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Overview  

I oWANS is the Iowa Department of Human Servicesô Institutional and Waiver 

Authorization and Narrative System.  

The purpose of I oWANS is t o 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 Io WANS until that consumer is 

no longer accessing a facili ty or waiver program . Upon approval, participants will use 

I oWANS to provide the Medicaid fiscal agent with information and authority to make 

accurate payments to providers of facility or waiver services.  

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

efficient and timely communications for all participants throughout the state . As a 

participant in the facilities and waivers processes, you will be provided appropriate 

permissions that will allow you to access Io WANS from any c 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 cases t he process starts in Io WANS upon receipt of information from ABC 

regarding a facility or waiver  request . Io 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 I oWANS 

QA staff to get the process started in I oWANS. 

NOTE:  You do not necessarily need to wait for another personôs task (milestone) to be 

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 Io WANS should 

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

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

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

Through Io 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.  
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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 , it is recommended to use  

IoWANS with  Microsoft Edge.  

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

open in . 

 1.  Copy the IoWANS link.  

 2.  Open Microsoft Edge browser.  

 3.  Click the three dots in the upper right corner and select óSettingsô. 

 4.  Click óOpen Microsoft Edge Withô and a drop-down box will appear.  

 5.  Select óA specific page or pagesô. 
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 6.  Paste the IoWANS link and click the save button on the right.  

 

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

The IoWANS login screen will appear  as:  
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Standard Functions I n IoWANS  

IoWANS  uses many of the same standard functions associated with Microsoft 

Windows and Edge . Some examples are:  

§ 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 ENTER key wonôt work 

that way!  

§ Moving the mouse ñarrowò into the field you want and then clicking the left 

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.  

§ To move backwards to a previous field, either press SHIFT +  TAB or use your 

mouse to move the cursor.  

§ You may use the scroll bar, which should appear on the right side, to move the 

displayed portions of IoWANS  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.  

§ 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 IoWANS  

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

use, tabs appear without borders . The large or ñmainò tabs will show its 

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 Io 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).  

An icon  is any ñpictureò (usually small) on a computer screen. The word 

ñiconò is from the Greek word ñeikonò which means image or figure. An icon 

nearly always serves as a link to take you to another page.  
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Overview of I oWANS  Processing  

Entries made in ABC on facility or waiver cases are passed to Io 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 Io WANS, you will 

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

corrections in Io WANS. 

Use form 470 -3924, Request For Io WANS Changes, to transmit requests  to add, 

change, or terminate information in Io WANS when the information canôt be 

submitted through ABC system entries . See 6 -Appendix.  

Once the consumerôs data is in Io WANS, clicking on any of the links will take you 

to that screen in I oWANS. For example,  clicking on the underlined words ñService 

Planò will take you to the SERVICE PLAN screen for the selected consumer and 

clicking on ñDetailsò will take you to the DETAILS screen for a selected consumer. 

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 

specific consumer . When you receive the error message that says, ñPlease Select a 

Program Requesté,ò you have not clicked on a Program Request to select a 

specific consumer and program request . 

You will need to click on the ñProgram Requestò link to go back to the PROGRAM 

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 Io WANS, assigned workers must 

complete additional ñworkflowò activity. Consumer cases waiting for a response to 

workflow in Io WANS can be found by clicking on  ñMy Workloadò or ñTeam 

Workload .ò 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 . 
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Log - In Procedures  

Be careful when logging into Io 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 

steps to log into Io 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.  In the address box at the top of Edgeôs window type the web address of the 

Io WANS program, and either press the  ENTER key or click on the GO button 

that is just to the right of the address box.  

 3. The Io WANS LOGIN page will open in the Edge browser . (You may want to 

make Io 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.  Click the LOGIN button or p ress the ENTER key to complete the log - 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.  Io WANS wonôt allow you to use many 

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.  
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Log - Out Procedures  

If you intend to be away from your desk  for an extended period, log out of 

Io WANS. You should do this for security reasons . If you are logged in to Io WANS, 

but are inactive for 20 minutes, you will be automatically logged out.  

When you receive the message ñThe page cannot be found,ò this is a good 

indicator that you have been automatically logged out . You must click on the 

LOGOUT button and log back into Io WANS again before you will be able to continue 

working.  

Each screen in I 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 I oWANS. 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 clicking on the  icon at the top right -hand corner and 

selecting óClose Microsoft Edgeô from the  menu.  

Io WANS  Screens  

There are three major tabs on Io WANS screens : CONSUMER, PROVIDER , and 

SUPERVISOR UTILITIES . These are considered as categories fo r the Io WANS screens . 

In this manual, all milestone response screens are segregated into one category 

called ñkey tasks .ò 

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 leads t 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 . 
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Consumer Screens  

Common elements on the consumer screens include:  

§ 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 Io WANS that displays details of 

a consumerôs request for Medicaid facility , HCBS  waiver , or state plan enhanced  

services . Most of the information on the PROGRAM REQUEST screen is passed to 

Io 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 Io 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  óAllô or óUnansweredô from 

the drop -down labeled óMilestonesô just above the milestone table. 

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 over the workerôs name and 

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 I oWANS for a specific 

consumer . (See Consumer Roles Screen .) Authorized persons can assign people to 

DHS-defined roles :  

¶ IM workers can assi gn a case manager or service worker . 

¶ Supervisors can reassign a consumer to a different supervisor or to one of their 

workers . 
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¶ Case managers, service workers and nurse reviewers ( QIO ) can reassign a 

consumer back to their supervisor.  

§ A DETAILS  subtab displays demographic information on the selected consumer . This 

information  is passed to Io WANS from the ABC system . See Consumer Details 

Scre en. 

§ A MY WORKLOAD subtab  accesses a screen showing consumers that require your 

action . See The Workload Screen . 

§ A TEAM WORKLOAD subtab assesses a screen showing consumers assigned to workers 

on the team that requi re action. See The Workload Screen . 

§ A MY REPORTS subtab allows you to view reports that are available to you . See 

Reports Screens . 

§ A LOGOUT subtab  allows you to immediately log o ut of Io 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 ï Dat e Screen  

§ Waiver services agreement  ï Service and Provide r Screen  

§ Waiver services agreement ï Rate and Units  

§ Waiver services agreement ï Client Participation  

§ Waiver services agreement ï Confirm  

§ Consumer status  

§ Consumer Roles  

§ Details  
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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 consumerôs state identification number and name, program, milestone, 

and due date . If no key tasks are waiting for your attention, the screen wil l display 

ñNo Workload Items Found.ò You may need to navigate to the WORKLOAD screen by 

selecting the CONSUMER tab and then the MY WORKLOAD subtab.  

 

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

to the 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 will display ñNo Workload Items Found.ò 

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 are in Io WANS. In general, a case wil l be in Io 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 Io 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 c ase using the new waiver 

type.  
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Team Workload  

§ Workers will login using their individual login IDs.  

§ Any team logins will be disabled and workers will not be able to  login under a 

team name.  

§ Workers can view and work on any case/mi lestone on the teamôs workload. 

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

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

top of the screen to select the TEAM WORKLOAD page.  

 

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.  
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§ Click  on TEAM WORKLOAD to show all active milestones of the te am.  

 

§ Any team member can respond to an active milestone.  

§ Multiple team members can potentially respond to various milestones. Io WANS 

will track who responded to the milestone.  

§ Once milestone is pulled by a worker it is locked to that worker until they 

answer the milestone.  

§ Io WANS will display an error message with the workerôs name and the date the 

milestone was locked.  

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

§ QA can also unlock milestones only if needed and as a last r esort.  
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Consumer Search Screen  

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

CONSUMER tab.  

 

 

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 on the SEARCH button causes Io WANS to perfor m a search based on the 

data you entered.  

Fields on the CONSUMER SEARCH screen include :  

§ STATE ID : ï 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.  

§ PROVIDER #: ï 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.  

§ MAGNIFYING GLASS icon ï Access a search window to enter search criteria and 

obtain provider  vendor number.  

Selecting the magnifying glass  icon (next to the PROVIDER # field) will ñpop upò 

a provider search window . When used successfully, the PROVIDER SEARCH pop -up 

window will automatically populate the PROVIDER # field with the vendor ID.  

§ FIRST NAME ï If you wish to search using a consumerôs first name, you may 

enter a partial first name but must include the first letter.  
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§ LAST NAME ï If you wish to sea rch using a consumerôs last name, you may enter 

a partial last name but must include the first letter.  

§ SOCIAL SECURITY NUMBER ï Use the complete social security number or leave 

blank.  

§ COUNTY OF RESIDENCE ï Select a county listed in the drop -down list to se arch for 

a consumer based on county of residence.  

§ COUNTY OF LEGAL SETTLEMENT ï Selecti a county listed in the drop -down  list to 

search for a consumer based on county of legal settlement.  

§ WORKER ï Shows whose cases are to be searched . Io WANS will automatica lly  

select the person who is logged on to Io 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 Io 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 ñAll Consumersò to search for any consumer in 

Io 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 Io 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.  

 

 

NOTE:  It is important to learn and understand the difference between the 

Search subtab  and the Search button , both described below.  

§ SEARCH subtab  ï 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 SEARCH button now wonôt deliver the results you 

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 . 

§ RESULTS sub tab  ï Displays results of last performed search.  

§ SEARCH button ï Begins the search based on information currently ent ered.  

§ CLEAR button ï Clears fields for new entries.  

NOTE: The results of searches that find more than 100 records will not be 

displayed ï youôll have to narrow the search by adding additional 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 if you arenôt displaying it) until you perform 

another search with different criteria.  

Note in the example screen shown above that the ñworkload listò is displayed in a 

frame under the search frame . As on the WORKLOAD screen itself, you may hav e 

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

entire list . You may also ñcollapseò the search screen and pull the workload list 

back up by clicking on the small yellow arrow  icon in the up per left portion of the 

screen.  
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Consumer Search Results Screen  

 

 

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 d the 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:  

§ PRINT .. . ï 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.  

§ SEARCH subtab  ï Returns to search screen with prev iously used entries (if any).  

§ RESULTS subtab  ï Displays results of search that was last performed.  

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

§ STATEID  ï ID assigned to the consumer.  

§ CONSUMER NAME ï The full name of the consumer as displayed  in ABC.  

§ SOCIAL SECURITY NUMBER ï The last four digits of the consumerôs social security 

number.  
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§ APPLICATION DATE ï 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.  

§ DAYS SINCE APP ï Calculated by the  system as the number of calendar days 

from application date  to current date.  

Provider Search Pop - Up Window  

 

 

Access the PROVIDER SEARCH pop -up window by clicking on the magnifying glass  

icon just to the right of the PROVIDER #  field on the 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 

that providerôs ID in the PROVIDER #  field on the  CONSUMER SEARCH screen.  

Fields on this pop -up screen include:  

§ PROVIDER NAME ï You may search using the providerôs name or leave this field 

blank . If used, you may enter a partial name, but  must have the starting 

letters . If the provider name is a personôs name, it will be stored as first 

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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§ PROVIDER NUMBER ï You may search using the providerôs number (vendor ID) or 

leave this field blank . If used, you may enter a partial number, but must have 

the starting digits.  

§ PROGRAM ï Choose from t he pull -down list or leave this field blank.  

§ PROCEDURE CODE ï 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.  

§ HOME BASED COUNTY ï Base county of provider . Choose fro m the pull -down list 

or leave this field blank.  

 

 

NOTE: It is important to learn and understand the difference between the 

SEARCH subtab  and the SEARCH button , both described below  

§ SEARCH subtab  ï 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 . 

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 SEARCH button now wonôt deliver the results you 

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.  

§ RESULTS subtab  ï Displays results of last search you performed.  

§ SEARCH button ï Begins the search based on information currently entered . 

§ CLEAR button ï Clears all fields for new  entries.  
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Provider Search Pop - Up Results  

 

 

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:  

§ A list ( two or more providers found) or  

§ 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 on the 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 on the CONSUMER SEARCH screen will automatically 

get the providerôs number. However, in this scenario 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 get the 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 complete providerôs name. You may then navigate back 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 will close while the providerôs identification number is automatically 

entered in the PROVIDER #  field on the CONSUMER SEARCH screen.  

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

§ SEARCH subtab  ï Takes you back to the PROVIDER SEARCH pop -up screen.  

§ RESULTS subtab  ï Allows you to toggle back to this screen from the PROVIDER 

SEARCH pop -up screen (without needing to repeat the search).  

§ PROVIDER NUMBER ï 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.  

§ NPI  ï The providerôs unique national provider identifer. PROVIDER 

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 close and that providerôs 

identification number (vendor ID) will automatically be entered in the PROVIDER #  

field on the CONSUMER SEARCH screen.  
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Program Request Screen  

The PROGRAM REQUEST screen shows information on program requests for a 

selected consumer . A ñprogram requestò is a record in Io WANS that gives details 

of a consumerôs request for Medicaid facility , State Supplemental 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.  

 

Pending program requests have no beginning or ending date . When the IM worker 

makes entries to pend a consumerôs application for services in the eligibility 

system , the program reque st in Io 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 in the eligibility system, the last day of the current calendar month is 

passed to Io WANS and displayed in the  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 Io 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 Io WANS and 

displayed in the 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 last day  or date of discharge . Therefore, if a facility consumerôs eligibility is 

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 EFFECTIVE 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 Io 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 Io WANS or the consumerôs data not being 

passed to Io WANS at all . If you make entries on a facility or waiver  case and the 

data is not properly passed to Io 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 I oWANS Changes , to 

transmit requests to add or change program request information in Io WANS when  

the information canôt be submitted through ABC system entries . See 6ïAppendix  

for additional information on completing this form.  

Fields on the PROGRAM REQUEST screen include:  

§ 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 by the IM worker . The date canôt be earlier than the level of care 

effective date, and the client must be Medicaid -eligible for the month when 

waiver services are started . 

§ BEGIN CODE: A three -digit positive action code . For a list, see 14 -B-Appendix,  

Facility and Waiver Codes . 

§ STATUS CODE: Reserved for later use.  

§ END DATE: The final date for the program request . The IM worker enters this 

date in the eligibility system . Facilities will not be paid for this day . If a waiver 

needs to be  canceled, contact the IM worker . 

https://dhs.iowa.gov/sites/default/files/6-App.pdf
https://dhs.iowa.gov/sites/default/files/14-B-App.pdf
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§ 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 a list of codes, see 14 -B-Appendix, 

TD01 AID . 

§ LOC: The approved level of care . The QIO  worker responding to the workflow 

sets the level of c are in Io 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 EFF DATE: The date the level of care becomes effective.  

§ CNTY OF RES: A two -digit code for t he consumerôs county of residence. This code 

is passed from the eligibility system.  

§ CNTY OF RESP. : A two -digit code for the consumerôs county of legal settlement. 

This code is initially passed from the ABC TD03 screen to Io WANS. 

§ CP 1ST MONTH: The amount of  consumer participation for the first month.  The 

client participation amount is passed to IoWANS from the ABC system.  

§ CP ONGOING : The consumerôs monthly participation. The client participation 

amount is passed to Io 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.  

§ CP ONGOING EFF.  DATE:  The date that the consumerôs ongoing participation 

begi ns. This date is not entered in the ABC system; therefore Io WANS sets this 

date to the first day of the month after the ñbegin dateò that was entered in 

ABC. 

https://dhs.iowa.gov/sites/default/files/14-B-App.pdf
https://dhs.iowa.gov/sites/default/files/14-B-App.pdf
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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 

Io 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  when it increased to $ 950.00 . The worker then 

finds out in 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  1st . The Program Request looks as shown below before ABC changes . 

 

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

Io WANS, the Program Request looks as shown below.  

 

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

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

correct  
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the past month ôs 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  would be selected . ñLeft clickò with your mouse over the CP 

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  in th e new 

CP amount fields . 

 

For your changes to be applied, click on the ñChange CP Amountsò button. You 

will return to the Program Request screen . You should see the program request 

split on 10/1/ 20  with the CP of $ 1000.00  as shown on the picture  below.  
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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 Io WANS Changes to request changes other than client participation 

such as vendor number changes and date changes.  

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

§ PROVIDER NUMBER:  The vendor identification number  assigned by the Medicaid 

fiscal  agent.  

§ CASE 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.  

§ APP DATE ï Date the application (signed by the consumer or legal 

representative) for this facility or waiver program was received in the local DHS 

office . 

§ WORKFLOW PROCESSES:  A button is displayed in this field when your role allows 

for you to initiate  a level 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  

 

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 ñADD 

SERVICE.. .ò 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 ñsubmittedò when you receive and respond to the milestone 

ñComplete Service Plan.ò After responding to that 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 ñfinalò service plan be exactly as you 

want it be fore you respond to the ñComplete Service Planò milestone. 

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 

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

exception to policy process outside of I oWANS. You should request all exceptions 

at the same tim e if thereôs 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 Io WANS) and then entered into Io WANS by Quality Assurance or a 

Program Manager . 

Fields on the SERVICE PLAN screen include:  

§ SELECT A SERVICE PLAN  OR CREATE A NEW ONE :  ï View or modify an existing service 

plan or create a new one for selected consumer.  

§ SERVICE PLAN START DA TE:  ï 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.  

§ SERVICE PLAN END DATE :  ï 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.  

§ LEVEL OF CARE:  ï This data is entered automatically from the QIO  milestone.  

§ CSR DATE ï The level of care annual continuing  stay review  (CSR)  date.  

§ LOC EFFECTIVE DATE:  ï This date is entered automatically from the QIO  

milestone.  
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§ PLAN REVIEW DATE :  ï This date must be between the SERVICE PLAN START DATE and 

END DATE, inclusive.  

§ CP 1ST MONTH :  ï The client participation amount is calculated by the IM Worker 

and comes over automatically from the ABC system.  

§ CP ONGOING :  ï The client participation amount is calculated by the IM Worker 

and comes over automatically from the ABC system.  

§ CP ONGOING EFFECTIVE DA TE:  ï The date that the consumerôs regular participation 

starts.  

§ AUTHORIZED :  ï An entry of ñnoò indicates the plan has not been approved yet. A 

ñyesò entry means the service plan is valid and a worker has completed an 

approval milestone.  

§ I S PLAN VALID  ï Confirms the validity of the service plan and individual services.  

§ SAVE CHANGE TO PLAN button ï Saves changes to Io WANS. 

§ DELETE PLAN button ï 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).  

§ START APPROVAL PROCESS button ï 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.  

§ ADD SERVICE  ï A link to worksheet screens that enable you to add services.  

§ MONTHLY CAP ï 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.  

§ YEARLY CAP ï Yearly maximum for all services totaled in dollars.  

§ BEGIN DATE  ï Must be between the SERVICE PLAN START DATE and END DATE, 

inclusive.  

§ END DATE  ï Must be between the SERVICE PLAN START DATE and SERVICE PLAN END 

DATE, inclu sive.  

§ PROVIDER NUMBER/N AME ï Identifies the name of the provider responsible for the 

service.  

§ MONTHLY TOTAL 1ST MONTH  ï The first -month cost of the service minus CP FIRST 

MONTH. This amount is calculated from data in other fields . 

§ MONTHLY TOTAL ONGOING  ï Ongoing monthly cost of the service minus C P 

ONGOING MONTHS. This is calculated from data in other fields.  

§ UNITS ï The number of units to be used in a month for the identified provider 

and service.  
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§ RATE ï The rate  per unit for the identified provider and service.  

§ EXC ï 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 to the service span list on this SERVICE PLAN screen.  

When you have added a service plan and click on the SAVE CHANGE TO PLAN button, 

Io 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 that the 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, Io WANS will display a diamond and the error message in red 

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

shown . When you ñwork offò the first one by fixing the data and clicking on SAVE 

CHANGE TO PLAN button again, Io 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 Io 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 

milestone screen (ñComplete the Service Plan Entriesò) that submits and 

authorizes the final  service  plan.  
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Service s Agreement Worksheet -  Date Screen  

 

Access the SERVICES AGREEMENT WORKSHEET DATE E screen by clicking on the ADD 

SERVICE link on a  consumerôs SERVICE PLAN screen.  

The SERVICES AGREEMENT WORKSHEET DATE screen allows you to enter a start and 

end date for t 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:  

§ SERVICE START DATE :  ï 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.  

§ SERVICE END DATE :  ï 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.  

§ NEXT>> button ï Proceeds to next worksheet screen.  

§ CANCEL button ï Exits worksheet abandoning all entries made.  

§ DATES ï A link that takes you to the DATEs worksheet screen.  
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§ SERVICE & PROVIDER ï A link  that takes you to the worksheet screen where 

services may be entered.  

§ RATES & UNITS  ï A link that takes you to the worksheet screen where you enter 

rates and units.  

§ CP ï A link that takes you to a worksheet scr een to enter client participation.  

§ CONFIRM  ï A link  that takes you to the final worksheet screen to view and save 

the service you entered.  

Services Agreement Worksheet -  Service and Provider  Screen  

 

Access the SERVICES AGREEMENT WORKSHEET SERVICE AND PROVIDER screen by clicking 

on the NEXT>>  button on the 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:  

§ PROCEDURE CODE ï Choose from pull -down list . The procedure codes on this list 

are limited to those authorized for the waiver program type.  

§ PROVI DER (NUM/ NAME)  ï Enter the provider number (vendor ID) . Despite the 

label, this field will accept only the providerôs vendor ID number. 



Title 14: Management Information  Page 34  

Iowa Department of Human Services Employeesô Manual 

Chapter M:  IoWANS User Guide  Consumer Screens  

Revised February 26, 2021  Services Agreement Worksheet ï Service andé 

§ MAGNIFYING GLASS  icon ï Access a search window to obtain the provider vendor 

number . If you use the PROVIDER SEARCH pop -up provided by the magnifying 

glass  icon, it will return the providerôs number to the PROVIDER (N UM/N AME)  

field.  

§ SITE NUMBER ï This field a ppears only if the service chosen is ñsupported 

community living daily. ò 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 ñ1ò (one) so you can advance to the next worksheet entry 

screen . 

§ <<  BACK button ï Proceeds to previous worksheet screen.  

§ NEXT >> button ï Proceeds to next worksheet screen.  

§ CANCEL button ï Exits worksh eet abandoning all entries made.  

§ DATES ï A link that takes you to the DATES worksheet screen.  

§ SERVICE & PROVIDER ï A link that takes you to the worksheet screen where 

services may be entered.  

§ RATES & UNITS ï A link that takes you to the worksheet screen wh ere you enter 

rates and units.  

§ CP ï A link that takes you to a worksheet screen to enter client participation.  

§ CONFIRM ï 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:  

§ Clicking on the NEXT> >  button on the SERVICES AGREEMENT WORKSHEET SERVICE 

AND PROVIDER  screen, or  

§ Clicking on the 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 on the SERVICES AGREEMENT WORKSHEET RATES AND UNITS  screen include:  

§ RATE($) ï 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 wonôt work for the RATE($)  field . If there is a v alue in the RATE($)  

field that you want to change, you need to highlight that value, and either 

depress your keyboardôs DELETE button or  BACKSPACE button . Once you have 

cleared all or any part of the value from the field, you may then enter your 

correction . 

§ UNITS  ï The maximum number of units that may be billed for this service for 

each month of partial month in the services period.  






























































































