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Chapter 7 | Licensure Renewals

Introduction

Licensure renewals occur annually, and providers must submit renewal applications
at least 45 days prior to the license expiration date.

Complete Facility Application Form

Both the Service Provider and the Licensing Specialist (Region
QA Workstream Worker) will receive a tickler message advising
of the need for renewal due to pending License Expiration. The
Service Provider will need to complete a new Facility
Application. Once complete, they will need to send it to the
Licensing Specialist via a Note in iConnect

1. Set “Role” = Service Provider then click Go

Role \"'ﬁ‘
evce brovoer ————————— oIl "Go |

2. Navigate to the Provider’s Licensed Facility home record, then click the Providers
> Forms tab
ocd iCennect

Flie word merge

(hneck Search

Wi‘wa [v]

MYDASHEIO/-\RD‘ CONSUMERS | PROVIDERS ‘ INCIDENTS
A TEST Provider (10002)

Workers | Services | Provider ID Numbers | Contracte = Beds | Linked !

Providers | Iwisions | komms | Fooliments | Authanzatons | Notes
Filters:
sas  |v| EuwiTu v oan [v| anolv| [
Divicion ﬂ +

| )

31 Forms record(s) returned - now viewing 1 through 15

Division Form Name
APD Group Home Facility Checklist
APD QGroup Home Personnel Record Review

AFD Provider Enroliment Application

3. Click File > Add Forms

File

Add Forms
Print \
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4. Select “Please Select Type:” as “Facility Application Form (2025-09)” from the drop-down

' 9/2/2025 11:20 A
File
Please Select Type: | Facility Application Form (APD 2025-09) v
An asterisk (%) indicates a required field \
Provider Assessment
Division ¥ ‘_ Worker ¥ Baer, Sylvia Lookup  Clear Details
Review * <— status * <-_
Review Date * 0910212025 |8

Approved By
Approved Date

License Application

5. Update the following Header fields:
a. "Division" = APD
"Review" = Annual

b
c. Complete all fields on the Facility Application Form
d. "Status" = Pending

6. When finished, click File > Save and Close Forms
O;"Z‘:‘Zi iCennect

File  Reports  Word Merge

History 2025-0¢
Duplicate Forms
Spell Check i
Save Forms E
Save and Add Another Forms '
Save and Close Forms

02/2025
Print
Close Forms
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Complete License Capacity Form
The Service Provider will also complete the
Calculation of License Capacity form.
Note: If Conditions or Capacity changes are needed,
please refer to the Residential Planning training

materials.

1. Set “Role” = Service Provider then click Go

Role

Service Provider [~ -r

2. Navigate to the Providers > Forms tab
O onmeat

File ‘Word Merge

Qulck Search

\:\fmnm [~

MYDASHDOARD| COMSUMERS | FROVIDCRE | INCIDENTS

A 1E%I I'rovider (10002)
Wikt | Newvieess | Froviden 00 Numitess | Conlerle | Heos | Dk

Mroviders | Divigions | Foums | Coeolimenls | Aulboiizalions | Noles

<) Tilters
Slalvs  [w]  CuwelTo ~| |oen [»] [amD[w] =
Divisicn +

31 Forms record(g) returned now vlewing 1 through 15
nnsion Form Nama
APD Croup | lome Facllity Checklist
AR CEnLp RO Fersonne Koo Review
AFD Frovider Enroliment Apglication

3.Click File > Add Forms

Fil

Add Forms
Print \

4. Select “Please Select Type:” as “Use for after 2014 — Calculation of License
Capacity” OR “Use prior to 2014-Calculation of License Capacity from the drop-
down list. Please note that ONLY the Service Provider will know which one they
will need to complete, as this is related to what year they were licensed
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o iConnect

File

Flease Select Type: w

Provider Assest .ty application Form
Division * Provider Application Basic Infarmation

Provider Expansion Request

Review * =ze for after 2014-Calculation of License Capacity
& Use prior to 2014-Calculation of License Capacity
Review Date U TH20ZS E3

5. Update the following Header fields:
a. "Division" = APD
b. "Review" = Annual
c. Complete all fields on the License Capacity Form
d. "Status" = Update to Pending when all required fields have been completed

O;ﬁ iCcennect TesLProvider  Forms
/1802025 7:08 FM

File

Fleass Saloct Typs: [ Use for zfler 3014-Calculation of License Capacity ~ |

Provider Assessment \
Civision * h NFD

Workar * Rawt, Monica Caar Demls
Revew® g ) SEUS ¥ e [BONCITY

Review Date * o 18E0R = Approved BY

Appraved Dats

Use for after 2014 - CALCULATION OF LICENSED CAPACITY
For New License Applications as of July 1, 2014

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

Save Forms

Save and Add Another Form

Save and Close Forms

Copy From Previous
Print

Close Forms
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Add Other Qualifying Documentation

The Service Provider will add a note and attach
any supporting documentation.

1. Set “Role” = Service Provider then click Go

Role \

EErEra— | |

2. Navigate to the Providers > Notes tab

Flle  Reports

e e v
WY NASHRCARD | CONSUMFRA PROVINFRS INCINFNTS T A3 anH
A TT ST Provider (41007}
Workers | Sendccs | Provider IDMumborz | Confracts  Bel Linked Providers | Miaces | Condtions
Frovidsre | DVEDRE | FOTME | =nilmerts | AUTOrZations | MEWS | Lredentas | E\V SInedurg
Fillsry:
MNote Type |we|  EqualTo ﬂ ﬂ f\hl:ﬂ "
Mol Dale j +

3. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print

4. In the new Note record, update the following fields:
a. "Division" = APD
b. "Note Type" = Licensing Renewal
c. "Note Subtype" = Select a category below

i. Background Screening (for Owner/Licensee, which could be one or
more of the following)

1. Attestation of Good Moral Character
2. Employment History Check

3. Local Criminal Record Check

4. Clearinghouse Screening

ii. Business Information (which could be one or more of the
following from the Additional Documentation Section of the
application)
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4.
5.

. Articles of Incorporation

Documentation of Financial Ability (bank statements, credit
lines, etc.)

Promo Materials
Current Board Members' Names/Phone Numbers
Names of all controlling Entities

iii. Facility (which could be one or more of the following)

1.

ok wbd

6.

Facility Floor Plan

Fire Inspection

Signed Lease, if property is not owned by licensee
Vehicle Registration/Insurance

Zoning Documents

Current Facility Staff Schedule

iv. Personnel Information (which could be one or more of the following)

1.

Ok owbpd

6.

Driver’s License (Licensee/Facility Operator)
Education (Licensee/Facility Operator)

Operator Experience (Licensee/Facility Operator)
References (Licensee/Facility Operator)

Resume (Licensee/Facility Operator)

Summary of Employees (Education and Experience)

v. Policies and Procedures (which could be one or more of the following)

1.

O kkobd

6.

Admission and Termination of Services Policy
Sexual Activity Policy

Behavioral Interventions and Responses Policy
Comprehensive Emergency Management Plan

Video Monitoring Criteria and Protocols (if video monitoring
will be utilized)

Professional Liability Insurance (for Medwaiver Service Providers)

d. "Description" = Same as subtype

e. "Note" = Enter notes to include a list of documents

f. "Status" = Pending (Licensing Specialist will update the Note to Complete
once all items have been verified.)

g. Click "Add Attachment" and search for the copy of supporting documents
on the user's device. Click Upload

NOTE: Each attachment can be up to 18mb in size

h. Click the Lookup button on the "Add Note Recipient" to add the Licensing Specialist
(Region QA Workstream Worker) as the Note Recipient

Updated April 2026
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i. Enter last name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note

Notes Details
Division *
Note By *
Note Date *

Note Type ¥ -if—
Note Sub-Type ‘

-

Description
Mote -

U LT S

Date Completed

Attachments /

Add Attachment

Document

There are ne attachments to display

Note Recipients

Add Note Reciplant

APD v
Reed, Monica ~

09292023 |9

Licensing Renewal v [

Background Screening !

Background Screening

B I I tex = A~
Inchude list of documents

[Pending v|
0912072023

Description

N

Lookup  Clear

5. When finished click File > Save and Close Notes

File Toocls
Spsll Check
Save Motes

Save and Close Notes

Print
Close Notes

Application Submitted Note

The Service Provider will also add a note advising
the Licensing Specialist (Region QA Workstream
Worker) that the application is submitted.

Updated April 2026
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1. Set “Role” = Service Provider then click Go

Role \

ErrE— |

2. Navigate to the Providers > Notes tab

Flls  Reports
GQuick Search

| Burrdes v| | Purede Home

MY DAS IDCARD CCONSUMLCRS PROVIDCRS ‘ INCIDCNTS | CLAIMG G0

A TEST Provider (10002)
Workers Senines Prowider IN Nimbars Confracts Bel inked Providers. Siaces | Condfions

Providsrs | Dwsions | Toms | Corolmeris | Autorizations | Moles | Credentals | [\ Sctheduling

nge e[| [ewao “ “ ] x
hicte Dale j +

3. Click File > Add Notes

File Reports
Add New Provider Search
Add MNotes

Print \

4. In the new Note record, update the following fields:
a. "Division" = APD
b. "Note Type" = Licensing Renewal
"Note Subtype" = Application Submitted
"Description" = Application Submitted
"Note" = Enter notes
"Status" = Pending

Click the Lookup button on the "Add Note Recipient" to add the
Licensing Specialist (Region QA Workstream Worker) as the Note
Recipient

h. Enter last name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note

@ >0 oo
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Notes Details

Division * APD w |
Note By * Reed, Monica v
Note Date * 09/19r2022 [
Note Type ¥ etfmm— Licensing Renewal ~|'
Note Sub-Type -— Application Submitted v
lication Submitted
Francriminn Application Submitte: o

B I U 1opt - A-|

Attach notarized Facility Application Form|

L —

Status * h_ Vpendinfg,iv,
Date Completed
Attachments
Add Attachment
Document Description

There are no attachments to display

Mote Recipients \

Add Note Recipient: Lookup  Clear

5. When finished, click File > Save and Close Notes
File Tools
Spell Check
Save Moles

Save and Close Notes
Print \
Close Notes

6. Upon saving the note, a Workflow Wizard triggered the reminder tickler that is
due in 30 calendar days
a. The tickler has been assigned to the Licensing Specialist, who will
retrieve it from My Dashboard > Ticklers.

Opd iConnect Welcome, Ticklers
10/12/2023 6:34 PM
File
Filters
Status v Equal To v New v AND v x
Status b +

] Apply Alert Days Before Due
Search Reset

2 My Dashboard Ticklers record(s) returned - now viewing 1 through 2

Tickler Name Provider Name Date Created = Date Due | Date Completed | Status

Notify Licensing Provider Applicant of any Errors or Omissions Group Home Name 10122023 111172023 New 3

b. Tickler - “Review Licensing Renewal application for errors or omissions.”
c. Assigned to the Licensing Specialist (Monitor 3)
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d. Due on the 30th calendar day from the “Licensing
Renewal/Application Submitted” Pending note

7.
is due immediately.

In addition, the Workflow Wizard triggered a second reminder tickler that

a. The tickler has been assigned to the Licensing Specialist, who will
retrieve it from My Dashboard > Ticklers.

oD iwennect

File

Filters
Status b Equal To v New v AND w x
Status v +

Apply Alert Days Before Due

Search Reset

1 My Dashboard Ticklers record(s) returned - now viewing 1 through 1

Tickler Name Provider Name

Reassign to Supervisor to initiate FSFN search on licenses Group Home Name

First Previous Records perpage| 15 | Next

Date Created
10/12/2023

Last

Welcome,
10/12/2023 6:31 PM

Date Due
1001212023

Date Completed | Status

New 4

b. Tickler — “Reassign to Supervisor to Initiate FSFN search on licensee.”
c. Assigned to the Licensing Specialist (Monitor 3), who will reassign the

tickler to the Supervisor.

i. Click the tickler flyout menu and select Reassign. Search for and
select the Supervisor. The tickler has been reassigned, and the
Supervisor will retrieve it from My Dashboard > Ticklers.

(0 iConnes

File Reports

Workflow Wizard

Reassign to Supervisor to
initiate FSFN search on
licensee Reassign fo
Supervisor to initiate FSFN
search on licensee

d. Due immediately.

Updated April 2026
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As Needed: Licensure Renewal Review Errors

The Licensing Specialist (Region QA Workstream Worker)
will get notified of the pending note via My Dashboard and
will review the submitted application package. If the review
determines that corrections are needed, the Licensing
Specialist (Region QA Workstream Worker) will respond
and leave the note in pending status until no additional
corrections are needed by the Service Provider. Proceed to
Licensure Renewal Review Approval if no errors or
omissions.

1. Set “Role” = Region QA Workstream Worker, then click Go.

Y
Role \
Region QA Workstream Worker v @

2. Navigate to the My Dashboard > Providers > Notes > Pending and
click the hyperlink for the Pending notes.

MY DASHBOARD COMSUMERS PROVIDERS INGIDENTS CLAIMS SCHEDULE
ONSUMERS \ INCIDENTS PROVIDERS
Inquiry Alert Notes List Notes
lotes 0 Unread Alert Notes 0 Complete 3

Pending 11

3. Select the Note Type = Licensing Renewal and Description = Application
Submitted and select the pending record via the hyperlink.

Fitars.
Slalvs v Eual Ts v Fauding v anlw x

NateType v +

26 My Doshboord Notes rzcordls) retumed - now viewing 1 thraugh 13 / /
L Motz Late v Lescription Author Stotus

I'rovicer HNote | ype
lost Provicar Licensing Hancual UM Appliczior Submitiod Head Menica Paneng

4. In the existing Note record, update the following fields:

a. “Associated Form ID#” = Enter Form ID# if applicable

b. “Note Subtype” = Update to Errors/Omissions

c. “Description” = Update to Errors/Omissions

d. "Note" = Enter Notes specific to Errors/Omissions, then click Append Text to Note

e. "Status" = Leave Status as Pending

f. Click the Lookup button on the "Add Note Recipient" to add the Service Provider as
the Note Recipient

g. Enterlast name and click Search in the pop-up browser window. Select the name of
the worker to attach them to the note.
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Notes Details

Division *
Note By ¥

Note Date *

|APD~
Reed, Monica

0o/19r2023 |

Associated Form ID#

Note Type *

[ Licensing Renewal + [*

Note Sub-Type  <efffm— [Errors/Omissions ~

Description

Note

Status ¥

Emors/Omissions
- #

On 9/19/2023 at 6:22 PM, Monica Reed wrote:
Attach nolarized Facility Application Form

New Text
B r U 10pt - Ax
Enler notes specific to errors/nmissinns

Sy

Append Text to Note

- [Pending ~]

Date Completed

Attachments

Add Attachment

Document

Description

There are no attachments to display \
Note Recipients

Add Note Recipient Lookup  Clear

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

6. Upon
a.

oo

File  Tools
Spell Check
Save Notes

Save and Close Notes

Print
Close Motes

saving the Errors/Omissions note, a tickler will fire.

Tickler — “Review to see if the applicant has sent the additional information
requested, if not send out the 30 Day Notice.”

Assigned to Self

Due in 30 days

Can be cancelled if needed.

The Licensing Specialist (Region QA Workstream Worker)
and Service Provider will leave the note in a Pending Status
until all errors/omissions have been resolved. This process
can be repeated multiple times.
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As Needed: Update Application

The Service Provider will get notified of the pending note via
My Dashboard and will review the errors/omissions (or 30
Day Notice, 60 Day Notice, 90 Day Notice and 90 Day Final
Notice notes) provided by the Licensing Specialist (Region
QA Workstream Worker). The Service Provider will then
respond to the pending note with the requested corrections
and leave the note in pending status until no additional
corrections are needed.

1. Set “Role” = Service Provider then click Go

Role i
~

2. Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.

‘ MY DASHBOARD = CONSUMERS PROVIDERS INGIDENTS CLAIMS SCHEDULE

INSUMERS \ INCIDENTS PROVIDERS

Inquiry Alert Notes List Notes H

lotes 0 Unread Alert Notes 0 Complete / 3

Pending 1

3. Select the Note Type = Licensing Renewal and Description =
Errors/Omissions and select the pending record via the hyperlink.

File  Tools

Fillers
oz o~ CoualTe v Teadg w ANDY X

HiteTypew |+

Seann  Raset

1 Wy Uashbsard Notes recard]s] rotumed - now vicaing 1 1heugh 1 /
| Provicer NoteType Yot Cate | Description | auther

‘ Ted Prowitla P — ] |Fu..|-:wwhu |m~a|,»niw -

4. In the existing Note record, update the following fields:

a. "Note" = Enter Notes as to what corrections have been made

b. "Status" = Leave Status as Pending.

c. Click the Lookup button on the "Add Note Recipient" to add the
Licensing Specialist (Region QA Workstream Worker) as the Note
Recipient

d. Enterlast name and click Search in the pop-up browser
window. Select the name of the worker to attach them to
the note.
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Notes Details
Division *
Wote By *
Note Date ®
Note Type 2

Note Sub-Type

Description

Status *

Date Completed

Attachments

Aod Anachmant

Daocument

There are no attachments to display

Note Recipients

Add Ntz Recipient

vl

On 9/26/2823 at 18:23 AM, Monica Reed wrote:

New Text

B I U 6= -A~

N

Append Text to Noie

Pending

Description

Lookup  Ciear

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

File Tools

Spell Check

Save Notes

Save and Close Notes

Print

Close Notes

e

The Licensing Specialist (Region QA Workstream

\‘dﬁ Worker) and Service Provider will leave the note in a

Pending Status until all errors/omissions have been
resolved. This process can be repeated multiple
times.
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Abuse Record Search

Once the application is submitted, the Licensing
Specialist will do an Abuse Record Search on the
licensee(s) and note the outcome in iConnect. This will
coincide with the review of the renewal process.

\_/) The Licensing Specialist or designee will do the Abuse
Record Search outside of iConnect. Once the outcome
of the search is finalized, a Confidential Note will be
created in the subsidiary (child) record in iConnect.
The provider will not be able to view a Confidential
Note type.

1. Set “Role” = Region QA Workstream Worker, then click Go.

N,
Role \
Region QA Worksiream Worker ﬂ E

2. Navigate to the Providers chapter and enter the Provider’s
Facility name in the Quick Search filter and click Go.

- We:
ocd ennect .
File
Quick Szarch
A Test Provider X |Fwees v | P tiame v E
WY CASHBOARD | CCNSUNERS PROVIDERS [HCIDENTE CLAIMS SCHEOLLER

Filters /

3. Navigate to the Providers > Notes tab

Fil:  Reperts
Quirk Search

| Hrovaere [v] | proveer vame

MY LASHHUARLY | LONSUMERS PRUVIDERS NLIDENTS CLAIMS SCH:

A TEST Provider (10002)
Wuikers | Berices | Fiovider 1D Nurbers | Conbacls | B Linker Providsrs | Alisses | Gudiliaons.

Frovidars | DWsoTs  Foms  FRmiments | ACarTANoNG | NATES | Crenetias | PV Reneauing

Filters
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4. Go to File > Add Notes
File Reports

Add New Provider Search

Add Notes
Print \

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

a.

@m0 aoo0C

"Division" = APD

"Note Type" = Confidential Note

"Note Subtype" = Abuse Record Search
"Description" = Abuse Record Search Complete
"Note" = Enter notes

"Status" = Update to Complete

Click the Lookup button on the "Add Note Recipient"
to add the Supervisor as the Note Recipient

Enter last name and click Search in the pop-up browser window
Select the name of the worker to attach them to the note

N Do

Division *

Note By * [Baer, Sylvia v

Note Date * 07152024 |

Associated Form ID#

Note Type *

<—-— Confidential Note v
Note Sub-Type 4 Abuss Record Search v

Abuse Record Search
Description

| B 7 U 10pr - A

Details of the Search and its| completion

Note

Status * . Complete v
Date Completed 07/15/2024
Attachments

Add Attachment

Attachments Grid

Document Description Category Action

There are no attachments to display

Note Recipients \

Add Note Recipient Lookup  Clear

Note Recipients Grid
Name Date Sent Date Read Status Date Signed

Baer, Sylvia 7152024 Unread Remove

6. When finished, click File > Save and Close Notes.
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Licensure Renewal Review Approval

The Licensing Specialist (Region QA Workstream
Worker) will get notified of the Application Submitted OR
Errors/Omissions pending note via My Dashboard and will
review the submitted application. If the licensure renewal
review determines that no corrections are necessary,
then the Licensing Specialist (Region QA Workstream
Worker) will update the Application Submitted or
Errors/Omissions note and assign it to the Service
Provider. The Licensing Specialist will also update the
Notes from Other Qualifying Documentation to the
Complete status once verified.

1. Set “Role” = Region QA Workstream Worker, then click Go.
\

Role \

Region Q& Workstream Waorker ﬂ @

2. Navigate to the My Dashboard > Providers > Notes > Pending and
click the hyperlink for the Pending notes.

MY DASHBOARD | CONSUMERS PROVIDERS INGIDENTS CLAIMS SCHEDULE
INSUMERS \ INCIDENTS PROVIDERS
Inquiry Alert Notes List Notes
lotes 0 Unread Alert Notes 0 Complete 3
Pending 11

3. Select the Note Type = Licensing Renewal and Description =
Errors/Omissions and select the pending record via the hyperlink.

Filc  Tools

Titters-
Sahe v | FdT v Py v AW x

LT 4

Gearch  Resed

21 My Des e N recon s s - mow viswing 1 rugl 15 /
Pravidsr Motelipe Note Datz v Des

caption Autar Sats [

Test Prider Vignzng Renvrel [0SR | Frmesissins Reed Woivs  Pancig

4. OR Select the Note Type = Licensing Renewal and Description =
Application Submitted and select the pending record via the
hyperlink.

Filre
Sy v g Ty v Pewny v ADw  x

TR
Somch  Resat

26 My Lashboard Nokes recordls] returned - new viewing 1 through 19

Freider ‘{vae Holz Uale v /

Descrigtion Auther Stalus a
|25 Provider Lieenging Hencwal [T b ] Appicatar Subritkzg Hecd, Wonica Fending u
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5. In the existing Note record, update the following fields:

a. “Associated Form ID#” = Enter Form ID# if applicable

b. “Note Subtype” = Update to Application Form Review Complete

c. “Description” = Update to Application Form Review Complete

d. "Note" = Enter Notes and then click “Append Text to Note.”

e. "Status" = Update to Complete

f. Click the Lookup button on the "Add Note Recipient" to add the
Service Provider as the Note Recipient

g. Enterlast name and click Search in the pop-up browser
window. Select the name of the worker to attach them to
the note.

Notes Dotails
AFD »

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

File Tools
Spell Check
Save Notes

Save and Close Notes

Print
Close Notes

7. Click File > Close Notes

File Tools

Close Notes
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8. Navigate to the Providers > Notes tab and update the status of the following
Notes to the Complete status once the supporting documentation has been
verified.

a. Open the Note Type = Licensing Renewal and Note Subtypes = Background

Screening, Business Information, Facility, Personnel Information, and Policies and
Procedures.

FIUVIUET - 1Z£90 | 1Z£40)

Workers Services Provider ID Numbers Contracts Beds Linked Providers Conditions Service Area

Providers | Divisions | EVV Aclivities | Forms | Enrolimenis | Authorizations Credentials =~ EVV Schi

Filters

Note Date v +
Search Reset

112 Providers Notes record(s) refurned - now viewing 1 through 15

Note Date + Note Tyue/uote Sub-Type Description l
03/03/2025 Licensing Renewal Background Screening Background Screening Pe

b. Update the Status to Complete.

o
Note Sub-Type ‘ Background Screening v "

Background Screenin,
Description 9 9

On 3/3/2625 at 4:50 PH, Sylvia Baer wrote:
Attestation of Good Moral Character
Employment History Check

Local Criminal Record

Clearinghouse Screening

(=B New Text

B I U igpe+Ar

Append Text fo Note

Status %

Date Completed 03/03/2025

c. File > Save and Close Notes

o iGgfinect

File Tools

Ril=iony ; Details
Spell Check on *

Save Notes 3y *

Save and Close Notes Jate *

(g Save and Close Notes |>rm n

Close Notes rype *

Note Sub-Type

9. Navigate to the Providers > Forms tab and enter the search criteria as Form Name
= Facility Application Form, then click Search and select the form via the
hyperlink on the record
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A TEST Pravider (10002)

Workers ~ Services | Provider ID Numbers  Coriracts = Beds
\ Provders  Divisions ~ Forms  Enrollmerts | Authcrizations

Filters
:omNameﬂ Equal To j Fsclity Apalicstion Form (APD 2019-Julyh j ANDﬂ X

Division ﬂ +

1 Forms record(s) retumed - now viewing 1 through 1

N

Division T

Facility Application Form (APD 2019-July]

Form Name

10.Update the Status to “Complete” on the Facility Application Form Header
and click “OK” on the pop-up message box

Message from webpage >

By changing the status of this racord, all requirad fields must
be completed before the record can be saved. Do you want to

\

OK Cancel

File  Reports  Word Merge

Facility Application Form (APD 2025-09)

An asterisk (*) indicates a required field
Provider Assessment

Division * Worker ¥ Provider, Sylvia Lookup  Clear Details
Review * status *  fffmm—

Review Date * 09/02/2025 Approved By Baer, Sylvia Details

Approved Date 09/02/2025

License Application

11.When finished, Select File > Save and Close Forms
i: Word Merge
History
Duplicate Assessment
Save Farms
Delete Forms
Save and Add Another FV
Save and Close Forms
Reverse Status
Print

Close Forms
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12.Update the search criteria as Form Name = Use for after 2014 —
Calculation of License Capacity OR Use for prior to 2014 —
Calculation of Licensed Capacity. Click Search and select the form
via the hyperlink on the record

NOTE: If no changes were made to the Licensed Capacity form, the form
can be updated to a complete status. However, if capacity changes have

been made, the site visit will need to be completed BEFORE the form can
be updated to a complete status.

Workers | Services | Provider ID Numbers | Contracts | Beds | Linked Provide
\ Providers | Divisions | EVV Acliviies | Ferms = Enrcllments | Auwthorizations

Form Name w Equal To b Use for after 2014-Calculation of License Capacity » AND w x

Filters

Divigion ~ +

Search Reset

1 Providers Forms record(s) returned - now viewing 1 through 1

e

Division Form ID ‘. Form Name

APD 499 Use for after 2014-Calculation of License Capacity

13.Update the Status to “Complete” on the Licensed Capacity Form Header
and click “OK” on the pop-up message box

Message from webpage x

By changing the status of this recard, all required fields must
be completed before the record can be saved. Do you want to

\

oK Cancel

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

Eile Word Merge
History
Duplicate Assessment
Save Forms
Delete Forms
Save and Add Another FcV
Save and Close Forms
Reverse Status
Print

Close Forms
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Schedule Site Visit Appointment for Renewal

Once there are no errors or omissions on the
Licensing Renewal Application, the Licensing
Specialist (Region QA Workstream Worker) will call
the Provider to schedule the site visit and add the
appointment information into APD iConnect.

1. Set “Role” = Region QA Workstream Worker, then click Go.

N
Role \
Ragion QA Warkstream Worker ﬂ @

2. Navigate to the Providers chapter and enter the Provider’s Licensed
Facility home name in the Quick search filter and click Go.

N Vel
cad ionnect =
File
Quick Searth
ATest Provider K| | Providers | Eovdertiams v m
MY DASHEOARD | CONSUMERS PROVIDERS NZIDENTS CAMS SCHIDULER

Filtars /

3. The Provider’s record will display. Navigate to the Providers > Appointments tab.

MYDASHBOARD | COMSUMERS | PROMIDERS ICIDENTS cLAS SCHEDULER LTLTIES RE
A TEST Providar (19002)
Mk e Prowicen I7 Muneans Conliesls Mol Viked Provilers | Blimses Crnwditiins o Aima | Audin Actons
Frovisers s | Fams Enolmens Ashoizatons | “ois | Gredentiols | BV Scheduing | CAP | Appoiniments
Filtar.
O3 memhy e staus W L in v I'anang v RETHE x
3 Dalwiow
o v T+
L
4 APPaIMMANES FACArH(S] FATUFEd - REW VEWIng 1 Thraugh &
Type Start Date End Date
e Viet 00IME 1022015

4. Click File > Add Appointment
od ennect

File

Add New Provider Search

Add Appointment

Spell Check \

Print
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5. Update the following fields on the Appointment Details page
a. "Division" = APD

"Appointment Date" = Update date

"Start Time" = Update time

"Appointment End Date" = Update date

"End Time" = Update time

"Type" = Site Visit

"Subject" = Enter subject description

"Appt Summary" = Enter summary

i. "Appt Details" = Enter details

j. "Status" = Scheduled

e R

Appointments

Division APD ~
Appointment Date * I 091202023 =]
Start Time  -otiff—— 02+ (00w |PMw
Appeintment End Date g 09/01/2023 E
End Time <l 03|00~ |PM~
et

Enter Subject Description

Subject -efj—

Appt.Summary (non-HIPAA Data)

Appt. Details{HIPAA Data)

Status ¥ ~olff— Scheduled ~

6. When finished, select File > Save Appointment
File
Spell Check

Save Appointment

Print \
Close Appointment

7. Click New Participant on the left-hand navigation menu
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File

Participants List

MNotes /

MNew Participant

8. Set the Non-Participants filter list to the appropriate value in order to
select the appointment participants

Appinten:
e Participants

Faotlwaparibs Lt

Nnteas

R

9. Select the appropriate Licensing Specialist (Region QA Workstream
Worker) and Service Provider Worker names by holding the control key
down and clicking on the names, and then click < Add

Non-Participants

Filter | Current Active Provider Workers V|

Buck, Jennifer
Provider, Service
Reed, Monica
ReferralMgr, Osa
Ritchie, Lesli
Tierney, Jacqueline
Vogeler, Mandi
Worker1, Elizabeth

<< Add All

Remove >
Remove All >>

10.When finished, Select File > Save and Close New Participant
File

Save
Save and Close New Participant
Print

Close New Participant
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As Needed: Reschedule Site Visit Appointment

If the site visit was scheduled and needs to be done on
a different date/time, the QA Workstream Worker will
need to reschedule the existing appointment. This will
ensure the appointment information is accurate for

reporting.

1. Set “Role” = Region QA Workstream Worker, then click Go.
b

Role \

Region Q& Workstream Worker v @

2. Navigate to the Providers chapter and enter the Provider’s Licensed Facility
home name in the Quick Search filter and click Go.

Wek

o icennect -

File
Quick Search

A Test Proder X Poides [v]| | Froveertiare K 60

WYDASHECARD  CONSLMERS | PROVIDERS INC/DENTS CLAME SCREDULER

Filters- /
1 1

3. The Provider’s record will display. Navigate to the Providers > Appointments tab.

WY DASIGOARE | CONSUMRS | PRO¥IDERS HOICONTS CLANS 2 COULCR UTILTIES rL
A TEST Pravidar (10002
Vi | Sores | Poedu 16 Nunbers | Cobacs | Sos | LikedSioaders | Alses | Condlors Soc A Aumn Acons
s | L k 1l Bl H Suderlils | B Schiahdig | UAF | Appointments
- Filters
Wienthiy Viewr I ...l [qualTe w| |Fendng v 2HDjv %

) Daly view

It j +

4 Appelntrments recart(s] returnad - now viawing 1 through 4

Start Date End Date
ittty R

Type

Site Vst

4. Select the appointment record that needs to be updated via the hyperlink in the list view

A lsst Provider (10830}

Wik S | Pueds DMaciss | Conbeds | Bads | LmbedPeuices  Comdlions | SeviceAes | A scion

Praides | Divisiws | EWVASile:  Fume  Zuolinenls  Subhuiss | Noss | Cladaliss | SV Sdmiing | CAP | Aupuininisns
— e siyle - 11ers
& Letvien C Moty vew
S Wiy Ve D DalyView

[E———
L 1
L ppaInmar résa ) rERImed - how ey 1 g & ’\
T+ \
Eupject S

ADgolnimient Date - sunTm: EnaTme ToR:

W R B sira et ANPANITant sehad # o mont sie s rac 12
F 50000 PU 000 2 82 Wsit Roe vist haaizd
E 10200040 105003 FM G el s
B OT0sE T1500PU 4500 2N sravoit S10 VBN Licansure Renowa! nizcaza
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5. Update the following field on the Appointment Details page
a. "Status" = Update to Rescheduled

- A Test Frovicer Appointment
0o iConmect ettt
WA 5AL0T PN

Azainngn | Appoinimants

Appoimment Uzt s |E

Hem Pelidsen. Appuiament il Dk

ADELSUMETY Ma-HIPAA BET)

e
Appl. D HIPRA Dol e /
Habes*

6. When finished, select File > Save Appointment
File
Spell Check

Save Appointment

Print \
Close Appointment

7. A prompt will appear that asks, “Do you want to reschedule this appointment?”

Itssbh1.mediware.com says
Save Successful - Do you want to reschedule this appointm

Caﬂ[el

8. Click OK to reschedule the appointment. The appointment page opens,
showing some data from the previous appointment.

9. Update the Appointment date and time information for the new appointment.

10.Update the status from Pending to Scheduled, if appropriate.
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a0 iCennect

File
| Anpoiniment | Appointments

Participnts List LIEED
Appointment Date * 0842023 |TFl 07192023

Notes
Start Time

New Particiant Appointment End Cate 082412003 | 071912023
End Time FM ~
Type * Site Visit
SUDjGCI Site Visit for Service Level Designation

Hadto reschedule due ta conflict with appoiniment time

Appt.Summary (non-HIPAA Data) 4

Appt. Details(HIPAA Data)

Status * Scheduled v

11.Click File > Save Appointment. Both the original and rescheduled appointments
are listed in the Appointments tab detail view.

12.The rescheduled appointments detail page will now show the date of the

original appointment next to the new Appointment Date and Appointment
End date fields.

. Appointment
Om wennect
File

Agpolniment Appeintrients

Tarticests Lst Doven
ADDOINTMENt Jats *

Hotes
sz Tme

Hew Faricipant Aurpuin ment S Dals
Fnd Tame
ype

Sublect
Al Summey (von HIFAA Dala}

Anpl. Dedails| IFAA Nata

Complete Renewal Site Visit

The Licensing Specialist (Region QA Workstream
Worker) can print out the applicable checklists prior
to the site visit if they do not have a laptop/tablet. If
they have a laptop/tablet, the forms can be
completed in iConnect while conducting the site visit.

Complete Licensing Checklists
1. Set “Role” = Region QA Workstream Worker then click Go.

N
Role \
Region Q& Weorkstream Worker ﬂ @
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2. Navigate to the Providers chapter and enter the Provider’'s Licensed Facility
home name in the Quick Search filter and click Go.

- Wel:
opd ennedt e
File
CQuick Search
ATesl Provider K Proddes [v] | Faovdsrtiame [v| E

VY DASHBOARD | GONSUWERS PROVIDERS INZIDENTE GLAIVS SCHEDULER

Filters: /

3. The Provider’s record will display. Navigate to the Providers > Forms tab

oD Monnect

Flle  Word Merge

Quick scarzn

Y LA HEOARL CuNsUMERE | BROVIDERS INUCILENT S
AN S1 Prendder (0002)

bers | Seees rovmis 10 MU Tbems | Conlesks | UGeds | Linkes |

Foveors | Deone | bomg | smoiments | sutwiscis | nows

Lers
stam | [cauel = o e | amofe| (=
Czke | [+

31 Farms rAcnRa(s) rATIMAn  now ViSRRG 1 Throuar 15,

[ Fivisian I Fomm Name
[ arn T

arm o
g e

= [T

4. Click File > Add Forms

File  Word Merge

Add New Pravider Search
Add Forms

Print \

5. Select “Please Select Type” as applicable from the drop-down list
File

Please Select Type:
Application Package Checklist

Provider Assessm]/uth fqr Utilization of{%lterrjarl\\(e Transportation

. Behavior Focused Initial Eligibility

Division * Calculation of License Capacity

Caleculation of License Capacity New License Applic
Facility Application Form (APD 2014-01)
Foster Care Facility Checklist

Foster Care Facility Client Checklist

Foster Care Facility Personnel Record Review
Group Home Client Checklist

Group Home Facility Checklist
Group Home Personnel Record Review
Intensive Behavioral Kes Hab Rales Elig VWorksheet

Provider Agency Action Request Form (PAARF)
Provider Application Basic Information

Provider Critical Incident Preliminary Alert
Provider Enrollment Application

Provider Expansion Request
Receipt and Disposition of Complaints Against Prov
Res Hab Center Checklist

Res. Hab. Client Checklist

Res _Hab Personnel Record Review

Review ™

Review Date ™

Approved Date
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Update the following Header fields:
a. "Division" = APD
b. "Review" = Annual
c. Complete all fields on the Checklist Form

d. When finished, click File > Save and Close Forms
File
Spell Check —
Save Forms

Save and Add Another Forms

Save and Close Forms ;
Copy From Previous =
2
Print
Close Forms
) NOTE: If the users printed out the checklists, once
[ they get back in the office, they will need to manually
enter the checklist information into the forms tab
under the Provider’s record.
Complete Appointment

O The QA Workstream Worker will update the

1.

appointment in APD iConnect after the site visit is
completed.

Set “Role” = Region QA Workstream Worker, then click Go.

N
Role \
Region Q& Workstream Waorker ﬂ @

Navigate to the Providers chapter and enter the Provider’s Facility name in
the Quick Search filter and click Go.

Wek

QY iConnedt =
File
Quick Search
ATest “rovder X | Pt [v]| | raveerters ~
WYDASHEDARD  CONSLYERS | PROVIDERS NCTZNTS oLAME SCREDULR
Firters /
1 1

The Provider’s record will display. Navigate to the Providers > Appointments tab.
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MV WEHROART | CONSIMFRS FROVIDFRS REFORTS

Tast Provider (21347)

Filtare

SopenmeniDae @+
Search

7 Praviders Appolniments record{a] retarned - now viewlng | thecugh 7

Appointment Dace Simrt Time

20007

End Time
32T

[ & E )

Descriptior of Site Vit Scheduled

4. Select the appointment record that needs to be updated via the hyperlink in the list view

A lest Providar (10820}

Wekss  Swuiss | Provs IDNavmes | Corbace | sl | Lnked Priide  Comdiios | Sevicsaes | Al S

Provides | Diisirs | EVVAdvl®:  Fume  Zoolmenl Sdboiglius | Nuss | Csdelss | SV Suwioing | SAP | Appuilusnis

s
< Manlly Ve ApponmentDate v || 4
Dy iew
— ——
L ADQINIMENTS FERAMMS] FENIME - NOW VRewng 1 MraLgh & \
[+ \
Appolntment Date - Start Tme: End Time Type Subject Siafus
] I LI W tire Viat Appanimand S el e moery site st sirhag |
500000 PM 0000 P Sz Visit Wondk y vist checded
10.20.00AM 10ECIFM Gz bl S el
X1500 PM 4500 PH Sro Vs Sle Vish Licensure Recval noeuizd

5. Update the following field on the Appointment Details page
a. "Status" =

e Update to Completed if the site visit was completed.
e Update to Cancelled if the site visit was cancelled but not rescheduled.

e Update to No Show if the Residential Monitor attempted to make the
site visit, but the contact person was not available. A new site visit will
need to be scheduled.

I .2 Test Provider Appointment
(_:\“‘ = 'Y
OE\;,/‘ iConnect Last Updated by shelia.mott@apdcares.org
2t 5/2/2023 1:41:36 PM

File
Appointment Appointments
Divisi P
Participants List reon APD ~ =
Appointment Date * 06/05/2023 |
New Participant
Start Time 01|00 v|[PM~
Appointment End Date 06/05/2023 :]
End Time 03 v |00 v|PM v
Type * SiteVist ~
Subject ]
Status * ‘Scheduled v
Canceled
No Show
Pending
Scheduled
Rescheduled

6. When finished, select File > Save Appointment
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File
Spell Check

Save Appointment

Print \
Close Appointment

7. From the File menu, select Close Appointment.

Complete Application Package Checklist

) The Licensing Specialist (Region QA Workstream

1 Worker) will review the Service Provider record and

- complete the Application Package Checklist to
proceed with the approval process.

1. Set “Role” = Region QA Workstream Worker, then click Go.

N,
Role \
Region G4 Worksiream Worker ﬂ @

2. Navigate to the Providers chapter and enter the Provider’s Licensed Facility
home name in the Quick Search filter and click Go.

ood iConnect A
File
Quick Searcn \
A Test Proider X| | Frote (o] [ proveerbime v &
MY DASHBCARD | CONSUMERS PROVIDERS INC O2NTS CLAIMS SCHECLLER
Filters /’

3. The Provider’s record will display. Navigate to the Providers > Forms tab
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A TEST Providar [10002)
Workers Servces | Prowider ID humbers | Contracts  Seds | Lirked F

Moviders  Divisioes | Fosms | Coolioens | Auhoicalions | Moles

rliters
Htanus w| o [ouaiis v nirart | A =
Civizion r -+

31 FConms record(s) relurmed - now viswing 1 Urougin 15

1hvisian Form Mame
AR HArOun Homa F3city e <ist
AFD Jroup Homs Farsonnel Secord Reuvew
APD Provigar Caroliment Appilestion

4. Click File > Add Forms

File  Word Merge

Add New Provider Search
Add Forms

Print \

5. Select “Please Select Type:” as “Application Package Checklist” from the drop-down list

Plaase Selact Type: Applicaiion Fackage Cnecklst V‘

Provider Assessment

Division ¥ e \ Worker * Reed Menica Clesr Detels
Review * Ap— @ Stats * —

Review Date ¥ e @03 | = Appiowsd By Reed. Menica Delails

Approved Cale 09202023

6. Update the following Header fields:
a. "Division" = APD
b. "Review" = Annual
c. Complete all fields on the Application Package Checklist
d. “Status” = Complete

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

File
Spell Check v
Save Forms =
Save and Add Ancther Forms "
Save and Clese Forms —
Copy From Previous ;

Print

Close Forms
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Proceed to Site Visit No Violations Note if no

Site Visit No Violations Note

violations OR proceed to Site Visit Violation Note

The Licensing Specialist (Region QA Workstream

visit issues.

Worker) will document in a note that there are no site

If issues or deficiencies were noted during the site
visit, proceed to the Site Visit Violations Note issues

section.

1. Set “Role” = Region QA Workstream Worker, then click Go.

N,

Raole

Region QA Werkeiream Werker

“a
~1|

2. Navigate to the Providers chapter and enter the Provider’s Licensed Facility
home name in the Quick Search filter and click Go.

o ionnedt

File

Filters

ATest Provicer K| Froviders

WY DASHEQARD

Cuick Search

CCNSUNZRE

/

PROVIDERS INCDENTE CLAMS SCH=DULER

3. The Provider’s record will display. Navigate to the Providers > Notes tab

ATEST Pravider (10002}

ilters
Nete 1jpe

[<] [<

4. Click File > Add Notes

Updated April 2026

NY¥ DASHBCARD NCIDENTE CLAME SCHE

Workzrs | Services | Frowider D Mumbers SI-WA Linkes Provider=  Aliazes | Conditions.

Providers  Divizions | ~oms

CONEUMERS ‘ MROVIDERS

Snrolmets | Autwrizations

M o] x

Holes  Credentisls | EVY Scheduling
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File Reports
Add New Provider Search
Add Notes

Print \

5. In the new Note record, update the following fields:
a. "Division" = APD
“Associated Form ID#” = Enter Form ID# if applicable
"Note Type" = Licensing Renewal
"Note Subtype" = Site Visit Complete with no issues or deficiencies
"Description" = Site Visit Complete with no issues or deficiencies
"Note" = Enter the list of site visit results
"Status" = Complete

Click the Lookup button on the "Add Note Recipient" to add the Service Provider
as the Note Recipient

Enter last name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note

j- Click the Lookup button on the "Add Note Recipient" to add the
Licensing Supervisor as the Note Recipient

k. Enter last name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note

@ "o a0 T

Motes Details

Division * APD v

Note By * Reed, Monica ~
Note Date * ozizorzozs  |CH

Associated Form [D#

Note Type * - Licensing Renewal v |

Mote Sub-Type -— Site Visil Complete with no issues or deficientci~ |
Description o Site Visit Complete with no issues or deficiencies

B 7 U ipx - A~

Enter the list of site visit results

Mote -

Status ¥ .

Complete +
Date Completed 0920/2023
Attachments
Add Attachmant
Document Description
There are no attachments to display
Mote Recipients \
Add Nate Reciplent Lookup  Clear
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6. When finished, click File > Save and Close Notes
File Tools
Spell Check
Save Notes

Save and Close Notes

Print \
Close Notes

Supervisor Review

The Licensing Specialist (Region QA Workstream

P Worker) will send a note to the Licensing Supervisor
Q to advise them to do a review of the checklists, which

may also include reviewing the CAP record, NNC,
and any other documentation.

1. Set “Role” = Region QA Workstream Worker, then click Go.
Y

Role \

Region (A Workstream Worker ﬂ @

2. Navigate to the Providers chapter and enter the Provider’s Licensed Facility
home name in the Quick Search filter and click Go.

Weir

o wonnect )
File
Quick Search \
A Test Provider K| Frouders [v | Prodzer vame v E
WY DASHEQARD | CONSUWZRE PRONIDERS INCDENTE CLAME SCHZDULER
Filters /
1 1

3. The Provider’s record will display. Navigate to the Providers > Notes tab
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File  Reports

Qulck Saarh

¥ IASHSOARD  LUNSUKERS PROVILERS P RN 1S AN SURE

A TEST Provider (10002)
Vewtkers  Senives | Pruiden I Nunbers | Conlacls | E: Linked Provicers | Aliases | Cudlons
Frevicers, | Nvisin:

Filtzrs
Note Tyze

G TS | FTRIMents  AurorzEnTs | NS | Cresenids  Fwsenzouing

j Zqual Tz j ﬂ Molv| %

Nate Cate ﬂ +

4. Click File > Add Notes

File

Reports

Add New Provider Search

Add Notes

Print

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

a.
b. “Associated Form ID#’ = Enter Form ID if applicable

C.

d. "Description" = If there are violations, enter “CAP ID = Violations”, and if there are no

"Division" = APD
"Note Type" = Licensing Renewal/Supervisor Review

violations enter “No Violations”

e. "Note" = Enter notes

"Status" = Pending

“‘Attachments” = If violations were noted, a CAP was created and
accepted, the NNC must be attached to this Supervisor Review Note so
the Supervisor has all the documentation needed to approve the renewal.
If this review did not require a CAP, there would be no attachments.

Click the Lookup button on the "Add Note Recipient" to add the
Licensing Supervisor as the Note Recipient

Enter last name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note
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Notes Details

Division *
Note By * [Baer, Sylvia v
Note Date * 09/08/2025 |

Associated Form 1D#

Note Type * ‘—-— [Licensing Renewal/Supervisor Review v
Note Sub-Type | v r

_— CAF 1D 987 - Violations
Description ‘.———— .

| B 7 U igpx - A

Note ‘

Date Completed

Attachments

Add Attachment

Attachments Grid

Document Description Category Action
There are no attachments to display
Note Recipients
Add Note Recipient Lookup  Clear

Note Recipients Grid

6. When finished click File > Save and Close Notes
File Tools
Spell Check
Save Notes

Save and Close Notes
Print \
Close Notes

Supervisor Approval

The Licensing Supervisor will receive notification on
My Dashboard for the review. The Supervisor will
need to review all checklists, notes, Corrective
Action Plan and Notice of Non-Compliance (if
applicable). If the supervisor determines that more
information is needed proceed to Further
Documentation Required.
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. Set “Role” = Region QA Workstream Worker/Lead then click Go.
Role _"—-‘

. Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.

MY DASHBOARD  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE
INSUMERS \ INCIDENTS PROVIDERS
Inquiry Alert Notes List Notes
lotes 1] Unread Alert Notes 0 Complete / 3
Pending "

. Select the Note Type = Licensing Renewal/Supervisor Review and
select the pending record via the hyperlink.

Filtars
Gatus w  CoualTo ¥ |Fendng v ANDw X

NolsTypew 4
Soareh | Roset

21 My ashboord Notes record(s) retamed - now viewing 1 through 15

e

Prowider N leTyp Nl Dl = Thescipliam Authen Stolus

Test Providar liransing Re=2wa %1 nenvisor Rev =a eIy |irensing RevewaliSigparisne Rav e Readd Meaica Penriag

. If this is a Supervisor Approval that does not require further documentation or
further documentation was required and has been received, in the existing Note
record, update the following fields:
a. “Associated Form ID#” = Enter Form ID# if applicable
b. “Note Type” = Update to Licensing Renewal/Supervisor Approval
c. “Note Subtype” =
i. Ifthis is a Supervisor Approval and Further Documentation is
NOT required, leave this field blank.
ii. If this is a Supervisor Approval that required Further Documentation,
which has now been provided, leave as Further Documentation
Provided
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Notes Details

Division *

Note By ¥ Buck, Jennifer

Note Date * oo/26/2023 |H

Associated Form ID#

Note Type * | Licensing Renewal/Supervisor Approval v |"
Note Sub-Type | Further Documentation Provided « |*

“Description” = No updates

"Note" = Enter Notes

"Status" = Update to Complete

Click the Lookup button on the "Add Note Recipient" to add the
Licensing Specialist (Region QA Workstream Worker) as the Note
Recipient

Enter last name and click Search in the pop-up browser
window. Select the name of the worker to attach them to

the note.

Click the Lookup button on the "Add Note Recipient" to add the
ROM as the Note Recipient

Enter last name and click Search in the pop-up browser
window. Select the name of the worker to attach them to

the note

If this review required further documentation and the
Licensing Specialist (Region QA Workstream Worker) did not
change the Note Subtype to Further Documentation Provided
before sending it back to the Supervisor, the Supervisor will
need to do it before the Licensing Renewal/Supervisor
Approval Note Type will be visible.
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MNotes Details

Division *
MNote By * Baer, Sylvia
Note Date * omnezozs |

Associated Form ID#

Note Type ® 'F- [ Licensing RenewaliSupervisor Approval "

Note Sub-Type [ v
Description CAP [D 88T - Viclations p
Hote Mew Text

B I U 16px - A~ |

Append Text to Note

Status *
Date Completed O90E2025
Attachments
Add Attachment
Attachments Grid
Drocurnent Description Category

There are no attachments to display

MNote Recipients

Add Mot= Recipient: Lookup  Clear

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

Save and Close Notes
Print
Close Notes

6. Select File > Close Notes

o0 iCennect

File Tools
Print

Close Notes
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Update License Information

The Licensing Specialist will be notified of the Supervisor
Approval from the Licensing Renewal/Supervisor Approval
note on My Dashboard > Provider > Notes. This note serves
as notification to update the license information with the
new renewal information. The license information needs to
be updated before the ROM Review begins.

1. Set “Role” = Region QA Workstream Worker, then click Go.

N
Role \
Region QA Weorketream Worker ﬂ E

2. Navigate to the Providers chapter and enter the Provider’s Licensed
Facility home name in the Quick Search filter and click Go.

Wil

o onnect M
File
Quick Search \
ATastFrovider X | Fovzers [v]| | Proveerrme ¥ E
WYCASHEQARD | CONSUMERS PROVIDERS INC DENTS CLAIME SCHEZULER
Filters /

3. The Provider’s record will display. Navigate to the Providers >
Credentials tab and select the License that is being renewed via the
hyperlink on the row

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS

/'

Workers | Services | Provider ID Numbers = Confracts = Beds Lk‘l’mvidem Aliases

Providers | Divisions | Forms | Enrcllments = Authcrizations = Notes = Credentials EVV ¢

License g | Foster Home FH12345678
License MWSA R3355566677
License Behavior Focused
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4. Update the following fields:
a. “Date of Renewal/Subsequent License” = Enter Renewal Date

b. "Effective Date" = Enter New Effective Date
c. "Expiration Date" = Enter New Expiration Date
d. “Status” = Active
e. "Reason" = Renewal
f. “QA Workstream Worker” = Select worker
g. Optional — If license is for less than one year, enter the following:
i. “Lessthan One Year” = Select checkbox for Yes
ii. "License Duration " = Select One Month or Three Months
License Details
Credential Type * License
License Type ¥ Foster Home M)
License Number * 858585
Original Date of Issuance * 01012023 |
Date of Renewal/Subsaquent License * — wot202s |
Effective Date * < 0a012023 | o
Expiration Date * A 0as0za2s |
Less than One Year sl
License Duration h One Month
Comment
Status ‘.——— Active -
Reason Sl Renewal v
QA Workstream Worker “_ Reed, Monica Lookup  Clear Datails

5. When finished, click File > Save and Close License Details
History
Spell Check
Save License Details
Save and Add Another License Details
Save and Close License Details

Print \

Close License Details

6. Upon saving the license record, a Workflow Wizard triggered the reminder
tickler that is due in 90 calendar days before the license expiration date.

Reassign this tickler to the
licensee/designee Apply
for Renewal due to 4
pending License
Explration
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a. Tickler - “Reassign this tickler to the licensee/designee. “Apply for Renewal
due to pending License Expiration.”
b. Reassign to licensee/designee.

i. Click the tickler flyout menu and select Reassign. Search for and
select the licensee/designee. The tickler has been reassigned, and
the licensee/designee will retrieve it from My Dashboard > Ticklers

Reassign this tickler to the
licensee/designee Apply,

for Renewal due to

pending License Open
S Reassign
Complete

c. Due on the 90th calendar day before the License expiration date for
license types of Foster Home, Group Home, Residential Habilitation

Center

ROM Review

The ROM/Designee will receive notification of the
Supervisor Approval or the Supervisor Denial via a note on
My Dashboard. The ROM will need to review all checklists,
notes, Corrective Action Plan, and Notice of Non-
Compliance (if applicable). If more information is needed,
proceed to Further Documentation Required. If approving
or denying, they will then print out the License Certificate.
The Licensing Specialist will have added the license
information to the provider record before the ROM prints
the License Certificate.

1. Set “Role” = ROM/Deputy ROM, then click Go.

Role \-‘
R — |

2. Navigate to the Providers chapter and enter the Provider’s Licensed Facility
home name in the Quick Search filter and click Go.
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oo ennect =

File
Quick Search

& Test 2oy der K Povken [v] | | Frovder rame | ul.

MY DASHBCARD | CONSUMZRS ‘ PROVIDERS INC DENTS CAINS SCREJULER

Filtars /

3. The Provider’s record will display. Navigate to the Providers > Credentials tab

MY DASHBOARD CONSUMERS | PROVIDERS INCIDENTS CLAIMS

/'

Workers =~ Services | Provider ID Numbers | Contracts Beds | Linked Prgviders | Aliases

Providers = Divisions | Forms | Enrollments | Authorizations = Motes = Credentials EVV:.

4. Select Word Merge > License Certificate Automated
Word Merge
Confirm BF.IB Designation Attachment L
Cover Letter with Certificate of Service |
License Certificate Automated

Provider Status BF.IB Attachment M

5. Select Open Document to open the Word Merge document for editing and complete the
File

Generate Merge Document
Click the "Open Document” button to open the
Merge Document for editing.

e .

6. Save the Word Merge Document to the device by clicking the Save button and then Open

I M 1749 [1epse-C arheare-futamared ADARLany dowalnad fis rampletes \ Open ™| Open folder Viewy downloads
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7. Edit the Word Merge Document as necessary

agency for persons with disabilities
State of Florida

CERTIFICATE OF LICENSE

8. When finished, click File > Print to print the updated Word Merge and then File > Save,
File > Close

9. Select File > Close to close the Word Merge in APD iConnect
File

Print /

Close

The ROM/Designee will then sign, scan, and save
the License Certificate to their device.

ROM Approval

The ROM will attach the hardcopy of the License
Certificate into a new note. If the ROM determines that

more information is needed, proceed to Further
O Documentation Required.

NOTE: An electronic signature will not be accepted on the
License Certificate. The ROM will need to sign the hard
copy and send it via interoffice mail to the Licensing
Specialist (Region QA Workstream Worker).
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1. Set “Role” = ROM/Deputy ROM, then click Go

Role ““\
T —— | G

2. Navigate to the Providers chapter and enter the Provider’s Licensed Facility
home name in the Quick Search filter and click Go.

et

OCU onnect [0
File
Quick Search
& Test Provider X | Proveess || | Froder name: [v] a
1Y DASHECARD | COMSUMERS ‘ FROVIDERS NCIDENTS CLAMS SCHEIULER
Filters /
! |
. , . . . .
3. The Provider’s record will display. Navigate to the Providers > Notes tab
Flle  Reports
itk Search
Provdarz e Frovdar Kame
\IY DASSCARD | CONSUMESS PROVIDERS INZIDENTS SLAIME 304
A TCST Provider (10002)
Wokeis | Sevives | Puovide 1D umbas | Cunbacls  Body | Liked Providers | Afases | Condlions
Piovidsrz | Dvsiom | Fons | Swalisck | Al wisslons | Neles | Credeilals | EVY Schdig
riitars
NoteTpe  [v| |EmalTo - W[ anc)v| (=
Nnte: Tt ﬂ +
Bl Bl

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print \

5. In the new Note record, update the following fields:
a. "Division" = APD
b. “Associated Form ID#” — Enter Form ID if applicable
c. "Note Type" = Licensing Renewal/ROM Approval
d. "Description" = Enter CAP ID from note if applicable
e. "Note" = Enter notes
f. "Status" = Complete

g

Click "Add Attachment" and search for the copy of the signed
License Certificate on the user's device. click Upload
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h. Click the Lookup button on the "Add Note Recipient" to add the
Licensing Specialist (Region QA Workstream Worker) as the Note

Recipient

i. Enter last name and click Search in the pop-up browser window.

Select the name of the worker to attach them to the note

Notes Details
Division * AFD W
Note By * [Baer, Syhvia v
Note Date * oainaz025 |
Associated Form ID#
Note Type * ‘-—— Licensing RenewalROM Agproval
Motz Sub-Type [ v
L CAP ID 987 - Violations
Descri ption
B 7 U 16 - A~
Note
sttus*
Date Completed DB/0&/2025

Attachments

Add Attachment

Attachments Grid

Document t Description
There are no attachments to display (
Note Recipients

Add Note Recipient: Lookup  Clear

Note Recipients Grid

Name Date Sent Date Read

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

File Tools
Spell Check
Save Notes

Save and Close Notes
Print
Close Notes

Signed License Certificate Note

The Licensing Specialist (Region QA Workstream Worker)
will receive notification of the ROM Approval note on My
Dashboard. They will also receive the signed hard copy of
the License Certificate from the ROM/Designee. They will
then generate and print the Cover Letter and add a new
note to advise the Service Provider and Agency Clerk.

Updated April 2026
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1. Set “Role” = Region QA Workstream Worker, then click Go.

N
Role \
Ragion QA Warkstream Worker ﬂ E

2. Navigate to the Providers chapter and enter the Provider’s Licensed Facility
home name in the Quick Search filter and click Go.

Weli

O Connect e
File
Cuick Search \
A Test Provider ¥ Povidars [v|| Priserttare v E
V¥ DASHBOARD | CONSUVERS PROVIDERE INCICENTS CLANS SCHECULZR
Filters /

3. The Provider’s record will display. Navigate to the Providers > Credentials tab

MY DASHBOARD CONSUMERS PROVIDERS INCIDENTS CLAIMS

/’

Workers Services Provider 1D Numbers Contracts Beds Linked Prgviders | Aliases

Providers | Dmsions | Forms | Enrollments = Authorzations = MNotes = Credentials EVV.

4. Select Word Merge > Cover Letter with Certificate of Service
Word Merge
Confirm BF_IB Designation Attachment L
Cover Letter with Certificate of Service
License Certificate Automated

Provider Status BF .IB Attachment M

5. When finished, click File > Print to print the updated Word Merge and then File >
Save, File > Close

6. In APD iConnect, click Upload and Save to Note after saving the Word document
7. In the new Note record, update the following fields:

a. "Division" = APD

b. “Associated Form ID#” = Enter Form ID# if applicable

c. "Note Type" = Licensing Renewal
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"Note Subtype" = Signed License Certificate
"Description" = Signed License Certificate
"Note" = Enter notes

"Status" = Complete

Click "Add Attachment" and search for the copy of the signed

License Certificate and the Cover Letter on the user's device.

Click Upload

i. Click the Lookup button on the "Add Note Recipient" to add the Service Provider
as the Note Recipient

j- Enter last name and click Search in the pop-up browser window.

Select the name of the worker to attach them to the note

k. Click the Lookup button on the "Add Note Recipient" to add the
Agency Clerk as the Note Recipient

Ta ~ oo

IMPORTANT: The signed license certificate and cover letter will need
to be emailed to the Agency Clerk outside of iConnect at
apd.agencyclerk@apdcares.org.

I. Enter last name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note

Notes Details
Division * (APD v
Note By * Reed, Monica i

Note Date * ogzozozs |4

Associated Form D “Slie=——

Note Type ¥ - Licensing Renewal v |

Note Sub-Type -— Signed License Certificate v

Description - e P
B & U 6px - Ax
Enter notes

Note  ~lim—

Satus ¥ complete v

Date Completed 08/2002023
Attachments
Add Attachment

Document Description

There are no attachments to display
Note Recipients \

Add Note Recipient Lookup  Clear

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

Spell Check
Save Moles

Save and Close Motes
Print
Close Notes

Updated April 2026 Page | 52




The Licensing Specialist (Region QA Workstream

£ Worker) will then mail the hardcopy signed Original
License Certificate along with the Cover Letter to

the Service Provider.

As Needed: Site Visit Violation Note

) If during the site visit, deficiencies are identified,
4 then the Licensing Specialist (Region QA
Workstream Worker) will add a note and start
the corrective action process.

1. Set “Role” = Region QA Workstream Worker, then click Go.

N
Role \
Region Q& Workstream Worker v @

2. Navigate to the Providers chapter and enter the Provider’'s Licensed Facility
home name in the Quick Search filter and click Go.

e

ij iConnedt e
File
Quick Search
& Test Provider K | Povzes || | Procgerriame v E
IYDASHEOARD | CONSUMERS | PROVIDERS NCIDENTS GLAVS SCHEDULER
Fillers /
. , . . . .
3. The Provider’s record will display. Navigate to the Providers > Notes tab
File  Reperis
Quirk Search
Frovders [v]| | tromdervare
TAY DREHB0AU CIINSLMERS FRUVIMERS U DENTS CLaIMs sURE
A TEST Provicar [10002)
Wukes | Sevices | Pt IDwibes | Gl Bely LikedPudln:  Asses  Cumilios
PrvAfars  MINSIOPS | =mams FOMITIARTS | ALTOTTANANS | NOMRR | CUEaennaR | PV DA g
Fiters
NozTps  |v| EcwalTo j :‘ Mplv| [x

4. Click File > Add Notes
File  Reports
Add New Provider Search
Add Notes

Print
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5. In the new Note record, update the following fields:

a. "Division" = APD
“Associated Form ID#” = Enter Form ID# if applicable
"Note Type" = Licensing Renewal
"Note Subtype" = Site Visit Complete with issues or deficiencies
"Description" = Site Visit Complete with issues or deficiencies and CAP ID
"Note" = Enter that violations were observed (not specific as to which
ones, just that there are violations), and an NNC will be issued
"Status" = Complete

. Click the Lookup button on the "Add Note Recipient" to add the
Service Provider as the Note Recipient

i. Enter last name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note

I

=

Notes Details
Division * AFD vl
Note By * Reed, Monica v
Note Date * 09202023 |
Associated Form [Df  “i—
Note Type * e Licensing Renewal v
Nole SUBTHPE Ste Vit Complete wihissues of defcencies v
Description Site Visit Complate with issues or deficiencies )
B I U “ewm-A-
Enter that viokations were observed and an NNC will be issued
MNote ‘—-
Satus ¥ d— Complete v
Date Completed 092002023
Attachments

Add Atachment

Document Description

There are no attachments to display

Note Recipients \

#Add Note Recipient Lookup  Clear
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6. When finished, click File > Save and Close Notes
File  Tools
Spell Check
Save Notes

Save and Close Notes
Print
Close Motes

As Needed: Add CAP for Violations

The site visit has been completed, and violations have been
identified. The Licensing Specialist (Region QA Workstream
Worker) will create a CAP record and notify the provider that
there were violations via a Note.

1. Set “Role” = Region QA Workstream Worker then click Go.

Y
Role \
Region Q& Workstream Waorker ﬂ @

2. Navigate to the Providers chapter and enter the Provider’s Licensed
Facility home record name in the Quick Search filter and click Go.

- Welt
o wennect o
File
Quick Search
=
A Test Provider X | | provaes [v] | | Provaername [v| "e0]
My DASHEOARD ~ CONSUMERS | PROVIDERS INSIDENTS CLAIMS SCHECULER
Filters /

3. The Provider’s record will display. Navigate to the Providers > CAP tab

o wonmedt

Fils
Guirck Search

Fruvden [%]] | P M ~ W

MY DASHHOARTT  COMSHVFRS PRUVIDEHS MRS (ST BRI R Vi

A TEST Providar (10002)
Workers  Serdses | MroviderIT Mumbars  Conwacle  [eds | Linees Providers | Allases | Condiflone | Serdze Area  Adeir

Povidns | Dweins | bouns | Fmolmens | Adhmsios | Noies | Grteci | R Sehedoin | GAIE fgmomim s

riners
i 4] [+ \
| 1
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4. Select File > Add CAP
o iConnect

File
Add New Pravider Search
Add CAP

Print \

5. Update the following fields:

a. "CAP Type" = Notice of Non — Compliance
NOTE: The CAP Type selection will determine what fields are displayed on this screen

b. "Date of CAP" = Enter Date

Ta "o a0

created so leave blank

“Associated Form ID#” = Enter Form ID# if applicable

"Date Provider Notified" = Enter Date

“CAP Due Date” = Enter Date as 15 calendar days after date provider notified
"Status" = Defaults to Pending (leave as pending)

"Comments" = Enter Comments

"Date Submitted by Provider" = will not be complete when CAP initially

"Date Verified Complete by APD Staff" = will not be complete when CAP
initially created so leave blank

j- "Licensing Worker" = Click the Lookup button to add the appropriate worker
k. "QA Workstream Lead" = Click the Lookup button to add the appropriate worker

CAP
CAPID
CAPType Sl
Date of CAP

Associated Form 1D -fffss—
Date Provider Notified  -efffpmm
CAPDueDate =

Status ‘_

Comments +"—

Date Submitted by Provider
Date Verified Complete by APD Staff

Licensing Worker —
(A Workstream Lead —

Updated April 2026

Motice of Non-Compliance v

09/01/2023 —

09012023 |2
09/30r2023 |3

 Pending v

B I U 60 ~A-

Enter Comments

Reed, Monica Lookup Clear Defails

Buck, Jennifer Lookup  Clear Details
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6. When finished, select File > Save CAP
File
Spell Check
Save CAP ifme————
Save and Clese CAP
Print
Close CAP

7. Click “Items” on the left-hand navigation menu and then File > Add Item

File

e |

-—

[tems

File
Add ltem — S—
 Print

Close ltems

8. An item will be added for every not met standard on the Licensing Checklist

form. TIP: Open the Licensing Checklist form. Open the

Iltem Details page. Keep both visible so you can
reference the Licensing Checklist form when

adding the item details.

o wConneal

Test Frovider  Formis
Sl ord o+
File

GROUP HOME FACILITY CHECKLIST

- PART| - ADMINISTRATIVE PROCEDURES |

Each STANDARD provided below contains a summary only, for actual violation defail:
listed per the citation(s).

1.V R prTip horrd ENSEy WAl Aave 8
L L T R LR ]
il 38 Bl tamas, Thb Sacility cperasar i
P gaie fi! e 0 Pheng Ope a0 of
b Qitip hodm Mesily 54 tor sRiUFAG
AT

with Chapter 6333 and & 383087 P 1
whinmeer e 1CinTy operatan ib s
BF 8 L D 0P OF SECR RADRATL 4R
FrERERL A IR Lcdely

1.1 Caate: 5020157 ¥

1.0 Camemangi ¥

1.3 Theh apirabal ghal B ustenitally
coerapbeiua o laant B rwal ko of
BETARCANG C2linge MR SOoLrvama
BRRSCEDE 12 o RanEont of tha ATy
Bk B sdeCalian. Specinl sdutation,
o WAtk pECGlagy Peay
payebsiegy &f

ehild Sevslcpment, of Rive 51 ekl 8 high
BERE] B Elar anE IR pRETE T
SRPHIHNCE N WOTRG WiTh chigeen
BITERCHNIY O STURE WY 2RI ET AR
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Ol ennel

File

Summary
LT -]
e Mumoer

Acios Typt
Type of Soe visa ™

Discowery Sowoe

Baresaticn T
Empinyes invahond

Biandied Wed Met Deicripes

=

Fem 3aabey
Dus Do

PIOUE Warter

CosTectve ACSOR Requrss

Evicence ol Compietion

Liersng "

1roup Home v
Lgrsng Vsl w
Liensing +

name of empioyes invived

exber il drsorpion of he volaion
Panang -

o, Morica osp i

Emes NIETIDIR E3aRg e 1IN AN e NOVESS S5 SUETR
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9. Update the following fields:
a. "Action Type" = Licensing
b. “Type of Site Visit” = Select as appropriate
i. Foster Home
ii. Group Home
iii. Residential Habilitation
"Discovery Source" = Licensing Visit
"Remediation Type" = Licensing
"Employee Involved" = Enter name if applicable

"Standard Not Met Description" = Click the ellipsis to add the
appropriate Standard Not Met — search by description with a few
key words

g. "Comments" = Enter the full description of the violation (i.e.,
Resident J.A. did not receive Seroquel as prescribed on 9/1/2019)

h. "ltem Status" = Defaults to Pending — leave as Pending

i. "Due Date" = Enter the due date as 15 days from the date of

issuance (date of issuance should match the date the provider was
notified on the CAP detail screen)

j.  "Provider Worker" = Click the Lookup button to add the worker
k. "Corrective Action Required" = Enter Information regarding the
violation that the provider must submit. The Provider will then

append with the information (e.g., Request copy of Medication
Administration records)

~ 0 a0

Test Provider  Item

Q0 iConnecl

97262023 7:04 PM
File
Summary
Item ID
Item Number
Action Type Licensing  ~T
Type of Site Visit ™ Group Home ~

Discovery Source

Licensing Visit

Remediation Type Licensing + "
name of amployes involed

Employee Involved

Standard Not Met Description Foreclosures and evictions. (a) Licensees must provide notifi Clear
anter full description of the violation

Comments &

ltem Status Pending -

Due Date 10102023 |9

Provider Worker

Corrective Action Required

Evidence of Completion

Updated April 2026

Reed, Monica Lookup  CMr  [apaile

Enter Informahon regarding the wiolation that the provider must submit

If additional items need to be added, then repeat
steps 5 and 6 as necessary by selecting File > Save
and Add Another Item for each new item.
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10.When finished, select File > Save and Close Item
File

Spell Check
Save ltem
Save and Add Another ltem

Save and Close Item

Print
Close ltem

As Needed: Supervisor Review

The Licensing Specialist (Region QA
Workstream Worker) will send a note to the
Licensing Supervisor to advise them to do a
review of the checklists, CAP record, and any
other documentation and provide approval prior
to generating the NNC. If denied proceed to
Supervisor Denial.

1. Set “Role” = Region QA Workstream Worker/Lead then click Go.

b
Role \
Region QA Workstream Warker v @

2. Navigate to the Providers chapter and enter the Provider’s Licensed Facility
home name in the Quick Search filter and click Go.

Wel:

GO0 iConnedt [N
File
Quick Search \
A Test Providzr K| Povides [w] | Prosider Hame | @
WY DASHBOARD | CONSUMERS PROVICERS INC CENTS AN SCHEDULER
Filters /
3. The Provider’s record will display. Navigate to the Providers > Notes tab
Fie  Rapars

ATEST Provider [10002)
Wosms  Sevees | Piueider IDMunbers | Conlacks | 3] Lnewd Provicers Algses | Cond lions

Pusers | Divisiors | Fuis | Emolienls | &l vizalens | Noles  Credenlzls | S Sedilig

Hillers
R ) P | I PP
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4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print

5. In the Note record, update the following fields:
a. “Associated Form ID#” = Enter Form ID# if applicable
b. "Note Type" = Licensing Renewal/Supervisor Review
"Description" = CAP ID
"Notes" = Enter notes
"Status" = Pending

~ o a0

on the user's device. click Upload

Click "Add Attachment" and search for the copy of the NNC report

g. Click the Lookup button on the "Add Note Recipient" to add the

Licensing Supervisor as the Note Recipient

h. Enter last name and click Search in the pop-up browser window.

Select the name of the worker to attach them to the note

Notes Details

Division * APD w

Moie By * Baer, Syhia ~
Note Date * 19/08/2025 ]

Associated Foam D8

Note Type * ‘—— Licensing Renewal'Supervisor Review v
Note Sub-Type ]
CAF ID 98T - Violations
Description +—-— *
B I O 1« - A=
Mate ‘

Date Completed

Attachments

Agdd Altachment

Attachments Grid

Documant Description Category

There are no aftachments o display
Mote Recipients
Add Mot Recipient Lookup  Clear

MNote Recipients Grid

Updated April 2026
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6. When finished, click File > Save and Close Notes

File Tools
Spell Check
Save Notes

Save and Close Notes

Print \
Close Motes

Proceed to Supervisor Approval and then to
Submit CAP due to violations.

As Needed: Supervisor Approval

The Licensing Supervisor will receive notification on
My Dashboard for the review. The Supervisor will
need to review all checklists, notes, Corrective
Action Plan, and Notice of Non-Compliance (if
applicable). If the supervisor determines that more

information is needed, proceed to Further
Documentation Required.

1. Set “Role” = Region QA Workstream Worker/Lead, then click Go.

Role —
Region QA Workstream Lead ]

2. Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.

‘ MY DASHBOARD  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE

JNSUMERS \ INCIDENTS PROVIDERS

Inquiry Alert Notes List ‘ Notes H

lotes 1] Unread Alert Notes 0 Complete / 3

Pending 1
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3. Select the Note Type = Licensing Renewal/Supervisor Review and
select the pending record via the hyperlink.

Filters.

Satis v |CqulTe v [Fadng v| ANDv
NoleTypav | 4
Soarch  Hosat

2 My Uashboerd Notes record(s) returmned -now viewing 1 through 13

e

P RoleTyps Nate Tl Dwstijlion Huthin Staus | [
et Frvices Viransing Re==a 1 perviser R =a MEPLI0 1 irensing ReaewaltS iperiser Rav zn Rerd, Vraica Penring [a]

4. If this is a Supervisor Approval that does not require further documentation or
further documentation was required and has been received, in the existing Note
record, update the following fields:

a. “Associated Form ID#” = Enter Form ID# if applicable
b. “Note Type” = Update to Licensing Renewal/Supervisor Approval
c. “Note Subtype” =
i. If this is a Supervisor Approval and Further Documentation is NOT
required, leave this field blank. If this is a Supervisor Approval that
required Further Documentation, which has now been provided, leave
as Further Documentation Provided

Notes Details

Division *

Note By * Buck, Jennifer

Note Date * 09/26/2023 |

Associated Form ID#

Note Type * | Licensing Renewal/Supervisor Approval + \
Note Sub-Type | Further Documentation Provided |

d. “Description” = No updates

e. "Note" = Enter Notes

f. "Status" = Update to Complete

g. Click the Lookup button on the "Add Note Recipient" to add the
Licensing Specialist (Region QA Workstream Worker) as the Note
Recipient

h. Enter last name and click Search in the pop-up browser
window. Select the name of the worker to attach them to
the note.

i. Click the Lookup button on the "Add Note Recipient" to add the
ROM as the Note Recipient

j. Enter last name and click Search in the pop-up browser
window. Select the name of the worker to attach them to
the note

If this review required further documentation and the
Licensing Specialist did not change the Note Subtype to
Further Documentation Provided before sending it back to the
Supervisor, the Supervisor will need to do it before the
Licensing Renewal/Supervisor Approval Note Type will be
visible.
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5. When finished, click File > Save and Close Notes

File Tools
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As Needed: Generate NNC

If there are violations, and after Supervisor
Approval, the Licensing Specialist (Region QA
Workstream Worker) will generate the Notice of
Non-Compliance report.

If a PAARF is needed, then proceed to Chapter
13 for the PAARF process.

1. Set “Role” = Region QA Workstream Worker/Lead, then click Go.
Y

Role \

Region QA Worksiream Worker i‘ @

2. Navigate to the Providers > CAP tab

opd Wonmest

File

Gwick Search

Py ] | PreikderHame El E

WY DASHSOARD  CONSUKSRS | PROVIDERS INGIDENTS CLAS EOFIDULES UTILME

2 1151 Provider (1H107)
Wareers | Ssreies  FroideriDNumbers  Corvacs | Beds | LinksdProvides | Afzses | Concdoms  Semitzfea  Adrir

Foides | Digows  Fome | Envolivents  Adhorizatiors | Neme | Cederials | WWSchaduirg | GAR Aproiniment

Fillarg
C4F D v+ \
I el

3. Select the previously created new CAP record via the hyperlink for that record

Test Provider (21347)
Vorkers | Services | Provider [IDNumbers | Contscs | Becs | Linked Froviders | Condiions | Service Aiea  Admin Aztions
Froviders | Divisions | EVV Activties | Forms | Enrolments = Authorizetions | Notes  Crzdentizs  EVV Scheduling =~ CAP
Filters:
C&P 1D v &

Search  Resel

9 Providers CAP record(s) returned - now viewing 1 through 9

CAP QIO Repert Date Provider ‘CAP Due Date Number of Number of Licensing QA Workstream
D Nurmber BT Netified - G Aleits tems Worker Viorker
1 Rotice ofon- 0810172023 08302023 | Panding 1 Read, Monica
ompliance

4. Select Reports > NNC from the CAP Details page

od itennedt

File Repor‘ts/

NNC

CAP
“ ‘ Open NNC
— — 122

Itams

CAP Type [Notice of Non-Compliance »
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5. The NNC Report screen will display. Enter the CAP ID and click View Report

CAp I 10a |
41 o1 Fing | Next b v
State of Florida
Agency for Persons with Disabilities
NOTICE OF NONCOMPLIANCE
Tssued To(Name of Ticensee): |l.irenw Nnmber:
|

Address: Facility Name:
e W1
City: County; State: Zip: Telephone;

TF PINELLAS |FL o
APD Representative: Title:

Sections 120.695, Florida Statues allow for certain minor offenses to be addressed by the issuance of a Notice of Noncompliance and the
requirement of corrective action without penalty.

VIOLATION

It appears that on 07/10/2023 . you werc in violation of the following statute(s) or rule(s):

Item [D7109: 2.0032(3) Licensees and tacility employees must panit any Agency steff or designated sgent ot the State of Florda, who presents

proper Skule of Florida-issued 1denl: feation, (o euter end mspect acy parl of any Lcility building or W lospee! records
relating to the operation of the facility or the provision of cliznt care st any time that facility staff, management, owners.
divectors, or residents se present in e facilily, A violaton of this subseetion shall constitute & Class 11 violativn,

Comments: test

6. Save the NNC Report to the device so it can be attached to the Supervisor
Review note in the next section.

As Needed: Service Provider NNC Notification

The Licensing Specialist (Region QA Workstream

Worker) will get notified of the completed Supervisor
Approval note via My Dashboard. The Licensing
Specialist (Region QA Workstream Worker) will then

add a new note advising the Service Provider of their
approval.

1. Set “Role” = Region QA Workstream Worker, then click Go.

b

Role

4

Region Q& Workstream Warker v @
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2. Navigate to the Providers chapter and enter the Provider’s Licensed Facility
home name in the Quick Search filter and click Go.

ij itonmect E\;&
File
Quick Search \
A Tast Srovider X Froviders || Provizer Hame ﬂ E
WY DASHEOARD | CCHSUWZRE PROVIDERS INC DENTE CLAMS SCHIDULER
Filters /
! 1

3. The Provider’s record will display. Navigate to the Providers > Notes tab

File  Reports

Quick Searen

| Paners | e rame

N ASAHART R FRS NI o skt
A TCST Provider (10002}
Wiorksrs | Servicss | FrowderiD Mumbers | Contazls | Del Linkez Froviders  Alases | Cenziizns
e corms  mnrolimacis | Aubaneannns Crademais | VA scnadiing
=

Fitiers
Nete Ivpe

iz

< <
[%
li_ §
[

Note Uass

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes
Print

5. In the new Note record, update the following fields:
a. "Division" = APD
“‘Associated Form ID#” = Enter Form |ID# if applicable
"Note Type" = Licensing Renewal
"Note Subtype" = NNC Notification
"Description" = NNC Notification — CAP ID
"Note" = Enter notes
"Status" = Complete
“Attachment” = attach the NNC

Click the Lookup button on the "Add Note Recipient" to add the Service Provider
as the Note Recipient

j- Enter last name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note

mTa "0 ao0UT
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Notes Dwtally

Ditwitaoen *
Moke By ¥ e crma

Mot Diate * 1.5 i

AaisCiated Foam

Fote Typs ¥ o Licensing Renewal ~
Hote Sube TIPS f— NNC NOIRCalon -
MMNT Pt L]
Description & MG hotfication CAP ID-7ED F
B S U vt
Enter oS
Mot "'h-'
Dt Completed RT3
Astachments

Add ATachment

[t Dl st ety

Thide e e B0 Bms 08 i iy

Hote Reciplents \

huahd Mnte Racopesnt LOoeup Cleat

6. When finished click File > Save and Close Notes
File Tools
Spell Check
Save Notes

Save and Close Notes
Print
Close Notes

7. Upon saving the note, a Workflow Wizard triggered the two reminder ticklers

Workflow Wizay

Review Provider Record
for Corrective Action Plan | »
- Licensing_Renewal

Reassi ; .
Cormeclive Action Plan is
due In S days

a. Tickler - “Reassign this tickler to the licensee/designee.” Corrective Action
Plan is due in 5 days.”

b. Reassign the tickler to the provider.
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i. Click the tickler flyout menu and select Reassign. Search for and
select the licensee/designee. The tickler has been reassigned, and the
licensee/designee will retrieve if from My Dashboard > Ticklers

c. Tickler — “Review Provider Record for Corrective Action Plan —
Licensing Renewal.”

d. Assigned to the Licensing Specialist (Monitor 3)

e. Due on the 15th calendar day from the “Licensing Renewal/NNC
Notification” Complete note

As Needed: Update CAP Items

The Service Provider will receive the NNC Notification

£ note on My Dashboard. They will then update the CAP
‘ item(s) by describing the action taken to correct the

identified site visit violations by updating the CAP item
record.

1. Set “Role” = Service Provider then click Go

= GO

2. Navigate to the Providers > CAP tab
oo iCenmect

File

Fravkders v | Frcider tame ~l E

WY DASHBOARD  COMSUN SRS PROVIDERS INGIDENTS ) SSHIDULES UTILME
A 1151 Prowider {1H107)

Warers | Servies  FrowiderlDMumbers  Corvacs | Beds | LinkedFrovides | Alsses | Cordioms  Seniizrea  dwir

FLUME | DMEC® SO ENDITEMS  ASNGIZINIT: | Meise | Clederide | S SEnaourg | CAR Apreinmens

i AN

3. Select the previously created new CAP record via the hyperlink for that record

Fills

[<
¥

CAP QIO Report Date Provider Number of Number of . .
D Number Notified / Status Alerts items Licensing Worker
I 07/00/2018 Pending 1 Richarcson,

Regina

4. Click “ltems” on the left-hand navigation menu and then select the
appropriate line item via the hyperlink for that record

File

CAP

1 ltems recarcl(s) returned - now viewing 1 through 1

[tem Qo Remediation £tandard Not  ltem Due Date Complete Worker Action

Number | Category Type Met Status Date Type Corrective Action Required

MNeed up to date dackground screenirg

_icensing 53 Pending | 0772172013 Licensing for smplyee Morica Reed!
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5. Update the following fields:

a. "Corrective Action Required" = The Provider will describe the action

taken to correct this violation, and click “Append Text to Note” to add

the information

Action Type
Discovery Source

Remedation Type

Emgloyes Ivolved

Standard Not Met

Stamdand Not Met Description

Comments

Item States

Due Date

Complete Date

Worker

Comective Action Required

Licensmg
Licensng Visit

Licensing
Monica Reed

53 The provider maintains written policies and procedures
datailing how B provider will ensare compliance with
background scresaing and frre.year rescreening.

Pendrg
07312016

Lockup  Clear

Meed up to date background screening for employes Monica
Reed

Mew Texl

6. When finished with that item, select File > Save and Close Item

File

Spell Check

Save ltem

Save and Add Another ltem

Save and Close Item

Print

Close

Item \

If additional CAP items need to be updated, then
repeat steps 6 and 7 as necessary after selecting the

next item.

7. When finished with all items, click File > Close Items

File

Add Item

Print

Close ltems

Updated
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As Needed: CAP Submit Note

the Licensing Specialist (Region QA Workstream
Worker) that the CAP is ready for submission and
review.

O The Service Provider will add a new note to advise

1. Set “Role” = Service Provider then click Go

Role \\
Semnice Provider ﬂ @

2. Navigate to the Providers > Notes tab

Flie  Reports

3. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print ‘\

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

"Note Type" = Licensing Renewal

"Note Subtype" = CAP Submitted

"Description" = CAP Submitted — CAP ID

"Note" = Enter notes

"Status" = Pending

Click "Add Attachment" and search for the copy of supporting documents
on the user's device. click Upload

h. Click the Lookup button on the "Add Note Recipient" to add the

Licensing Specialist (Region QA Workstream Worker) as the Note
Recipient

@™o ao0T
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i. Enter last name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note

Notes Drtails
[ AT
Nt iy * Aeed, Morcs »
[ T L
Nons Tyga ® ip— Likaning Rihewil w
Woota Sub Tjpe  of— CAF Submited ="
CAF Suterimed CAP-ID-7BS
T ipting  o—
R | o | T

e alffp———
Duate Cinstpleted

Astachmants /

o A chima)
Docment Description

Teere e N0 STISC hemers. 10 Saplay
Mote Recipants

Add Mobw Bleciplent Lockup  Clear

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

File Tools
Spell Check
Sawve Notes

Save and Close Notes

Print
Close Notes

As Needed: CAP Accepted

The Licensing Specialist (Region QA Workstream
Worker) will receive notification of the CAP Submitted or
Revised note on My Dashboard. The Licensing Specialist
(Region QA Workstream Worker) will review the CAP
Items and all documentation to determine if the CAP is
accepted. If all items are complete, then proceed;
otherwise, proceed to CAP Rejected Note or Licensing
Supervisor Denial.

1. Set “Role” = Region QA Workstream Worker, then click Go.
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™,

Role

Region QA Worksiream Worker i‘ @

2. Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.

MY DASHBOARD CONSUMERS PROVIDERS
PROVIDERS
Notes
Completa 59
Draft 1
Pending B B 29

3. Select the Note Type = Licensing Renewal and Note Subtype = CAP Submitted
and select the pending record via the hyperlink.

Flrers
Sale | EqulTe v Pary + D= K
T A

Seaich  Reset

2 My Ui d Nt rounchsh ratansd oo viswing 1 lnsugh 14

Fruwia /Nu'ul / [V

Iz Proider Lzersing Henawe) 2N AP Satmitzd Haed, Vonize Fanding

o Nols ats + suipliun Nullor Salus

4. In the existing Note record, update the following fields:
“Associated Form ID#” = Enter Form ID# if applicable
“‘Note Type” = Leave as Licensing Renewal

“Note Subtype” = Update to CAP Accepted

“Description” = Update to CAP Accepted — CAP ID
"Note" = Enter Notes

"Status" = Update to Complete

Click the Lookup button on the "Add Note Recipient" to add the
Service Provider as the Note Recipient

Enter last name and click Search in the pop-up browser
window. Select the name of the worker to attach them to
the note.

S @m0 o0T
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5. Click File > Save and Close Notes

File Tools

Hisiory

Spell Check

Save Notes

Save and Closs Motes
Frint

Close Notes

6. Click File > Close Notes

File Tools
Print /

Close Motes

7. Navigate to the Provider’s Chapter

| MY DASHBOARD CONSUMERS FROVIDERS ‘

8. The Provider’s record will display. Navigate to the Providers > CAP tab
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o iCenmeat

File
ek SxArth

Frovcens v | Prosider Hame | a )

WV DAEBOARD | CINSUNZRS PROVIDERS IHGIDENTE AN ‘ SGHEIULTR UTILTE

A 1151 Proviger (10017)
Warbsts | Sesices  FrowideriDMumsers  Covracts | Esds | LneedProviders  Afases  Condions | Senvcedrza | Adi

Fovdes | Diisions  Foms | Enwoimanie | Aunorizsione | Netes  Tieganlsle | EVVSchaculg | GAB . Apooinimants

I Fillms
CHP D ﬂ + \
B Bl

9. Select the appropriate CAP record via the hyperlink

CAP QIO Report Date Provider Number of Number of . .
D Nurnber Notified . 2™ Alerts tems | -icensing Worker
Richardson,
71 07/09/2018 Pending 1 Regina

10.Click the Items link on the left-hand navigation menu

CAP | CAP
CAPID 122

CAP Type Notice of Non-Compiiance v
Date of CAP W |
Associated Form 102

Dete Provider Notified 2 =

CAP Due Date a0 |

Status [Pengng  +]
B 0 e LA

Enter Comments

Comments

Date Subenitied by Provider

Diate Verified Complete by APD StafT
Licenging Workes Reed, Maonice Lookup  Clear
G Workstream Lead Buck, Jennifer Lookup  Clear

11.Select an individual Item via the hyperlink in the list view grid that has not
been completed

File
1w ~Fltars.
cap
| e Mo v o+
lteme

2 hems recard(s) returmed - now viewing 1 through 2

Item Number | QIO Category Rteme:liah‘tg,i‘ﬁ;e Standard MotMet | liem Status  DueDate | CompleteDate | Worker

*
licang 1 Fuavding N2RRI0R

Licensing Fending

12.In the Item record, update the following fields:
a. "Complete Date" = Enter Date

Updated April 2026 Page | 74



b. "ltem Status" = Complete

c. "Evidence of Completion" = Enter what was received, reviewed, and
accepted to mark the item complete

Fam Summany
rrrrr . 141
e e par
Benee Tz
Ty of S W
THRT ARy S16IT
tarrear By
iiges

nretad el e Naacrimbin | PARMLRAL 5 LANLIREE ) e st il o L B T i

Earin el homnplean o D waralres . Bomsonl 1A, el mud seeene Sovesmnd e primiled o B335

&
— B el
Appaes Trot v Rt

B o — e
v v & f— masas
Rhas Dk L H
Frr e e Il Wi e

(2] ol U I AL

The Trevia wil e wppers) s i nigmabon.

#
Cormiine Aeston Aeniioms s G
i et e ke
L3
&
Exidemcs of Compiiion P —— o Fomt
e st Ry

Repeat steps 11 — 12 for each item that needs to be
completed in the CAP record.

13.When finished, click File > Save and Close Item
File
- History
| Spell Check
Save ltiem
Save and Add Another ltem

Save and Close ltem

Print
Close Item

If ALL items are complete for the CAP record, then

O proceed to close the CAP record. NOTE: CAP record
must remain in a Pending status until all items are
completed or rejected.
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14.Click CAP on the left-hand navigation menu
File

cap |
Items \

15.0n the CAP details screen, complete the following fields:
a. "Status" = Complete
b. "Date Submitted by Provider" = Enter Date
c. “Date Verified Completed by APD Staff" = Enter Date

CAP

CAPID 122

CAP Type | Kotice of Mon-Compiiance » |
Date of CAP 00012023 [0
Associated Form ID# 4891

Dt Proviger Notified 02012023 ¥

CAP Due Date 09302023 | W

Siatus  e— [Compiate ~

B I U '6px - A

Enter Comments

Comments

Date Submitted by Provider — m—
Date Verified Complete by APD Staff -‘_

Licensing Worker Lookup  Clear

QA Workalream Lead

16.When finished, Select File > Save and Close CAP
File

History
Save CAP
Save and Close CAP

Print \
Close CAP
O Proceed to Supervisor Review

Updated April 2026
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As Needed: Further Documentation Required

If further documentation is required, the Licensing
Supervisor or ROM will update the existing Licensing
Renewal/Supervisor Review note to the Licensing
Specialist (Region QA Workstream Worker).

1. Set “Role” = Region QA Workstream Worker/Lead or ROM, then click Go.

2. Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.

3. Select the Note Type = Licensing Renewal/Supervisor Review and
select the pending record via the hyperlink.

Seus v CoudTo w  Peding *  AND¥  x
HowTypev| |4
Soarch Reaet

4l My Liashboard Motes resord[s] rstumed - now viswing 1 through 13

e

Puarrilea NoleTyse Hione: Dt Destiglion Hathea S nl
Ted Brevider iremsing Rerewa Bupsniser Rev =y RN irensing Ferews fRuperdsor Rev = e Naniea Fenrirg ]

4. In the existing Note record, update the following fields:

a. “Associated Form ID#” = Enter Form ID# if applicable

b. “Note Subtype” = Update to Further Documentation Required

c. “Description” = Update to Further Documentation Required — CAP ID

d. "Note" = Enter Notes for what information is needed

e. "Status" = Complete

f. Click the Lookup button on the "Add Note Recipient" to add the
Licensing Specialist (Region QA Workstream Worker) as the Note
Recipient

g. Enterlast name and click Search in the pop-up browser
window. Select the name of the worker to attach them to
the note.
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5. When finished, click File > Save and Close Notes

File Tools
Spell Check
Save Notes

Save and Close Notes
Print \
Close Motes

6. Upon saving the Further Documentation Required note, a tickler will fire.

a. Tickler — “Review to see if the applicant has sent the additional information
requested; if not, send out the 30-Day Notice.”

b. Assigned to Self
It's due in 30 days
d. It can be cancelled if needed.
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As Needed: 30 Day Notice

If a note was sent with either “Errors and Omissions” or “Further

-3 Documentation Required” a tickler was generated to the licensing
specialist that created the note. The tickler will remind the
licensing specialist to reach out to the applicant if the applicant
has not responded or provided the needed documentation
requested.

If the applicant has not sent the needed documentation, the
licensing specialist will update the note as follows:

1. Set “Role” = to Region QA Workstream Worker, then click GO

N
Role \
Region QA Workstream Worker v @

2. Navigate to the Provider Child (facility) record and click on the Notes tab

File  Repens

Quik Search

MY DAS ICCARD | COMZLMIRS PROVIDCRS KCIDCNTS CLAIMS S

A TEST Provider (10002)
WOrKers | =OTMCSS | FROWOCT 1) NUTDOT | UIATAlE | B LACE Proviaes | ASsls | Conamors

Mroviders | Dwsoss  Tooms  Corolmerts | Athorzafions | Notsss CreceSals | DWW checuing

Ty v Zqud T ~ v oaol] x

3. Select the Note Type = Licensing Renewal and Note Subtype= Errors and Omissions
or Further Documentation Required.

WM DASHBOARD COMEUMERE | PROVIDERE Cakl

Wiorars Banious Prowdar ID Mumbars Corfracks i Linked Frovidars Cordians Sanicn An

Frovidars D visions CAFP EV Scheduling Fams Enrolimanks Authorizations [E] Crexdani
Filtere-

Moha Diarla o

Ssarch Rasai

28 Providers Notes reccedic) returnsd - now viswing 1 through 16 /

Nods Date - Hots Type Mote Sub-Type Depoription Bmtus

0111 R2026 Licansing Farawal ErmrsOmissions ErrorsiOmissions Peraing
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4. Inthe Note record, update the following fields
a. "Note Subtype" = update to 30 Day Notice
"Description" = update to 30 Day Notice
"Note" = enter notes as needed and click Append Text to Note.
"Status" = leave as Pending

Click the Lookup button on the "Add Note Recipient" to add the
Service Provider as the Note Recipient.

f. Enter the last name and click Search in the pop-up browser window. Select the
name of the worker to attach them to the note.

®oo0o

Note Type ™

Licens
Note Bub-Type _’ [3C Day Notce W
30 Day Notic
Decoription e Ty Molice p
On 1/1672028 at 12-18 PM, Chrictine Buffington wrots:
ED notes wil go hare
On 1162028 at 12:22 PM, Chrictine Buffington wrote:
Adding 30 Day Notice
Nobe New Toxt
B r I g AT
) 60 Day Notce
l Appand Text 1o Note
Hatue * —_—
Date Completec
Attachments
AST Atlacrment
Attachments Grig
Document Description Category

There are no sttachments to dicplay

Note Reciplents

Acd Note Redpient Provicer, Crrising Lookup Car Owiab

NOTE: If the applicant did not mark the Note as Read, the applicant will not be able
to be added as a Note Recipient again. The Note will remain on their My Dashboard.

5. File > Save and Close
—PFile Tools

Spell Check 1d
Save Notes
Save and Close Notes [APD v

Print i
Glose Notes Save and Close Notes
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6. When the Licensing Renewal /30 Day Notice note was saved, a Workflow Wizard was
triggered to remind the QA Workstream Worker to verify if the needed information was

received.

a. Tickler — “Review to see if the applicant has sent the additional information requested,
if not send out the 60 Day Notice.”

b. Assigned to Self

c. Due onthe 30% calendar day from the “Licensing Renewal/30 Day
Notice” pending note

d. It can be cancelled and reassigned if needed.

\) If the applicant responded to the note, proceed to Complete

Application

As Needed: 60 Day Notice

If a note was sent with a note subtype of “30 Day Notice,” a tickler was
generated for the licensing specialist who created the note. The tickler will
remind the licensing specialist to reach out to the applicant if the applicant
has not responded or provided the needed documentation requested.

If the applicant has not sent the documentation needed, the licensing
specialist will update the note as follows:

1. Set “Role” = to Region QA Workstream Worker, then click Go.

Y

Role \

Region Q& Worksiream Worker ﬂ @

2. Navigate to the Provider Child (facility) record and click on the Notes tab

Fils  Repens

A TEST Pravider (10002

Tilters
M Tap V| Sqe vl

nwCan v 4

CQuick Search

Rrov.gens W PrOE NaTYe

WY DAS IZCARD | GONZLMLRS PROVIDERS KCIDCNTS CLAIMS S0
WEFHETS | EOMIEED | FROMECT | MM U:PA LifEEE FYZVAsit | ASets | LoMamdns
Mrovders | Dvsots  Torms  Corolmerie | Achorzafions | Nokss | Credecfals | DWW Sthetuing

v i' AMDI W x
[ soarcn f Resct |

3. Select the Note Type =Licensing Renewal and Note Subtype = “30 Day Notice”
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PﬂYDﬁEI—E-CARZ{ CONSUMERS | PROVIDERS l CASES

Workers | Services | Provider ID Mumbers | Contracts | Beds LinAers Conditions | Senice Area

Providers Divisions CAP | EWW Scheduling Forms Enrollments | Authorizations Credentials | Appoin

Filters

lofe Date

Search

hd + /’

Resat
38 Providers Notes record(s) returned - now viewing 1 through 15

Note Date

Mote Type Note Sub-Type Description Status Completed

01M5/2026

Licensing Renewal 30 Day Notice 30 Day Mofice Pending

4. Inthe Note record, update the following fields:

a.

b
C.
d.
e

"Note Subtype" = update to 60 Day Notice

"Description" = update to 60 Day Notice

"Note" = enter notes as needed and click Append Text to Note.

"Status" = leave as Pending

Click the Lookup button on the "Add Note Recipient" to add the Service Provider
as the Note Recipient.

Enter the last name and click Search in the pop-up browser window. Select the
name of the worker to attach them to the note.

Note Sub-Type _— B0 Day Natice v

Description — 60 Day Nofice P

On 1M 212026 at 4:16 PM, Christine Buffington wrote:
Additional Motes will go here

Mo New Text
. - a
| B I U 10pt v A
> Updated from 30 day notice to 80 day notice
v
B Append Text to Note
status —
Nats Reciplnts
Add Woln Recipiant. Lockup  Claar

Nats Reciplants Grid \
Hamg / Dt Sant. Datu Raad s / Date Signed
Pruvicer, Crrsling [z Unnaag Remai

NOTE: If the applicant did not mark the Note as Read, the applicant will not be able
to be added as a Note Recipient again. The Note will remain on their My Dashboard

5. File > Save and Close
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—PFile Tools
Spell Check
Save Notes

Save and Close NOIes [APD v ]

it I—ju&un_nﬂﬁ
Close Notes Save and Close Notes

. When the Licensing Renewal/60 Day Notice note was saved, a Workflow Wizard was triggered
to remind the QA Workstream Worker to verify if the information needed was received.
a. Tickler—“Review to see if the applicant has sent the additional information
requested, if not send out the 90 Day Notice.”
b. Assigned to Self
c. Due on the 30" calendar day from the “Licensing Renewal/60 Day Notice”
pending note
d. It can be cancelled and reassigned if needed.

If the applicant responded to the note, proceed to Complete
Application

As Needed: 90 Day Notice

If a note was sent with a note subtype of “60 Day Notice” a tickler was
generated to the licensing specialist that created the note. The tickler
will remind the licensing specialist to reach out to the applicant if the
applicant has not responded or provided the needed documentation
requested.

If the applicant has not sent the documentation needed, the licensing
specialist will update the note as follows:

1. Set “Role” = QA Workstream Worker/Lead

Y
Role \
Region Q& Worksiream Worker ﬂ @

2. Navigate to the Provider Child (facility) record and click on the Notes tab
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File  Repens
Quizk Search

Erovgers w| | Provase vatw

MY DAD ICCARD | CONILMIRS PROVIDCRS NCIDCNTS CLAMES

ATEST Provider (10002)
WWOrKers | ECTACSS | FROMOCT 1) NUTDOT | UIATAIE | B LSS PIovasre | ASls | Conamoans

Mrovdse | Dvsocs  Toms  Cocolmert | Achorzaions | Nokss. CredecSaly | W Sehecuing

Filters
Mo Tipe  |v| ST j ﬂ ANDw|  x

wwtas v 4

3. Select the Note Type =Licensing Renewal and Note Subtype = “60 Day Notice”

WM DASHBOARD COMEUMERE | PROVIDER B CAZE

I e

‘Wiorkars Sarvices Providar ID Mumbars Corfracks Bads Linked Frovidirs Conitans Sarvics A

Frovidars | Divisions | CAP | EVWV Scheduing | Forms | Enrcliements | Authorizations | MolsE | Crecan

Filisre
b Dala L . /

Eaarch Rl

ST Providams Notes reocrdi s} returnad - now wiewing 1 thraugh 16

Hods Dats » Hois Typa Maoby Sub-Typs Dacoription Etmbug
0111 62026 | Licansing Rarsdwa | 30 Day Moica | 20 Dy Mokice Pemcing
0111 62026 Licinsing Rersws &0 Dy Mofice B0 Dy Motios Pemcing

4. In the Note record, update the following fields:
a. "Note Subtype" = 90 Day Notice
"Description" = 90 Day Notice

"Note" = enter notes and click Append Text to Note
"Status" = Pending

Click the Lookup button on the "Add Note Recipient" to add the Service
Provider as the Note Recipient.

® oo 0o

f. Enter the last name and click Search in the pop-up browser window. Select
the name of the worker to attach them to the note.
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Mote Sub-Type q— 50 Dy Moticn e
a0 Day Matice
Decoription —_— ! A
On 1H &3S at 1:0& PM, Chricline Buffingion wrods:
EiD noles oo here
Please see attachment
On 1HE23E at 1:08 PM, Chricline Buffingion wrods:
30 Dy Modow
on 1M &0EE at 1:02 PM, Chrcling Buffingion wrois:
Updaied o &0 Day Maolice
Mot e Text
B S O ope = A &
__.- Updating iz 90 Day Mobice
v
I Appand Tesk bo Mol
status —
Dats Complated
Attachments
Add Alachmani
Attachments Grid
Cocumant Ouscripiion Cagfrgary
Thare ars no attachmants to dicplay
Hote Reclplants
fudd Moba Recipient Loakup Claar

NOTE: If the applicant did not mark the Note as Read, the applicant will not be able
to be added as a Note Recipient again. The Note will remain on their My Dashboard

5. File > Save and Close
—PFile Tools

Spell Check id
Save Notes
Save and Close Notes APD v

Print l_@
PG Save and Close Notes

6. When the Licensing Renewal/90 Day Notice note was saved, a Workflow Wizard was
triggered to remind the QA Workstream Worker to verify if the needed information
was received.

a. Tickler—“Review to see if the applicant has sent the additional information
requested, if not update based upon the iConnect Training Manual.”
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b. Assigned to Self
c. Due onthe 30% calendar day from the “Initial Application/90

Day Notice” pending note
d. Can be cancelled and reassigned if needed.

\) If the applicant responded to the note, proceed to Complete Application

As Needed: 90 Day Final Notice

If the licensing specialist sends the 90 Day Notice note and the

applicant responds for the first time; however, all the needed
documentation was not received, the licensing specialist will send out a
90 Day Final Notice stating ALL documentation is needed.

1. Set “Role” = QA Workstream Worker/Lead

Y
Role \
Region QA Worksiream Worker ﬂ @

2. Navigate to the Provider Child (facility) record and click on the Notes tab

Fll:  Repents

Quick Search

| Frovderz [v| | Provger Namz
MY DAS IDCARD | CONZUMCRS PROVIDLRE KCIDCNTS CLAIMG SO/

A TEST Providaer (10002)
Warkers | eraces | Froweor 1) Number | Lot | B Linkec Brovidore | Alsss | Condbors

Providerz | Divsions Toms  Corolmerds | Authorzztions | Netes Credefidls | OV Schecuing

Tilters
Ml Type: ﬂ Zqual Tu ﬂ ﬂ AI‘JDﬂ x

Mote Caza v‘ +

3. Select the Note Type = Licensing Renewal and Note Subtype = “90 Day Notice”
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4. In the Note record update the following fields:
a. "Note Subtype" = 90 Day Final Notice
"Description” = 90 Day Final Notice
"Note" = enter notes and click Append Text to Note
"Status" = Pending
Click the Lookup button on the "Add Note Recipient" to add the
Service Provider as the Note Recipient.

f. Enter the last name and click Search in the pop-up browser window. Select
the name of the worker to attach them to the note.

An astensk (%) indicates a required field

® oo o

Notes Details

Division *

Note By * Provider, Christine
Note Date * 01142026 |2

Associated Form ID#

Note Type * Licensing Renewal v
Note Sub-Type s~ 50 Day Final Notice v
Description —’ 90 Day Final Notice

On 1/14/2026 at 4:12 PM, Sylvia Baer wrote:
30 Day Notice

On 1/14/2026 at 4:13 PM, Sylvia Baer wrote:
60 Day Notice

On 1/14/2026 at 4:14 PM, Sylvia Baer wrote:
90 Day Notice

On 1/14/2026 at 4:14 PM, Sylvia Baer wrote:
90 Day Final Motice

Note

New Text
e, a
B 7 U 16px - A~
v
Append Text to Note

Status *
Date Completed
Note Reciplents
Aad Nota Reciorant Lockup  Clear

Note Reciplents Grid \
Hame / Dt Sert Data Read St ‘/ Data Sgned
Provieer, Crvating 01092026 unreas

Updated April 2026 Page | 87



NOTE: If the applicant did not mark the Note as Read, the applicant
will not be able to be added as a Note Recipient again. The Note will
remain on their My Dashboard

5. File > Save and Close Notes
—PFile  Tools
Spell Check

Save Notes

Save and Close Notes AFD v |

i I—jm.ﬁ
Citse Nofas Save and Close Notes

6. When the Licensing Renewal/90 Day Final Notice note was saved, a Workflow
Wizard was triggered to remind the QA Workstream Worker to verify if the needed
information was received.

a. Tickler—“Review to determine if applicant has provided ALL the necessary
information.”

b. Assigned to Self

c. Due on the 30% calendar day from the “Licensing Renewals/90 Day Final
Notice” pending note

d. It can be cancelled and reassigned if needed.

l.--'/' If the applicant responded to the note, proceed to Complete
\ Application

As Needed: Requested Information

The Licensing Specialist (Region QA Workstream
Worker) will be notified of the Further Documentation
note via My Dashboard. They will request information
from the Service Provider via a new note.

1. Set “Role” = QA Workstream Worker or Lead, then click Go

Role "'*--*
[Region OA Viorksiream Lead | GO |

2. Navigate to the My Dashboard > Providers > Notes > Complete and click the
hyperlink for the Pending notes.
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3.

6.

MY DASHBOARD CONSUMERS PROVIDERS
PROVIDERS

Notes

Ticklers

Select the Note Type = Licensing Renewal/Supervisor Review and
Subtype = Further Documentation Required and select the record
via the hyperlink.

Fiters
fin v FpalT v Tewng v annw|

esType v | +

Sparch  Resat

20 My Uashbozrd Notes recordls) retumed -new viewing 1 through 15 / /

Priwiear Ko Typs Krte nle-+ Meseriation Anthr

Test Proviger Ueznzing RerzwalE uporvicor Revicw 192012023 Furthzr Dacumentatien Soqucd Reed, Monica

. Review the note for the requested documentation, then close the note.

The Licensing Specialist (Region QA Workstream Worker) will create a new
note to communicate with the Provider. Navigate to the Provider > Notes tab.
Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print

In the new Note record, update the following fields:

a. "Division" = APD
“Associated Form ID#” = Enter Form ID# if applicable
"Note Type" = Licensing Renewal
"Note Subtype" = Further Documentation Required
"Description" = Further Documentation Required CAP ID
"Note" = Enter notes as to what is being requested
"Status" = Pending

Click the Lookup button on the "Add Note Recipient" to add the
Service Provider as the Note Recipient

i. Enter last name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note

@ ™0 ao0CT
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Motes Details

Devimion # APD w
Bode By ¥ Bock Jemnber -
Mode Dube * eIeRNz1 L9

Associsied Form ID8

Mate Typa & —.-— Lizariing sl w [t
L i, T — Furthar Detumertution Regursd o [
Furfwr Docemantaston Requred  CAP ID 122
Deacriglion . .
B S B e v At

el detall of kit docurrsrtation thal s nesded

S0 Y — Panding
Dl Completed

Alachments

A ARSI

Document Descraplion Caegory

Mhare are o sflachments o Sinplay

Hote Recipiants \\

A hote Hecgeent Loginp  Caar

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

Save and Close Motes

Print
Close MNotes

8. Set “Role” = Service Provider

Role \

9. Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.

‘( MY DASHBOARD ] CONSUMERS | PROVIDERS ‘ INCIDENTS ‘ CLAIMS | SCHEDULE
ODNSUMERS INCIDENTS PROVIDERS
“ ‘,Inquiry Alert Notes List “ |’NGteS ||
lotes o] Unread Alert Notes 0 Complete / 3
Pending 11

10.Select the Note Type = Licensing Renewal and select the pending
record via the hyperlink.
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11.Review the note for requested information. Add it to the existing note.
Update the following fields:

a. "Note Subtype" = Leave as to Further Documentation Required
b. "Description" = Leave as Further Documentation Required CAP ID

c. "Note" = Enter notes as to what corrections/revisions have been made
and what attachments have been provided

d. "Status" = Leave as Pending

e. Click "Add Attachment" and search for the copy of supporting documents
on the user's device. Click Upload

f. Click the Lookup button on the "Add Note Recipient" to add the
Licensing Specialist (Region QA Workstream Worker) as the Note
Recipient

g. Enter last name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note

Hotes Details
Division * APD w

Note By Buck. Jennifer

Nobe Dabe ®

ssociated Fom iDe

Mobe Typa ™ Licensing Renewa ~

Note Sub-Type Further Dacumantation Required [
red CAPID 122

Descripbon

alfer Buck wrote

Appsnd Taod 10 Mote

Losep  Chear

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

File Tools
Spell Check
Save Notes

Save and Close Notes

Print
Close Notes
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13.Set “Role” = QA Workstream Worker or Lead, then click Go
Role Se—

14.The Licensing Specialist (Region QA Workstream Worker) will review the note
submitted by the Service Provider to ensure all requested
information/documentation was provided.

15.Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.

MY DASHBOARD = CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE

INSUMERS \ INCIDENTS PROVIDERS

Notes

Inquiry Alert Notes List
lotes 1] Unread Alert Notes 0 Complete / 3

Pending "

16.Select the Note Type = Licensing Renewal and select the pending
record via the hyperlink.

17.Review the contents of the note. Update the following fields to forward the
note to the Licensing Supervisor or ROM.

a. “Note Type” = Update to Licensing Renewal/Supervisor Review

b. “Sub Type” = Update to Further Documentation Provided

c. “Description” = Update to Further Documentation Provided CAP ID

d. “Notes” = Add any additional details for the Supervisor or ROM
regarding the requested documentation that was provided by the
provider.

e. "Status" = Leave as Pending

f. Click the Lookup button on the "Add Note Recipient" to add the
Licensing Supervisor or ROM as the Note Recipient

g. Enterlast name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note
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Drvision * APD |
Wom By *  Buck, Jomniier |
Note Date * [oaeeen |0
Associated Form |08 [
o e T
Note Sub-Type Further Documentstion Provided w
ptian | Further Dooumantaton Fovikled CaP 1D 122 .

On /2672000 ot #:1% PM, Jenadder Back wrote:
enter et of futher documentation Mal 5 nesdes
On 90610 st B30 PR, Denaffer Deck wrote:
Frovido: add nalos and e ied documialaten

Note Miew Text -
B 0 ﬂ".[;‘-,r - A
Hote from the Lickrsing Specialist back 1o the Supsndsar or ROM
that fusther om has bean provided and requested review
be completac.
Apoend Tad b Mo
Status * Panding  w
it £ ompleted I

18.When finished click File > Save and Close Notes

File Tools

requested the documentation, the Supervisor must

8 Proceed to Supervisor Approval. Even if the ROM
approve it first.

Updated April 2026 Page | 93



As Needed: CAP Rejected

If all corrective actions are not completed, the

Licensing Specialist (Region QA Workstream Worker)
‘ will create a note to advise the Provider of the

outstanding items, along with updating the CAP items
to Rejected.

1. Set “Role” = Region QA Workstream Worker, then click Go.

N
Role \
Ragion QA Warkstream Worker ﬂ E

2. Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.

MY DASHBOARD CONSUMERS PROVIDERS
PROVIDERS
Notes
Complete 59
Draft 1
Pending - 29

3. Select the Note Type = Licensing Renewal and Note Subtype = CAP Submitted
and select the pending record via the hyperlink.

Fliors
EETT Equal Ty v Fandiny v ADw x

Netelies | |+
Gearch | Heset

29 My Dashboard Metes record() returcd - now viewing 1 hirough 15

Providet /Nuhﬂyw Nuts Dats ~ / Dusscrfpdiun Aullior Shatus

lesd “rcuider Licensing Renzus ULV CAM Subritted Hesd, Monics Pending

4. In the existing Note record, update the following fields:

“Associated Form ID#” = Enter Form ID# if applicable

“‘Note Type” = Leave as Licensing Renewal

“‘Note Subtype” = Update to CAP Rejected CAP ID
“Description” = Update to CAP Rejected

"Note" = Enter Notes and list reasons for rejection

"Status" = Leave as Pending

Click the Lookup button on the "Add Note Recipient" to add the
Service Provider as the Note Recipient

@*0 o0 oo
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Enter last name and click Search in the pop-up browser
window. Select the name of the worker to attach them to
the note.

Notes Detads

Diwinion APD v

Wote By ¥ Reed Monica
Wote Dgts ¥ I

Ansociated Form D8

Fote Trpe * Lucenisng Aesewal w *

Wiosde Sub-Type “_ CAP Reetsd w
Donciphos  ff— CAF Reectsd CAP D122

i Wew Tiat

B O O 1t~ A=
Eniér noles 5 ISt 0 Al bré el

Apperd Ted b Piole
Statun * — Fanarg ~
O g
Anschments
=0T ARMORENL
Distufie et Dt

Theie ary no stachments 10 doglay

Hote Reciphents \

e fioag Rigeern Lol O

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

File

Tools

Spell Check

Save Notes

Sawve and Close Notes

Print

Close Notes \

6. Click File > Close Notes

File Tools
Print /
Close MNotes
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7. Navigate to the Provider’s Chapter

|MYD.P¢5HEIDARDI CONSUMERS | PROVIDERS ‘

8. The Provider’s record will display. Navigate to the Providers > CAP tab

Qo iCenmect

File
Duiick Ssarch

Fraerns | Proideriame El m

LY DAS-BEARD | CONSUNERS PROVIDERS IHCIDENTE LA | SCHEDULER UTILTIE

A 1151 Pravier (10017)
Warksrs | Senices  FroiderlDNumsers  Cotirals | Esds | LwsdFroviders  Alases  Condifons | Senicedrea | Admi

Fovides | Diisbns  Fomis | Ewolmamie | Aunorizstons | Matss  Ciedanfisle | EMVSchadulnc | GAB . Aposintmants

Fillmis
CAPID j + \

9. Select the appropriate CAP record via the hyperlink

CAP QIO Report Date Provider Number of Number of . .
D Nurnber Notified Sats | alents ftems | -icensing Worker
) Richardson,
1 07/09/2018 Pending 1 Regina

10.Click the Items link on the left-hand navigation menu

CAP

CAPID 12
Maotice of Nen-Lomolancs v

CAF Type
Dwte of CAF moioe 1
Acbsciated Form iICR

z

D Prosacier Botrbad 3CH
CAP Doe Date 300 E
st ] b
BJE A
Erier Commanis
iy
Tt Submetied by Provides o
D Verified Compbete by APD Six® |
Faed Motiza Lookup  Clear

Licensing Worlss

QA Worktream Lasd Lokup  Claar

11.Select an individual Item via the hyperlink in the list view grid that has not
been completed

Fue
Fliters
cep
| lemNurzer j +
Items

2 ltems recerd(s) refumed - now viewing 1 through 2

Irem Numbear | QIO Category Ramediator Standard Net Met hem Status Due Date Complete Dote | Worker

lirersing Feavling 237018

Licensing Fending
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12.In the Item record, update the following fields:

a. "ltem Status" = CAP Rejected

b. "Corrective Action Required" = Enter what was rejected and what needs to
be done to resolve the deficiency

Summary
em D) "
Eem Kurmber
Agtion Type
e of Se vina ®
Dicavery Source
Remediation Trpe
Ermpbapes lrvileed
#

Sscrd Nl Met Décripion FIRANCIAL STANDARDS. (4} Feical reconds partaning f Coa

Ester e tul deneriptizn of e waiation {Le. Resident L& did nok recerw Seroouel as prescribesd o 345

£
Commens Wew Text
Aooens T 12 hte

R S — CAP Rajackd
D Daie o]
Prowster Worker R, Monica Lockup  Cloar

Enter infarmation segarding It violaon that Be provaler munl

fuenit. The Privvicke well han appare] meth [her ivkoammation,

£

Compctos Acton Raquited  “Slim— Wew Text

Ester pofet 1naising e (12800 4 raecion and whal reect 12 e
compieled Iz resohe: the gefoency

“ppend Tt ie ok
Evetence of Completan
Mew Bext

ppend T o Mot

Repeat steps 11 — 12 for each item that needs to be
rejected in the CAP record.

13.When finished, click File > Save and Close Iltem
File
Histary
‘ Spell Check
Save ltem
Save and Add Another ltem
Save and Close ltem
Print

Close Item
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As Needed: CAP

Revised

The Service Provider will review the CAP Rejected
Note and make the necessary revisions to the CAP
item record(s). Once the CAP Items have been
updated, they will update the existing note to advise
the Licensing Specialist (Region QA Workstream
Worker) that the revisions have been made.

1. Set “Role” = Service Provider then click Go

Role

Semnvice Provider

\

2. Navigate to the Providers > CAP tab

opd iConnest

File

BUIES] Piowider [10002)

Falters
car D o —-

aaulek search

Wokus | Evmices | Paviths 12 Moo 5

Prodders  Didelors | Tomme

'''''''

PHENIIRS

Chroinents | Authotzstone

Cunliack | Bt

~ |

wl| | rrewscaroms

Lt Pruidens | Mieeis

Motz | Cwderca

Comlims  Saiefes Adwi

Dwsinesulng | GAR Aoccinimens

N

3. Select the appropriate CAP record via the hyperlink

1 CAP record(s) retumed - now viewing 1 through 1

-
CAPID QO Report Number Date Provider Notifi *“Staws | Numberof Alers Number of liems Licensing Worker
7l 07082018 - Peading Richardson, Regna

4. Click the Items link on the left-hand navigation menu

=]

meres

N

Updated April 2026

CAP

CARID

CAP Type
Dwe: of AP
Adwociated Form 09
Lt P Botrbedd
AR e Daie

Szt

Commests

Duger Saberate] iy Proveaded

D Werdisd Compleis by APD Sia®
Lacen ming ‘Worker

A Workuiream Lepd

12

Piolicn of Ner-Compiance v

Lookup  Clear

Logkup  Clear
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5. Select an item via the hyperlink in the list view grid

rie

CAP

ltems.

Fllters:

lem Nomber

v+

2 tem s record(s) refumed - now viewing 1 through 2

lemMumber | 0l Gomgory | Remedlaionfpe | Standard HotMet | hem Semus | DueDme | CompleseDate  Werker
ieensing Pending M2%012
Licensing Mending

6. Enter the Corrective Action Required information and click Append to
Text to Note

Summary

e [

fieen Rhamizar
Acton Type
Disovemry Sowece

Remedation fype

Lrgloyec invshied

Evidenct of Comgiation

LiCHTIEag
LiCensmg visil
Licefisag

Lia Somith.

Eoivims thes il dhemisipeiion oo il victiion {ia. Bamnlann LA disd il 1sesive Secupenl os grasisilied on
HIHT

Bew |2

AN G |:sr..' i

Lockup  Clear

Burts bl vl s el ot s prsnvabis st
submit. | he Frovider wil Bien appesd with the infeemation.

Append Tent ie Mete

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

File

Histary

Spell Check

Save ltem

Save and Add Another ltem

Save and Close ltem

Print

Close ltem
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8. Click File > Close Items

File
Add ltem
Print

Close ltems '1-..._.______

9. Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.

MY DASHBOARD | CONSUMERS PROVIDERS
PROVIDERS
Notes
Completa 59
Draft 1
Pending -+ 29

10.Select the Note Type = Licensing Renewal and Note Subtype = CAP
Rejected and select the pending record via the hyperlink.

Titers

21wt

11.1In the existing Note record, update the following fields:

a. “Note Type” = Leave as Licensing Renewal

b. “Note Subtype” = Update to CAP Revised

c. “Description” = Update to CAP Revised CAP ID

d. "Note" = Enter Notes as to what corrections were made

e. "Status" = Update to Complete

f. Click "Add Attachment" and search for the copy of supporting documents
on the user's device. Click Upload

g. Click the Lookup button on the "Add Note Recipient" to add the
Licensing Specialist (Region QA Workstream Worker) as the Note
Recipient

h. Enter last name and click Search in the pop-up browser
window. Select the name of the worker to attach them to
the note.
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O Proceed to CAP Accepted

As Needed: CAP Missed Due Dates

If after receiving the Reminder tickler that the CAP is
due after 15 calendar days, the Licensing Specialist
(Region QA Workstream Worker) identifies that the
due dates have been missed, they will notify the
Service Provider via a note. The Service Provider will
then have an additional 10 days to resubmit an
amended CAP.

1. Set “Role” = Region QA Workstream Worker, then click Go.
\

Role \

Region Q& Workstream Worker ﬂ @
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2. Navigate to the Providers chapter and enter the Provider’s Licensed Facility
home name in the Quick Search filter and click Go.

Welc

opd ienmect s
File
Quick Search \
A Tast Providsr x| i v | Pricertime ~ &
VYDASHEOARD | CCHSUWSRS | PROVIDERS INCOENTS CLAMS SCHIDULER
Filters /
1 1

3. The Provider’s record will display. Navigate to the Providers > Notes tab

File  Reports

Quick Searcn

| roazars || erevaserisme

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print \

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

“Associated Form ID#” = Enter Form ID# if applicable

“‘Note Type” = Licensing Renewal

“Note Subtype” = CAP Missed Due Dates

“Description” = CAP Missed Due Dates CAP ID

"Note" = Enter Notes

"Status" = Complete

Click the Lookup button on the "Add Note Recipient" to add the
Service Provider as the Note Recipient

h. Enter last name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note.

@*0 00T
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6. When finished, click File > Save and Close Notes
File  Tools
Spell Check
Save Notes

Save and Close Notes

Print \
Close Motes

7. Upon saving the note, a Workflow Wizard triggered the reminder tickler that is due
in 11 calendar days. It will be retrieved by the Licensing Specialist on My
Dashboard > Providers > Ticklers.

Workflow Wizard

New Corrective Action
Flan is Due - Licensing
Renewal Missed Due
Dates

e Tickler - “New Corrective Action Plan is Due — Licensing Renewal
Missed Due Dates.”

e Assigned to self, the Licensing Specialist who saved the Licensing
Renewal > CAP Missed Due Dates note.
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e Due on the 17th calendar day from the “Licensing
Renewal/Missed Due Dates” completed note

P The Service Provider will need to proceed to
Update CAP items and update the CAP record after
reviewing the CAP Missed Due Dates note.

As Needed: Licensing Supervisor Denial

If, during the review, the Licensing Supervisor
decides to deny the licensing renewal, then proceed

s with adding a note back to the Licensing Specialist

: (Region QA Workstream Worker), instructing them
to initiate the PAARF/Admin Complaint process. If
the license is nearing expiration, the region will
renew with one- month licenses while the Admin
Complaint is in process.

1. Set “Role” = Region QA Workstream Worker/Lead, then click Go.
Role "“-—*

2. Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.

MY DASHBOARD ~ CONSUMERS PROVIDERS INGIDENTS CLAIMS SCHEDULE
INSUMERS \ INCIDENTS PROVIDERS
Inquiry Alert Notes List Notes
lotes 0 Unread Alert Notes 0 Complete 3
Pending 1

3. Select the Note Type = Licensing Renewal/Supervisor Review and
select the pending record via the hyperlink.

Filters.
Stavs v [qalTe w  Perdig v |#HDv | x

KobTypsv| 4
Seah Aot

i Wy Dashbcard Wotes recordls| rstumed - new viewing T hrough 15

e

Puwirea HueTye Nate D = Nesiziim Rullin Sels

Test Proicer | cansing Reaemal Sunenvises Revien LEvA 'y ) Iirersing Ranewalifupenisar Revew Reer bhrica Fendiry n

4. In the pending Note record, update the following fields:
a. “Associated Form ID#” = Enter Form ID# if applicable
b. "Note Type" = Update to Licensing Renewal/Supervisor Denial
c. "Description" = CAP ID
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d. "Append Text to Note" = Enter notes
e. "Status" = Complete

f. Click the Lookup button on the "Add Note Recipient" to add the
Licensing Specialist (Region QA Workstream Worker) as the Note
Recipient

g. Enterlast name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note

h. Click the Lookup button on the "Add Note Recipient" to add an
additional recipient — ROM/Deputy ROM

i. Enter last name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note

Wotes Details
e APD v
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5. When finished click File > Save and Close Notes
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File Tools
Spell Check
Save Notes

Save and Close Notes
Print
Close Notes

If current license is expiring soon, processed to
issue a one-month license. Then proceed to
Chapter 13 to initiate the PAARF process.

As Needed: ROM Denial

If during the review, the ROM decides to deny the
licensing renewal, then proceed with adding a new
note back to the Licensing Specialist (Region QA
Workstream Worker) instructing them to update the
license information and initiate the PAARF/Admin
Complaint process. If the license is nearing
expiration, the region would renew with a one-month
license while the Admin Complaint is in process.

1. Set “Role” = ROM/Deputy ROM then click Go

Role \“‘
ErETrEr— ||

2. Navigate to the Providers chapter and enter the Provider’s Licensed Facility
home name in the Quick Search filter and click Go.

ofd iwonnect =
File
Quick Search \
A Test Provider K| Frouiders [v | Prodzer vame: ﬂ E
VY DASHEOARD | CONSUWSRE | PROWIDERS | INCDENTE CLAMS SCHEDULER
Filers /
1 1

3. The Provider’s record will display. Navigate to the Providers > Notes tab

Updated April 2026 Page | 106



File  Reports
Culek Search
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4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print

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

a. “Associated Form ID#” = Enter Form ID# if applicable
"Note Type" = Licensing Renewal/ROM Denial
"Description" = CAP ID
"Append Text to Note" = Enter notes

"Status" = Pending

Click the Lookup button on the "Add Note Recipient" to add the

Licensing Specialist (Region QA Workstream Worker) as the Note

Recipient

g. Enterlast name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note

h. Click the Lookup button on the "Add Note Recipient" to add an

additional recipient — Licensing Supervisor

i. Enter last name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note

0 0o
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5. When finished, click File > Save and Close Notes
File  Tools
Spell Check
Save Notes

Save and Close Notes

Print
Close MNotes

The Licensing Specialist will be notified of the ROM
Denial via this note. The Licensing Specialist will
update the license information to what it was before

the renewal process began.

6. Set “Role” = Region QA Workstream Worker, then click Go.

S
Role \
Region &A Worksiream Worker i‘ E
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7. After reviewing the note accessed from My Dashboard > Providers > Notes >
Complete navigate to the Providers > Credentials tab

MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS

~

Workers |~ Services | Provider ID Numbers | Contracts = Beds | Linked\Providers | Aliases

A TEST Provider (10002)

Providers = Divisions | Forms = Enroliments = Authorizations | Notes | Credentials EVW

8. Select the license updated in the Update License Information section from the list.

9. Update the following fields:
a. "Original Date of Issuance" = Do not change

b. "Effective Date" = Enter the effective date that was on this record
before the renewal process started.

c. "Expiration Date" = Enter the effective date that was on this record
before the renewal process started.

d. "Comment" = Enter comments if applicable
e. "Status" = Closed

f. "Reason" = Enter the reason that was on this record before the renewal
process started. Initial or Renewal.

g. "QA Workstream Worker" = Do not change

License Details
Credential Type * License

License Type * Group Home vl
License Number *

Criginal Date of Issuance * -—

Date of Renewal/Subsequent License
Effective Date ¥ -iff— 09012021 _
EXiraton Dl e— 0613072022
Less than One Year

ROM Denied Renewal - 020023
Comment i—

SIalUS Closad ~
HEason g Initial |
QA Workstream Worker Reed, Monica ooy G petans

10.When finished, click File > Save and Close License Details
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Proceed to ROM Review if the current license is
expiring soon to issue a one-month license.

As Needed: One Month License
The ROM/Designee will scan and save the signed
one- month license to their device while the Admin
_ Complaint is in process. They will then update the
existing Licensing Renewal/ROM Denial note to

advise the Licensing Specialist (Region QA
Workstream Worker).

1. Set “Role” = ROM/Deputy ROM then click Go

Role ‘"‘\
LT — |

2. Navigate to the Provider Record > Notes > Pending and click the
hyperlink for the Pending notes.

File Reports

Quick Search

| Providers [v]| | Provider Name

1Y DASHBOARD |  CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHE
A TEST Provider (10002)

Workers | Services | Provider ID Numbers | Contracts | Bedy | Linked Providers | Aliases | Conditions

Providers | Divisions | Forms | Enroliments | Authorizations | Nofes | Credentials | EVV Scheduling
Filters
NoeType  |v| EqualTo v M |awo]v] (=
NoeDate  [v| [+

e Ml

3. Select the Note Type = Licensing Renewal/ROM Denial and select the
pending record via the hyperlink.

e

Provider NoteType Note Date » Description Author Staws | [

Test Provider Licensing Renewal Supervisor Review 091202023 Licensing Renewal Sugervisor Review Reed Monica Pending O

4. In the pending Note record, update the following fields:
a. “Associated Form ID#” = Enter Form ID# if applicable
b. "Note Type" = Leave as Licensing Renewal/ROM Denial
"Description" = no changes needed
"Append Text to Note" = Enter notes
"Status" = Update to Complete

Click "Add Attachment" and search for the copy of the signed one-
month License Certificate on the user's device. Click Upload

g. Click the Lookup button on the "Add Note Recipient" to add the
Licensing Specialist (Region QA Workstream Worker) as the Note
Recipient

~ 0 a0
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h. Enter last name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note
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5. When finished, click File > Save and Close Notes
File  Tools
Spell Check
Save Notes

Save and Close Notes

Pt \
Close Notes

Proceed to the Signed License Certificate Note,

and finally Update License Information. The next
) step in the process is to proceed to Chapter 13 to

complete the PAARF process.
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