Case Management Module Chapter 18a | WSC Service Recording

Chapter 18a | WSC Service Recording

Introduction
Upon a Consumer receiving services, Providers are required to track and maintain
those services and the details surrounding them. These details can include a
variation of record-keeping methods based on the type of service(s) rendered. The
documentation types include Progress Notes, Attendance Logs, Service Logs, Trip
Logs, or a combination of documents. Often these services must be documented
as frequently as daily, but some can be documented monthly.

1. Life Skills Development — Level 1 (Companion)

2. Life Skills Development — Level 2 (Supported Employment

3. Life Skills Development — Level 3 (Adult Day Training - ADT)

4. Residential Habilitation (Standard)

5. Residential Habilitation (Behavior Focused)

6. Residential Habilitation (Intensive Behavior)

7. Supported Living Coaching

8. Support Coordination

9. Behavior Analysis Services

10.Behavior Assistant Service

WSC Monthly Service Recording

Waiver Support Coordinators (WSCs) should maintain all progress notes in one
place in iConnect. To streamline the entry of progress notes, iConnect has been
updated so that the session notes are included within one screen design under the
Provider Documentation Tab.

WSC Advisory #2023-006 released on August 4, 2023 provides a method to
streamline Progress Notes within iConnect. Waiver Support Coordinators (WSCs)
and Consumer-Directed Care Plus (CDC+) Consultants are required to maintain
Progress Notes (also referred to as Case Notes) in iConnect in accordance with the
iBudget Handbook.

WSCs and CDC+ Consultants may maintain all billable contacts in a single
Progress Note for each month using the authorized service code for Support
Coordination. To do so, the WSC or CDC+ Consultant will enter all billable contacts
for the same calendar month in the Progress Notes field.

They will also need to note the dates that the contacts occurred within that same
month.

1. Monthly, the Waiver Support Coordinator can choose to record their Support
Coordination on a monthly (billable) note, and an additional contact note, both as
Activities on the Provider Documentation tab in iConnect.
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Case Management Module Chapter 18a | WSC Service Recording

Or the Waiver Support Coordinator can record their Support Coordination on a
monthly (billable) note that contains all dates when contacts were made.

2. The contacts can be with the recipient or with persons important in the recipient’s
life, including family members, legal representatives, service providers, or
community members.

3. The contacts can be via telephone, letter writing, or e-mail transmission. Any
contact or activity on behalf of the recipient must be documented in the support
coordination progress notes and on the Provider Documentation tab in iConnect.

4. The contacts must be individualized and related to services and benefits specific to
the recipient who is receiving services.

5. Itis best practice to complete the Additional Contact Note as the last note of the
month.

6. Administrative activities such as typing letters, filing, mailing, or leaving messages
do not qualify as billable contacts or activities. These activities should be
documented as Administrative/Non-Billable Activities.

7. In addition, activities including telephone calls to schedule meetings, setting up
face-to-face visits or scheduling meetings with the recipient’s employer, family, or
providers do not qualify as contacts.

Support Coordination Billable Note
1. To begin, log into iConnect and set Role = WSC/CDC. Click Go

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

- Rol
ol 2o Demonstration Raven Prowder_ Sign Out e _ S
00 iConnect Last Updated by Documentation WSC/CDC Ml GO
at 4/15/2022 8:23:05 AM

File Tools Ticklers
Quick Search

Consumers v| | LastName v W ADVANCED SEARCH

MYDASHEOARD; CONSUMERS | PROVIDERS | CLAIMS SCHEDULER UTILITIES REPORTS

Raven, Demonstration E [l

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

3. The Provider Documentation Details page is displayed. Update the following
fields:

a. Start Date: Defaults to today and is editable
b. Start Time: Leave Blank
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C. End Date: Defaults to today and is editable
d. End Time: Leave Blank
€. Click Add

An asterisk (*) indicates a required field

Activity Times

start Date * | start Time |End Date * End Time Total Mifotesn,
\ 04/01/2022 |74 5:00 PM ® |[04/01/2022 | 6:00 PM c) ™~ A

f. Select the appropriate Authorization by clicking the ellipsis and searching
for the current Auth ID

i. Click the Support Coordination Authorization. The Authorization ID is
populated on the Provider Documentation details page.

Authorization
Auth ID PA Number

Filters

Auth Service EDI S1atus Contains A Approved A AND W ol

Auth ID ~ +
[

1 Auth Search record(s) returned - now viewing 1 through 1

-
Auth ID Auth Date Provider Start Date End Date
214146 07/01/2021 Training Q0 07/01/20 06/30/2022
First Previous Records per page 15 | Mext Last

g. Once the Auth ID is Selected, the Division the Provider, and Worker fields

will populate.
h. Worker name defaults to the user signed into iConnect at the time of entry. If
the Worker needs to be updated please proceed to As Needed: Updating the

Worker Name.

Activity Details

Division Worker® Training, WSC || Clear puegil
Provider Status

I. Click the Service ellipsis to display a list of services.
J- Select the Authorized Service

%@IogV&ndorServiceSelectPopUp

Search By: Search Text: - - Cancel

artDate| SvcEndDate VServicelDAuthServicelDMaxAuth Used Remaining

servicelDServiceCodelSecondaryCode|  Service  [UnitCost{UnitTy
(a270)
5882 | G9012:UC | G9O12:UC support 148.69 | Month | 01/01/2018
Coordination

07/01/2022 | 06/30/2023| 72227 203989 12 0.00| 12.00

K. The Activity Services details are populated on the Provider Documentation
details page.
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|. Update the number of Units = 1.

Activity Services

Service * G9012:UC (4270) Support Coordination -“
Units = © S
Rate $148.69

Secondary Code G9012:UC

Unit Type Month

Chapter 18a | WSC Service Recording

Total Cost $145.69

M. Add text to the Person Contacted/Attendees box

N. Add text to the Progress Note text box

0. Provider Documentation Type = select applicable items
p. Add follow-up information to the Follow-Up text box

Documentation

Person
Contacted/Attendees

Provider Documentation

Type *

|B £ U 100 -|A-|

Here is where we type the details of the meeting/contact. Ensure that your documentation

Julia Presentation ,Mother, Caroline Presentation, Individual, Didi Presentation,
Behavior Analyst notes

Progress Note *

meet the iBudget Handbook requirements. This example does not so do not replicate these

y
48815 characiers remaining
FRCEROT E L 7l l; Home Visit
Olhgr B'"abIE_AC""W - 5 Support Plan Meeting Document any follow-up activities that you will perform as a result of this
Admin/Non-Billable Activity IL meeting/contact
Facility Visit Follow-Up

School Visit |<_

Support Plan Pre-Planning m
Supported Living Quarterly = L

4. Click File > Save and Close Provider Documentation.

There is no longer a need to Save and Add Session Note as the WSC’s activities
are now documented in the additional fields included at the bottom of this page.

o iCenmnect

Raven Demanstration Provider
77172022 10:06 AM

Documentation

File
Activity Times

Start Oate * Start Time End Date * End Tine Total Minutes

oz | 5:00 P @ o0z 6:00 PM g (] K

B c] [ 2 e (O] [ ad ]
Authorization

Auth 1D 21145 | PA Number
Activity Details

Drvision AFD ¥ | Warker* [ Chear I

Provider Status Panding
ACUVIty Services

Sarvice * GaZUC (4270) Suppont Coordination e Total Cost 5148.69

Units * 1

Rate $1468.69
Secondary Code G2 UC
Unit Type Month
Documentation

B & IO Ve - A

Here is where we Iype the detads of the mestingicontact. Ensure that your documentation

Juka Fresentation Malner, Caioing Fresentation. Indwidual Dial Presantation
Person Benavior Anatyst
Contacted/Atiendens

notas.
Prograss Note

Face to Face » [Home Visht
Other Bilable Activity *_ | Support Plan Meeting
Provider Documentation | Admin/Non-Bilable Activity || b
Type® Facility Visit
é ; <
School Visit b4
Support Plan Pra-Planning

Follow.Up
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WSC Progress Notes — Additional Contact Note

1. Anytime during the month, when the Waiver Support Coordinator has contact with a
consumer or does work on their behalf, they will record his / her Support
Coordination progress notes on the Provider Documentation tab in iConnect. This
is where the second contact of the month required by the iBudget Handbook will be
recorded as well.

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

3. Navigate to the Consumers record and click the Provider Documentation tab >
click File > Add Provider Documentation.

" Rol
— Demonstration Raven Provider  sgnOul s =
G0 iCennedt Last Updated by Documentation WSGICDC v &
at 4/15/2022 8:23:05 AM

File Tools Ticklers
Quick Search

~ hw vy ADVANCED SEARCH

MY DASHEOARD | CONSUMERS PROVIDERS CLAIMS SCHEDULER UTILITIES REPORTS

Raven, Demonstration E s

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

Demographics | Divisions | Consumer Budgets | Programs | Provider Selections | SAN | Notes | Fomms Appointments | Plans | Pre-Enroliment

4. The Provider Documentation Details page is displayed. Update the following fields:
Start Date: Defaults to today and is editable

Start Time: Leave blank

End Date: Defaults to today and is editable

End Time: Leave blank

e. Leave the Auth ID field blank.

Authorization

oo oo

Auth ID Skip this!

Activity Details

PA Number

f. Provider = for roles with Program level access, like the WSC/CDC the worker
must have an open Provider Selection record for the provider name to
display in the dropdown
* Worker name defaults to the user signed into iConnect at the time of
entry. If the Worker needs to be updated please proceed to As_
Needed: Updating the Worker Name.

g. Click the Service ellipsis to display a list of services. Select the Service Code
0000 = Non-Billable Progress Note Documentation.
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Activity Details

Division Wiarker® Training, WSC |- | crear EEEH
Provider Training 30 W | Datails Status
Activity Services
FEris DialapVendorServica SelectPopUp ®
Units * o

Searc Search Text
Rate ~| B =R
Secondary Code

& UnizCost unis ] i [¥% rthie,

Unit Type [servicein| servicacode [secondarycod semvice Endoa

5050 | 0000 0000 additions] ¢onact Cocumentasion 000 | units | 07/01/2018 1s3zd1 |0 0o

h. The Activity Services details are populated on the Provider Documentation
details page.

e Damenstration Raven provider

a 11720 Documentation
File

Activity Times

Start Date ~ start Time Ena Date * Ena Time
josi01/2022f0] @ 08312022 |7

Authorization

Total Minutes.

Add

Auth ID

Activity Details

Activity Services

Service 0000 Adatonal Contact Documentaton | [ I Total Cost s0.00
Units * 1

Rate $0.00
Secondary Code 0000

Unit Type Units

Update the number of Units = 1.
Add text to the Person Contacted/Attendees box

k. Add text to the Progress Note text box
I.  Provider Documentation Type = select applicable items
m. Add follow-up information to the Follow-Up text box

——

Documentation

B £ U g - A~

Enter all of the details of the contact here
Enter the Name of those contacted here
Person

-Cantacted.'nttendees Progress Note *

v
TOTITE ST
Facility Visit - |L Telephone Conference ————
sehoot Vicit |L TILEr INFOTMELion Pertaining to Tollow-p nere.
Provider Documentation Support Plan Mestin. 1
Type* e 2 Follow-Up

Support Plan Pre-Plannin |4_
Supported Living Quarter]

i L
5. Click File > Save and Close Provider Documentation.

There is no longer a need to Save and Add Session Note as the WSC’s

activities are now documented in the additional fields included at the bottom of
this page
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WSC Progress Notes — Administrative/Non-Billable Activities

Waiver Support Coordinators (WSCs) should maintain all progress notes in one
place in iConnect, including case notes related to administrative/non-billable
activities. For this purpose, WSCs should use the service code, “0000-NB WSC
Administrative Activity.”

Examples include, but are not limited to:

e Documenting the sending of a copy of the support plan to the client and their legal
representative.

e Documenting a back-and-forth communication with a client/legal representative that
is not tied to a billable contact.

¢ Documenting activities related to scheduling meetings with the client, legal rep,
client's employer, family, or service providers.

1. To begin, log into iConnect and set Role = WSC/CDC. Click Go

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

" Rol
— Demonstration Raven Provider  sign Oul s =
Q0 iCennedt Last Updated by Documentation WSCICDC Y &

at 4/15/2022 8:23:05 AM

File Tools Ticklers

v | LastName - w ADVANCED SEARCH

MY DASHBOARD |  CONSUMERS PROVIDERS CLAIMS SCHEDULER UTILITIES REPORTS

Raven, Demonstration E s
Diagnosis | Eligibility =~ Medications =~ Auths | Provider Documentation . Contacts =~ Consumer Module User

Demographics | Divisions | Consumer Budgets | Programs | Provider Selections | SAN | Notes | Forms Appointments | Plans | Pre-Enroliment

3. The Provider Documentation Details page is displayed. Update the following
fields:

a. Start Date: Defaults to today and is editable
b. Start Time: Select from the dropdowns

c. End Date: Defaults to today and is editable
d. End Time: Select from the dropdowns

e. Click Add

An asterisk (*) indicates a required field
Activity Times

| start Date * | start Time End Date * | End Time Totalmam\
04/01/2022 | 5:00 PM ® 04/01/2022 |78 6:00 PM () Add

f. DONOT CHOOSE AN AUTHORIZATION!!!!
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Case Management Module Chapter 18a | WSC Service Recording

Authorization

Auth ID _— il PA Number

Activity Details
g. Division = APD

h. Provider = Choose your provider record
i. Worker name defaults to the user signed into iConnect at the time of entry. If the

Worker needs to be updated please proceed to As Needed: Updating the Worker
Name.

opd iCennect

Demonstration Raven Provider
4/15/2022 8:29 AM Documentation

File

Activity Times
Start Date * start Time End Date” End Time Total Minutes
0411512022 | 5:00 PM ® 0471512022 |TH] 5:01 PM [c) 1 Deiete
04/15/2022 A © 04/15/2022 8] © Add

Authorization

Autn ID o) PA Number

Activity Details

Division AFDV Worker* Training, WSC [ | Clear |

Provider [Trainina Qo ] Ceais Status [Fending ¥

j. Click the Service ellipsis to display a list of services.

k. Select “0000-NB” Select the Service Code 0000-NB = WSC Administrative
Activity.

DialogVendorServiceSelectPopUp

SearchBy: Search Text: - sarcl Cance

ServicelD | ServiceCode yCode Service UnitCost |UnitType | EffectiveDate | EndDate | VServicelD | MaxAuth |Used
5950 0000 0000 Additional Contact Documentation 0.00 Units 04,/15/2022 453933 0 [ [
5975 0000-NB 0000-NB WSC Administrative Activity 0.00 Units 04/15/2022 453934 1] a a
5882 @8012:UC G5012:UC {4270} Support Coordination 148.69 | Month | 01/01/2018 135603 ] o o
58B9 G8012:UC.US | GSO1Z:UC:US {4400} Consultant - CDC 148.69 | Month | 01/01/2018 117554 o o o
5BE3 T2022:UC T2022:UC {4271} Support Coordination [Limited) 74.35 Maonth 01/01/2018 125128 o o o
5830 T2022:UC:US T2022:UCUS {4410} Consultant (Limited) - CDC 7435 Month 01/01/2018 112899 i} o o

I.  The Activity Services details are populated on the Provider Documentation
details page.

m. Update the number of Units = 1.

Activity Services

Service * 0000-NB WSC Administrative Activity “m Total Cost $0.00
Units * 1

Rate §0.00

Secondary Code 0000-NB

Unit Type Units

n. Add Text to the Person Contacted/Attendees box
0. Add Text to the Progress Note
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p. Provider Documentation Type = Admin/Non-Billable Activity.
g. Add Service Log documentation to the Note Text box.

Documentation

B I U wpt - A~
Document your notes here

Document the persons contacted here
Person
Contacted/Attendees Progress Note

Face to Face
Other Billable Activity

Hl
»
Provider Documentation Hﬂn_"fa Vis,‘t‘ E]
Type * Facility Visit i

El
|| 4

4. Click File > Save and Close Provider Documentation.

Admin/Non-Billable Activity

Support Plan Meeting
LSunnnart Plan Pra.| H

There is no need to Save and Add Session Note as the WSC'’s activities are
documented in the Progress note text field.

Srovider

Y o
OQ0 iConnedt Documentation

File

| Provssr Documenieq  Activity Times

e Start Date * Start Time End Date * End Time Total Minutes
s
041162022 |TH 5:00 PM fc) 04152022 |TH] 501 PM © 1 Delete
04i15/2022 | ® 04152022 |[H] @ Add

Authorization

] PA Number
Activity Detail
Division aPD Warker* Training, WSC
Provider Training QO 5 Gormole:
Activity Services
Service * 000048 WEG Administrative Activey Total Cost 5009
v 100
Rate 5009
Secondary Code cooo-NE
Unit Type Unics
Documentation

‘Deciment tie person(s) cantseted here

Person ContactediAttendees * Progress Note ®

=

Provider Decumentation Type *
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