
I&R/Helpline Workflows in eCIRTS
12/14/22

Phone Call to 
HelpLine

Anonymous?

13. IR Specialist
Confirm/edit contact 

info to Contact Record 
and Save.

Contact > Details

15. IR Specialist
Resources Provided tab 

exposed. Select it.
Contact > Resources Provided

IR Specialist
Add Contact Record

Add Anonymous Info and 
Save.

Contact > Details

20. IR Specialist
Save a referral for each 

resource given to the caller.  
Save the Resource Search.

Contact > Resources Provided 
Search

YES

Fax referral received.
Designee works the 

queue

1. IR Specialist
Search Existing Clients
Clients > Demographic 

Search
Name, Phone Number

6. IR Specialist
Review client’s contact/

activity history and notes.
Contact > Report #1

2. Match found

3. IR Specialist
Add New Client Record 
based on avail info in 
fax, email, VM, text

Client > Demographics

7. IR Specialist
Add a contact record if  not already open. 

Client > Demographics > Add Contact
Document the contact details and notes. 

Contact > Details

NO

8. Leave VM

12. IR Specialist
IR work the Contact 
chapter queue the 

next day and makes 
additional contact 

attempt.

NO

Email received.
Designee works 

the queue

Mail 
received.

Voicemail 
received. 

Designee works 
the queue

Walk In
Website 

Chat
Text

4. IR Specialist
Add New Client Record 

Client > Screening 
Open/Close Record

Status = Open 

16. IR Specialist
Search the Resource Directory

Resources Provided > 
Resource Search

17. IR Specialist
Provide resource information 

to caller verbally

18. IR Specialist
Provide resource 

information to caller in 
writing. Generate Detailed 

or Summary Report
Resources Provided > 

Reports

19. IR Specialist
Print, Email or 
Text to caller 
within eCIRTS

14. Comm. 
Resources 

Needed

21. 701S 
Referral 
Needed

YES

NO

22.701S 
Scheduled by 

I&R
YES

23. IR Specialist
Time Tap or Outlook 
used to get scheduled 

appointment date.

24. IR Specialist
Search for SMMC LTC 

Resource and Save the 
Referral to the Contact 

record
Contact > Resources 

Provided

YES

NO

25. IR Specialist
Add Note summarizing the 

call and scheduled appt 
date when applicable.

Contact > Details

26. IR Specialist
If there is a screening referral, 
enter the Screening Worker. 

A. Default PSA Worker: 
screener not known   

B. Screener: screener known 
and screening scheduled

C. Screener: screener known 
but not scheduled 
Contact > Details

27. I&R 
FU Needed if 

SMMC LTC referral 
exists

28. IR Specialist
Close Contact Record

Contact > Details
Contact Type = Information

Assigned To = Blank
Reason for Contact = TBD

Status = Complete

32. IR Specialist or Intake
Monitor Contact Queue 

Contact Chapter > Filters
Assigned To: xxx

Status = Follow Up

Screening 
Referral 
Queue

NO

36. IR Specialist or Intake
Open contact record from 

the queue. Confirm contact 
has been made with client 
within 14 days. Contact > 

Details > Report #2

37. IR Specialist or 
Intake

Add Note re: FU 
efforts

Contact > Details

38. Successful 
contact in 14 

days

Process 
Ends

40. IR Specialist or Intake
Change Contact Type from 
Referral to Information on 

the contact record.
Contact > Details
Status = Complete

Assigned To = Blank

NO

YES

33. Screening 
Referral FU?

YES

34. IR Specialist or Intake
Complete FU tasks

These can vary. Add 
Note: re: FU efforts
Contact > Details

NO

35. IR Specialist or Intake
Update and save  the 

original contact record.
Contact > Details
Status = Complete

Assigned To = Blank

Process Ends

YESNO

29. IR Specialist
Update the contact record so it will 

serve as your 14 day follow up reminder. 
Contact > Details

Assigned To = human or Default PSA 
worker

Reason for Contact = I&R/TBD
Contact Type = Referral

Status = Follow Up
Screening Worker is completed from 

step 26.

30. WFW
When the contact record is saved in 

Follow Up status and there is a SMMC-
LTC referral added in step 24, a SP will 

create a new contact record that 
includes the Primary and Other language 

of the Client. This will  serve as the 
Screening Referral to the intake staff/

queue. Will be assigned to the Screening 
Worker added in Step 26. 

39. IR Specialist or Intake
Update and save the 

original contact record.
Contact > Details
Status = Complete

Assigned To = Blank

31. IR Specialist
OPTIONAL: Can create manual 

FU reminder as needed. 
Contact > Details

Assigned To: human or 
generic worker PSA
Status = Follow Up

Contact Type = NOT Info or 
Referral

Reason for Contact = TBD 
(NOT Contact Attempt 1, 2, 3)

NO

5. IR Specialist
Select Add Contact from 

Flyout menu in the list next to 
the matching client name. 

Client > Demographic Search 
Results > Add Contact

I&R works queue 
from ADRC from 

Step #15 in 
Screening visio

YES

10. Contact 
Successful

NO

YES

9. IR Specialist
Add Note. Close the contact.

Contact > Details
Status = Complete

Reason for Contact = TBD
Contact Type = TBD

YES

11. IR Specialist
Make 2 – 3 contact attempts, 
all documented on this same 

record. Add/Update the 
contact record. Contact > 

Details
Status = Incomplete

Reason for Contact = Contact 
Attempt 1, 2, 3

Assigned To: self

Critical to search by Use Term, 
category, subcategory, proximity

Group 4

Report to include just ADRC 
contact attempt notes

Assume the SP that creates 
the second contact record for 
Intake does NOT apply here bc 
all  I&R contacts remain on the 

same contact record.

Easy visibility is critical. 
Report will generate on 
demand, no filters to enter, 
and include I&R, ADRC and 
Eligibility notes

Assume the SP to 
calculate duration is not 

needed on FUs

SP to calculate duration

SP to calculate duration

Assume the SP to 
calculate duration is not 

needed on FUs



Screening 
Referral 
Queue

I&R Schedules the 
screening and defines 
the Screening Worker 

in Step #26 in the 
Helpline visio.

1. Intake or Supervisors
View the screening referrals/contact 

records assigned to the PSA specific Queue
Contact Chapter > Filters

Screening Worker = human or Default PSA 
worker

Status = Referral
Language = English, Spanish

The Screening Referral Contact 
Record is created automatically 

when I&R saves their contact 
record with a SMMC-LTC 

referral from step #29 in the 
Helpline visio.

I&R Sends directly to 
ADRC Screener to be 
scheduled from Step 
#26 in the Helpline 

visio.

Intake/Screeners receive 
direct call.

Route through Helpline 
(transfer call, give # or 

email) See Helpline visio

Direct Referrals:
Don’t complete the 
Intake processes. 

Proceed with 
screening

ADRC Live Queue. 
Will schedule screening 

but if community 
resources are needed, 

send referral to Helpline 
via email.

15. Intake/Screener
Contact is made. 701S form 
completed. Only scheduled 
for different date if client 
cannot complete it now.

Client > Forms

20. Intake/Screener
Add Note that the letter has been 

sent, screening completed & 
programs the client was added to 
the wait list for. Some PSAs attach 

letter.
Contact > Details

17. Intake/Screener
Print and send the Post 701S 

letter one by one. Will not save 
the letter as an attachment to a 

Note. 
Client > Demographics > Word 

Merge

19. Intake/Screener
Add Program records > 

APCL status
Client > Program

21. Intake/Screeners
Add Activity for INSC

Units:  based on duration 
of the contact record

Client > Activity

23. Eligibility Spec. 
completes their 

determinations and 
documents as contact 

records, Notes and Forms  
in eCIRTS.

4. Intake/Screener
 Open the Contact Record. Will 
close it later in the workflow. 

Contact the Client to complete 
701S.

Contact > Details

5. Successful 
contact?

7. Intake/Screener
Prints and send the No 

Contact Letter one by one
Client > Demographic > 

Word Merge

NO

14. WFW
Stored Procedure creates a new 

Contact Record, assigned to self as 
reminder to make additional contact 

attempt. Contact > Details
Status = Assigned

Screening Worker = self/Screener
Contact Type = Screening

Reason for Contact: Contact Attempt 
2, 3. Entry Point = Intake

6. 3rd 
Attempt?

NO

YES

12. IR Specialist
Sees the No Contact Letter was sent less 

than 30 days ago from note history. 
Add a Contact record and send back to 

original Intake/Screener
Contact > Details

Screening Worker: Screener
Status = Referral or Assigned

YES

16. Intake/Screeners
If client has additional needs, warm 

transfer back to I&R either via 
phone or create FU for I&R by 

adding a Contact Record. 
Contact > Details

Status = Follow Up
Assigned To: Human or Default PSA 
worker.  Reason for Contact - TBD

EMS 
Release

10. Intake/Screeners
If/When client calls back, 
treat as a new referral, 

routing through I&R. See 
Helpline visio

eCIRTS Intake/Screening Workflows
12/14/22

2. Intake or Supervisors
Assigns the Screener. Updates the Contact 

record.
Contact > Details

Status = Referral or Assigned
Screening Worker = Screener

3. Intake/Screener
Filters the Contact queue for assigned 

Screening referrals.
Contact Chapter > Filters

Screening Worker: Screener
Status = Referral or Assigned

Contact Type = Screening
Reason for Contact = Contact Attempt 1, 2

9. Intake/Screeners
Update the contact record. 

Contact > Details 
Entry Point = Intake

Contact Type = Screening
Reason for Contact = Contact Attempt 3 

Note = No contact letter sent
New field: reason for closure

13. Intake/Screeners
Update & close the contact record. 1 

contact record per attempt.
Contact > Details 

Status = Complete. Contact Type = 
Screening.  Reason for Contact = 

Contact Attempt 1 or 2
Entry Point = Intake

Complete Step #21 to add Activity.

11. Response 
in 30 days

YES

No action. 
Process ends

NO

22. Intake/Screeners
Update/Close the contact 
record. Contact > Details 

Status = Complete
New field: reason for 

closure
Contact record closed 
after adding activity.

8. I&R/ADRC Supervisor
Sends No Contact Letters in 
bulk. No contact records or 
notes are added in eCIRTS.

OR 18. I&R/ADRC Supervisor 
Sends No Contact Letters in 
bulk. No contact records or 
notes are added in eCIRTS.

Initial 701S-No Contact don’t 
have to stay open for 30 

days.  Only reassessments.

SP to calculate duration



1. I&R
Client record exists

Client > Demographics

2. I&R
Screening Record exists.

Client > Screening
Status = Open

9.  Intake/Screener
Create MLTC & other 

Program Records
Client > Program

Status = APCL Wait List 
Enrollment Provider = 
Generic PSA worker

32. Eligibility Spec.
Ceates/updates CARES Program Referral.

Status = APPL Applicant (to track EMS 
Releases)

Enrollment Provider = CARES PSA Specific 
Generic Worker (i.e. 2A, 2B)

Client > Program 
This replaces the referral/email.

10. 
Coming off MLTC 

waitlist

12. DOEA IT:
Creates list of clients based on 

AHCA provided approved number 
of slots and EMS Release date file 

for import into eCIRTS.

7. Whoever receives it (Elig, 
Screener, Helpline)

Scans and saves as an attachment 
to existing Note.

Client > Note
Note Type = Uploaded Forms

Sub Type = 3008
Description = Received

Status = Follow Up
Will be marked as Complete by Elig 

Spec later in the workflow

11. DOEA IT:
Department runs report of MLTC 

waitlist records with Rank 5. Email 
EMS release request spreadsheet 
information to AHCA outside of 

eCIRTS

4. 
Rank 5?

5. Intake/Screener 
Prints 3008 from eCIRTS and mails 
to Client to have completed with 

MD. 
Adds a Note in eCIRTS.

Note Type = Uploaded Forms; Sub 
Type = 3008; Description = Sent; 

Status = Follow Up

Yes

27. ADRC
Close the MLTC Program 
record. Client > Program

Status = Terminate – APCL 
Waitlist 

Reason = By Client

EMS Release Workflow in eCIRTS 
12/14/22

35. Eligibility Spec.
Close the MLTC Program 

record. 
Client > Program

Status = Term – APCL Waitlist 
Reason = Lost Contact

15.Eligibility Spec.or Supervisor
Will add themselves as the 
enrollment provider on the 

MLTC APCL program record.
Enrollment Provider = Elig 

Specialist
Status = APCL Waitlist

This adds the client to the Elig 
Spec’s caseload. MLTC Upload 

will update the status and 
enrollment provider record WAY 
later in the workflow to remove 

from caseload

Want client to remain on caseload 
because is responsible for this 

client through the whole 
process… after LOC determined

13. Interface: 
EMS Release Date added to Client > 

Demographics via Bulk Update

3. Intake/Screener 
701S exists.

Client > Forms
Status = Complete

38. Eligibility Spec.
Monitors My Work or Contact 
Chapter for clients who need 

to be contacted again 
My Work > Contacts or

Contacts Chapter

WL 
Release

Visio
NO

YES

6. Received

YES

CARES 
EMS 

Release

37. WFW/SP
Stored Procedure creates a 

new Contact Record, 
assigned to self as 
reminder to make 

additional contact attempt. 
Contact > Details

Status = Follow Up
Assigned To = self/Eligibility 

Specialist
Reason for Contact: 

Contact Attempt 2 or 3

LOC On 
File:

Step 57 
on 

CARES 
EMS 

Referral 
Visio

30. Eligibility Spec.
Adds a MedWaiver Timeline form in 

eCIRTS. Updates the Assessment 
Type each time the form is updated 

to reflect the step the client is in.
Client > Form

Assessment Type = TBD/Last Step 
Completed

Med Waiver Timeline is only completed 

for APPL clients

EMS 
Release

31. Eligibility Spec.
At any time the Elig Specialist can keep track of 

their clients as they progress through the 
process. The Assessment Type on the Med 

Waiver Timeline Form is updated with the last 
step completed. The My Work > Forms Queue 

can be filtered to display the specialists 
caseload by ‘step’ 

22. Eligibility Spec.
If additional follow up is needed with 
the client to complete the pre-release 
research tasks, each is documented on 

a separate Contact record in eCIRTS. 
Contact > Details

14.Eligibility Spec. or Supervisor
Following an application enhancement 

Use the My Work > Waitlist Queue filters 
to determine Eligibility Specialist 

assignments. 
Program = MLTC; Status = APCL

E Provider = Generic PSA
EMS Release = not blank

P Language & Other Language

23. Eligibility Spec.
Makes 3 contact attempts 

to confirm the client’s 
interest. Documents each 

as a Contact record.

16. Eligibility Spec.
Completes pre-release 

research tasks. 

NO

24. Successful 
Contact?

25. 
Interested?

28. Eligibility Spec.
Document the successful attempt 

on a Contact Record.
Contact > Details

Reason for Contact = NOT Contact 
Attempt 1/Eligibility Accepted?

Status = Complete

17. Eligibility Spec.
Confirms if LOC is 
already on file by 

looking at the CARES 
Staffing Information 

Form
Client > Form

18. Eligibility Spec.
Checks Medicaid & 

DCF status
Client > Eligibility

And Florida outside 
of eCIRTS

19. Eligibility Spec.
Confirms 3008 is on 

file. Changes status on 
existing note.
Client > Notes

Status = Complete

21. Eligibility Spec.
Document the completion of the pre-
release research tasks & which letter 

was sent on a Contact record.
Contact > Details

Entry Point = Eligibility
Reason for Contact = NOT Contact 

Attempt 1/TBD
Status = Complete

20. Eligibility Spec.
Print and send the 100-600 

letter one by one. Will not save 
the letter as an attachment to 

a note.  
Demographics > Word Merge

YES

26. Eligibility Spec.
Document the client’s 

response on a Contact Record.
Contact > Details

Reason for Contact = NOT 
Contact Attempt 1/Eligibility 

Declined?
Status = Complete

NO

33. 3rd 
Contact 

Attempt?

29. Eligibility Spec.
Update MLTC Program record. 

Client > Program
Status = APPL Applicant 

E Provider = Self

34. Eligibility Spec.
Document the unsuccessful 

attempt on a Contact Record.
Contact > Details

Reason for Contact = NOT 
Contact Attempt 3/TBD

Status = Complete

LOC Not on File 3008  on file

YES

NO

YES

36. Eligibility Spec.
Document the unsuccessful 

attempt on a Contact Record.
Contact > Details
Status = Complete

Reason for Contact = Contact 
Attempt 1 or 2

NO

Eligibility Spec
Follows up with the 
client per Step 22. 
Then completes 

Step 19

Not
On
File

EMS Release Report can still 
be used but Dept. wouldn’t 
need to notify ADRC 
Supervisors to run it

SP should calculation 
duration

Uses the “Refresh” stored 
procedure to populate the form



41. Eligibility Spec
Creates/updates CARES Program Referral.

Status = APPL Applicant (to track EMS 
Releases)

Enrollment Provider = CARES PSA Specific 
Generic Worker (i.e. 2A, 2B)

Client > Program 
This replaces the referral/email.

1. CARES Staff
CARES staff Assistant monitor Providers 

(CARES) > Referrals. Filters by 
Enrollment Provider = CARES PSA 

Worker. For each, checks to see the 
packet is complete. 3008 & med list must 

be present, correct & complete.

54. Eligibility Spec
Faxes 2515 (HCBS Waiver 

Eligibility Certification 
Forms) to DCF outside of 

eCIRTS.

10. CARES Assessor 
Monitors My Work > Programs 

> APPL or MCO Annual 
assigned to him/her. Attempts 

to contact the client.

 53. Eligibility Spec
Run clients with new 

LOC report daily. 
Reports 

57. Eligibility Spec
Updates the Med Waiver 

Timeline form through the 
stored procedure and 

manual updates.
Client > Forms

Status = Pending
Assessment Type = DCF 
Pending or SSI/TXIX/LTC

CARES EMS Release Referral Workflow in 
eCIRTS
12/14/22 

4. Eligibility Spec
Monitors Providers > CARES 
> Referrals for returns and 
completes the follow up. 

Filters by Enrollment 
Provider and Status = 

Referral Returned

9. CARES Staff 
Create CARES Program record. 

Assign the Assessor on the 
CARES Program record. 

Client > Program
Enrollment Provider = CARES 

Assessor

3. CARES Staff
Update CARES Program record

Client > Program
Status = Referral Returned.  
Enrollment Provider = ADRC 
Worker/Eligibility Specialist

Yes

10a. Contact 
successful?

27. CARES Assessor 
Completes the Assessment

Client > Forms
Or Mobile Assessment

11. CARES Assessor 
Add Note.

Client > Notes
Note Type = Assessment

Sub Type = Contact 
Attempt 1

Status = Follow Up
Recipient = Self

15. CARES Assessor 
Generates 612 Form as a Word Merge in eCIRTS 

and obtains signatures.
Save to a Note. Will monitor for 30 days.

Client > Demographics > Word Merge > Notes
Note Type = Uploaded Forms
Sub Type = CARES 612 Form

Status = Follow Up
Recipient = Self

Follow Up Date = mm/dd/yyyy

17. Response 
within 30 days 

of referral?
Yes

18. CARES Assessor
Notify the ADRC worker who sent the 

referral and close the existing 612 
Note. Add details about closing case to 

this note.
Client > Notes

Status = Complete
Description = Case Closure

Recipient = Eligibility Spec worker

12. CARES Assessor
monitors My Work for 
clients who need to be 

contacted. 
My Work > Client > 
Notes > Follow Up

Attempts to contact the 
client.

12a. 2nd 
unsuccessful 

attempt?

58. DCF 
Determines financial 

eligibility and 
communicates to ACHA. 

Results in a bi-monthly file 
from AHCA with MLTC 
Active dates and plans.

59. Interface 
Retrieves AHCA file 
with MLTC active 

dates & imports into 
eCIRTS

60. Interface
Updates MLTC  & PACE Program 

Record in eCIRTS.
Client > Program

Status = Active
Effective date, Medicaid Plans/

Enrollment Providers 

33. RN Reviewer
Monitors My Work > Ticklers. 

For each, will adds Review 
Notes to CARES Case 

Information Form.
Client > Form

Status = Pending

29. CARES Assessor 
Completes the ‘CARES Case 

Information” Form.
Client > Forms

LOC, Recommendations, Case 
Notes (capture all data from CIRTS 

Case Notes page)

32. CARES Assessor 
Reassigns WFWC17 tickler to 

review LOC on CARES Case 
Info form. 

WFW > Tickler
Reassign = RN reviewer

35. Next Level reviewer 
Monitors My Work > Ticklers. 

For each, will add review 
notes to CARES Case Info 

Form.
Client > Form

Status = Pending

38. Final Reviewer
Marks tickler as 

Complete
My Work >Tickler

40. CARES Assessor
Receives WFW upon Save or 

My Work > Ticklers 
instruction to assign case for 

staffing by updating the 
CARES Program record.

WFW > Tickler or 
My Work > Tickler

48. RN Reviewer
During Staffing Meeting: 

Opens CARES Staffing Information 
Form in Draft status. Electronically 

sign the bottom. 
Client > Forms

Status = Complete

42. CARES Assessor
CARES Assessor filters My 

Work > Staffing Queue to see 
the cases ready for staffing. 
Filtered by CARES Assessor. 

67. MCO
Completes Annual Assessments & 

submits packet to CARES Staff. CARES 
has to send notification was received 
which is completed outside of eCIRTS

52. Interface 
Nightly export to pull LOC 

and program 
recommendation submitted 
nightly to HealthTrack/AHCA

66. MCO
Enrollment Provider on MLTC Program Record will 

be the Medicaid Plan (MCO) responsible for the 
reassessment. MCOs receive a roster from 

HealthTrack/AHCA with LOC date to manage their 
reassessments outside of eCIRTS.

30. LOC Rec = 
DNM

NO

39. CARES Assessor
Save the ‘CARES Case 
Information” Form.

Client > Forms 
Status = Complete

31. CARES Assessor 
Saves the ‘CARES Case 

Information” Form
Client > Forms

Status = Pending

YES

43. CARES Assessor
Before or during Staffing Meeting:
Creates CARES Staffing Information 

form for each case in queue.
Uses Copy Shared Response to 

populate with data from CARES Case 
Information form.

Client > Forms
Status = Draft

Worker = CARES Assessor

41. CARES Assessor
 Update CARES Program 
record. Client > Program

Status = STFF CARES Staffing 
Enrollment Provider – 

remains CARES Assessor
CARES Staffing Reviewer = RN 
or MD name or PSA Generic 

Reviewer 

44. CARES Assessor
Case discussed during Staffing 

Meeting. CARES Staffing Information 
form completed as directed by RN/MD 

reviewer.
Client > Forms
Status = Draft

50. CARES Assessor
Monitors My Work for WFWC21  

to close the CARES program 
since the Staffing Form/LOC 
determination is complete. 

My Work > Ticklers

51. CARES Assessor 
updates the CARES 

program record.
Client > Program 

Status = Terminate – APPL

61. Interface
Updates changes to name, SSN, 

Medicaid ID, DOD  on client 
record in eCIRTS too.

Client > Demographics

This the last step for 
the CARES Assessor

This adds the client to the 
CARES Assessor’s caseload.

71. Packet 
complete?

MCO

MCO

MLTC Active 
Dates

From Direct 
Referral visio

25. CARES Assessor
Schedules the Assessment outside 

of eCIRTS. Can add appt date in 
eCIRTS. OPTIONAL

Client > Appointments

28. CARES Assessor 
Creates/updates the CARES Case 

Information form. 
Client > Forms
Status = Draft

 26. CARES Assessor
Add a note that contact was made 

and the date scheduled.
Client > Notes

Note Type = CARES Contact 
Sub Type = TBD/Assessment 

Scheduled
Status = Complete 

13. CARES Assessor 
Updates the existing 

Contact Attempt Note.  
Client > Notes

Status = Follow Up
Recipient = Self

Sub Type = Contact 
Attempt 2.

16. CARES Assessor
Monitors My Work for clients who 

have received 612 forms and you’re 
awaiting response. 

My Work > Client > Notes > Follow Up
Filter: Follow Up Date

Sub Type = CARES 612 Form 

24. CARES Assessor
Close the existing 612 

Note.
Client > Notes

Status = Complete
Description = Contact

20.  CARES Assessor
Close the CARES Program record.

Client > Program 
Status = Terminate – APPL Applicant 

Reason = Lost Contact
Enrollment Provider = Generic CARES 

worker

23. Eligibility Spec
Close the MLTC Program record.

Client > Program
Status = Terminate – APPL 

Applicant 
Reason = Lost Contact

Enrollment Provider = no change. 
Generic PSA worker

NO

NO

YES

8. CARES Staff 
Completes crosscheck – 

documents on CARES Case 
Information Form.

Client > Forms
Status = Draft

Worker in header = CARES 
Assessor.

45. CARES Assessor 
May also need to set a manual reminder. 

Add a Note. Client > Notes
Note Type = CARES

Status = TBD/Follow Up
Recipient = Self

Follow Up Date = TBD

46. CARES Assessor
monitors My Work for 

clients who need follow up 
My Work > Client > Notes > 

Follow Up
Filter: Follow Up Date

49. RN Reviewer
In bulk, could filter the Staffing 

Queue for those assigned to 
his/her generic Reviewer 

record, the open each and 
electronically sign the form.

68. MCO 
Completes 701B

Entering into own 
systems or on paper, 

submitting PDF for data 
entry by CARES staff into 

eCIRTS

69. MCO
Completes 701B.

Mobile 
Assessment to add 
701B into eCIRTS

70. MCO 
Completes 701B.
Entering into own 

systems. 
Submitting file to 
import 701B into 

eCIRTS

74. CARES Staff 
completes the MCO 
Annual Return Cover 

Sheet Form which lists 
the missing items Client 

> Form

77. If 701B was completed 
electronically, CARES Staff update 

the 701B Assessment Type = CARES 
MCO Return.

Client > Forms 
The report that counts completed 
assessments will ignore this type.

YES NO

73. CARES Staff
Create CARES Program 

record. Assign the Assessor. 
Client > Program

Enrollment Provider = 
CARES Assessor

Status = MCO Annual

72. CARES Staff
Packet Complete: 

Adds the packet contents 
to a note.

Client > Notes
Note Type = CARES
Sub Type = Annual 

Assessment

52a. Interface
Export of  701B 
PDFs to AHCA

2. CARES Staff
Adds Form noting the missing 

information.
ADRC Return Form

Client > Form
Status = Complete

INCOMPLETE

5. Eligibility Spec
Reviews the ADRC Return 

Form. Client > Forms

7. CARES Staff
For each assigned case, 

review 3008 Note. 
Client > Notes

Review ADRC Return 
Form if applicable. 

Client > Forms

COMPLETE

14. CARES Assessor
Updates the Contact 

Attempt 2 Note.  
Client > Notes

Status = Complete

19. CARES Assessor
Close the CARES Case Information 

Form
Client > Form 

Assessment could not be scheduled = 
True.  Status = Complete 

76. CARES Staff scans 
what they have of the 
packet and attaches to 
Note.  Client > Notes

75. CARES Staff
Sends PDF of Annual Return 

Cover Sheet Form to Provider. 
Does NOT need to be saved to a 

note.
Client > Form > Report/Word 

Merge

NO

21. Eligibility Spec
Monitor My Notes for notification 

of the closed case. 
My Work > Client > Notes

6. Eligibility Spec
Reverses status of the 3008 

Note, Appends Text, add 
updated documents

Client > Notes
Status = Complete

This removes the 
client from the 

CARES Assessor’s 
caseload.

22. Eligibility Spec 
Update the Med Waiver Timeline 

Client > Forms
Status = Complete

34. RN Reviewer
Reassigns tickler to Next 

Level Reviewer 
My Work > Tickler

36. Next Level Reviewer
Reassigns tickler to Final 

Reviewer 
My Work > Tickler

37. Final Reviewer 
Monitors My Work > 

Ticklers. 
For each, will add 

review notes to CARES 
Case Info Form.
Client > Form

Status = Complete

47. CARES Assessor
Document follow up 
in the Note. Client > 

Notes
Status = Complete

CARES EMS 
Referral

65. Eligibility Spec
Updates the Med Waiver 

Timeline form through 
stored procedure.

Client > Forms
Status = Complete

62.Eligibility Spec
Close the MedWaiver Timeline for 
each Active client. Use Report &/or 
My Work > Forms Queue filtered to 

display the specialists caseload. 
Assessment Type = DCF Pending; 

SSI/TXIX/LTC
Date Last Modified  = 2 weeks. 

Status = Pending

64. Eligibility Spec
Optional: contact client 

with a summary. 
Document as a Contact.

Contact > Details
Reason for Contact = TBD

Status = Complete

63. Eligibility Spec
Update other Program 

record statuses now that 
MLTC is active.

Client > Programs

55. Eligibility Spec
Some PSAs attach 2515 (HCBS 
Waiver Eligibility Certification 

Forms) to a note in eCIRTS.
Client > Notes

This would ideally replace 
saving in Share drive.

Attachment: 2515

56. Eligibility Spec
Add a note that the 2515 

was sent
Contact > Details

Reason for Contact = TBD
Status = Complete

NO

SSI/TXIX/LTC?

YES

Printed 603 not needed for EMS 
Releases but available to print on 
demand as needed as a report.

Need shortcut to 
client record 
from the Staffing 
Queue – not just 
Demographics

Ideally WFW C21 would 
trigger a tickler that 

LOC is complete instead 
of having to run a 

report. Will require a 
SP. 



WL 
Release

OAA/GR Waitlist Release Workflow in eCIRTS 
11/14/22

Accepts 
enrollment

No

Yes

Lead Agency
Close the Program record. 

Client > Program
Status = Terminate – APCL 

Waitlist 
Reason = Lost Contact

Lead Agency
Update the Note. 

Client > Notes
Note Type = Assessment 
Sub Type = Assessment 

Scheduled
Status = Complete

Lead Agency
Update the Note. 

Client > Notes
Note Type = Assessment

Sub Type = 
Status = Complete

Response within 
30 days of 
referral?

Lead Agency
Monitors My Work for clients 

you are monitoring. 
My Work > Notes > Follow 

Up

Lead Agency
Update the Note that no 

response has been received. 
Client > Notes

Note Type = Uploaded Forms
Sub Type = No Contact Letter
Note = no response in 30 days

Status = Complete

NO

OAA program 
funds released

GR program 
funds released

CCE, ADI

 ADRC
Runs the Priority 
Ranking Report

Reports

 Lead Agency
OPTIONAL Update the status 

of their Program record.
Client > Program

Status = APPL
Enrollment Lead Agency = 
Default for Lead Agency

Lead Agency
Makes a contact attempt to 
schedule the assessment. 

Client > Notes
Note Type = Assessment

ADRC
Update the status of the Program 

record.
Client > Program

Status = Active
Enrollment Lead Agency = Default 

Lead Agency for Lead Agency.
Enrollment Lead Agency is Lead 

Agency OR Lead Agency for OAA.

Successful 
Contact?

3rd 
Contact 

Attempt?

Lead Agency
Update the Note. A No contact 

letter needs to be sent.
Client > Notes

Note Type = Assessment
Sub Type = Contact Attempt 3

Status = Complete

Lead Agency
Monitors My Work for clients 

who need to be contacted again 
My Work > Notes > Follow Up

Lead Agency
Update the Note so it serves as your 
follow up reminder to make another 

contact attempt.
Client > Notes

Note Type = Assessment
Sub Type = Contact Attempt 1, 2

Status = Follow Up
Recipient = Self

NO

NO

YES

 Lead Agency
Runs the Priority 
Ranking report 

Reports 

Lead Agency
Close the first Note and create a 

new one for the next contact 
attempt. Client > Notes

Status = Complete

YES

Lead Agency
Close the Program record. 

Client > Program
Status = Terminate – APCL 

Waitlist 
Reason = TBD

Lead Agency
Schedule the Assessment. 

Add the appointment 
date in eCIRTS. 

Client > Appointment

Lead Agency
Complete the 
Assessment.

Client > Forms
Status = Complete

Lead Agency
Send the Rank Letters.

Client > Demographics > 
Word Merge

Lead Agency
Send the No Contact Letter. 

Save it to a Note. Will monitor 
for 30 days.

Client > Demographics > Word 
Merge > Note

Note Type = Uploaded Forms
Sub Type = No Contact Letter

Status = Follow Up
Assigned To: Self

 Lead Agency
Defines the list of 
clients to come off 

the waiting list.

 Lead Agency
Asks ADRC for a list of 

clients to come off 
the waiting list

ADRC or Lead Agency?
OPTIONAL Update the status 

of their Program record.
Client > Program

Status = APPL
Enrollment Lead Agency = 
Default for Lead Agency

ADRC
Defines the list of 
clients to come off 
the waiting list and 

sends to Lead Agency

GR program 
funds released

HCE

 ADRC
Runs the Priority 
Ranking Report

Reports

ADRC or Lead Agency?
OPTIONAL Update the status 

of their Program record.
Client > Program

Status = APPL
Enrollment Lead Agency = 
Default for Lead Agency

ADRC
Defines the list of 
clients to come off 
the waiting list and 

sends to Lead Agency

YES
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