Enrollment Type = Crisis

File Tools Word Merge

E'ngmm | An asterisk (*) indicates a required field

Division *
Program VWorkers

Referral Date
Notes Create Date *
Track Disposition Program *

Disposition *

Disposition Date *
Enroliment Type
Program Begin Date *

Expected Deactivated Date

Chapter 12 | Non- Standard APD Waiver
Enroliments

APD
. )|

08202025 |F

APD Crisis Details

[Crisis Denied v]

090212025 | H

| Crisis v|

0872212025 A

El

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

11.Upon saving the program record, a Workflow Wizard will trigger with the following

Ticklers:

a. Close Crisis Waiver Request Program - Assigned to Pre-Enrollment Support
Coordinator, Due in 35 days after date the Program Disposition changed to

Crisis Denied

12.The Pre-Enrollment Support Coordinator can access this Tickler via the

My Dashboard.

13.Find the Consumers Section and scroll down to the Ticklers Panel. Click on the
Ticklers link to open the Tickler Queue:

Alert Notes

Unread Alert Notes 0
Ticklers /

Ticklers 37
Plans

Draft 5

Pending 1
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a. Use the multi variable search to narrow down the results in the Tickler
Queue. Click Search.

Tip

When searching for a future Tickler, remember to clear the check box
next to Apply Alert Days Before Due prior to clicking Search.

14.In the search results, click to open the Tickler called Close Crisis Waiver Request
Program.
15.Upon doing so, the consumer’s Program List View Grid will open.

16.Click to open the APD Crisis Program record and update Disposition = Closed.
This will close the APD Crisis Program enrollment record created by the Pre-
Enrollment Support Coordinator to initiate the Crisis request process.

17.When finished, click File > Save and Close Program.

File Tools Word Merge

Program | An asterisk (*) indicates a required field
Division * APD
Program Workers -
Referral Date DIYY =
Nolgss Create Date * 0812012025 |
Track Disposition Program ¥ APD Crisis Details
Disposition * ‘— | Closed hd
Disposition Date * 091022025 |
Enroliment Type [ Crisis ~
Program Begin Date * 082212025 |

Expected Deactivated Date C E

18.1f the Consumer elects to exercise Due Process, proceed to Chapter on Due
Process.
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NEW: As Needed: Request/Received Additional Documentation for Crisis

If additional information is needed for the Crisis, the Crisis Identification Tool and the
Program will need to be updated to reflect the request. The Crisis Identification Tool will
need to be updated when the documentation was received.

Updating the Crisis Identification Tool

1. Navigate to the Forms tab from the Consumer record.
2. Search for and the Crisis Identification Tool from the list view grid.
3. Update the appropriate fields
a. Request Additional Information:
i. Date Additional Information Requested for crisis = enter date of the
request
ii. Additional Information Required? = select Yes (this will extend the
deadline for the Crisis)
iii. Date Agency Received Missing information for Crisis = enter date
once received
iv. Fill out form as needed.
v. File > Save and Close Forms

CRISIS REQUEST TRACKING

Date of Crisis Request: 082172025 H
Date Additional Information Requested for Crisis: *— 0822025 |
Date Agency Received Missing Information for Crisis: MM/IDDAYYYY |[E

Due Date of Crisis Notice (45 days, or 60 if additional info. required) Mon Oct 20 2025 00:00:00 G

Date of Crisis Determination: Thu Aug 28 2025 00:00:00 G
Meets Waiver Eligibility Level of Care? Llg
Additional Information Required? h [Yes v

) Yes

Forensic Case:

b. Received Additional Information:
i. Date Agency Received Missing information for Crisis = enter date once received
ii. Fill out form as needed.
iii. File > Save and Close Forms

CRISIS REQUEST TRACKING

Date of Crisis Request: 08/21/2025 g
Date Additional Information Requested for Crisis: 08/22/2025 H
Date Agency Received Missing Information for Crisis: « poi02/2025  |[E
Due Date of Crisis Notice (45 days, or 60 if additional info. required) Mon Oct 20 2025 00:00:00 G

Date of Crisis Determination: Thu Aug 28 2025 00:00:00 G
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Updating the Programs tab

1. Navigate to the Programs tab from the Consumer record.
2. Open up the Program = APD Crisis and update the following fields:
c. Request Additional Information:
i. Disposition = Crisis Pended
ii. File > Save and Close Programs

ofd wennect

File  Tools  Word Merge

] s i G
Program An asterisk (*) indicates a required field
' Division ¥ APD
Program Workers -
Referral Date ]
Notes Create Date * 08/202025 |
Track Disposition Program * APD Crisis Details
Di ition % ‘ [Crisis Pended b
Disposition Date * 08/22/2025 3
Enroliment Type \ Crisis v
Program Begin Date * 08/2212025 3
Expected Deactivated Date M/DC 3

As Needed: Attach Supporting Documentation to a Note

If Supporting Documentation needs to be attached to the consumer’s record in iConnect, the
Pre-Enrollment Workstream Worker will upload attachments into iConnect using the Notes
tab.

1. The Pre-Enroliment Workstream Worker will navigate to the consumer’s record and
click Notes > File > Add Note.

a. Inthe new Note record, update the following fields:
i. Division =APD
ii. Note Type = Crisis
iii. Note Subtype = Additional Documents
iv. Note = Describe the attached documents
v. Status = Complete
b. Attach the documents
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Remember!!

If the Documentation that is being attached is Confidential,
then use a separate note, updating the following fields:
a. Note Type = Confidential Documentation
b. Note Subtype = N/A
c. When finished, click File > Save and Close
Notes

An example of Confidential Documentation is DCF Abuse
Reports.

Notes Details

Division * APD v

Note By * Samantha v
Note Date 01/25/2022 =

Program/Provider v

Note Type Confidential Documentation v
Note Sub-Type v

Deseription DCF Abuse Reports

B I O wpt ~ A=~

Forensic Discharge to APD Waiver Enrollment — Crisis

1. Facilities will notify the State Office Forensic Coordinator of Consumers that require
Waiver services upon discharge. These Consumers will enter the APD waiver via
the Crisis Enroliment Process

2. The State Office Forensic Coordinator will begin by logging into iConnect and
setting Role State Office Process Owner Then click Go.

3. Confirm if the Consumer is already an APD Consumer. To do so, click on the
Consumers chapter and use the Advanced Search to search for the individual by
First Name, Last Name, DOB, SSN, etc.
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Quick Search

Consumers || LastName [v] @ ADVANCED SEARCH /
MY DASHBOARL | CONSUMERS PROVIDERS | INCIDENTS CLAIMS SCHEDULER | UTILITIES | REPORTS
Filters
Last Name j Begins With j smith ANDﬂ x
FirstName [v|  BeginsWith  [v] |m x| AN x

iConnadlDﬂ +

~

6 Advanced Search record(s) returned - now viewing 1 through & L}
iConnectID o Last Name | First Name | DOB | Status
| 10003 Smith | Alan | 0172911983 | Active @
| 10008 Smith | June | 1011411975 | Active =
[10027 | Smith | Jennifer | 102611960 |Active =
[10031 | ssmith | Landon [oricrrzo0y | active +
[10042 | Smith | mary [ 0316172006 | active -

| 10043 B | Smith | Marianne | 03ic42004 | Active
/ <<First <Previous Retrieve 15 |Recordsatatime Next> Last>>

4. In the search results, verify if the Consumer has a matching record in the system
and if the Consumer is open to APD:

If the Consumer has a record and is an APD Consumer:

5. If the search returns a matching result and that Consumer is already in APD, click
on the match to open consumer’s record and click Notes > File > Add Note.

6. In the new Note record, update the following fields:
a. Division = APD
Note Type = Forensic
Note Subtype = Forensic Transition
Status = Pending
Attach any documents received from the Facility
Route the Note to the appropriate Region Forensic Worker

=0 ao00C

7. When finished, click File > Save and Close Notes
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File Tools

Motes Details

Division * APD W

Mote By * [Tierney, Jacqueline V|

Mote Date = oaindr201s |

ProgramProvider

Note Type = [Forensic v[

Note Sub-Type [Forensic Transilion v

Description

Reguest for Regional Forensic Worker to review Consumer's record |

MNote

Status * Pending v

Date Completed

8. If all required documentation is complete, proceed to the Chapter on APD waiver
Enrollment - Crisis.

If the Consumer has a record but is NOT an APD Consumer:

9. If the search returns a matching result and that Consumer is NOT already in APD,
click on the match to open consumer’s record and click Divisions > File > Add
Division.

10.Update the following fields:
a. Division = APD
b. Disposition = Forensic to Crisis Transition
c. Primary Worker = Region Pre-Enrollment Workstream Worker

11.When finished, click File > Save and Close Division.
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Marianne Smith Division

Of»{ ioennect Last Updated by WL Worker

at 4732018 10:23:13 AM

File Word Merge

. Division
Events

Track Disposition

Events

Divison * APD

Disposition = \ \ Forensic to Crisis Transilion W

Disposition Date 04/04/72018 |1

Open Date __]

Data Entry Date 03/21/2018

Primary Worker * Regional, Jim EE Details
Secondary Worker Tierney, Jacqueline m Details
Application Pended Due Date |

12.Navigate to the consumer’s record and click on Notes > File > Add Note. In the
new Note record, update the following fields:

"0 Qo0 T

Division = APD

Note Type = Forensic

Note Subtype = Forensic Transition

Status = Pending

Attach any documents received from the Facility

Route the Note to the appropriate Region Forensic Worker by clicking the
Lookup button next to Add Note Recipient. In the pop-up window, type in the
Worker's Last Name and click Search. In the Search results, click on the
matching Worker Name to route the note to that recipient.

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

s WellSk
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e . Marianne Smith = Notes
oo iwonnect Merianne Sl
File Tools
Motes Details
Division *
Note By * |Tiemey‘ Jacqueline V|
Note Date * oaioarzo1s |
ProgramiProvider
Note Type * [Forensic vl
Note Sub-Type | Forensic Transition v
Description
Reguest for Reglonal Forensic Worker to review this Consumer for Forensic
Transition
Note
Status v
Date Completed
14.1f all required documentation and the application process is complete, proceed to
the Chapter on Eligibility Determination and then to the Chapter APD waiver
Enrollment - Crisis
If the Consumer is not found in the Search:
15.1f the search results do not return a matching Consumer, click on File > Add New
Consumer People Search.
File
Add Mew Consumer Piogie Search
Print @ Consumers [v]| | LastName [v] @
MY DASHBOARD | CONSUMERS | PROVIDERS | INCIDENTS |  CLAMS | SCHEDULER | U
Filters
Last Name ﬂ Begins With ﬂ ANDM x
iConnedlDﬂ +
[ "Search | Reset |
vB31.0
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16.Search for the Consumer and then click Add New
File

- Filter
First Name M Equal To ﬂ unicorn ANDM b 4

People ID E +

ﬁ' ;'."“‘I- i Reset

Search Results for Harmony People

People ID First Name Last Name Middle Name Suffix Race SSN Person Type

No records to display.

17.0n the consumer’s new record, update all Demographic fields and set Initial
Division = APD

File Tools Reports

Basic Demographics
Halutation Mr. ¥
Last Name * [ Smith
First Name * Manuelos
Consumer Photo .
Middle Name M|
sux
Alias i
Title
Date of Birth * 040612006 |1
Age
Date of Death [ !
Cause of Death
00 e remainng
DOD File Number [ )
Gender
Race
f:mism |:_ Intellectual Disability
T “I]
pected D isabili Prader-Willi Syndrome
|Spina Bifids |L
Drown Syndrome v [«
Phelan McDermid Syndrome |;
Competency |1n|:nn1petent Guardian Available V|
Marital Status
Living Setting [Haspital v]
Referral Source Law Enforcement N
SN+ [306cxca8ss Unmask
Medicaid ID |
Medicare [0
Medicare Type \ __V
Initial Division * ' R V]
ABC PFIN
CBC Flag
Demographics Verified On [ : =

18.When finished, click File > Save and Close Demographics
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19.Upon saving, the consumer’s Division page will open with Division = APD.

20.Update the following fields:
a. Disposition = Forensic to Crisis Transition

21.When finished, click File > Save and Close Division

NOTE: The Application process needs to be completed to see if the Consumer
meets eligibility criteria. If they are found to meet eligibility criteria, the forensic
transition to crisis process would resume. However, if they are found ineligible, the
notice of ineligibility needs to be sent and the due process time frames observed. If
the applicant does not exercise due process, the facility would have to make
alternative discharge arrangements, and proceed to closing the APD Division
record.

File  Word Merge

Division | | Events
Everis Divison APD
Disposition * | Forensic to Crisis Transition vi
Track Disposition _ - ; B
Disposition Date 04/04/2018 _“l
Open Date 04/04/2018 |
Data Entry Date 04/04/2018
Primary Worker * Tierney, Jacqueline ﬂ“ Details
Secondary Worker H
Application Pended Due Date ﬂ [g

22.Navigate to the consumer’s record and click on Notes > File > Add Note.

23.In the new Note record, update the following fields:
a. Division = APD
Note Type = Forensic
Note Subtype = Forensic Transition
Status = Pending
Attach any documents received from the Facility

Route the Note to the appropriate Region Forensic Worker by clicking the
Lookup button next to Add Note Recipient. In the pop-up window, type in the
Worker's Last Name and click Search. In the Search results, click on the
matching Worker Name to route the note to that recipient.

N

24 .\When finished, click File > Save and Close Notes
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4472018 1:51 PM
File Tools

Motes Details
Division *
Note By * |Téemey‘ Jacqueline V|
Note Date * oai0az01s |
Program/Provider
Note Type * [Forensic vl
Note Sub-Type | Forensic Transition v
Description
Reguest for Reglonal Forensic Worker to review this Consumer for Forensic
Transition
Note
Status * Pending v

Date Completed

Chapter 12 | Non- Standard APD Waiver

Enrollments

25.1f all required documentation is complete, proceed to APD waiver Enroliment - Crisis

CBC Pre-Enroliment to Waiver

1. The process for moving a CBC Consumer from the Pre-Enrollment to Waiver begins

with a Court Order for Permanency, adoption, reunification, permanent

guardianship, or documentation that the Consumer is turning 18.

2. Once it is determined that the Consumer meets the criteria to come off the Pre-
Enrollment, the CBC will notify the Region at least 90 days prior to achieving
permanency or immediately upon receipt of a Court Order. The request will be

documented in a new note.

3. Navigate to the Notes tab and select File > Add Notes. The Notes details

page opens. Update the following fields:
* Division = APD
* Note Type = Waiver Enroliment
* Note Subtype = CBC Enrollment Request
» Notes = Enter details of the follow up
» Status = Complete
+ Attachment = as needed

November 2025
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UILU (AL E L]0 Y

File  Tools
An asterisk (*) indicates a required field

Notes Details
Division ¥ [APD ~|
Note By * | Baer, Sylvia v
Note Date * v8rie2025 o
Program/Provider |E
Note Type * Waiver Enrollment v [*
Note Sub-Type | CBC Enroliment Request [
R CBC Enroliment Request )
B I U 16px - A -
Note
status *
Date Completed 08/182025
Attachments

4. When finished, File > Save and Close Notes

5. To begin, the Pre-Enrollment Workstream Lead will log into iConnect and set Role =
Region Pre-Enrollment Workstream Lead. Click Go.

Welcome, Caroline Shorter Sign Out Rals

= —
O‘-/,‘—"j iConnect 4/4/2024 3:48 PM v Region Pre-Enroliment Workstream Worker v W
File Reports

Quick Search

Cansumers v LastName w @ ADVANCED SEARCH

6. Navigate to the consumer’s record and click Notes > File > Add Note.

File Tools Reports Ticklers
Add New Demographics Search Quick Search

Add Notes Consumers v Lasthiame Sl co') ADVANCED SEARCH

Print
MY DASHBOARD | CONSUMERS PROVIDERS

Kastner, Martin (209730)
Diagnosis | Fiigibilty | Medications = Auths | Provider Documentation = Contacts  ~ Consumer Module User

Demographics ~ Divisions  Consumer Budgels | Programs | Provider Selections SANFurmi Appolntments | Pians | Pre-Enrolment | Paye

Filters
Note Date v + /
Search Reset

208 Consumers Notes record(s) retumed - now viewing 1 through 15

Note Date~ Note By Note Type Note Sub-Type Description Status Date Completed Attachment
04/08/2024 Baar, Sylvia ICF Reason Timeling Unmet Complete 04708/2024 |No

7. In the new Note record, update the following fields:
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. Division = APD
. Note Type = Waiver Enrollment
Note Subtype = CBC to Waiver

Chapter 12 | Non- Standard APD Waiver
Enroliments

. Attach all documentation including the Court order

Route the Note record to the Pre-Enroliment Support Coordinator and the
State Office Enrolliment Coordinator by clicking the Lookup button next to
Add Note Recipient. In the pop-up window, type in the Worker's Last Name
and click Search. In the Search results, click on the matching Worker Name
to route the note to that recipient.

a
b
c
d. Status = Pending
e
f.

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

File  Tools
Notes Details
Division.*
Nete By * WWLSuper, Roberd i
Note Date * ngee0iz |
Pogamiproter
Note Type * \| Waiver Enrolimant i
Note Sub-Type [CEC to Waiver v
Description
GAC 0 Waiver
Note
Satus
Date Completed
Attachments
Add Attachment
Document Description Category
There ara no attachments to display
Note Recipients
Add Not= Recipient -ﬂ.-a ear |
Name Date Sent Date Read Hatus
Tiemey, Jacgueling 482018 Unrzzd
WLCoprdinatar, Sug 482018 Unread
November 2025
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9. Proceed to the Chapter on Pre-Enrollment processes to proceed with the Waiver
Enroliment Process

Military Family Application
1. Upon receiving an application from a potential Military to Waiver Candidate, the
Eligibility Determination Specialist will review the application and all collateral
documents to ensure that the applicant is a dependent of an active duty military
service member, and that the applicant received waiver services in the state that

they moved from

2. To begin, log into iConnect and set Role = Region Pre-Enrollment Workstream

Worker. Click Go.
‘Welcome, Caroline Shorter Sign Out Role 7 _T

Q0D iConnedt 4/4/2024 3:48 PM v Region Pre-Enroliment Workstream Worker

File Reports
Quick Search
Consumers v LastName v W ADVANCED SEARCH

3. Create a Contact record for the applicant's Legal Representative.

4. To do so, navigate to the consumer’s record and click Contacts > File > Add New
Contacts Search. iConnect requires the user to first search the database for
existing contact records before being able to add a new record.

Add New Conl ,, Irs  View Consumer Incidents
Urioge featvosiigoiratide|
o s

Search

Add New Chypsumer Peaple Consumers v]| | LastName v ADVANCED SEARCH
Print
MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

Smith, Marianne (10043}

Diagnosis = Eligibiity =~ Medications = Auths = Provider Documentation | Contacts  Consumer Module User

Demographics =~ Divisions | Programs | Provider Selections | Motes = Forms pointments = Plans | Pre-Enroliment  Payers | Legal Issues
Filters
: |
Active v |EqualTo v| | ves AND V|| x
Relation ID v [+

1 Contacts record(s] returned - now viewing 1 through 1

Relation ID Primary Relationship Last Name FirstName | Address | City | State | Zip | MainPhone | Email | Active Active Military Status

10045 | Attorney Slater Eugene Yes No

<<First <Previous Retieve 45 Recordsatatime Next>  Last>>
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a. Use the multi variable search to verify if the Legal Representative already

has a record in iConnect. Click Search.

ocd itonnect

File
Filters
Last Name ﬂ Equal To ﬂ Ramsey AND | v x
FistName  |v| [BeginsWith  [v| L oR [v] [x

Last Name ﬂ +

0 record(s) returned

i. If the search returns a matching result, click on the matching record to
add it as a Contact on the consumer’s record

ii. Ifthe search does not return a matching result, click Add New to
create a new Contact on the consumer’s record

5. In the Legal Representative's Contact record, update the following fields:
a. Primary Relationship = select Legal Representative
b. Relationship(s) = select a value if multiple relationships exist
c. Active Military status = checked

d. Active = checked (this activates/inactivates the Contact record in iConnect

File

Contact Detail

Primary Relationship * \i_egal Representative v|
Advocate |:_ Designated By Person (POA/DP{
Attorney AL
Aunt |L

Relationship(s) Boyfriend
Brother Ii
Care Planning Participant W Ii
Care Provider 4

Active Military Status 4

Active @

Comments
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6. When finished, click File > Save and Close Contacts.

7. Update the consumer’s Division record. To do so, navigate to the consumer’s record
and click on the Divisions tab > open the APD Division record.

8. Update the following fields:
a. Disposition = APD Eligible — Bypass PE
b. Primary Worker = Pre-Enroliment Workstream Lead
c. Secondary Worker = Clinical Workstream Lead

9. When finished, click File > Save and Close Division.

sl Marianne Smith Division
O; / l. ANNed 4 Last Updated by waiverws|
at 4/5/2018 1:48:01 PM
File Word Merge

Division Events
Divison * APD
Events
Disposition * APD Eligible -Non-Pre-Enrallment v/
Track Disposition -
P Disposition Date 04/06/2018 |
Open Date 04/04/2018 |
Data Entry Date 03/21/2018

10.Upon saving the APD Division record with Disposition = APD Eligible Bypass PE, a
Workflow Wizard will trigger:

a. Merge/Mail Applicable Notice — Assigned to Eligibility Determination
Specialist, Due Immediately
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Assign Initial QSI — Assigned to Clinical Work Stream Lead, Due Immediately

Complete Family Risk Factor - Assigned to Clinical Workstream Lead, Due in
45 days

. Complete Waiver Eligibility Worksheet — Assigned to Pre-Enrollment

Workstream Lead — Due in 45 Days

Complete Support Plan Short Form - Assigned to Pre-Enrollment
Workstream Lead — Due in 45 Days

Verify Mental Health Diagnosis - Assigned to Pre-Enrollment Workstream
Lead — Due in 45 Days

11.Add a Note to the consumer’s record. Notes > File > Add Note.

12.In the following Note record, update the following fields

a.

®oo o

s WellSk

Division = APD

Note Type = Waiver Enrollment

Note Subtype = Military Verification
Status = Complete

Attach any supporting documentation

File Tools

An asterisk (*) indicates a required field
Notes Details

Division ¥ [aPD v/
Note By * | Baer, Sylvia v
Note Date * 071232025 |

Program/Provider [ v|/
Note Type *

| Waiver Enroliment v [
Note Sub-Type [ Military Verification v ff—

Description

A

B I U 16px -~ A~

Note

*

Status [Complete |

Date Completed 072372025

Attachments

Attachments Grid

Document Description Category Action

Military Verification Doc Remove
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13.When finished, click File > Save and Close Notes

14 .Proceed to Chapter 3 | Applicant Deemed Eligible and Bypasses Pre-Enrollment, to

complete these enrollment ticklers.

Phelan McDermid

1. Upon receiving an application from an applicant considered to have Phelan
McDermid Syndrome, the Eligibility Determination Specialist will review the

application to ensure that it includes documentation from an approved professional

2. To begin, log into iConnect and set Role = Region Pre-Enrollment Workstream

Worker. Click Go.

i - . Rol
ey ‘Welcome, Caroline Shorter Dashboard |Sign Out 2 R—
Q0 iConnect 4/4/2024 348 PN Region Pre-Enrolment Workstream Worker v (ol

File Reports
Quick Search
Consumers v LastName v W ADVANCED SEARCH

3. Navigate to the consumer’s record and click Notes > File > Add Note.

File Tools Reports Ticklers View Consumer Incidents
Add New Consumer People Search

Add Noles Consumers ﬂ Last Name

Print @
MYDASHBOARDl CONSUMERS PROVIDERS |  INCIDENTS CLAIMS

Smith, Marianne (10043)

Diagnosis | Eligibility | Medications | Auths = Provider Documentation | Contacts = Consumer Module Use:

Demographics | Divisiens | Programs = Provider Selections | Notes Forms | Appointments | Plans

Filters
Note Date ﬂ +

| Search || Reset |
47 Notes record(s) returned - now viewing 1 through 15
Note Date | Note By I Note Type Note Sub-Type [ Des
| |04/06i2018 | WLSuper, Robert | Waiver Enrollment | CBC to Waiver

4. In the new Note record, update the following fields:
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Division = APD

Note Type = Waiver Enrollment

Note Subtype = Phelan McDermid Syndrome Verification
Status = Complete

Attach any supporting documentation

® 20 T o

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

Qr’“J iConnect ﬁ;;::;sin;:‘h Notes

File Tools

Notes Details
Division * APD v
Note By * [Eligibility, Michelle V]
Note Date * oaiosi201s |
Program/Provider LV
Note Type * \ [waiver Enroliment v
Note Sub-Type [Phelan McDermid Syndrome Verification v |
Description
Phelan| McDermid Syndrome Verification
Note
Status * Complete v
Date Completed 04/06/2018

6. Update the consumer’s Division record. To do so, navigate to the consumer’s record
and click on the Divisions tab > open the APD Division record.

7. Update the following fields:
a. Disposition = APD Eligible - Non-Pre-Enroliment
b. Primary Worker = Pre-Enrollment Workstream Lead
c. Secondary Worker = Clinical Workstream Lead

8. When finished, click File > Save and Close Division
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~d . Marianne Smitn Divisian
Of iCocnnedt Last Updated by waiverws
at 4520158 1°43:01 PM

File Word Merge

Uivision Events
= Divison * APD
Disposition * |APD Eligible -Nor Fre Enrollment o |
Teack Dispostion. | | nesportsin rt oamezote |
Open Date 04042018 |4 \
Data Entry Date 03/21/2018

9. Upon saving the APD Division record with Disposition = APD Eligible Bypass PE, a
Workflow Wizard will trigger:

a. Merge/Mail Applicable Notice — Assigned to Eligibility Determination
Specialist, Due Immediately

b. Assign Initial QSI — Assigned to Clinical Work Stream Lead, Due Immediately

c. Complete Family Risk Factor - Assigned to Clinical Workstream Lead, due in
45 days

d. Complete Waiver Eligibility Worksheet — Assigned to Pre-Enrollment
Workstream Lead — Due in 45 Days

e. Complete Support Plan Short Form - Assigned to Pre-Enrollment
Workstream Lead — Due in 45 Days

f. Verify Mental Health Diagnosis - Assigned to Pre-Enrollment Workstream
Lead — Due in 45 days

10.Proceed to Chapter 3 | Applicant Deemed Eligible and Bypasses Pre-Enroliment, to
complete the Waiver Eligible Bypass PE Process

CDC+ Enroliment

1. A Consumer can express interest in the CDC+ Program. If the consumer’s current
Waiver Support Coordinator is not a CDC+ Consultant, the Consumer can contact
the Region Office to obtain a list of CDC+ Consultants who are available. If the
Consumer cannot direct their own services, the decision on who will act on their
behalf as their CDC+ Representative will be made.

2. The Consumer or their Representative must take and pass the Readiness Review
by 85% before completing and submitting the Application to enroll in CDC+.

3. Upon receiving the consumer’s application, the CDC+ staff will review all application
documentation for accuracy. The CDC+ Enrollment staff then enters application
information into the CDC+ System (not iConnect).
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4. Upon submitting a new Start Purchasing Plan and all required documentation, the
CDC+ staff will review the documentation and determine who will be enrolled each
month.

CDC+ Program Enrollment

1. To enroll a Consumer in the CDC+ Program in iConnect, the CDC+ staff member
will log in and set Role = State Office Enrollment. Click Go.

‘Welcome, Jennder Buck My Dashboard
<am01E 10 16 AN

o wonnect S S0 OUl | |* e omcs Ervommant Sl oc
File
Quick Search
= S| [ cantpiene v & ADVANCED SEARCH

MYDASHBOARD | CONSUMERS | PROVIDERS CLAIMS SCHEDULER RERORTS

2. Navigate to the consumer’s record and click on Programs > File > Add Program.

File Ticklers View Consumer Incidents

Add Program "
Print @ Consumers [v| | LastName
[ Participating

MY DASHBOARD CONSUMERS | PROVIDERS INCIDENTS CL

Smith, Marianne (10043)

Diagnosis = Eligibility | Medications | Auths = Provider Documentation | Contacts | Consumer Module Use

Demogrepiics | Divsions, IR Froviex Seectors | Noves | Forme | Appoirtmerts | Pl
DTT o NotEquiTo [V caused\ M ao]
Progam V| |+

3. Inthe new Program record, update the following fields:

a. Program = CDC+

Disposition = Enrolled in CDC+
Referral Date = Date that APD received notification of interest in CDC+
Enrollment Type = leave blank. NA for CDC+
Primary Worker = Waiver Support Coordinator (CDC+ Consultant)
Program Begin Date = Projected effective date for CDC program to begin.

"0 oo00T

4. When finished, click File > Save and Close Programs.

a. This consumer will now have one APD waiver Program record and one
CDC+ program record.
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File Tools

Program
Program Workers
Notes
Events

Track Disposition

5. Navigate to the consumer’s record and click on Notes > File > Add Note.

Word Merge

Division *

Referral Date

Create Date *
Program *
Disposition *
Disposition Date ~
Enroliment Type
Program Begin Date *

Expected Deactivated Date

Comments

LOC Completed Prior To Enroliment

Chapter 12 | Non- Standard APD Waiver

APD
3]
o7isno18 |
chDC+ Details
[Enrolled in CDC+ v
oenoz019 |
|MA - Enrolled onto Waiver Prior to iConnect v
og01/2018 |
=

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

a.

N

Division = APD
Program = CDC+
Note Type = CDC+

Note Subtype = New Start

Status = Pending

Enrollments

Route the Note record to the CDC+ Consultant by clicking the Lookup button
next to Add Note Recipient. In the pop-up window, type in the Worker's Last
Name and click Search. In the Search results, click on the matching Worker
Name to route the note to that recipient.

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

b WellS
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Notes Details

Division * APD V|

Note By * [Tiermey, Jacqueling v|
Note Date * 04/09/2018 |
PragramiProvider [CDCr ] Detas
Note Type * | CDC+

Note Sub Type [Mew Start v|
Description

Note

st

Date Completed

End Date APD waiver Plan and Services

Chapter 12 | Non- Standard APD Waiver
Enroliments

1. The CDC+ Consultant will monitor their My Dashboard for Note records related to
CDC+. To begin, log into iConnect and set Role = WSC/CDC. Click Go.

2. Onthe My Dashboard, find the Consumers section and scroll down to the Notes
Panel. Click on the Pending link to open the Notes Queue

3. Inthe Notes Queue, open the Note record with Note Type = CDC+ and Note
Subtype = New Start and review the contents of the Note.

4. The CDC+ Consultant confirms what has been billed and what is yet to be billed on

the APD waiver authorizations.

5. The CDC+ Consultant will update each planned service. On the consumer’s record,
click on the Plans tab > open the existing APD waiver Plan.
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MY DASHBOARD | CONSUMERS PROVIDERS CLAIMS SCHEDULER REPORTS

Smith, Marianne (10043)

Diagnosis ~ Eligibility ~ Medications =~ Auths  Provider Documentation  Contacts  Consumer Module User

Demographics  Divisions = Programs | Provider Seleclions | Motes = Forms 2 Plans : Payers  Legal lssues
Filters
Division v [+ \
[Soarch | Reset |

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

[+]

Division Program Worker Cost Plan Creation Date « Status. @ Cost Plan Begin Date Cost Plan End Date
APD Tiemey, Jacqueline 033072018 Pending
= |APD APD Waiver WLSuper, Robert 032772018 Approved 032772018

<<First  <Previous Retriove 15 |Recordsatatime Nexdt> Last>>

6. If the Plan has already been validated and reviewed by the Region and/or State, the
Status will equal Approved or No Review Required and the Plan will be read only.
The CDC+ Consultant will need to Reverse the Status of the Plan before editing the
Planned Services and/or adding new.

7. Todo so, the CDC+ Consultant must use the WSC Cost Plan Adjustment Role.

8. Select the APD waiver Plan record with status = Approved or No Review Required.
The Plan Information Page displays.

9. Click File > Reverse Status.

John Sheppard Plans ot

Last Updated by fouck 3160 Ot | Mot Cost Plan Adjustment =] @
FL APD Sandbox - Internet Explorer | |
1 hitpsy//futest harmonyis.net/FLAPDSandbo/Pages/Harmany.asp T hapterD=480EVien Type=SubPageView&PagelD=575638:C hapterEntityID=10106 & EntityID= 1988 CallingChapter=Consumers&CallingPage=Plans B20List&ParentEntiyD=10108&_popup_=1 &
. John Sheppard Plan Information
) WCo
O{—U iCennect Last Updated by jbuck

at 3212013 122239 PM
File  Reports

Duplicate

Details
Spell Check " APD
Save and Validate Plan Bs 'APD Waiver
Reverse Status Reed, Monica
History Alan Creation Date * 04/01/2018
Print

nents

Close Plan Information

10.The record is now editable, and the Plan Status equals Draft.

11.Click the Planned Services subpage.
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'Om iConnedt Alice Sheppard | Planned Services

S/9720118 5:43 PM
File Tools

Filters

Max Amou mﬂ s

Plan Information

. Pianned Services |
Qs! Needs SENRE
5 Planned Services record(s) returned - now viewing 1 through 5
Plan Notes |
- Service = S Total No | Unit Max Begin Auth
!-meder. Code Service I]e;r,cnp_lmn of Units | Type ‘ Rite__ﬂmﬂ  Date End Date D _|:|
\ 4250 Specialized Mental Health Counseling Assessment | 1.0000 Units | $128.21|5128.21 | 04/D1/2013 | 0&/30/2012 [l
APD Test Life Skills Development - Level 2 (Supported | 15 | " "
‘ Frovider | iﬂaa | Employment - Individual] | Ak DDOD. _m‘."!.’3._‘_59'5'5 5_2‘485T “041'0112013 :E:B@fzm&:” = O 4
Generic
CDC+ 4446 Consumable Medical Supplies (non-CDC) 360000 |Hem |§2.00 (57200 04/01/2013 | D4/05/2018 D
_| Provider
| Generic | ‘
CDC+ 4400 | Consultant-CDC | 3.0000 Manfﬂ‘ 314860 5445607 | 04/02/2013 | 06/30/20158 [l
Provider | ) i

12.For each planned service, select to open the details page. Update the following
fields:

a. End Date = date before the CDC+ start date.

b. Ensure there are adequate units left in the APD waiver planned service
falling within the start date and the new end date that has been updated.

c. Planned Service Status = do not change.

13.When finished, click File > Save and Close Planned Service.

. 4 John Sheppard Plan Information
QQj " ,[“nf‘f i Last Updated by jbuck
at 32112019 1:31:58 PM
File  Reports
| Planinfomation | Plan Details
Planned Sevices Lhvision A
Program APD Waiver ‘v | Detaits
Qsl Needs
Worker
Plan Notes Cost Plan Creation Date * 04012018 |
Comments
Cost Plan Begin Date * o7in1201s |
Cost Plan End Date * 061302019 |

14.Select the Plan Information subpage. Update the following fields:
a. Cost Plan End Date = date before the CDC+ start date.

15.Click File > Save and Validate Plan.

16. Complete Plan Validation.
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17.0nce the plan has passed validation, the changes must also be made to the
authorization using the Update Authorization functionality in iConnect. This will
end date authorizations and update the amount unauthorized on the budget details
screen.

18.0n the planned services details page, a message will display to the user until this
update is completed.

ng Connect John Sheppard Planned Service
! Last Updated by jbuck

&t 3/21/2018 1:38:53 PM
File

| flanged Senice ﬂ This planned service is out of sync with one or more of the authorizations to which itis linked.

Planned Services

19.Navigate to the Planned Services subpage.

20.Click the checkbox next to the planned service that was updated.

21.Click File > Update Authorization. A success notification window displays, and the
authorization is updated. Only after passing Plan Validation, will the Update
Authorization menu option appear on the Planned Services tab.

Create the CDC+ Plan and Services

1. Create a new plan record to house the CDC+ services. To do so, in the existing
APD waiver Plan, click File > Duplicate to duplicate the Plan. This copies the APD
waiver plan and planned services.

File uplicate
Duplicate ="
| Details
Spell Check @
on* APD
Save and Add Need - [APD Walver ] Detais
Save and Add Planned Service L |W]_Su per, Robert v|
Save Plan Plan Creation Date * 03272018 |4
Save & Close Plan
nents
History
Print b
Close Plan Information Plan Begin Date osiz72018 |
Cost Plan End Date 3

2. The new copied plan record will automatically open. Update the following fields:
a. Program = CDC+
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b. Cost Plan Begin Date = CDC+ program begin date
c. Cost Plan End Date = End of Fiscal Year
d. Status = Draft
3. When finished, click File > Save Plan.
File Reports
| Planinformation | Plan Details
Planned Services Dawsios:: AED
P Revews Worker [Tierney, Jacqueline V|
QSl Needs Cost Plan Creation Date * 04/09/2018 |4
Plan Notes
Comments
Status *
Cost Plan Begin Date 04/00/2018 |4
Cost Plan End Date J
4. The CDC+ Consultant will link the CDC+ Plan to the Budget. Navigate to the
Consumer Budget tab. Open the current budget. Update the following fields:
a. Program: APD Waiver is already selected. Make no changes to that. In
addition, add CDC+.
o iConnect
File
| Budget | Budgetin 35279
t::::: :‘ue::irizatiuns e
I:— ggg:f\iawer
[
Program(s) |L
: El|
5. From the File menu, select Save.
6. Select the Linked Plans subpage.
7. The APD waiver plan will be displayed. Make no changes to that.
8. From the File menu, select Link to Plan.
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File Tools
Linkto Plan

| Pt e v [+

Close Linked Plans

Linked Authorizations

9. The Link to Plan window displays and the CDC+ plan is listed. Select the CDC+
plan for the same fiscal year by clicking on the carat at the end of the row and click
Link.

File Tools

Filters

FundCods  v|  +

1 Link to Plan record(s) retumed - now viewing 1 through 1

Fund Code Program Plan Start Date Plan End Date Worker Status
APD CDC+ 07/01/2020 06/30/2021 Meeachean, Jennifer Approved -

<<First  <Previous Reirieve| 15 |Recordsatatime Next> Last>>

10.The page refreshes and both plans are now linked to this budget. You can close the
Linked Plans page.

11.Return to the CDC+ plan. If there are any planned services not being continued on
the CDC+ plan, use the WSC Cost Plan Adjustment role to delete them. (i.e. —
remove Res. Hab.) See the Remove Planned Services section.

12.Using the WSC/CDC+ role, update all other planned services. For each planned
service, update the following fields:

Start Date: the same as the cost plan begin date
End Date: the same as the cost plan end date
Index/SubObject Code = CDC+ ISO

Unit of Measure = Year

Units Per = Total units needed for a full year

Provider ID = Generic CDC+ Provider for all services except CDC
Consultant.

"0 Qo0 T

13.When finished, click File > Save and Close Planned Service.

14.1f necessary, add any new planned services not included in the copied APD waiver
plan. From the File menu, select Add Planned Services.

15.The Planned Service details page display. Update the following fields:
a. Start Date: the same as the cost plan begin date
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End Date: the same as the cost plan end date
Index/SubObject Code = CDC+ ISO

Unit of Measure = Year

Units Per = Total units needed for a full year

Provider ID = Generic CDC+ Provider for all services except CDC
Consultant.

"0 o00T

16.When finished, click File > Save and Close Planned Service.

17.In the CDC+ Plan, perform Plan Validation. Click the Plan Information subpage and
proceed to the Plan Validation section of this manual.

18.0nce the plan has passed validation, authorizations for the CDC+ services will be
created. When authorizations are created, the amount unauthorized on the budget
details screen is updated.

19.0nly the authorization for CDC Consultant services will be sent to AHCA via the
FMMIS Authorization interface.

20.0Once the Planned services have passed Plan validation or have been reviewed by
the Region or State Office reviewer and approved, the Create Authorization option
will be visible to the user. The WSC will create the authorizations.

21.Click the Planned Services subpage.

22.Add a check next to each Planned Service that has been validated and is ready to
be pushed to an Authorization.

23.Click File > Create Authorizations.

o iConnect
File  Tools
Add Planned Service
Create Authonzation(s)

Print Create Authorization(s) |
Close Plfined Services

24.The message Authorization Created will display if it was successful and an Auth ID
will be assigned. The details of the Authorization are visible on the Planned Service
and the Authorization tab.
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2 Planned Services record(s) ieluined - now viewing 1 Uiough 2-

E
I Sevice N Unil Max Tolal Nu of Anouil Bewin Provider Rale Seivice Consuirer
Provider . Code Service Desciiption Type | "€ | Amount Units Dale | EndDate Type Rafic County. =]
= ﬁg;;ggsnw GEO12UT | (437D) Sugport Coordination Menth 5112.69!%1 73428 | 12.0000 07/04/2020 | 081302021 | Agency LEON O
P T T
I | Auth 1D AuhSvciD | AuhStrtDac | AuwhEndDate | AuthStstus | AutnGvcStariDats  AuhSvcEndOate | AuthSucStatus | Auth SveEDiStatus
| | 0808|208 | 07/31/2020 | D6/202021 | Approvsd | 070112020 | DBiz0i202- \ Approvad | Ready to Send
1| ReaCare Tor Yeu |ostsug (22N Respite-Quarter 4o 1530 [s707154 | 20060000 070172020 | 061302021 | Agency 11 LroN O
| Hour | |
[[ Amo | mmswcio | aunsanbse | AunEngbae | AumsSiews | AumSvosanDa | AMSGENdDate | AUMSVGSWls | Auth Sve ED) sialus
| |1ano0e  |20s | 712020 | bB302021 | Ao | 07112020 | oBis0iz02: | Apmoven | Reaudy lu Serxd

25.The message also describes the plan is linked to a budget and the application will
automatically link these authorizations to the budget.

'e' Authorizations Created! This plan is linked to a consumer budget. Click

Y OK to automatically link the authorizations that were just created to the
consumer budget. If you click Cancel, you may manually link the
authorizations to the budget frem within the consumer budget record.

26.iConnect IT staff will pull the amount unauthorized from the budget details screen to

get the Reserve Amount. This is used to prorate the anticipated budget in CDC+
system.

27.The rest of the workflow to manage CDC+ services is handled outside of iConnect
in the CDC system.

Remove Consumer from CDC+ Program

1. Should a Consumer no longer need to participate in the CDC+ Program, the CDC+
Staff will log into iConnect and set Role = State Office Enroliment. Click Go.

Role
T Welcome, Janner Buck | My Dashboard o ==
opd itennect "

/182015 1216 AN 81O | Sime omee Emvoment &l o
File

Quick Search

| Consumers v| | Lostiame ~| h ‘i‘i ADVANCED SEARC

2. Navigate to the consumer’s record and click on Programs tab > open the CDC+
Program Enroliment record.

a. Inthe record, update the following fields:
i. Disposition = Disenrolled

b. The Deactivation Data section displays. Update the following fields:
i. Deactivated To
ii. Deactivated Date
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iii. Deactivated: enter notes
iv. Deactivation Reason
File Tools Word Merge

' Program i Division * APD
[N — i i Clear BRECHE
iR ek Worker Tiemey, Jacqueline | Clear] Details
Referral Date 04/09/2018 |l
Notes -
Create Date * oai0arore |
Events Program * COC+ Details
Track Disposition Disposition * * |Disenrolied v
Disposition Date * 04/09/2018 |1
Enrollment Type | v|
Program Begin Date 041092018 |
Expected Deactivated Date 04/09/2018 X ic

|

Deactivation Data

Deactivated To s

Deactivated Date * 08RERME |

Deactivated

Deactivation Reason

c. When finished, click File > Save and Close Programs.

3. Navigate to the consumer’s record and click on Notes > File > Add Note. The Note
details page displays. Update the following fields:

a. Division = APD

Note Type = CDC+

Note Subtype = CDC+ Disenrollment

Status = Pending

Route the Note record to the WSC (CDC+ Consultant)

®ooo

4. When finished, click File > Save and Close Note.
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File Tools
Notes Details
Division *
Note By * [Tierney, Jacqueline  v|
Note Date * 04/09/2018 i
Program/Provider Details
Note Type * |CDC+ v
Note Sub-Type [CDC+ Disenroliment v|

Description

-Please approve the decision to disenroll this Consumer from the CDC+

Program I

Note

Status *

Date Completed

5. The CDC+ Consultant will navigate to the consumer’s record, click on the Plans tab
> open the existing CDC+ Plan:

MY DASHBOARD | CONSUMERS PROVIDERS CLAIMS SCHEDULER REPORTS

<

Diagnosis ~ Eligiblity = Medications | Auths  Provider Documentation  Contacts = Consumer Module User

Smith, Marianne (10043)

Demographics = Divisions =~ Programs = Provider Selections | Notes = Forms | Appointments | Plans  FPre-Enfoliment | Payers | Legal Issues

Filters
Division v |+

3 Plans record(s) returned - now viewing 1 through 3

Ing*

Division Program Worker Cost Plan Creation Date » Status Cost Plan Begin Date Cost Plan End Date
% | APD |coc+ | Tiemey, Jacqueline 04/0972018 Draft 04/09/2018 |
APD | Tiemey, Jacqueline 033072018 | Pending |
3 | APD | APD Waiver | WLSuper, Robert | 03272018 | Approved | 032712018

<<First <Previous Retrieve| 15 Recordsatatime Nexi> Last>>

6. Inthe CDC+ Plan, click on the Planned Services tab. For each planned service,
select to open the details page. Update the following fields:

a. End Date = the CDC+ end date.
b. Planned Service Status = do not change.

7. When finished, click File > Save and Close Planned Service.
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- John Sheppard Plan Information
.
Or{j iConnedct Last Updated by jbuck
at 3242018 1:31:58 PM
File Reperts
| Plan information \ Plan Details
Planned Services Biveson A2
Program |APD Waiver | Details
QS1 Needs
Worker Reed, Monica hd
Plan Notes Cost Plan Creation Date * 04012018 |08
Comments
Status = Draft v
Cost Plan Begin Date * o710t [
Cost Plan End Date * 06/302019 |8

8. Select the Plan Information subpage. Update the following fields:
a. Cost Plan End Date = the CDC+ end date.

9. Click File > Save and Validate Plan.

10.Complete Plan Validation.

11.0nce the plan has passed validation, the changes must also be made to the
authorization using the Update Authorization functionality in iConnect. This will

end date authorizations and update the amount unauthorized on the budget details
screen.

12.0n the planned services details page, a message will display to the user until this
update is completed.

~ e nec John Sheppard Planned Service
QwL‘J iConn i Last Updated by jbuck

at 3/21/2019 1:38:53 PM
File

| Flapnen Senice \3 This planned service is out of sync with one or more of the authorizations to which it is linked.

Planned Services

13.Navigate to the Planned Services subpage.

14.Click the checkbox next to the services that were updated.

15.Click File > Update Authorization. A success notification window displays, and the
authorization is updated. Only after passing Plan Validation, will the Update
Authorization menu option appear on the Planned Services tab.

. November 2025 Page 355
sl WellSk



Case Management Module Chapter 12 | Non- Standard APD Waiver
Enrollments

16.1f the Consumer no longer needs APD services, proceed to the Chapter on Case
Closures.

17.1f the consumer will continue to receive APD services, the CDC+ Consultant will
create a new plan record to house the APD waiver services. To do so, in the
existing CDC+ plan, click File > Duplicate to duplicate the Plan. This copies the
CDC+ plan and planned services.

PRS- Marianne Smith Plan Information
Q0 Connedct Last Updated by ftierney
at 419/2015 11:43:24 AM

File Reports

| Duplicate g
| spellc T
Save and Add Need @ Details
Save and Add Planned Service [T“W‘\
Save Plan Date * 04/08/2018 |7
Save & Close Pian
History
Print Dt V]
Close Plan Information ate o4/09/2018 |
Cost Plan End Date =

18.The new copied plan record will automatically open. Update the following fields:
Program = APD Waiver

Cost Plan Begin Date = day after the CDC+ program end date

Cost Plan End Date = End of Fiscal Year

Status = Draft

oo oo

19.When finished, click File > Save Plan.

20.The CDC+ Consultant will link the APD waiver plan to the Budget. Navigate to the
Consumer Budget tab. Open the current budget. Notice in the Program field, APD
Waiver and CDC+ are already selected. Make no changes.

o0 Wonnect
File

Budget |  BudgetID 35279

Linked Plans Approval Date 04/22/2020

Fiscal Year* 2021 b

Linked Authorizations COC+

APD Waiver

Program(s)

DR

21.Select the Linked Plans subpage.

. November 2025 Page 356
sl WellSk



Case Management Module Chapter 12 | Non- Standard APD Waiver
Enrollments

22.The original APD waiver plan and the CDC+ plan will be displayed. Make no
changes.

23.From the File menu, select Link to Plan.

File Tools

Link io Plan

Print e v [+

Close Linked Plans

Linked Authorizations

24.The Link to Plan window displays and the new APD waiver plan is listed. Select the
APD waiver plan for the same fiscal year by clicking on the carat at the end of the
row and click Link.

o) iConnedt Link to Plan
5/1/2020 1:50 PM
File Tools

Filters

FundCode |w| |+

1 Link to Plan record(s) returned - now viewing 1 through 1

Fund Code Program Plan Start Date Plan End Date Worker Status

" [aPD APD Waiver 070172020 06302021 ‘ ; Approved =
= = = ~ Link —
<<First <Previous Relneve 15 Recordsatatime Next> Last>>

25.The page refreshes and all three plans are now linked to this budget. You can close
the Linked Plans page.

26.Return to the new APD waiver plan. If there are any planned services not being
continued on the APD waiver plan, use the WSC Cost Plan Adjustment role to
delete them. See the Remove Planned Services section.

27.Using the WSC/CDC+ role, update all other planned services. For each planned
service, update the following fields:

Start Date: the same as the cost plan begin date

End Date: the same as the cost plan end date
Index/SubObject Code = Waiver ISO

Unit of Measure = select based on the service selected
Units Per = Total units needed for each unit of measure
Provider ID = search for and select the waiver provider.

"0 Qa0 T

28.When finished, click File > Save and Close Planned Service.
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29.1f necessary, add any new planned services not included in the copied CDC+ plan.
From the File menu, select Add Planned Services.

30.The Planned Service details page display. Update the following fields:
Start Date: the same as the cost plan begin date

End Date: the same as the cost plan end date
Index/SubObject Code = Waiver ISO

Unit of Measure = select based on the service selected

Units Per = Total units needed for each unit of measure
Provider ID = search for and select the waiver provider.

=0 Qa0 T

31.When finished, click File > Save and Close Planned Service.

32.In the new APD waiver plan, perform Plan Validation. Click the Plan Information
subpage and proceed to the Plan Validation section of this manual.

33.0nce the plan has passed validation, authorizations for the APD waiver services will
be created. When authorizations are created, the amount unauthorized on the
budget details screen is updated.

34.0nce the Planned services have passed plan validation or have been reviewed by
the Region or State Office reviewer and approved, the Create Authorization option
will be visible to the user. The WSC will create the authorizations.

35.Click the Planned Services subpage.

36.Add a check next to each Planned Service that has been validated and is ready to
be pushed to an Authorization.

37.Click File > Create Authorizations.
oD iCennect
File Tools
Add Planned Service

Create Authorizalion(s)

Print Create Authorization
Close Pigfined Services

38.The message Authorization Created will display if it was successful and an Auth ID
will be assigned. The details of the Authorization are visible on the Planned Service
and the Authorization tab.
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Chapter 13 | Other Non-Waiver Eligible Settings — Admission

1. The Waiver Support Coordinator or Pre-Enrollment Support Coordinator will
document the consumer’s admission to a jail, nursing home, rehab center, hospital.
To begin, log into iConnect and set Role = WSC/CDC or Region Pre-Enrollment
Workstream Worker. Click Go.

" . o Rol
Welcome, Caroline Shorter Sign Out L

Q) iConnect 4/4/2024 3:48 PM v Region Pre-Enroliment Workstream Worker v h‘l"

File Reports
Quick Search
Consumers v LastName v w ADVANCED SEARCH

2. Navigate to the consumer’s record and click on the Notes tab. Click File > Add
Note.

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

Note Type = Facility Placement

Note Subtype = Consumer Admitted

Status = Alert

Enter details about the facility placement

Then click File > Save and Close Notes

=0 ao00T

4. Saving a Note with Note Type = Facility Placement and Sub Type = Consumer
Admitted, triggers a Workflow Wizard with two ticklers for the secondary worker on
the Division record:

a. Change the living setting on the demographics page (due immediately)

b. Verify Consumer to Remain on Wavier (due in 60 days and visible via My
Dashboard.

5. Click the Change the living setting on the demographics page tickler to open the
demographics list view page.

6. From the Edit menu in the top toolbar > select Edit Demographics.

John Sheppard Demographics

ocd iCdnnect Lt Updea By btk
a1 3052013 10,1634 P
File  Edit JTools Reports  Word Merge

Edit Demographics

Workflow Wizard

aaaaaaaaaaa
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7. Update the following fields:
a. Living Setting = select applicable value

John Sheppard
Last Updated by jbuck
at 87252016 10:16:24 PM

Qod wennect

File Tools Reports
Date of Death ]
DOD Action hd

DOD File Number

Vital Statistics Cause of Death

Demographics

Chapter 13 | Other Non-Waiver Eligible Settings

— Admission

ol AHCA Licensed Adult Family Care Home
Race AHCA Licensed Assisted Living

= AHCA Licensed ICF/DD
Ethnicity AHCA Licensed Nursing Home

Suspected Developmental Disability

Competency *
Marital Status
Living Setting
Referral Source

SSN*

APD Developmental Disabilities Center

APD Developmental Disabilities Defendant Program

APD Licensed Facility - Comprehensive Transitional Education Pregram (CTEP)
APD Licensed Facility — Foster Home (Capacity 1-3)

APD Licensed Facility — Large Group Home (Capacity 7-15)
APD Licensed Facility — Residential Habilitation Center
APD Licensed Facility — Small Group Home (Capacity 4-6)
DCF Licensed Foster or Group Home

Department of Juvenile Justice Facility

Family Home

Hospital — Nan-Psychiatric

Independent Living

JailiPrison

Suppaorted Living

8. When complete, click File > Save and Close Demographics.

9. Return to the open Workflow Wizard window. From the tickler flyout menu > Select
Complete.

10.The Verify Consumer to Remain on the Waiver tickler will be visible via My
Dashboard because it is not due for 60 days.

11.From My Dashboard > select Consumers > ticklers to open the Tickler queue.

12.Select the Verify Consumer to Remain on the Waiver tickler.

Welcome, Jennifer Buck | Ticklers
812512018 11:18 PM

opd Wennect

File

Filters.

Status [V lEuato v New o] o] x
icomnestiD  [w| |+

[C1 Apply Alert Days Before Due

| Search | "Reset|
510 Ticklers record(s) returned - now viewing 1 through 15

‘ — k’/ |
Verify Consumer to Remain on Wavier 5% 0812572018

| Consumer Name | iConnect ID

; ‘Sher—'nam John 10108

Date Created ~ Date Due Date Completed T Status |

102412018 | New

AssignedTo |
| Buck, Jennifer v

13. A message tickler displays: Verify that the consumer will remain on Waiver or Pre-
Enroliment, if not, proceed to Disenrollment. If consumer remains on Waiver or Pre-
Enroliment send note to Pre-Enrollment or Waiver Workstream Lead.
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- 5
Message from webpage - &J

Verify that the consumer will remain on Waiver or pra-Enroliment, if not,
' proceed to Disenrollment. f consumer remains on Waiver or Pre- Enolliment
send note to Pre-Enrollment or Waiver Workstream Lead.

ok ]

Chapter 13 | Other Non-Waiver Eligible Settings
— Admission

14.Navigate to the consumer’s record to verify that the Consumer is Medicaid eligible
and all other criteria have been met to enroll in the waiver.

15. Once confirmed, proceed to As Needed: Community Medicaid Confirmed to

complete the note.

16.If the consumer will not remain on the Pre-Enroliment or Waiver, proceed to the

Waiver Disenrollment section.

17.1f the consumer will remain on the Pre-Enrollment or Waiver, send a note to the Pre-

Enrollment or Waiver Workstream Worker.

18.Navigate to the consumer’s record and click Notes > File > Add Note.

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

a. Division = APD

Note Type = Facility Placement
Description = Remain on the Waiver
Note = enter details

Note Status = Complete

=0 oao00C

Workstream worker.

Note Recipient — search for and select the Pre-Enrollment or Waiver

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

3 Ticklers record(s) returned - now viewing 1 through 3

Tickler Name
| Verify Consumer to Remain on Wavier

iConnect ID
[Smith, Marianne | 10043

| 10043
| 10043

| Consumer Name |
| smith, Marianne | Create Mote to Document Waiver Work Stream Lead Response to Alert

| smith, Marianne | ciose any dupiicate referrats for this admission

<< First

Date Created |
04262018
[0ar262018

0412612018

< Previous Reineve 45 Recordsalabime Mext>  Last>>

Date Due

| Date Completed | Status |  Assigned To
06/25/2018 | Newpmp'= " E '
L) | i :
06/252018 | New 3
|0arzer2018 | New| Edit »
Reassign

Complete
/ View Cﬂr{rjnen; Record

21.In the Tickler Queue, hover over the arrow next to the Tickler to click Complete.

November 2025

s WellSk

Page 361



Case Management Module Chapter 13 | Other Non-Waiver Eligible Settings
— Admission

22.The Waiver Workstream Worker will view this note via My Dashboard > Consumers
> Notes.
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Chapter 14 | WSC Reassignment

Introduction
In some instances, a change in the assigned Waiver Support Coordinator is
warranted. These instances can be initiated by the Consumer, the WSC, or
circumstances that generated a need for the change. This Chapter outlines the
required steps to reassign WSCs for an individual Consumer or a group of
Consumers.

Reassignment Notification

Consumer notifies the local regional office of his/her desire to change Waiver
Support Coordinators. Upon receiving a notification of a Consumers desire to
change Waiver Support Coordinators, Region Staff initiate the process by adding a
Note in iConnect.

1. To begin, log into iConnect and set Role = Region Waiver Workstream Worker.

Click Go.
- Welcome, Jennifer Buck | My Dashboard | . oy | o0
Oﬁj iCennect SH32018 1242 FM =19 UL Region waiver Workstream Worker [v]
File
Quick Search
| Consumers | | LastName ™ &3 ADVANCED SEARCH
MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

2. Navigate to the Consumers record and click the Notes tab > click File > Add

Notes.
Role
. Marianne Smith Notes ¢
-4 ign Out ;
Opj iConnect Last Updated by ftierney g Regional Staff
at 6/4/2018 1:45:27 PM
File Tools Reports Ticklers View Consumer Incident
Quick Search
| Consumers ﬂ Last Name ﬂ @ AD
[ Participating
[ ]
MY DASHBOARD| CONSUMERS | PROVIDERS INCIDENTS CLAMS | REPORTS

Smith, Marianne (10043)
Diagnosis | Eligibility | Medications | Auths | Provider Documentation | Contacts | Consumer Module User

Demographics | Divisions | Consumer Budgets | Programs | Provider Selections | SANS | Notes Forms | Appointments | Plans
Filters

Note Date ﬂ +

‘mul’»—ii | Reset |
99 Notes record(s) returned - now viewing 1 through 15
[T Note Date | Note By Note Type | Note Sub-Type Description [ saws [ D
! | 05/04/2018 ]Tierney, Jacqueline Forensic Annual Review 24 Month Review ] Complete J 05/
T T T i e —
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3. The Note Details page is displayed. Update the following fields:
a. Division = APD
b. Note Type = WSC Change Request
NOTE: WSC and Service Providers cannot see this Note Type
c. Note Subtype = Consumer Requested Selection Form Sent

d. Note recipient = click the Lookup button to search for and select
Waiver Workstream Lead worker record.

e. Status = Complete
f. Attach all supporting documentation

Q,{}j iConnect Alice Sheppard ~ Notes
| 51412018 1226 PM
File  Tools
Notes Details
Division * |W
Note By * |Buck, Jennifer v
Note Date * 05/04/2018 [T
Program/Provider | v
Note Type * _k |WSC Change Request v

Note Sub-Type _k |C0nsumer Requested Selection Form Sent v

Description

sent the form to the consumer

Note

Status * b Complete v
Date Completed 05/04/2018

4. Click File > Save and Close Notes

5. The WSC Selection Form and other supporting documents will be printed and
mailed to the Consumer.

WSC Selection — New Agency/Provider

The Consumer notifies the local regional office of his/her newly selected Waiver
Support Coordinator agency or solo provider. Upon receiving the notification, the
Region Staff will add a Note in iConnect to begin the reassignment process.
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