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Locating Facilities Records in iConnect Job Aid

Introduction

The Agency for Persons with Disabilities (APD) uses an online application request link for
all potential applicants and current licensees that are seeking to establish a facility, such as
a group home, foster home or an Adult Day Training (ADT) facility. Once a request for an
application is submitted, the licensing team or designated staff will review the prospective
applicant and update their record as appropriate.

After the prospective applicant’s facility record is promoted and linked to their
Corporate/Placeholder record and they have been provisioned into the Identity Proofing
Administrative Security System (ID PASS), they will gain access to iConnect to complete the
application process.

This job aid will help prospective applicants locate their facility record(s) to complete the
licensing application process. For more details on submitting a licensing application, please
refer to the New Licensing Facility Application Request Training Manual, for residential
facilities or ADT New Licensing Manual, for ADT facilities.

There are two ways for prospective applicants to locate their facility records.

Locating the Facility Record
Follow the instructions below regarding locating the facility records in iConnect:

1. Log into iConnect.
a. Sign in through CyberArk.
b. Click the iConnect icon. The user may have to click the APD Applications icon
prior to selecting iConnect.

‘7 Applications
v H Py
8 Apcains A4 @
PoralUser Guide
@ o
A~ Activity

2. Set Role to “Service Provider” and click GO.

Role
Service Provider @
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3. Navigate to the Providers chapter by clicking either the PROVIDERS chapter or
selecting Providers from the middle drop-down in the Quick Search.

Quick Search /

Providers <] | Frovider tame v & ADVANCED SEARGH

Consumers

Providers.
WY DASHEUARD ONSUMER! PROVIDERS

4. Press Go at the Quick Search.

Quick Search

Providers v Provider Name v

MY DASHBOARD CONSUMERS PROVIDERS

5. Alist view grid will display the corporate/placeholder record and any associated facility
records. The Provider ID will be the same Provider ID from the application request
confirmation pop-up. Click on the appropriate facility record.

For additional information on locating the proper facility record, please review If Needed:
Identifying the Facility Record in iConnect section.

Note: If only the corporate/placeholder record is displayed, skip to the Locating the
Facility Record using “Linked Providers” section.

Success!

Thank you for compleling (he APD Online Applicalion Request 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

FReturn to APDCARES & Print

Role
| .4~ Welcome, Sylvia Provider [Quick Search Resulf] Sign Out
Q0 wonnect 2/17/2025 2:44 PM —_ Service Provider Y&
File
Quick Search
Providers | | provider tame v & ADVANCED SEARCH
MY DASHBOARD CONSUMERS PROVIDERS
2 Providers Quick Search Result record(s) returned - now viewing 1 through 2
Provider Name Provider ID
Name of Corporate/Placeholder Record 12345
Group Home Applicant 24770
First  Previous Records perpage| 15 | Next Last
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6. Once on the facility record, begin the application submission process.

For additional details on the license application process, please utilize the New Licensing
Facility Application Request Training Manual, for residential facilities and ADT New Licensing

Manual, for ADT facilities.

Group Home Applicant
Last Updated by sylvia baer@apdeares.org
at 2/17/2025 2:41:47 PM

opd iConnect

File Edit Reports
Quick Search

Providers ~ | Provider Name

-

MY DASHBOARD CONSUMERS PROVIDERS

Group Home Applicant (24770)

Workers = Services = Provider ID Numbers =~ Beds = Linked Providers = Service Area

Providers CAP | EVVActivities | EVV Scheduling ~Forms | Contracts

Providers Sign Out

ADVA

Notes
Basic Information

Provider Name
DBA (if applicable)/Facility
Name

Group Home Applicant Residential Monitor

Licensing Specialist

Licensed Home licensed for

Locating the Facility Record using “Linked Providers”

This section is for applicants who completed steps 1 through 5 in the previous section but were
unable to locate their facility record. Follow these steps to find the record using an alternative

method:

1. After completing a Quick Search, a list view grid may display, showing only the
corporate/placeholder record, or the corporate/placeholder record will automatically
load onto the screen. If the list view grid displays with only the corporate/placeholder

record, click the record.

o Welcome, Sylvia Provider [Quick Search Resulf
Q iConnect 2/17/2025 2:44 PM =
File
Quick Search
Brovaers v Provider Nam Ml o |
PROVIDERS.
1 Providers Quick Search Resuit record(s) returned - now viewing 1 through' 1
Provider Name
Name of Corporate/Placeholder Record ‘_ 12345

Service Provider v

@

Provider 10

Name of Corporate/Placeholder Record (12345)

Workers | Services = Provider ID Numbers = Beds | Linked Providers | Service Area

CAP | EVVActivities | EVV Scheduling = Forms | Contracts = Enroliments | Authorizations

Basic Information

Notes

2. Click Linked Providers

Workers Services Provider D Mumbers Beds Linked Providers Service Area

Providers | CAP | EVVActivities ~ EVV Scheduling = Forms Contramw Authorizations | Motes | Appointments = Credentials
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3. Alist view grid will display. Locate the facility record and click the check box on the far
right.

Workers | Services | ProviderID Numbers = Beds | Linked Providers = Service Area
Providers =~ CAP | EVV Activifies EVV Scheduling Forms Contracts | Enrollments | Authorizations =~ Motes = Appoiniments = Credentials
Filters
Linked As v &
Search Reset
1 Providers Linked Providers record(s) returned - now viewing 1 through 1

Linked As Provider Street City State Zip Code | Status Disclaimer

I | | The defails of ihe facilily are per Provider. it is up to the WSC and
Subsidiary Group Home Applicant | | Active e T

First ~ Previous Recordsperpage| 15 | Next Last

4. Navigate to Tools and click Open Linked Provider

Providers v | Provider Hame v & ADVANCED SEARCH

MY DASHBOARD | CONSUMERS PROVIDERS

Name of Corporate/Placeholder Record (12345)
Workers | Services | Provider D Numbers | Beds | Linked Providers  Service Area
Providers | CAP | EVVAciites | EVVScheduing = Forms | Conbiacts | Enroliments | Authorizalions | Motes | Appointments |~ Credentials
Filters
LinkedAs v+
Search  Reset
1 Providers Linked Providers record(s) returned - now viewing 1 through 1
Linked As Provider Street city State Zip Code Status Disclaimer o
The details of the faciity are per Provider, i i Up to the WSC and

Subsidiary Group Home Applicant Active bsedenmndddatiotn

First  Previous Recordsperpage 15 | Next Last

5. Once on the facility record, begin the application submission process.

For additional details on the license application process, please utilize the New
Licensing Facility Application Request Training Manual, for residential facilities and ADT
New Licensing Manual, for ADT facilities.

d e . Group Home Applicant Providers Sign Out
Qp‘ fConnect Last Updated by sylvia.bacr@apdcares.org
st 2/17/2025 2:41:47 PM

File Edit Reports

Quick Search

Providers ~ | Provider Name ~ @ ADVA

MY DASHBOARD CONSUMERS PROVIDERS

Group Home Applicant (24770}

Workers | Services =~ Provider ID Numbers | Beds | Linked Providers | Service Area

Providers CAP = EVVActivities | EVV Scheduling | Forms | Contracts | El ions | Notes cref
Basic Information
Provider Name Group Home Applicant Residential Monitor
DBA (if applicable)/Facility N -
Name Licensing Specialist

Licensed Home licensed for i ﬁ i
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If Needed: Identifying the Facility/ Record in iConnect

To distinguish between a Facility/ record and a Corporate/Placeholder record, follow these steps
after performing a Provider Search:

1. Placeholder Records and Corporate Records may have the following:

a. Corporate record: A list of services listed in the Services tab.

__——W’Ers Services | Provider ID Numbers | Contracls | Beds | Li
Providers | Divisions = EVV Activities | Forms | Enroliments | Auth
Filters
Active v Equal To v @ Yes (O MNo AND v x
Senvice Code ~ +
Search Reset
16 Providers Services record(s) returned - now viewing 1 through 15
Service Code o Effective Date Division | End Date | Unit Type Description
0000-WVR 08/05/2025 APD Units Provider Additional Documentation
$5130:UC 08/05/2025 APD 15 mins (4140) Personal Supporis
§5130:UC 08/05/2025 APD 15 mins (4140) Personal Supporis
S§5130:UC 08/05/2025 APD 15 mins (4140) Personal Supporis
S$5130:UC:SC 08/05/2025 APD Day (4141) Personal Supporis - Day
§5130:UC:SC 08/05/2025 APD Day (4141) Personal Supporis - Day
§5130:UC:SC 08/05/2025 APD Day (4141) Personal Supports - Day
S$5135:.UC 08/05/2025 APD 15 mins (4080) Life Skills Development - Level 1 (Community Inclusion)
$5135:.UC 08/05/2025 APD 15 mins (4080) Life Skills Development - Level 1 (Community Inclusion)

b. Corporate record:

“iBudget Waiver Agency Provider” in the Credentials tab.

c. Placeholder record: “iBudget Waiver Applicant Placeholder” in the Credentials

tab.

Workers | Services | Provider ID Numbers = Confracts = Beds | Linked Providers =~ Conditions | Service A
Providers | Divisions | EVV Aclivities | Forms = Enroliments = Authorizations =~ Notes | Credentials E
Filters
Credential v o+ /
Search Reset
1 Providers Credentials record(s) returned - now viewing 1 through 1
Credential . 13'%‘/ Credential Number Effective Date
Certification iBudget Waiver Applicant Placeholder 01/28/2025
First Previous Records perpage 15 @ Next  Last
| -
‘Workers Semvices Provider ID Numbers Contracts Beds Linked Providers Conditions Service Are
Providers Divisions EVV Activities Forms Enrollments Authorizations Motes Credentials EVV
Filters
Credential b +
Search Reset

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

Credential .

Certification

— /

iBudget Waiver Agency Frovider

Credential Number

Effective Da
01/31/2025

2. Facility Records may have the following:
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a. Form named “Online Application Request for New Providers” in the Forms tab
for those that requested an application through the online application request
link.

Providers | Divisions | EVV Activities | Forms Notes | Credentials | EVV ing | CAP Provider Ad
Filters
Division v +
Search  Reset
1 Providers Forms record(s) returned - now viewing 1 through 1

Division Form Name Review Review Date « Status Worker

Online Application Request for New Providers 011372025 Pending Application, Harmony

/ First  Previous Recordsperpage| 15 | Next Last

b. In the Service tab there should be no services listed.

Work |Senrices | Provider ID Numbers | Contracts B'i
% Divisions | EVV Activities | Forms | Enroliments

Filters
Active v Equal To v @ Yes () No AND v x
Service Code hd +

Search Reset

0 record(s) returned

c. Inthe Credentials tab there may be a license stating the Type of facility.

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

Providers | Divisions | EVV Aclivities | Forms i Notes | Ci i EVV i CAP fis | Provider Ac

Filters

Credential v + /

Search Reset

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

Credential . Type Credential Number Effective Date Expiration Date License Duration Status
License Group Home: SER-APPLuuuues 02/03/2025 03/31/2026 Applicant

/
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