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Overview

IOWANS i s the | owa Depart ment InstitutioralandaWaiveer vi ces 6
Authorization and Narrative System.

The purpose of 10WANS is t 0 assist workers in the facility and waiver programs in both
processing and tracking requests starting with entry from the ABC system through

approval or denial . Consumer records will be tracked in lo WANS until that consumer is
no longer accessing a facili  ty or waiver program . Upon approval, participants will use
loWANS to provide the Medicaid fiscal agent with information and authority to make

accurate payments to providers of facility or waiver services.

Accessing lo WANS on the World Wide Web through Micr osoft Edge (Edge) provides

efficient and timely communications for all participants throughout the state . Asa
participant in the facilities and waivers processes, you will be provided appropriate
permissions that will allow you to access lo WANS from any ¢ omputer that is connected

to the Internet . Thus you will have timely access to the most current information
regarding all cases that involve you.

In most casest he process startsin |0 WANS upon receipt of information from ABC
regarding a facility or waiver request . 1o WANS will prompt each participant in turn to
perform key tasks (or milestones), and each participant must respond by entering the

appropriate information for that task before the process can move on to the next task

The final approval mileston e must be completed (closed) before an approved service

can be sent to the fiscal agent. Some situations will require assistance by the loOWANS
QA staff to get the process started in loWANS.

NOTE: You do not necessarily need t o k(wdastone)ffobe anot her
completed before starting the work you need to do . Where logical, do what work you

can ahead of time . All participants in the processing and tracking in lo WANS should

keep in mind that many things outside lo WANS must happen to support t he

accomplishment of a milestone . Responding to a milestone, while easy to do online in

lo WANS, may be delayed due to procedures outside of lo WANS.

Through 1o WANS, you will gain insight into not only your own role but also the roles of

other participants,  which will include supervisors, income maintenance workers, service
workers, case managers , Core Standardized Assessment (CSA) reviewer , the DHS
Medical Services arbitrator, Incident Reporting specialist, Quality Assurance, and the

Medicaid fiscal agent.

lowa DepartmentofH uman Services Empl oyeesd Manual
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Getting Started

IOWANS can be used on most modern web browsers, such as Microsoft Edge,

Chrome, Fire fox, and Safari . For best performance

IOWANS with  Microsoft Edge.

Follow these steps to set Microsoft Edge as the default browser for [OWANS to

openin .
1. Copy the IOWANS link.
2. Open Microsoft Edge browser.
3. Click the three
4, Click 6Opsenf Mi Edge
5, Select 6A specific
- =@
= L
General =

Default browser
Do more with Microsoft Edge - the fast, new
browser built for Windows 10

Change my default

Customize

Choose a theme

Light

Open Microsoft Edge with &=
Start page
New tab page
Previous pages
A specific page or pages —
Transfer favorites and other info

Import or export

Show the favorites bar

@ o
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x
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dots in t

he upper r
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6. Paste the IoWANS link and click the save button on the right.

Open Microsoft Edge with

A specific page or pages

|http5:,f';’5ecur'eapp.dhs.state.ia.usfl X =

Open new tabs with

7. loWANS will automatically open when the next time you open Microsoft Edge.

The IoWANS login screen will appear as:

IoWANS contains information protected by HIPAA privacy laws. By accessing loWANS you are consenting to
system monitoring for law enforcement and other purposes. Unauthorized use of, or access to, loWANS
may subject you to State and or Federal criminal prosecution and penalties, as well as civil penalties.

[COWA

Department of
HUMAN SERVICES

Click Here To Change Password

Welcome to loWANS (formerly known as 1515), maintained by DHS, State of lowa.
Please consider adding loWANS as Bookmark/Favorite.

loWANS should work on most common browsers but we recommend for best performance to use this
site with Microsoft Edge. Please consult your IT department before downloading any software and
follow your organizational policies.

| owa Department of Human Services Empl oyeesé
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Standard Functions In IoWANS

IOWANS uses many of the same standard functions associated with Microsoft
Windows and Edge. Some examples are:

8 You may use the TAB key to move from field to field on IOWANS screens . Do not
try to use the  ENTER key to move from field to field -- the ENTERk ey wondét wor Kk
that way!

8 Moving the mouse Aarrowodo into the field you wan
mouse button will put you into t he field . In fields that already have entries in
them, you may highlight the entry by holding down your left mouse button
while sweeping the cursor across the entry . While you have it highlighted, start

typing . What you type will replace what was there.

8§ To move backwards to a previous field, either press SHIFT + TAB Or use your
mouse to move the cursor.

8 You may use the scroll bar, which should appear on the right side, to move the
displayed portions of  I0WANS screens up and down . It will be especially
impor tant to do this if your computer has a lower screen resolution that does
not allow displaying the entire IOWANS screen at once.

8§ For IoWANS , enter date values in mm/dd/ccyy format, where mm=month,
dd=day, cc=century, and yy=year . For example, 12/25/20 20 is the correct
entry for December 25, 20 20.

CAUTION : You may enter dates with other formats, but the system may
not interpret it correctly!

You should always check the results that the system will report back in
the format of MM/DD/CCYY or MM/DD/YY.

Tabs, B_uttons and Icons Used I n Io0WANS

Nearly all I0WANS screens have tabs and subtabs that allow you to access
fields that display information or allow you to input information for the

subject identified by the label on the tab or subtab . They are called tabs as
they resemble the tabs you might find on folders in a filing cabinet . The
following picture identifies the most common types of tabs and subtabs.

| owa Department of Human Services Empl oyeesé
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- Tabs

Consumer Selected: No Consumer Selected

Consumer Search

state 0: Social Security Number: [J ]| I I
Provider # || * f Residence:
rirst Name: || vounny o ceyal Settiement: [ TS
Last Name: _ Worker:

Buttons

Tabs and sub tabs give you access to other screens and frames . When not in

use, tabs appear without borders .The |l arge or fAmainodo tabs wil/
border after you click on it with the left mouse button . Subtabs appear

highlighted when you pass the mouse cursor over t hem.

Buttons have a unique appearance and actually look pushed when you click

on them . Buttons are used to make lo WANS perform an action for you, such
as running a search or displaying the results of a search (see the buttons in

the picture above).

Anicon i s any fipictureo (uswually s.nihdword on a comp|

Aiicond is from the Greek word fAei koAm@onwhi ch me
nearly always serves as a link to take you to another page.

| owa Department of Human Services Empl oyeesé
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Overview of 1 0WANS Processing
Entries made in ABC on facility or waiver cases are passed to lo WANS the
following day . A PROGRAM REQUESTS screen and DETAILS screen are created for
the consumer using the information pas sed from ABC .
When entries made in the ABC system do not pass properly to lo WANS, you will

be notified by WISE Alert . You will need to contact staff in SPIRS to make
corrections in 10 WANS.

Use form 470 -3924, Request For lo WANS Changes, to transmit requests  to add,
change, or terminate information in [OWANSwhen the information cano6t
submitted through ABC system entries . See 6 - Appendix.

Once t he c¢onsumeloWANSdchckirm on aay of the links will take you

tothat screenin  I0WANS. Forexample, cl i cking on the underlined wc
Plano will take you to the SERVICE PLAN screen fo
clicking on ADetailso will take you to the DETAIL
However, you must click on a Program Request line to select a program request

before you can view the other screens such as STATUS, ROLES, and DETAILS for a

specificconsumer .When you receive the error message that
Program Requesté, o you have not <clickead on a Prog
specific consumer and program request

You wi || need to click on the AProgram Requesto |
REQUEST screen . Then select the consumer by clicking anywhere on the Program
Request line for the particular consumer . Now you can navi gate to other screens

attached to that Program Request.

After consumer data is passed from ABC to lo WANS, assigned workers must
compl ete additional .fConsumkrfdses waitingsar 4 respande o
workflow in 1o WANS can be found by clicking on AMy Wor &l dileam
Workload .0 The program request is not authorized for payment until all milestones
in a workflow are complete.

You can use the search screen to find consumers that are not listed on your
workload page . See Consumer Search Screen

| owa Department of Human Services Empl oyeesé
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Log -In Procedures

Be careful when logging into lo WANS. If you mistype your user name or password

on three attempts, you will be loc ked out for security reasons . If this happens, you
will have to ask your supervisor to reset your log -in capabilities . Use the following
stepstolog into 1o WANS:

1. Double click the Edge icon on your desktop . If the icon is not there, click on
the START button and select Edge from the next menu that appears.

2. Inthe address box at the top of E d g evinslow type the web address of the
lo WANS program, and either press the ENTER key or click onthe GO button
that is just to the right of the address box.

3. The lo WANS LOGIN page will open in the Edge browser . (You may want to
make lo WANS your home page or mark it as a favorite within Edge.

4.  Type your user name in the first box (field) and your password in the second

field.
5. Clickthe LOGIN button or p ressthe ENTER key to complete thelog  -in process.
Note that there are two other functions provided on the LOGIN screen . One is the

CLEAR button that allows you to clear everything from the two fields on the screen
The other is the label  CLICK HERE TO CHANGE PASSWORD, which will bring up a dialog
box allowing you to set a new password

Changing your password frequently is a good idea . You are required to change
your password every 60 days . When you are notified to change your password,
click on the link  CLICK HERE TO CHANGE PASSWORD to make the changes .

Your password must be at least eight characters in length  for regular users and at

least ten characters in length for super users . Passwords are case sensitive and

alphanumeric.  Your password must also inclu  de at least one upper case letter, one

lower case letter, and one special character. IOWANSwondét allow you to use
common words for passwords, including some common names . Additionally, you

will not be allowed to update your password to a previously u sed password. The

purpose for this is to improve security by making it harder for someone to guess

your password.

| owa Department of Human Services Empl oyeesé
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Log - Out Procedures

If you intend to be away from your desk for an extended period, log out of
lo WANS. You should do this for security reasons . If you are logged in to lo WANS,
but are inactive for 20 minutes, you will be automatically logged out.

When you receive the message fiThe paap@d cannot be

indicator that you have been automatically logged out . 'You must click on the
LOGOUT button and log back into lo WANS again before you will be able to continue
working.

Each screenin  |oWANS has LOGOUT as a subtab, to the right side in the upper part

of the screen . Clicking this tab will immediately log you out of IoOWANS. After
logging out, you will likely still be in an Edge session. You may close the window

by clicking the X button that appears in the upper right corner of the screen . You

may also exit Edge by clickihgonthe ° icon at the top right -hand corner and
selecting 6 Cl os e Mi cr drenotliet méha. g e 6

lo WANS Screens

There are three major tabs on lo WANS screens : CONSUMER, PROVIDER, and
SUPERVISOR UTILITIES . These are considered as categories fo rthe 10 WANS screens .
In this manual, all milestone response screens are segregated into one category

c al | keydtasks . 0

Access to the SUPERVISOR UTILITIES screens is limited by security permissions to
supervisors . If you do not have supervisor permission s, you will not see the
SUPERVISOR UTILITIES tab (shown on most of the pictures of screens in this manual),
and will not have access to these screens.

An HCBS specialist will see only the PROVIDER tab and not any of the other tabs
The PROVIDER tab leadst o all of the screens that HCBS specialists need to fulfill
their responsibilities.

NOTE: To avoid repetition, descriptions of elements common within each category
of screens is included only in the section on the first screen in each category

| owa Department of Human Services Empl oyeesé
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Consumer Screens

Common elements on the consumer screens include:

8

8
8
8

A CONSUMER tab that accesses screens regarding consumers.
A PROVIDER tab that accesses screens to locate and maintain provider i nformation.
A SUPERVISOR UTILITIES tab that accesses screens used by supervisors.

A PROGRAM REQUESTS subtab that accesses program request information for a

selected consumer . A program request is a record in lo WANS that displays details of
a ¢ on s umeued for Medicgid facility , HCBS waiver , or state plan enhanced
services . Most of the information on the PROGRAM REQUEST screen is passed to

lo WANS from the ABC system . See Program Requests Screen

A SERVICE PLAN subtab that accesses service plan information for a selected
consumer . The case manager or service worker adds most of the service plan data

to lo WANS. See Service Plan Screen . (NOTE: Facility consumers and memb ers
enrolled with MCOs  do not have service plans .)

A STATUS subtab that provides status information for a selected program request

This screen shows the workflow for the consumer selected . Responses entered by
each worker assigned to a consumer are collec ted, showin g the most recent task on
top. The page is defaulted to show the last three years of milestones in order to

increase page performance. However, workers can change the page view to see all

milestones or just the unanswered milestones by selecting 0Al 1l 6 or 6Unanswer ed
thedrop -down | abel ed 6Mil estonesd just above the I e
The tasks that are colored gray have been completed . Tasks that remain white are

waiting for a response and will be on the workload page for the worker assigned to

that particular role

Contact information for the worker, such as address, phone number, and e -mail

address, can be obtained by placing the cursor ove

remaining there until a pop up box containing contact information appears

If a notepad icon appears in the comments section, this indicates that the worker

who responded to that particular task has entered comments . The comments can be
viewed by clicking on the notepad icon . See Consumer S tatus Screen
A ROLES subtab lists the workers assigned to each role in IoOWANS for a specific

consumer . (See Consumer Roles Screen .) Authorized persons can assign people to
DHS-defined roles

9 IMworkers can assi gn a case manager or service worker

9 Supervisors can reassign a consumer to a different supervisor or to one of their
workers .

| owa Department of Human Services Empl oyeesé
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9 Case managers, service workers and nurse reviewers ( QIO) can reassign a
consumer back to their supervisor.

8 A DEerTALLS subtab displays demographic information on the selected consumer . This
information is passedto 10 WANS from the ABC system . See Consumer Details
Screen.

8 A MY WORKLOAD subtab accesses a screen showing consumers that require your
action . See The Workload Screen

8 A TEAM WORKLOAD subtab assesses a screen showing consumers assigned to workers
on the team that requi  re action. See The Workload Screen

8 A My REPORTS subtab allows you to view reports that are available to you . See
Reports Screens

8 A Locourt subtab allows you to immediately log o ut of lo WANS with one click.

Consumer screens include:

Workload

Consumer search

Consumer search results

Provider search

Provider search results

Program requests

Service plan

Waiver services agreeme nt I Date Screen

Waiver services agreement I_Service and Provide r Screen
Waiver services agreement I Rate and Units
I
I

Waiver services agreement Client Participation
Waiver services agreement Confirm
Consumer status

Consumer_Roles

Details

w W W wwwwuwww w w w w w

| owa Department of Human Services Empl oyeesé
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Workload

The WORKLOAD screen s, MY WORKLOAD or TEAM WORKLOAD displays a list of consumer

cases that require some action by you or a team . The entry on each line in the list

gives the consumer 6s state i de,mtogrdmi ncilestoneon number
and due date . If no key tasks are waiting for your attention, the screen wil | display

ANo Wor kl oad | t¥ommsay Rreedimndvigate to the WORKLOAD screen by

selecting the CONSUMER tab and thenthe My WORKLOAD subtab.

(8 WA Lo seavices

CGonsumer

Invoice Searct | My Workload | Team Workload | My Reports | Logout

Consumer Selected: No Consumer Selected

StatelD Consumer Program Milestone Due Date

The consumer has been given a choice between HCBS waiver services and
12312301 LT BEEE By institutional services. Do you want to continue with waiver eligibility?

12312301 JANUARY , DARLING IHHRC Do you want to continue with In Home Health Care Eligibility Determination? 12/11/2020 View Status

AFITA P View Status

When you click on VIEw STATUS button for the selected consumer you will be take n

tothe STATUS page which allows you to see what steps have already been

completed and the worker that completed each task . If no key tasks are waiting

for your attention, the screen wil.l di splay fNoO
If you have questions for others who have been working the case, you may want

to access the STATUS screen, as it shows contact information for people that have
performed milestones that precede yours.

Note that you might have to scroll downward in the screen shown (using the scroll
bar along the right side of the screen) in order to see the entire list.

Consumer cases are listed on the workload screens by the ir due date in
descending order . Cases with the late st due dates are placed at the bottom of the

list. If you are anticipating new actions (such as a new case or milestones for
existing cases), it would be wise to refresh the page from time to time . Refreshing
can be done by going to another page and then returning by using the MY

WORKLOAD OR TEAM WORKLOAD tab.

Not all cases arein 10 WANS. In general, a case wil | be in o WANS only if Medicaid
is paying for the facility stay, including RCF, HCBS  waiver services , In-Home
Health Related Care (IHHRC) services , or enhanced state plan services, including

Targeted Case Management (TCM) and Habilitation

If you believe t hat a waiver type for a particular consumer is wrong, it cannot be
changed in 1o WANS. To change the waiver type on a pending or active case, an IM
worker must close the case in ABC and open a new ¢ ase using the new waiver

type.

| owa Department of Human Services Empl oyeesé
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Team Workload

8 Workers will login using their individual login IDs.

8 Any team logins will be disabled and workers will not be able to login under a
team name.
8 Workers can view and work on any case/mi |l estone on the teambs

Workers can also work on any milestone assigned to any other team member.

8 Upon login, all workers will see the Consumer S EARCH page. Use the links  at the

top of the screen  to selectthe TEAM WORKLOAD page.

N_\ Department of
HUMAN SERVICES)

Consumer Selected: No Consumer Selected

Consumer Search

state 1D: | NN Social Security Number: [ N B
provider # | © County of Residence:
First Name: _ County of Legal Settlement:
Last Name: | Worker:

REMINDER: Worker s must change the W  ORKER to A LL CONSUMERS in order to search
for a member that is not assigned to them.

l N Department of
HUMAN SERVICES|

Consumer Selected: No Consumer Selected

Consumer Search

state 1D: [ Social Security Number: [ I I
Provider # | * County of Residence:
First Name: [N County of Legal Settiement: [IINEGENNNEY
Last Noone: Worker I SETETTTEFIES

Invoice Search | My Workloac | Team Workload !

My Reports | Logout

Search | Results

Invoice Search | My Workload | Team Workload | My Reports | Logout

Search | Resulis

wor

| owa Department of Human Services Empl oyeesé
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8 Click on TEAM WORKLOAD to show all active milestones of the te am.
WA Do

Invoice Search | My Workload | Team Workload | My Reports | Logout
Consumer Selected: No Consumer Selected

RELE LR [OWANS IM, TEAM ~ Get Workload

StatelD Consumer Program Milestone Due Date

1231248¢ AUGUST , LISANNE Tt Effective r;“l':‘l"]; "1f:;i;s':':;“"ii‘:ﬂ';'r:’ﬁ':lmne"“’"““"' of Public Health is nolonger 45/012050 VTS

AUGUST , LISANNE in Inj A request for Waiver services has been received for 1211172020 View Status
BOYD , JULIE Do you want to continue with Facility or Waiver El i 1211172020 View Status

(
L
(
1231238D DECEMBER , MORGAN Health Disability U e B (5 A n e O e L S i o EPIEET-PI \iew Status
b ; institutional services. Do you want to continue wi ver elig
[
L

12312418 FEBRUARY , LOVIE Skilled Do you want to continue with Facility or Waiver El ity Dete! 12/11/2020 View Status
0211118A FRANK , BRENDA PACE Do you want to continue with PACE lity Determination? 1211172020 View Status

0111112A GRUMPY , SAMUEL AIDS - HIV The program request has been den Would you like to continue notification? 1211172020 View Status
8 Any team member can respond to an active milestone.

8§ Multiple team members can potentially respond to various milestones. lo WANS
will track who responded to the milestone.

8 Once milestone is pulled by a worker it is locked to that worker until they
answer the milestone.

8§ IOWANSwi Il display an error message with the work
milestone was locked.

8 Ask the worker to respond to the milestone so that the workflow can continue.

8 QA can also unlock milestones only if needed and as a last r esort.

Invoice Search | My Workload | Team Workload | My Reports | Logout

Worker Name: Worker Role: Response: gz‘sep.onse Due Date: Comments: Undo:

ices has been received for this consumer. ToWANS IM, TEAM 12/11/2020

| owa Department of Human Services Empl oyeesé
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Consumer Search Screen

Access the CONSUMER SEARCH screen by clicking CONSUMER SEARCH link on the
CONSUMER tab.

l N Department of
HUMAN SERVICES|

Consumer Selected: No Consumer Selected

Invoice Search | My Workload | Team Workload | My Reports | Logout

Search | Results

Consumer Search

state 1D: [ Social Security Number: [ I I
provider # [ * County of Residence:
First Name: [N County of Legal Settlement:
Last Name: [ Worker:

The CONSUMER SEARCH screen displays fields into which you may enter data

relevant to a consumer you want the system to find . You may enter search criteria
one or more of the fields . Narrow the search by adding information in more fields
Clicking onthe  SEARCH button causes 10 WANS to perfor m a search based on the
data you entered.

Fields on the CONSUMER SEARCH screen include
8§ STATEID: i Use entire eight -character state ID number or leave blank.

NOTE: You must use an entire state identification number when using it for a
search . Using a part ial ID will not find anything . Also, you must use the entire
social security number or leave it blank.

8 PROVIDER #: T Use the entire vendor ID number (not a partial number or a
name) or leave blank . The search can be used to obtain a list of consumers
being served by that facility provider . This search will return only facility
consumers . Search MY REPORTS to search for consumers receiving waiver
services by provider.

8 MAGNIFYING GLASS icon T Access a search window to enter search criteria and
obtain provider vendor number.

Selecting the magnifying glass icon (nexttothe PrRovibDER# f i el d) will fApop
a provider search window . When used successfully, the PROVIDER SEARCH pop -up
window will automatically populate the PrROVIDER # field with the vendor ID.

8 FRSTNAMET | f you wish to search using a consumer 6s
enter a partial first name but must include the first letter.

| owa Department of Human Services Empl oyeesé
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8§ LASTNAMET Ifyouwishtosea rch using a consumerdés | ast name

a partial last name but must include the first letter.

8§ SoCIAL SECURITY NUMBER i Use the complete social security number or leave
blank.

8§ COUNTY OF RESIDENCE T Select a county listed in the drop -down list to se arch for
a consumer based on county of residence.

8 COUNTY OF LEGAL SETTLEMENT i Selecti a county listed in the drop -down listto
search for a consumer based on county of legal settlement.

8 WORKER T Shows whose cases are to be searched . loWANS will automatica Ily
select the person who is logged on to lo WANS. However, supervisors may
select subordinates from the pull -down menu and search the cases of the

selected subordinate.

NoTE: If you have multiple roles (and hence multiple lo WANS user IDs), you
may find it useful at times to access this screen to check the WORKER field to
see what user ID you are currently using.

DHS workers may select dAIlI Consumerso to searc
lo WANS even though the consumer is not assigned to that worker . This option
is not available to non  -DHS workers .

If you have more than one worker number or role in lo WANS, the worker field
may show your name more than once, and the search result will return all
active consumers on your caseload regardless of the worker role chosen.

I N\ Deparfmenf of
HUMAN SERVICES|

Consumer Selected: No Consumer Selected

Invoice Search | My Workload | Team Workload | My Reports | Logout

Search | Resulis

Consumer Search

state 1D: [ Social Security Number: [ I I
Provider # | - County of Residence:
First Name: [ County of Legal Settlement:
Last Name: [N Worker:

NOTE: Itis important to learn and understand the difference between the
Search subtab and the Search button , both described below.

8 SEARCHsubtab T Resets fields to previously used entries . This can be useful
when you want to recall what you used for a previous search, and you can
refine that search by adding to or changing an entry in any field
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CAUTION: If you change the fields and then click on the SEARCH tab rather than

the SEARCH button, the fields will be reset to what they were before you made

the changes . If the changes were slight, you might not notice what has

happened, and clicking on the SEARCHbut t on now wondét deliver the
wanted .

To avo id problems like this, it will always be good practice to review what is in
every field just before clicking the SEARCH button .

8 REeSULTS subtab i Displays results of last performed search.
8 SEARCH button T Begins the search based on information currently ent ered.
8 CLEARDbutton i Clears fields for new entries.

NOTE: The results of searches that find more than 100 records will not be
displayed T you 61 | h a v e thé search byraddiogradditional criteria.

By your role, you may be limited in search capability . For example, due to
confidentiality issues, contracted non -DHS case managers will only be able to see
records for consumers that are assigned to them.

Once you have completed a search and have the results displayed, the results are
retained on the results page (even i f you arendét displaying i
another search with different criteria.

Note in the example screen shown above that the n
frame under the search frame . Asonthe WORKLOAD screen itself, you may hav e

to scroll downward using the scroll bar along the right side of the screen to see the

entirelist . You may al so ficoll apsed the search screen ar
back up by clicking on the small yellow arrow  icon inthe up per left portion of the

screen.
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Consumer Search Results Screen

A Deparfment of
! N‘ Ii‘iUP';Ml‘J?:;R‘VLl‘CES

Consumer Selected: No Consumer Selected

Invoice Search | My Workload | Team Workload | My Reports | Logout

Search | Results

Print... 3 records retumed

StatelD ‘Consumer Name Social Security Number Application Date Days Since App
3875659H TESTA, DAVID souxc-5730 110772019
2291060H TESTROET, DANIEL xox0c 3732 05/1912008
3227085C TESTROET, DANIELLE k06 B455 06/2612012

Access the CONSUMER SEARCH RESULTS screen by executing a search from the
CONSUMER SEARCH screen . The results sho wn here show that several consumers
met the search criteria.

You may also access this screen by using the RESULTS subtab on the CONSUMER
SEARCH window if this search had been previously executed . In fact, you are able

to toggle between the SEARCH screen an dthe RESULTS screen by using the  SEARCH
and RESULTS subtabs on the two screens.

If you select (click on) a consumer on the list shown, a PROGRAM REQUEST display
for that consumer will appear in this screen replacing the list, and the system will

change th e message in the bar to identify the consumer (name, state ID program,

and program begin and end dates)

You may use the CONSUMER SEARCH link to toggle between the PROGRAM REQUEST
display and the search results list

Fields on the CONSUMER SEARCH RESULTS screen include:

8 PRINT... T Prepares a report of the results that you may print . The report will be
shown in a second Microsoft Edge window that will open, and you may print it
by selecting the  printer icon.

8 SEARCHsubtab T Returns to search screen with prev iously used entries (if any).

8 RESULTS subtab T Displays results of search that was last performed.

Each consumer is described on one row with data as follows:

8 STATEID 1 ID assigned to the consumer.

§ CoNsUMER NAME i The full name of the consumer as displayed in ABC.
8§ SoclAL SECURITY NUMBER i The last four digits of the consumer 6s soci al sec
number.
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8 APPLICATION DATE i Date the application (signed by the consumer or legal

representative) for this facility or waiver program was received in the local DHS
office . This date is also viewable on program request screen.

8 DAYs SINCE ApPi Calculated by the  system as the number of calendar days
from application date  to current date.

Provider Search Pop -Up_Window

Invoice Search | My Workload | Team Workload | My Reports | Logout
Consumer Selected: TESTA, DAVID SID: 3875659H

Search | Results

Consumer Search

stte 0 I SociatSecury Numer: I I I
provider # [ County of Residence:

Close[X]

Search | Results

provider Name: [ SN
Provider Number: ([ SN
Program:

procedur coce:
Home Based County:

Access the PROVIDER SEARCH pop -up window by clicking on the magnifying glass
icon just to the right of the PrROVIDER # field onthe CONSUMER SEARCH screen.

The PROVIDER SEARCH pop -up window shows fields int o which you may enter data

relevant to a provider you seek . You may search for a provider with data in one or
more fields . Clicking on the SEARCH button executes a search based on the data
you entered . The purpose of the search is to find the correct provi der, and to place

t hat provi de rPasperR B figldron theh €€ONSUMER SEARCH screen.

Fields on this pop -up screen include:

8 PROVIDER NAMET You may search using the provideroés nan
blank . If used, you may enter a partial name, but must have the starting
letters .1 f the provider name is a personb6s name, it
name/last name . You will need to search using the first name or you will not be
able to locate the provider.
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8§ PROVIDER NUMBERT You may search using the providero6s n
leave this field blank . If used, you may enter a partial number, but must have
the starting digits.

8 PROGRAM T Choose fromt he pull -down list or leave this field blank.

8 PROCEDURE CODE i Choose from the pull  -down list or leave this field blank . Note
that the list is defined by the program you selected in the previous field.

8 HoME BASED COUNTY i Base county of provider . Choose fro m the pull -down list
or leave this field blank.

Depariment of
‘ N\‘Hulﬂmrsj”seﬂ;ﬁcss

Consumer Selected: TESTA, DAVID SID: 3875659H

Invoice Search | My Workload | Team Workload | My Reports | Logout

Search | Results

Consumer Search

sute o I Social Securty turmber: N 0 I
Provider | * County of Residence:

Close[X]

Search | Results

Provider Name: _
Provider Number: _
Program:

Procedure Core: |
Home Based County:

NOTE: It is important to learn and understand the difference between the
SEARCH subtab and the SEARCH button , both described below

8§ SEARCH subtab T Resets fields to previously used entries . This can be usef ul
when you want to recall what you used for a previous search, and you can
refine that search by adding to or changing an entry in any field

CaurTioN: If you change the fields and then click on the SEARCH tab rather than

the SEARCH button, the fields will be reset to what they were before you made

the changes . If the changes were slight, you might not notice what has

happened, and clicking on the SEARCHbut t on now wonoét deliver the
wanted .

To avoid problems like this, it will always be good pra ctice to review what is in

every field just before hitting the SEARCH button.

8 RESULTS subtab 1 Displays results of last search you performed.

8 SEARCH button 1 Begins the search based on information currently entered
8 CLEAR button i Clears all fields for new  entries.
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Provider Search Pop -Up Results

[ N Department of
‘\ HUMAN SERVICES)
0

Provide P Provide
0117455 1952797235 |ABA OF IOWA

0220551 1952797235 ABA OF IOWA LLG

0223275 619465689 ABACOA MEDICAL SUPPLIES INC
0715461 1295352508 ABAIGAIL HEATON

0201984 790848315 ABAYOMI AKINTORIN MD
1201994 790848315 |ABAYOMI AKINTORIN MD

041208 114490794 ABBADENT DENTAL

274951 1487720033 ABBADENT DENTAL

07032 ABBADENT DENTAL CENTER

0748951 1487720033 ABBADENT DENTISTRY
12223 1104200112 ABBAS ALI MD
0222376 1104200112 ABBAS ALI MD
0216342 1245221134 ABBAS FADHIL AL-SARAF MD
1216342 1245221134 |ABBAS FADHIL AL-SARAF MD

Access the PROVIDER SEARCH RESULTS pop -up screen by executing a search from the
PROVIDER SEARCH pop -up windo w on the CONSUMER SEARCH scre en when the results
are either:

8 Alist ( two or more providers found) or
8§ An informational message (when no providers are found)

If only one provider is found, you will not get results displayed in the pop -up.
Instead, the pop -up window will close, and the system will automatically populate

the PROVIDER # field onthe CONSUMER SEARCH screen with the vendor ID number for
that provider.

NOTE: If you searched on a partial provider name and found only that one

provider, the PROVIDER # field onthe CONSUMER SEARCH screen will automatically
get the provi dldowéver, inthismsdereno you would not have seen the
full provider name

If you would like to see the full name, perform the consumer search and then click
on the PROVIDER tab to getthe full -sized PROVIDER SEARCH screen with the same
criteria you entered in the pop -up search window

Click on the SEARCH button, and you will get a PROVIDER DETAILS screen that shows
the compl et e pr oYournday thén savigate inack to the CONSUMER
SEARCH screen by clicking on the CONSUMER tab and then clicking on the CONSUMER
SEARCH link . This sequence will return you to the CONSUMER SEARCH with the criteria
you entered.
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The PROVIDER SEARCH RESULTS pop - up screen shows a list of providers that satisfy

the data entered in the search fields . If no providers are found, you will get a
message stating so . If more than 100 are found, you will receive a message rather
than a list, advising you that your search was too broad.

If the results are not what you wanted (such as too many records found to show),

use the SEARCH subtab on the pop -up window to toggle back to the PROVIDER
SEARCH pop -up win dow where you may enter new or additional criteria to narrow

the search.

Note that in the example shown, you will have to use the scroll bar in the pop -up
window in order to view the entire list of providers found.

If you find the correct provider in this list, double click on that entry and the pop -
up window wi |l close while the providerds identif
entered inthe PROVIDER # field onthe CONSUMER SEARCH screen.

Fields on the PROVIDER SEARCH RESULTS pop -up screen include:

8 SEARCH subtab T Takes you backtothe  PROVIDER SEARCH pop -up screen.

8 RESULTS subtab T Allows you to toggle back to this screen from the PROVIDER
SEARCH pop -up screen (without needing to repeat the search).
8 PROVIDER NUMBER i Assigned by the fiscal agent to identi fy the provider (also
known as the vendor ID) . The list (if any) will be sorted by this number, in
ascending order.
8 NPIT Theproviderds wunique nati ofPRaviDERpr ovi der i dent.
NAME - Assigned by providers to their business or to themselves as an
indi vidual.
If only one provider is found, this pop -up window will c¢close and that
identification number (vendor ID) will automatically be entered in the PROVIDER #

field on the CONSUMER SEARCH screen.
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Program Reguest Screen

The PROGRAM REQUEST screen shows information on program requests for a

selected consumer . A fiprogram r equestI@WANS that giveedetails d i n
of a consumer 6s r eidfacsityg t StateSuppldemntal program, or

home and community -based services .

Access the PROGRAM REQUEST screen by clicking on the record for one of the

consumers in a list shown on the CONSUMER SEARCH RESULTS screen . You may also
access this screen by cl icking on the PROGRAM REQUEST subtab when a consumer
has been selected.

Invoice Search | My Workload | Team Workload | My Reports | Logout
Consumer Selected: FEBRUARY, LOVIE SID: 1231241B

Begin Begin End End Authorized Aid LoC Assessment Cnty of Cntyof CP1st CP CP Ongoing Provider Case App Workflow

=y Number Number Date Processes

Program

Heafth
Disability
3950.00 $950.00 12/1/2020 Skilled 0850009 445696010 | 9/8/2020

Unknown 30.00 445696020 | 1/4/2021

Date Code Date Code Type Date Res. Resp. Month Ongeing Eff. Date
845
836

117142020

10/11/2020 11172020 5110000 | 5110000 [ 11/1/2020 Skilled 0650009 445696010 | 9/8/2020

PACE -
Home

/3172021 Unknown 50.00 50.00 0706542 445896030 | 1742021

Pending program requests have no beginning or ending date . When the IM worker
makes entries to p eapgicatonforeenvieas inéehe digbility
system , the program reque  stin lo WANS is displayed with no begin or end dates.

Denied program requests have an end date but no begin date . If the consumer is
denied inthe eligibility system, the last day of the current calendar month is
passed to 0 WANS and displayed inthe = END DATE field on the program request.

Active program requests have a beginning date but no ending date . If the
consumer is approved for facility or home and community  -based services , the
positive date entered is passed to lo WANS and displayed in the  BEGIN DATE field on

the program request . This is the first day for which services can be paid.

Closed program requests have both a beginning and ending date . When an active
consumer is canceled, the negative date entered is passed to o WANS and
displayed inthe end  date field on the program request . Waiver services can be

paid up to and including this day, if the service is approved on the service plan
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Facility providers  can be paid for all days up to the end date but are not paid for

the lastday ordateofdischarge . Therefore, i f a facility consume
canceled due to reasons that require timely notice, the worker should have

entered the first day of the m onth following cancellation in the negative date so

that the facility will be allowed payment for the last day of the month.

This information is passed from entries made in the eligibility system with the
exception of LOC and LOC EFrecTIVE DATE. The level of care information is passed
back to the program request after the QIO worker responds to the level of care
tasks and enters that information in lo WANS. Clicking on this record leads to the
SERVICE PLAN screen for waiver consumers and to the STATUS screen for facility
consumers.

If entries made in  the eligibility system do not have the specific coding, it may

result in incorrect data being passed to [IOWANS or the consumerdés data not
passed to 0 WANS at all . If you make entries on a facility or waiver case and the

data is not properly passed to lo WANS, you will notified by e -mail the following

morning .

You will then need to correct the problem . Entering the correct information in the
eligibility system  again may not be successful . For example, if the w  aiver code was
incorrect or omitted, adding it will not correct the problem

It may be necessary to complete form 470 -3924, Request for 10WANS Changes, to
transmit requests to add or change program request information in lo WANS when
t he i nf or ma teisubmitted througtt ABG system entries . See 61 Appendix

for additional information on completing this form.

Fields on the PROGRAM REQUEST screen include:

8 BEGIN DATE: The start of the program request . For facility, this date is the date
that facility payment is approved to begin . For waivers, this is the date that the
consumer has been determined to meet all financial and non -financial
requirements bythe IMworker . The date canét ntelevelafrcdrei er t ha
effective date, and the client must be Medicaid -eligible for the month when
waiver services are started

8 BEGIN CoDE: A three -digit positive action code . For alist, see 14 -B-Appendix,
Facility and Waiver Codes

8 STATUS CODE: Reserved for later use.

8 END DATE: The final date for the program request . The IM worker enters this
date inthe eligibility system . Facilities will not be paid for this day . If awaiver
needs to be canceled, contact the IM worker
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8§ END CoDE: A three -digit negative action code . Hovering over this code will
display the reason the program request ended . For a list, see 14 -B-Appendix,

Facility and Waiver Codes

TERM DATE: A date supplied by the Medicaid fiscal agent because the provider

has indicated that the consumer left a facility or is n o longer receiving services.
This does not close the program. The IM worker must verify the date and close

the case in the eligibility system.

TERM CODE: A code provided by Medicaid fiscal agent to show the reason for
termination (used by Quality Assurance ).

AID TYPE A three -digit program code . For alist of codes, see 14  -B-Appendix,
TDO1 AID .

Loc: The approved level of care . The QIO worker responding to the workflow
sets the level of ¢  are in 1o WANS. For consumers covered by Medicare in a
nursing facility, the IM worker responding that Medicare determined the level

of care also sets the level.

Loc EFrF DATE: The date the level of care becomes effective.

CNTY OF RES: Atwo -digitcodefort he consumer 6s counflhiscadé r esi de
is passed from the  eligibility system.

CNTYOF RESP.: Atwo-di git code for the consumerdés county
This code is initially passed from the ABC TDO03 screen to lo WANS.

CP 1sT MONTH: The amount of consumer participation for the first month. The
client participation amount is passed to IoOWANS from the ABC system.

CPONGOING: The consumer 6s mont hThegclieptgarticipaton pat i on
amount is passedto o WANS from the ABC system

For waiver cons umers, the case manager works with the client to decide which
service to apply the client participation toward and enters that amount on the
particular service when entering the services on the service plan

The case manager is also responsible for notifyi ng the provider of client
participation . The provider collects the client participation from the client and
submits a claim for the remainder of the services to the fiscal agent.

CPONGOING EFF. DATE: The date that the consumer6és ongoing
begi ns. This date is not entered in the ABC system; therefore lo WANS sets this

date to the first day of the month after the #fAb
ABC.
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The CP amounts can be adjusted using the CP CHANGE TooL.

IM workers can enter retroactive client participation adjustments directly into

lo WANS using a pop -up window . The CP amounts will be underlined for those
program requests that will allow the IM to ente r a CP change. For users with
roles other than the IM Worker role, the CP amounts will not be underlined

because the user does not have the appropriate permissions to enter CP

changes.
The IM worker selects the Program Request that covers the period of tim e
where the client participation needs to be changed . The date entered for split

becomes the end date on the selected Program Request and the begin date on
the new Program Request . The amount entered is the amount on the new
Program Request created from th e split.

If the begin date on the Program Request selected matches the begin date that
covers the period of time that the CP needs changed |, the IM leaves the split
date blank and just enters the corrected CP amounts . This will replace the old
CP with the n ewly entered amounts for the dates on the Program Request that

was selected.

EXAMPLE: The ongoing client participation shown on the Program Request was
$900.00 until November 1St whenitincreasedto$ 950.00 . The worker then
finds outin December the consu mer has been receiving an additional $100.00
from a private pension that started in October . The client participation should
have been $ 1000.00 for October, and $1050.00 for November and December
The client participation should be $ 1072.00 for January and ongoing . The IM
worker can make entries in ABC to change the client participation effective

January 1%t. The Program Request looks as shown below before ABC changes

Cnty Cnty CP .,  CP

Begin Begin .. End  End . Aid Assessment . Provider
Tier Authorized LOC of of st . Ongoing Program

Date  Code Date  Code Type Date Res. Resp. Month Ongoing Eff Date Number

11112020 | 075 |0 000 | MNo 136 | Approved | 8/1/2020 052 (077 | 5950.00|3850.00 |12/1:2020 |NF 0800278

8/1/2020 |070 [0 | 11//2020 | 000 | Mo 135 | Approved | 8/1/2020 052 |07 |5900.00 (590000 |9/1/2020 |NF 0800278

After the client participation change effective 1/1/2021 is passed from ABC to

lo WANS, the Program Request looks as shown below.

. . . cP .
Begin Begin . End End c A Assessment Ccp c Provider
Date  Code = Date  Code AT e Date = Ongoing g#gg:;g FULEL Number
112021 | 075 0 oo Ne 136 | Approved | 8/1/2020 052 | 077 51,072.00| 51,07200 |2172021 | NF 0800278

117172020 | 075 0 10142021 | 000 Ne 136 | Approved | 8/1/2020 05z |07 5950.00 |3850.00 121172020 | NF 0300278

8172020 (070 0 117172020 | 000 Ne 136 | Approved | 8/1/2020 052 | 077 £500.00 | 5900.00 9172020 | NF 0800278

In the past the IM worker would then need to submit form 470 -3924 Request

for lo WANS Changes or form 470 -0041 Adjustment to Facility Payment to

correct
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the past month & client participation amounts . With the CP CHANGE TooL pop -up,

the worker can now enter the correct client participation for past months.
In the example above the worker would follow the steps below to ma ke the
changes for past month client participation.

1. From the program request screen, place your cursor arrow over either
the CP 1st Month or CP Ongoing dollar amounts in the Program Request

line that covers the period of time where the correction is ne eded . In the
example above the Program Request line that runs from 8/1/2020 to
11/1/2020 wouldbeselected .iLeft ¢l i cko with your mouse
amount . The CP Pop -up screen will appear . The existing amounts will be
at the top of the screen and will no t be touchable.
2.  Enter the date that the correction should begin . In the example, enter

10/1/ 2020 in the split date field as this is the first month that the CP
needs to be corrected.

3. Enter the correct CP amount . In this example enter $  1000.00 inth e new
CP amount fields

Close[X]
Change CP Amounts

Program Request:
Start Date: 8/1/2020 End Date: 11/1/2020
15t Month CP Amount: $900.00 Ongoing CP Amount: $900.00

o el 10/1/2020 Hin

New 1st Month CP Amount: [RIMENKI
New Ongoing CP Amount: ISR

Change CF Amounts

For your changes to be applied, click.¥Yno the AC
will return to the Program Request screen . You should see the program request
spliton 10/1/ 20 with the CP of $ 1000.00 as shown onthe picture below.

CP

Ongoing Program
Eff. Date

Provider
Number

Assessment Cnty cpP

of .
Res. Ongoing

Authorized 2

Date

o7s o oo No 136 Approved | 8172020 052 o7y 51,072.00 | 51,072.00 | 2M/2021 MF 0800278
T1FTED | 075 ] 11172021 | 000 Mo 136 Approved | 8172020 052 7T 585000 5950.00 12172020 [ MF 0800278
104172020 | 070 o 11172020 | 000 No 136 Approved | 8172020 052 o7y 5100000 | 5100000 | 117172020 | MNF 0800278
81172020 | 070 ] 10512020 | 000 Mo 136 Approved | 8172020 052 7T 550000 S900.00 9172020 MF 0800278
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The IM worker would follow these same steps again to make the additional CP
corrections for November 2020 through December 2020 by selecting the
Program Request dated 11/1/2020 through 1/1/2021

The CP CHANGE pop -up only works for those Program Requests that have both a

begin and an end date . You will need to make the change in ABC for the

current date before making entries in using the CP CHANGE pop -up for the pa st
months .

If for some reason you need to make changes to client participation on a

Program Request that does not have an end date, the change will still need to

be submitted on the appropriate form . Continue to use the form 470 -3924
Request for 10 WANS Changes to request changes other than client participation
such as vendor number changes and date changes.

8 PROGRAM: The current Medicaid long -term care program for the consumer.

8 PROVIDER NUMBER: The vendor identification number assigned by the Medicaid
fiscal agent.

8§ CAseE NUMBER: A nine -character identification number assigned to the consumer
by the eligibility system. A single consumer may have multiple case numbers.
The state identification number is the only number uniquely assigned for each
consumer.

8 ApPPDATE T Date the application (signed by the consumer or legal
representative) for this facility or waiver program was received in the local DHS
office .

8 WORKFLOW PROCESSES: A button is displayed in this field when your role allows
for you to initiate  alevel o f care change workflow  on an active case

This button is not displayed unless you are assigned to a role that allows
initiating the level of care . For example case managers will see this button on
waiver consumers. QIO workers will see this button for faci lity consumers
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Service Plan Screen

HUMAN SERVICES|

Consumer Selected: JANUARY , DARLING SID: 12312301 Program Request: Elderly 11/4/2020 -
Select a service plan or create a new one: [V DAVVERIRY [y IR

Invoice Search | My Workload | Team Workload | My Reports | Logout

Authorized: NO Is Plan Valid: ° Yes! Exception?: NO

Service Plan Start Date: EhIoklelizi)] ] MEGIEE Tier 0 - Effective Date: v

Service Plan End Date: | CP 1st Month: [N
Plan Review Date: -] CP Ongoing:
Level of Care: CP Ongoing Effective Date: _
Assessment Date: Support Broker:
Original Assessment Date:
CSR Date:

Delete Plan Start Approval Process
Build Self-Direction Budget
Add Service... Monthly Cap: $1,365.78 Yearly Gap: $0.00

Approved/ Service Service Begin End Provider Monthly Total 1st Monthly Total
Denied D Date Date Number/Name Month Ongoing

Self

Direct? I

Units Rate Exc

55125 -Attendant Care Services - Agency non-
skilled_Tier#:0 121012020 | 1073172021

0202523 - CALVIN
MMUNITY

Access the SERVICE PLAN screen by selecting a consumer from a search results list

to obtain another screen displaying a recor d for that consumer, and then by

clicking on the record that is displayed for that consumer . You can also get to this
screen once you have a program request selected by clicking on the SERVICE PLAN
subtab.

The SERVICE PLAN screen allows you to view a servi ce plan for a consumer, add a
new plan, or change a current service plan

To add a new plan, you must enter dates in the fields for SERVICE PLAN START DATE,
SERVICE PLAN END DATE, and PLAN ReVIEw DATE.

After entering these three dates, click on the ADD NEW SERVICE PLAN button, and the
system will populate the three fields to the left while activating a link named fIADD
SERVICE...0 Also a DELETE PLAN button and information about monthly and yearly

caps will appear.

The ADD SERVICE link, shown on the left just above the headers for services, may

be used to access a series of screens that serve as waiver services agreement
worksheets used to enter a new service for the consumer . This link is not shown
until you have entered the basic service plan dates (that is, start, end, and review
dates).

NOTE: You may enter a proposed service plan with planned services, and you may
keep refining or changing the plan until the plan is submitted for approval.
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The service plan is fisubmittedod when you receive
ACompl et e S e 0D Aftergesporidlihgatonthat milestone, you should not make

any further changes to the plan (nor the services attached to it) except through

coordination with the authority that reviews and approves the plan.

Approval of the service plan will be for the entire service plan as you have defined
it. Therefore, it is very important that the fAfinal ¢
wantitbe f or e you respond to the AComplete Service PI

Entering exceptions, even when approved, is NOT the purpose of this screen
Likewise, exception values in fields on the worksheet screens for entering a service
will NOT be accepted by the system

The method for establishing exceptions is to first enter the plan and services into

lo WANS with standard values, and request the exceptions through the regular

exception to policy process outside of IoWANS. You should request all exceptions
atthesametm e i f thereds more than one to be made.

After the exceptions have been approved, ask Quality Assurance or a program
manager to amend the record by entering the approved values.

Once the exceptions have been entered, any further changes must be carefully

mad e. You may change values for a plan or service, but you must not change an
exception . Changes to exceptions must be approved (again through processes
outside of 1o WANS) and then entered into lo WANS by Quality Assurance or a
Program Manager

Fields on the SERVICE PLAN screen include:

8 SELECT A SERVICE PLAN OR CREATE ANEW ONE: 1 View or modify an existing service
plan or create a new one for selected consumer.

8 SERVICE PLAN STARTDA TE: I Date services are to start. This date must be on or
after the program beg in date, if present (when available) . It may not be known
when the plan is initially created.

8 SERVICE PLAN END DATE : i This date must be no more than 12 months after the
service plan start date . Service plans should end on the last day of the month
Servic e plans that have a start date of the 2nd of the month or later must end
on the last day of the 11th month.

8 LEVEL OF CARE: T This data is entered automatically from the QIO milestone.
8 CSRDATE T The level of care annual  continuing stay review (CSR) date.

8§ LOC EFFECTIVE DATE: T This date is entered automatically from the QIO
milestone.
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8§ PLANREVIEW DATE : i This date must be between the SERVICE PLAN START DATE and

END DATE, inclusive.

8§ CP1sSTMONTH: T The client participation amount is calculated by the IM Worker
and comes over automatically from the ABC system.

8§ CP ONGOING: T The client participation amount is calculated by the IM Worker
and comes over automatically from the ABC system.

8 CP ONGOINGEFFECTIVEDATE: T The date that the consumer s reglt

starts.
8 AUTHORIZED: T An entry of fAnoo indicates the pAan has
Afyeso entry means the service plan is valid and

approval milestone.
8 Is PLAN VALID i Confirms the validity of the service plan and individual services.
8 SAVE CHANGE TO PLAN button 1 Saves changesto [0 WANS.

8 DELETE PLAN button 1 Appears after you have entered a service plan . Before the
plan is approved, t his button allows you to delete the service plan if the
program request is pended (not active).

8 START APPROVAL PROCESS button 1 Starts the approval process when a new plan
is added to an active consumer . This is commonly used when a new plan is
added at th e time of the annual review.

8§ ADDSERVICE T A link to worksheet screens that enable you to add services.

8 MONTHLY cAP i Monthly maximum for all services totaled in dollars . Appears
after you have entered a service plan . Monthly dollar totals are differentiat ed
by calendar month.

8 YEARLY CAP T Yearly maximum for all services totaled in dollars.

8 BEGINDATE i Must be betweenthe  SERVICE PLAN START DATE and END DATE,
inclusive.

8 ENDDATE i Must be between the SERVICE PLAN START DATE and SERVICE PLAN END
DATE, inclu sive.

8 ProviDER NUMBER/N AME T ldentifies the name of the provider responsible for the
service.

8 MONTHLY TOTAL 1STMONTH T The first -month cost of the service minus CP FIRST
MONTH. This amount is calculated from data in other fields

8§ MONTHLY TOTAL ONGOING 1 Ongoing monthly cost of the service minus C P
ONGOING MONTHS. This is calculated from data in other fields.

8§ UNITS T The number of units to be used in a month for the identified provider
and service.
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8 RATET The rate per unit for the identified provider and service.

8 EXxci Identifies that the serv  ice is an exception to policy.

When the series of worksheet screens has been used successfully, the new service
will be added tothe service span listonthis SERVICE PLAN screen.

When you have added a service plan and click on the SAVE CHANGE TO PLAN button,
lo WANS will check the three dates you entered for errors . It will ensure that the
SERVICE PLAN END DATE follows the SERVICE PLAN START DATE, and thatthe  PLAN
REVIEW DATE is between the  SERVICE PLAN START DATE and SERVICE PLAN END DATE (or
on the SERVICE PLAN END DATE).

If an error is found, lo WANS will display a diamond and the error message in red

neart he center of the scr een. If more than one error exists, only one will be

shown. When you fAwork offo the first one IBywefi xing t
CHANGE TO PLAN button again, 1o WANS will then display the next error message.

After receiving the level of care effective date and adjusting plan and service dates

as necessary, clicking the SAVE CHANGES TO PLAN button cause 10 WANS to check the
SERVICE PLAN START DATE, PLAN REVIEW DATE and SERVICE PLAN END DATE against the
level of care ASSESSMENT DATE.

If a problem is found, an error message will be displayed in red near the top of the
screen . The message will help you analyze the problem to change the data as
needed before clicking on the SAVE CHANGES TO PLAN button again.

NoTE: All errors on this screen must be cleared befo re you can respond to the
mil estone screen (AComplete the Serand ce Pl an Entr
authorizes the final service plan.
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Service s Agreement Worksheet - Date Screen

.\ HUMAN SERVICES

Consumer Selected: JANUARY, DARLING SID: 12312301 Program Request: Elderly 11/4/2020 -

Logout

Services Agreement Worksheet

Please enter the start and end dates for this service. These dates must fall within the service plan start and end dates, and the start date must be on or after the Level of Care
effective date.

Service Plan Start Date: 12/01/2020 - Service Plan End Date: 10/31/2021

Service Start Date : | 12/01/2020 |
Service End Date : | 10/31/2021 |

Access the SERVICES AGREEMENT WORKSHEET DATE E screen by clicking on the ADD
SERVICE linkona ¢ 0 n's u m8ERACE PLAN screen.

The SERVICES AGREEMENT WORKSHEET DATE screen allows you to enter a start and
end date fort he service (sometimes called the service span) . The starting date
must be no earlier than the current month . Retroactive dates going back further
than the current month will require entry by Quality Assurance.

If service periods include partial months, ent er a separate service line for each
partial month, with units prorated to the partial service period.
Fields on this screen include:

8 SERVICE STARTDATE : I This date must be between the SERVICE PLAN START DATE
and the SERVICE PLAN END DATE, inclusive . The d ate cannot be less than the first
day of the current month.

8 SERVICE END DATE: T This date must be between the SERVICE PLAN START DATE and
the SERVICE PLAN END DATE, inclusive . The date cannot be less than the last day
of the previous month.

8 NExT™> button T Proceeds to next worksheet screen.
8§ CANCEL button 7 Exits worksheet abandoning all entries made.

8§ DATES T Alink that takes you to the DATES worksheet screen.
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8 SERVICE & PROVIDER T A link that takes you to the worksheet screen where
services may be entered.

8 RATES & UNITS T A link that takes you to the worksheet screen where you enter
rates and units.

8§ CPi Alinkthat takes you to a worksheet scr een to enter client participation.

8§ CoNFIRM T Alink that takes you to the final worksheet screen to view and save
the service you entered.

Services Adreement Worksheet - _Service and Provider Screen

Consumer Selected: JANUARY, DARLING SID: 12312301 Program Request: Elderly 11/4/2020 -

Services Agreement Worksheet

Please choose the procedure code from the drop-down. Next, enter a partial or complete provider number and click on the magnifying glass search fool. Enter the site number({if
applicable).

Service Plan Start Date: 12/01/2020 - Service Plan End Date: 10/31/2021

Procedure Code: | S5125: - Attendant Care Services - Agency non-skilled--Tier#t 0 v |

Provider (Num/Name): | 0202523 - CALVIN COMMUNITY

Service & Provider

<< Back | | Next>> | | Cancel

Access the SERVICES AGREEMENT WORKSHEET SERVICE AND PROVIDER screen by clicking
onthe NEXT>> button onthe SERVICES AGREEMENT WORKSHEET DATE screen, or by
clicking on the SERVICE & PROVIDER selection on the menu to the left on any of the
worksheet screens.

This screen allows you to identify the service and ass ign a provider for the service.

Fields on the SERVICES AGREEMENT WORKSHEET SERVICE AND PROVIDER screen include:

8 PROCEDURE CODE i Choose from pull -down list . The procedure codes on this list
are limited to those authorized for the waiver program type.

8 PROVIDER (NUM/NAME) 1 Enter the provider number (vendor ID) . Despite the
|l abel, this field will accept only the provider
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8 MAGNIFYING GLASS icon 1 Access a search window to obtain the provider vendor
number . If you use the PROVIDER SEARCH pop -up provided by the  magnifying

glassi con, it wil!/ return thePRovibery(NAVeNrAIE3 number t
field.
8§ SITENUMBER T Thisfielda ppears only i f the service chosen i

community living daily. 0 It is the number, obtained from the provider,
associated with the site where or from which the provider will provide services
for the consumer.

The system will not accept a blank SITE NUMBER field . If a site number is not
required, enter fildo (one) so you can advance to
screen .

<< BAcK button 1 Proceeds to previous worksheet screen.
NEXT >> button T Proceeds to next worksheet screen.
CANCEL button T Exits worksh eet abandoning all entries made.

DATES T A link that takes you to the DATES worksheet screen.

w w w W w

SERVICE & PROVIDER T A link that takes you to the worksheet screen where
services may be entered.

8 RATES & UNITS T A link that takes you to the worksheet screen wh ere you enter
rates and units.

8§ CP1 Alink that takes you to a worksheet screen to enter client participation.

8 CoONFIRM T A link that takes you to the final worksheet screen to view and save
the service you ente  red.
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Services Agreement Worksheet - Rate and Units Screen

Access the SERVICES AGREEMENT WORKSHEET RATES AND UNITS screen by:

8 Clicking onthe NEXT>> button onthe SERVICES AGREEMENT WORKSHEET SERVICE
AND PROVIDER screen, or

8§ Clicking onthe RATE & UNITS selection on the menu to the left on any worksheet
screen.

This screen allows you to enter the rate for a unit, the number of units, and
billable units authorized for this service.

Fields onthe SERVICES AGREEMENT WORKSHEET RATES AND UNITS screen include:
8 RATE($) 1 The approved rate for a given provider for a specific service.

NoTe: The RATE($) field behaves differently than other fields on worksheet
screens . When there are entries alre  ady in other fields, you may highlight the
entry (by holding down your left mouse button while sweeping the cursor

across the entry) and start typing . What you type will replace what was there

This process won RATE(RY dieldk If fhereris atv h &lue inthe RATE($)
field that you want to change, you need to highlight that value, and either

depress your [kEeyehatanrod BscksSPACE button . Once you have
cleared all or any part of the value from the field, you may then enter your

correction .

8§ UNITS T The maximum number of units that may be billed for this service for
each month of partial month in the services period.
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