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Chapter 18b | 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.

This job aid will encompass using iConnect to record services using the
Provider Documentation Tab of the Consumer’s record. If services are required to
use the EVV system, this aid will not address those tasks, please refer to the EVV
Information and Training Material website.

How to use this job aid: to understand how to fill out the Provider
Documentation Screen, use the “Intro to completing Provider Documentation
Screens with detailed images” section. This provides detailed instructions on how
to complete the required fields of the Provider Documentation screen. Once
familiarized with how the Provider Documentation record can be completed, use the
Documentation specific sections as a quick reference to complete the required
documentation (Service Log, Monthly Summary, Annual Report, etc).

Please refer to the Developmental Disabilities Individual Budgeting Waiver
Services Coverage and Limitations Handbook for specific documentation
requirements. Services provided after the implementation of iConnect must be
added to iConnect prior to billing. Once a service is live in iConnect, the contracted
vendor monitoring handbook compliance will look for documentation in iConnect.

Intro to completing Provider Documentation Screens with detailed images

1. To begin, log into iConnect and set Role = Service Provider or Service Provider
Worker. Click Go.

\ - Role ——
Q0 ennect e :f;"'fu';'zazz 102PH v My Dashbaard s o Semce e "M/\
File Reports
Quick Search
COnBUmars v | LostName - @ CUANCED SEARC

O Parizipating

MY DASHEOARE CONSUMERS | PROWILERS

2. Navigate to the Consumer’s record.

a. Type the consumer’s last name in the Quick Search text field (first field on
the left)

b. Ensure that the second field contains Consumers, third field contains last
name and click “Go”
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Role

o i Welcome, wa b My Dashboard sSiyn Out
Oﬁj iConnect 12/6/2022 856 AM

“ Servize Frovider

File Reports

Quick Search

e e —
¢ Toomorsiatond _..@ — G > __..@ ADVANCED SEARCH
J LomensTatons

‘ MY CASHBOARD ‘ CONSUMERS | FRCOVICERS | CLAIMS | SCH=DULER ‘ UTILITIES ‘ REFORTS
3. Click the Provider Documentation tab > click File > Add Provider
Documentation.
N . Role
Oﬂ—j i‘ll.‘[ll“'.‘ l Last Ut.d;te;vgf [:E:HDHISIFEE\DH:S - Docpljm\e’ﬂteal;:ion S‘gn out Senvice Provider v @

at 11/20/2022 11:15:21 AM
File Tools Ticklers

Add Provider Dccumentation

Print

Consumers ~ Last Namre ~ w ADVANCED SEARCH
LI Particifgting
MY DA; OARD CONSUMERS PROVIDERS
Demonstrations, Lyrs (215662)
Diagnosis Medicati Provider O i Contacts

Demographics | Motes  Forms | Appoiniments

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

a. Start Date: Use the Calendar icon to select the date. The date will not
change until the date is selected in the calendar menu.

Start Date * |Starl' Start Uate = | start Start Date * |Starl'
1173020220 ()} [~ [0z @ | EEEE =
— ] 1
© [Nov v][2022 v] © 0 Dovvm ] @] (e [w i@z v] o
| Su MFsh Ne Th Fr Sa 4
su U We Th Fr S8a i War Su Mo Tu We Th Fr Sa
. 2| 3 4] 5|
) Apr 12
1| 2| 3| 4| 5 18  way | 10/ 11| 12 s = 3 o [
6 7| 8| 9 10 1| 12| [ 3l=dun el 17 18/ 19
2@2' 24 25 26 | 0t 2 15 1o
. ; E
314 5| 1G] 1) | A8 98 | = Pl ~ [ 17 18 18] T3 2 B
20 21 22 23 24 25| 26| | gy I 24| 25 26 27| 28/ 20/ 30
27| 28| 29 30 o .  Nov
. Units Dec 1] 31

b. Start Time: Use the Dropdown Menus to make the selections. Select the
Hour, the Minute, and AM/PM.

| Start Time Start Time

Start Time
L [ ~] "
N —— =
g; (:E' \
(2 ) [ o v
G 03
05 04
06 | 05
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c. End Date: End date may automatically populate to the same date, but if not
make selection using the Calendar icon.

d. End Time: Make selections from dropdown menus.

e. Click Add. ~AE—

i. Notice a new line that appears for dates and times, do not add a
second date unless instructed otherwise.

Activity Times
Start Date * Start Tima End Dats * End Time Total Minutes
07402z | ornazz |0 -

5. Click the box next to the Auth ID field that contains an ellipsis (three dots) to display
a list of authorizations. There are specific circumstances in which you may skip this
step, but that will be listed in the documentation specific instructions.

Authorization

Auth ID

a. Using the Filter Options can assist with locating the necessary Auth ID.
b. Use the Green + to add filters.

Filters

Auth 1D b @

‘-.-' |-. .li.—”-.

c. Make the appropriate selections from the dropdown menus.

Filters
Start Date A Graater Than v 07/01/2022 J AND x
Auth ID +
Auth Date
start Date i i
End Date I

€ auth Service ID

Servige
Iax Unies
Auth Service EDI Statuz

d. Use the Red X to remove filters.

Filters:

Seart Date w EqualTo w o7/oifanzz il AND W x
Service ~ qusl To v AND W

Auth 1D ~ +

e. Click the Search button.

6. Click the Authorization. The Authorization ID is populated on the Provider
Documentation details page.
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Filters
Start Date v Equal To v 07/01/2022 —(] AND W »
Auth ID v +
"“_ Cl . . es .
[ Auth Search record(s) returned - now viewing 1 through 9
‘ +*
\ Auth ID AuthDate | Provider SartDate | End Date
@ | 257185 11/30/2022 Simulation Provider 07/01/2022 i 06/30/2023
First Previous Records per page 15 | Next Last

7. Verify that the Division and Provider information have been populated. If they are
not, use the dropdown menus to make the appropriate selections.

Activity Details

Division
Provider [ Sirnulation Provide | Detzils

8. 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.

9. Click the box next to the Service field that contains an ellipsis (three dots) to display
a list of services for this authorization.

Activity Services

Service * Total
Units *

a. Select the Service.

, | DialogVendor3ervice3electPopUp x
1 Search Ew: search Text: hdll Scorch [ Gancel |
ServiceCods yCode Service  |UnitCostUnitType Effectiveliate EndDatel SucStartDate| SvcEndDate |VService DIBGTRSETTH Auth] Used [Remaining]
= [4080) Life
Skills —
q 5225 | S5135:UC | §5135:UC Df:i“i'”‘ " |zas r'r:ns 11/29/2021 07/01/2022| 05/30/2022| 351237 | 156906 200 0.00| 400.00 >
(Community
] Inelssian) ,_J--/’J

b. The Activity Services details are populated on the Provider Documentation
details page.
10.Verify/update the number of Units as needed. Some services are programmed to

populate this field, whereas other services are not programmed to populate this
field.

a. In the first example, the units cannot be changed. In the second example,
Units were updated. Notice the difference in the shade of the boxes,
editable fields have a white background.
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Activity Services

Service * 0" 2 I ks iy in Creraewy Lrw | - | Cle Total Cost $37.56

SR =

Rate $3.13

Secondary Code 85135:UC

Activity Services

Service * » a P [omisars i || Clear ] Total Cost 5000
Units * @

Rate $0.00

Secondary Code Bl AW

Unit Type Uniits

11.Provider Documentation Type = Select as needed.
a. Use the scrollbar to see all the selections.

Documentation

Annual Report

L4
Daily Attendance Log 2
Provider Monthly R&B »
Documentation Monthly Summary l_
Type * Progress Note <

Quarterly Summary

Irinloa s

b. The carat pointing to the right will move selections to the box on the right.
i. Single carat moves the selected options.
ii. Double carats move all the items.

[«

Documentation

Annual Report
Daily Attendance Lag
Provider Manthly R&B
Documentation Monthly Summary
Type ™ Progress Note
Quarlerly Summary
Trinloa i

c. Citrl + Mouse Clicks can be used to make multiple selections at one time
(example below).

Documentation

Daily Attendance Log

Provider Monthly R&B
Dncur_nenh‘tmn Monthly Summary
Type *

d. Selections should be moved to the box on the right.

Documentation

Daily Attendance Log L Annual Report
Monthly R&B = Progress Note
Provider Monthly Summary \L Quarterly Summary
Documentation Trip Lag
Type Service Log \L

B
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e. Ifincorrect selections were made, use the carat pointing to the left to move
those selections back into the original menu on the left.

i. Single carat moves the selected options.
ii. Double carats move all the items.

Documentation

Daily Attendance Log [P Annual Report
Monthly R&B Progress Note
Provider Monthly Summary Quarterly Summary
Documentation Trip Log
Type Service Log 'n'

12.Note - Enter details of the services provided to the consumer by typing in the text

box.
(Y2 ] oot - A -
The following is an example and may not meet your specific handbook -

requirements. | picked Lyre up from his home at 3Pm and iy =& I el Lide
wanled ia 3ee ibe 1@y Wender Womar wewe that jus! came e anc alfera s chase @
b T R e W e e e T R R L
' i Tom pesill [Py B B 3 Bl e ey

13.Status - Can be updated by using the dropdown menu. This should be changed to
Complete once the activity is finalized and prior to billing.

Worker* i | B -l
Status

‘ Pending '
pr | Total Cost Complete ,,7 7.56

14.File > Save and Close Provider Documentation.
o0 iCennect

Eile

Sl ~] vazozz |

Save Proy i ~ 11302022 |

Save and Close Provider Documeniation

Print

cll |

Close Prowider DocLumentation

AUy Leiana
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Daily Attendance Log
Service Providers will document activities for the following services on the Provider
Documentation tab in iConnect:

e Life Skills Development 3 (Adult Day Training)

e Life Skills Development 4 (Prevocational Services)

¢ Residential Habilitation Services

An attendance log is for Life Skills Development 3/4 or Residential Habilitation. It
records the time period (not for Residential Habilitation) and dates during the month
when services were provided.

If the service is Residential Habilitation, the provider will need to do monthly logs.
The provider creates one log, with a separate date entry for each day in the month
services were provided.

If the service is LSD3, the provider will need to do weekly logs. The provider
creates one log, with a separate date entry for each day in the week services were
provided.

Please refer to the Intro to completing Provider Documentation Screens with
detailed images for instructions on how to complete each field.

Notice that Attendance Logs are unique in that one provider documentation activity
will contain multiple dates, depending on the type of service provided.
e Daily Attendance Logs for ResHab Services will contain all dates of service
for the month.

o R?sHab Services must be 24+ days to be authorized as the monthly
rate.

o Ifthe Service provided is less than 24 days, the service must be
authorized as the daily rate.

e Daily Attendance Logs for LSD3 and LSD4 Services will contain all dates of
service for the week.

1. To begin, log into iConnect and set Role = Service Provider or Service Provider
Worker. Click Go.

2. Navigate to the Consumers record and click the Provider Documentation tab >
click File > Add Provider Documentation.
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Rels
o~ s Lyre Dumonsliations Provider Sign Ot
QL0 itonnedt At Uptarer by w . Documentation avicn P ~|
ST LI/ 202 1140558 Al

[ | | Lt ~| ATVANCED SEARCH

Y NAgRARD ‘ CONSINMFRS TROWINFRS

Disgrosis  Madicaions | Provider Documentation | Conmcis

Dsmograghics  Metss | Fomms | Sapotmerts

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

sk Well:

Start Date: Select the Date of Service.
Start Time: Select the start time of the service or skip (see conditions below)
End Date: Select the Date of Service
End Time: Select the end time of the service or skip (see conditions below)
Click Add or skip (see conditions below)

IMPORTANT: Repeat this step to add all the days in which this individual
received services for

o the week when documenting daily attendance for LSD3 and LSD4
o the month when documenting daily attendance for Residential
Habilitation Services
= Additionally, when Residential Habilitation services are

approved (with either the monthly or the daily rate) the start
date can be the beginning of the month and the end date can
be the last day of the month if there are no absences during the
time period.

e fForexample:
01/01/2024 12:00AM - 01/31/2024,11:59PM

e for services approved as monthly services:
annotate any absences in the Note text field to
document accurate attendance.

©® oo T

Skipping Times and Add button:

Residential Habilitation services that are approved at monthly
rates, the start date can be the beginning of the month and the
end date can be the last day of the month, times can be
Skipped and the Add button can be skipped to omit the time
entry.
o Forexample:
01/01/2024 Skip Time - 01/31/2024, Skip Time

e Skip ADD button.
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e Do Not Skip the times and Add button if dates and times
have already been added.

e Annotate any absences in the Note text field to
document accurate attendance.

» [fan individual is not at the home during specific dates (has
absences) within the month, then there can be multiple
intervals. This must be done for services authorized as daily
rates to ensure that the quantity of units tabulated are accurate.

e Forexample, when an individual resides in the licensed
facility on weekdays, then intervals can include
01/01/2024 12:00AM - 01/05/2024,11:59PM

01/08/2024 12:00AM - 01/12/2024 11:59PM
01/15/2024 12:00AM - 01/19/2024 11:59PM
01/22/2024 12:00AM - 01/26/2024 11:59PM
01/22/2024 12:00AM - 01/26/2024 11:59PM
01/29/2024 12:00AM - 01/31/2024 11:59PM

4. Click the box next to the Auth ID field that contains an ellipsis (three dots) to display
a list of authorizations.
IMPORTANT: Ensure the appropriate Authorization ID is chosen for the
appropriate timeframe of service provided. If there is a need to obtain a new auth
id with the day rate, Providers must contact the WSCs and withhold
documenting the service until the WSC makes the change in the consumer's
cost plan and issues a corrected Authorization.

5. Click the Authorization.
a. The Authorization ID will populate on the Provider Documentation details
page.

6. 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.

7. Click the box next to the Service field that contains an ellipsis (three dots) to display
a list of services for this authorization. Select the Service.

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

8. Verify the number of Units is populated. If needed, populate this with the quantity of
units being documented (ex. Monthly ResHab services require manual entry). Note
the Total Cost value changes as the number of Units change.

9. Provider Documentation Type = Select Daily Attendance Log.
a. If additional selections are needed, make those additional selections too.
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10.Note = Enter details of the services provided to the consumer and ensure to
document when the individual is not in the home and receiving other services.

a.

b.

For example: At ADT from approximately 8:00am- 3:00pm every weekday

during January except for Monday 1/15/2024 where the ADT was closed for
the holiday.

Document Monthly Service Absences: Lyre went to the beach with parents
from 01/15/2024 to 01/20/2024

10. Status = Complete.

e'e:

Annual Report » | [Semvice Log
Dally Attendancs Log l'—
it Montnly R22
entaion Montaly Summery
Progiess Note |l
Quarerly Summary .
Trin I nn - |L

7 iCoennect Lyre Demonstrations Provider

11/50/2022 1:47 FM Documecntation
File
Start Dats * Start Time End Date * End Time Total Minutes
07142022 [ (S 0714R022 | 5 180 | Doletc]
[o-zo:z ] )ﬂ /-;59-‘2022 ] /T =3
Authorization
AuwthID 257135 | PA Number
Activity Details /
vvson Werker | - | tear [REEIE
Provider Eimulanon Frovidel v Status Complete
Activity Services
Service * 55135:.UC (4000; Life Skills Develcpment - Level | - | Ceex | Total Cost $I756
Units 2
Rate 213
Secandary Carle SR1ARLIC
Unit Type 15 mins
Documentation

D Z U iopx - A

The following is an cxample. | picked Lyre up ‘rem his home at 3Pm and they wert fo the
mavies Lyre wanted to see the new Wonder Woman movie that just came out and
aflerwand ciose el dinren vul. Lyt wanled pad Ui s we wenl lo PadThaReslauranl

e VA 15 IS TaVOrite. LyTe oroefed e pad thal el The WaIU'ess and ne sked 1o 1o be
very spicy. He zlsa ordered a cola to drink  Aswe waited for our mezls we lalked about
hov we felt about the new Yonder Weman movie. Lyre informec me that he did'tlike th2

bad guy. He was also hoping that the main character would have found a love interest

n our meals arrived, we zte at the restaurant. There was just too much food We taok
hevma in 3t oy

12.Click File > Save and Close Provider Documéﬁféﬁon.

Service Log

Service Providers will document activities for the following services on the Provider
Documentation tab in iConnect:

sk Well

Special Medical Home Care

Behavior Analysis

Behavior Assistant

Life Skills Development 1(Companion)

Life Skills Development 2 (Supported Employment)
Personal Supports (EVV Exempt)

Respite (provided in a licensed facility)

Personal Emergency Response Systems (these providers can submit a
detailed invoice in lieu of service logs)
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Please refer to the Intro to completing Provider Documentation Screens with
detailed images for instructions on how to complete each field.

1. To begin, log into iConnect and set Role = Service Provider or Service Provider
Worker. Click Go.

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

. ale
il Lyre Demonstrations Provider Sign Out
o0 iConnect it igatad byl = Documentation Service Erowder - &
at 11, 022 11:45:34 AM

g

DAgW#DARD | CONSUMERS PROVIDERS

Demanstrations, Lyre (215662)

Diagnosis | Medications | Provider Documentation | Contacts

Demographics | Notes  Forms | Appointmants

3. The Provider Documentation Details page is displayed. Update the following fields:
Start Date: Select the Date of Service.

Start Time: Select the start time of the service

End Date: Select the Date of Service.

End Time: Select the end time of the service

Click Add.

IMPORTANT: Each Progress Note Activity should contain one date of
service. DO NOT ADD MULTIPLE DATES

® 20 T o

4. Click the box next to the Auth ID field that contains an ellipsis (three dots) to display
a list of authorizations.

5. Click the Authorization.
b. The Authorization ID will populate on the Provider Documentation details

page.
6. 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.

7. Click the box next to the Service field that contains an ellipsis (three dots) to display
a list of services for this authorization. Select the Service.

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

8. Verify the number of Units is populated. Note the Total Cost value changes as the
number of Units change.
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9. Provider Documentation Type = Select Service Log.
If additional selections are needed, make those additional selections too.

a.

10.Note = Enter details of the services provided to the consumer.
11. Status = Complete.

oo icennect Lyre Demonstrations Provider
P 11/30/2022 1:47 PM Documentation
File
| start Date * | start Time End Date * | End Time Total Minutes
[omazz = | vz | 180 =
e ™ | A Ao ! e I
Authorization < < <
Auth ID 257185 | PA Number
Activity Details
Division Worker* | Clear BEEIE
Provider Simulation Providel v Status Complete v
Activity Services
Service * 55135:UC -{4080)_ Life Skills Development - Level -m Total Cost $37.56
Units * 12
Rate $3.12
Secondary Code S$5135:UC
Unit Type 15 mins
Documentation
B I U 1epx » A~

Annual Report
Daily Attendance Log

Provider Monthly R&B
DOCU[“EME"W Monthly Summary
Type Progress Note

Quarterly Summary
Trin Lon

12. Click File > Save and Close Provider Documen

Daily Progress Note

The following is an example. | picked Lyre up from his home at 3Pm and they went to the
movies. Lyre wanted to see the new Wonder VWoman movie that just came out and
aftervrard chose to eat dinner out. Lyre wanted pad thai, o we went to PadThaRestaurant
Mote * that is his favorite. Lyre ordered the pad thal from the waitress and he asked to it to be
very spicy. He also ordered a cola to drink. As we waited for our meals we talked about
how we felt about the new YWaonder Woman movie. Lyre informed me that he didn't like the
bad guy. He was also hoping that the main character would have found a love interest
When our meals amived, we ate at the restaurant. There was just oo much food! We took

laftnware hnme in a tn nn hay

Service Providers will document activities for the following services on the Provider
Documentation tab in iConnect:

a.

S@ 0 ao0cC

sl WellSky

Special Medical Home Care
Supported Living Coaching

Dietitian Services

Occupational Therapy

Physical Therapy

Residential Nursing

Respiratory Therapy

Skilled Nursing

Speech Therapy

Specialized Mental Health Counseling
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Please refer to the Intro to completing Provider Documentation Screens with
detailed images for instructions on how to complete each field.

1. To begin, log into iConnect and set Role = Service Provider or Service
Provider Worker. Click Go.

2. Navigate to the Consumer’s record and click the Provider Documentation tab >
click File > Add Provider Documentation.

rrrrrrrr

Q0 iConnect

=]
-]
=]
£
3
]
=
=
-]
=4
2

R CONSUMERS

Diagnosis | Medications | Provider Documsntation | Contacts

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

Start Date: Select the Date of Service.

Start Time: Select the start time of the service
End Date: Select the Date of Service.

End Time: Select the end time of the service
Click Add.

IMPORTANT: Each Progress Note Activity should contain one date of
service. DO NOT ADD MULTIPLE DATES

® Q0 oo

4. Click the box next to the Auth ID field that contains an ellipsis (three dots) to
display a list of authorizations.

5. Click the Authorization.

a. The Authorization ID will populate on the Provider Documentation details
page.

6. 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.

7. Click the box next to the Service field that contains an ellipsis (three dots) to
display a list of services for this authorization. Select the Service.

a. The Activity Services details are populated on the Provider Documentation
details page.
8. Verify the number of Units is populated. Note the Total Cost value changes as
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9. Provider Documentation Type = Progress Note

a. If additional selections are needed, make those additional selections too,
such as the Quarterly Summary or Annual Report (see next sections for
more information)

10.Note - Enter details of the services provided to the consumer.

11. Status = Complete

o0d Cennect

File

Activity Times

Lyre Demonstrations Provider
12/1/2022 8:17 AM Documentation

Start Date * Start Time End Date * | End Time Total Minutes
[orziz0zz | wemz W |[@v] % =
E & 01 = | e
%mz = v oo | | [
wuthorization /
Auth ID 257185 “ PA Number
Activity Details
Division Worker* R — [ | Clear EEEH
Provider Simulation Provide v Status
Activity Services /
Service * e2507.UC {4260} Speech Therapy ““ Total Cost 304.08
Units * /
Rate $16.02
Secondary Code 82507:UC
Unit Type 15 mins
Documentation
R 7 T p il
“The following is an example and may not meet the Developmental Disabilities Individual
Annual Report « || & | |Progress Note - Budgeting Waiver Services Coverage and Limitations Handbook requirements. Make
Daily Attendance Log sure that your documentation meets all the necessary requirementis and do not copy this
Provider Monihly R&E examale.
Documentation Maonthly Summary Note
Type * 4 Provided 1 hour of Speech Therapy and Lyre has made moderate improvement to the
b Quarery Summary L4 C
Service Log ~|| 2

Trin Lo

Swallowing: Lvle is now able io swallow thick liquids.  He has made a 10% improvement

12.Click File > Save and Close Provider Documentation.
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Trip Logs
The Service Provider will record his/her Transportation
Activities on the Provider Documentation tab in iConnect.

Please refer to the Intro to completing Provider Documentation Screens with
detailed images for instructions on how to complete each field.

1. To begin, log into iConnect and set Role = Service Provider
or Service Provider Worker. Click Go.

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

~ Lyre Dem ations
OO onnect Last Undated by s
at 11/30/202.

4

Provider Sign Out
Documentation Service Provide

File Tools Ticklers

t

ADVANCED SEARCH

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

a. Start Date: Select the Date of Service.

b. Start Time: Select the start time of the service (these
times can be approximations)

c. End Date: Select the Date of Service.

d. End Time: Select the end time of the service (these
times can be approximations)

e. Click Add.

IMPORTANT: Each Trip Log should contain one date of
service if approved by trio and miles. DO NOT ADD
MULTIPLE DATES (unless approved by the monthly

rate).

Reminder: Any approximated transportation times should not
overlap with other documented service delivery, such as
ADT or Prevocational service delivery
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4. Click the box next to the Auth ID field that contains an
ellipsis (three dots) to display a list of authorizations.

5. Click the Authorization.

a. The Authorization ID will populate on the Provider Documentation
details page.

6. 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.

7. Click the box next to the Service field that contains an
ellipsis (three dots) to display a list of services for this
authorization. Select the Service.

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

8. Verify the number of Units is populated. Note the Total Cost
value changes as the number of Units change.

9. Provider Documentation Type = Trip Log

10.Note = enter the trip log details:
e Starting location (consumer’s home for example)

e Destination

e The following is only required for the services
approved for transportation by the mile.

e Starting Odometer Reading (required for
transportation authorized by miles)

¢ Ending Odometer Reading (required for
transportation authorized by miles)

e Total Mileage (required for transportation
authorized by miles)

11.Status = Complete
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Lyre Demonstrations Providt
12/1/200211:2am | Document
File
Activity Times
Start Date * ‘Start Time End Date * End Time Total Minutes.
TR0z | T2 | 30
fiziotiz02z | 121012022 |9
Authorization
Auth 1D 257185 - PA Number
Activity Details
Division Worker" Hw Details
Provider Simulation Provide v | Detais Status
Activity Services.
Service * T2002UC (4310) Transportation - Month | | Cear | Total Cost $100.00
Units * 1
Rate $100.00
Secondary Code T2002UC
Unit Type: Month
Documentation
| B £ U rex - A=
Annual Report ][+ | [WpLog R .
Daly Atandanca Log ' « Starting location Lyle's home (1234 E. Tampa St. Tampa FL 336
Monly R&2 [ « Starting Odometer Reading (1,200)
5’;;‘;‘?“ Docementation Monthly Summary Note * « Destination (Big Top LDS3 1234 E Miami St Tampa FL 33602
Progress Note [« « Ending Odometer Reading (1,208)
Quarterly Summary -E B « Total Mileage (8 miles)
1

12.Click File > Save and Close Provider Documentation.
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Monthly Summary

A monthly summary is a written summary of the
activities that took place during each month,
including the consumer’s progress toward
achieving goals. Add the Monthly Summary as
a separate activity using the 0000-WVR Code.

Please refer to the Intro to completing Provider Documentation Screens with
detailed images for instructions on how to complete each field.

For ResHab Providers: Monthly summaries may be
submitted if the provider chooses to do a monthly
summary each month rather than a quarterly
summary.

Add the Monthly Summary as a separate activity using the 0000-WVR Code:

1. To begin, log into iConnect and set Role =_Service Provider
or Service Provider Worker. Click Go.

Role
| .- Welcome, | My Dashboard [Sign Out
O iConneadct 11/50/2022 102 P Service Previder | lels
File Reports ‘_T
T ——

2. Navigate to the Consumer’s record and click the
Provider Documentation tab > click File >
Add Provider Documentation.

N Raole
| _a Lyre Demorslidlions Provider Sign Qut 2
Q0 iConnecl Last Undated by ~m=s E Documentation Fevica Prouidar ~|

at 117302024 11:45:33 AM
Flle Teols Ticklers

e
ACd Provicer Docurmentzion

Piinl

Consumers v | | lastHame -

WY DA CIARD‘ COMSUMERS PROVIDERS
Damanstratians, Lyre {215862)

Clagnos's | Medicatons Frovider Cocumentadon  Contacts

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

a. Start Date: Select the Date of Service.

b. Start Time: Select the start time of the service
c. End Date: Select the Date of Service.

d. End Time: Select the end time of the service
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e. Click Add.

4. SKIP the AUTH ID Section
5. Since the Auth usually populates the following
fields, make sure to complete the following
additional sections (select from dropdown
menu).
a. Division = APD
b. Provider = The organization represented

c. 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.

Authorization

Auth 1D -;'[_F SKIP ]
Activity Details

Diwvision

Provider [ P |

Activity Services - - r
ty Smulation Provide

6. Click the box next to the Service field that
contains an ellipsis (three dots) to display a
list of services for this authorization. Select
the 0000-WVR Service.

DialogVendorServiceSelectPopUp

Search By: Sezomdary CofE W Search Text: = ancel

| servicein | servicecode | Secondarycode | Service | unitcost | unitType | EffectiveDate | EndDate | VServicelD | Maxtuth [Used| Remaining |
| 5275 QO00-WYR ‘ 0000-WVR | provider additional Document=ticn | o.00 ‘ units | 07/01/2021 ‘ | 251238 ‘ a | [+ | o |

If the 0000-WVR Service is not available — contact
the WSC to have a Provider Selection Record for
your organization added to the consumer’s
record.

7. Update the number of units to 1.

Activity Services
Service * 0000-WVR Provider Additional Documentation || Clear | Total Cost $0.00

Units *

Rate 50.00
Secondary Code 0000-WVR

Unit Type Units

8. Provider Documentation Type = Monthly Summary

9. Note - Enter the summary of the activities that
took place during the quarter, including the
consumer’s progress toward achieving goals, in
accordance with the iBudget handbook.

10. Status = Complete
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Oﬁ_j Cennect Lyre Pe[r:?nstr?: ons Druvlder_
12/1/2022 §:50 AM Documentation
File
Activity Times
Start Date * Start Time End Date * End Time Total Minutes
oz | sraszer 1 =
oz om0 [ ]
rorization v
Auth 1D [o— PA Number
Activity Details
Division Waorker* | Ciear [
Frovider Status
Activity Serwi /
Service ™ 00D0-WW/R Provider Additionsl Documentstion | [ IEEEY  Tota1Cost $0.00]
Units= 1
Rate / 50.00
Secondary Code Q000-WWR
Unit Type Units.
Dacumentation

B 4 U G - A~

The following is an example and may not mast the Developmental Disabilities Indhvidual
Eudgating Waiver Services Coverage and Limitations Handbook Requirements. Make
Croa sure that your documentsfion mests 2ll the nacessary requiraments and da not <oy this

pvider
Documentation Type sxample

Annual Repert + o Manthly Summary
Daily Attendznes Log

Menthly REES

Progress Mote

Quarterly Summary l

Service Log -~ 2

s £l

11.Click File > Save and Close Provider Documentation

Senvice: Cecupational Therapy, 15t Summary [July 1, 2021 - July 30,2021)

In the last ", Lure had made excellent orodress towards his 0T Goals. Heworked

Quarterly Summary

A quarterly summary is a written summary of the
activities that took place during each quarter,
including the consumer’s progress toward achieving
goals. The third quarterly summary is also the annual
report. The third quarterly summary also serves as_
the annual report and must include a summary of the
previous three quarters.

Please refer to the Intro to completing Provider Documentation Screens with
detailed images for instructions on how to complete each field.

Add the Quarterly Summary as a separate activity using the 0000-WVR Code.

1. To begin, log into iConnect and set Role =_Service Provider
or Service Provider Worker. Click Go.

Role —
PR Welcome, & My Dashboard [Sign Cut —
O:.'_‘._T iCennect 11/30/2022 1:02 PM Y d Service Provider v@

File Reports

Arrial Gamenle
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2. Navigate to the Consumer’s record and click the
Provider Documentation tab > click File >
Add Provider Documentation.

Rola

o e Lyre Deronstiations Provider Sign Out "
QL0 Wennect Les: Updzted by == . Documentation Senice Prosider ~ w
SUIL/IWFLUEL 1110021 AM
File Tools Ticklers
——
@mwacr Uocurmentation
e

Print

reumars ~| _LasNams ~ @ ADVANCED SEARCH

cal
co
artic Mgiing
WY NAZWADARD | CONSUMIRS PROV DIR%
Dzmaonstrations, Lyre (216662}

Tiagansis  Medications | Pravider Documentation  Contacts

Cemcgraphics  Mote:  Forms  Appo miments

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

a. Start Date: Select the Date of Service.

Start Time: Select the start time of the service
End Date: Select the Date of Service.

End Time: Select the end time of the service
Click Add.

®oo o

4. SKIP the AUTH ID Section

5. Since the Auth usually populates the following
fields, make sure to complete the following
additional sections (select from dropdown
menu).

a. Division = APD
b. Provider = The organization represented

Authorization

Auth 1D -i( SKIP ]
Activity Details

Division

Provider | I v

e Simulzaiion Provide,

c. 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.

6. Click the box next to the Service field that
contains an ellipsis (three dots) to display a
list of services for this authorization. Select
the 0000-WVR Service.
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DialogVendorServiceSelectPopUp

Chapter 18b | Service Recording

Search By- Secondary Code W Search Text .',_.rl
SemvicelD | ServiceCode | SecondaryCode Service UnitCost | UnitType | EffectiveDate | EndDate | WServicelD | Maxduth |Used | Remaining
5273 0000-WWR | 0000-WVR Provider Additional Documentation 0.00 Units 07/01/2021 251235 a a [}
Ifthe 0000-WVR Service is not available — contact
the WSC to have a Provider Selection Record for
your organization added to the consumer’s
record.
7. Update the number of units to 1.
Activity Services
Service * 0000-WVR [ Provider Additional Documentation ‘m Total Cost
Units *
Rate 30.00
Secondary Code 0000-WVR
Unit Type Units

8. Provider Documentation Type = Quarterly Summary

9. Note - Enter the summary of the activities that
took place during the quarter, including the
consumer’s progress toward achieving goals, in
accordance with the iBudget handbook.

10. Status = Complete

o0 wonmect

Lyre Demanstrations
13/1/2022 9:50 AM

Provider
Documentation

File
Activity Times

Start Date* Start Time: End Date* End Time Total Minutes

] meranenzz |0 15 | Deleie
;gm = /!-"cvznzz =] [

wthorization
Auth ID = FA Number
Activity Detailg
Divisian Workart -E Detzilz
Provider Simulztion Prowids % | Di=ils Status.
Activity Services
Service * 00D0-W\R: Provicer Acditional Documentation | [ Ll Totl Cost 50.00)
Units = 1
Rate / 000
Sacondary Code DO00-WWR
Unit Type Units
Documentation

| B 2 0|0 - A~
. S
fonualPesert uarierly Summary The following is an sxamsie and may not mest the Devalopmental Dissbiides Individus|
2y Auendsnce Log Budgsting Waiver Senvices Caverage and Limitations Handbook Reguirements. hMake

Provider Menthly RES
Documentation Type | Manthiy Summary Mote#

Progress Mote
Service Log
Trin Lo

aam WellSky

November 2025

sure that your documentation meets il the necessary requirements and do not copy this
axample.

Service: Physical Therapy, st Quarierly Swoomace [uly 1, 2021 - September 30,2021}

In the last @uarter. Lure had made excellent orooress iowards his FT Goals. He worked
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11.Click File > Save and Close Provider Documentation.

Annual Report

An annual report is a report of the supports and
services received by a consumer throughout the
year, a description of progress toward meeting their
goals, and any pertinent information about
significant events that occurred in the consumer’s
life during the previous year. Add the Annual

Report as a separate activity using the 0000-
WVR Code.

Please refer to the Intro to completing Provider Documentation Screens with
detailed images for instructions on how to complete each field.

Add the Annual Report as a separate activity using the 0000-WVR Code:

1. To begin, log into iConnect and set Role =_Service Provider
or Service Provider Worker. Click Go.

Welcome, ¥ My Dashboard Ssign Cut

Role
11/30/2022 1102 ¥M v Service Provider v@
-

OO0 Cennect

File Reports

2. Navigate to the Consumer’s record and click the
Provider Documentation tab > click File >
Add Provider Documentation.

_ Rols
1 Lyre Deronstralivns Provider Sign Out "
O Cennedt Last Updzted by . Documentation Genice Pravider e

SU1L/3UfUEE 1131934 AM
File Tools Ticklers

—
Acd | 'rovider ocurmeniation

Print

reumars “| _LesNama e @ ADVANCED SEARCH

ck Searcl
Ccl
[ Partic Mgiing
MY NAZWANARD CONSUMIRS PROVIDIRR
Dzmanstrations, Lyre (216663)

Tiaginsis  Medications | Pravider Documentation  Dontacs

Cemcgraphics  MNotes  Forms | Appo mments

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

a. Start Date: Select the Date of Service.
b. Start Time: Select the start time of the service

c. End Date: Select the Date of Service.
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= Well

d. End Time: Select the end time of the service
e. Click Add.

4. SKIP the AUTH ID Section
5. Since the Auth usually populates the following

fields, make sure to complete the following
additional sections (select from dropdown
menu).

a. Division = APD

b. Provider = The organization represented

Authorization

Auth 1D -—'r-" SKIP ]
Activity Details

Division

Provider

Activity Services

c. 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.

. Click the box next to the Service field that

contains an ellipsis (three dots) to display a
list of services for this authorization. Select
the 0000-WVR Service.

DialogVendorServiceSelectPopUp

Search By | oo

ary code e | Search Text: P

ServicelD | ServiceCode | SecondaryCode Service

UnitCost | UnitType | EffectiveDate | EndDate| VSerwicelD | Maxfuth |Used) Remaining
0000-WWR | DOOC-WWVR Provider additional pacurmentztion o n ov/0a,202

Ifthe 0000-WVR Service is not available — contact
the WSC to have a Provider Selection Record for

your organization added to the consumer’s
record.

. Update the number of units to 1.

Activity Services

Service * 0000-WVR Provider Additional Documentation
Units ~

Clea Total Cost 50.00
N el

Rate $0.00
aaaaaaa ry Code 0000-WVR
Unit Type Units

. Provider Documentation Type = Annual Report

. Note = Enter the supports and services received

by a consumer throughout the year, a
description of progress toward meeting their
goals, and any pertinent information about
significant events that occurred in the
consumer’s life during the previous year.
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10. Status = Complete
ood wennect

Chapter 18b | Service Recording

Lyra Demanstrations Provider
12/1/2022 3:50 AM Documentation
File:
Activity Times
Start Date * Start Time End Date * End Tims Tatal Minutes
oeue0zz | vz [ E =
1201 = 202z | ="
rization
Auth 1D = PA Humber
Activity Details
Division Warker u [ - | Clear [E=
Provider Simulation Provide % | Details Status
Activity ServicV
Samice * 0OX0-WVR Provider Additional Documeantation "= Clear] Total Cost 30.00/
Units * 1
Rate 50.00
Secondary Code 0000-WVR
Uniit Type Units
Documentation

B - 0O 10pt - A~

Daily Attendance Log : Annual Report

Monthiy R&B Tha following is an example and may not maet ihe Developmental Disabilities Individual
= - ot l' Budgeting Waiver Servizes Coversge and Limitatians Handbask Requirements. Make
e T “P"z;':;f;::a”‘ mn Zu;m:;z your dacumentaion mests all the necessary requirements and do nat copy this
; Quartery Summany 4 )

Sarvice Log - || 1

Trin | nn =]

Service: Respiratery Therapy. Annual Report (July 1. 2021 - June 30.2022)

In the |sst vear. Lyre had made excellent orocress towsids his RT Geals. He worked on

11. Click File > Save and Close Provider Documentation.

As Needed: Updating the Worker Name

The Worker name that is displayed in the Provider Documentation is the name of the
user that had entered the documentation into iConnect. If the user is not the worker
that rendered the service, the Worker name field should be updated to reflect the

worker that rendered the service. Follow the steps below to update the Worker
name.

NOTE: The following can only be completed if the worker that rendered the service
has signed into iConnect at least once and their name appears in the Workers tab
of the Provider record. If their name is not in the Workers tab, the user will be able
to note the Worker in the Note section of the Provider Documentation.

1. Clear the worker using the Clear button.

Activity Details
Division
Provider [ Simulation EVV Provider 2 v | Details

Worker* Davis, Joshua Lookup Details

2. Click the Lookup button; a Worker Search popup will appear

Activity Details

Division

Provider [ Simulation EVV Provider 2 w | Details

Worker* lb lear
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Worker Search Popup|

Search by: [LastName v| Search Text

Limit search results to my provider workers

Search

Cancel

3. Using the Search textbox: search by last name. Click Search

Worker Search Popup

Search by: Search Te

Limit search resuls to m er workers

Search

Cancel

4. Select new Worker Name from the result

Worker Search Popup

Search by: [Last Name v| Search Text: |training

Limit search results to my provider workers
Search

31 record(s) returned

9491 Training, FCC Yes
9346 TRAINING, Worker_19411 No
10755 training, worker_19418 No
10756 training, Worker_19419 No
9708 Training, Worker_SE1 Yes
9717 training, worker_SE10 Yes
9718 training, worker_SE11 Yes
9719 training, worker_SE12 No
9720 training, worker_SE13 Yes
a7 training, worker_SE14 Yes
9722 training, worker_SE15 Yes
9723 fraining, worker_SE16 No
9724 training, worker_SE17 No

5. The Worker's name will appear.

Activity Details

Division

Provider [ Simulation EVV Provider 2 | Details

Worker* | Training, Worker_SE1 | Lookup  Clear Details
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