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Services

Once the Assessment is completed, the service needs for the client will be known and will be added to the Services tab
in eCIRTS. The Services tab will house Service Plans and Care Plans. Case managed clients will have a Care Plan. Non-case
managed clients will have a Service Plan. In CIRTS, services were only added for clients who required a care plan. In
eCIRTS, one-on-one services planned out in advance (even if reported in the aggregate) will be added as services. For
example, Companionship (COMP), Homemaker (HMK, HMKV), TRANSPORTATION (TRS, TRSG, TRSI, TRSV, DPTRS),
Personal Care (PECA, PECV.)

This will allow a better overview of a client’s needs, help with monitoring providers to ensure service delivery, and assist
with monitoring spending plans by provider. For each service, a provider will be selected to deliver the service. Non-
Department (NDP) funds can also be entered as eCIRTS Services, but it is up to the AAA and/or provider if they choose to
enter them. Once the services are entered and accepted by the provider, they are turned into authorizations in eCIRTS.
Authorizations will be used to control the number of units a provider can bill by client. This will assist providers with
their spending plans, ensuring they do not go over their contracted funds, and aid the AAAs and providers in monthly
Surplus/Deficit discussions. With this being a new function, the Department recommends setting the
service/authorization limits high for the first year so that constant re-authorizations would be unnecessary. However, in
future years the limits should be reduced to align with contracted funds to ensure providers stay within their budgets. A
provider is also able to deliver and bill services outside of the authorized limits when needed to care for the client.

Services/authorizations are not required for the following services:

e APS Crisis Revolving Services e Caregiver Support Groups (CSG)
e NDP services (optional) e Gerontological Counseling (GECO)
e Information e Counseling (Mental Health/Screening) (MHSG)
e Referral e Health Support (HSUG)
o Intake e Education/Training (EDUCG),
[ Screening and Assessment ° Legal Assistance (LEG),
o Congregate Meals Screening e Medication Management Group and OA3D
* Al OA3D services. Medication Management Individual (MMG,
e Medication Management — Group (MMG) — CCE MEMAG, MEMAI),

and LSP . e Recreation (RECR), and
o Powerful Tools for Caregivers (PTCG) — OA3E e Telephone Reassurance (TERA, TERACV)
e Caregiver Training/Support (CTSG) e Legal Assistance (LEG)

Note

g The Department recognizes that this will be additional work for providers during the
transition to eCIRTS who will be entering services for non-case managed clients for the first
time. The providers are encouraged to enter the information as soon as they can. However,
services must be entered into eCIRTS no later than the client’s next reassessment or care plan
review, whichever comes first. Setting up the services in eCIRTS at the time of assessment can
be billed to Screening and Assessment, Congregate Meals Screening, or Intake (whichever
service the provider typically uses to report completing an assessment).
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General Information
Before the services can be added, some general information must be added first. This general information record serves
as the parent record and the services are the child records in eCIRTS. The general information record is referred to as a

Plan record in eCIRTS. One Plan record will be created per year.

1. The Assessor or Case Manager will click on the Services tab.
White, Ellen M {10005)
Caregiver/Care Recipient

Associated People Wait List | Appointments Medications

Program Services Authorizations Activities

START-STOP TIMER | Demographics Screening Referrals To Providers | Forms | Motes

2. From the File menu, select Add Plan.

3. The General Information page will display. Update the following fields:
a. Division: This field will display the Division that has an open status on the Screening page.

b. Program: select DOEA Services

Note

The DOEA Services program record was added automatically when the client record was
created. It is a required field for eCIRTS authorization functionality to work correctly, and
DOEA will always select ‘DOEA Services.’

c. Agency: This field will display the Agency associated with the selected Screening value.
d. Worker: This field will default to the worker creating the record and most of the time also be the one

who completed the assessment. Update it if it is not correct.
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Note

0 If you are the worker, this Plan will also appear on your My Work page in the Service Plan
gueue. This makes it easy for Case Managers and Providers to keep up with their case loads.

L\\) | MY WORK | CONTACTS | CLIENTS | CLIENT GROUPS |

CONTACTS CLIENTS

‘ Status (v) ‘ ‘ Screening ‘

‘ Inquiry Alert Notes List ‘ ‘ Programs ‘

‘ Ticklers ‘

‘ Service Authorizations ‘

‘ Alert Notes ‘

[Service Plans l
Draft 2
Cpen

Fending

Start Date: This is the start date of the client’s care plan or reassessment cycle.

End Date: This is the last day of the month one year later.

Care Plan Date: When applicable, this is the date the Care Plan is reviewed with the client.

Care Plan 6 Month Review Date: When applicable, this is the date the Case Manager completes the six-
month care plan review with the client.

Status: This field will display the status of the plan.

Draft Indicates that the record is active, and services are still being added to the record.

S@ o

Open indicates that the record is active, and services have been added to the record.
Modifications can be made to the record throughout the year.

Complete indicates that the record is complete, and no modifications can be made to the
record. This status is used at the end of the year to ‘close out’ one year and open
the next.

j.  Comments: notes about the plan record.
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Frank Fountain General
FLDER AY I.\IR\‘ Last Updated by jbuck Information

3t §/7/2021 15:07:31 AM

File Reports

Generai informasgn | Details

Riias=s Division AG
Program DOEA Services
Agancy Eldar Source, The Area Agency on Aging of No v
Wodker Buck Jenmifer v
Stant Dats 083072021 o
End Date D8/3172021 ALl
Care Plan Date 05042021 i)

Care Plan § Moath Raview Date 0 L2024 |

Status Ovan v

Comments

4. From the File menu, select Save Plan. Select the Services subpage which is now visible on the left side of the
screen.

FLDER A} l.\lll\\

Flie Reports

General
Information

General informaton ~ Detalls

— Division AG
Seraces
Program DOEA Sefvices
Agency Eider Source The Area Agency on Aging of No v ||
Worket Buck. Jennifer -
Start Dato 082002021 L
End Date 08/ |

.|

Care Plan Date

Care Plan 6 Month Review Date

Status

Comments

Provider Services

It is important to understand the link between provider services and client services in eCIRTS. A provider must be
contracted to provide a service before you can add a service for that provider on a client’s record. A service record for
the provider must exist for the service, program and client county you are adding the client service for. This provider
service will have a start and end date within the start and end date of the client service.

Sometimes there is not a single provider service record that covers the date span on the client service record.
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Usually this happens because there are 2 provider service records and together, they cover the data span on your

service record.
Or you do not have any provider services that cover the full date span on the service record, usually because the client

service start date is before the provider service start date.
eCIRTS will warn you when one of these issues exist and even offers to make the corrections for you.

One or more unit cost changes exist for this service and provider between the specified stan
and end dates.

You can return to the screen and manually narrow your date range or you can allow the system
1o create a separate planned servica for each unit cost change between the specified start and
and dates,

@ Manually adjust gates

S3ve and automancally create one planned service for 2ach unit cost

The result will be one or more client service records, each with a start/end date that aligns with the associated provider
service record, collectively covering the full client service date span.

C Example
&‘ Provider has 2 CSG OA3E services. First with a date range of 10/1/21 —12/31/21. The second with a date

mlm

The client service has start date of 10/1/21 and end date of 2/24/22.

There is not a single provider service that covers this date range, there are two. Two client services need
to be added. The first will have a date range of 10/1/21 —12/31/21. The second with a date range of
1/1/22 - 2/24/22.

Add a Service

Each provider will have their own service record for the client. For example, a client needs 40 hours/week of Chore
services, delivered by two providers. There will be two service records in eCIRTS. One for 30 hours and second for 10
hours. Each service record will have a provider who will deliver the services.

1. With the Services subpage selected, from the File menu, select Add Planned Service.
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File

Ellen White

8/7/2021 8:59 PM

Tools

Update Authorization(s)

| Add Planned Service +

Create Authonzation(s)

Print

rned

Close Services

2. The Service Details page displays. Update the following fields:

a.

Paoongo

Division: This field displays the Division the client is open to.

Start Date: This field displays the date the services will start.

End Date: This field displays the date the services will be stop.

Funding Source: This field displays the funding source for this service.

Program: the program under which services will be received. This will be the same program you selected
for the Funding Source.

Client County: This field pulls the client County from the Demographic page. It is needed for this page to
filter the list of matching providers correctly later in the workflow.

Note

0 If Client County is not populated, stop and close the window. Go to the Demographic page
and make sure the County field is populated. If not, add the County. If County does exist just
save the record. Select File then Save Demographics. No changes have been made but your
save is putting the county data where it needs to be for the Services page to pull it in.

Service Code: Search for an select the service code. This list will include Services that are active during
the start and end dates on the service record for the selected Funding Source for the selected Program
on the service record. Service codes in eCIRTS begin with the abbreviation/code that used to be used in
CIRTS. Each service code in eCIRTS has a Service Type and Service Category which are also helpful when
the abbreviation or name is not known.

~ Example
‘Q' CHO in CIRTS will be CHO Chore in eCIRTS.
HDM in CIRTS will be HDM Home Delivered Meals in eCIRTS.
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Bt Sarvion
Dwtsian
Start Dw -
Service Code Search x

End Oah

Fundng Search By sasciy v Search Tesr

e
Servicelode o 3 U Type

h. Service Description: Description representing the delivery of a specific service. This will auto populate
after the service code is selected from the service code search.

i. Unit Type: This field displays the unit type associated with the service code. (e.g. hour, mile, session)
This will auto populate after the service code is selected from the service code search.

j. Units Per: This field is used in conjunction with the Units of Measure field to specify the frequency, or
how often a service can be delivered.

k. Units of Measure: This field is used in conjunction with the Units Per field to specify the frequency, or
how often a service can be delivered.

Note

0 Units Per and Units of Measure are used to indicate the frequency of service delivery. The
data entered is left to the user’s discretion and often, there are several combinations of data
that will result in the same number of units.

Example

&" A service that runs for an entire year, 1 unit per calendar day and 365 units per year will both
result in the same number of units (365).

Example

“' A service that runs for an entire year for SCAS or CMV. 1 hour per month or 12 hours/year
will both results in the same number of units (12).

I. No of Units: This is a calculated field based on the Units Per and Units of Measure.
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. Number of Periods: This is an eCIRTS required, read-only field that is calculated using the date range

and the units of measure.

Example

&" If a service runs for an entire year, then when the unit of measure is year, the number of
periods is 1. If the unit of measure is quarter, the number of periods is 4, and for a unit of
measure of week, the number of periods is 52.

Provider ID: This fields displays the system generated ID for the Provider after the user has searched for
and selected a value. Provider ID field is not required until Service Status: Accepted or Requested.
Provider: This field displays the name of the Provider that will deliver the service.

Unit Cost: This field will auto populate when the provider is selected and displays the unit cost
associated with the service for the selected provider.

Max Amount: This is an auto calculated field based on the unit cost and units per.

Comments: add any comments that need to be visible on the authorization

Service Status: This field will display the Service Status according to the table below:

Status Use

Needed Determined when doing assessment. Services are needed but a subcontracted
provider or agency has not been identified to provide the services yet.

Requested Services needed and a subcontracted provider or agency has been identified, but
not accepted yet.

Accepted The subcontracted provider or agency has agreed to provide services to the client.

Declined The subcontracted provider or agency has declined providing services to the client.

Note

0 Service status: Accepted will trigger a reminder to the user to follow up with the client within
14 days from the start of the service to verify services have been started and needs have
been met. See Service 14 Day Follow Up section for more details.

See Narrative: Each funding source will have its own service record. When services are split between 2
funding sources, it will be noted in the Narrative. On the services page, the See Narrative field should
equal YES as a trigger to check the Narrative record.

Corresponding Auth No: This field will display the corresponding authorization number, when
applicable. This is an eCIRTS generated identification number for the authorization.
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ELDER AFFAIRS ‘

File

Last Updated by jbuck
at 3/2/2022 12:15:08 PM

| Service

5. When complete, from the File menu, select Save and Close Planned Service. The Provider/Case Manager is
returned to the Services list view page.

6. Proceed to the Create Authorizations section and be sure to Add a Referral to Service Provider record for each

Service
Division
Start Date

End Date

Funding Source

Program

Client County *
Service Code *
Service Description
Unit Type

Units Per

Units of Measure
HNo of Units
Number Of Periods
Provider D

Provider

Unit Cost

Max Amount

Comments

Service Status

See Marrative

AG

masizoz1 |

12mzozt |
[ | Clear']
’m{ Index Description | SubObject | ‘SubObject Description
GR Genersl Revenua ADl ALZHEIMER'S DISEASE L ..
ADI e

Charlotte

CACASE AIDE

Hour

20.00

‘rear ot

CHARLOTTE COUNTY SEMIOR SERVICES

i i =

$36.00)

3612.00

provider added to the Services list.

Add a Referral to Service Provider record

Service

Every provider who will deliver services for the client must have an active Referral to Providers record in eCIRTS. Do not

add the Referral to Provider record until you want to allow the Provider to bill for this client. When you close this

Referral to Provider record, the provider will no longer be able to bill services for the client. Navigate to the Referrals to
Providers tab. See the Add a Referral to Service Provider record section for more details.

Edit a Service

1. If the service records need to be updated at any time, click on the Services tab and select this year’s record.

10
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White, Ellsn M {10005}
CaegrenCors Recpant
Zasociated Fecple | VSR Lst | Appoimments | Mescasons
Frmmm‘amm.m ammu.

START.STOPTINER orap 9 ToPooviders | Fomms | Notes
Fittery
Denicn ~ +

5 Services record{a) returned - now veewang 1 through 5 -

2. The General Information page will display.

3. Click on Services subpage.

a8 WellSky Human Services flen Wi | Services
11/30/2020 5:36 P
File  Tools
General Informancn ~ flcais

=
Kl i

2 Services records) eturned - now viewing 1 through 2

0

 Providers  ClentCounty SunDute Endae  SevkeCode  Sevice  UnitType UnitCost  Units  MaxAmount  Planned Service Sbis
# MeaiRUs |LEON 10917200 | 06a001 | 68z00 Home Debered Meds | Meal  $500 (2730000  $163500 | Meedes ]
MeabRUs  LEON 10207000 | 11202021 | 26300 Home Delvered Meds | Meal 00 TE20000 (8451200 Needed U

<<Fit <Prowows Reewe 45 Recordsalatme Nexd>  Last>

4. Click on the Service record in the list view grid.

2 Services record(s) returned - now viewing 1 through 2

Providers  ClientCounty  StartDate  EndDate  Service Code Service UnitType | UnitCost  Uits  Max Amount _Planned Service Status [
B fueasRUs | LEON 10012020 | 06302021 | 96500 HomeDeiveredMeas  Meal  $600 2730000  $183800  Nesded a
MeasRUs | LEON 1202020 | 11302021 | 96600 HomeDeveredMeas  Meal 600 7520000 |$£51200  Nesded O

5. Make any edits as needed. In eCIRTS, the old service will be discontinued, and a new service is added.
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Example

“' In Oct 2020 we thought the client would get 10 meals/day 11/01/2020 — 11/30/2021. Service #1 was
added for 10 meals/day 11/01/2020 — 11/30/2021.

Later, in June, we reduce her to 5 meals/day. Service #1: 10 meals/day was changed to 11/1/2020 —
5/31/2021. Service #2: 5 meals/day 6/1/-21 — 11/30/21 is added.

6. From the File menu, select Save and Close Service.

7. When Services are edited, their associated authorizations must also be updated. See the Update Authorizations
section.

Service 14 Day Follow Up

When the Assessor/CM saved the service record with a status of Accepted, a Workflow Wizard triggered a tickler for a
service 14 day follow up. The Assessor/CM will be reminded to follow up with the client within 14 days of the service
start date to make sure services have been received. All services with status of Accepted will trigger its own tickler.

Note

0 The System Change Task Force (SCTF) is looking into ways to make this reminder process
more efficient. Right now each tickler requires a note to resolve the tickler but usually the
worker adds one note that addresses all services. This can be changed so the reminder is just
a message not requiring the creation of a Note. This must be approved by the SCTF before it
will be updated in eCIRTS.

1. Daily, the Assessor, Case Manager or OAA Provider will monitor My Work for new ticklers. Service referral follow
up tickers will be due 14 days from the date the service started and are visible from My Work > Clients >
Ticklers.

MY WORK

CONTAC T CLIENTY AGENCIEY MOVIDENY TAIS

Mogram Lrvosmen

2. Select Ticklers to display a list of ticklers currently due.

3. Use the Search filters at the top of the page to narrow down your results if needed.
12
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Welcome, Jennifer Be

12/31/2020 2:50 PN

Eile
Fliters
Satus v Equa To v New v AND v x
CaseNo v +
Apply Alert Days Before Due

4. Locate the Confirm with the Client that services have started. Document in a Note tickler. Click on the tickler

name to open it.
sl WellSky Human Services

Welcome, Jennifer buck | Ticklers
TR T4 v

Fie
Filers
Status v Equal To v Now v AND v x
et 1D - 4
Apply Alert Days Botnm Des
31 Ticklers secord]s) retumod - now viewiag 1 duough 15
Clent 1D Client Namu Lickles Name Status Date Cruatail « Dase Congluted
10008 Wive, Efen TS wih Mo Chast 1501 sarres NAGs Maned Tocumant v i New »
rote
\oms Vo Eld v:m P Lot Tl Wereren e SR UCUTTeE B W Ty >
.

14 Doy Servce Reterral Folow Up Remnder - Call Chent o "
New

000s T, Bl senty Naads Mat

5. The Note Detail page displays. Contact the client to follow up on the service. Use the tickler flyout menu as a
shortcut to View Client Record and lookup information to complete the follow up.

File Tools

Workflow Wizard Notes Details
Confirm with the Client Deton —
that services have 3
: Noto B EIG Jenn
started. Document in a ota By Buck, Jennee >
= ON" 03072021 C
Cancel Services 4 |
V
I‘,agvmu =
Cescription

6. The Assessor, Case Manager or OAA Provider will complete the follow up and in a note in eCIRTS.

7. Return to the open Workflow Wizard window and complete the Notes detail page. Update the following fields

a. Note Type: Select Services, APS-High or Case Management Narrative according to the scenarios below.

13
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Note Type ‘ Use

Services Lead Agency and OAA Providers who completed the assessment and added
services will select Services as the Note Type.

Case Management | Case Managers who completed the assessment and added services will select Case
Narrative Management Narrative as the Note Type instead of Services.

APS-High Lead Agency, OAA Providers and Case Managers who completed the assessment
and added services for an APS-High risk case will select APS-High as the Note Type
instead of Services. This will make the monitoring of APD-High risk case
requirements easier.

b. Note Sub-Type: The Assessor, Case Manager or OAA Provider will select a Note Sub-Type according to
the table below.

Sub-Type ‘ Use ‘
14-Day Follow Up Used when Note Type is Services or APS-High and the referral follow up
Completed has been completed within 14 business days.

14-Day Follow Up Not Used when Note Type is Services or APS-High and the referral follow up
Completed has not been completed within 14 business days.

14-Day Follow Up Used when Note Type is Case Management Narrative

c. Description: leave blank
d. Status: Complete
e. Note Recipient: Leave blank
8. When finished, from the File menu, select Save and Close Notes.

9. The tickler is marked as complete when the note is saved. The Workflow Wizard window can be closed.

10. The Note is visible on the client Notes tab.
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Authorizations

Authorizations are created from Services in eCIRTS. Each authorization is associated with a specific provider, but a client
can have multiple authorizations with different providers. Authorizations will be used to control the number of units a
provider can bill by client, by service and by program. This will assist providers with their spending plans, ensuring they
do not go over their contracted funds, and aid the AAAs and providers in monthly Surplus/Deficit discussions. With this
being a new function, the authorization limits will be set high for the first year so that constant re-authorizations will not
be needed. However, in future years the limits should be reduced to align with contracted funds to ensure providers
stay within their budgets. A provider is also able to deliver and bill services outside of the authorized limits when needed
to care for the client. Authorizations are not be required for several services. Please see the Services section for a
complete list.

Create Authorizations

1.

From the Services tab, select the applicable General Information record.

The General Information page displays with the Services subpage visible on the left.

Select the Services subpage. The Services list view displays.

Click the checkbox next to each Service record that is ready to be turned into an authorization.

From the File menu, select Create Authorizations.
Edun White Services
Fin Teels -
Jpetate Augmmsznemin)
Adrt Parveed S dte or -

| N ||

2o

4131 retEsed - ow wewrg | INTOHEh
Ziyee Smrsuon

Prowges o Progiae Cheent Cosmry Sit Dann Ent Dwpy Sacvice Coow Soovcn Uit Type Ut Cast Uy Mas Ansan Planned Service St
W % $ e

A notification displays that the authorization was created and an eCIRTS assigned authorization number will be
added to each service.

Note

The Program on the General Information page must equal DOEA Services for the Create
Authorization functionality to work correctly.

Update Authorizations

Authorizations are created from services. When Services are updated, their associated authorization needs to be
updated. This is done on the Services list view page.

15
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1. From the Services tab, select the applicable General Information record.
2. The General Information page displays with the Services subpage visible on the left.

3. Select the Services subpage. The Services list view displays.

4. Select the Service that needs to be updated and make your changes. See the Services section for additional
information.

5. Click the checkbox next to each Service record that is ready to have its linked authorization updated.

6. From the File menu, select Update Authorizations.

ELDEN «Hmn\ Frank Fountam Services

File Tools

- -

Lw-; Magng Auttisazatanis) |
Add Mannad Servie 1

Commw Aoz wion s )

ot — i
Jows recard(e) rmtumed  mow viewing 1 through 3
Cua Saminn
Provider o Program  SunDete  Esd Dess  Servics Code Service Une Type  UnieComt Units  Mex Amoust Seivice Stmes  See Norcadvy
M| Hogwans e A 0230202t 8312022 'CHO CHO CHORE Hawr S£00 3010000 §1.204 [0 Adcapted No
r Al Jtl MDA WOWVE DELIVERED MEALS Neo! $24% 00 Accepted No
¥ | Provder Acsty Tesing 1 | ADI DANOAEZY (DN RESP REER RESSTE N HONE Lt S2100 4020000 35,422 00 ' Accepted

]
Yo ]
7. A notification displays that the authorization was updated.

View Authorizations — Client record
1. The authorization information is visible on the Service record and on the Authorizations tab of the Client record.

2. Onthe Service details page, the Authorization number is visible.
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Ellen White Service
Last Updated by jbuck
at 3/7/2021 7:57:45 AM
File
Division E}
Start Date [1rzoe020 |
End Date 302021 |
T oo
Funding Source [ indexCode | Index Descripti SubObject | SubObject D
Test Testd1

Program CCE  w
Service Code * | 99361 |-
Service Description
Unit Type Hour
Units Per | 4.00 |
Units of Measure
No of Units [ 1088 |
Number Of Periods 267.00
Provider ID * [ 10037 | ey oetaits
Provider [ case Aide For You |
Unit Cost | 515.00
Max Amount | $16,020.00]
Comments | Task 1[Task 3 P
Service Status
See Narrative

rrCcrresponding Auth No. g [

3. Onthe Services List view page, the Authorization number and statuses are visible by selecting the + expansion
icon.

Efen White Services
VIR0ZL 41 PN

******* p— Frogram v “+
- ST

o8 WO {n) returned - Nom viewing T Deough 2

Uariahiatinl LiaiIoedotd R AAwchel Saiiritele WEnddant EIntn hdardmmd R

Drovidars | Pvoguam ChasCousty SiriOute GndOuw SarviceCode|  Sarvice | UnitType UntCost  Unta | Max Amiust| Punsed Servics Sutus ||
Servces Prosvice” LEON MRDIR00 150G Friod | Cnore Hour |SE00 700000 5474000 | Neaosa n

Auth Sve D l - Auth Sve Satus | A Swc EDN Sastus
? | ReGasiea
™ [Wee  |ieow 10Na0a0 | 1anat | 400 (Mo Osvverd Vel | Mew 300 7000000 3207000 | Awpumeted T |
- Auth $ve ) | A sve st 1 A Sve EOI Sty
7 | Requonea

ASULH00 IT,190.08

“cFRyl | <Pmvious FAUMee 10 Recoms M ALSe  Nest»  Last>>

4. The Authorization information is also visible on the Authorizations tab of the Client record.
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White, EZen M (10005)
Caregher Care Raciger

Associaed Fozpe e Aopoeirents Meodkations

Programs

Zerccesf Authonzations | ictinee

START-STOR TIMER | Demdiyapmics sening | Refemals  Provicers  Fovs | Notes
Filters
ovide -
[ESRRp———
14 Authorizations records] retumed - now viewing 1 through 14
Devinion « Provider Satis
&G Transpoctaton Frowders inc Requestes
| Anseics®©  SunOuw  EndOsw | SwvisCode | Sevies | UntType  Umitnfer  UnfteofMassss | UnfiCost Unite | MaxAmount  Stme  Awth Servics FOS Satus |
17 1120002 NaNNe2 02 ] ,’," ?‘)A"",',' Tux: 200 Susness Dy S0 s3& -:r o ”v".a oatlaC J
AG Tianaportason Prowdens ing Aoproved
A3 Provicer Adviy Teslng 1 Appeoved
Aum Service St Date | EsaDate | Service Code | Sernice Unit Ty Units Per | Units of Messur | Unit Cost Unis | MexAmownt | Stames | Auth Service EDI Staden |
n” D20t202t | 0SD022 | Sas87 RESP RESRTE INONE unts 1500 lreeh 8300 548 5253800 Agpraved Acproved

Print Authorizations

For Phase 1 go live of eCIRTS, PSAs will continue their current processes of suppling printed Service Authorization forms
to providers. A copy of the form will be scanned and attached to a note in eCIRTS. Additional options to print and
distribute the authorizations within eCIRTS are being explored for Phase 2.

1. Once the Service Authorization form is completed and given to the provider, a copy will be saved as an
attachment to a note in eCIRTS.

2. Open the Client record and select the Notes tab.
\Thite, Ellen M {10005}
Caregiver/Care Recipient
Associated People | Wait List | Appointmentz | Medications

Programs | Services | Authorzations | Activities

——————
START-STOP TIMER. | Demographics | Screening Referrals To Providers | Form Notes

3. From the File menu, select Add Notes.

4. The Note Details page displays. Update the following fields:
a. Division: Defaults to AG
Note By: Defaults to self
Note Date: Defaults to today
Note List: Select Provider or ADRC
Note Type: select Uploaded Forms
Note Sub-Type: Service Authorization form
Description: lookup values that change depending on the Note Type selected.
Description: Select from the lookup. The values in this field are dependent on the Note Type selected.

Se o oo0 T
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Note: Enter details.

j.  Status: select Complete
k. Date Completed: This field will auto populate with the date when the status is changed to Closed.
I.  Add Attachment: Search for and select the electronic Service Authorization Form on your workstation.
m. Add Note Recipient: None needed
Ellen White Notes
Last Updated by jbuck
at 6/9/2021 6:59:51 PM
File {E’}[ools Reports
| Motes | Notes Details
Division *
Note By * Buck, Jennifer
Note Date * oemoR021 |2
Mote List * All w
Note Type * |Service Authorization Form v
Note Sub-Type
Agency [Aging and Disability Resource Center of Browz v | Details
Program [ v
Description [ |
IR New Text
5. From the File menu, select Save and Close Notes.
View Authorizations — Provider Record
1. For Providers, the Authorization information is visible on the Provider record on the Authorization tab.
‘
Al Sercicas Provete (10000
n PRS- hqulW i::ﬂ crermts | Nowe | Cwewmme  Gpewes  Agecss
——— =
1 AXTIAIUSBOEN (ECOIEIL) AT B ANWRG T Iusegh )
Cawe e Owred
oce fu D
B Saive 10 LT o0 Do Seovie Cooe Setvan e ANets S ey AT Bt W mi«-«m Y Last Upaarnd
Auth Serwce 1D Thwt Oute Dt Dam Sevice Code Service Unts P vt of Mesanrs At Sy Stz Acth Service (D) Staan Lanl Updatest
M e mu- mu;m (vots of Meapure Aus hos S At Sovvrow £D4 S Lavt vsvre

00 D Serwn Cotn
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Care Plans

A Care Plan is the tool used by the case manager to document a client’s assessed needs, services to be provided, and
costs associated with the provision of services. The care plan is a plan of action, developed in conjunction with the client,
caregiver, and the client’s family or representative. It is designed to assist the case manager in the overall management
of the client’s care. The Care Plan is a document that can be printed from eCIRTS, pulling data from the Services page. As
stated earlier, the Services page will be completed for all clients, whether they require a Care Plan or not. When a care
plan is required, periodic follow ups must also be completed. the Case Manager will be reminded of these by Workflow
Wizards.

1. All services the client is to receive will be entered on the Services tab of the client’s record. See the Services
section for more information.

2. After the 701B is completed and it is determined the client will receive Case Management services, the Case
Manager will complete the Care Plan and attach a signed version to a note in eCIRTS. The Case Manager can use
the 203 Care Plan Form outside of eCIRTS or can print a version of the 203 Care Plan form out of eCIRTS.

3. If the Case Manager will use the 2032 Care Plan form, skip to step 9.

4. If the Care Plan will be printed from eCIRTS, use the Service Record Data Report. The report will be run for one
client at a time.

) Note
o Services must exist before printing this report. See the Services section for additional details.

5. Select the Reports chapter. From the Report menu at the top of the page, select Service Record Data report.

coens, Jennifer Buck Reports e -
033 949w v OZCaver v ',;.
Fie Reports
Arthvses Racom Das
REPORTS
Contat Redood Dala
Filtar I ntsse Serperenyg Bing Dats and Svent Log

hoie Secorn Oata

" Pmgram Facces Data y

6. Select the start and end dates in the report filters. Enter the client’s name.
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(@ Prodwr
{ B bt L nmedaarkosm Tiete s @rboaFageuNoport s ReportiD« | L3788 o=k Val=tEsa ' YW LI AVE i, T ]
|
an Dete [T e Dt G [ iew Wasert |
Aomez 1D M8 w|  Chet white Blen LTS
Cowe Myrager | 1 LSNEY Progrsm M 4
Trowie Ll -/ Senviex. AN v
TR T T T L R
ELDER AFFAIRS \
| Services Record Data/Care Plan
| NreaNes onC LTSI
Start Date!
End Date;
| Agency: A
| Client: Vhito, Ellen
Case Manager: NI
Program: Al
Provider. Al
I'S«vﬁn All
Cliemt Cliert Narmw Cliest DOD Cate Mansge! Agency Care Plon  Carn Plan & Slutus Program
4] Date Moatn
ftoview Date
10005 Elban White 0v01840 Mones Ress NOMIwast Flonds Area Agenty 00 Agng, Inc Pecxang
10005 Ellan Whiti (HEHBT Menica Risd Normwest Florida Aree Agancy on Aging, Inc Panding HCE
[ 10005 Ebers While IR Stacy Test Agrg axd Desshidy Rescurce Canter of Broward DCratt A
County, Int
} 10005 Edlen YWhiter 01011540 Stacy Tes! 'mmmmn::wam Ny Deant AD)
' 10005 Elon White Drntrean Siacy Tost Agrg and Disabity Rescurce Conter of Broward | 117212021 Dratt A
County, It
| | t000s Elle White 010teeD Stacy Test Agrg &d Disabifly Resource Center of Broward | 112172021 Deatt ADI
| Connty, in:

I havdparticipated in d'nbplng this care pbn h

understand that the

b i

4i

4
is dep

®

ononnlmmdlwmorlzodmo.. 4l to

b 1nd.

d needs and the services and service providers available to help meet those needs. |

upon my ubnlity and preference. | understand | am entitled to a grievance review it my sarvices are reduced, changed,

C g the sarvices | recedve under all programs to the Florida Department of Elder Affalrs,

Chient:

Caregiver andior Desl

Date:
Caso Manager:
Al
Data:
7. The Report displays. Export it to Excel so you can make the final edits before reviewing with the client.
a. Delete the selected filter rows and any other columns that do not need to be displayed on the Care Plan.
8. Save a copy of the edited report to your workstation and print a copy for the client to sign.
9. The Case Manager will get the Care Plan signed or verbally signed by the Client.
10. Once the Care Plan has been reviewed and signed by the client, the Case Manager will save a copy to a Note.
11. Navigate to the client’s record and select the Notes tab.
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12. From the File menu, select Add Note. The Note Details page displays. Update the following fields:
a. Note Type: Care Plan
b. Note Sub-Type: Signed Care Plan
c. Attachment: attach a scanned copy of the signed version of the Care Plan.

d. Status: Complete
1

FLDER \n\mx‘ Frank Fountain Notes
10/3/2021 2:53 PM

File Tools

Notes Details
Division AG v
Note By Buck, Jenmifer v
Note Date 10032021 =N
Notes List Provader v
Note Type Care Plan v
Note Sub Type Sgned Care Plan v
Description v
B J U 1600 ~ A=

reviewes care plan with client and wife. Signed version attached
Noa
Dote Completed 100202

13. From the File menu, select Save and Close Notes.

14. The Case Manager will also update the pertinent care plan dates on the Services tab. Select the General
Information record for the current year. Update the following fields:
a. Care Plan Date: enter the date the Care Plan was signed by the Client.
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Ll

Frank Fountain General
ELDER AFF v\lk\\ Last Updated by jbuck Information

8t 9/7/2021 11:07:31 AM

File  Repors

Genarl infoemation | Details

Division AG

Program DOEA Services

Agency ElderSource, The Area Agency on Agng of Noe v
Workes Buck Jennifer -

Start Data o

End Dace u

Care Plan Date 0904720219

Care Plan 6 Month Review Date

Status 1Cpan v

Lommonts

15. From the File menu, select Save and Close Plan.

16. When the General Information page is saved with a Care Plan Date, a Workflow Wizard triggers a tickler for the
Worker on the General Information page (the Case Manager) to complete the 6-month Care Plan review. This
tickler is not due right away so it will be visible in the Case Manager’s My Work > Ticklers queue.

A WellSky Human Services Weicemne, Jorriter Suck | Thckders

§ Tichborn recowd{n] retumanst - roew vstng 1 Svrough 1

Chani 1D Cihert| Neres

Shatan Dats Cromnd o Davw Dve Doty Campleret Avayrrer Ie

6 Month and Annual Care Plan Review

The Case Manager will be reminded by a tickler in eCIRTS to complete a 6-month care plan review and an annual care
plan review. The 6-month tickler is due 6 months after the Care Plan Date on the General Information page.

1. The Case Manager will monitor his/her My Work > Ticklers queue daily and work the ticklers due that day/week.
Closer to when the 6-month review is due, the Case Manager will open the tickler from My Work > Ticklers
gueue and locate the tickler.
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Welcome, Jenniter Buck
. VI LB W
Fiewre
Sinn v Eqsl T - e - odwv “
Chert D ~

B Apply Aert Duys Befoes Due

34 Tichours recorng retimel! - now vwwing 1 fwoagh 14

Chenm 1D Chent Nane Thokler Nasre: Sutes Dete Cognpreted Asaipnadt Ty
e (" i e e T e e e e Bicl e B
v ” ooy Tuge o & M Care PAne Sadsn - o
e Ve Thes " iee TBEh Josntel .
1002 Vine Ebe Conmpitte TOS Aovma for Wit Lot fea AT AN Bage Jetedey .
oK Vitwe cher Lorasite (he Care DA NG BESCH § SGHOS VIO 1) § Sote Hea TSSO U WAL [P .

2. Select the 6-month review tickler to open the Note Details page. The Case Manager will contact the client and
complete the review and document the details in a note in eCIRTS.

3. From the tickler, the Note Details page displays. Update the following fields:
a. Division: Defaults to AG

Note By: Defaults to self

Note Date: Defaults to today

Note Type: Care Plan

Note Sub-Type: 6 Month Care Plan Review

Description: None

®aogo

o

f. Note: Enter details of the 6-month care plan review.
g. Status: Complete
h. Note Recipient: None
FLOER L7 \Iﬂ\\ Frank Fountain ~ Notes
10/3/2021 2:56 PM
File Tools
Workflow Wizard Notes Details
Compiete & Month Care Division AG v
Plan Review, Document . - — 5
in 3 Nots. Nots Type = Hote By Buck, Jennifer
Care Plan, Sub-Type = 6 Note Date Qo32021 ™
Month Care Plan Review
Notes List Provder v
Note Type * Care Plan w !
Note Sub-Type 6 Menth Care Plan Review v
Descripton v
B J U wpt - A~

6 month care plan review compied. no changes needed

Note
Status Complete v
Date Completed 1002029
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4. From the File menu, select Save Note. The tickler is marked as complete.

Welco

e, Jennifer Buck Workfiow
1/2021 7:01PM W Wizard

File

Workflow Wizard

5. The Care Plan is reviewed annual as part of the annual reassessment/rescreening process. See the Annual
Rescreening/Reassessment section for additional information.
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Activities

This tab is used to capture information about the services a provider delivers to a client for billing. In eCIRTS, billable
services are called Activities. If service delivery information needs to be recorded for multiple consumers at once, the
Activity Roster on My Work can be used. For larger service providers, the Activity Import on My Work can be used to
upload service details for multiple clients at once, fed from the provider’s system and exported into an eCIRTS formatted
file. This replaces the former ‘EDI Upload.’ Before a provider can submit activities for a client in any of the methods
described above, the provider must have an open referral record for the client. See the Referrals to Service Providers
section for more details.

Before you Bill

DOEA required the new eCIRTS to have substantially more checks and balances regarding billing than legacy
CIRTS. The checks and balances only work if the data in the system has been completely and correctly set up.
Providers will not be able to bill until setup is correct. All of the setup steps are listed below for informational
purposes only. Changes can only be completed by someone with the eCIRTS Finance or eCIRTS Admin role.

1. DOEA: Is the service allowed to be billed under the program you’ve selected? Check the Financial Configuration
Workbook. This document lists the services and associated programs the Department approved to be set up in
eCIRTS. If it’s not there it must be approved by DOEA before proceeding.

2. Service: Is the service your billing listed under the Services tab of the Program and effective before you are
trying to bill?
PROVIOERS

Legacy Provsder - LOC Il e

CCE - COMMUNITY CARE FOS THE CLOERLY (32%4Y)

Service Code o Descrption Program Active Date

3. Service: Is the service your billing active and under your Providers > Services tab and effective before you are
trying to bill?
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CHARLOTTE COUNTY SENIOR SERVICES (27211}

Fovow © Numdes  Usker Provgms | Servee Awa

Proviies  Dhsses Woders L SAVEER. Retwrasthotfestors  Actuatgators  Comats Nows  Ageoes
ilery
At v EauTov @ ws o Mo x
Serice Coxe v
5 Sarvicen IcoHrin) IvurTed - Tow viewerg § Swough 1
Setvae Cote o Description Proguan Acties Dale Sarpice Ent Dale
343 s
4 CA LASE NDE Al 071 202

4. Provider: Are you billing under the correct provider? In CIRTS, billing was under the ‘parent.’ In eCIRTS you bill
under the location/who delivered the service. Each location has their own Provider record in eCIRTS.

Provider Nama Drowiger 10 Fomer CIRTS 10 4
CHARLOTTE COUNTY SENIOR SERVICES Lt 8130101
{2722 | 8130100
8130103
81301.04

8130108

ER SCLUTION SONE CARE
FLORIDA RURAL LEGAL EESVICES

SUMMIT =OME RESF 8130109

SENIOR FRENCSSIP CENTERS 8130190

WIT= AHEART, LG 4130191

ZHEINERS RESOURCE 130198

JE CARE CF LEE AND CHARLOTTE COUNTIES 120 y

| ARCADIA MEALTH CARE 01301-1¢

5. Agency: Is your provider record listed under the Agency Providers tab for the agency you are trying to bill under?

Arve Agensy 1 Aghag bur Scontawess Flarkla, b (8%

Apwmmk  OaeGese Wty DASEMERSENNE | Aoy Mregaes N | e Mam

B Ageacy Frowsars reccods| mnaras - bow viewing 1 threegt |
o Frow s Nawbes Proasie Naes .
T 01 T CouN
w1
- 1017
"y YRy oo
" ) o e

6. Program: Is the program you’re adding on the Activity page under the Agency Program tab for the agency you
are trying to bill under?
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Aron Agency on Aging Jor Southwest Florida, Inc. {32185)
Agenties | OpenCose  ‘Workars  Agoncy Providers “ Notes | Area Plars

S

80 Agency Programs record{s) refurmed . nuw viewing 1 theough 15

| S o | Provider Name | Star Date
32128 AC -AVERICORPS QuaINMeea

32120 | ADDGE - ADDGS GRANT (PEA 11| [avo1190

330 [AD-AZEMERSDSEASEWTATNE [owoun
33431 :%%;&?:ﬁgi?émzﬁ FACLITY SPECIAL SUBSIDY 01111990

[ [AUN-ASSISTED LVING WAMER _ Eo“nmm
TS AR~ AVERICAN RECOVERY AND REIWESTMENTACT | 01411009

7. Program: Does the client have an open enrollment for the program you are billing and for a date before you are
trying to bill?
S S (1412763
Camgwer'Care Racipant

Assccaied Poogla  Agpontments  Medcasons

m Saryces | Autotizatons  Actiites

START-STOF TIMER = Demographss Streenng | ReGoss O Prowoss | Forms  Notes

< Filters
Status Efscove Date v [GeseThanv| | 0wov2000 = CaNDv|  x
Frogram v +
&2

13 Programs r - now g ¥ througs 13
= T T T T T = T Historcal $tant | Siatus 1
|[Daen) _ Pesm [Seice|  EnolmentPronder |  Swhs. | Terwaaton ResScn | ruie e Start Date | Effective Oute |

| T ADI-ALZHEMER'S DISEASE [CHARLOTTE COUNTY BOARD OF | :

% IINmaTvE | COUN. DEPALILT-NORKER.PROV1301 | i el aoaicat

1 | v | TCHARLOTTE COUNTY BOARD OF ! | | ProvrreT——" | poRe—s

AG DOEA Services COLN, DESALLT-WORKER-PROV-S1301 | Actve 12011202 1202

8. Referral to Providers: Does the client have a referral record for your Provider for a date before you are trying to
bill?
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A T 15 (1412768)
CaregiveriCare Recipient
Associated People | Appoiniments | Medications
Programs | Services Authorizations Activities

START-STOPR TIMER Demographics Screening Referrals To Providers  Forms Motes

Filters
Status A Mot Equal To A Closed v AND w x
Provider/Agency v +

6 Referrals to Providers record(s) returned - now viewing 1 through &

Division Provider/Agency Status Worker
AG GUARDIAN MEDICAL MONITORING Active CHARLOTTE COUNTY BOARD OF COUN, DEFAULT-WORKER-PROV-31301
AG CHARLOTTE COUNTY SENIOR SERVICES Active CHARLOTTE COUNTY BOARD OF COUN, DEFAULT-WORKER-PROV-31301
AG HEALTH AID COMPANY, INC. Active CHARLOTTE COUNTY BOARD OF COUN, DEFAULT-WORKER-PROV-31301

For Aggregate Billing
Aggregate services are added to a Client Group, not an individual client record. Most of the same checks and
balances exist for Client Group as we just reviewed for Clients.

1. DOEA: Is the service allowed to be billed under the program you’ve selected? Check the Financial
Configuration Workbook. This document lists the services and associated programs the Department
approved to be set up in eCIRTS. If it’s not there it must be approved by DOEA before proceeding.

2. Service: Is the service your billing listed under the Services tab of the Program and effective before you are
trying to bill?

3. Service: Is the service your billing active and under your Providers > Services tab and effective before you are
trying to bill?

4. Provider: Are you billing under the correct provider? In CIRTS, billing was under the ‘parent.” In eCIRTS you
bill under the location/who delivered the service. Each location has their own Provider record in eCIRTS.

5. Agency: Is your provider record listed under the Agency Providers tab for the agency you are trying to bill
under?

6. Program: Is the program you’re adding on the Activity page under the Agency Program tab for the agency
you are trying to bill under?

7. Program: Is the program you’re adding on the Activity page under the Program tab for the Client group?
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CLIENT GROUPS ol
AGGREGATE CLIENT QI [19575)
Lok v Plograms . <
Fatees
s - N - v owv x
¥ v
CROT—

4 2 vl i 1 - (oW YW 1 TIeough 15
Divtsion Prograam Disposion « Disgositon Date  Encotted Date. Discearge Dane Worker

X200 DEFAULT

NS DOEA Services ACtee

ACTeb

>
' IF IF 3T 3F

Add Billable Services for One Client
This functionality will most likely be used to enter services for APS High Risk clients. The ADRC would also bill for Intake
and Screening services for a client on this page. Finally, the Lead Agency or OAA provider could use the Activities tab to

bill for Screenings and Assessment services.
1. Open the Client record and select the Activities tab.

MY WORK COMTACTS | CLIENTS CLIENT GROUPS AGEMNCIES PROVIDERS
SSN 236-57-8788 Priority Score
DOB 1111940 Assessment Date
Rank 5 EMS Release Date

White, Ellen M (10005)
Caregiver/Care Recipient

Azsociated Peopls | Wait List | Appointments Medications

|
Programs Services Authorizations Activities

START-STOPTIMER | Demographics | Screening | Referrals To Providers | Forms | Notes

2. From the File menu, select Add Activities.

3. The Activites Details page displays. Update the following fields:
a. Start Date: Enter the start date of the service delivery. The field defaults to today.

b. Start Time: leave blank. None of the services used by DOEA are time based so this field is not required.

c. End Date: Enter the end date of the service delivery. The field defaults to today.

Note
If the number of units being billed is for multiple dates of service, enter the first date of
service as the start date and the last as the end date.

d. End Time: leave blank. None of the services used by DOEA are time based so this field is not required.
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Auth ID: search for and select the authorization for the service being billed. eCIRTS has been configured
to prevent a provider from billing services if the Service/Auth doesn’t exist on the client record. Only
services/authorizations with status: Approved will display in the list.

Exception: If services need to be delivered outside of the authorization limits, the provider can switch
the Exception field to Yes to remove the requirement for an Auth ID. Also, providers can bill for services
before a client is active in a program, meaning no records will be on the services tab yet so no Auth ID
will exist. The Auth ID requirement needs to be removed. Examples include intake, activities completed
when coming off the waiting list, but the client never becomes active, and client specific NDP services.
Division: This system-required field will display AG.

Type: Select Standard

Service Provider: this field auto populates when the authorization is selected. When an authorization is
not used, search for and select the name of the provider who delivered the service.

Note
Select the provider/location who rendered the service, not the agency/parent.

Parent Provider: When the Service provider is selected, if they have a ‘Parent’ provider, the name will
populate in this field. If there is no parent, the name of the Service Provider will also populate as the
Parent Provider. This is how activities can be reported at the provider/location and/or lead agency level.
Agency: The agency of the provider.

Program: The program under which the service is being delivered.

. Worker: This field defaults to the user.

Status: This field defaults to Pending and should be changed to Complete when all the service details
have been entered.

Note: This field will display notes, if applicable.

EDI Upload?: This field is read only and will be populated with “EDI Upload” only if the Activity was
added from the EDI upload. See the Import Activities for Multiple Clients section for additional
information.

Index Sub Object: the value selected in this field impacts the Area Plans functionality. Select the Index
Sub Object for the program you selected in the Program field.

Service: If the authorization is associated to only one service, this field will auto populate when the Auth
ID is selected.

If the authorization is associated to multiple services, the user must search for and select the service.
If an authorization is not used for this service, a list of active services for the selected provider is
displayed for the ISO you selected. Be sure to select the correct service for the Program you are billing
for.

Units: Enter the number of units being billed

Total Cost: This field will auto populate when the service and units are entered. It can be edited if
needed, especially if the service selected does not have a default cost because it varies between client,
like supplies. Those services will have a default cost of $0 and the user will need to update the Total Cost
to the actual amount.

Unit Cost: This field will auto populate when the service is entered.

Unit Type: This field will auto populate when the service is entered.
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4. From the File menu, select Save and Close Activity.

Add Activities for Multiple Clients — Activity Roster

The Activity Rosters feature lets you search for and group clients receiving the same service from the same provider,
such as a case management services, and create activities for many clients in one session. Use this feature to save time
when creating the same activity for the same service for multiple recipients. This process includes four main steps:

Filter for the type of service and client location

Add the information that you will assign to all activities
Filter to find clients eligible for specific services

Record service units for each client

Example

&" A Billing Sheet for Case Management services is received from a Provider. The eCIRTS ID is listed as
the Client identifier instead of the SSN. The eCIRTS Unit Posting staff will create an activity roster of
active case management authorizations. This will return a list of clients with active Case
Management authorizations. There shouldn’t be anyone on the billing sheet that doesn’t have an
authorization ... with the occasional exception. The eCIRTS Unit Poster should find each client on the
billing sheet in the matching consumers list in the Activity Roster and can key the number of units
per day per client.

Note

0 The Activity Roster cannot currently be used for services with a SO unit cost. Individual activities for
clients must be added for these types of services. The roster will be updated in Spring 2022 to allow
for SO unit cost services as well.
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1. Navigate to My Work. From the Tasks queue on the right, select Activity Rosters.

CONTACTS CLIENTS AGENCIES PROVIDERS TASKS

ICES

T Kigrs Programs

ity Meet Notes List Referans Nosficabony [ I

2. The Activity Rosters page displays. There are several sections to be completed. First, search for the group of like
clients in the Delivery Grid Filters section. Use the following filters to specify the type of service and find clients
within specific geographic areas.

e Type of Services: Required field. Depending on the service you are billing, select Authorized, Non-
Authorized or Planned and Not Authorized.

e Select Authorized to search for authorizations.
e Select Non-authorized to search clients Screening, Program and Referral to Provider records. For a
Client to be found with these filters, the Clients status date for Program records, Referral to Provider

records, and Screening record must overlap the delivery month and year that you enter by at least
one day.

e Select Planned and Not Authorized to search the same as above, plus clients with Services that have
not yet been turned into Authorizations.
e (City: select the city from the drop down or leave this field blank.

e County: select the county from the drop down. This list will be filtered by the city selected in the
previous field or leave this field blank.

e Zip: select the zip code from the drop down. This list will be filtered by the city and county selected in
the previous fields or leave this field blank.
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3. Use the Assign to all Activities section to select information that will be added to all client activity records
created in this session. The information in this section does not filter records. This information will be added to
all the activity records that you create during this session. Update the following fields:

Worker: You must have a worker selected before selecting “Get Matching Consumers” otherwise no
results will be returned.

Status: this defaults to Complete. You would change it to Pending only if you want all individual activity
records created from the Activity Roster to be editable. This would require you to edit each one on the
client record to eventually change it to a complete status.

Daily Units: Skip this field. If a value was entered, it would apply it to all matching clients for each day in
the month. One activity record for each day of the month is created for each client. You will enter daily
units for some of the matching clients instead of all later in the workflow.

: Example
Q{ Enter 2 in this field and 2 units will be applied on 5/1, 5/2, 5/3, 5/4, 5/5, 5/6, etc.

Total Units: This field is optional. If entered, Total Units will be applied to all matching clients. One
activity record that spans the month is created for each client. You will likely skip this field and enter
units for some of the matching clients instead of all later in the workflow.

: Example
‘Q' Enter 20 in this field and 20 units will be applied for May for each client.

Batch No: eCIRTS will assign a unique batch number/identifier for each session.

oo, Jonifer Buzk Activity
/2021 10112 4N~ Rosters

File

Save Nitler | N powrnnaly saved e Anna & aach P Sorvw Ax Detaah Bl

Lwtaw

Detvary Gna Filters Assign ta 30l Activtas

Ciny Seanuy Frrdrg -

Flltar and sssagm 80 Activities

4. Use the Filter and assign to Activities section to further filter the list of matching clients. Only clients with
matching information will be listed in the list view grid at the bottom of the page. Required fields are marked
with a red asterisk (*).

Division: Defaults to AG. This filter will include clients who had an open screening record during the
delivery month and year.

Delivery Month/Year: Select the month in which the service is delivered. You can select the current
month or past months, but not dates in the future. When you select the month and year, the application
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filters to show values that have matching month and year information. This includes internal program,
parent provider, Index SubObject, and Service. This field is required.

Agency: The agency through which the service was provided. If the Unit Posting role is being used, the
list of Agencies will be limited to only those your Provider record is associated to (Agency Providers tab.)
Program: The program through which the service was provided. Matching clients will be returned if they
have an open Program record with the selected program during the delivery month and year.

Service Provider: Use this field to record the service provider name. If the Unit Posting role is being
used, the list of Providers will be limited to only those you are a worker for. Matching clients will be
returned if they have an open Referral record with the selected provider during the delivery month and
year.

Parent Provider: This is the provider organization under which the current service provider operates. It
populates when Service Provider is selected.

Index/SubObject (1SO): Use the ellipsis search icon to open the popup. Click to select an
index/subobject from the popup. Select the ISO that aligns with the Program selected in the Program
field.

Service: This list will include Services that are active for the provider during the full delivery month/year
for the selected ISO on the service record. Be sure to select the correct service for the Program you are
billing for.

Use the ellipsis search icon to open the vendor service search popup. If necessary, use the Search By
dropdown to select a search criteria. Type at least three characters of search value and click Search.
Click to select the service.

et Pruvide Aduts Oay Cente v

DialogVendorServiceSelectPopUp .

Soareh B0 e T funreh Tent
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5. Select Get Matching Clients to retrieve consumer records that are eligible to receive services specified in the
Filter and Assign to all Activities sections. Matching client records will display in the service delivery grid at the
bottom of the page.

Filtar 3 asslgn to Activities

AL AR AY CARS -

Note

@ If you are not seeing the expected results for matching consumers, you may need to close the
Activity Roster page and start over. Sometimes fields on the filter criteria don’t refresh between
searches. Closing the page and reopening will fix the issue.

6. Use the service delivery grid to record the units delivered to each client. Select the date field and key the
number of units. Scroll to the right to see additional date columns.

. Note
@ You cannot record units for future dates. Those field will be grayed out/read only.

You cannot record units for dates before the provider service is active. Those fields will be grayed
out/read only.

7. You can enter units by day or Total Units Delivered for the month. Unsaved changes are highlighted in yellow.
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Note
@ When you add units by day, the roster will create one activity record for each day for each client.

When you add units by Total Units Delivered, the roster will create one activity record that spans the
month created for each client. The Start date will be the first of the month.

8. If there are existing activity records for the consumer for the selected provider, program, and service you cannot
enter Total Units Delivered. The total number of units by day will display on the Activity Roster in the date
columns and the Total Units Delivered will be the sum and will be grayed out/read only.
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9. From the File menu select Save Activity Rosters or Save and Close Activity Rosters.

- Note
0 A popup message will display when you attempt to create an activity for ineligible records. For
example, if you attempt to create an activity record for a client whose program enroliment ended
mid-month, you will receive an alert message. If you attempt to create an activity for a
service/program/provider that already exists, you will receive an alert message. Activities will still be
created for the eligible client records.

10. You can edit activities from the roster. If there are existing activity records for the consumer for the selected
provider, program, and service they will be displayed under their respective date of service in the service
delivery grid. If more than one activity record already exists for the client for the same service, provider and
program the units will not be editable. For those that are editable, you can type a new number of units into the
date field and after saving, the units on the original activity record are updated. It is preferred practice to update
the activity from the client record instead of the roster.
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- Note
@ Several enhancements to the Activity Roster are coming Spring 2022.
Search results will load faster.

You will be able to lock the header row of the service delivery grid so when you scroll down, you
know what field you are on.

You will be able to filter the search results by the status of the program. For example, return just
active enrollments vs. those in APCL or APPL status.

As mentioned earlier, you will be able to use the Activity Roster to enter billable units for SO unit cost
services.

Saved Search Filters

Save a filter that you’d like to reuse to save you time next time you use the Activity Roster. Filters are specific to the
user and role. If you have access to multiple roles you will only see filters associated with your current role.

1. To save a filter, you must first complete the Delivery Grid Filter section, the Assign to all Activites section, and
the Filter and Assign to all Activities section then click Get Matching Consumers.

DU\vm Gnd Filers Aszign 0 all Actities
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pr—"
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Dalivery MOommYoear 2 e SubOyect OO0k I 20
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[v—
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2. One the results are returned, select Save As at the top of the page.
welcome, Jennifer Budk Activi
SISII0IL 1622 AN v Rosteg
Fie
Save Filter | No pravoushy sawd Tl Sound v Seance Fibee Sauw g Dedaat m
Dalivery Grid Filers Assign to all Activities

3. Update the following fields:
a. Filter Name: Enter a name for the saved filter
b. If Filter Name Exists, Overwrite it: If you want this filter to replace an existing one with the same name,
check this box. If not, keep it unchecked and a new filter will be created.

c. Save as Default: If this should be the filter that displays by default each time you open the Activity
Roster, check this box.
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Save Search Filter Option As... ®

Filter Name * HCE Charlotte Co RESH

If Filter Name Exists,
Overwrite it

Save As Default O

| Save g cancel |
4, Select Save.

5. The next time you use the Activity Roster, you can select your saved Filter from the list and click Search Filter.
This will populate the Delivery Grid Filters, Assign to all Activities and Apply to all Activites sections, saving you
time from looking them up again.

- Note
0 If you saved a filter that now includes invalid data, the filter values that are no longer valid and will
be returned as blank and will need to be selected again. For example if your saved filter was for a
service that the provider is no longer contracted to provide, the service in the saved filter is now
invalid data.

Save Flitar | Charotte Co - HCE - RESP 2 Ml N A D a
[PR——

Elther your Role Permissions or one or more of the Saved Filter criteria have been
changed and the saved search could not be completed. The Filter criteria which is no
longer valid has been removed from the filers below. Consider updating your Saved
Fiiter 10 no longer receive this message

- Note
@ After using a saved filter, if you change the Delivery Month/Year you will need to reselect your ISO
and Service. You should save this updated search as a new filter for the new delivery month/year.

Add Aggregate Services (Non-Client specific)

Aggregate services are billed through a Client Group in eCIRTS. Client Groups allow providers to bill for services/create
activities that are not identified by individual clients. Some examples include an exercise class for senior citizens,
telephone information and referral calls, legal assistance, or congregant meals.

Activities captured via Client Groups feed into OAPPS reporting. Once a Client Group is created, billable services can be
recorded on the Client Groups > Activities tab. Each PSA has its own Client Group in eCIRTS. PSA 1 will use the Aggregate
Client 01 client group. PSA 2 will use the Aggregate Client 02 client group, etc. eCIRTS users can use the standard report,
Consumer Group Activities Export, to report on this data.
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Create Client Group

Eleven client groups have already been set up for use by the PSAs. Additional services or programs can be
added/removed from Client Groups at any time by DOEA IT staff. If the need to add a new client group ever arises, it can
be completed by the DOEA IT staff by following the steps below.

1. Open the Client Groups chapter. From the File menu, select Add New Client Group Search. The Demographics
Search page opens. You must search for an existing Client Group before adding another.

T

Welcome, Jeonter Buck Advanced ——
2473021 12140 W W Search oS -
Ouick Seerch
- o[+
fix WTA NS lCuEl'lGﬂOUPI
- ..n Crzag: Natwe v Eegrm Wit v AND v »
—— -
2. Use the filters to search for an existing group. For example, you can search by Client Group Name.
3. If a matching group already exists, select it from the list to view the details. Make sure this isn’t a duplicate
group of the one you want to create.
Welrome, Jernifer Duck Consumer
WTERI2L 12136 P vl Grou; Search l
Fle
[y C—
na - wd  mow whewing | uoegh 1

welcome, Jennifer Buck Consumer
vtz v | Group Search

5. The Client Groups Details page opens. Update the following fields:
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a. Client Group Name: Enter the name of the group.
b. Initial Fund Code: Defaults to AG

welcome, Jennifer Buck | Detalls
SUIS/T02Y 12135 M W

Chiani Group Name 1081 Hair

Indinl Division

6. Select Save and Close Details from the File menu.

7. The Open Close record displays. A client group must be open to AG Division before activity records can be
created for the group. Update the following fields:
a. Division: Defaults to AG
b. Disposition: Select Open
c. Disposition Date: Default to today and will update anytime the status value changes.
d. Primary Worker: defaults to show the current worker, but you can use the search ellipsis to search for and
select another worker, such as the generic worker for the PSA.

1 Open Close

‘. L6g ! nts (10015
ELDER \u\!!\'\\ Last Updat
ot 10/27/2021 30:28:138 PM

Flle
Qoan Cose Open Close
. = ¥ Divisson AG
ak Disposiien
Disposition Open v
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Primary Worker [re— . - |‘

8. Select Save Open Close from the File menu.

9. The Track Disposition page becomes available in the left-hand navigation. You can use the Track Disposition
page to view a history of changes to the Open Close disposition.

Add Client Group Programs

1. Client groups are associated with programs under which providers can deliver services and activities for that
group. The services that are assigned to a program are the ones a provider can enter activity data for in a client
group.

2. Like Client Group records, DOEA IT can add Programs to Client Groups. To associate a Program to a Client Group,
select the Programs tab.

3. From the File menu, select Add Program.
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4. The Program Details page displays. Update the following fields:
a. Division: Defaults to AG

b. Program: select the name of the program from the drop-down list

c. Disposition: Select Active

d. Disposition Date: Defaults to today and will update anytime the status value changes.

e. Enroll Date: defaults to today but can be changed if needed

f.  Primary Worker: defaults to show the current worker, but you can use the search ellipsis to search for

and select another worker.
ADC Agult Day Care (10161) | Programs

File
Divrsion * AG w
Program HOE - BOME CARE FOR THE ELDERLY v
Désposition [Actve v
Disposition Date 02
Eneoll Do o202 -
Primary Worker * Buck, Je Ier n“

5. From the File menu, select Save Programs.

6. The primary worker is saved on the Program Workers tab. The worker can be changed on this tab if needed, but
it’s not part of the current workflow.

7. The Track Disposition page becomes available in the left-hand navigation. You can use the Track Disposition
page to view a history of changes to the Program.
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Add Aggregate Services for Client Groups

1. Once a Client Group has been added and Programs assigned, the Providers can enter aggregate services for the
group on the Activities tab. From the Client Group record, select the Activities tab.

o

2. From the File menu, select Add Activities.

Note

Legal Services is required to capture and report de-identified demographic data. DOEA will use the
ACL Legal Services Excel tool to capture and upload the data into OAAPS, outside of eCIRTS.

Activities

Fie
Adi New Clent i Samh Qusch Search

| Aadacinites |
¥ :

CLENT GROUNS

ADC Adun Day Care (10181)

3. The Client Group Activites page displays. Update the following fields:

a. Start Date: Enter the start date of the activity

b. Start Time: leave blank

c. End Date: Enter the end date of the activity

d. End Time: leave blank

e. Division: Select AG

f.  PSA: select the PSA

g. Program: select the Program. This list is filtered by the PSA selected in the field above.

h. Service Provider: Select the Provider. This list is filtered by the PSA selected in the field above.
i

Parent Provider: When the Service provider is selected, if they have a ‘Parent’ provider, the name will
populate in this field. If there is no parent, the name of the Service Provider will also populate as the
Parent Provider. This is how activities can be reported at the provider/location and/or lead agency level.
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j.  City: Some PSAs report their aggregate services by City. They will use this field to record the City where
services were rendered.

k. County: Some PSAs report their aggregate services by County. They will use this field to record the
County where services were rendered.

|.  Service Area: Some PSAs report their aggregate services by Service Area. They will use this field to
record the Service Area where services were rendered.

TIP
3 Select the Details link after selecting a Service Provider to see more details about the
provider, including Legacy CIRTS ID.

m. Worker: Defaults to self but can be changed if Data Entry staff is entering on behalf of someone else

n. Status: Defaults to Pending. When data entry is complete, the status can be changed to Complete
making it read only.

o. Index/Sub Object: Search for and select the correct ISO code which is a combination of funding source
and program

p. Service: Search for an select the Service. This list is filtered by the PSA and Program and Provider
selected in the section above.

g. Number of Unduplicated Clients Service YTD: Provider keeps track of the YTD number outside of eCIRTS
and number will 'reset' at the beginning of each contract year. This will be a running total. Would expect
the YTD number in Aug to be higher than the YTD number in July... assuming the provider continues to
add consumers they are serving. This number is required for LSP services but optional for other
programs. This field gives providers somewhere to put that data (for the services this applies to) instead
of the PSA having to contact the provider for the information, required on the DOEA reports. Up to the
PSA to decide if the field will be used or not and become part of the PSAs billing procedures that will be
communicated to the provider.

r.  Number of Clients Served: Enter the number of clients served.

s. Units: enter the total number of units delivered to the clients on the dates of service for the activity.

t. The remaining fields will auto populate.
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4. From the File menu, select Save and Close Activites. The activity data from this record is pulled into several
reports used for invoicing and monitoring.

Import Activities for Multiple Clients

Providers can import select service delivery data into eCIRTS in lieu of keying the data directly into the application.
Providers will send service delivery data through an XML file for import directly into eCIRTS. An activity record will be
created for each client in eCIRTS.

Each provider is responsible for creating their own XML file. There are several data elements required in the XML file.
Some are values supplied by the provider, and others are eCIRTS generated data elements. A report exists in eCIRTS that
provides the eCIRTS generated data elements. The provider or worker will upload the file into eCIRTS on the My Work
page. Any errors with the upload can be viewed by the provider/worker in eCIRTS. The provider will update the failed
records in the file and re-upload their file.

Upload the XML File
1. Loginto eCIRTS.

2. Using the eCIRTS Unit Posting, eCIRTS Vendor or eCIRTS Worker role, navigate to My Work > Tasks > My Files >
Upload.
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CONTACTS CLIENTS

Note

AGENCIES

PROVIDERS TASKS

The user will not be able to see the Upload option on My Work if access has not been granted. This
access is defined at the provider > worker level and typically managed by the service providers.

Navigate to the Providers chapter. Search for and select the worker’s Provider record. Select the
Worker tab. Search for and select the applicable worker. Select the worker record to open. Select the
Providers subpage. Select the applicable Provider record > the Worker Provider details page displays.
Check the Upload HIPAA Files and Download HIPPA Files checkboxes. From the File menu, select Save
and Close. This worker can now upload and download files for this provider in eCIRTS.
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3. The File Upload window displays. Update the following fields:

ATEST Proviow  Providers
a2 )

A TEST Provides Worker Provider
| =t Vel 1y 2.0
1320 ¢ N
Woeknr Provider
Pruvioe: Name * Test Proviss
Actwve
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Comrtcac WPAA Fivs v,

Prusary Peoviom

a. Provider: Select the provider that is uploading the XML file. Only the providers the worker is associated to

will display.
b. File type: Activities Import

c. File: Browse to the location of the XML file on your computer and select to upload.

4. Click Upload.
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Provider: 12345 Sxample Broviser 9

ﬁa’""’il:z‘s » 9

File: |C\Usersjennifer buckiDeskiop\tili®_mmr D823 Browse... bw

| Upload Directory: 16541 _PURIF\IN

Uploaded:
File Name

Ready

5. Receive import success notification. Select OK.

Provider: 13345 Sampie Frovcer ||

FleTYDE:  cvvimes tmpon :}

e [C Wsersymnnifer buck\Deskiopi sieg ™% 00  Browse |uwaa

i .
l..lh The file is successfully imported

e ]

Viewing the Activity Record

1. Navigate to the Client’s record that was in the XML file.

Time

2. Select the Activity tab. From the list view, select the Activity record.
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MY WORK CONTACTS W CLENT GROUPE AGENCES FROMDERE RESOURCES REFORTS
SSh DEsTaN88 Priodity Scors 5
nos 1 Assossoanm Done
Hara S ENS Release Dwie s
White, Ellen M (10005)
CavegrutTare Rz ot
Cave Retature  Agtroraatoms Thmchc atazre
StiSicp  Cemographics | Scieening  RelemaehNstivatone | Programs  Fromy | Sancss  Witlst | Notes | Apgortments
Fiors
Daste - *
=
10 Acowiies moonds) rmtimed - now viesing 1 thisegh 10
Date v Agency Program Sarvice Providee Sorvice Code Sorvicn [Uniw Seatus | Warker
DSI0ZT - Eer Opsoos CCE - CONMUMTY CARE FOR THE ELDERLY Meo's R Us 500 HOM HOMIE CELAVERED MEALS (500 | Panang | Ladd Casey ¢
ESO12021 Agrg and Dsstdly Rasourss Canter of Browaedt Causly se | ADG - ALZHEMER'S DISEASE INITIATVE Acuts Duy Tt 95556 ADC ADULT DAY CARE 400 | Pandng | Buck Jensdlr ¢
02222021 Agng ang Dinatdty Resource Cemiet of Browand Caumty o | CCE - COMMUNTY CARE FOR THE ELDEALY | Maxia R Uy 00 HOM HOME CELVERED MEALS 1 100 | Penging | Buck Jermider ¢
N1 Agng ant Disatity Roscurte Tender of Browant County. e | CCE - CORMUNTY CARE FOR THE ELDESLY | Maa's R Us §S500 HOM HOME DELNERED MEALS (100 | Panang | Buck Jermtar »
2002021 Ageg and Daudly Rastura Coonr of Erowand Causty e | CCE - CONMUNTY CARE FOR THE ELDERLY  Méests R Us 39500 HOM HOME DELNERED MEALS | 400 | Pundag  Buck Jensilar »
DVOTAHRY  Agng ang Deabbty Rmssurce Corter of Hrowas Cawnty e | LS9 - LOCAL SERCES PROGRAM A4 Saroces Proeder 600 HOM HOME OELVERED MEALS (600 | Panang | Buck Jencsler o

3. The Activity Details page displays where the information uploaded from the XML file can be viewed.

TIP
¢

If the status of the record is Pending, this page is still editable.

If the status of the record is Complete, this page will be read only.

h DIEXAFTAID ‘

File Repons

Framk Fountan Activities
Lasl Updated B¢ [buth

MO ):074] A

“tad D

Sowrt Date *
(Lo, (7 B - v v ey
Authorization
Aun D 130652 Excoplion
Aczsvity Details
Ohydwn” AG Wocker*
Foin Srandad v Stames
Ay s Scurte, The Area Agerey m AGR 6 ¥ 0o’ Mo
Program ADY - AL EMERS DISEASE INTIATIVE v |00k ED8 Uplosd?
Setvice Provide HOPWES I wlady
Aztwity Services
vt SOt * et xmreiee QrpeciftOama O Uit *
G Garwal BnormndDl ALTHENER'S D15
CHO OO DMCRE .
Service * m Towl Com
Acevity Service Detally
Unit Comt S
Uit Type e

| Btk Jaredter
Panaing v

$0.00

48



=k WellSky

Entering Services and Billable Units in eCIRTS
3/25/22

File Upload Errors
There may be times in which the file upload fails. The user will receive an error message or instructions to check the
error log for details.

Some common file upload errors include:

1. Incorrect File Name: From the File Upload window, select Upload to upload the XML file > receive an error message
about incorrect file name. The XML file is not uploaded, and the Activity records are not created in eCIRTS.

a. How to Correct: The file name must match the required naming convention.
[Submitter ID]_ MMDDYYYY_HHMMAM or HHMMPM_Activitiesimport.xml
Example filename: 16941 PURIF_ 20190902 _1020AM_Activitiesimport.xml|

e Al
Message from webpage M

! Upload aborted. Incorrect file name.

2. Destination Folder: From the File Upload window, select Upload to upload the XML file > receive an error message
about a missing destination folder. The XML file is not uploaded, and the Activity records are not created in eCIRTS.
a. How to correct: Contact eCIRTS Support Desk. A SenderlD record needs to be created on the Provider’s record in
eCIRTS which is done by DOEA IT staff.

Ll Y
Message from webpage l&]

Upload aborted.The destination folder doesn't exist on the server.
! \ Please check the upload directory configuration for the vendor.

3. Submitter ID: From the File Upload window, select Upload to upload the XML file > receive an error message about
mis-matching Submitter ID. The XML file is not uploaded, and the Activity records are not created in eCIRTS.

a. How to correct: The Submitter ID in the XML file must be the eCIRTS Provider/Vendor ID plus the first 5
characters of the Providers last name and be the same as the Provider selected in the “Provider” field on the File

Upload page.
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Message from webpage @

' Upload aborted. Incorrect SubmitterID for the selected provider.

-

4. Error Occurred. From the File Upload window, select Upload to upload the XML file > receive an error message
about an error processing the file. Not all records in the file imported successfully.

a. How to correct: Check the Downloads folder on My Work for the error log. Select the correct log file and click
Download. Update the XML file for each error and resubmit the file. Records with the same case number,
service, start and end date are considered duplicates and will not re-import, meaning the provider does not
need to remove the successfully uploaded records from the XML file when making the corrections

Meisage hom webpage

l Ervor occurred duning processing file, please check the Error Log File

o

r =
Message fiom webpage —

File 15 successfully imported but with Exoey, plezse check the Error Log
I S Fle

Rewew and rescived those emorn and generate 3 new XML file with just

the comected records and impornt aguin
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Checking the Error Log
1.

2. Select the Provider who submitted the file. Multiple providers may exist in this list if the worker has access to

is controlled by the DOEA IT Department.

From the My Work page, select T

CONTACTS

Stata

Tichers

NGy Alert Nines List

CLIENTS

Stheanng

Froguams

Heterramitictiic atiors

Pectee

Tekers

Appoirmmernss

Semvice Aumorizaticos

ARt Noles

asks > Download.

Upload/Download files for multiple prov

WP

ALENOEE

AGENCIES

& Fés Ocwricad - Ocogle Chvene

& abhtrLinedmare com
Yendor
=No vendor selected>
FileType
Actrethes mport v

{ ES

10197 - Pravider Actwity Testing |

3. Select the + next to Activity Import Logs to list the error logs

ccoogoao

08 K 215 Vi

Activity lenport Logs

Archive

Assesaments Import Logs
Notes bnport Loge

Submitted Files

10104 - Getham City Sonior Plus
10189  Merropols flder Care
10110 - Provider Activity Testing 3
10111 Pravider Activity Testing 3
10113 - Pravider Activity Testing 4
10113 - Provider Activity Testing 3
10114 - Proveder Actwvity Testing &
10115 - Provider Acsivity Teating
12114 - Provider Acovity Testng 7
10117 - Provider Activity Testing &
0118
10119 - Star Ciny Sewior Care

Provider Activity Testing 10

iders. This access

Q

time so most of the remaining sections do not apply.

Refras

PROVIDERS

TASKS

Lnba

Wy NManagemest

My Uies

. DOEA is not using any of the other imports at this
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Vendor:

FileType

10107 - Provider Activity Testing 1

| Activities Import v |

| 2 10107 - Provider Activity Testing 1

J

999 & 835 Files

0

Activity Import Logs

] 10107 PROVI 05242021 0530PM Activitiesimport.xmllog

=
(W]
]
-

Archive
Assessments Import Logs

J Notes Import Logs
) Submitted Files

Note

Error Logs will periodically move from the Activity Import Logs folder to the Archive folder in case

they need to be reviewed again.

4 2 10107 - Provider Activity Testing 1
) 999 & B35 Files
v ) Activity Import Logs

-2 Archive

_I[£) 10107 PROVI 05112021 0530PM Activitiesimport.xmliog
10107 _PROVI 05182021 0530PM _Activitiesimport.xmliog
10107 PROVI 05182021 0930AM Activitiesimport.xml.log
10107 _PROVI 05232021 0530PM _Activitiesimport.amlicg

BRURG]

=}

10107 PROVI 05232021 _0540PM_Activitieslmport.xmllog

o Esestments Import Loge
wd Notes Import Logs
) Submitted Files

4. To view the error log, check the box next to the log and click the Download button. You will have to save the file
to your computer before opening.

Vendor:

FileType:

10107 - Provider Activity Testing 1

| Activities Import v]

= 10107 - Provider Activity Testing 1
i ) 999 & 835 Files

1

-I-[23 Activity Import Logs

[¥] 10107_PROVI_05242021 0530PM_Activitiesimport.xmLlog

ve

i ) Assessments Import Logs

) Notes Import Logs
() Submitted Files
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5.

TIP
¢ The File Download window must be maximized/full size to view the Download button.

Click the Restore button in the top right corner of your browser window.

Vesdar 1Y - Pasxdet Actuty Testng 25 lahas

O 30197 - Provider Acteiy Tartng 1

L) 998 & K35 Flee

) Activiy bvport Lage

£ 5 LOLO7 PRONVIURMRILL JEILPN Actaailepent el bey

51 Ardvve

1 Asssssrants bepent Loge

3 Mrte evpect logs

2 Sclerttes e

LOL8  Swtram Oty Semior Mas

LAL0Y - Metapci Bder Care

WA Pravider Acwiy Terting &
TOLLL - Frowidar Actwiy Tasting 1
BOLLZ - Sravider Acey Tasting 4
3111 - Provider Acteiy Tarting &
LALIA - Pranbdar Actety Taeting ©
WL Freviier Acuty Tontog
LOLLS - Srowider Actwiy Tawting 7
WAAY Praviier Arvtaiy Tastig ¢

coocopooooot

JOLEL Srevider Aoty Tosting 10
BOLEY - Wi Oty Ranbat Cane

[ tomat | |

Review the details in the error logs. Update the XML file with the corrections and re-upload. Some common
errors include:
a. Example 1: One record in the file successfully imported and one was rejected and not imported.

PRINanTIg BETIVINY FOcai seer Lag wITW xTATUAg FRCAFER! CI00 MIUNEITL), Brvice CASe{AORN), STArt SaTa(l BSEUN §IMI00 W), WG SMIe(T, G INED 4135000 M)

b. Example 2: Null Reference Exception. The XML file does not contain all of the required placeholders. i.e.
place of service, location, primary diagnosis.

2020-2¢-11 12:10:04 711 | INFO | - ~eee Start Log for Cmaeno. ALDOT
"

9811 1) t raference mat set 1o an instance of a0 oeject
t Fw. S POMt R TT OF L0 TEIACTE 17 1E THE SaCUPMIN | LACT 171 THRSHLLEMION | SELLEMOsE |, CASIND CaSane
WPV 0 et ring Titeratn, 3ring f1lexame, STring Tograth, suring Conmction, Intid userid)

c. Example 3: Duplicates will not import. The XML file contains data for activity records that already exist in
eCIRTS. Same case number, service, start and end dates.

A TRAST e A ¢ ange
P
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