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Chapter 3 | Online Application Request

Introduction

New Prospective Applicants seeking licensure of residential facilities
will contact APD by phone, email, or in person and will be directed to
the link for the Online Application Request form. The Prospective
applicant will also be instructed to do a background screening. The
Online Application Request will be used for all interested new
prospective applicants.

Submit Online Application Request

1. Access the Online Application Request via the URL.:
https://floridaapd.wellsky.com/assessments/?Weblntake=DE5
88ADD-286E-47FA- ASFF-06494042E9D8

Online Application Request for New Facility ——

This questionnaire will help APD assess individuals who are interested in submitting an APD facility license
application to determine whether the potential applicant is eligible to move forward. Please note: This is not
a provider enroliment application and does not warrant either expressly or by implication that an individual
is permitted to render services, This tool can be used by:

Required questions are mar ked with a red rec juired label

Prospective Licensed Applicant Information Section

Prospective Licensed Applicant Business Name required

Prospective Licensed Applicant Business Telephone Number reguired

2. Complete all required fields on the Online Application Request Form
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https://floridaapd.wellsky.com/assessments/?WebIntake=DE588ADD-286E-47FA-A5FF-06494042E9D8
https://floridaapd.wellsky.com/assessments/?WebIntake=DE588ADD-286E-47FA-A5FF-06494042E9D8
https://floridaapd.wellsky.com/assessments/?WebIntake=DE588ADD-286E-47FA-A5FF-06494042E9D8

Prospective Licensed Applicant Information Section
Prospective Licensed Applicant Business Name required 4———'—'—'_-—

Prospective Licensed Applicant Business Telephone Number required  fmmmmmmm—

er response.

Prospective Licensed Applicant Email Address raquim“_—-—

ter response.

Prospective Licensed Applicant EIN/Tax ID raqmreuk—‘—

nse..

Prospective Licensed Applicant Region required 4—__

@ Unanswered O Cenrral O Northeast O Northwest O Suncoast (O Southeast O Southern

Prospective Licensed Facility Address Section
Prospective Licensed Facility Street Address required ‘—-—'-'-'_

Prospective Licensed Facility Street Address 2

3. When finished with all sections, click the Submit button and then the
Success Message will be displayed.
a. The reference number included will be the prospective licensed
facility iConnect ID number.

Thank you for completing the Online Application Request for a New Facility. Click *Submit” to submit your
resquest, Once AP resiesss (he regueest, you will e condacled by an APL stall mernber either by phone or
carmesl.

Please note: Your request will not be processed untll you ciick “Submit™ and raceive 3 “Surcess™ message.
—l""-"_* .

Success!

Thank you for compleling (he APD Cnline Applicalion Requesl for New
Providers, Please keep this reference number for your records. An APD staff

member will be contacting you within 30 calendar days, /

Please keep this reference number for your records: 10084

Return to APDCARES 4 Print
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4. If the application request needs to be cancelled, click the Cancel button
and then click Yes.

Cancel Submission

Are you sure you want to cancel without submitting the
information?

Please note. If you cancel the submission, your request will not be

submitted for pracessing and it will naot be saved. You will need to
complete a brand new Online Application request.

s

o -
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Assign Worker

Once the Online Application Request has been
submitted by the Provider applicant, the Region will
monitor the Prospective Applicant Queue via the My
Dashboard >My Management area of iConnect. They
will assign a licensing specialist if appropriate. Some
regions may need to assign a different worker than the
one who works the queue. If so, they will add a note

and add the assigned worker as the note recipient.

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

N,

Role

Region QA Worksiream Worker

Y
)

2. The user can access the Prospective Applicant Queue via My Dashboard.

a. Goto My Dashboard > Tasks and scroll down to the My

File  Reports

Management Panel. Click on the Prospective Applicant Queue link
to open the Queue:

/ ‘ MY DASHBOARD CONSUMERS PROVIDERS REFPORTS
CONSUMERS PROVIDERS TASKS

Jivision H Notes || Links
APD Eligible - Pre-gnroliment 7 Complete 3 iConnect eLearning Library
APD Eligible - Waiver 4 Draft 1 APD Help Desk
Application Pended 1 Pending 3 New Updates (February 2025)
Application Received

Ticklers || My Management
Application Review 1

Ticklers 8 Current Active Cases

Closed
Pending

Pending Disenroliment

Wy Enroliments
Closed
Crisis Denied
Crisis Request
Enrolled
Open

Pending

Updated April 2026

Enroliments

Pending Assessmenis Queue

Pending Provider Assessments Queue
Fre-Enrollment

DOD OpenClose Open List

Provider Credentials Queue

Pending Plans

Administrative Actions Queue

Prospective Applicant Queue

Frovider Management Queue
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3. Select the Prospective applicant records via the hyperlink via the Applicant’s

lilters
Dhposiin v EqualTo v Pedng v aDv |x
'ravides Hama v (iantains v ANTv ®

Dipusiien v+
Scarct  Roset

My Dushbord Prespective Applicant Queu recordis) retumed - now viewing 1 thraugh 3

Dispositior Online Appication Date Provider Name. Povider Regicn
Pendng 06282023 Teet Provider MORTHEAST

Pending 09182023 T Region Pruvider Ml Nocheasl

1'eneding [P rlive Y leat | 'ronidder Norheast

4. The Applicant’s record will display. To identify the appropriate worker,
navigate to the Providers > Forms tab

Tk bech

wwian  toreced  Pegaaden D Semaany E Lress Proviien  Condland  Genech And Ao Acicae. | Faoiny Maaapanent

Frieiiss  Diwebds DV AT | N | TSl AUTiEEMeE | RES 0 DhefoEhbE LV el CAF SSpaimoe

5. Open the form title = Online Application Request for New Providers

Wieimey  Dorvcen  Provider 0 Swrbeny Corfrechr @wde Lnied Prevders Condfiess Beveor drm

Pemaan | Ok | G3P th;.lumu[l_]:---.imm B | Ml GRS | e

TR bl v s g ming ] Dl b

A - e e [ A L LB
VImims R CT H e 08 B e S0 ey IR Furarg ATOIC T TN

6. Verify if the potential applicant is looking to open an ADT or a Licensed
Residential Facility. NOTE: If applying for an ADT, please view the ADT

New Licensing Manual for further instructions.

Updated April 2026
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Inlene Application Raguast for Mew Providers

A ESHTIEE [) POCalEs & risguined T

Proveder Axiessment

Diberiien ™ L Application, Harmeey Dt
Bliview Sleterk ¥ Paeding

Revirw Dute * TS Apirerid By

Approved Duw

Sruion Ak By RNgicn - FRase Only Chitad ol Region in wich
W Wil ey S Eil 08 2T You Sy i ROl o0 e
Fogional lecHmns Iy wisitng Npepotens egregon’ ¥

Apjieateon tee BPO L eanied | aciby? &

7. Once information has been retrieved, go to File > Close Forms

File eports

History
Print

New Prc

8. Navigate to the Providers > Notes tab

Flle  Repors

Quick Search

[ Frovars b [ rovasrnane

MY DAS IDCARD | CONSUMIRS PROVIDCRS NCIDCNTS CLAIMS 52

A TEST Provider (10002)
Workers | Serascs | HroWdorl) Numbers | UInTAE | LInke FITviasre | AIgsts | Gonamans,

Providers | Divsions
Tilters.

Hule Type ﬂ Zqual Tu j

Moo DA v| +

fcms  Coollmerts | Althorzztions | Notes  Crede~tals | DWW icheowing

ﬂ" mnj x

9. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

Print ‘\

10.1n the new Note record, update the following fields:
a. "Division"=APD
b. “Associated Form ID#’ = Enter Form ID# if applicable
c. "Note Type" = Application Request
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d. “Note Subtype” = Assign Worker

e. "Description" = Assign Worker

f. "Note" = Enter notes

g. "Status" = Complete

h. Click the Lookup button on the "Add Note Recipient" to add
the QA Workstream Worker or other, as applicable, as the
Note Recipient

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

:j:::‘rllfmniih —

Pts Ty ™ lf— AppICAion Request «

Hate Sub-Type i Assign Wiorke:  w [

Descriphion  ff— N

B L U A
Hats -_
-'w: lf—l-:::::“ Logkup - Clear

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

File Tools
Spell Check
Save Notes

Save and Close Notes

Print \
Close Motes
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Access Prospective Applicant Queue

Once the Online Application Request has been
submitted by the prospective applicant or someone
has been assigned to work on the new applicant
record, they will pick up the phone and talk to the
prospective applicant.

NOTE: There will be no visual indicator on My Dashboard

> Prospective Applicant Queue that there has been

an assignment.

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

Role

Region QA Werketream Worker

N
|

2. The user can access the Prospective Applicant Queue via My Dashboard.
a. Goto My Dashboard > Tasks and scroll down to the My
Management Panel. Click on the Prospective Applicant Queue link

File  Reports

CONSUMERS

to open the Queue:

/ | MY DASHBOARD CONSUMERS

PROVIDERS

PROVIDERS

REPORTS

TASKS

Jivision
APD Eligible - Pre-enroliment
APD Eligible - Waiver
Application Pended
Application Received
Application Review
Closed
Pending

Pending Disenroliment

| | Notes

7 Complete

3

1

3

‘ | Links
iConnect eLearning Library
APD Help Desk

New Updates (February 2025)

4 Draft

1 Pending
Ticklers

1 Ticklers

1

4

My Enroliments
Closed
Crisis Denied
Crisis Request
Enrolled
Open

Pending

Updated April 2026
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‘ | My Management
Current Active Cases
Enroliments
Pending Assessments Queue
Pending Provider Assessments Queue
Pre-Enroliment
DOD OpenClose Open List
Provider Credentials Queue
Pending Plans

Administrative Actions Queue

Prospective Applicant Queue

Provider Management Queue
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3. Use the multi- variable search to narrow down the results in the Queue. Click
Search to view all submitted Online Application requests. Select the
Prospective applicant record via the checkbox at the end of the Applicant’s
record.

Fiters

Proviaer Name j Equal To | APD Test Froviger AND v/ x

Dispostion ™| 4 \
[ Searcn | et |
20nline Provider Application Queue record(s) returned . now viewing 1 through 2

Dispasition Qnline Application Date Provider u,:/ Provider Ragion \
APD Test Provider

Pending 06/12/2018

OF o

Pending 04172017 APD Test Provider Central

If the Prospective Applicant does not have a current or
active APD licensed residential facility and/or MWSA,
please validate the following:

« Valid photo ID (a Note will generate in the facility record)

« Meeting with applicant — Face-to-Face or Zoom/Teams

« Ask if the applicant has begun the process of obtaining a
Medicaid Provider Number

« Explain the application and enroliment steps for licensure
and MWSA

« Inquire if they have completed the Background Screening
process

« Ask about qualifications and experience
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Provider Search and Promote

When the QA Workstream Worker has the
information needed from the Prospective Applicant
record and can proceed with initiating the provision
process, they will "promote" the record from the
Prospective Applicant Queue to a non-active
provider record.

1. Select the prospective applicant’s record in the Prospective Applicant

queue by selecting the checkbox at the end of the record

Flis
Proader Search and Prmate

Pl

Close Hrospectve Applcant Luse AN x

Dispositon % 4
1My Dashboard Prosgective Applicant Quzue records)returned - now viewing 1 through J

Jispostion Orline Applicaton Date Provide Name Provider Ragion
Panting 06232023 Test Provicer NORTIICAST U
Pulirg 13182023 Test R Provids Monlhzusl [— g

Pending 09202023 Test Proviger Mortnzast

2. Select File > Provider Search and Promote to search to see if a

Provider record already exists for that Service Provider

File —

Provider Search and Promote
Reject Provider
Print

Close Online Provider Application Queue

. On the Provider Search screen, click Search. The search will either return
no matching records or a list view grid of matching records. The user will be
able to click on the matching records to see more details and determine if

the existing Provider record matches the New Online Application Request.

. In Addition to searching for the Licensed Facility, the Licensing Specialist
must complete a thorough search for the Parent Provider Record to
determine whether the New Prospective Applicant Record will need to be
linked to an existing record or if Provider Enrollment must be contacted to
add a Placeholder Parent Record.

IMPORTANT: If a parent or facility duplicate record is created, these
CANNOT be deleted. It must be closed through State Office, not
deleted.

Updated April 2026
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File  Tools

Filas
FINEN v FqalT v 1M Whv ox

Regin w  Contans v Nodheasty MOv %
Prowdder b
Semth  Heset

My Uashboard Frovidsr Searck racards) rebumed  sow visming 1 frough 2

Povidell) & Hravides Wama EINSSN Gily Sale

5. If the displayed results don’t match the prospective applicant’s record, then select
File > Promote to Provider

o iConnect

File Tools

Promote to Provider

Print \
Close Provider Search

6. The Select Fund Code pop-up box will appear. Select the Fund Code as
APD and then click OK

Select FundCode to promote Provider x

Cveve

7. Click OK on the pop-up message box and then File > Close Prospective

Applicant Queue

Message from webpage @

! . Provider promoted successfully.

) RS

File

Provider Search and Promote
Print

Close Prospective Applicant Queue
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8. The Service Provider Division will be changed to “Submitted Online,”
which will function like a Status of “Open.”

Cveve [10087)

Workers Services Provider ID Numbers Contracts Beds Linked Providers Aliases Conditions

Frovicers | Diwisions Formms | Enrollments | Autherizations @ Motes | Credentials | EVV Scheduling (

Filters
Division j +

| S=aren g mese |

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

yd

Divislon / Disposition Open Date
APD Submined Online 12137112018

9. The Prospective Applicant will be active and available for selection in any drop-
down list. This needs to be unchecked until after it is Linked to the Provider
Record or the Provider Placeholder Record.

NOTE: Group Home and Foster Home Providers would always have the “Exclude from
Selection”field enabled AFTER they are approved. They do need to be visible for adding as a
Provider for selection when a consumer moves into a Group Home/Foster Home. The
Licensed Facility needs to be selected, and this selection would be included in any
reporting.

The following scenarios may exist for a
prospective applicant:

« If existing Provider with authorizations, but no

licensed facility — would already have IDPASS
- access, but the promoted prospective applicant

record will need to be linked to the Parent
Provider Record.

« If existing Provider without authorizations — Needs
IDPASS in addition to the Applicant Flag signaled.

« If Waiver Provider — already have group
homes and want to open new group home —
Needs the promoted prospective applicant
record linked to Parent Provider

« If abandoned/non-responsive Provider
would need to get new IDPASS access

The Prospective Applicant will need to complete the ID
PASS process and get access to iConnect.

The Region will need to follow the background
screening/Clearing House process which is outside of
iConnect
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No Parent Record Exists — Partner with Provider Enroliment for
the creation of the Placeholder Parent Provider Record

o

At time of promotion from the Prospective
Applicant Queue, the Licensing Specialist will
search for an existing parent provider record
by trying alternate searches, such as the
provider's last name and/or business name,
etc. to ensure there is no existing parent
provider record.

IMPORTANT: If a parent or facility duplicate
record is created, these CANNOT be deleted. It
must be closed through State Office, not deleted.

If no Parent Provider Record is located, the
licensing specialist will need to partner with
Provider Enrollment to have a Placeholder Parent
Provider Record Created.

Once the Placeholder Parent Provider Record
is created, proceed to Link to Existing Parent
Provider Record and Add Applicant License
Record section.

Add a Placeholder Parent Provider Record, keeping the
following information in mind:

a.

Use an iConnect ID as Medicaid ID (instructions will direct you to
contact State Office to input the Medicaid ID)

b. Follow standard “APD Vendor No” format

LN =

Updated April 2026

Add a placeholder iBudget Waiver Certification record

Set “Role” = Region QA Workstream Worker, then click Go.
Navigate to the Providers Chapter, File > Add New Provider Search
Use the Filters to search for Provider Record

If no Parent Provider Record is found, click “Add New”
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C;'Qd fcennedct welwrme, Carvline Shorter Provider Search
5/23/2024 4:30 PM v
File

Filters

Provider Name * Contains hd Placeholder Previder Recor ANDw

b

Provider Number » +

Search Reset  Add New

D record|s) returned

5. Update the Following Fields:
a. Initial Division = APD
b. APD Vendor Number = Follow standard “APD Vendor No”
format (F+EIN or S+SSN)
c. Active = Checked

d. Exclude from Selection = Unchecked
Remember to come back and Check “Exclude from
Selection” after the Placeholder Parent record has been
linked to the Group Home record. Then when the
provider signs a MWSA, the Exclude from Selection box
should be unchecked so that the provider can be
selected when WSCs attempt to add planned services
for this provider.

e. External = Checked
Provider SSN = Add if known (as applicable)

g. Medicaid Provider ID = Leave Blank (This will be filled in by State
Office later in the workflow)

i. Once the record is initially saved, the Provider iConnect
ID will display.
ii. Email the APD Provider Actions inbox for any Medicaid ID
number edits needed. Include the following:
e Subject Line: MEDICAID ID# Edit Needed

e TheiConnect ID for the Corporate (parent)
record, including the Placeholder record if
applicable.

¢ Provider/Business Names

e The correct Medicaid ID or Provider iConnect ID
for the Placeholder record

h. Provider EIN = Add if Known (as applicable)

Updated April 2026 Page 17



OO0 WCennedl

Fite Edit

An astenisk () indicales a requined field

Basic Information
A ra "
Iniigial Disvisbomn

Fravider Hams *
DR, [

AFD

-

Pacenser Provider Reos

spplicalie ¥ Facility Name

APD Yendar Nember

WAL OO
Active ™

Pravider Typa

Provider

Weliome, Cardling Shorts

22004 4134 BH e

Aesidamtial Monitnr Lesakup {desar

1 Licensing $pecialist Loakup Chear

Ares Bahevbar Analyat Lsakiip Clear

e —— Group HomeADT 8 of

et L wiibers
= ~] Provider $4N ATLARIET
]

Exchude lrom Seloctian

Spacmbntinivon

Maddbcald Providars B0
Providar EIN

Licansad Facility w

Proswmpiively
Innlitutiomnal

Leskup  Clear

i. File> Save Provider Record
6. A new window opens with the Division Details screen
a. Update the following fields:
i. Disposition = Open
b. File > Save and Close Division
7. Navigate to the Credentials Tab
8. File > Add Certification
a. Update the following fields:

i. Certification Type = iBudget Waiver Applicant Placeholder

ii. Effective Date = Today’s date
iii. Expiration Date = Leave Blank

iv. Comment = “Placeholder Provider Record created for the

purposes of a new license provider application user

provisioning and access.”

v. Status = Applicant Placeholder

vi. QA Workstream Worker = Provider Enroliment Specialist

o0 iConnect
File
An asterisk (*) indicates a required field

Certification Details

Credential Type * Certification

Certification Type [iBudget Waiver Applicant Placeholder v |

Effective Date 052352024 |4

Expiration Date MDDV YY |8

Placsholder Provider Record created for the purposes of a new license provider

e application user provisioning
P
Status Applicant Placeholder v

QA Workstream Worker Shorter, Caroline Lookup Clear Details

b. File > Save and Close Certification Details

Updated April 2026
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5/23/2024 4:48 PM

Page 18



Link to Existing or Placeholder Parent Provider Record and Add
Applicant License Record

Once the online application request has been
vetted and promoted from the Prospective
Applicant Queue, the Licensing Specialist will
search for an existing parent provider record
by trying alternate searches, such as the
provider's last name and/or business name,
etc. to see if there is existing parent provider
record.

IMPORTANT: If a parent or facility duplicate
record is created, these CANNOT be deleted. It
must be closed through State Office, not
deleted.

Once the Parent Provider Record is located, the
Licensing Specialist will link the new applicant
record to the existing parent provider record and
then add a Placeholder Applicant License
Credential to grant the Service Provider access
to this new Prospective Applicant Provider
Record. This Placeholder Applicant License
Credential is only a temporary credential added
solely for the purpose of allowing the applicant
access to the promoted record and is not an
actual license credential.

If no Parent Provider Record is located, the
Licensing Specialist has partnered with Provider
Enrollment to create the Placeholder Provider
Record and now can link the new applicant record
to the Placeholder Provider Record and add an
Applicant License Credential to grant the Service
Provider Access to this new Prospective Applicant
Provider Record.

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

b

Role \

Region CL& Workstream YWorker ~ @
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2. Navigate to the Providers chapter and enter the PARENT Provider's name in the
Quick Search filter and click Go.

Clr:\_, iConnect 25
File
Quick $earch
ATast Provider x| | Prewzers | | Froveersiare ~ &
MY DASHBCARD CONSUVZRS | FPROVIDER S INCIDENTS CLAIE SCHEDUL=R

Fitzrs /

3. Navigate to the Providers > Linked Providers tab

MY DASIIDOARD | CONSUMIRS FROVIDERS RCPORT3

Test Provider (21347) \

Worers | Sevkes | ProviderIDNumbers  Lonizcls | Beds | Linked Prowidels  Londicns  ServceArea | AGTINACIORS | Faciity Management

Provders | Dhvigons | EVWACvItes | “orms  Emolimers | Auinorizaions | Neles  Credentials | EVY Scheduing  CA®  Appolniments

4. Select File > Link to a Vendor

File Tools
Add New Provider Search

Print /

Link to a Vendor

5. Update the following fields:
a. Relationship = Subsidiary

b. Linked Provider = Click ellipsis and search for Child Provider
record (Previously Promoted Applicant Record)

Start Date = Enter Today’s Date
File > Save and Close the Linked Provider Record

Relationship *
Linked Provider * Clear Tetails

Start Date *

Cnd Date

Cemo GH Applicant (21421)
Workers | Sewvices = Provider ID Numbers | Conbacts | Beds | Linked Providers | Condiions | SeviceArea | Admin Actions

Pronders | Umsions WV Acivites | EVV Scheduling | Forms | Emiollments | Authorizatons | Moes | Gredenbals | CAP | Appomimenis | Prowader Adj
Fliers

LnkedAs v +
Scarch  Resct

1 Providers Linked Providers record|s) returned - now viewing 1 thrcugh 1

Linked As Previder Street City State Zip Code Status Diselail

Ihe details cf ihe iacility are per P

Subsidiary Demo Provider B01NW E5TH TER HOLLYWOOD L 33024 Adtive the Consumer to validaie

Fist | Previous Recudsperpate| 15 | Next  Last
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6. The Provider’s record will display. Navigate to the Providers chapter and enter the
CHILD Provider’s name in the Quick Search filter and click Go.

7. Navigate to the Providers > Credentials tab

MY DASHBCARD CONSUMERS PROVIDERS INCIDENTS CLAIMS

-

Workers | Services | Pravider ID Numoers | Contracts | Beds | LirkedProviders | Alizses

A TEST Provider (10002)

Providers | Divisions | Fomns = Erroliments | Authorizations | Notzs | Credentials  EVV

8. Select File > Add License
File Word Merge

Add New Provider Search
Add License/
Add Certification

Add Insurance

Print

9. Update the following fields:
a. "License Type" = select as appropriate

e Foster Home

e Group Home

b. License Number = Enter information — Please note that each region
has their own system for assigning license numbers, and the
numbers included in the naming convention will be the Provider
iConnect ID for the Promoted Application Record.

Example: SCR-APPL-12345 where 12345 is the iConnect ID for the
Promoted Application Record.

Southern: SR-APPL-12345
Southeast: SER-APPL-98765
Central: CR-APPL-45645
Northeast: NER-APPL-91919
Suncoast: SCR-APPL-73257
Northwest: NWR-APPL-88665

c. "Original Date of Issuance" = Enter Date
d. "Effective Date" = Enter Date
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i. "Expiration Date" = Enter Date Expiration of 4 months (120
days) Enter Date Regional Staff may have to update the
Expiration date if licensing goes beyond the originally
entered expiration date.

e. Comment = “Placeholder License Record created for the
purposes of a new license provider application user
provisioning and access.”

f. "Status" = Applicant
g. "Reason" = Initial

h. "QA Workstream Worker" = Click Lookup on the field to add the
Licensing Specialist.

i. Enterthe last name and click Search, and then select the name

0 iConnect 18919‘Gr?up Home Record License Details
: 5/23/2024 5:18 PM

File

An asterisk (*) indicates a required field

License Details

Credential Type & License

License Type ¥ | Group Home v
License Number * SCR-APPL-73257

Original Date of Issuance & 05/23/2024 3

Date of Renewal/Subsequent License MM/IDDAYYYY 3

Effective Date * 05/23/2024 &=

Expiration Date * 07/31/2024 =

Less than One Year (]

License Record created for the purposes of a new license provider application user

Comment provisioning

Status [Applicant vl
Reason Initial v
QA Workstream Worker Shorter, Caroline Lookup  Clear Details

The License Record will be updated when the license is approved, denied,
abandoned or non-responsive.

10.When finished, click File > Save and Close License Details

11.Go back to the Group Home Record (Child Record) and make sure to check
“‘Exclude from Selection”. Once the licensing process has been completed, then
it will be unchecked.

Updated April 2026 Page 22



12.*Only needed if using a Parent Record that does not have an active
MWSA.- Once the Group Home record has been linked to the Parent record,
navigate to the Parent record and go to Edit > Select Edit Provider. Check
the Exclude from Selection. Then go to File > Save and Close Provider

R T

AP Wendar Nembaer Fil3456TE901
WL 00
Active ™ ]

Provider Type w
E xclude fiom Salac bm@
Specialiat/Liaivan Lo Chan
Test Provider (21354)
Workers | ¢
Providers

Basic Information

Provider Name Test Provider
DBA (if applicablz)/Facility Name

Licensed Home licensed for capacity

Active Yes

WSC Q0

External Yes

Exclude from Selection  ff—  Yes

Snecialist!l iaison

User Provisioning and iConnect Access

Updated April 2026

Since some applicants may not have authorizations,
the ID PASS email will not be sent. Some applicants
may not have access to iConnect due to not having an
MWSA. Applicants need access to iConnect to fill out
the residential application.

User Provisioning is required for these providers.
Please proceed to Flag Applicant Providers. The
Provider Enroliment team will ID PASS the potential
applicants once identified by the Licensing Specialist.
The Licensing Specialist will need to track these
applicants to determine if access to iConnect is still
needed.
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As Needed: Reject Prospective Applicant Provider

The users will be able to search on Provider Name,
EIN/SSN, and Region. If a matching Provider record is
found and the user decides to create a new record, they
should be presented with a dialog box stating:

“Warning. A Provider record with a matching name and/or
EIN/Tax ID Number already exists. Are you sure you want
to continue?” If they click the “Yes” button, create the new
Provider record. If they click the “No” button, the creation
of the Provider record shall be canceled.

od wConnect

File Tools

Filters
Provider Name ~ Contains - Test Provider AND s *®
EIN/SSN * Conrtains - AND ~ ¥
Region - Contains w v AND w x
Provider Name +

Search Reset

1. If the prospective applicant needs to be rejected due to an existing
record, the Licensing Specialist will select the record via the checkbox at
the end of the record and then click File > Reject Provider

~~~~~~~

[

2. The Licensing Specialist will be presented with a pop-up message box for
a termination reason selection. Select one of the Online App reasons as
appropriate and then click OK

3. The following pop-up message box will display. Click OK
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Itsshh1.mediware.com says

Provider(s) rejected successfully.

re .

Other Reason for Termination | Abandenzd
Application Denied
/ Application Submitted
Expansion Denied
Expansion Regquest Submitted

Further Documentation Required
In Legal

Termination Reason

0K CANCEL

Licensing Application Approved

MWSEA Non-Renewal I
3 My Dashboard Prospective Applic yon-renewal g1t
Online App - Applicant refused meeting
Online Agp - Currently in iConnect
- » Online App - Duplicate Submission

Disposition | gpjinz App - Incorrect Agency

Pending Online App - No proposed facility location

al

Online App - No response to meeting request  ——
Pending Online App - No valid pheto ID

Revocation
Termination Approved | -

Pending

4. The record will be changed to have a disposition of “Rejected”.

o] iCennect

Fiie
Filers \

Uisgesitor.~ ~ Lyual lo ~ Hsded v MU~ x

icafized Prospective Applicant Queus
CSETM W

Fromid Nane > Garlain ~ MU~ K

lisgesiion v+

Soudi ezl
] yeciva Applicant Uusue oo viewing 1 Unough 2
Dispostion Onilive Appication Date Provider Neme Provider Regicn 0
Bl 0824 HORTHRAST
Hejscled S Fruspclive ppicar

5. Iffinished with the record, Select File > Close Prospective Applicant Queue
File
Provider Search and Fromote
Reject Provider

Print

Close Prospective Applicant Queue
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New Licensed Facility Application

Introduction

The Prospective Applicant will complete the application process by logging in to
iConnect and updating their Provider record. Additional documentation will need to
be provided for review of the application request.

Complete Facility Application Form

Application Form in iConnect and submit a Note in iConnect to
notify the Licensing Specialist of the completion. Follow the

. The Prospective Applicant will need to complete a new Facility
O instructions in the Application Submitted Note section.

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

Role \
Service Provider |v| E

2. Navigate to the Prospective Applicant’s Facility home record, then click the
Providers > Forms tab

Qo) Conneai

Wward Merge

3. Click File > Add Forms
File Word Merge
Add New Provider Search
Add Forms

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

File

Please Select Type: [ Facility Application Form (APD 2025-09) v

An asterisk (%) indicates a required field
Provider Assesspment
Division * “" Worker * Baer, Sylvia Lookup  Clear Details

Review Date * 09022005 |

Approved By
Approved Date

License Application

This application for n inifial license or license renewal must be completed by the applicant / licensee or the designated representative of a business entity. *Please note, “Change in Ownership® refers fo a facility or program that was acquired through a change of
ownership/acquisition from an existing APD licensed provider. If you are pursuing a change in ownership of an existing licensed APD provider, please complete the form below as “initial” and indicate “Change in Ownership”. Please ensure that all applicable parts of this form
are completed legibly and in their entirety. Allinformation completed in this form must comply with Section 393.067, Florida Statutes (F.S) and Chapter 65G-2 Florida Administrative Code (FA.C.). Applications shall be completed under oath and must contain factual and
accurate information. If you have questions regarding this form or the application process, please contact your APD regional office for assistance.

5. Update the following Header fields:
a. "Division"= APD
b. "Review" = Initial
c. “Review Date” = Defaults to today’s date
d.
e.

Complete all fields on the Facility Application Form
"Status" = Pending

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

File
Spell Check 7
Save Forms =
Save and Add Another Forms ”
Save and Close Forms =
Copy From Previous ;

Print

Close Forms

Updated April 2026 Page 27



Complete Licensed Capacity Form

The Prospective Applicant will complete the Licensed
Capacity form, and the QA Workstream Worker will
validate the information during the site visit.

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

Role \
Service Provider [v] @

2. Navigate to the Providers chapter and enter the Provider's name in the

Quick Search filter and click Go.

o dennect
File
Quick Szarch
A Test Provider X | Frovees v | Pk e
\4“:-\5-30-‘5‘[-‘ GOMSUMESS PROVIDERS } INCIDENTE | CLAIMS
" Fllrs /
1 1

3. Navigate to the Providers > Forms tab

O Wonnect

Fila  Word Margs

A TCST Pravidar (10003)

4. Click File > Add Forms

File Word Merge

Add New Provider Search
Add Forms

T
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Updated April 2026

5. Select “Please Select Type:” as “Use for after 2014 - Calculation of License
Capacity” Form from the drop-down list

Clpd iCenmect ATest Provider  Forms

714/2022 626 PM
Flis

Please Select Type: \ Jat for after 2014 Calculafisn of License Capacity V|

Pravider Assessment

Civision * .‘_ AFC v Worker Reed. Monlza | - | Ceer ] Detalis
Reviey " ifm— Status* et~
Heviow ale” v |2 Approved gy

Approved Date

Use for after 2014 - CALCULATION OF LICENSED CAPACITY

For New License Applications as of July 1, 2014

6. Update the following Header fields:
a. "Division"= APD
b. "Review" = Initial
c. Complete all fields on the Licensed Capacity Application Form
d. "Status" = Pending

Message from webpage @

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

continue? /

| 0K l | Cancel |

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

Spell Check

(|

Save Forms

Sawve and Add Another Forms

(Y

Save and Close Forms

Copy From Previous

fod

Print

Close Forms
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Add Other Qualifying Documentation

o The Prospective Applicant will add a note if
) there are any other qualifying documents

that are required.

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

Role \
Service Provider 2 @

2. Navigate to the Providers > Notes tab

Flle  Repors

QUICK Search

| Prnieers ]| [ Protm e

MY DASIBDARD | CCNSUMCRS | PROVIDLRS INCIDCNTS ‘ cLAMs s
A TEST Pravides (10002)

Workzrs | Scecec | Prowdor UMumoors | Coniasts | =o  Linkes Mowdert | Algsss | Uondmions

Troiders | Divisizns | Tome | Criolments | Autorizators | Notss | Credenidls | [V Schesuing
Tilters.
hiule Typs j Zqudl Tu j v QNDj x
note Cass v| T

Bkl Ml

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" = Initial Application
c. "Note Subtype" = Select a category below

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

Attestation of Good Moral Character
Employment History Check

Local Criminal Record
Clearinghouse Screening

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

1. Articles of Incorporation

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

3. Promo Materials
4. Current Board Members Names/Phone Numbers
5. Names of all controlling Entities
iii. Facility (which could be one or more of the following)
1. Facility Floor Plan
Fire Inspection
Signed Lease, if property is not owned by licensee
Vehicle Registration/Insurance
Zoning Variance
6. Current Facility Staff Schedule

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

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

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

Resume (Licensee/Facility Operator)

6. Summary of Employees (Education and Experience)

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

1. 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)

6. Professional Liability Insurance (for Medwaiver Service
Providers)

d. "Description" = Same as subtype
e. "Note" = Enter notes to include list of documents

o wbd

ok~ owbd =

ok owbpd

f. "Status" = Pending (Licensing Specialist will update the Note to
Complete later in the process)

g. Click "Add Attachment" and search for the copy of
the document on the user's computer. Click Upload
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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 as the Note Recipient

i. Enterlast 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 *

Nots Type ¥ im——
Note Sub-Type -
DOICTIEIOT e —

Note

Status * R
Date Completed

Atiachments
Add Anachment
Document

Thene are ne aftachments to display

Note Recipients

AO0 Note ReCpeent

APD v |

Reed Monica v

Initial Apgiicatan v "

Background Screening v

Backgiound Screening

B I U tipm A

Include st of documents

Pending
(8203

AN

Lockup  Ciear

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

File  Tools
Spell Check
Save Notes

Save and Close Motes

Print
Close Motes
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Application Submitted Note

The Prospective Applicant will add a note indicating
the submittal of the Facility Application Form,
Licensed Capacity form and all supporting
documentation via a Note in iConnect.

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

Role \
Service Provider |v| @

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

- Welt
o itennect o
File
Quick Search
A Test Provider X Fiover N | Amuigerbizms [v] @
M DASHBOARD ‘ CONSUVERS ‘ PROVICERS INC DENTS CLAlME | SCHEDULER |

Filters
1 1

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

File  Reperts
Quick searcn

| Frovders [v] | prowder Name

MY LASHECARD | CONSUMERS PRUVIDERS ‘ RCIDENTS ‘ CLAMS SUH:

ATEST Provider (10002}
Wokers | Series | Froviter 12 Nevbus | Conlauls | B Linket Providars | Alisses | Cunmlilians

Provinars | Dvsios  Foms  Folmert | AMorTaions | NOEES | Crenetnas | FYY Scnening
Filters:

Note Type j ZqualTn j j“ /\NDﬂ "

NoeCxe v+

4. Click File > Add Notes

File Reports
Add New Provider Search
Add Notes

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

"Note Type" = Initial Application

"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 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

@ 0o aoo00C

Notes Details

Division *

Note By * | Baer, Sylvia v

Note Date * 1i3z0za &

Note Type * ‘ Initial Application v

Note Sub-Type ‘—'———' | Application Submitted ~r
N A ion Submitted

Description 4* P

[ B 7 T 1epx - A~
Note
status ¥ — Pending

Date Completed

Attachments
«—

Attachments Grid

Document Description Category

Notarized Form.pdi

Note Recipients

Add Note Recipient Lookup Clear

Note Recipients Grid
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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

Access Ticklers

The QA Workstream Worker will log in to the
application and navigate to the My Dashboard >
Provider > Ticklers in +order to reassign and review
any new ticklers.

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

™,
Role \
Region CA Worksiream Worker ﬂ @

2. Navigate to My Dashboard > Provider > Ticklers and click on the
hyperlink for the Ticklers

. MY DASHBOARD CONSUMERS FPROVIDERS

— PROVIDERS

Notes
Complete

Pending

Ticklers

Ticklers _.'"

3. Change the Sort Order on the Date Created column by clicking the

column name once so that the most recent ticklers are displayed first.

Updated April 2026
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Filters

Status v Cqual To v New v AND v x
Shiis v +

Apply Alert Days Befarz Due
Szach  Rusol

75 My Dashboard Ticklers racord(s) rsturned - now viswing 1 through 15
Tickler Name Provider Name —e- Date Created - Date Due Date Completed Status
Reassijn to Supervisor o initiate FSFN search on licensee Test Provider 10132023 101872023 Hew

Notify Licensing Provider Appicant of any Crrors or Cmissions Test Provider 0972712023 102772023 New

4. When the Initial Application/Application Submitted note was saved, a
Workflow Wizard was triggered to remind the QA Workstream Worker to
notify the Prospective Applicant of any errors or omissions within 30
calendar days

Workflow Wizay

Notify |icensing Provider
i it of any Errors or | »

a. Tickler —“Notify Licensing Provider Applicant of any
errors or omissions”
b. Assigned to Monitor 3 (Licensing Specialist)

. Due on the 30t calendar day from the “Initial
Application/Application Submitted” completed note

5. Additionally, a second tickler was triggered that needs to be reassigned
to a QA Workstream Lead.

Workflow Wizard
Reassign 1o Supervisaor to

initiate FSEM search on »
licensee

a. Tickler—“Reassign to Supervisor to Initiate FSFN search on licensee”

b. Assigned to the Licensing Specialist (Monitor 3) who will reassign the
tickler to the QA Workstream Lead.

c. Due immediately.
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6. Click the tickler flyout menu on the “Reassign to Supervisor to Initiate FSFN
search on the licensee” tickler and select Reassign.

o0 ioennedct
Fil

Fiters
e v BT v N v MDv

Satis v [+

i Agply Alert Days Before ue

Proider Name Dnte Crested Date Due Die Completed Stats

oamnz 10272023

7. Search for and select the Supervisor. Once the supervisor's name has been
selected, the tickler has been reassigned and will disappear from the QA
Workstream Workers tickler list view. The QA Workstream Lead will retrieve
the tickler from their My Dashboard > Provider > Ticklers when they log in
to the application.

73 My Dasnboard Tickiers record(s) relumed - Now viewing 1 mrougn 15

Tickler Name Provider Name Date Createc - Date Due I
Reassign to Supeniscr to initia’e FSFN search on licersze Tes! Providar 10182023 10/18/2023
Natify Licenzing Frovider Applicant of eny Erors of Omiss ons Tesi Provider 1072772022
Natify Licenzing Frovider Applicant of eny Erors of Omiss ons Tes1 Provider 1072772022
Review Licensing Renewsl spplication for error o- omiasions Test Providzr 10/26/2022
Correztive Adion Panis due in & days Test Providzt 082312022 10/08/2023
BRI ReCCrd for COTECIVE ACHion 7 an - Moty Test Provids! 030 0082003
jenitoring - i b
_ewé:glrrem‘te Acton Plan s Due - Licens ny
T O TR ST T Seerch by: [Last Name v | Search Text:  buck | Sezrch Cancel
Cue Dates
CAP Revision Due - Licensing Renevrel L
Eevie.v FI'-‘mvi:Iel Record for CoTeciive Action| [Rcic Sl
enewal .
Com=ctive Adtion Panis due in & days MEMBERID. MWorker . — fite Lserioa
= 2436 Buck, Jennifer Yes
Cm?‘““‘f“” B 1230 Buck, Sarah Support Coordnatcr Yes
Review Provider Record for CoTactive Action i o :
el 5042 Buzk, Timoty ves
FReview Licensing Renewal application for e 15347 Buckley, Silvia Vs
Review Licensing Renewal application for erm BEd BUCKRNER, LAVANYA Yes
21803 Euckner, Shambray Yez
24155 BUCKNOR, SEAN Yee

Abuse Record Search

Once the application is submitted, the Licensing Specialist will
review the Licensing Application and all notes and attachments.
Within 30 days or sooner, 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 application in
the next section.

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.
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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.

- Wels
0ocd onnect .
File
Quick Szarch
A Test Provider X | Frveens | P e ﬂ E

MYCASHB0ARD | CCNSUMERS | PROVIDERS INCIDENTE CLAIG SCHEOULER

Filtars /
| 1

3. Navigate to the Providers > Notes tab

File  Rezperts

Quick Search

| Fiovdzrs [v| | prowdzrvame

MY DASHECARD LONSLMERS PRUVIDERS RCIDENTS LIS 8CH:
ATEST Provider (10002)

Wuoikers | Sevices | Frovider 1D hurbers | Conbacls | B Linkes Providar | Aligses | Curdilions

Providare | Dvsians  Foms  Fomimerts | Achorzafong | NOTR& | Cremetfas | PV Senatiing
Filtors

Note Type j Zqual Tz j j AND ﬂ %

MNota Cas j +

4. Go to 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.

@ *0 aoo00T

"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
Description ‘_ Abuse Record Search

|B 7 U 10t - A

Details of the Search and itg completion

Note

suus < A
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 TM5/12024 Unread Remove

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

If the application is complete, the Licensing
Specialist will update the Facility Application and
Licensed Capacity forms to complete, then update
the existing pending notes, including the Other
Qualifying Documentation Notes.

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

b
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.

3. Navigate to the Providers > Forms tab

Opd WConnect

File  Vord Merge

Cuiek Seandd

A TEST Provider (10002)
Workere  Servizes  rovider I Mambers | Confracts | Oeds | Linked !

Slovmers | Unsons | Romms | Sooleents | cuonsies | Soes

Fitters
Stws |=| [CawaTo <] [own | [l (=

o [2] [

21 Torms recorais) retumed now viewIng 1mrough 13

4. Enter the search criteria as Form Name = Use for after 2014 — Calculation
of License Capacity, then click Search and select the form via the
hyperlink on the record

MY DASHBOARD | CONSUMERS PROVIDERS REPORTS

Test Provider (21347) ’xm/ /
Viorkers | Genices | ProwiderID Numbers G f1 | Oeds  Linked Prowiders  Conditions | ServiceArea  AdminActons | Taciity Management

PR | KIS | FYVACNMes | Foms | Fnmimens | adhozalions | Nles  Cregenfiak | FaVSMeming | TAP Appoinimenis
Filters

Fom Name v Equal To v Use for afer 2014-Calculsion o° Licerse Capacity v AND w x
nvsion - w +
Seach  Resel

-2Providers Forms record(s) returned - now vigwing 1 through 2

Division Form ID / Form Name Review ReviewDate v

AP 03 I or Afer 2072-Calcutation of | beense Capaclly Iniial 01975073

5. Update the Status to “Complete” on the Form Header and click “OK” on the
pop-up message box
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Use for fter 2014-Calculation of License Capacity

Provider Assessment

Dimsien * (A~ worker (e it
Ravivn * [l v siatus *

Review Date * w523 | Approved By Delai

Approved Date WPER03

Use for after 2014 - CALCULATION OF LICENSED CAPACITY

For New License Applications as of July 1, 2014 \

Message from webpage x

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

\ fancel

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

File Reports
Histary
Duplicate Forms

Save Forms

Save and Add Another FCV

Save and Close Forms

7. Enterthe search criteria as Form Name = Facility Application Form (APD 2025-09)
then click Search and select the form via the hyperlink on the record

Workers | Services | Provider ID Numbers | Coniracts | Beds | Linked Providers = Conditions | Service Area | Admin Actions

Providers | Divisions =~ EVV Activities =~ Ferms = Enrolments =~ Authorizations | Motes | Credentials = EVV Scheduling | CAP  Appointments | F

Filters
Form Name v Equal To A4 I Facility Application Form {APD 2025-09) VI AND v x
Division v +

Search Reset

3 Providers Forms record(s) returned - now viewing 1 through 3

Division Form ID Form Name Review Review Date +

AFD 28076 Facility Application Form (APD 2025-09) k—- Initial 09/02/2025

8. Update the Status to “Complete” on the Form Header and click “OK” on the
pop-up message box
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- Last Updated by sylvia.baer.test.srvc.prov

at 8/2/2025 9:45:46 AM
File  Reports  Word Merge

Facility Application Form (APD 2025-09)

An asterisk (*) indicates a required field
Provider Assessment

Division * Worker * Provider, Sylvia Lookup  Clear Detail
Review * status * ‘—

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

Approved Date 09/02/2025

Message from webpage x

By thanging the status of this record, all required fields must
be completed before the record can be saved. Do youwant to

\

oK Cancel

9. When finished, select File > Save and Close Forms

File Reports
History
Duplicate Forms
Save Forms

Save and Add Another Fty

Save and Close Forms

10.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 H
lotes 0 Unread Alert Notes 0 Complete / 3
Pending 1"

11.Select the Note Type = Initial Application and Description = Application
Submitted and select the pending record via the hyperlink.

Filters.
Sas v FgedTo v (Peming v AN (x

N Ty v

ssarcn  Keset

22 My Cnshboard Notes records) returme - ncw viewing 1 hrough 13

Provider T Note Bate » Descripfion
Test Provicer Iriial Appiicfien

Auther Status
[t Apgpiiction Subritted Reed Morics Feading
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12.1n the existing Note record, update the following fields:

a.

"Division" = APD

b. "Note Type" = Leave as Initial Application

@ >0 oo

"Note Subtype" = Update to Application Form Review Complete
"Description" = Update to Application Form Review Complete
"Note" = Enter notes

"Status" = Update to Complete

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

Notes Details
Division * APD v

Hote By * Reed, kianiza v

Mote Date *

Associzted Form I0#

hoee Tye * — Inftial Appleaton v [

Mote Sub-Type " Applieabon Form Review Cemplete v/
Desorigtion Application Form Review Compiet:

B.I U 16px - A=

hote <

Statss ¥ p— Complete »

[Cute Compieted 0AR52023

Atiachments
Add Adbachiment
Documint Dascription

Thers ame no MLachmens to display

g

Lockup  Clear

Nole Recipients

Al ol Regpenl

13.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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14.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 = Initial Application and Note Subtypes =
Background Screening, Business Information, Facility, Personnel
Information and Policies and Procedures.

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

Providers ~ Divisions | EVV Activities | Forms | Enrollments | Authorizations | Notes = Credentials | EVV S
Filters

Note Date v +

Search Reset

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

HNote Date - Note Type HNote Sub-Type Description
03/03/2025 Initial Application Background Screening Background Screening (

b. Update the Status to Complete.

Notes Details

Division *

Note By * Baer, Sylvia

Note Date 03032025 |

Associated Form ID#

Note Type *

Note Sub-Type [Background Screening ~r
Description Background Screening

On 3/3/2635 at 4:50 PM, Sylvia Baer wrote:
Attestation of Good Moral Character
Employment History Check

Local Criminal Record

Clearinghouse Screening

Note New Text

B Z U i5px - A~

Append Text to Note

Staus *
Date Completed 037032025

c. File > Save and Close Notes

ocd igefinect

File Tools

History ; Details
Spell Check on*
Save Notes 3y *
Save and Close Notes Jate *
Print .

ave and C
Close Notes

Type *

Note Sub-Type

15.Upon saving the note, a Workflow Wizard triggered the reminder tickler that
is due in 90 calendar days
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Workflow Wizard

Notify Provider Applicant
of Approval or Denial

a. Tickler - “Notify Provider Applicant of Approval or Denial”
b. Assigned to Self (Licensing Specialist)

c. Due on the 90th calendar day from the “Initial Application/Application
Form Review Complete” completed note

Schedule Site Visit

The Licensing Specialist will call the Prospective
Applicant to schedule a site visit and then enter the
appointment information in iConnect

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

Role \

Region QA Weorksiream Worker il @

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

Viek

B2l

oo itennect

File
Quick Search

A Test Provider X Poikz V| et v w

\IYDASHBOARD | CONSUMERS  PROVIDERS NCIDENTS NS SCHEDULER

Filters /
1 1 1
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3. The Provider’s record will display. Navigate to the Providers > Appointments tab.

PROVIDERS INCIDENTS CLAIMS
ATEST Provider (10002)
Workers | Services | ProviderID Numbers | Contracts | Beds | Linked Providers | Aliases | Condbons | Svice frea | Admin Actons
Providers Civisiors Forms Enroliments | Authorizakons Notes | Credentials ENV Scheduling CAP Appointments
View Style Filte
t View Mor e Status | qual To v| Pendngv| aNDv|  x
Ky Cai
ype e

4. Click File > Add Appointment
od Connect

File
Add New Provider Search
Add Appointment

Spell Check \

Print

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

"Appt Details" = Enter details

j. "Status" = Scheduled

S®m ™0 a0 T
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Appointments

Division <
Appointment Date * =" 09252023 |
Start Time =" 11|00 v|AM v
Appointment End Date "= ooz |
End Time == AM v
Tipe ¥
Subject ffmm——

Status * = Scheduled v

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.
File

Appointment ‘

Participants List

Notes /

New Participant

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

| Participants

Notes | Aoplcation, Harmory |

Buck, Jemifer
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9. Select the appropriate Licensing Specialist and Service Provider
Worker names by holding the control key down and clicking on the
names, and then click < Add

J Non-Participants

| Filter | Current Active Provider Workers |

Buck, Jennifer

Provider, Service

Reed, Monica

ReferralMgr, Osa

Ritchie, Lesli
Tierney, Jacqueline
Vogeler, Mandi
Worker1, Elizabeth

Remove >

Remove All >>

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

Save and Close New Participant

Print \
Close New Participant

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.

N
Role \
Region QA Workstream Worker ﬁ
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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.

- ek
G iCenniect -

File
Quick Search

ATest Provde K| o [v] | Fovesrtars v 60

WY DASHECARD  CONSUMERS ‘ PROVIDERS INCIDENTS | CLve SCREDULER |

- fiters /
: ‘

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

MY DASHBOARD | COMSUMERS PROVIDERS INCIDENTS CLAIME SCHEDULER UTILTIES RE

A TESTProvider (10002)

Workers | Services | Provider D Numbers | Contracts | Beds | Linked “roviders | Aliases | Conditions ice Area | Admin Actions

Provders | Civisior wiments | Mdhorications | Neles | Credentiols | EVW Scheduling | GAP | Appolutment:

Filters

Stas | EqualTo v Pedingw| ANDV| |x

Type v +

4 Appeirtments recordy(s) rewumed - now viewing 1 through 4

Type StartDate. End Date
Site Vsit 06212018 067212018

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

A lest Provider {10870

Worke's  Semvices | ProviderD) Numbers  Condrscts  Beds  Linksd Prowiders | CondBons  Senvce Ares | Admin Adions

Providers | Divisions | EVVAchvifies | Fomms  Envolments | Authorzaions | Mokes | Crederfisls  EVWicheduing  CAP | Appcintments

_ Viow suie ) Finess
® o O Wortiy ¥ . "
- dppalnment Cate v | +
Daly Vi
ESEa
4 Appaintments record(s) returned - now viewing 1 throunh 4- \
[+] o
Appostment 11ste start 1 me 1 nal ima ype - sunject smatis
0601202 300-00 Pl £Q00FU Site Visit Appairimant Schedhied for moath ste vt
5 |ovaomon 500,00 P 6.00.00 Fl Sils Visil. Mol
s |onoanom 1020004 1050.00 PM1 o st
B | 0706018 31500 W THEIFU Sl vist S VI LIOwUre Fengwa

5. Update the following field on the Appointment Details page
a. "Status" = Update to Rescheduled
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o0d onnect
Fie

Appeiciment Appcintments
e .., Diisbn
Appusilanen. Dals *
Sart Time:
New Parficipant APDONIMEN: LR Lte
ENg Time:
Type

Subject
ADDLSUMMENY (nar-1IIPAA Lata)

AppLDatalls(HIPAA Data]

Satus* Asschedulel v

6. When finished select File > Save Appointment

File
Spell Check

Save Appointment

Print \
Close Appointment

Appointmant

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

Cancel

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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O iConnect

File
| Appoiniment ‘ Appointments
Participants List Division
- Appointment Date * 03/242023 |77 07192023
Start Time
New Paticpent Appointment End Date 087242023 8 071012023
End Time
Type *
Subject az:?}\l'gsrlte;%rhggalnecgufrg}lcgmgtqmlppomtmem fime

Appt. Summary (non-HIPAA Data) 4

Appt. Details(HIPAA Data)

Status * Scheduled ~

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.

PR, CAppointment
O onnedct rg
File
Appainiment Appeointments
Parficipants List pvsion
ADDOIMMENt Uate
Notes
San Tine
New Particlyant Appointment End Dets
Fid Time
Ipe™
Sublect
AppL Sunmmary {non HIPAL Diata]
Agpt. Details(1IIPAA Nata) win
Status * Pengirg v

The Licensing Specialist 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.

The list of applicable checklists are as follows:

Foster Care Facility Checklist

Foster Care Facility Client Checklist
Foster Care Facility Personnel Record
Review Group Home Client Checklist
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Group Home Facility Checklist
Group Home Personnel Record
Review Res. Hab. Center Checklist
Res. Hab. Client Checklist

Res. Hab. Personnel Record Review

Complete Appointment

The QA Workstream Worker will update the
appointment in iConnect after the site visit is
completed.

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

Y
Role \
Region QA Weorkstream Worker ﬂ @

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

- (]
Co Wenneqt s
File
Quick Search
ATes Provider K| Pods [v]  Eveerners v m
WYDASHECARD  COMELVERS FPROVIDERS INZTZNTS CLAME SCRZDULR

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

MY DASHBOMD | CONSUMERS | PROVIDERS, REPORTS
TastProvider (2347)
Wiirkare | Sanicas | Prowidacl Wsmbar: | Coniract | Rack | inkad Providee | Condifens | Sandcadias | Admin Arsildly Facilty Managaesard
Prwviders | Divsions = EVWAdlivites | Forms  Enrdiments  Auherizaions  Nofes  Credentids =~ EV\V Scheduling = CAP | Appoimiments
View Styk Filte
LHVS Appoirmen:
Vieekly
Searcr
70 A g 1through 7-
Appuintnvei Dote » Start T o Tinwr Ty Sabjeet Swatus
® o§142023 20000 PM 30000 PM Site Vsit Description of Sile Visit Scheduled
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4. Selectthe appointment record that needs to be updated via the hyperlink in
the list view

& Taar Pravider (18331)
Workee | Sevices | ProddoriD Numberm | Commcts | Bods  Unked Prowders | CondBions | Senvee/rea | Admin Adions
Puovidws | Divisions | EVVAchiies | Foms  Emollvens | Aulboision: | Nobs | Craderlisk | EVY Scwiuing | CAP | Apcintmmnts
View Sole < Filers
¥ 1= z
Aol Cals w |+
el bl
A i rnts recunds) o viswin 1 Ungugh 4
Stan Time Ena Time supjer Suans
J0000 Pt S0 FiY it vist ADDUTMGET SCHOMICS K ManTl S VBT
0000 P 00 P St Vist
02000M S000PM
3500 PY 3400 P e Fenend du

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 Licensing Specialist attempted to make
the site visit but the contact person was not available. A new
site visit will need to be scheduled.

Test Provider Appointment
~ o
OO0 Coennect Last Updatied by shelia, molt@spdcsres big

at 5/2/2023 1:41:36 PM

File
Appointment Appointments
P
PaicipantsList oo LT _
Appointment Date * 06/0512023 |9
Now Participant
Start Time 01 v |00 v [PM~
Appointment End Date oBmsI0Za L8
End Time 03 v |00 v |[PM~
Type * Sile Visil -
Subject =
Status * Scheduled
Canceled
No Show
Panding
Scheduled

Rescheduled

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

Save Appointment

Print \
Close Appointment

7. From the File menu, select Close Appointment.
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Complete Checklists

. If the site visit checklists were documented manually,
the Licensing Specialist will need to enter the checklists
into iConnect.

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

Role \

Region QA Werkstream Worker ﬂ @

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

- Wel:
o iConnect ey
File
Quick Search
A Test Provider X | Fuovders v | | Provkder Hame [v] @
W DASHBOARD |  CONSUVERS ‘ PROVICERS INC'DENTS CLAME SCHECULER

Filtars: /
1 1 1

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

File Word Merge

Wuick Search

\,:,.uw [~

MY DASHBOARD CONBUMERS | PROVIDER S INCIDENTS

A TEST Provider (10002)
workers | Scrvicos | Provider ID Numbers  Contracts | Beds | Linkod

Providers  Divisions | FOMME  ENQIMeNn's | AUINCHZstons | Notes

Filters
Status ﬂ raual Ta Praft ﬂ ANnﬂ o
nision— [w| [+

(<

34 Foma racord(s) returned - now viawing 1 through 15
Division Form Name
APD Group Home Facility Checklist
AL Group | 1Iome 1*ersonnel Kecora Iieview
AFD Frovigar Enroiiment Applicaton

4. Click File > Add Forms
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File

Word Merge

Add New Provider Search

Add Forms

Print

\

5. Select the appropriate checklist from the drop-down list

Piease SelectType: |

Proviger Asses
Diision el

REVEN

Review Dale =

Apgroved bote

Worker Reed Manca
nsa Applic
D101 - FRTES ! [Graf
-~ Approved By
E-..w.‘___

6. Update the following Header fields:

a
b.
c
d

e.

Message from webpage

f.

Updated April 2026

' completed before the record can be saved. Do you want to

"Division" = APD
"Review" = select as appropriate
Complete all fields on the Checklist Form

[ep—

"Status" = Complete (only set to complete once all information has

been entered and won'’t need to be changed)

Select OK on the pop-up message box confirming the complete status

=X

By changing the status of this record, all required fields must be

continue?

S~

[ OK

| [concet]

When finished, click File > Save and Close Forms
File

Spell Check

Il

Save Forms

Save and Add Another Forms

(R

Save and Close Forms

Copy From Previous

Rl

Print

Close Forms
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Repeat all steps as necessary for each
checklist

Complete Application Package Checklist

. The Licensing Specialist will generate the
Application Package Checklist and proceed with the
Approval Process.

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

Role \

Region QA Worksiream Worker il E

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

. Wel:
o iConnect =
File
Quick Search
A TestFrovider K| Froveens v | | Proviger eme ¥ @
M'l’IJAEHB{I'\F}‘ CONSUVERE | PROVIDERS NC DENTS CLAIME | SCHECULER ‘
I-Filters /
1
3. Navigate to the Providers > Forms tab
oD Wwennect
File Word Merge
QINCK Searcn
\o:um =
MY DASHBOARD  CONSUMERS |  PROVIDERS | NECIDENTS

A ILS1 Provider [10002)

werkers | Nernces | PowdstlINumaers  Contratts | liecs | linked |
Preatoors, | Tiuislans | Fomms | Snmiments | Authorzatians | Nates
Filters-
Status. ~ Egual To ﬂ Draft ﬂ nNDﬂ »®
waon [9] [+
Bl Ml
31 Forms recordis) retumcd - new vicwing 1 througn 15
Division Form Nams
APD Sroup Home Facl ity Chesklist
EEE LIOLE 1IBMe | RA0NNAI AR HEVIEW
APD Provider En-climent Applization
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4. Click File > Add Forms

File  Word Merge

Add Mew Pravider Search

Add Forms
Print \

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

Piaaze salece Type: | Appiearinr Parkage Cherklia

Provider Assesemant

Dwsion®  fm— g Worger ® Reed, Monca -~ Cear Delis
Reiew* sl v sans*

Review Date © B Approved By Reed, Morica ails

Approved Dats 09R52013

Application Package Checklist

6. Update the following Header fields:
a. "Division"= APD
b. "Review" = Initial
c. Complete all fields on the Application Package Checklist Form

"Status" = Complete (click OK on the pop-up message)
Message from webpage @

o

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

continue? /

I QK || Cancel ‘

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

Spell Check

Save Forms

Save and Add Another Forms

s

Save and Close Forms
Copy From Previous
Print

Close Forms
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Site Visit No Violations Note

The Licensing Specialist will enter a Site Visit Note
when the site visit is complete with no issues or
deficiencies. Proceed to Site Visit Complete Note —
Issues if violations have been identified.

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

Y
Role \
Region G4 Worksiream Worker ﬂ @

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

- Welt
opd iGonnect R
File
Quick Search
A Test Provider X | Fovders ¥ | | Puoiderbieme vl w
MY DASHBOARD | CCONSUVERS | PROVICERS NCDENTS CLAIME SCHEDULER
Filters /
1 | !

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

Fil:  Reperts
Quick Search

| Fvders (v | Bronger vams

MY LASHECARD LONSLMERS PRUVIDERS KCIDENTS CLAIMS BLH:

A TEST Provider (10002)
Woikers | Sevices | Fovider 1D Nurbers | Conbiacls | B Likey Providars | Alises | Cordilins

Frovidars | Dwsios  Foms  Famimerts | Adhorzafions | RS Crenetids | FWY Rcieduing

Filters
Note Type j ZqualTo j ﬂ" Annj %

MNote Daze j +

4. Click File > Add Notes

File Reports
Add New Pravider Search
Add Notes

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

a.

@ 0 oo0CT

"Division" = APD
"Note Type" = Initial Application

"Note Subtype" = Site Visit Complete with no issues or deficiencies
"Description" = Site Visit Complete with no issues or deficiencies

"Note" = Enter notes
"Status" = Complete

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

Motes Detalls
ivision *
Note By ™

Mote Date *

* -

Btstus

Date Completed

Attachments

Add Aftachmert

Desumant

There are no atiachments o display

Note Recipients

Add Nale Recipiant

APD w

Heed, Monica e

Iritial Application v [
Sitc Wisit Complcte with no izauca or doficiene s

Sibe Wisit Complete with no 3aues Or defcendies

B.r 0 otepx v A

072582023

Description

N

Lookup  Clear

6. When finished click File > Save and Close Notes

File

Tools

Spell Check

Save Notes

Save and Close Notes

Print

Clozse MNotes
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Supervisor Review

The Licensing Specialist will send a note to the
Licensing Supervisor to advise them to do a review of
the checklists and any other documentation.

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

N
Role \
Region QA Workstream Worker ﬂ @

2. Navigate to the Providers chapter and enter the Provider’s Facility name in the

Quick Search filter and click Go

g Wel:
o itenmect =
File
Quick Search
A Test Provicer K| Foveen | | Powebems [ W
MY DASHBOARD | CONSUVERS ‘ PROVICERS NC DENTS CLAME SCHEDULER

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

File  Reperts
Quick Search

| Froviers [v| | Proviezrvame

MY DAS [JCARD | COMIUMCRS PROVIDCRS KCIDCNTS CLAMS S

A TEST Provider (10002)
Workers | serscs | Hrowecr|) Number | Gontrars | B LInkEE Proviasrs | Algss | Gonamons

Providers | Dwsies  Toms  Dorollmerds | Althorzstions | Notes | Crederfidls | [V Deheduing

Tilters
Mulee Typs ﬂ Squal Tu j j mnﬂ x

Mote Caze v‘ +

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

b. "Note Type" = Initial Application/Supervisor Review
"Description" = Enter description if applicable

~ o a0

"Note" = Enter notes
"Status" = Pending

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

Motes Details
Division *

Note By ¥

Hote Dae *
Associated Form ¢

Hite Type * —

Wote Sub-Type

Descripion ‘_
Hi

ote
Siatus * A

Dafe Completed

Attachmants
Add Attachmant
Document

There are nd attachrwenls 10 display

Note Recipients

Add Mots Recipiant

[4FD w

Resd Modica w

nitial Appication/Supervisor Review w

!

Pending +

Description

N\

Lookup  Clear

6. When finished click File > Save and Close Notes

Updated April 2026

File Tools
Spell Check
Save Notes

Save and Close Notes

Print
Close Notes
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Supervisor Approval

The Licensing Supervisor will review the application,
add a note for the approval and send to the ROM for
review. If additional actions are needed, proceed to
Further Documentation Required or Supervisor Denial.

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 INCIDENTS CLAIMS SCHEDULE
JNSUMERS INCIDENTS PROVIDERS

Inquiry Alert Notes List Notes

lotes o Unread Alert Notes 0 Complete / 3

Pending 1

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

WEs v LT vooPEarg v aDw X

NieType v 4

Searth eset
30 My Dashboard Notws record(s) retured - row viswing 1 thraigh 15

Provier NoteType Note Catew Descrption Aumor st
TesiProviy Inital ApplicationSupensor Review WISEZ Tieed, Nonica rencing

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

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

b. “Note Type” = Update to Initial Application/Supervisor Approval

c. “Description” = Enter description

d. "Note" = Enter Notes

e. "Status" = Update to Complete

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

i. 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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Note

Dabe Completrd

AddAnacerent

Thars ure no sbincimanss to diplyy

Note Recipients

Add Mot Renipent

| Initial Appiication/Su panesor Approval W

i 4

. Append Text to Note
Emv!
Daseription

EC

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

6. Select File > Close Notes

opd ennect

Tools

File
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Edit License Information

The Licensing Specialist will be notified of the
Supervisor Approval from the Initial
Application/Supervisor Approval note on My
Dashboard > Provider > Notes. This note
serves as notification to add the license
information to the provider record. The license
information needs to be added before the ROM
Review begins.

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

N
Role \
Region QA Werkstream Worker ﬂ @

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

- Wk
o itonnect -
File
Quick $zarch
ATast Provider K| Poizers || | Povcerbiare v m
MY DAZ-ECARD | CONSLVERS FROVIDERS INCIDENTS CLAIE SCHEDUL=R
Filtzrs: /
1 1 1

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

MY DASHBCARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS

ot

Workers | Services | Provider [D Numders = Confracts  Beds | LickedProviders | Aligses

A TEST Provider (10002)

Providzrs |~ Divisions | Forms | Errollments | Awhonzations | Notes | Credentials = EVV

4. Selectthe Applicant License Record.
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: Role
g 18919 Group Home Record Credentials |Sign Out :
On ¥ iConnect Last Updated by caroline.shorter@apdcares.org Region QA Workstream Worker h @

at 10/26/2023 5:28:19 AM
File Word Merge

18919 Group Home Record (29093)

Warkers | Services | Provider ID Numbers =~ Contracts | Beds  Linked Providers = Conditions | Service Area | AdminActions | Facility Management

Providers | Divicions | EWV Activities | Forms | Enrollments | Authorizations | Notes EVV Schaduling = CAP | Appointmients

Credential v +

Filters

Search Reset

3 Providers Credentials record(s) returned - now viewing 1 through 3

Credential « Type Credential Numpé#r
License Group Home SCR-APPL-73257

Effective Date Expiration Date License Duration Status

0512312024 06/05/2024 Applicant

5. Update the following fields:
a. "License Type" = select as appropriate

i. Foster Home

ii. Group Home

b. License Number = Enter information — Please note that
each region has their own system for assigning
license numbers
IMPORTANT!! Update the temporary placeholder license credential
number with the real license number assigned by the region and update
the effective and expiration dates.

c. "Original Date of Issuance" = Enter Date

d. "Effective Date" = Enter Date

e. "Expiration Date" = Enter Date

f. "Comment" = Enter comments if applicable
g. "Status" = Active

h. "Reason" = Initial

i. "QA Workstream Worker" = Click the Lookup button on the field to add the
Licensing Specialist.

j- Enterthe last name and click Search, and then select the name

Updated April 2026 Page 65



License Details

Credential Type ® License

License Type * < Foster Home vl
License NUMber * g FH123456

Original Date of Issuance ® .‘_ 09/01/2023 -__"

Date of Renewal/Subsequent License 3

Effective Date ¥ -afffmmmm 090112023 |

Expiration Date * - 09/30/2024 A

Less than One Year O

Comment

Status  ~lf— (Active v)
REASON Initial v|

QA Workstream Worker i Reed, Monica Lookup  Clear Details

6. When finished, click File > Save and Close License Details

7. Upon saving the license record, a Workflow Wizard triggered the
reminder tickler that is due in 365 calendar days. It will be retrieved
from My Dashboard > Provider > Ticklers.

Workflow Wizard

Annual License Review ’

a. Tickler - “Annual License Review”
b. Assigned to Self

Due on the 90th calendar day before the License expiration date for
license types of Foster Home and/or Group Home

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 and notes. If approving, 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.
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1. Set“Role” = ROM/Deputy ROM then click Go.

Role

ErEETE— |

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

o0 ennel -

File
Quick Search

A Test Provider ¥ | Provzers [ | | provizer zme v E

LIYDA\SHSOAED‘ CONSUMVERS | PROVIDERS INCIDENTS CLAIMS ‘ SCHEDULER

Filtzrs /’
: ) .

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

I\-’IYDASHBOARD‘ CONSUMERS | PROVIDERS ‘ INCIDENTS CLAIMS

/'

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

Providers = Divisions | Forms | Enrollments = Authorizations =~ Noles = Credentials EYV.

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 Aftachment M

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

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

(oo I

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

The WM_P219_License-Certificate-\utomatec_AD/.v1.docx download has completed. \ Open |~ Open folder View downloads

7. Editthe Word Merge Document as necessary

o

agency for persons with disabilities
Strate 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 iConnect

File

Print /

Close

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

The ROM will attach the hardcopy of the License
Certificate into a new note. If additional actions are needed
i i proceed to Further Documentation Required or ROM

Denial.

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.

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

Role

[Rombepuyrow T GO |

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

e

00 ionnect o
File
Quick Search
4 Test Provicer X Pwvcers | | Froisertame [v] a
LWI—'\SHEC—'\F3| CONSUMERS | PROVIDERS NCIDEMTS | CLAMS SCHECULER |

-Fitrs:

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

Flis  Reports

Prasns T | Puweste tiome

MY DAL IUCAIZD | CONSUML s INCILLN 5 CoAIMG BCIL
ATEST Provider (10002)

Wrrkera | Fandcss | Provider Il Mimbars | Confracts e Inked Providers | Allazes | Candtiona

Froviders | Rl Farma | Camimerts | Auttarizations. CIgdent als A SEnadulin

N T v Bl T ~ ~[" ol =

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" = Initial Application/ROM Approval
"Description" = Initial Application/ROM Approval
"Note" = Enter notes
"Status" = Complete

Click "Add Attachment" and search for the copy of the signed
License Certificate on the user's device. click Upload

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

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

@ >0 ao00T

the note
Notes Details
......... *

* Reed, Monica
Note Date * cezsziza |
A d Form ID&
Mots Typs * ot (inita A I3] o ~T
Note Sub-Type

- 4
.

Add Note Recipient: Lookup  Clear
6. 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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Signed License Certificate Note

The Licensing Specialist 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.

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

™,
Role \
Region CA Worksiream Worker ﬂ @

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

0 iConnect 620
File
Quick Search
4 Test Fravider X | | Providers ~ || Provicer bame ~ m
Y CASHEOARD | CONSUMERS PROVIDERS ING DENTS GLAIVS SCHECUL=R
Filters /
1 1

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 Prgwiders | Aliases

Prowiders = Dimsions | Forms | Enroliments | Authorizations =~ Notes | Credentials EVV!
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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 1B Attachment M

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

6. IniConnect, click Upload and Save to Note after saving the Word document

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

a.

Sae "o ao0C

"Division" = APD

“Associated Form ID#” = Enter Form ID# if applicable
"Note Type" = Initial Application

"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

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

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

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.

Updated April 2026

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 * ;eP[] v:
Note By * Reed Monica
Note Date * 0er52023 |8

Associated Form ID#

Note Type * - Initzal Application  » [
Note SUBTHPE Signed License Certificat
Disn Signed License Certifczate

e

B Z U op-Ax

e ——
satis®  — Complee v
Date Completed 02572023

Attachments /

Add Atlachment

Document Descripticn

There are no attachments to display

Note Recipients

Add Nete Recipient

AN

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

Updated April 2026

File Tools
Spell Check
Save Notes

Save and Close Notes

Print
Close Notes

Lookup

Clear

The Licensing Specialist will then mail the hardcopy
signed Original License Certificate along with the

Cover Letter to the Service Provider.
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As Needed: Site Visit Violations Note

The Licensing Specialist will enter a Facility Site
Visit Note when the site visit is complete, with
issues or deficiencies.

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

N,
Role \
Region QA Weorksiream Worker ﬂ @

2. Navigate to the Providers chapter and enter the Provider's name in the

Quick Search filter and click Go

N Wele
Opd iCcnnect 6205
File
Quick Search
A Test Provider X | | Providers [V]| | Provider ame v @
MY DASHBOARD | CONSUMERS ‘ PROVIDERS INCIDENTS CLAIMS SCHEDULER

Filters /
) | )

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

Updated April 2026

File  Reperts
Quitk Searcn

| Frovdars [w] | prowder Nams

MY LASHECARD | LUNSLMERS PRUVIDERS NCIDENTS CLAIMS SUH:

A TEST Provider (10002)
Wukers | Sewices | Frodder D Neobeis | Conbals | B Linke Providar | Aliss=s | Cudiliars.

FIovias | VST  FRIMs  FOMIMEnts | A morzamons | NOTBS | Crenetias | Ry Senedining

Filers:
Mote Type ﬂ Zqual To j j fwnj %

Mote Dacs ﬂ n

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:
"Note Type" = Initial Application

o o

~ o a0

Updated April 2026

. "Note Subtype" = Site Visit Complete with issues or deficiencies

"Description" = Site Visit Complete with issues or deficiencies
"Note" = Enter notes for all deficiencies/issues

"Status" = Pending

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

Notes Details
Division *
Mote By *

Note Cate *

Associated Fom D# h
Note Type ¥
Note: SubType  “ifm—

Description el

Note

-—

stams *

Date Completed

Attachments

Add Atachment

Document

There aie no attachments to display

Note Recipients

Add Nota Racipiant

AP w
Reed, Mani:a v

oAz

Inital Application [

Site Visit Complese with Issuzs or deficiencies v |

Site Vist Complete with isswes or deficiencias

B 2 U gpx-A-

Pending v

Description

N

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

7. Upon saving the initial application record, a Workflow Wizards is triggered

Workflow Wizard

If application is
abandoned, discontinue
IDPASS access and close
applicant record

a. Tickler - “If application is abandoned or the provider is non-
responsive, discontinue ID PASS access and close applicant
record”

b. Assignedto Self
c. Duein 120 calendar days

As Needed: Corrective Actions Update

The Service Provider will update the existing note to

. advise the Licensing Specialist (Region QA
Workstream Worker) of the corrective actions taken

: for the unmet items. This process will be repeated

until all items and documentation have been
updated.

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

Role \

Errr—— |

2. Navigate to the My Dashboard > Providers > Notes > Pending and click the
hyperlink for the Pending notes.
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MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE

INSUMERS \ INCIDENTS PROVIDERS

Inguiry Alert Notes List Notes
lotes i} Unread Alert Notes 0 Complete / 3
Pending 11

3. Select the Note Type = Initial Application with a Description =
Site Visit Complete with issues or deficiencies, and select the
pending record via the hyperlink.

Sean
My D s st -
Provider lerpo/ Hote Jate ~ /Ueﬂripn'on Ruthr atus
) ced Mnnkes sening

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

a. "Append Text to Note" = Enter notes with corrective action for Unmet
items

b. "Status" = Leave as Pending

c. Click "Add Attachment" and search for the copy of supporting
documents on the user's device (if applicable). Click Upload

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

e. 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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Division * PO

S

m—— Tomam |8

Iut!‘i!ne* Initial Appication v

Note Sub-Type [Sile Vst Compiete with issues or defitiensies v |'
Desial |sumucmmmmmm ‘!
Note

Entar notes with Comectye action for Linmet fems
Append Text fo Hote:

Stams ¥

Dt Conpeed I

woer

Acd Atlachment

Document Description
There are no attachments to display

Mot Recipients \

Add Note Recpent: .- -| Lookup  Clear

5. When finished click File > Save and Close Notes

File Tools
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The Licensing Specialist and Service Provider
will leave the note in a Pending Status until all
issues/deficiencies have been resolved. This
process can be repeated multiple times.

As Needed: Add Appointment for CMS Compliance Site Visit

The CMS Compliance Specialist will schedule the
site visit to initiate compliance monitoring and add
the appointment information into iConnect. If the
Site visit needs to be edited or rescheduled,
proceed to Reschedule Site Visit Appointment

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

N
>

Role
Region GA Worksiream Worker

2. Navigate to the Providers chapter and enter the Provider's name in the

Quick Search filter and click Go.

o0 iwennect i
File
Quick Search \
£ Test Provider x| P V] emasirane v E
MY DASHSOARD | CONSUMERS PROVIDERS NCIDENTS CAIMS SCHZDULER
Filters /

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

tab.

MY DASHBOARD ~ CONSUMERS

ATEST Provider (10002)

Werkers | Services

Providers  Divisiors | Forms | Enrollments | Authorizatons  Notes

PROVIDERS

Provider ID Nambers | Comtracts | Beds

NCIDENTS CLAIMS SCHEDULER ITILITES RE

Linked Providars | Aliases | Condtions | Shyice frea | Admin Actons

Gredentials | EVV Scheduling | CAP | Appointrients

View Style Filters
® Monthly View Status | Equal To | |Pendng/v| anDlw|  x
Caib
Type hd +
& Appointments record(s) returned - naw viewing 1 through 4
Type Start Date. | End Date
Site Visit 062172018 0672112013

4. Click File > Add Appointment
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O;’):'j iConmnect

File
Add New Provider Search

Add Appointment

Spell Check \

Print

5. Update the following fields on the Appointment Details page
a. "Division" = APD
b. "Appointment Start Date" = Update date
c. "Start Time" = Update time
d. "Appointment End Date" = Update date
e. "End Time" = Update time
f. "Type" = Site Visit
g. "Description" = Enter description
h. "Status" = Scheduled

Appointments

Division &
Appointment Date * <" 09/25/2023 |
Start Time < [11 ~ |00 v | AM + |
Appointment End Date - 09/25/2023 |2
End Time = [11 ~[30 v [AM v|
Type * Site Visit v
Subject f—

Status * Scheduled

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

Save Appointment

Print \
Close Appointment
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7. Click New Participant on the left-hand navigation menu
File

Appointment

Participants List
MNotes

New Participant

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

Appaintment

| Participants \Mnna rticipants
Paricipants List L Family Relations:
Cae Relabons —
Notes Applcatio Professional Relations.
Buck, Jernifer Curant Active Provider Workers

New Partcipant |

9. Select the appropriate Licensing Specialist and Service Provider Worker

names by holding the control key down and clicking on the names and
then click < Add

l Non-Participants

Filter [ Current Active Provider Workers |

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

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: CMS Compliance Site Visit Complete Note — No Issues

The CMS Compliance Specialist will enter a Site Visit
Note when the site visit is complete and update the
CMS Compliance License record. They will complete

. the CMS Residential Monitoring Tool outside of
iConnect. It will be attached to this note.
NOTE: If the CMS Compliance Specialist identifies

issues/deficiencies, they will proceed with a Plan of
Remediation outside of iConnect.

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

Y
Role \
Ragion QA Wearksiream Worker ﬂ @

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

’ Wel:
ogd iennedt o
File
Quick Search
A TestProvider K Fovees V| PowerHams [¥] @
W DASHBOARD | CONSUVERS ‘ PROVICER S | NC DENTS CLAIME | SCHEOULER ‘

Fiers /
1 1

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

File  Repers
Culck Search

| Frovders [v] | pronder amz

MY DASHEUARD DONSUMERS PRUVIDERS ‘ NCIDENTS ‘ CLAIMS BUH:

A TEST Provider (10002)
Wurkers | Zewices | Frovider 1D Kurbers | Conbacls | B Linkes Providass | Alisses | Curndilioes

Froviders | Dvsiots  Frms  Farlmerts | A thorzsions | NofBS  Cretecfiaz | FW Rznedining

Filters
Nate Type j Zqual T j ﬂ ,wnj %

Nofe Cas i +
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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.

"Division" = APD

b. "Note Type" = Facility Site Visit

@ >0 oo

"Note Subtype" = CMS Site Visit Complete with no deficiencies
"Description" = CMS Site Visit Complete with no deficiencies
"Note" = Enter notes

"Status" = Complete

Click "Add Attachment" and search for the copy of the CMS
Residential Monitoring Tool on the user's computer. 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
Service Provider as the Note Recipient
i. Enterlast name and click Search in the pop-up browser window.
Select the name of the worker to attach them to the note
Motes Details
Division ® [APD ~|
Note Ry * Reed, Monica v
Nnta Nara ® ograg202s |
Associated Form IL# ————
Nots Ty ¥ fmmm— Facliity Stte vistt v [
Note Sub-Type  f——m CMS Site Visit Compite with no deficencies v |
Descripiion CMS Site Visit Complete with no deficiencies
B I U 16px = A~
Noty ~Sl—

-
Status *

[Compite v

Date Completed V282023
Attachments

‘Add Attachment

Updated April 2026

ere are no attachments ta display \
Note Reclplents

Add Nota Recipiant

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
( D Proceed to Complete Appointment

As Needed: CMS Compliance Site Visit Complete Note — Issues

The CMS Compliance Specialist will enter a Site Visit

-3 Note when the site visit is complete.
( ( D NOTE: If the CMS Compliance Specialist identifies
: issues/deficiencies, they will proceed with a Plan of

Remediation outside of iConnect after adding the
note.

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

N,
Role \
Region G4 Worksiream Worker ﬂ E

2. Navigate to the Providers chapter and enter the Provider's name in the
Quick Search filter and click GO

Welc

o iennect i
File
Quick Search
A Test Provider K| Frovers ~ || Proukter Name [v] @
WY DASHBOARD | CONSUVERS | PROVIDERS MCDENTS CLAIME ‘ SCHEDULER ‘

Filtars:

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

ATEST Movider (10002)

Filters

Note Type j “qual o ﬂ
Mo+

Note Cae

Quick Search

| Fruvdens [v] | Provides tane

MY DAS=BCARD

Werkers | Servdzes | Frovider 1D humbers C:A Linkec Providars | Alisses | Condiions:

Providars | Dvsios  Forms

M Aoy x

GONSLMER3 PROVIDERS NCIDENT3 CLAIM3 3CHE

Enrollmerte | Athorzstions = Notes

Credectials | EWV Scheduing

4. Click File > Add Notes

File

Reports

Add New Provider Search

Add Notes

Print

T~—

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

a.

@ >0 ao00T

0

Updated April 2026

"Division" = APD

"Note Type" = Facility Site Visit

"Note Subtype" = CMS Site Visit Complete with deficiencies
"Description" = CMS Site Visit Complete with deficiencies
"Note" = Enter notes

"Status" = Complete

Click "Add Attachment" and search for the copy of the CMS
Residential Monitoring Tool on the user's computer. Click
Upload

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

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
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Notes Details

Division * (APD ~|

Note By * Reed, Moni<a -
Nute Date * uwzarues |09

Associated Form ID# -+

Note Type ¥ llp—— [Facliity Site Visit ~ "

Note Sub-Type — ~l——— CMS Site Visit Complete with deficiencies ~|
Dssciiion — CMS Site Visit Complete with deficiencies

B I U 15px ~| A=

Note Ap—

sws ¥ p———

Date Completed 09/29/2023
Attachments

Add Anachment

Document Description

There are no attachments to display \

Mote Recipients

Add Note Hecipient LDUkUD ClBEf

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 CMS Compliance License Information

The Licensing Specialist will add the CMS
Compliance License Information

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

Role \

Region QA Workstream Warker ﬂ E
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2. Navigate to the Providers chapter and enter the Provider's name in the
Quick Search filter and click Go.

ogd itennect i
File
Quick Szarch \
ATast Provdar x| | Povzers ¥| | Proveerare v E
WY DASHECARD | CONSUWZRS PROVIDERS INCIDENTS CoAme SCHEDULZR
Filtzrs /

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

MY DASHBCARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS

ot

A TEST Provider (10002)
Workers | Services | Provider [D Mumders = Confracts = Beds | LinkedProviders | Alisses

Providars | Divisions | Forms | Enrollments | Awhanizations | Motzs | Credentials EVV

4. Select File > Add License
File Word Merge

Add New FProvider Search

Add License/

Add Certification
Add Insurance

Print

5. Update the following fields:

"License Type" = CMS Compliance

"Effective Date" = Enter Date

"Comment" = Enter comments if applicable
"Status" = CMS Compliance Monitoring Required

"QA Workstream Worker" = Click the Lookup button on the field
to add the CMS Compliance Specialist. Enter the last name and
click Search, and then select the name

® 2o 06 T 9o
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License Details

Cradential Type * License

Licerse Type * e CHS Cenplianze vf
Date of Renewal/Subsequent License E

Effective Date sl =

Less than One Year C

Inttiate Compl ance Monitoering - nawy licensed heme

Comment ¢

4
Sianss “— CMS Camolanzz Manitoring Required v |
A Workstream Worker i m—— Reed Morica Lookup  Clear Detais

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

Save and Close License Details

Print \

Close License Details

Proceed with Plan of Remediation outside of iConnect

As Needed: Link Child Provider
If a Parent Provider record exists for the new

Provider, the Licensing Specialist will need to link the
new facility to the Parent Provider

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

Y
Role \
Region QA Workstream Waorker ﬂ @
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2. Navigate to the Providers chapter and enter the PARENT Provider’'s
name in the Quick Search filter and click Go.

- Wizl
oo itennect z

File
Quick Szzrch

ATast Provider % Povizers ]| | Poveartare [~ ﬁ

W\’DAE-ECRFB| CONSLYZRS | PROVIDERS ‘ INCIDENTS CLAME ECHEDULER |

/-Fiters /
] 1 1

3. Navigate to the Providers > Linked Providers tab

WYDASIIDOARD | CONSUMIRS FROVIDERS RCPORTS

Test Provider (21347) \

Vorkers | Sennces | ProvieriDMumbers  UonlreCls | Heos | Linked Providars  Londitcns  ServiceArea | AGMInACIOns | Haciily Management

Provgers | Ohisons | EVWACINIeS | Forms | Enmimerts | Awlhorizaions | Moles  Credentils = EVVScheouing  CAR  Appointments

4. SelectFile > Link to a Vendor
File Tools
Add New Provider Search

Print /

Link to a Vendor

5. Update the following fields:
a. Relationship = Subsidiary
b. Linked Provider = Click ellipsis and search for Child Provider record
c. Start Date = Enter Date

Rolationship ¥ Subsidiary
Linked Provider * Clear Cetais
Start Date *
End Date ]
Disclaimer The details of the facility arc por Mrovider, i is upto the WSC and the Censumer fo validaic
search By: [Name ~|search Text:  [test Search | Cancel
4 recora(s) -
returned
PROVIDER PROVIDER ID | PROVIDER ID
NAME PROVIDERID CITY STREET MEDICAID ID NG NUMBER NUMBER
TYPE IDENTIFIER
Test Provider | 21347 Jacksonville 212 FL545454 21347 senderiD 21347 _Test
Branchwater Ct -
E)
sy 21359 F12343678300 | sanderin 21359_TESTS
Support 01 =
Tests WSC 21358 TALLAHASSEE | 1234 street 234567830 Liceung 234567890
Provider
Tester 1 Level 1| 17216 123531234 senderiD 17216_TESTE

Updated April 2026 Page 89



6. When finished, Select File > Save and Close
Save and Close B —

Save Link a Provider

Save and Add Another
Print

Close Link a Provider

7. Navigate back to the Child record and validate that the Linked Provider
tab shows the Corporate Parent record

TestProvioer (11347 —

Workers  Services | Provider DhWumbers | Contracts | Eeds | Linked Providers | Conditions | Servicedrea | Admin Actionz | Fadity Manags

Providers | Uivisions | —VV Activiizs | komms | Enrollments | Authorizstions | Moies  Credentials | EVV Schedulng | CAP | Appoiniments

Filters

Linked Az v +
Gzarch  Rzaet

1Providers Linked Providers record|s) retumed - now viewing 1 through 1

Linkad As / Prwiﬂ/ Street ity State Zip Code Status

Corporate ol = & = T L Activz

As Needed: Initial Application with Errors

The Licensing Specialist will review the Licensing
Application and all notes and attachments. If there
are errors/omissions, the Licensing Specialist will
inform the Prospective Applicant by updating the
pending note. Once all errors/omissions are
resolved, reviewed, and approved, the Licensing
Specialist will update the note to complete

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.
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MY DASHBOARD = CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE

INSUMERS \ INCIDENTS PROVIDERS

Inquiry Alert Notes List Notes
lotes 0 Unread Alert Notes 0 Complete 3
Pending 11

3. Selectthe Note Type = Initial Application and Description = Application
Submitted and select the pending record via the hyperlink.

FiltHrs
Sl v FedTs v P v ANw X

NolTypew 4
ssarn  Mesel

32 My Bashiboard Notes recordis) returmed - now viewing 1 hrough 13

Prosider A;pe Note Date w / Deseription Authar Status

Test Proider el Apgliction 03559 Appiicafion Suberitied Reer Morica Penving

4. In the existing Note record, update the following fields:
a. "Division"= APD
"Note Type" = Leave as Initial Application
"Note Subtype" = Update to Errors/Omissions
"Description" = Errors/Omissions
"Note" = Enter notes specific to the outstanding errors/omissions
"Status" = Pending (if there are errors or omissions)

"0 o0o

The Service Provider will need to respond with the
appropriate documentation if there are errors or
omissions and attach it back to this note. The Status
will be updated to complete by the Licensing
Specialist when there are NO errors or omissions.

g. 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
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Notes Details

Division * ARD W
Note By * Rl Morica
Note Date * e i

Rssoouted Form ID8
Note Type * -*——- Initial Appiicatio:
Note Sub-Type . ErersiOmissions w

ErnersOmessions
Desesiption . 7
On 9/I5/1023 Bl 7:35 AW, Fealcs Beed wrole

Enter notes specific to the outstanding ermarsfomissions

i R Text
B2l e - A
Agpend Teat Mae
Siztus * +__— Ferdng W
Date Compieted
Attachments
Add Atachment
Decumant Descriptioa
There are no attacfments to display
Note Recipients
Add Note Recpient Lookup  Clear

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

Save and Close Motes

Print
Close Notes

6. Upon saving the Errors/Omissions note in Pending status, 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.”

Assigned to Self
Due in 30 days
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d. Can be cancelled and reassigned if needed.

7. Upon saving the initial application record, a Workflow Wizards is triggered

Workflow Wizard

[ If application is |

abandoned, discontinue
IDPASS access and close
applicant record

a. Tickler - “If application is abandoned discontinue ID PASS access
and close applicant record”

b. Assignedto Self
c. Duein 120 calendar days

As Needed: Update Application

The Prospective Applicant will get notified of the pending
note via My Dashboard and will review the errors/omissions
(and additional notifications including but limited to a 30 Day
Notice, 60 Day Notice, 90 Day Notice and 90 Day Final
Notice notes) provided by the Licensing Specialist. The
Prospective Applicant will then respond to the pending note
with the requested corrections and leave it in pending status
until no additional corrections are needed.

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

Role \—-._._
~ el

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

lotes o Unread Alert Notes 0 Complete / 3

Pending 1

3. Select the Note Type = Initial Application and Description =
Errors/Omissions, Further Documentation Required, 30 Day Notice,
60 Day Notice, 90 Day Notice or 90 Day Final Notice and select the
pending record via the hyperlink.
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NbTye w4
searh  Heset

31 iy Dashboard Motes record(s) returmed - now viewing 1 fhrough 18

“ /

» *
Frowder NoteType ote Cate » Desenption Author Status

Test rovger Il fpplication [l EnorsUmssons Heed, Monca Hendng

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 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.

Notes Details
Divizion ®
Mote By ®
Note Date ¥

Mote Type *

Mote Sub-Type v

Description -
On @/16/1823 at 18:51 PM, Monica Reed wrote
Enter Motes a5 to what corrections have been made

Note

Hew Text

B o IF ifpx s AT

N

Status * o — [Pending |

Date Completed

Append Text to Niote

Attachments

Add Aftachmant

Document Description

There are no attachments to display \

Note Recipients

Add Notz Racipient LUQKUD Clear
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5. When finished, click File > Save and Close Notes

File Toals
Spell Check

Save Notes

The Licensing Specialist 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.

As Needed: Further Documentation Required

If further documentation is required, the
Licensing Supervisor will update the existing
Initial Application/Supervisor Review note to the
Licensing Specialist. If the ROM is requesting
Further documentation, they will add a new note.

Upon saving the Initial Application - Further Documentation Required note in
Pending status, 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
c. Due in 30 days
d. Can be cancelled and reassigned if needed.

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

2. If Supervisor is requesting Further Documentation:
a. Navigate to the My Dashboard > Providers > Notes > Pending
and click the hyperlink for the Pending notes.
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MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE

INSUMERS \ INCIDENTS PROVIDERS

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

Select the Note Type = Initial Application/Supervisor Review and
select the pending record via the hyperlink.

Sy v Ewale v Faliy ¥ MDv| X

NoElge v

Providsr NosType Hots Da « Descriptior hathor Staty

3. If the Supervisor is requesting further documentation:

a.

s ¥ f—

Date Completed

Attachments

Note Recipients

Add Hote Recipisnt

Updated April 2026

In the existing Initial Application/Supervisor Review Note record,
update the following fields:
i. “Associated Form ID#” = Enter Form ID# if applicable
ii. “Note Subtype” = Update to Further Documentation Required
iii. “Description” = Update to Further Documentation Required
iv. "Note" = Enter Notes as to what information is needed
v. "Status" = Complete
vi. Click the Lookup button on the "Add Note Recipient" to add the
Licensing Specialist as the Note Recipient
vii. Enter last name and click Search in the pop-up
browser window. Select the name of the worker to
attach them to the note.

[FFo~]

Resd, Monica

Lookup  Clear
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4. If ROM is requesting further documentation:
a. Click File > Add Notes

File

Reports

Add New Provider Search

Add MNotes

Print

T~

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

i.
ii.
iii.
iv.
V.
Vi.
Vii.

viii.

Notes Details

Divisicn *

Note By *

Note Date *

S E—

‘———
-

e

Assocated Form ID#
Note Type *

Note Sub-Type

Description

Note

—

saws*

Date Completed

Attachments

Acd Atiachment

Document

The-e are no attachments to display

Note Recipients

Acd Nete Recipisnt

Updated April 2026

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

“Note Type” = Initial Application/ROM Approval

“Note Subtype” = Further Documentation Required
“Description” = Further Documentation Required

"Note" = Enter Notes as to what information is needed

"Status" = Complete

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

|aPD v |

[Reed Monica v

|Initial Applicaton/ROM Appraval vl
EFunh}r Documentation Requirad v [

Furthar Decumentation Required

B J U 16« vA~
[Complete v
101182023

Description

N

Lookup  Clear
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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 Notes

As Needed: Requested Information

The Licensing Specialist will be notified of the Further
Documentation note via My Dashboard. They will
request information from the Prospective Applicant via
a new note.

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

Role ""'l--..‘
EErre— (GG

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

MY DASHBOARD | COMNSUMERS PROVIDERS
PROVIDERS

Notes

3. Select the Note Type = Initial Application/Supervisor Review and
Subtype = Further Documentation Required and select the record
via the hyperlink.

Filters

Stz v FqualT v Tendrg v ANIM X
NoteType v | 4

Scarth  Resot

28 My Uashboard Notes records) retumed - wow viswing 1 throagh 15 / /

Provider NoteType Noe Nlate Description Buthor

Test Providar Licenshg RencwaliSupcrvisor Review 09202023 Further Documcniatien Required Reed Monlca I

4. Review the note for the requested documentation, then close the note.
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5. The Licensing Specialist 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

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

a. "Division"
“Associated Form ID#’ = Enter Form ID# if applicable
"Note Type" = Initial Application

"Note Subtype" = Further Documentation Required
"Description" = Further Documentation Required
"Note" = Enter notes as to what is being requested
"Status" = Pending

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

@ ™o ao0CT

Prospective Applicant as the Note Recipient

Status *  lif—

Date Completed

Attachmente

Agd attacnmen 1

Document

There are no attachments ta display

Note Recipients

ACd Note Recipient

Updated April 2026

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

ACD ~ |

Reed, Monica ~
0926/2023 |4
352

Inital Application ~ [

Further Documentation Reguirec ~

Fuallien Focumenialion Reguired

B £ U 16px - A~

Enter notes as lo whal is being requested

[Pending |

Description

N

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

Save and Close Notes

Print \
Close Motes

8. Set “Role” = Service Provider

Role \
Service Provider v @

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

‘ MY DASHBOARD | CONSUMERS PROVIDERS INCIDENTS CLAIMS SCHEDULE

INSUMERS ‘\ INCIDENTS PROVIDERS

H Inquiry Alert Notes List ‘ ‘ Notes H
lotes 0 Unread Alert Notes 0 Gomplete / 3

Pending "

10.Select the Note Type = Initial Application and Subtype =
Further Documentation Required, and select the pending record

via the hyperlink.

Filers
s v AT v FEmN) v ANDv X

MEypev -

Sechl R

31 My DashDoaTa Notss racom{s) Mumed - o Tewing 1rough w/ /

Provider HoteType Hote Dote + Description Autror Stotus
T P il Apyicn 03282013 Furler Doocuncrdalion Mhguicd Faxd, Mo Pening

11.Review the note, then add the requested information to the existing note.
Update the following fields:

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

c. "Note" = Enter notes as to 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
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f.

g.

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

Ente the last name and click Search in the pop-up browser

window. Select the name of the worker to attach them to

the note
Motes Details
Drvision * APD W
Note By * Feed, Monioa
Nate Duate * OR282023 |
Nate Type * h nital Application e r
Nate Sub-Type h Eurther Documentaton Regured W
rher Documeniston Required
Bkt h Further Documeniaton Required y.
On 9/26/2023 at 18:148 PR, Monica Reed wrote:
Enter notes as to what is being requested
L2 New Text
B 7 U g e A
Enter notes as to what corrections/revisions have been
made and what attachmenis have been provided
Append Text o Mote
Status ® . | Panding % |

Date Completed

Altachments /

Agd Attachment

Document

Description

There are no attachments to desplay \
Note Recipients

Add Nobe Rec

et Lookup  Clear

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

File

Tools

Spell Check

Save Motes

Save and Close Notes

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

14.The Licensing Specialist 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
Inquiry Alert Notes List Notes

Iotes ] Unread Alert Notes 0 Complete 3

Pending 11

16.Select the Note Type = Initial Application and Subtype =
Further Documentation Required and select the pending record
via the hyperlink.

Fiters

Suusv  EETo v PN v AMD
Sl v

Searn  Reset

16 My Bashbcard Nates record(s) retvrned - now siewing 1 through 16 /

Provider NoieType Nots Data Descripton Author status

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 Initial Application/Supervisor Review
b. “Sub Type” = Update to Further Documentation Provided
c. “Description” = Update to Further Documentation Provided
d. “Notes” = add any additional details for the Supervisor or
ROM regarding the requested documentation that was
provided by the Service Provider.
"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. 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

o
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Notes Details

Division ™ APD W
Note By * Reed, Monica
Nots Date ® owzbzoz | d

ion Supenisor Review W [

Hots Type * h [ Initial &

Ntz £05T1P: o — Furher D
. Further Documestaton Frovided

Deseripfion h B

O 9/24/2023 at 10:18 PN, Monica Resd wrote:

Enter notes as to what is being requested

On S/26/2823 at 18:22 PM, Monica Reed wrote:

Enter notes as to whal comections/revisions have been
made and what aitachments have been provided

On 9/24/2823 at 18:37 PH, Monlca Reed wrote:

add any additional delsils for the Supervisor or ROM

umentation Provided % [

regarding the requested documentation that was provided
by the Senvice Provider

Mot
Kew Test

B I U - A

Popend Tz ts Note

Status ® h Fendng W

Date Completed

Attachments

Agd Anachment

Document Desoription

There are no attachments to display \
Mote Recipients

#2d Mote Recipient: Lookup  Clear

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

File Tools
Spell Check
Save Notes

Save and Close Notes

Print
Close MNotes

it first.
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Proceed to Supervisor Approval. Even if the ROM
requested the documentation, the Supervisor must approve
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As Needed: 30 Day Notice

If a note was sent with either “Errors and Omissions” or “Further
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” = Region QA Workstream Worker, then click Go.

Y

Role \

Region QA Worksiream Worker ﬂ @

2. Navigate to the Child Record > Notes tab.

File  Reports
QuIcK search

I Froasrs | | ermanername

WY DAS [OCARD | GONZCUMCRS PROVIDCRS KCIDCNTS CLAIMS sCi

A TEST Pravider (10002)
WOMKErS | Seraccs | Hroweerl) Nurbers | LInials | b LInkeC FTVIOSEE | AIBSES | Gonamons

Providers | Dwsions  Terms  Corollmerds | Authorzstions | Notes | Credecfidls | TWY Scheduing

Tilkers
Nk Typs ﬂ Zqual T ﬂ ﬂ ANDﬂ x

hote Cats v| +

3. Select the Note Type = Initial Application and Note Subtype=
Errors and Omissions or Further Documentation Required.

Group Home Applicant (24770)

Workers = Services  Provider ID Numbers | Contracts | Beds | Linked Providers | G ns = Service Area | AdminActions |~ Facility Management
Providers ~ Divisions | EVV Activities = Forms Ci EVV Scheduling CAP | Appointments
Filters.
MNote Date v v
Search Reset

8 Providers Notes record(s) returned - now viewing 1 through 8

Note Date - HNote Type MNote Sub-Ty| Description Status Date Completed Attachment Note By

01/00/2026 Initial Application Errors/Omissions Pending No Baer, Sylvia

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

OO0 oo

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
Flia Tools
I’ An asterisk {*) ndicates a required Ffield
Motes Daetalle
Division ™
Mol By Buffingean, Christine
Mot Dets * GREE - =
Wods Type ™
Mods Jub-Typs ——P' [30 Dy Mickici el
Decorighian 30 Day Molica ﬁ
On 1132022 at 12:29 PM, Chrictine Buffingicn wrods:
Maoles go hare and ExD will ba attached o this nole for the Provider
. Haw Text
B S L oopr - AT
—_— Updated o 30 Dy Hatice.
Append Taxt o Mol
amtuc * > Forarg W
Dote Compiletind
Attachmants /
00 Atlachment
Attachmeants Grid
Hote Reclplents
A Mole Reciiant: Lockup  Claar

Hate Reciplants Grig
Hama / Data Sark Diae Raad St / Dala Sigred
Provider. Christing CONHIZE Unraad Ramin
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5. When finished, click File > Save and Close Notes
File Tools
Spell Chack
Save Notes

Save and Close Notes
Print \
Close Motes

6. When the Initial Application/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 on the 30" calendar day from the “Initial
Application/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 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” = Region QA Workstream Worker, then click Go.
.,

Role \

Region G4 Werksiream Worker ~ @
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2. Navigate to the Provider Child (facility) record and click on the Notes tab

File  Repens
Quick Search

| Frovaers [v| | Prodgzrvame

WY DA IDCARD | CONCLMIRS PROVIDCRS NCIDCNTS CLAIMS SO/

ATEST Pravider (10002)
WWOMKCMS | SCraces | FToWacriJ) Numperm | CONTALE | b LInkee HFTovigoes | Algscs | Conamons

Providrs | Diwvsios  Toms Cnrolmerds | Actherzations | Notes | Crederfils | TV Seheduing
Tilters

Hule Typs j g T j j mnj x

Hote Cae v| +

3. Select the Note Type = Initial Application and Note Subtype= 30 Day
Notice

File /

MY DASHBOARD COMSUMERS | PROVIDERS CASES

‘Workers | Services | Provider I Mumbers | Confracts | Beds | Linked Providers | Conditions | Senice Area

Providers | Divisions | CAF | EWV Scheduling | Forms | Enrollments | Awuthorizations | Motes | Credentials | App

Filters
lote Date b +
Search Reset

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

Note Date - Date
- Hote Type Hote Sub-Type Description Status Completed
012026 | Initizl Application 30 Day Maotice 30 Day Motice Pending

4. In the Note record, update the following fields:
a. "Note Subtype" = update to 60 Day Notice
b. "Description" = update to 60 Day Notice
c. "Note" = enter notes and click Append Text to Note
d. "Status" = leave as Pending
e

. 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
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browser window. Select the name of the worker to
attach them to the note

Note Date * oinzzo2e |
Note Type * [Initial Application % |
Note Sub-Type —_— [60 Day Notice w P
o 80 Day Motice
Description —_— o~
On 11212026 at 4:16 PM, Christine Buffington wrote:
Additional Notes will go here
L=z Mew Text
| B 7 U op - A - &
> Updated from 30 day notice to 60 day notice
v
_-—-"_--... Append Text i Mote
Status * -+
Nate Reciplents
Add Nala Racgiant | Lookp  cisar
Hote Reciplants Grid

Nama / Dt Sant
Prowider, Chrtsting [l e

Dala Hn& Slahs

/ Data e
Unngad

Famii

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.
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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. When the Initial Application/60 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 90 Day Notice.”

b. Assigned to Self

c. Due on the 30% calendar day from the “Initial
Application/60 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 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 needed documentation, the
licensing specialist will update the note as follows:

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

Y
Role \
Region QA Werksiream Weorker ﬂ E
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2. Navigate to the Provider Child (facility) record and click on the Notes tab

File  Repens
Qulck Search

| Frovders [v| | Provdsr vame

WY DAS IDCARD | COMELMIRS PROVIDLCRS NCIDCNTS CLAIMS SCIIL

A TEST Pravider (10002)
workers | gevices | Frowdorl) Numbor | Gontrats | B Linkeg Providaes | Algscs | Condions

Providas | Dwsioss  Toms  Cnrolmerds | Acthorzstions | Notes | Credetials | DWW Scheduing

Tilters
hulke Type j Zqual Tu ﬂ ﬂ mnj x

Mate Cae v| +

3. Select the Note Type = Initial Application and Note Subtype= 60 Day
Notice

MY DASHECARD COMSUMERS PROVIDER S CASE

Whorkers Services Prowider |0 Mumbsrs Contracts Beds Linked Providers Conditions Se

o
L

Providers Divisions CAP EWW Scheduling Formns Enrollments Authaorizations Motes

Filters
Mote Date + /
Search Reset

33 Providers Notes record{s) returned - now viewing 1 through 15

Note Date

- Hote Type Hote Sub-Type Description Statu
01132026 | Initial Application 30 Day Motice 30 Day Motice Pendin
011272026 | Initial Application 80 Day Final Motice 80 Day Final notice Pendimn

011272026 | Initial Application |E|D Day Motice 80 Day Motice Pendimn

—

BN Pt e e o .

4. In the Note record, update the following fields:
a. "Note Subtype" = update to 90 Day Notice
"Description" = update to 90 Day Notice
"Note" = enter notes 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. Enterlast name and click Search in the pop-up browser
window. Select the name of the worker to attach them
to the note

©® oo o
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File Tools

Note Date *

Note Type =

Note Sub-Type —_—

Description —_—
Note
—_—r
—
Status & —

Maofe Reclplants

Add Mol Recisant:

Mote Reciplants Grid

Nama / Dk Sant

Provider, Chrisling 0 DI0ZE

NOTE: If the applicant did not mark the Note as Read, the applicant

oirizzoze  |[H

[90 Day Motice |

20 Day Motice

On 1M3/2026 at 11:48 AM, Christine Buffington wrote:
20 Day Motice notes go here
On 1M3/2026 at 11:59 AM, Christine Buffington wrote:

G0 day Motes will go here. Do not fonget to "append Text to Mote™

MNew Text

B 7 U 10pt -~ A =

80 Day Motice notes will go here

Append Text to Mote

Pending w

Lockup  Claar

Dale Hc& Stabes / Daln Sigrasd
Unnaag

will not be able to be added as a Note Recipient again. The Note
will remain on their My Dashboard

5. When the Initial Application/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.”
b. Assigned to Self

c. Due onthe 30% calendar day from the “Initial Application/90
Day Notice” pending note

d. It can be cancelled and reassigned if needed.

e. If the tickler fires and no information has been provided, proceed to
UPDATED: As Needed: Abandoned, Non-Responsive and Denied

Applications — End iConnect Access to Placeholder Parent Provider

Record and Updated: As Needed: Abandoned/Non-Responsive

Application.
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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

o If the applicant responded to the note, proceed to
( 9 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
W | 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

b
Role \
Region QA Worksiream Worker ﬂ @

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

Fil:  Repens

Quisk Search

MY DAD ICCARD | CONZLMIRS PROVIDCRS KCIDCNTS CLAMG

A TEST Pravider (10002
WOMKerS | ECTACSS | FROWOCTID NUMBOT | UINTRIE | B LeeC Froviaane | ASett | Conamons

Mrovders | Dvsoss  Tomms  Dorolmerk | Achorzsbons |Noles Crecefas  DW Ithecuirg

Filters
Ty [v| g v M owoM x

mwcas v 4
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3. Select the Note Type = Initial Application and Note Subtype = “90

Day N

Flie

otice”

a1 Provicer 1D NumDors Contracts Bod Lini OV ICOrS Onaition: Sery
Prowice D E Bes | Forms | Ervolments | Auth Crecertias | E
Fiters
NoteDsta W /
Search Reset
38 Provicere Notse recceo(e) returned . now viewing 1 through 16
Note Bud-Type Deconption atatuc

90 Day Final Notica Perding
Peraing
AN A AL [ Af Nau Natica Pardrn

4. In the Note update the following fields:

a.

b
C.
d.
e

"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.
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 asterisk (%) indicates a required field
Notes Details
Division *
Note By * Provider, Christine
Nots Date * 01142026 |
Associated Form ID#
Note Type * [Initial Application ]
Note Sub-Type = |30 Day Final Notice ~r
90 Day Final Notice
Description —_> v A
On 1/14/2026 at 4:12 PM, Sylvia Baer wrote
30 Day Notice
On 1/14/2026 at 4:13 PM, Sylvia Baer
60 Day Notice
On 1/14/2026 at 4:14 PM, Sylvia Baer wrote
90 Day Notice
On 1/14/2026 at 4:14 PH, Sylvia Baer wrote:
90 Day Final Notice
Note New Text
e — .
B 7 U 15px - A~
/ .
Append Text to Note
Status *

Date Completed

Note Recipients

Nots Recipients Grig
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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 |

Print (B T
Glose Noles Save and Close Notes

6. When the Initial Application/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 onthe 30% calendar day from the “Initial Application/90
Day Final Notice” pending note

d. Can be cancelled and reassigned if needed.

e. If the tickler fires and no information has been provided, proceed
to As Needed: Abandoned, Non-Responsive and Denied
Applications -End iConnect Access to Placeholder Parent
Provider Records and As Needed: Abandoned/ Non-Responsive

Applicants.

o If the applicant responded to the note,
; proceed to Complete Application
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As Needed: Abandoned, Non-Responsive and Denied
Applications — End iConnect Access to Placeholder Parent
Provider Record.

If a Placeholder Parent Provider record was created and the
provider has not pursued an MWSA and the License is Abandoned,
the applicant has been Non-Responsive or Denied, region staff will
end the iBudget credential record and close the Placeholder
Parent Provider record.

In addition, APD staff will deactivate the worker records within
the Placeholder Parent Provider record.

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

Role \

Region QA Worksiream Worker ﬂ @

2. Navigate to the Placeholder Parent Provider record > Credentials tab

MY DASHBOARD | CONSUMERS ‘ PROVIDERS INCIDENTS CLAIMS

-

Warkers | Services | Provider ID Numoers | Confracts | Beds | LitkedProviders | Alizses

A TEST Praovider (10002)

Providers | Divisions | Forms | Errollments | Authonizations = Notes | Credenfials = EVV

3. Locate the iBudget credential record in the List View Grid.

- Rl
Placcholder Provider Recore Credentials Sgn Out e

OF\‘—,‘ iCennect I ast tprared by carnling.sharrardapdeares.arg Regan QAWorksticom Werker v
dl 5/22/2024 4:4€:00 PH

E

File Word Merge

MY DASHEOARLD CCNSUMERS | PROVIDERS REFORTS

Placeholder Provider Record (28402)

Workers | Services | Mrovider ID Numbers | Contracts = Eeds | Linked Providars  Condifions | Service Aree | Admin Actions Facility Management

Providers Divisiors EVV Acfivities Forms Enrollments | Suthorizafions | Ncotas Lredentials EVV Scrsduling CAP | Appointmenis

Zradential v -+

Filters

Seerch Meset

1 Providers Credentials record(s) returned - now viewing 1 through 7

‘ | Credentizl . ‘ lype | Cradential Number | Ettective Date | Expiration Date | Licenze Duration | Status ‘ |
‘ |Celu'ﬁ:ﬂliuu ‘iBudgeLVu’divelAppiLi:llPlawhuldel | |('5/23(1024 | |Apuica||LFdLErclde\ ‘ |

4. Update the following fields:
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a. "Expiration Date" = Enter Date of denial/abandonment
b. “Status”= Select Applicable Status

i. Abandoned (The applicant submitted the application and
submitted some additional information or communicated with
the agency regarding additional information, but then
communication ceased.)

ii. Non-Responsive (The applicant submitted the application,
but then never responded to any requests for additional
information.)

iii. Termination/Closed

~ .4 Placehalder Provider Record Certification Details
Q0 iCennect 135t lpdated by caroline.shorter@andraras.arg
At 5/23/7074 4:58:18 PM
Flle

An asterisk (*) indicates a required field
Certification Detalls

Cradential Type 2 Certifi-ation

Certification Type [ IBudget Waiver Applizant Flaceholdar v |
EHective Date 0532024 |

Expiration Uste =

Placeholdes Provider Record crealed fer the purposes of a new license provider

application user provisionin
Commant PP P 9

Staius Apulican. Placehulder v
QA Worksteam Worker Lovkup  Glean  Delails
Abandcned

Active
Expansicn/Clozed

In Legal
Termination/Closed
Applicant Placehalder

5. When finished, click File > Save and Close
6. Navigate to the Placeholder Parent provider > Workers tab.
7. Inthe list view grid, find and click on the name of the former employee.

ervice Area  Admin Actions

ns | EWVActviies

EVV Scheduling  CAP | Appaintments
Filt
Pron - Egu ~ @ =
- +
— e
7 Worke: dis) rewrned - now viewing 1 through 7
Wether Masmw o Tive Fliurre Murbe Avive
Trus
Trus

B|G|F|B[5 &

8. This will open the Worker Details page
a. Check the “Exclude” checkbox.
b. When finished, File > Save and Close Worker
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aod wennect

File

onmy Workers

Froses o

i FustHame ok
Backarsund Check Esperene -
Crecanay Lagacy 1D
e Do of B 3
Business address 123 Business e
» Business Addiens 2
ciy e - E3
e G -~ 3
2p cove Bis - 3
s =l
Businesa Phone
Home Proes.
[
CallPhone (a0ssss-1212
Fax amper
550 Emet
Business Email emo gemail com
sart oate 3
End Date =
a1 i
[ 2]
ot |
Dsvgnted 2 Codels) oosiz
oot ||
oos i
s =I5l (Checkthe
ABEEVILLE =-'- "Exclude”
AcaDIA »
Dot G porEn | lcheckbox
ADA 14! -
anass N ol
p— Buck e IS
Primary Provide Dsmongs=—ir Frovcsr Detais
Exclude "

active

9. The former employee no longer appears in the list view grid on the Workers tab.

Demonstration Provider (15443)

Services | Provider ID Numbers | Contracts | Beds | Linked Providers | Condtions | Service
I

Providerzs | Divisions | EWW Actvites = Forms | Enrollments | Authonzations | Moles | Credentials | E\
(V) -Filters
Frovider Worksr Active v EqualTo v AND v x

Warker Name v +

3

€ Workers racard(s) returned - now viewing 1 through 6

Worker Name . | Title Phone Number
- Julia Provider is no 'onger shown
Provider, Jayasree as a Worker for Demonstration
! providzr.
Provider, Lorenz
Thomas, Lisa Cortacts Demc 1
Warker, lest (40/7)bb5-1212
Warker-EVV, Test
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As Needed: Abandoned/ Non-Responsive Application

If the reminder tickler is received after 120 calendar
days, or if the Prospective Applicant stops working on

. the application for more than 90 days, the application
will be deemed abandoned by the Licensing
Specialist. The Licensing Specialist will need to
discontinue ID PASS access and close the
prospective applicant record. The Prospective
Applicant must reapply.

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

Role l-"""'...
[Region 0 Worksirean Lend ——— Tl GO |

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

ocd itennect o
File
Quick Szarch
A Test Provider X | | Pries || Puovcarbiare v W
MY DAS-ECARD | CONSLVZRS ‘ PROVIDERS INCIDENTS CLAIME SCHEDULZR
Filters /
1 1 1

3. The Provider’s record will be displayed. Navigate to the Providers > Divisions tab.

Test Provider (21347) *—
Workers | Services | Provider ID Numbers | Contracts | Beds | Li

Providers | Divisions | EVV Activites | Forms | Enrollments | Aut

Filters:
Disposition v Mot Equal To b4 Closed v AND v x \
Division  w +

Search Reset

1 Providers Divisions record(s) returned - now viewing 1 through 1 /

Division Disposition

APD Open

Page 118

Updated January 2026 Page 118



4.Select the “Open” APD Division record via the hyperlink for that row.

Filtzrs:
owison [w| 4

A Urvizione records) relumaed  now viswing 1 rough 4

Miwisin Mispiisilicnn paen il
[ [
| oo [Gror . [T

5. Update the following fields on the Division Detail screen.
a."Disposition" = Closed
b."Close Date" = Enter Date (defaults to today)

\ Dision ‘ Division Details

: " Division * APD
Disposition ¥ 1— Closed v
Open Date 01/01/2023 H
Close Date * ¢ oee0z |

6.When finished, Select File > Save and Close Division. Click OK on
the pop-up message box.

File
History
‘ Save Division

Save and Close Division

Save and Add Ancther
Print

Close Division

e

All current ticklers will be cancelled. New ticklers may be added.

OK Cancel
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As Needed: Supervisor Denial

The Licensing Supervisor will review the application
and add a note if denying the application. They will then
send it to the ROM for review. If additional actions are
needed, proceed to Further Documentation Required.

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 INCIDENTS 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 = Initial Application/Supervisor Review and
select the pending record via the hyperlink.

Filtars

Sketus ~ EqualTo v Meading v ANCw x
Neclypev 4
Seanch Hesel

38 My Dashboard Notss record{s) rsturned - now viswing 1 through 15

Frovider Note Type / Note Date » Description Author Status
ol Py

Tl Applicalion/Suporvsn Hevicw WA Kooy, Muns

4. Inthe pending Note record, update the following fields:
a. “Associated Form ID#’ = Enter Form ID# if applicable
b. "Note Type" = Update to Initial Application/Supervisor Denial
"Description" = Enter description if applicable
"Append Text to Note" = Enter notes
"Status" = Complete

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

g. Enterlast name and click Search in the pop-up browser windowage 120
Select the name of the worker to attach them to the note

~ o a0
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h. Click the Lookup button on the "Add Note Recipient" to add an
additional recipient —
ROM/Deputy ROM

i. Enterlast 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 |

Note Date * 092972023 |3

Associated Form ID¥ e 352

Note Type * Initial Application/Supenvisar Denial v/

Note Sub-Type i

Description — 4

B I U - Ac

Note I

Status ¥ o f— Completz v
Date Completed (92972023
Attazhments

Add Atachmant

Document Description

There are no attachments to display

Note Recipients \

Add Note Recipiant Lookup  Clear

5. When finished click File > Save and Close Notes

File Tools
Spell Check
Save Notes

Save and Close Notes

Print \
Close Motes

Proceed to Chapter 13 to initiate the PAARF process
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As Needed: ROM Denial

the denial. If additional actions are needed, proceed to

P The ROM will review the application, add a new note for
() Further Documentation Required.

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

Role \
ErETEr— | |

2. Navigate to the Providers > Notes tab

e Reports

N (v [FeTe ~

e ras [

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" = Initial Application/ROM Denial
"Description" = Enter description if applicable
"Note" = Enter notes
"Status" = Complete

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

~ 0 a0
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Q00 Connect

File Teols

Notes Details

Division = APD ~

Note By * Reed, Monica ~

Note Date * 07/26/2022 =

Note Typs * S Initial Applicaton/ROM Denial ~[
Note Sub-Type -

Drsuription g

B 1 U \
Notg i
saws —
Date Cempleted O726/2022
Attachments
Decumant Dascription
There are no atachments to display \
Mote Recipients
Add Note Recipient LDDKUD Clear

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

Save and Close Notes

Print
Close Notes

_ The Licensing Specialist will be notified of the ROM
Denial via this note. The Licensing Specialist will
close the license record and will then proceed to
Chapter 13 to initiate the PAARF process.

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

Raole _-'"""..
[Region 0/ Wosksiream Load —— TGl GO |

7. After reviewing the note accessed from My Dashboard > Providers >
Notes > Complete navigate to the Providers > Credentials tab



WY DASHEOARD | CONSUMERS | PROVIDERS INCIZENTS CLAMS

~

Workers | Berwices | Prowder 1) Numbers | Gentracts  Beds | Dinkec{'mwvicers | Ahases

A TEST Provider (10002)

Providers | Diwisions | Forms  Enrclments  Authorizatons  Motes | Credemials  EVY

8. Selectthe license added in the Add License Information section from
the list.

9. Update the following fields:
a. “Original Date of Issuance” = Change to date that ROM denied
b. “Date of Renewal” = Leave blank
c. “Effective Date” = Change to date that ROM denied
d. “Expiration Date” = Change to date that ROM denied
e. “Lessthan One Year” = Leave blank
f. “License Duration” = Won'’t be populated
g. “Comment” = ROM Denied Initial License — Date of Denial
h. “Status” = Closed
i. "QA Workstream Worker" = Does not need to be changed

License Details

Credential Type * License

License Type * Group Home v
License Number * 586974

Original Date of ISsuance * “i— 1012012023 |5

Date of Renewal/Subsequent License 3

Effective Date eli— 10/20/2023 =

Expiration Date *™liss— 101202023 |

Less than One Year

ROM Denied Initial License - 10/20/23

Comme niei—

StAtls ~i— [ Closed v

Reason ' Initial ~

QA Workstream Worker Reed Monica Loukup Clea[

10.When finished, click File > Save and Close License Details.



The Licensing Specialist will proceed to Chapter 13
to initiate the PAARF process.

As Needed: End iConnect Access to Applicant Record by updating the Applicant
License Record to Closed

If the license application is abandoned by or
withdrawn by a provider, the end date of the
license credential on the applicant record will
remove that Applicant License record from the
provider’'s access.

This step of ending a Placeholder Provider
Record must also be completed for Applicant
Licenses abandoned or withdrawn.

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

¥
Role \
Region QA Worksiream Worker ﬂ @

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

Opj itonnect u‘a:

File
Guick Szarch

ATesl Provcar X | | Povers || | Provcestiare v m

WY DAZ-BCARD | CONSLVZRS | PROVIDERS INZIDENTS CAME SCHEDULR

Filtarg /

3. Navigate to the Providers chapter and enter the Child Provider's name in
the Quick Search filter and click Go.



The Provider’s record will display. Navigate to the Providers > Credentials
tab. Locate the Applicant License in the List View Grid.

A TEST Provider (10002)

Woarkers

Praviders | Divisions | Forms

MY DASHBOARD | CONSUMERS ‘ PROVIDERS INGIDENTS

~

5. Update the following fields:

Services | Provider |0 Numbers | Comfracts | Beds | LinkedProviders | Alizses

Errollments | Awtherizations

a. "Expiration Date" = Enter Date of denial/abandonment/non-responsive
b. “Status” = Closed

OC0 iCoennect

File

An asterisk (*) indicates a required field

License Details

Credential Type *

License Type *

License Number *

Original Date of Issuance *

Date of Renewal/Subsequent License
Effective Date *

Expiration Date *

Less than One Year

Comment

Status
Reason

QA Workstream Waorker

License

| Group Home v

SCR-APPL-73257
052312024 |3
MM/DDIYYYY 3
051232024 |3
06/05/2024 |

0

License Record created for the purposes of a new license provider application user

provisioning
[Closed v]
Initial v

Shorter, Caroline Lookup

18915 Group Home Record License Details
5/23/2024 5:19 PM

6. When finished, click File > Save and Close License Details

If the applicant responded to the note,

proceed to Complete Application
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