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Update Updating Worker’s Information in the Provider Record
(Updating Caseload Limits — QO Only)

Introduction

Agency and Qualified Organization (QO) Owners are assigned the Service Provider
role in iConnect. Service Providers are responsible for updating worker information
in the provider record. The Service Provider role can also be assigned to other
qualified employees through ID PASS. For more information on how to set up or
revise an ID PASS account, review the Step-by-Step — ID PASS Job Aid.

The Workers tab in the Provider’'s record will contain the names of the workers who
have successfully completed the ID PASS process for the Agency or QO that they are
employed by and have successfully logged into iConnect. Information that the Service
Provider puts into their employee’s record in the Workers tab will be imported into other
forms and reports. For example, the phone number and email of the Waiver Support
Coordinator (WSC) can be imported into the Person-Centered Support Plan (PCSP).
Importing information can only happen if the WSC'’s information was placed accurately
into the Workers tab by the Service Provider.

In this document you will learn:
Steps on Updating the Worker’s Record in iConnect (QO’s and Service Providers)
e Business Name/Title
e Contact Information
Steps on Updating the Worker’s Record in iConnect (QO’s Only)
e lLanguages
e Self-Imposed Caseload Limit

Below is a screenshot of the PCSP and the employee’s worker record.

My Waiver Support Coordinator

Name Agency (if applicable) Email Phone Number(s)
WSC, Sylvia sylvia25T764 @email com (222)222.2222
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https://apd.myflorida.com/waiver/iconnect/docs/Step-by-Step%20-%20ID%20PASS.pdf
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Steps on Updating the Worker’s Record in iConnect
1. To begin, log into iConnect and set Role =_Service Provider. Click Go.

Role

Service Provider A

2. Navigate to the Provider’s Record in the Quick Search filter and click GO.

N welcome, Sylvia Baer Advanced Search |Sign Out Role \
Opd iConnect 6/26/2024 2:56 PM 4 Senvice Provider v @
File
Quick Search
Providers v| | provider Hame -| ADVANCED SEARCH
MY DASHEOARD | CONSUMERS PROVIDERS “—

3. Navigate to the Workers tab.

Role
Provider - 19248 Workers [Sign Out

o iCennect Last Updated by sylia baer@apdcares.org Sorve Provcer - 2
at 6/14/2024 4:32:20 PM

File
Quick Search

Providers v| | Provider Name | =& ADVANCED SEARCH

MY DASHEOARD CONSUMERS PROVIDERS

Provider - 19248 (19248

w Services | Provider ID Numbers | Beds | Linked Providers | Service Area

Providers | CAP | EVVActivities | EVV Schedulng | Forms | Contracts | Enroliments | Authorizations | Notes | Appointments | Credentials
Filters

Worker Name +

Search Reset

5 Providers Workers record(s) retumned - now viewing 1 through 5

Worker Name . Title Phone Number
Baer, Sylvia (407)555-5555

4. Click the worker's name from the list view grid. The Workers Detail screen will
display. Fill out the information as needed.

a. Business Name/Title: the name of the agency or QO

b. Business Phone: this information will be visible in the Details of the Division
tab in the client’s record
Cell Phone: this information will be pulled into the appropriate forms
Business Email: this information will be visible in the Details of the Division
tab in the client’s record and pulled into the appropriate forms
Start Date: as applicable
End Date: as needed
Designated Counties: as applicable for WSCs
Exclude: only check if the worker needs to be removed from the Worker's
tab. This could be utilized if there are multiple entries or if the worker no
longer works for the agency/QO. If the worker no longer works for the
agency/QO, be sure to deactivate the worker from the ID PASS,
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Clearinghouse, and iConnect. Utilize the Deactivating a Worker Record Job

Aid for further guidance.

mj "-['l'l”' qﬂ'j "‘ nnedal I B ork

wrEt Updeted By wete Dt test wac@apd doreit
oA 2200 B340 AN

File Eie / 3
Quick $ ]

m (") inchales & roquired hald
1
P
Toreders R 2764
Sugervion Lkt Name * WSC
Background (heckExpenence  Firel Name * i
Credertiais 'cé‘_"“ Narre Tilbe Agency of 0 Mame :
Batinst AOees 5100 W KENNEDY BLVD 5T
Poptoes
Busineyy Aodress 2
m Lanpusges TAMPA
oy » O
Prewvidan . L
F
Filtars Suate * Cuwr
1 ]
Worker Name v Containg VIENG
7ip Code 160 w  Ciear
Workes Namg v +
County 1: Comar
e Fusiness Phose LG 45 G044 B
10 Providers Workers record(s) rel Home PRone wipne-Im
2 [ Klefain
o Coll Phane 200.20 1
WEC Syva B Fax NusmiBed x
SC. Syva $50 Email
WEC. oo e SR
Wec, Shela =
$tart Date -
WEC, Sharon .
1 End Dt m 3
WSC. Reping
WSC Kamcta F l &
WSC. Kamicra Designated Zip Codein) I- -
WSC Cargirg |—
WSC. Baskice ' |—
- L
ABBEVILLE i
ACADIA u
Devgnated Countes ACCOMACK
ADA [«
ADAIR s

5. Once completed, navigate to File and select Save and Close Worker.

File /

Spol Check arisk (*) inc
View History 5
Save Worker -ID

& Save and Close Worker > me *
Print ‘ Save and Close Worker

Close Worker 35 Namel Title

Rucinace Addrace
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https://apd.myflorida.com/waiver/iconnect/docs/20221027_Deactivating_A_Worker_Record.pdf
https://apd.myflorida.com/waiver/iconnect/docs/20221027_Deactivating_A_Worker_Record.pdf
https://apd.myflorida.com/waiver/iconnect/docs/20221027_Deactivating_A_Worker_Record.pdf
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An example of the information from the Details of the Division tab in the client’s
record.

Harmany Entity Viewer

Workers
Mimiber 1D 25764
Last Mame WEC
Forst Mame Sylvia
Tithe
Business Address 5100 W KENMEDY BLVD STE 152
City TAMPA
State Fl
Z2ip Code 35605
Business Phone (685|565 ERRS
Exinnsion
Fax Humber
Business Email syhials T4 @email com
Start Date

Steps on Updating the Worker’s Record in iConnect (QO’s Only)
This information is from the November 3, 2021 WSC Advisory #2020-035 Amended
Worker Record Updates.

The QO owner will update the Worker records for the WSCs and CDC+ Consultants
that are employed with the QO to include the Designated Zip Codes and designated
Counties that the WSC and the CDC+ Consultants services clients in.

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

2. Navigate to the Provider’s Record in the Quick Search filter and click GO.
. Role
Oﬁj iC(‘l’Iﬂ!"fl W‘?;:ST;’Z?’Z‘\Q: PBMae; Advanced Search Slgn o Service Provider \V @

File

Quick Search

Providers v Provider Name v @ . ADVANCED SEARCH

«—

MY DASHBOARD | CONSUMERS PROVIDERS ‘
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https://apd.myflorida.com/waiver/docs/WSC%20Advisory%202021-035%20AMENDED%20Worker%20Record%20Updates.pdf
https://apd.myflorida.com/waiver/docs/WSC%20Advisory%202021-035%20AMENDED%20Worker%20Record%20Updates.pdf
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3. Navigate to the Workers tab.

MY DASHEOARD CONSUMERS PROVIDERS

Provider - 19248 (19248]

Services Provider ID Numbers Beds Linked Providers Service Area

Providers = CAP | EVVActivities =~ EVV Scheduling = Forms | Confracts | Enrollments = Authorizations | Notes = Appointments | Credentials

Filters

Worker Name v +
Search Reset

5 Providers Workers record(s) returned - now viewing 1 through 5

Waorker Name . Title Phone Number

Baer, Sylvia (407)555-5555

4. Click the worker's name from the list view grid. The Workers Detail screen will

display. Fill out the information as needed.
a. Designated Zip: this field will auto fill once you select Designated Counties
b. Designated Counties: select all the counties in which the WSC or CDC+
Consultant serves clients

Start Date

End Date

Designated Zip Code(s)

| » | [ORANGE a
ABBEVILLE L
ACADIA »
Designated Counties ACCOMACK =
ADA 14
ADAIR “
AnanS L]

-

5. File > Save Worker or Save and Close Worker

Spell Check =risk (*) indicates a reqt
s

Save Worker ripD

Save and Close Worker ime ¥
e *
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6. To update the Languages: Navigate to the Languages bookmark.
o0 iConnect

File

‘ s | An asterisk (*) indicates a required field
b Workers

Providers

Member ID

Supervisors Last Name *

Background Check/Experience First Name *

Credentials Business Name/Title

Legacy ID
Positions

Date of Birth
Languages Business Address

Business Address 2

City

7. Go to File > Add New Language
od iConnect

File

[ Add New Language I ors

Print lage v +

Close Languages
—wulCh Reset
Supervisors

0 record(s) returned
Background CheckiExperience
Credentials

Positions

‘ Languages ‘

8. From the drop-down menu, select the spoken language.
File

Workers Languages

Arabic
Chinese
Creole
French
German h
Gujarati
Italian
Korean
Palish
Portuguese
Russian
Spanish
Tagalog
Thai
English
Vietnamese
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9. Click File > Save Workers Language or Save and Close Workers Language if
completed.

od iCennect
File K

Spell Cheack .
e — d field

Save Workers Language

Save and Close Workers Language

Print

Close Workers Language

10. If multiple languages are spoken, complete these steps until all languages are listed on
the Languages tab.

11.0nce completed with all of the languages spoken by the WSC/CDC+ Consultant,
select File > Save and Close Workers Language.

od iCennect

File K

Spell Check i
— d field

Save Workers Language

Save and Close Workers Language

Print

Close Workers Language

Steps on Updating the WSCs and CDC+ Consultants Caseload Limits in iConnect
(QO’s Only)

The QO owner will update the Worker records for the WSCs and CDC+ Consultants
that are employed with the QO to identify the caseload limits of their employees. The
caseload limits are not to be set higher than the Agency Imposed Caseload Limits.

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

Role
Service Provider il
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2. Navigate to the Provider’s Record in the Quick Search filter and click GO.
QQj (Connect Wif:gfn’;fvz‘ﬁ: EMEEL Advanced Search [Sign Out ;:‘:wmme, \« @

File

Quick Search

Providers | | Provider Hame v & ADVANCED SEARCH

MY DASHBOARD CONSUMERS PROVIDERS ‘ i

3. Navigate to the Workers tab.

MY DASHBOARD CONSUMERS PROVIDERS

Provider - 19248 (19248]

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

Providers | CAP = EVVActiviies = EVV Scheduling = Forms | Contracts

Notes Credentials
Filters

Worker Name v +
Search Reset

5 Providers Workers record(s) returned - now viewing 1 through 5

Worker Name . Title Phone Number

(407)555-5555

Baer, Syivia

4. Click the worker’'s name from the list view grid. The Workers Detail screen will
display. Update the following field.

a. Self-Imposed Caseload Limit = enter caseload limit equal to or less than the

hhhhhhhhhh

ACADIA v \L
Designated Counties ACCOMACK
ADA [«
ADAIR a
AMARIS v \L
Agency Imposed Caseload Limit 25
Self-imposed Caseload Limit ( 25
Dual Employment es Mo
Supervisor WSC, Joshua

5. File > Save Worker and Close Workers

File
Spell Check ) - .
| : =risk (*) indicates a requir
View History s
Save Worker riD
Save and Close Worker me *
Print ime %
Close Worker 3z Name/Title
N Business Address
Positions

Business Address 2
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