Chapter 21 | WSC Case Load Transfers

Single Case Load Transfer

1. To begin, log into iConnect and set Role = Waiver or Pre-
Enrollment Workstream Lead. Click Go.

i

A Welcome, Jennifer Buck | My Dashboard | o . fole ==

o0 iConnect 40018 1142 AM S SUE ] Region waiver workstream Lead > iy
U
File

Quick Search
Consumers [~]| | Lesthame ~ G ADVANCED SEARCH
MYDASHBOARD | CONSUMERS | PROVIDERS INCIDENTS CLAIMS SCHEDULER REPORTS

NOTE: For Waiver, a single case load transfer would only
happen in specific circumstances like if the WSC leaves the
agency with no notice and the caseload needs to transfer to
a supervisor temporarily until a new WSC can be selected.

2. Navigate to the consumer’s record, click on the Division tab.

3. The list of open Division records displays. Select the APD
Division record.

Sheppard, Alice (10053)

Diagnosis | Eligibilitydee Medications | Auths | Provider Documentation | Contacts | Consumer Module User

Demograpnics | Divisions = Programs | Provider Selectons | Notes | Forms | Appointments | Plans | WaitngList | Payers | Legal Issues
Filters

Disposition|n| | Not Equal To ﬂ Closed ﬂ ANDﬂ x

Division ﬂ +

- 1 |
1 Divisions record(s) returned - now viewing 1 through 1
\ Division Disposition Primary Worker Secondary Worker Open Date Close Date Los
APD APD Eligible - ICFAID Buck, Jennifer Buck, Jennifer 04/03/2018 31

4. The Division details page displays. Update the following

fields:
a. Primary Worker = select the ellipsis to search for and

select the new Waiver Support Coordinator worker
that will receive the case load.

b. When prompted, select Yes to transfer any pending
ticklers to the new worker
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] Alice Sheppard Division
O’p“j iConnect Last Updated by jbuck
at 4/25/2018 4:06:39 PM
File  Word Merge
\ Division | Events
Events Divison APD
Disposition * [APD Eligible - ICF/IID W

Track Disposition

Disposition Date
Open Date
Data Entry Date

——h Primary Worker *

Secondary Worker
Application Received Date *

Interested in ICF/ID

Age Category at Time of
Application *

Application Pended Due Date

Eligibility Documentation Complete
Date

Referral Source
Referral Date
Referral Source

Referral Reason

[o4r25r2018  |[E
_hmoafzms 2]
04/03/2018
[WSC, Best
| Buck, Jennifer

oto1z01s |

-m Details

' =

Changing the primary worker will update the worker designal

on all pending assessments, authorizations, plans, plan revie

ticklers, placements, payments, and any child-linked openclc
records. Do you want to continue?

G|

04/03/20158 |

[

[ v

5. Click File > Save and Close Division.

6. Repeat this step for all applicable active Division records
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Bulk Case Load Transfer

1. To begin, log into iConnect and set Role = Region QA
Workstream Lead. Click Go.

Role
. ) Welcome, Jennifer Buck | My Dashboard
Ofﬁ iConnect 542018 1112 AM SIgN OUt | [ 2. fion QA Workstream Lesd ﬁ
File *
Quick Search |
Consumers LastName @ © aovancepsearc
MY DASHBOARD |  CONSUMERS PROVIDERS | INCIDENTS CLAMS ‘ SGHEDULER ‘ REPORTS

2. Navigate to the Utilities Chapter. Select Case Load

Transfer.
Quick Search
I | [ consumers [v] | Lesthame ~| (o) ADVANCED SEARCH
MY DASHBOARD | CONSUMERS | PRovDERs | Ncients |  clams | sceeouer | umumes. | RerorTs
‘ AUTHORIZATION UTILITY | GROUP SETUP [ RATE CHANGE UTILITY |
‘ i AUTO RESUBMISSION | HOLIDAYS/CLOSURES | REPORT SETUP |
[ CASE LOAD TRANSFER | IDENTIFICATION CARD ‘ ROLES |
‘ CHARGE CODES | (/SO CODE SETUR | SCREEN DESIGNS |
‘ DASHBOARD SETUP | LCOKUP CODES | SERVICE CODES ‘
‘ DIAGNOSIS CODES [ PACKAGE SETUP ‘ SYSTEM SETUP ‘
‘ EVV CONFIGURATION | PAGE SETS | USERS SETUP |

3. Click Consumers > Primary Worker to transfer part of or
the full case load of one Waiver Support Coordinator to
another.

om iConnedct Welcome, Jennifer Buck Case Load
iCe ¢ 51412013 11:36 AM Transfer

File

This utility is used to transfer a worker's caseload and not completed ticklers associated with those cases to the new worker.
Click on the appropriate worker which will open a new window, select the "previous worker” and the records that need to be transferred, then se

the "new worker” and click "Perform Task” from the Tools File menu.

Investigations Investigator

Consumers Primary Worker Secondary Worker
Consumers > Program Primary Worker Non Primary Worker
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4. The Case Load Transfer page displays. Update the following
fields:

a. Click the Ellipsis next to Previous Worker, search for
and select the current Waiver Support Coordinator
Worker record.

b. Once the worker is selected, click Display Case
Load

c. Click the ellipsis next to New Worker, search for and
select the new Waiver Support Coordinator Worker
record.

Om i‘\r“np‘ i ‘Welcome, Jennifer Buck Case Load
A A M §
5/4/2018 11:42 AM Transfer

File Tools

Consumer Case Load Transfer

Select the previous worker from the dropdown, click "Display Case Load" and a list of all active consumer records will appear below in a list view where the
worker is listed in the Open/Close Page, check the box next to each record you wish to transfer then select a worker from the New Worker dropdown.

From the Tools File Menu select "Perform Task" to execute the transfer of the records and pending ticklers to the new worker.

Previous Worker * Buck, Jennifer E@M—
New Worker * WSC, Best E@ﬁaﬂh

Generate Consumer Notification Letter O

l(se Load Transfer record(s) returned - now viewing 1 through 1

Case No Last Name First Name Status Disposition Fund Code Disposition Date Worker ]
10053 Sheppard Alice Active AFD Eligible - ICFMID APD 04/25/2018 Buck, Jennifer O
=< First = < Previous Retfrieve| 15 |Records atatime Next= | ast »»

5. Click the Generate Consumer Notification Letter box to save
a Note with the WSC change notification attached for every
Consumer record/Case that is being transferred.

6. The page refreshes. Update the following fields:
a. Note Type = WSC Selection
b. Note Subtype = Notification of WSC Change
c. Notification Letter = WSC Cover Letter New to Waiver
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C jl iConnect Welcome, Jennifer Buck Case Load

SI42018 1151 AM Transfer
File Tools

Consumer Case Load Transfer

Select the previous worker from the dropdown, click "Display Case Load" and a list of all active consumer records will appear below in a list view where
the worker is listed in the Open/Close Page, check the box next to each record you wish to transfer then select a worker from the New Worker dropdown.

From the Tools File Menu select "Perform Task” to execute the transfer of the records and pending ticklers to the new worker.

Previous Worker * | Buck, Jennifer Details Display Case Load
New Worker = | WSC Be.r_ﬂ . |Clear| Details
Generate Consumer Notification Letter [

Consumer Notification

When the case load transfer is executed, and there is a notification letter selected in the Notification letter field, the letter will be generated and be

attached to a note record for each consumer receiving a new worker. This note will be routed to the Note Attachment Print Queue where the attachment
can be printed and mailed.

Note Type: [WSC Selection v /
Note Subtype: |Notiﬁcat\on of WSC Change v|

Notification Letter: [WSC Cover Letter New To Waiver v
-1 Case Load Transfer record(s) returned - now viewing 1 through 1
Case No Last Name First Name Status Disposition Fund Code Disposition Date Worker I
10053 Sheppard Alice Active APD Eligible - ICFAID APD 04/25/2018 Buck, Jennifer O
<= First < Previous Refrieve| 15 Recordsatatime Nexi=  Last==
7. From the Case Load Transfer list view grid, select each case
to be transferred by checking the box next to each case.
8. Click Tools > Perform Task.
an ) Welcome, Jennifer Buck Case Load
Oﬁj iConnect 5/4/2018 11:42 AM Transfer

File Tools

Perform Task
Load Transfer

us worker from the dropdown, click "Display Case Load” and a list of all active consumer records will appear below in a list view where the

worker is listed)in the Open/Close Page, check the box next to each record you wish to transfer then select a worker from the New Worker dropdown.

From the ToolgFile Menu select "Perform Task” to execute the transfer of the records and pending ticklers to the new worker.

Previous Worker * Buck, Jennifer Details Display Case Load
New Worker * WSC, Best _[Clean Details
Generate Consumer Notification Letter ]

1 Case Load Transfer record(s) returned - now viewing 1 through 1

Case No Last Name First Name Status Disposition Fund Code Disposition Date Worker

10053 Sheppard Alice: Active AFD Eligible - ICFAID AFD 04/25/2018 Buck, Jennifer

Ko

<= First  =Previous Refrieve 15 Recordsatafime Next= Last==
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9. Accept the acknowledgement. The page refreshes and
transferred caseloads no longer appear in the Case Load
transfer records list view.

Case Load
Transfer

Welcome, Jennifer Buck
S/412018 11:53 AM

od iCennect

File Tools

Consumer Case Load Transfer

Select the previous worker from the dropdown, click "Display Case Load” and a list of all active consumer records will appear below in a list view where
the worker is listed in the Open/Close Page, check the box next to each record you wish to transfer then select a worker from the New Worker dropdown.

From the Tools File Menu select "Perform Task™ to execute the transfer of the records and pending ticklers to the new worker.

Previous Worker -__B_I:.Ic_k! Jennifer Details
New Worker * WSC, Best _IClear| Details
Generate Consumer Notification Letter
ape - r — - ~
Consumer Notification Message from webpage ﬁ

When the case load transfer is executed, and there is a notification letter select] |
attached to a note record for each consumer receiving a new worker. This note
can be printed and mailed. |

[ Case Load Transfer process completed successfully.

Ngte Type: [WSC Selection v
Ncke Subtype: [Notification of WSC Change V|
o - i
Not¥ication Letter: \WSC Cover Letter New To Waiver [ oK ]
L &
0 record(s) returned
. . . . f
10.The Note is visible by navigating to the consumer’s record.
Click Notes. Select the WSC Selection Note in the list view
to open.
File Tools Reports Ticklers View Consumer Incident
MY DASHEIOAR‘C# CONSUMERS | PROVIDERS INCIDENTS CLAIMS SCHEDULER UTILITIES REPORTS
Sheppard, Alice (10053)
Diagnosis Eligibility | Medications Auths Provider Documentation Contacts | Consumer Module User
Demcgraphics | Divisions | Consumer Budgets Programs | Provider Selections | SANs Forms | Appointments Plans | Waiting List | Payers
(~)-Filters-—
Note Date M +
Eml ' Resat
38 MNotes record(s) returned - now viewing 1 through 13—
Note Date Note By Note Type * Note Sub-Type Description Status | Date Completed | Attachment
05/D4/2018 | Application, Harmony | WSC Selection Notification of WSC Change Bulk Case Load Transfer | Complete | 05/04/2018 Yes
05/01/2018 | Buck, Jennifer Forensic Initial Examining Report Word Merge Template Complete | 05/01/2018 Yes
05/01/2018: | Buck, Jennifer Forensic Involuntary Commitment description Complete | 05/01/2018 No

11.Repeat this process to transfer secondary worker caseloads
as well as program caseloads as necessary.
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q}j fConnect Welcome, Jennifer Buck Case Load

5/4/2018 11:38 AM Transfer

File

This utility is used to transfer a worker's caseload and not completed ticklers associated with those cases to the new worker.

Click on the appropriate worker which will open a new window, select the "previous worker” and the records that need to be transferred, then sel
the "new worker” and click "Perform Task” from the Tools File menu.

Investigations Investigator
Consumers Primary Worker Secondary Worker
Consumers > Program Primary Worker Non Primary Worker
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