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Icons used in the Guide.

Icon Description

Tip
Tips provide general recommendations on how to make it easier or more productive to use
WellSky.

Caution

The Caution icon highlights areas of note or concern, where failure to use the system properly
may cause or exacerbate problems.

Note

Notes provide additional information of general interest about a specific function or process of
WellSky.

Example

Q| D=

Examples are provided to help you develop a better understanding of the subject area and how
WellSky may be used in a specific scenario of relevance.
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Screening Workflows Training Guide Overview & Objectives

WellSky Human Services application/eCIRTS will maintain the helpline, intake/screening and eligibility process
throughout the state of Florida, previously completed in REFER and CIRTS.

Introduction This training introduces you to the workflows completed by the
Screening/Intake staff in eCIRTS.

Importance Your confidence in using eCIRTS for managing screening referrals,
documenting contact attempts, completing the 701S and placing clients on
the waiting list will increase as you develop proficiency in the software.

Overview To help develop the necessary skills and understanding to effectively use
eCIRTS to perform the Screening/Intake workflows.

Objectives e Following the steps in the guide to:
= Receive new screening referrals.
= Assign screening referrals.
= Document contact attempts.
=  Complete the 701S.
= Create APCL enrollments
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Receive a Screening Referral

The need for a screening can be received in several ways.

Referral from Helpline

Annual re-screenings identified on the Assessment Due Report
Community referrals

Direct call to ADRC

APS referrals received via ARTT/email.

Lead Agency APS-High referrals back to Screening to get on MLTC wait list.
Aging out referrals received from DCF.

1.

Nowuhs~wnN

Regardless of how the referral is received, the same processes will be completed in eCIRTS. Screening referrals
will be added as Contact records in eCIRTS.

Referral from Helpline

Screener Assigned

When Helpline saved the contact record with a SMMC-LTC referral with a screener assigned, eCIRTS
automatically created a second contact record to track the screening referral and assigned it to the screener.
Screening referrals received will be accessible in the Contacts queue.

1.

Role: eCIRTS Worker

In some PSAs, Helpline staff schedule the screening. Helpline will continue to use Time Tap, Outlook,

etc. to determine the scheduled appointment date outside of eCIRTS but document the date of the

appointment and the screener on their contact record in eCIRTS. Those screeners can use the Contacts

queue to view their assigned screening referrals.

To view a list of screening referrals assigned to a screener, select the Contacts chapter. Update the

following search filters:

a.
b.
c
d

Contact Type: SMMC LTCP - Screening

Screener: search for and select the screener’s name
Contact Status: Assigned

Reason for Contact: Contact Attempt 1

Note

G Recommend creating a screener saved filter to list all new screening referrals received from the

Helpline. The next time you use the Contact queue, you can select your saved Filter from the list
and click Search Filter. This will populate the search filters, saving you time from looking them up
again.

3. Select Search. Matching results are displayed. Select a record to display the Contact details page.

Proceed to the Contact Attempts section.
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TIP

Saved filters are key. Be sure to take the time to create several saved filters specific to your most
frequent intake step searches.

1. To save a filter, you must first complete Filter section and execute the search by clicking
Search.

2. One the results are returned, select Save As at the top of the page.

MYWORK | CONTACTS CLENTS CLIENT GROUPS |  RESOURCES REFORTS
Filters l

Save Filter | screener - Jennifer v Searcn Fiter SaveAsDefaull  SaveAs  Delete
Screener v EqualTo v Buck Jennifer Detais .. Clear ANDY [ x
PSA v/ EqualTo v o2 ANDY %
Contact Status v/ EqualTe v hssigned v ANDY %
PSA v+

Search  Reset

4 Advanced Search record(s) retumed - now viewing 1 through 4

PSA|eCIRTS Client ID | Contact Date - Client First Name - Adding Contact to Client Client Last Name Client DOB | Call Back Phone  Caller if Other Than Client Contact Type Reason for Contact| Referral Type | 701S Appointment Date
2 | 1750746 070062023 | Sarah Apple 01/01/1940 SMMC LTCP - Screening | Contact Attempt 1 | Rescreening

£l |2 [1msorae 07062023 | Saran Apple 01/01/1940 SMIMC LTCP - Sereening | Contact Attempt 1 | Inital

£ |2 [1rs0ras 07062023 | Saran Apple 01/01/1940 SMMC LTCP - Screening | Contact Attempt 1| AP'S - Intermediate
2 1750746 07/06/2023 Sarah Apple 01/01/1940 SMMC LTCP - Screening | Contact Attempt 1 /Aging Out

<<First = Previous Refrieve| 15 |Recordsatatime Next> Last=>

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.

Save Search Filter Option As... x

Filter Name Jennifer PSAZ Assigned

If Filter Name Exists,
I +
Overwrite it o
Save As Default O
Save Cancel

4, Select Save.

5. The next time you use the Contacts queue, you can select your saved Filter from the list and
click Search Filter. This will populate the search filters, saving you time from looking them

up again.
Filters:
w PSA2 Screening Referrals v Search Filter Save As Default Save As Delete
Screening Worker v Equal To v Buck, Jennifer Details Lookup  Clear AND v x
PSA v Equal To v 2 AND v x
Contact Status v Equal To v Assigned v AND x
Contact ID v +
Search Reset
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Screener Not Assigned

When Helpline saved the contact record with a SMMC-LTC referral and a screener assigned, eCIRTS
automatically created a second contact record to track the screening referral and assigned it to a generic
worker so it can be assigned. Screening referrals received from the Helpline will be accessible in the Contacts
gueue. Screening referrals received from other sources such as community referrals or Aging out referrals may
also need a screener assigned. Screening referrals received from other sources will also be accessible in the
Contacts queue.

Role: eCIRTS Worker

1. Those responsible for assigning screeners can use the Contacts queue to view new screening referrals.
They will update the screener to the scheduled screener once assigned. Then those screeners can use
the Contacts queue to view their assigned screening referrals.

2. Toview a list of screening referrals that need to be assigned to a screener, select the Contacts chapter.
Update the following search filters:
a. Contact Type: SMMC LTCP - Screening
b. Screener: search for and select the generic Default PSA worker record for your PSA

Search by: [Last Name v|Search Text |psa <t Search  Cancel

14 record(s) returned I
MEMBERID T Title User ID Active

21321 DEFAULT-WORKER-PSA-01
DEFAULT-WORKER-PSA-01
DEFAULT-WORKER-PSA-02,

No
20139 Mo

25705 No

DEFAULT-WORKER-PSA-04,
DEFAULT-WORKER-PSA-04
DEFAULT-WORKER-PSA-05,

20140 No

25706 No

DEFALULT-WORKER-PSA-06,

SR JORKER-PSA-06

No

22475 No

DEFAULT-WORKER-PSA-08,
S DEFAULT-WORKER-PSA-08 No
DEFAULT-WORKER-PSA-09,
DEFAULT-WORKER-PSA-09
DEFAULT-WORKER-PSA-10,
LI DEFAULT-WORKER-PSA-10 No

20709 No

c. Contact Status: Referral

TIP

_ ’ Saved filters are key. Be sure to take the time to create several saved filters specific to
your day-to-day workload.

3. Select Search. Matching results are displayed. Note the Referral Type field in the search results. This is
where you can differentiate initial vs. reassessment vs. APS referrals, for example. Also note the
Primary Language and Other Language fields as these can assist with assigning the correct screener.
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MY WORK CONTACTS CLIENTS

Filters

Save Filter

v Search Filter Save As Default SaveAs  Delete

Contact Type v EquaTo v SMMC LTCP - Screening v AND v

Contact Status v Equal To v Referral v AND v

Screensr v EqualTo v DEFAULT-WORKER-PSA-02, DEF Details Lookup  Clear AND v

PSA v o+

Search

1 Contacts Advanced Search record(s) returned - now viewing 1 through 1

Client First
Name -
Adding
Client to
Contact

05/19/2023 | Jeremy

) Caller if
= Other
Than

Name

Reason
for
ontact

eCIRTS | Contact

. Call Back
PSA| ClientID| Date~ Client DOB Phone Contact Type

Client

Apple | 4/24/1944 12:00:00 AM | (555)555-5555 SMMC LTCP - Screening

4. Select arecord to display the Contact details page. Proceed to Assign the screener section.

Receive a Screening Referral from Other Source

CLIENT GROUPS |  PROVIDERS REPORTS

Reset

!

Primary | Other Short
Language | Language | Summary

Screening
Referral
Created Date

Referral

Follow Up
Type Date

7018
Appointment
Date

Initial

02/09/2024 | 02/09/2024 | English

Screening referrals can also be received from sources other than Helpline such as:

1.

2. Community referrals

3. Directcalls

4. APS referrals from ARTT via email

5. APS-High referrals from the Lead Agency
6. Aging out referrals from DCF

Regardless of how they are received, they will all be documented as a contact record in eCIRTS.

Role: eCIRTS Worker

will be created and then a contact record is added.

the Add Contact Record section.

a. Seach for Existing Client Record
b. Add a New Client Record

c. Demographics

d. Client Address

e. Client Phone

f. Add Open/Close Record

Add Contact Record

Assigned
To

Contact

Screener | giitis

DEFAULTHORKER Referral

Annual re-screenings will be identified on the Assessment Due report and assigned to a screener.

For each referral, the worker will first search for an existing client record. If one doesn’t already exist, it

Review the following sections in the Helpline Workflows Training Guide then return to this manual to

The contact record houses the details of a call/contact attempt. A contact record can be added directly from a
shortcut on the client search or a shortcut on the client > Demographic page.

Role: eCIRTS Worker

1. The screener will first search for an existing client record or add a new client record if one doesn’t

already exist.

11300 Switzer Road Overland Park, KS 66210
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https://mediwareinformationsystems-my.sharepoint.com/personal/jennifer_buck_mediware_com/Documents/05%20FL%20eCIRTS/Training/Helpline-Intake-Elig/eCIRTS%20Helpline%20Workflows%20Training%20Guide%20V1%20TBD.docx

2. From the existing client search results, select the flyout menu to the right of the client’s name in
the search results. Select Add Contacts. The Contact Details page displays.

FLDER \,».‘-m{"s Welcome, Jennifer Buck = Client - Search
10/26/2023 12:41 PM ¥ For Existing
File
Filters
Last Name * Contains v Apple AND v X
First Name *  Contains v Michelle OR v X

eCIRTS ClientID v +
Search Reset Add New

i Client - Search For Existing record(s) returned - now viewing 1 through 7

eCIRTS Client ID Last Name First Name PSA Best Contact Phone Date of Birth SSN Pseudo SSN Street Street 2 City State Zip Code County Email Gender
1412768 Apple Michelle 2 (555)555-5555 04/24/1944 XXX-XX-9103 123 Test St Tallahassee | FL 32304 Leon mreed@email com | Female o
Add Contacts

First Previous Records perpage 15 Next Last

3. Or, with the client record already open, select the Demographics tab. From the File menu, select
Add Contact. The Contact Details page displays.

) Michelle Apple Demographics
ELDER AFFAIRS ‘ Last Updated by jbuck
at 8/10/2023 10:40:21 AM
File Edit Tools Ticklers View Contacts Word Merge
Add New Client - Search For Existing
103 Priority Score 52
Print
Assessment Date 04/25/2023
Close Demographics
EMS Release Date 3172023

Caregiver/Care Recipient

Associated People = Appointments | Medications

Programs | Services | Authorizations = Activities

Demographles = Open/Close | Referrals To Providers | Forms |~ Notes | Eligibility

Demographics

EMS Release Date 3/1i2023 SSN XXX-XX-9103
eCIRTS Client ID 1412768 Pseudo SSN
Former CIRTS ID 3332649103 Gender Female

4. The Contact details page displays. Update the following fields:

a. Division: Required. Defaults to AG as is read only.

b. Contact Date: Required. defaults to today and is editable if needed.

c. Contact Time: Required. defaults to now and is editable if needed.

d. Received By: Required. defaults to the screener adding the contact record.

e. PSA: Required. Select your PSA from the list or populated by Stored Procedure
f. Current Task: Select Screening

g. Contact Method: Required. defines how the contact was made.

h. Anonymous: Leave blank

i. eCIRTS ID: populates automatically and is read only.

j.  Client First Name: populates automatically.

k. Client Last Name: populates automatically.

|.  Call Back Phone: populates automatically — update if needed.

m. Caller if other than Client: search field. If the Caller already exists on the client's Associated

People tab, their name will be listed, and the screener can pick it from the list to populate the
field.
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11300 Switzer Road Overland Park, KS 66210



Client First Name Randy
Client Last Name Slaton
Call Back Phone {555)572-0865

Caller if other than Client =]

Relationship [ v

*
Contact Type DialogRelationDataLookups L

[ reciD | Name | sonship | Phone | Da=ofgirnh |
| 363755 | voncile Golgsmien | Aunt | issojassviol |

Short Summary

If not, the screener can close the search window by clicking the X at the top right and just type
the name into the "Caller if other than client" box on the contact screen.

Client First Name Randy

Client Last Name Slaton

Call Back Phone (555)572-0865

Caller if other than Client John Smith =
Relationship [Brother |

n. REMINDER! ADD ASSOCIATED PEOPLE RECORD FOR CALLER. This message displays when a
value is added to the Caller if Other than Client field.

Caller if other than Client John Smith B
Relationship [ v|
REMINDER! ADD ASSOCIATED PEOPLE RECORD FOR CALLER

o. Relationship: enter the relationship of the caller to the client
p. Contact Type: select SMMC LTCP — Screening.

Note

@ If this is an APS-High Referral for PSA 11, select “Specific Program Use Screening” as
the Contact Type.

Short Summary: Should be limited to 2-3 sentences. This field is visible on the Contact queue.
r. Notes: This field is unlimited and does not display on the Contact queue. This field is optional
and only needed if additional details are needed beyond the Short Summary.
s. Contact Marker: will be updated in the Contact Attempts section.
t. SNAP Submittal Date: leave blank.
u. Reason for Contact: Select Contact Attempt 1

Note

@ If this is an APS-High Referral for PSA 11, select “Record Review” as the Reason for
Contact.

v. Referral Type: select the applicable Referral Type from the table below. Referral types help
workers manage their caseloads easier in the Contacts queue.

Referral Type ‘ Description
Aging Out Aging out referrals received from DCF
APS-High Specific to PSA 11. ADRC received the High-Risk referral from DCF

and routes to the appropriate Lead Agency.

For other PSAs, the High-Risk referrals from DCF go directly to the
Lead Agency.

While a Lead Agency is serving the client, all of the Leads across
the state may also refer that client back to their ADRC to get on
the MLTC wait list.

11
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Referral Type ‘ Description

APS-Intermediate APS referral received from ARTT

APS-Low APS referral received from ARTT

APS to ALF Referral APS referral received via email from DCF Case Manager

Initial Community referrals or referrals from Helpline

Rescreening Annual re-screenings identified on the Assessment Due Report

Return to Pipeline When a client may continue enrollment without being re-
released following a termination per the EMS Procedures

Significant Change When a client reports a significant change in their condition
pursuant to Chapter 409.979 F.S.

701S Appointment Date: leave blank.

Unmet Needs Reason: leave blank.

Assigned To: defaults to self. Can remove value or leave as is.

Screener: search for and select the screener’s name. If the screener needs to be assigned,

select the generic Default PSA worker for your PSA. This referral will be assigned in the

Screener Not Assigned section.

aa. Contact Status: select Assigned if the name of the screener is known. Select Referral if the
screener needs to be assigned.

bb. Duration: will automatically populate after the record is saved.

cc. Client Primary Language: This field is used when the screening referral from the Helpline is
created. Workers can manually add if needed which assists with the screener assignment
process.

dd. Other Language: This field is used when the screening referral from the Helpline is created.
Workers can manually add if needed which assists with the screener assignment process.

ee. Follow Up Date: leave blank.

ff. Screening Referral Created Date: This field is used when the screening referral from the

Helpline is created. For other referrals, enter the date the referral is received.

N < X g

7. From the File menu, select Save Contact.

8. If the screener has been assigned, proceed to the Contact Attempts section.

9. If the screener has not been assigned, proceed to the Assign the Screener section.

Assign the Screener

Screening referrals are assigned to screeners in the ADRC. In some PSAs the Helpline staff assign the screener.
In other PSAs, a supervisor or designee in the ADRC assigns the screener. Referrals that are awaiting
assignment are visible in the Contact queue. Complete the following steps to assign the referral to a screener.

Role: eCIRTS Worker

1. With the contact details page open from the previous section, update the following fields:

12
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a. Short Summary: Optional. Should be limited to 2-3 sentences. This field is visible on the
Contact queue.

b. Notes: Optional. This field is unlimited and does not display on the Contact queue. This field is
optional and only needed if additional details are needed beyond the Short Summary.

c. Screener: Complete the assignment process outside of eCIRTS. Search for and select the name
of the assigned screener.

d. Contact Status: update to Assigned.

e. All other fields can remain as is. They will be updated by the screener.

2. From the File menu, select Save and Close Contact.

3. Proceed to the Contact Attempts section.

Contact Attempts

You must complete a contact attempt when trying to reach the client to schedule the screening. Each contact
attempt will be added as a separate contact record in eCIRTS. Screeners will have an existing contact record
assigned to him/her in the Contact queue, that will be used to document the first contact attempt.

If the client missed a scheduled appointment and the screener must complete up to 3 contact attempts to
reschedule the appointment, the screener will need to create his/her own contact record.

It's best practice to view past contacts before reaching out to a client. Also be prepared to update the client’s
demographic information as needed. See the As Needed: View Contact Information section.

Role: eCIRTS Worker

1. If the screener is creating a new contact record to reschedule a missed appointment, he/she will add a
new contact record. On the Demographic tab on the client’s record, from the File menu, select Add
Contact. The Contact Details page displays.

2. If the screener is making their first contact attempt, he/she will use the Contacts queue to view a list of
screening referrals assigned to him/her. Select the Contacts chapter. Update the following search
filters:

a. Contact Type: SMMC LTCP - Screening

b. Screener: search for and select the screener’s name
c. Contact Status: Assigned
Note

G Recommend creating a screener saved filter to list all new screening referrals received from the
Helpline. The next time you use the Contact queue, you can select your saved Filter from the list
and click Search Filter. This will populate the search filters, saving you time from looking them up
again.

3. Select Search. Matching results are displayed. Select a record to display the Contact details page.

4. Update the following fields:

13
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Division: Required. Defaults to AG as is read only.

Contact Date: Required. Update to today, the date the contact is made if needed.
Contact Time: Required. Update to now, the time the contact is made if needed.
Received By: Required. Update to self, the person completing the contact attempt if needed.
PSA: Required. Select your PSA from the list or populated by Stored Procedure.
Current Task: Screening.

Contact Method: Required. Update to how the contact is made.

Anonymous: Leave blank

eCIRTS ID: populates automatically and is read only.

Client First Name: populates automatically.

Client Last Name: populates automatically.

Call Back Phone: populates automatically — update if needed.

. Caller if other than Client: search field. If the Caller already exists on the client's Associated

People tab, their name will be listed, and the screener can pick it from the list to populate the
field.

Client First Name Randy
Client Last Name Slaton
Call Back Phone {555)572-0865

Caller if other than Client =]

Relationship [ v

*
Contact Type DialogRelationDataLookups L

RECID Name Relationship Phone Date OF Birth
363758 | Vondile Goldsmith Aunt [250) 484 7101

Short Summary

If not, the screener can close the search window by clicking the X at the top right and just type
the name into the "Caller if other than client" box on the contact screen.

Client Firat Name Randy

Client Last Name Slaton

Call Back Phone (555}572-0865

Caller if other than Client John Smith =
Relationship [Brother v|

REMINDER! ADD ASSOCIATED PEOPLE RECORD FOR CALLER. This message displays when a
value is added to the Caller if Other than Client field and visible after saving.

Caller if other than Client John Smith E]
Relationship [ v|
REMINDER! ADD ASSQOCIATED PEOPLE RECORD FOR CALLER

Relationship: enter the relationship of the caller to the client

Contact Type: remains SMMC LTCP — Screening.

Referral Type: select the applicable Referral Type. Referral types help workers manage their
caseloads easier in the Contacts queue. See Receive a Screening Referral from Other Source
section for additional information.

5. From the File menu, select Save. Contact the client/caller using the Call Back Phone provided on the
contact details page.

6. All remaining fields will be completed under one of the following scenarios:

a.

© oo o

Unsuccessful Contact 1

Unsuccessful Contact 2

Unsuccessful Contact 3

Successful Contact — Client Did Not Pursue
Successful Contact — 701S Scheduled
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f.

Successful Contact — 701S Completed

Unsuccessful Contact 1

An unsuccessful contact is when a contact attempt is made, and the worker does not speak with the
caller/client. For example, a worker is returning a voicemail, and the caller doesn’t have voicemail. The worker
will make 2 -3 contact attempts, all documented in the same eCIRTS Contact record. This section includes steps
to document the first unsuccessful contact attempt.

Role: eCIRTS Worker

1. With the contact details page open, update the following fields to complete this contact record:

a.
b.

T AT T IE S0 Q0

Short Summary: Should be limited to 2-3 sentences. This field is visible on the Contact queue.
Notes: This field is unlimited and does not display on the Contact queue. This field is optional
and only needed if additional details are needed beyond the Short Summary.

Contact Marker: select if applicable.

SNAP Submittal Date: leave blank.

Contact Type: remains SMMC LTCP - Screening

Reason for Contact: Contact Attempt 1

701S Appointment Date: leave blank.

Unmet Needs Reason: leave blank.

Contact Status: update to Complete.

Duration: will automatically populate after the record is saved.

Follow Up Date: leave blank.

Assigned To: defaults to self. Can remove value or leave as is.

Screener: remains self.

2. From the File menu, select Save and Close Contact.

3. The screener will Add an activity record for INSC units based on the duration of the contact attempt on
the client’s Activity tab.

4. When a contact record is saved with Contact Type = SMMC LTCP — Screening and Contact Status =

Complete and Reason for Contact = Contact Attempt 1, eCIRTS will automatically create a second

contact record to track the second contact attempt. The screener will filter the Contacts queue to view

and manage contact attempts that require follow up. Proceed to the Follow Up section.

Unsuccessful Contact 2
This section includes steps to document the second unsuccessful contact attempt.

Role: eCIRTS Worker

1. With the contact details page open, update the following fields to complete this contact record:

a.
b.

Short Summary: Should be limited to 2-3 sentences. This field is visible on the Contact queue.
Notes: This field is unlimited and does not display on the Contact queue. This field is optional
and only needed if additional details are needed beyond the Short Summary.

Contact Marker: select if applicable.

SNAP Submittal Date: leave blank.
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Contact Type: remains SMMC LTCP - Screening

Reason for Contact: Contact Attempt 2

701S Appointment Date: leave blank.

Unmet Needs Reason: leave blank.

Contact Status: update to Complete.

Duration: will automatically populate after the record is saved.
Follow Up Date: leave blank.

Assigned To: defaults to self. Can remove value or leave as is.
Screener: remains self.

T AT T o@D

2. From the File menu, select Save and Close Contact.

3. The screener will Add an activity record for INSC units based on the duration of the contact attempt on
the client’s Activity tab.

4. When a contact record is saved with Contact Type = SMMC LTCP — Screening and Contact Status =
Complete and Reason for Contact = Contact Attempt 2, eCIRTS will automatically create a third contact
record to track the third contact attempt. The screener will filter the Contacts queue to view and
manage contact attempts that require follow up. Proceed to the Follow Up section.

Unsuccessful Contact 3
This section includes steps to document the third unsuccessful contact attempt and sending of the No Contact
Letter.

Role: eCIRTS Worker

1. Keep the contact details page open and generate the No Contact Letter. This is done from the client’s
Demographics page.

2. Use the shortcut on the Client subpage to open the client’s record.

ELDER .-\I-|-'.4||<h‘ Contact ID = 74624  Client

9/15/2023 11:59 AM

File  Add Participant

Contact Filters

First Name w +
Resources Provided

Search Reset
Client

1 Client record(s) returned - now viewing 1 through 1
00D Resources

First Name Last Name Type Home Phone ‘Work Phone Email Age DOB

Michelle Apple Prospective Consumer (555)555-5555 (777)264-9103 mreed@email.com 794 | 0412411944

3. Click on the record to view additional demographic data. From the Tools menu, select View Client. The
client record opens in a new window.

4. Select the Demographics tab. From the Word Merge menu at the top of the page, select No Contact
Letter.
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ELDER .\'I-'I-'.\Iltﬂ‘

File Edit Tools Reports Ticklers

Apple, Sarah (1750746)

Caregiver/Care Reciplent

View Contacts

Sarah Apple
Last Updated by jbuck
at 7/20/2023 12:52:39 PM

Word Merge

£y
SUUG « MIETICAI LETTTICETIoN Fonm

J00YMMF - Some form of Medicaid/No Form 5000-3008

Associated People  Appointments | Medications ADONMYF - No Medicaid/Yes Form 5000-3008
Programs | Services | Awthorizations = Activities S00SSYF - SSifYes Form 5000-3008
START-STOPTIMER |UBemegraphicall OpeniGiose DoDo i = SsliNa Form S000:5008
AHCA 5000-3008 Return Fax Cover
Demographics
MCO Annual Return Cover Sheet
EMS Release Date BMi2023
No Contact Letter

aCIRTS Client ID 1750746
Formar CIRTS ID

First Name Sarah

No Contact Letter SPANISH
Past 7018 Sereening Latigr Na%008

CER S

5. The Word Merge preview page displays the populated No Contact Letter. Print the letter or save it to a

PDF. Send it to the client outside of eCIRTS. You do not have to save a copy of the letter to a note an

attachment, but you do have to add a note that it was sent in your contact record.

B Sarah Apple No Contact
"’””‘RM"‘-‘“R”‘ 12/6/2023 4:47 PM Letter
File
Preview (read-only)
This is a preview of your merge document and is not editable.
Generate Merge Document ~

Click the "Open Document" button to =
open the Merge Document for editing.

Save to Note

If no changes have been made to the
Merge Document, click "Save to
Note". The current word merge
template will be uploaded to a note
record with the merge fields
populated.

Upload and Save to Note

If changes were made to the Merge
Document, click "Upload and Save to
Note" to select the saved file and
upload that document to a note
record. Don't forget to delete the
saved document after you have

Note

v v~ | @ - -+ B | 1 |of1 | )

Advantage Aging Solutions
December 6, 2023

Sarah Apple
123 Test St.

Tallahassee, FL 32304

Dear Sarah Apple:

We have been trying to reach you to evaluate your need for services. To add new
clients to the List for services, we need to complete a telephone screening. For clients

currently on the List, we contact them once a year for a rescreening.

If you still want services or you want to stay on the List, please contact us at the phone
number below.

Some PSAs generate the No Contact Letters in bulk and outside of eCIRTS. Steps 2-5 can be

skipped.

6. Return to the open contact record on the Contact details page. Update the following fields to complete

this contact record:

a. Short Summary: State that the No Contact Letter was sent. Should be limited to 2-3 sentences.

Demographics

This field is visible on the Contact queue.
b. Notes: This field is unlimited and does not display on the Contact queue. This field is optional
and only needed if additional details are needed beyond the Short Summary.
Contact Marker: select if applicable.
SNAP Submittal Date: leave blank.
Contact Type: remains SMMC LTCP - Screening
Reason for Contact: 30 Day NCL

S oD a0

17
11300 Switzer Road Overland Park, KS 66210



701S Appointment Date: leave blank.

Unmet Needs Reason: leave blank.

Contact Status: update to Complete.

Duration: will automatically populate after the record is saved.
Follow Up Date: leave blank.

Assigned To: defaults to self. Can remove value or leave as is.
Screener: remains self.

To AT T om

7. From the File menu, select Save and Close Contact.

8. The screener will Add an activity record for INSC units based on the duration of the contact attempt on

the client’s Activity tab.

9. When a contact record is saved with Contact Type = SMMC LTCP — Screening and Contact Status =
Complete and Reason for Contact = 30 Day NCL, eCIRTS will NOT automatically create an additional
contact record but it will create a tickler/reminder that “It has been 30 days since you sent the No
Contact Letter. Review the record. Enrollments may need to be closed.”

10. The tickler/reminder will be accessible on the My Work > Contacts > Ticklers queue that the screener
will monitor daily. It’s expected the client will call back within 30 days of sending the NCL, so we don’t
want to close any open enrollments too quickly. The tickler will remind the screener to confirm if the
client called back and if not, close any applicable enrollments.

11. Select the My Work chapter. Select the Contacts > Ticklers queue.

MY WORK CONTACTS CLIENTS CLIENT GROUPS AGENCIES
SCHEDULER
CONTACTS CLIENTS
Status Programs
Ticklers Referrals/Notifications
Ticklers 6
Notes

Inquiry Alert Notes List

Ticklers

12. Use the following search filters to see only those reminders for the 30-day NCL follow up.
a. Status: New
b. Tickler Name: Contains No Contact Letter
c. Date Due: greater than today.

11300 Switzer Road Overland Park, KS 66210
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ELDER AFFAIRS ‘

File

Filters
Status v Equal To v New v AND v X | | op—
Tickler Name v Contains v No Contact Letter AND v x B ——
Date Due v Greater Than v 03/11/2024 3 AND v x
Inguiry 1D v +

] Apply Alert Days Before Due

Search Reset

2 My Work Ticklers record(s) returned } now viewing 1 through 2

Welcome, Jennifer Buck Ticklers
3/11/2024 6:12PM ¥

Inquiry ID Tickler Name Client Date Created ~ Date Due Date Completed Status
It has been 30 days since you sent the No Contact Letter. Review ~
74707 the record. Enrollments may need to be closad. Apple, Michelle 031172024 0411072024 New 4
It has been 30 days since you sent the No Contact Letter. Review
74691 the record. Enroliments may need to be closed. Poppins, Mary 0211912024 031202024 New L4

13. For each tickler that is due, check to see if the client called back by reviewing contacts for the client.

14.

15.

See the As Needed: View Contact Information section.

If the client calls back within 30 days, they will contact the Helpline. Helpline will see the NCL was sent

less than 30 days ago from viewing previous contacts. A new contact record will be created to treat this

as a new screening referral according to the Helpline Workflows Training Manual, but Helpline will

assign it to the original screener who sent the NCL. The original screener will proceed to the screener

Assigned section. There are no enrollments that need to be closed. The Tickler can be closed. To close

the tickler, select Complete from the tickler flyout menu.

10 My Work Calls Ticklers record(s) returned - now viewing 1 through 10

Inquiry 1D Alleged Victim Name Tickler Name

Date Created v Date Due Date Completed Status.

It has been 30 days since you sent the No Contact Letter. Review
the record. Enroliments may need fo be closed

4707 Apple, Michelle

| |
Cancel

03/11/2024 04/10/2024

Reassign
Complete

»
Open Calls

New 4

If the client does NOT call back within 30 days, as the tickler suggests, the screener will close any
applicable enrollments and add a contact record documenting the change. Enrollments are updated on
the client’s Programs tab. Use the View Clients Record shortcut from the tickler flyout menu to open

the client’s record.

Programs = Services = Authorizations | Activities
START-STOP TIMER | Demographics =~ Open/Close = Referrals To Providers | Forms | Notes  Eligibility
Filters
Status Effective Date v Greater Than v 01/01/2000 .__”J AND v x
Program v +
Search Reset
9 Programs record(s) returned - now viewing 1 through 9
Division Program . Service Enrollment Provider Status Te;g;r;i;t:‘on D a‘:i;m::;aéts;:g ate Statu%:gective
AG ﬁq?.:.[AA.I.Ii\Z/EEIMER‘S DISESSE ggéARULBFT\IVEOgEggLYR%(\)/gR‘IES)O?F COUIE APCL Waitlist 05/05/2021 02/21/2023

16. Add a new contact record to document your updates. Navigate to the Demographics tab of the client

record. From the File menu, select Add Contact.

17. The contact details page displays. Update the following fields:

a. Division: Required. Defaults to AG as is read only.

11300 Switzer Road Overland Park, KS 66210
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b. Contact Date: Required. defaults to today and is editable if needed.

c. Contact Time: Required. defaults to now and is editable if needed.

d. Received By: Required. defaults to the screener adding the contact record.

e. PSA: Required. Select your PSA from the list or populated by Stored Procedure

f. Current Task: Select Screening

g. Contact Method: Required. Select N/A

h. Anonymous: Leave blank

i. eCIRTS ID: populates automatically and is read only.

j.  Client First Name: populates automatically.

k. Client Last Name: populates automatically.

|.  Call Back Phone: populates automatically.

m. Caller if other than Client: leave blank.

n. Relationship: leave blank

0. Contact Type: select SMMC LTCP — Screening.

p. Short Summary: Note that enrollments were closed following NCL. Should be limited to 2-3
sentences. This field is visible on the Contact queue.

g. Notes: This field is unlimited and does not display on the Contact queue. This field is optional

and only needed if additional details are needed beyond the Short Summary.

r. Contact Marker: leave blank.

s. SNAP Submittal Date: leave blank.

t. Reason for Contact: Select 701S — Unable to Contact

u. Referral Type: select the applicable Referral Type from the table below. Referral types help
workers manage their caseloads easier in the Contacts queue.

Referral Type ‘ Description

Aging Out Aging out referrals received from DCF

APS-High Specific to PSA 11. Lead Agency sends APS-High referrals back to
Screening to get on MLTC wait list.

APS-Intermediate APS referral received from ARTT

APS-Low APS referral received from ARTT

APS to ALF Referral APS referral received via email from DCF Case Manager

Initial Community referrals or referrals from Helpline

Rescreening Annual re-screenings identified on the Assessment Due Report

Return to Pipeline When a client may continue enrollment without being re-
released following a termination per the EMS Procedures

Significant Change When a client reports a significant change in their condition
pursuant to Chapter 409.979 F.S.

v. 701S Appointment Date: leave blank.

w. Unmet Needs Reason: leave blank.

X. Assigned To: defaults to self. Can remove value or leave as is.
y. Screener: leave blank

z. Contact Status: select Complete.

aa. Duration: will automatically populate after the record is saved.
bb. Client Primary Language: leave blank.

cc. Other Language: leave blank.
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dd. Follow Up Date: leave blank.
ee. Screening Referral Created Date: leave blank.

18. From the File menu, select Save and Close Contact.

Successful Contact — Client Did Not Pursue

This workflow should be used when a contact attempt is made, and the client is reached but has decided NOT
to pursue services. This section should be followed if a client does not pursue for any reason other than Lost
Contact (i.e. death, nursing home, etc.

Role: eCIRTS Worker

1. With the contact details page open, update the following fields to complete this contact record:

a. Contact Type: remains SMMC LTCP — Screening

b. Contact Marker: ADRC 1° Call Back

c. SNAP Submittal Date: leave blank.

d. Reason for Contact: Assessment Not Needed — Client Declined
e. 701S Appointment Date: leave blank.

f. Unmet Needs Reason: leave blank.

g. Contact Status: do not change.

h. Duration: will automatically populate after the record is saved.
i. Follow Up Date: leave blank.

j.  Assigned To: defaults to self. Can remove value or leave as is.
k. Screener: leave blank

2. From the File menu, select Save Contact. Keep the contact record open. You will update it again after
updating the program enrollments.

3. The screener will close the APCL program enrollments. This is completed on the client’s Program page.
Use the shortcut on the Client subpage to open the client’s record.

ELDER A |-'.4.||<h‘ Contact ID = 74624  Client

2/15/2023 11:55 AM

File  Add Participant

Contact Filters

First Mame +
Resources Provided

Search Reset
Client

1 Client record(s) returned - now viewing 1 through 1
00D Resources

First Name Last Name Type Home Phone ‘Work Phone Email Age DOB

Michelle Apple Prospective Consumer (555)555-5555 (777)264-9103 mreed@email.com T9.4 | 0472411944

4. Click on the record to view additional demographic data. From the Tools menu, select View Client. The
client record opens in a new window.

5. Select the Programs tab. A list of program enrollments is displayed. Select the record that needs to be
updated. Update the following fields:
a. Status: Terminate — APCL Waitlist
b. Termination Reason: By Client or Client Died or Placed in Nursing Home
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o Michelle Apple Program
ELDER AF I-.-\lltb‘ Last Updated by jbuck
at 9/8/2023 11:08:27 AM

File Tools

Program Division * AG
Enroliment Proviger ~ Referred From [ v]
Referral Date 01012020 |
Track Status
Program * CCE - COMMUNITY CARE FOR THE ELDERLY Details
AGGREGATE ol a
ADC [ \’—
BASI [
Service CA
CM [«
CHO P
CNMI h L M
Status * [Terminate - APCL Waitlist ~|*
Status Effective Date * 120772023 |4l
Historical Start Date/Billing Start -
Date * o1/01/2020 |
AHCA County
Enroliment Exception "
Exception Reason
Termination Reason * [By Client v
End Date * 1200702023 |

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

7. Return to the open contact record. Update the following fields:

a.

Short Summary: Note that the client declined or is deceased and enrollments that were closed
if applicable. Should be limited to 2-3 sentences. This field is visible on the Contact queue.
Notes: This field is unlimited and does not display on the Contact queue. This field is optional
and only needed if additional details are needed beyond the Short Summary.

Contact Status: Complete

8. From the File menu, select Save and Close Contact.

9. The screener will Add an activity record for INSC units based on the duration of the contact attempt on
the client’s Activity tab.

Successful Contact — 701S Scheduled
This section includes steps to document a successful contact and the 701S appointment is scheduled.

Role: eCIRTS Worker

1. With the contact details page open, update the following fields to complete this contact record:

a.
b.

@ a0

Short Summary: Should be limited to 2-3 sentences. This field is visible on the Contact queue.
Notes: This field is unlimited and does not display on the Contact queue. This field is optional
and only needed if additional details are needed beyond the Short Summary.

Contact Marker: leave blank.

SNAP Submittal Date: leave blank.

Contact Type: remains SMMC LTCP - Screening

Reason for Contact: 701S Scheduled.

701S Appointment Date: enter the appointment date of the screening.
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co AT

Unmet Needs Reason: leave blank.

Contact Status: update to Complete.

Duration: will automatically populate after the record is saved.
Follow Up Date: leave blank.

Assigned To: defaults to self. Can remove value or leave as is.
Screener: remains self

2. From the File menu, select Save and Close Contact.

3. The screener will Add an activity record for INSC units based on the duration of the contact attempt on
the client’s Activity tab.

4. Proceed to the 701S Completed section.

Successful Contact — 701S Completed

This section includes steps to document a successful contact where the screening is completed. This will be
documented as a contact record and a form in eCIRTS. This section includes a screener who reaches the client
on a contact attempt and is able to complete the screening in real time.

If the screener is calling the client for a scheduled appointment and the 701S is completed, proceed to the 701S
Completed section.

Role: eCIRTS Worker

1. With the contact details page open, update the following fields:

a.
b.

=

j-
k.
l.
m.

Contact Type: remains SMMC LTCP - Screening

Short Summary: leave blank. Will update it later once the 701S form is started and the contact
is completed.

Notes: leave blank. Will update it later once the 701S form is started and the contact is
completed.

Contact Marker: update if needed.

SNAP Submittal Date: leave blank.

Reason for Contact: leave blank. Will update it later once the 701S form is started and the
contact is completed.

701S Appointment Date: enter the appointment date of the screening.

Unmet Needs Reason: leave blank.

Contact Status: leave as Draft. Will update it later once the 701S is completed and the contact
is completed.

Duration: will automatically populate after the record is saved.

Follow Up Date: leave blank.

Assigned To: defaults to self. Can remove value or leave as is.

Screener: remains self

2. From the File menu, select Save Contact. Do NOT select Save and Close Contact. The 701S will be
completed and then this contact record will be updated and completed.

Complete 701S Form

Role: eCIRTS Worker
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1. Keep the contact details page open and complete the 701S form. This is done from the client’s Forms
page. Use the shortcut on the Client subpage to open the client’s record.

ELDER Al"l".-\llth" Contact ID = 74624 Client
9/15/2023 11:59 AM

File  Add Participant

Contact Filters

First Name w +
Resources Provided

Search Reset
oo ]
1 Client record(s) returned - now viewing 1 through 1

00D Resources

First Name Last Name Type Home Phone ‘Work Phone Email Age DOB |

Michelle Apple Prospective Consumer (555)555-5555 (777)264-9103 mreed @email.com 794 | 04/2411944

2. Click on the record to view additional demographic data. From the Tools menu, select View Client.
The client record opens in a new window.

3. Select the Forms tab.

4,
MY WORK CONTACTS | CLIENTS FLIENT GROUP# AGENCIES PROVIDERS RESOURCES REPORTS
SCHEDULER
SSN XXX-XX-9103 Priority Score 52
DOB 4/24/1944 Assessment Date 04/25/2023
Rank 5 EMS Release Date 3/1/2023

Apple, Michelle (1412768)

Caregiver/Care Recipient
Associated People | Appointments = Medications
Programs | Services | Authorizations | Activities

START-STOP TIMER | Demographics | Open/Close | Referrals To Providers = Forms @ Notes  Eligibility

5. From the File menu, select Add Form.
6. Inthe Select Type field, select 701S Screening Form.

7. Fill out the information in the header of the form. Update the following fields:
a. Division: Defaults to AG
b. Assessment Date: Defaults to today but is editable if needed.
c. Status: Defaults to Draft and can be changed later in the workflow when it’s complete.
d. Assessment Type: select the applicable value. This is an eCIRTS required field.

Review Type Use

Annual Select this review type when completing the annual
rescreening/assessment

Initial Select this review type when completing the first screening or
assessment. This review type is also used for most other one-time forms.

Regaining Eligibility | Select this review type when completing the screening for re-eligibility.
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e. Assessor/Worker: Defaults to self but can be changed if needed.

f. Last Completed: This will auto populate with the date the status was changed to Complete. It
will remain blank until then.

g. Data Entered By: This will auto populate with the name of the worker who changed the status

to Complete. It will remain blank until then.

ELDER ,-\Fl-‘,\ms‘ Michelle Apple | Form
: 12/7/2023 2:40 PM
File
. Please Select Type: [ 701S Screening Form v

Consumer Assessments

Division * Assessment Type * [ Annual v
Assessment Date * 12/07/2023 :EJ Assessor/Worker * Buck, Jennifer ... Clear Details
Status * Data Entered By

Last Completed

8. With the form selected, the questions will be displayed on the screen. The eCIRTS user will answer the
guestions on the form.

9. Demographic fields on the form will pull from the Demographics page. If they need to be updated, the
Assessor will update them on the form. Updating the address on the form WILL update the address on
the Demographic page.

10. The Assessor will answer the questions on the form. The Required questions are noted with a red
asterisk.

DEPARTMENT OF ELDER AFFAIRS

701S Screening Form

Preliminary Questions

Has a screening been completed within the

past month? %
Does the client have an active LTC
enrollment? %

Provider ID: E]

Provider Screener ID:

0 record(s) returned
Screener Name:

Search

Final Priority Score 0

Final Rank 1

11. The assessment forms have a new section at the bottom that lists the programs the client is eligible to
be placed on the waitlist. These fields display Yes or No depending on the responses to certain ‘trigger’
guestions within the assessment. The Assessor should know eligibility criteria and verify for accuracy.
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Programs the Client is Eligible to be Placed on the APCL Waitlist

Alzhiemers Disease Initiative (ADI) [ No
Community Care for the Elderly (CCE) Yes
Home Care for the Elderly (HCE) Yes
Statewide Medicaid Managed Care Long Term Care N

(SMMCLTC) o
Older Americans Act Title IIIE National Family i

Caregiver Support (llIE) es
Older Americans Act Title lIB Homemaker (llIIE HMK) No
Older Americans Act Title llIB Chore (llIB CHO) No

Older Americans Act Title 1B Adult Day Care (IlIB ADC) | Yes

Older Americans Act Title IIC2 Home Delivered Meals

{03C2 HDM) Yes

Older Americans Act Title lIB Transportation (llIB TRS) Yes

Older Americans Act Title lIC Congregate Dining (03C1
CNML)

Older Americans Act Title [IIB Emergency Alert
Response (OA3B EAR)

No

Yes

12. Once the questions in the form have been answered, the user should change the Status in the header
of the form to Complete.

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

As Needed: Add APCL Enrollments

The screener/Assessor will discuss the waitlists the client is eligible for with the client and then add program
records for the ones they wish to pursue. This is completed on the client’s Program page.

Role: eCIRTS Worker

1. Use the shortcut on the Client subpage to open the client’s record.

ELDER AI-‘I-'.-\II{H‘ Contact ID = 74624  Client
9/15/2023 11:59 AM

File  Add Participant
Filters

Contact

First Name w +
Resources Pravided

Search Reset

Client
1 Client record(s) returned - now viewing 1 through 1
00D Resources
First Name | Last Mame | Type | Home Phone I ‘Work Phone | Email | Age | DOB
Michelle Apple Prospective Consumer | (555)555-5555 (777)264-9103 mreed@email.com | 79.4 | 04/24/1944

2. Click on the record to view additional demographic data. From the Tools menu, select View Client. The
client record opens in a new window.

3. Select the Programs tab. A list of existing program enrollments is displayed. From the File menu, select
Add Program. Update the following fields:
a. Division: This system-required field will display AG and is read only.
b. Referred From: select the referral source for this client.
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c. Referral Date: This date reflects when the referral to the program was made and defaults to
today. It can be changed if needed. The other date fields on this page CANNOT be earlier than
the Referral Date.

d. Program: This system-required field where the user will search for and select the Program
name. If this is an EMS release, the MLTC program record must be added.

e. Service: This field lists the service (s) the client will be receiving under the respective program.
Some PSAs place their clients on a waiting list by Program and by service. For those PSAs that
do not, leave this field blank. More than one service can be selected.

f. Status: This field is used to track the status of the client within the Program and will change
over time. For now, select APCL Waitlist.

g. Status Effective Date: This field reflects the status start date and will change each time the
Status is changed. The Track Status subpage is very helpful for viewing a history of the statuses.

h. Historical Start Date/Record Created Date: This field is used to record when Program record
was created. eCIRTS uses this date to enforce when a billing can begin under this program for
the client.

i. Enrollment Provider. Always Select Default Provider Worker: Search for and select the
Generic Worker for the PSA or the Provider or lead agency.

j. AHCA County: this field is ready only but will be populated by the interface for MLTC program
record only.

k. Enrollment Exception: This will be used to explain when an enrollment is added on an
exception basis because the Client is under 60, for MLTC, for Nutrition or to record services
after DOD. Leave this field blank if it does not apply.

|.  Exception Reason: When an enrollment exception is selected, an exception reason should be
selected.

EIDER A 1-‘|-‘.-u~‘|zs Michelle Apple Program
LT 12/7/2023 5:51 PM

File Tools

Division * AG
Referred From | Elder Help Line v|
Referral Date 120772023 |
Program * |ADI - ALZHEIMER'S DISEASE INITIATIVE V| Details
AGGREGATE ~ A~
ADC . L
BAS| >
Service CA
CcM <
CHO “
ChMI - L -
Status * [APCL Waitiist v[
Status Effective Date * 121072023 3
Historical Start Date/Billing Start Date * 121072023 ll
Enrollment Provider. Always Select
Default Provider Worker. * CHARLOTTE COUNTY BOARD Ol ..  Clear Details
AHCA County
Enrollment Exception *
Exception Reason

4. From the File menu, select Save and Close Program.

Note

G An APCL Waitlist record may be added for MLTC. Follow the workflows in the eCIRTS Eligibility
Workflows Training Guide when coming off of the waiting list as an EMS Release.
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https://mediwareinformationsystems-my.sharepoint.com/personal/jennifer_buck_mediware_com/Documents/05%20FL%20eCIRTS/Training/Helpline-Intake-Elig/eCIRTS%20Eligibility%20Workflows%20Training%20Guide%20V1%20TBD.docx
https://mediwareinformationsystems-my.sharepoint.com/personal/jennifer_buck_mediware_com/Documents/05%20FL%20eCIRTS/Training/Helpline-Intake-Elig/eCIRTS%20Eligibility%20Workflows%20Training%20Guide%20V1%20TBD.docx

As Needed: Rank 5, Send 3008
After completing the screening, if the client is a rank 5 or above and qualifies for the MLTC waitlist, the

screener should initiate the 3008 form completion process with the client. This form must be completed by the
client’s physician. It will be required as part of the EMS Release process so it’s best practice to begin the
process early.

Role: eCIRTS Worker

1. The screener will send a blank 3008 — Medical Certification Form from eCIRTS and document that it has
been provided as a note in the client record.

2. Navigate to the clients record and select the Notes tab.

3. From the File menu, select Add Note.

4. The Note detail page displays. Update the following fields:

a. Division: Defaults to AG

b. Note By: Defaults to self.

c. Note Date: Defaults to today.

d. Notes List: select ADRC.

e. Note Type: Referral Packet

f. Note Sub-Type: 3008 or equivalent.

g. Note: enter details about the 3008 and whether is complete or not
h. Status: Follow Up

i.

ADD A NOTE RECIPIENT: This message displays when the status is Follow Up. It is a reminder to

add this note to a worker’s My Work > Notes queue for follow up. The worker is added as a

Note Recipient.

j. Follow Up Date: Leave blank.

k. Note Recipient: None needed. This note can be accessed by anyone who receives the
completed 3008 from the client’s notes tab. A specific recipient is not needed.

|.  Attachment: none. Later when the 3008 form is received, it will be scanned and saved to this

same note as an attachment.
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ELDER AFFAIRS ‘

File Tools

Notes Details
Division *
Note By *
Note Date *
Notes List
Note Type *
Note Sub-Type

Description

Note

Status *
ADD A NOTE RECIPIENT
Follow Up Date

Date Completed

Attachments

Add Attachment

Document

There are no attachments to display

Mote Recipients

Add Note Recipient

AG |
Buck, Jennifer

120772023 |

[ADRC_~[

Referral Packet v "
3008 or Equivalent

W

B L U 6 - A~
3008 sent to client on 12/7/23

| Fallow Up +|

ADD ANOTE RECIPIENT
l]

Description

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

Michelle Apple Notes
12/7/2023 6:47 PM

Clear Details

Category Action

Clear

6. Later, when the 3008 is returned, anyone in the ADRC could receive it. Regardless of who receives it, it

will be saved to the same note that was created when it was originally sent to the client.

7. Search for and select the existing client record. Select the Notes tab. From the list view, select the

existing Referral Packet > 3008 or equivalent note.

8. The Note details page displays. Update the following fields:

a.
b.

Note: enter details when the 3008 being received

Status: remains Follow Up. It will be marked complete later in the workflow by the eligibility
staff after it’s reviewed and considered complete.

ADD A NOTE RECIPIENT: This message displays when the status is Follow Up. It is a reminder to
add this note to a worker’s My Work > Notes queue for follow up. The worker is added as a

Note Recipient.

Follow Up Date: Leave blank.
Note Recipient: None needed. The eligibility specialist will access the note from the client’s

notes tab. A specific recipient is not needed.
Attachment: scan and attach the 3008 forms

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

11300 Switzer Road Overland Park, KS 66210
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Print and Send Post 701S Letter

When the screening is complete and the APCL Waitlist program records have been added, the screener will
send the Post 701S letters to the client.

Role: eCIRTS Worker

1. The letters can be printed from eCIRTS and are located on the Demographics tab of the Client record.

2. Navigate to the client’s Demographics tab. From the Word Merge menu, select the correct Post 701S

letter from the list.

r,l.m:k,\n,\ma\

File Edit Tools Reports Ticklers View Contacts Word Merge
-
Post 701S Screening Letter No 3008 v | eCIRTS Client D
Post 701S Screening Letter no 3008 SPANISH
Post 701 Screening Letter With 3008
WY YoRk N post 701S Scraening Letter with 3008 SPANISH HORER | Seviee
e T Rank 1 and 2 - 701 Post Scraening Letter ENGLISH o
DOB 42411944 Rank 1.and 2 - 701S Post Screening Letter SPANISH Assessment Date
Rank 5 Rank 3 and 4 - 701 Post Scraening Letter No 3008 - ENGLISH EMS Release Date
Apple, Michelle (1412768) Rank 3 and 4 - 7018 Post Scraening Letter No 3008 - SPANISH
Rank 5 - 701 Post Scraening yetter with 3008 - ENGLISH
Associated People = Appointments  Medications
Programs Services = Authorizations = Activites
START-STOP TIMER | Demographics . Open/Close = Referrals To Providers  Forms = Notes = Eligibiity
Demographics
EMS Release Date 312023 SSN
eCIRTS Client ID 1412768 Pseudo SSN
Former CIRTS ID 3332649103 Gender
First Name Michetle Age

Michelle Apple
Last Updated by jbuck
at 11/21/2023 12:53:52 PM

ADVANCED SEARCH

@

REPORTS UTILITIES CLAIMS

52
0412512023
3112023

XXX-XX-9103

Female

796

3. It will openin a preview window and include data from the client record. From the word merge
preview, you can choose to open the document, save it to a note, or upload an edited version and save

it to a note.

ELDER AFFAIRS ‘

File

Generate Merge Document
Click the "Open Document” button to =
open the Merge Document for editing

Save to Note

If no changes have been made to the
Merge Document, click "Save to Note”
The current word merge template will
be uploaded to a note record with the
merge fields populated

Upload and Save to Note

Preview (read-only)
This is a preview of your merge document and is not editable.

Y ~ - + = 1 of 2
03C2 - OAA TITLE Il C2 HOME DELIVERED MEALS
10/6/2022 5:19:54 PM

Rachael Parton

48 Washington Cir

Kimberton FL 19442

Dear Rachael Parton:

)

o

Post 701S
Screening
Letter No 3008

Michelle Apple
12/7/2023 6:01 PM

If changes were made to the Merge
Document, click "Upload and Save to
Note” to select the saved file and
uplead that decument to a note record
Don't forget to delete the saved
document after you have attached it to
the note record

4. To edit the document, you need to open it. From the Word Merge preview menu, select Open

Document.

11300 Switzer Road Overland Park, KS 66210

Thank you for contacting 03C2 - OAA TITLE Ill C2 HOME DELIVERED MEALS. Our records show
that the person listed above has been screened by our agency for long-term care services
and placed on the Priority List(s) that will best meet their needs, and for which they appear
eligible.

This letter is to notify you that your recent telephone screening yielded a priority score #'
(insert score) and rank # (insert rank). The priority screening' takes into account the
amount of help needed, the amount of help available, and other factors. All callers are asked
the same questions which produces prioritized waiting lists.

30



5. The Save As window displays. Select a location on your computer to first save this document as a
WORD document.

TIP

. ‘ When the Word Merge preview page opens, by default the option to save the document
displays. This is the same window that displays if you were to select the Open Document link in
the Word Merge preview menu.

@ sa = H
il (¢ 1§ » Jennifer Buck » Downloads b ~ 4] )
Organize »  New folder E- @
¢ Favorites [r Sas i
B Desktop ) 603 Form 10-20-21 (2) 7 KB
% Downlozds 13603 Form 10-20-21 7 KB
Recent Places || 3602 Form 10-20-21 (1) 07 KE
@ OneDrive Captivate_2017_64_L521
4 Libraries
[E Documents
&) Music
&) Pictures
B Videos
File name: 603 Form 10-22-21 .
Save as type: |Microsoft Word Document -
= Hide Folders Save Cancel

6. The document opens. Edit the Word Merge Document as necessary.

7. When finished with editing the Word Merge Document, click File > Save as to save the updated Word
Merge to a specified folder on the user’s workstation. You do NOT have to save a copy of the letter to a
note in eCIRTS, but you do have to document which letter was sent in your contact record.

Close Contact Record

Role: eCIRTS Worker

1. Return to the open contact record on the Contact details page. Update the following fields to complete
this contact record:

a. Short Summary: State the screening was completed, which 701S letter was sent, and the
programs for which the client was added to the waitlist. Should be limited to 2-3 sentences.
This field is visible on the Contact queue.

b. Notes: This field is unlimited and does not display on the Contact queue. This field is optional

and only needed if additional details are needed beyond the Short Summary.

Contact Type: remains SMMC LTCP - Screening

Reason for Contact: 701S Complete

Contact Status: update to Complete.

Duration: will automatically populate after the record is saved.

Follow Up Date: leave blank.

Assigned To: defaults to self. Can remove value or leave as is.

ii. Screener: remains self or you can remove it

@ oo

2. From the File menu, select Save and Close Contact.
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3. The screener will Add an activity record for INSC units based on the duration of the contact attempt on

the client’s Activity tab.

As Needed: View Contact Information

In eCIRTS, all callers, except anonymous ones, will have a client record. Contact records will then be added to

the client record. This workflow allows screeners to view past contact information in several ways in eCIRTS.
1. The View Contacts list is an easily accessible list of the client’s past contacts because knowing the
details of previous contacts may assist with the current contact.
2. The Contacts Queue is a full list of all contacts that can be filtered down so screeners can manage their
workloads and supervisors can oversee work.
3. In addition to the queue, there is also a report that displays all past contacts for a client. The report can
be run from any open contact record and will automatically display information on all past contacts for
the client record you are on, without having to add any report filters.

Workers also need to be prepared to review and update the client’s demographic information as needed.

Role: eCIRTS Worker

1. There are several ways to view previous contacts for a client. From the Clients chapter, from any tab on
the client’s record, select View Contacts from the top menu bar.

File Edit Tools Reports

L

MY WORK

SSN 236.57-8788

DoB 1111940

Rank 5

White, Ellen M (10005)

Quick Search

Clients hd

v/

Last Name

CLIENTS CLIENT GROUPS AGENCIES PROVIDERS RESOURCES

Priority Score
Assessment Date

EMS Release Date

Caregiver/Care Recipient

Associated People Wait List | Appointments Medications

Programs | Services | Authorizations Activities

START-STOP TIMER Demographics = Screening Referrals To Providers Forms Notes

2. Alimited summary view of the client’s past contacts displays. This list does NOT display the Short

Summary field from the contact record.

11300 Switzer Road Overland Park, KS 66210
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HLI)ER,\FF,\ms\ Michelle Apple | Contacts
‘ 10/26/2023 3:46 PM

File
Filters
Contact Date v Greater Than v 02/01/2023 g AND v x
Contact Date v + L}

Search Reset

35 Contacts record(s) returned - now viewing 1 through 15

Contact Date o Entry Point Contact Method Contact Type Reason for Contact Status
02/06/2023 1&R Phone Call Referral Contact Attempt 2 Complete
02/06/2023 I&R Phone Call Referral Food/Meals Follow Up
02/06/2023 1&R Phone Call Referral Food/Meals Complete
02/07/2023 I&R Phone Call Screening 701s Complete
02/16/2023 I&R Phone Call Referral Food/Meals Follow Up
02/16/2023 Intake Phone Call SMMC LTCP Contact Attempt 1 Complete
02/20/2023 Intake Phone Call SMMC LTCP 701S Complete Complete
02/21/2023 Eligibility Phone Call SMMC LTCP Waitlist Release Complete

3. Select a record for more information. The Contact record will open. If it is in complete status, all of the
fields will be read only, but the information is still visible.

4. When finished, the screener can close the Contact record and close the View Contacts window.

5. A more detailed list of previous contact information is available by selecting the Contacts chatper. A full
list of previous contacts for all clients is available but too long to look through. The filters are essential
to making this list managable and useful. Search by eCIRTS Client ID to display only the previous
contacts for one client.

MY WORK CONTACTS CLENTS | CLIENTGROUPS | RESOURCES REPORTS
Filters.

Save FINET | crauner - sanniter ~  Search Fiter SaveAsDefaul  SaveAs  Delste
Screener v | EqualTo v | Buck, Jennifer Detais Clear ANDw %

A i +
€CIRTS Cient 10
Gontact Cate Search  Reset
Client First Name - Adding Contact e Client
g::;m ot heme 1w viewing 1 through 15
Call Back Phone
g:::f;r‘_: 10'?::' Than Client ite - | Client First Name - Adding Contact to Client| Client Last Name | Clisnt DOB | Call Back Phon | Calier f Other Than Client Contact Type Reason for Contact Referral Type | 7015 Appointment Date | Follow Up Date.
Reason for Contact Saran Appie 01011940 SMMC LTCF - Scre ssessment Not Needed - Client Decineg
:;:;'zgzﬁmenmm [ [saran | 2ome 01011840 | SMMC LTCP - Scresning | 7018 Campiete
Follow Up Date Sarah Apple Michael Apple SMMC LTCP 0 | Contact Attempt 1 Initial
e ol Crestes Date [ [saran | 2ome 01011840 | SMMC LTCP - Scresning | Rescraening
Other Language Saran Appie 01011840 SMMC LTCF - Screening inftal
Snort Summary - -
Assigned To Sarah Aople 01011840 SMMC LTCP - Scresnin ot Attempt 1 APS - Intermediate

b Saran Apole 017011940 SMMC LTCP - Screening | Contact Attempt 1 Aging Out

£) |2 |rsoras 07062023 | Serah Apple 0110111840 SMMC LTCF - Screening | Contact Attempt 2 Inétia

L)z |msores VTez0zs | Sarah I Q1011940 I SMMC LTCP - Screening | 30 Day NCL Intial

V] 1412768 0222023 | M A0 042411844 Scrsening Contact Attempt 1

IEREE vz |M I 0429 [ 7015 Scheduled

051972023 Jeremy Apple
05102023 | Johmny Applesaed
1412768 05192023 Test Visiility 0472411944
1412768 0s1a2023 M A 04241944 Screening

TIP

g Saved filters are key. Be sure to take the time to create several saved filters specific to
your day-to-day workload.

6. Finally, if you have a contact record open, select Previous Contact Report from the Reports menu.

7. The report displays all previous contact information for the client record you have opened.
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8. With the contact record still open, the worker should confirm the client’s Demographics and update as
needed. Since this workflow started on the client record, the worker can easily view the client’s
demographic information on the Client subpage.

ELDER .-\I-'I-'.-\Ilth‘ Contact ID = 74624  Client
9/15/2023 11:59 AM

File  Add Participant

Contact Filters

First Hame +
Resources Provided

Search Reset
Client

1 Client record(s) returned - now viewing 1 through 1
00D Resources

First Name [ Last Name [ Type [ Home Phone | Werk Phone [ Email .Age. DOB

Michelle Apple Prospective Consumer (555)555-5555 (7T7)264-9103 mreed@email com 794 | 04/2411944

First  Previous Recordsperpage 15 Mext Last

9. Click on the record to view additional demographic data. You can see the data; you cannot edit it from
this page. To open the client record where the Demographics can be updated, from the Tools menu,
select "View Client." See the Demographics section for details on editing this page. Once complete,
return to the open Contact record.

i -‘ Contact ID = 74624 Client
ELDER AFFAIRS

Last Updated by jbuck

at 9/15/2023 11:59:02 AM
File  Tools Reports

Search For Person

Clienl
Yiew Clents s e 1412768

First Name Michelle
Middle Initial
Last Name Apple
Address Type :Ph‘,lsmalv;
Street 15 Changing Address Way
Street 2 Apt 2
City Fleming Island »  Clear
State FL » Clear
Zip Code 32003 »  Clear
County Duval » Clear
Home Phone (555)555-5555
Work Phone (777)264-9103

Follow Up

Screeners can manage their day-to-day workload from the My Work page. Any contact records assigned to the
worker for follow up or subsequent contact attempts will be listed on the My Work > Contacts page. However,
it is recommended screeners view their assignments from the Contact queue. There are more data elements
available in the queue for quick view of the record and filtering options. Also, records are visible to all
screeners, not just those the contact is assigned to like on My Work. (i.e. screeners covering for each other,
supervisors monitoring the work of their staff.)

Role: eCIRTS Worker

1. Select the Contacts tab. To view a list of contact attempt follow ups assigned to you, select the
following search filters:

34
11300 Switzer Road Overland Park, KS 66210



Screener: search for and select your name.

Contact Type: SMMC LTCP - Screening

Contact Status: Assigned

Reason for Contact:

e Contact Attempt 1 (clients who have not been contacted yet)

a0 oo

e Contact Attempt 2 (clients who had 1 contact attempt and need a second)
e Contact Attempt 3 (clients who had 2 contact attempts and need a third)

2. Select Search. Results are returned.

Note

@ Recommend creating a screener saved filter to list all follow ups that require an additional
contact attempt. The next time you use the Contact queue, you can select your saved Filter from
the list and click Search Filter. This will populate the search filters, saving you time from looking
them up again.

MY WORK ‘ CONTACTS CLIENTS CLIENT GROUPS AGENCIES PROVIDERS RESOURCES I
Filters

Save Filter ~ Search Filter Save As Default SaveAs  Delete

Screener v Equal To v Buck, Jennifer Details Lookup  Clear AND w x
Contact Type ~ Equal To v SMMC LTCP - Screening v AND v x
Contact Status ~ Equal To v Assigned ~ AND v x
Reason for Contact v Equal To v Contact Attempt 2 v AND v x
Contact ID v +

Search Reset

“Screening Referral Created Date” is visible in the search results and can be used to sort
your follow ups by oldest date. The Contacts queue also shows the 701S Appointment Date
which can also be used to sort or filter the search results.

MY WORK CONTACTS CUENTS CUENT GROUPS |  RESOURCES REPORTS

Filters
Save FUEN o riter - imczmpiete v | Search Fer SavessDefaut  Saveds  Delels

Assigned To v EquTo v Clear ANDv %

Contact Status v EquiTe v v apv| %
Cantact Type v EquiTa v Reteral " anv (x
PsA v 4+

Search  Resat

anced Search records) retumed - now viewing 1 through 3

PSA_ eCIRTS Cliant ID Date - Cliont First Name to Client Client Last Hame  Client DOB. Call Back Phone Caller if Other Than Client Contact Type Reasan for Contact Referral Typs | 7015 Appointment Date Follow Up Oate | Screaning Reforral Created Date | Primar

175072 Wian . 12011848 Referra ndidual, Family and Commanity Support 2052023 | 121082023 Engst

Referra FoodMea:

Raferrs FoodMeats

3. Select arecord to open the contact details page.

4. Follow one of the scenarios:

a. Unsuccessful Contact 2
Unsuccessful Contact 3
Successful Contact — Client Did Not Pursue
Successful Contact — 701S Scheduled
Missed Appointment
Start 701S but Not Finish

-0 ooT
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g. Successful Contact —701S Completed

701S Completed

This section includes steps to document a successful contact where the screening is completed. This will be
documented as a contact record and a form in eCIRTS. These steps assume the screener is calling the client for
a scheduled appointment.

Role: eCIRTS Worker

1. The screener will first search for an existing client record or add a new client record if one doesn’t
already exist.

2. From the existing client search results, select the flyout menu to the right of the client’s name in
the search results. Select Add Contacts. The Contact Details page displays.

ELDER “-l;\[m‘ Welcome, Jennifer Buck | Client - Search
10/26/2023 12:41 PM ¥ For Existing
File
Filters
Last Name * Contains v Apple ANDv ¥
First Name *  Contains v Michelle OR v X

eCIRTS ClientID v =
Search Reset Add New

[i_Client - Search For Existing record(s) returned - now viewing 1 through 1

eCIRTS ClientID Last Name First Name PSA Best Contact Phone Date of Birth SSN Pseudo SSN Street  Street 2 City State Zip Code County Email Gender
1412768 Apple Michelle 2 | (555)555-5555 04/24/1944 | XXX-XX-9103 123 Test St Tallahassee | FL | 32304 Leon | mreed@emailcom [Female | o
Add Contacts

First  Previous Recordsperpage 15 Next Last

3. Or, with the client record already open, select the Demographics tab. From the File menu, select
Add Contact. The Contact Details page displays.
El I)I‘.R-\\-l',\l.;s‘ ,MiChle”eﬁ?p—‘e I

at 8/10/2023 10:40:21 AM

File Edit Tools Ticklers View Contacts Word Merge

Add New Client - Search For Existing
103

Priority Score 52
Print

Assessment Date 04/25/2023
Tl EMS Relsase Date 312023

Caregiver/Care Recipient

Pecple intments
Programs Services Authorizations Activities
Demographics | Open/Close | Referrals To Providers | Forms  Notes | Eligibility

Demographics

EMS Release Date 3112023 SSN XXX-XX-8103
eCIRTS Client ID 1412768 Pseudo SSN
Former CIRTS ID 3332649103 Gender Female

4. The Contact details page displays. Update the following fields:
a. Division: Required. Defaults to AG as is read only.
Contact Date: Required. defaults to today and is editable if needed.
Contact Time: Required. defaults to now and is editable if needed.
Received By: Required. defaults to the screener adding the contact record.
PSA: Required. Select your PSA from the list or populated by Stored Procedure

P oo g
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f. Current Task: Select Screening

g. Contact Method: Required. defines how the contact was made.

h. Anonymous: Leave blank

i. eCIRTS ID: populates automatically and is read only.

j.  Client First Name: populates automatically.

k. Client Last Name: populates automatically.

|.  Call Back Phone: populates automatically — update if needed.

m. Caller if other than Client: leave blank.

n. Relationship: leave blank

0. Contact Type: select SMMC LTCP — Screening.

p. Short Summary: leave blank. Will update it later once the 701S form is started and the contact
is completed.

g. Notes: leave blank. Will update it later once the 701S form is started and the contact is
completed.

r. Contact Marker: leave blank.

s. SNAP Submittal Date: leave blank.

t. Reason for Contact: 701S Complete

u. Referral Type: select the applicable Referral Type from the table below. Referral types help
workers manage their caseloads easier in the Contacts queue.

Referral Type ‘ Description

Aging Out Aging out referrals received from DCF

APS-High Specific to PSA 11. Lead Agency sends APS-High referrals back to
Screening to get on MLTC wait list.

APS-Intermediate APS referral received from ARTT

APS-Low APS referral received from ARTT

APS to ALF Referral APS referral received via email from DCF Case Manager

Initial Community referrals or referrals from Helpline

Rescreening Annual re-screenings identified on the Assessment Due Report

Return to Pipeline When a client may continue enrollment without being re-
released following a termination per the EMS Procedures

Significant Change When a client reports a significant change in their condition
pursuant to Chapter 409.979 F.S.

v. 701S Appointment Date: enter the appointment date of the screening.

w. Unmet Needs Reason: leave blank.

Xx. Assigned To: defaults to self. Can remove value or leave as is.

y. Screener: remains self

z. Contact Status: leave as Draft. Will update it later once the 701S is started and the contact is
completed.

aa. Duration: will automatically populate after the record is saved.

bb. Client Primary Language: leave blank.

cc. Other Language: leave blank.

dd. Follow Up Date: leave blank.

ee. Screening Referral Created: leave blank.

o
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5. From the File menu, select Save Contact. Do NOT select Save and Close Contact.

6. Keep the contact details page open and complete the 701S form. This is done from the client’s
Forms page. Proceed to the Complete 701S Form section.

7. Complete the Add APCL Enrollments section.

8. Complete the Print and Send Post 701S Letter section.

9. Complete the Close Contact Record section.

Additional Needs

Once the screening has been completed, the screener may identify additional needs for the client. The screener
will complete a warm transfer of the phone call to the Helpline and the screener can notify Helpline in eCIRTS
by creating a contact record that requires follow up.

Role: eCIRTS Worker

1. The screener will first search for an existing client record or add a new client record if one doesn’t
already exist.

2. From the existing client search results, select the flyout menu to the right of the client’s name in
the search results. Select Add Contacts. The Contact Details page displays.

ELDER ,\,»,;“k',‘ Welcome, Jennifer Buck = Client - Search
10/26/2023 12:41 PM ¥ For Existing
File
Filters
Last Name * Contains v Apple ANDv X
First Name *  Contains v Michelle OR v X

eCIRTS ClientID v -

| Search Reset Add New

Client - Search For Existing record(s) returned - now viewing 1 through

eCIRTS ClientID LastName First Name PSA Best Contact Phone Date of Birth SSN Pseudo SSN Street  Street2 City State Zip Code County Email Gender

1412768 Apple Michelle 2 (555)555-5555 04/24/1944 XXX-XX-9103 123 Test St Tallahassee | FL 32304 Leon mreed@email com | Female -
Add Contacts
First Previous Records perpage 15 Next Last

3. Or, with the client record already open, select the Demographics tab. From the File menu, select
Add Contact. The Contact Details page displays.

Michelle Apple
El m‘.i&,\\-‘l:\mh\

Last Updated by jbuck
at 8/10/2023 10:40:21 AM

File Edit Tools Ticklers View Contacts Word Merge

Add New Client - Search For Existing
103

Priarity Score 52
Print

Assessment Date 0412512023
Close Demographics EMS Release Date 3172023

Add Contacts

OO R o
Caregiver/Care Recipient
Associated People | Appointments | Medications
Programs Services Authorizations Activities
Demographics = Open/Close | Referrals To Providers | Forms — Notes | Eligibility

Demographics

EMS Release Date 3Mi2023 SSN XXX-XX-9103
eCIRTS Client ID 1412768 Pseudo SSN
Former CIRTS ID 3332649103 Gender Female
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4. The Contact details page displays. Update the following fields:
Division: Required. Defaults to AG as is read only.
Contact Date: Required. defaults to today and is editable if needed.
Contact Time: Required. defaults to now and is editable if needed.
Received By: Required. defaults to the screener adding the contact record.
PSA: Required. Select your PSA from the list or populated by Stored Procedure
Current Task: Select Screening
Contact Method: Required. defines how the contact was made.
Anonymous: Leave blank
eCIRTS ID: populates automatically and is read only.
Client First Name: populates automatically.
Client Last Name: populates automatically.
Call Back Phone: populates automatically — update if needed.
. Caller if other than Client: leave blank.
Relationship: leave blank
Contact Type: select Send to Helpline.
Short Summary: Should be limited to 2-3 sentences. This field is visible on the Contact queue.
Notes: This field is unlimited and does not display on the Contact queue. This field is optional
and only needed if additional details are needed beyond the Short Summary.
Contact Marker: leave blank.
SNAP Submittal Date: leave blank.
Reason for Contact: General Information
Referral Type: select the applicable Referral Type from the table below. Referral types help
workers manage their caseloads easier in the Contacts queue.

Referral Type Description

2T O3 AT TSRO0 Q0T

[«

|

Aging Out Aging out referrals received from DCF

APS-High Specific to PSA 11. Lead Agency sends APS-High referrals back to
Screening to get on MLTC wait list.

APS-Intermediate APS referral received from ARTT

APS-Low APS referral received from ARTT

APS to ALF Referral APS referral received via email from DCF Case Manager

Initial Community referrals or referrals from Helpline

Rescreening Annual re-screenings identified on the Assessment Due Report

Return to Pipeline When a client may continue enroliment without being re-
released following a termination per the EMS Procedures

Significant Change When a client reports a significant change in their condition
pursuant to Chapter 409.979 F.S.

v. 701S Appointment Date: leave blank.

w. Unmet Needs Reason: leave blank.

x. Assigned To: search for and select the name of the Helpline staff member or if not known,
select the generic Default PSA Worker for your PSA.
Screener: leave blank

z. Contact Status: Follow Up
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aa. Duration: will automatically populate after the record is saved.
bb. Client Primary Language: leave blank.

cc. Other Language: leave blank.

dd. Follow Up Date: leave blank.

ee. Screening Referral Created Date: leave blank.

5. From the File menu, select Save Contact.

6. Helpline staff will use the Contacts queue to view a list of screening referrals assigned to him/her.
Select the Contacts chapter. Update the following search filters:
a. Contact Type: Send to Helpline

b. Assigned To: search for and select the Helpline staff’s name or the generic Default PSA worker
for your PSA.
c. Contact Status: Follow Up

Note

G Recommend creating a screener saved filter to list all new screening referrals received from the
Helpline. The next time you use the Contact queue, you can select your saved Filter from the list
and click Search Filter. This will populate the search filters, saving you time from looking them up
again.

7. Select Search. Matching results are displayed. Select a record to display the Contact details page.
Proceed to the Helpline Workflow Training Manual for next steps.

Missed Appointment

This section includes steps to document a scheduled but missed appointment by the client and sending of the
No Contact Letter. The screener will manage his/her schedule outside of eCIRTS but document the results of
those appointments as a contact record in eCIRTS.

Role: eCIRTS Worker

1. The screener will first search for an existing client record or add a new client record if one doesn’t
already exist.

2. From the existing client search results, select the flyout menu to the right of the client’s name in
the search results. Select Add Contacts. The Contact Details page displays.

ELDER \I’If\lks‘ Welcome, Jennifer Buck | Client - Search
10/26/2023 12:41 PM ¥ For Existing

File

Filters

Last Name »

Contains v Apple AND v X
First Name *  Contains v Michelle OR v X
eCIRTS ClientID v +

Search Reset Add New

(i Client - Search For Existing record(s) returned - now viewing 1 through 1

eCIRTS Client ID Last Name First Name PSA Best Contact Phone Date of Birth SSN Pseudo SSN Street Street 2 City State Zip Code County Email Gender
1412768 Apple Michelle 2 (555)555-5555 04/24/1944 XXX-XX-9103 123 Test St Tallahassee | FL 32304 Leon mreed@emailcom | Female o
Add Contacts
First  Previous Recordsperpage 15 Next Last
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https://mediwareinformationsystems-my.sharepoint.com/personal/jennifer_buck_mediware_com/Documents/05%20FL%20eCIRTS/Training/Helpline-Intake-Elig/eCIRTS%20Helpline%20Workflows%20Training%20Guide%20V1%2012-6-23.docx

3. Or, with the client record already open, select the Demographics tab. From the File menu, select
Add Contact. The Contact Details page displays.

Michelle Apple Demographics
ELDER AFFAIRS \

Last Updated by jbuck
at 8/10/2023 10:40:21 AM

File Edit Tools Ticklers View Contacts Word Merge
Add New Client - Search For Existing
103
Print

Priority Score 52
Assessment Date 04/25/2023

GlosciRgorplls EMS Release Date 12023
Add Contacts

Caregiver/Care Recipient

People i s

Programs | Services | Authorizations | Activities

Demographics = Open/Close | Referrals To Providers | Forms | Notes | Eligibility
Demographics
EMS Release Date 31112023 SSN XXX-XX-9103
€CIRTS Client ID 1412768 Pseudo SSN
Former CIRTS ID 3332649103 Gender Female

4. The Contact details page displays. Update the following fields:
Division: Required. Defaults to AG as is read only.
Contact Date: Required. defaults to today and is editable if needed.
Contact Time: Required. defaults to now and is editable if needed.
Received By: Required. defaults to the screener adding the contact record.
PSA: Required. Select your PSA from the list or populated by Stored Procedure
Current Task: Select Screening
Contact Method: Required. defines how the contact was made.
Anonymous: Leave blank
eCIRTS ID: populates automatically and is read only.
Client First Name: populates automatically.
Client Last Name: populates automatically.
Call Back Phone: populates automatically — update if needed.
. Caller if other than Client: leave blank.
Relationship: leave blank
Contact Type: select SMMC LTCP — Screening.
Short Summary: Should be limited to 2-3 sentences. This field is visible on the Contact queue.
Notes: This field is unlimited and does not display on the Contact queue. This field is optional
and only needed if additional details are needed beyond the Short Summary.
Contact Marker: leave blank.
SNAP Submittal Date: leave blank.
Reason for Contact: Missed Appointment
Referral Type: select the applicable Referral Type from the table below. Referral types help
workers manage their caseloads easier in the Contacts queue.

2T O3 AT TSR0 Q0T

c &+ v =

Referral Type ‘ Description

Aging Out Aging out referrals received from DCF

APS-High Specific to PSA 11. Lead Agency sends APS-High referrals back to
Screening to get on MLTC wait list.

APS-Intermediate APS referral received from ARTT

APS-Low APS referral received from ARTT

APS to ALF Referral APS referral received via email from DCF Case Manager
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Referral Type ‘ Description

Initial Community referrals or referrals from Helpline

Rescreening Annual re-screenings identified on the Assessment Due Report

Return to Pipeline When a client may continue enroliment without being re-
released following a termination per the EMS Procedures

Significant Change When a client reports a significant change in their condition
pursuant to Chapter 409.979 F.S.

v. 701S Appointment Date: enter the appointment date of the screening.

w. Unmet Needs Reason: leave blank.

X. Assigned To: defaults to self. Can remove value or leave as is.

y. Screener: leave blank

z. Contact Status: leave as Draft. Will update it later once the NCL is sent and the contact is
completed.

aa. Duration: will automatically populate after the record is saved.

bb. Client Primary Language: leave blank.

cc. Other Language: leave blank.

dd. Follow Up Date: leave blank.

ee. Screening Referral Created Date: leave blank.

5. From the File menu, select Save Contact. Do NOT select Save and Close Contact.

6. Keep the contact details page open and generate the No Contact Letter. This is done from the
client’s Demographics page.

7. Use the shortcut on the Client subpage to open the client’s record.

HI.I)F.I!»\I-‘I-'AII!H‘ Contact ID = 74624  Client
9/15/2022 11:59 AM

File  Add Participant

Contact Filters

First Name w +
Resources Provided

Search Reset
Client

1 Client record(s) returned - now viewing 1 through 1
Q0D Resources

| First Name | Last Name | Type | Home Phone I ‘Work Phone | Email |hge- DOoB

Michelle Apple Prospective Consumer | (555)555-5555 (777)264-9103 mreed@email.com | 79.4 | 04/2411944

8. Click on the record to view additional demographic data. From the Tools menu, select View Client.
The client record opens in a new window.

9. Select the Demographics tab. From the Word Merge menu at the top of the page, select No
Contact Letter.
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ELDER .\'I-'I'.\Ilt\‘

File Edit Tools Reports Ticklers

Apple, Sarah (1750746)

Caregiver/Care Reciplent

View Contacts

Sarah Apple
at,

Demographics
ed by fbuck
3 12:52:39 PM

Word Merge

£y
SUUG « MIETICAI LETTTICETIoN Fonm

J00YMMF - Some form of Medicaid/No Form 5000-3008

Associated People | Appointments | Medications ADONMYF - No MedicaidYes Farm S000-3008
Programs | Services | Awuthorizations = Activities S00SSYF - SSifYes Form 5000-3008
START-STOP TIMER |Bafogaphicall CpeniCiosd CLUS 1N = SSUNG PO SU00:5008

Demographics

EMS Release Date BMI2023
eCIRTS Client ID 1750746
Former CIRTS ID

First Name Sarah

AHCA 5000-3008 Return Fax Cover
MCO Annual Return Cover Sheet
No Contact Letter

No Contact Letter SPANISH

Past 7018 Sereening Latigr Na%008

10. The Word Merge preview page displays the populated No Contact Letter. Print the letter or save it

to a PDF. Send it to the client outs

ide of eCIRTS. You do not have to save a copy of the letter to a

note an attachment, but you do have to add a note that it was sent in your contact record.

ELDER AFFAIRS ‘

File

Generate Merge Document
Click the "Open Document" button to
open the Merge Document for editing.

Save to Note

If no changes have been made to the
Merge Document, click "Save to
Note". The current word merge
template will be uploaded to a note
record with the merge fields
populated.

Upload and Save to Note

If changes were made to the Merge
Document, click "Upload and Save to
Note" to select the saved file and
upload that document to a note
record. Don't forget to delete the
saved document after you have

11. Return to the open contact record
complete this contact record:

Sarah Apple No Contact
12/6/2023 4:47 PM Letter
Preview (read-only)
This is a preview of your merge document and is not editable.
v - + @ 1 oft | ) Q =]

Advantage Aging Solutions
December 6, 2023

Sarah Apple
123 Test St.

Tallahassee, FL 32304

Dear Sarah Apple:

We have been trying to reach you to evaluate your need for services. To add new
clients to the List for services, we need to complete a telephone screening. For clients

currently on the List, we contact them once a year for a rescreening.

If you still want services or you want to stay on the List, please contact us at the phone
number below.

on the Contact details page. Update the following fields to

a. Short Summary: State that the client missed the appointment, and the No Contact Letter
was sent. Should be limited to 2-3 sentences. This field is visible on the Contact queue.

b. Notes: This field is unlimited and does not display on the Contact queue. Should be limited
to 2-3 sentences. This field is visible on the Contact queue. This field is optional and only
needed if additional details are needed beyond the Short Summary

c. Contact Status: update to Complete.

d. Duration: will automatically populate after the record is saved.

12. From the File menu, select Save and Close Contact.

13. The screener will Add an activity record for INSC units based on the duration of the missed

appointment follow up on the client’s Activity tab.

14. The screener will make up to three contact attempts to reschedule the appointment. Proceed to

the Contact Attempts section.
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Start 701S but Not Finish

This section includes steps to document an incomplete 701S for the client. The screener started the screening
with the client but was unable to finish. This will be documented as a contact record and a form in eCIRTS.
These steps assume the screener is calling the client for a scheduled appointment. If the screener reaches the
client and is able to complete the screening then, begin with Step 4.

Role: eCIRTS Worker

1. If at any point the screener is unable to continue and the 701S form is incomplete. Update the
following fields:
a. Inthe Header, Status: Draft. This is the only status that can be used if there are
unanswered required questions in the form.

2. From the File menu, select Save and Close Forms.

Note
G Some PSAs will delete the incomplete 701S form instead of saving it as Draft.

3. Return to the open contact record on the Contact details page. Update the following fields to
complete this contact record:

a. Short Summary: State that the 701S was started but unable to be completed and why. Should
be limited to 2-3 sentences. This field is visible on the Contact queue.

b. Notes: This field is unlimited and does not display on the Contact queue. This field is optional

and only needed if additional details are needed beyond the Short Summary

Contact Marker: leave blank.

SNAP Submittal Date: leave blank.

Contact Type: remains SMMC LTCP - Screening

Reason for Contact: 701S Incomplete

701S Appointment Date: enter the appointment date of the screening.

Unmet Needs Reason: leave blank.

Contact Status: update to Complete.

Duration: will automatically populate after the record is saved.

Follow Up Date: leave blank.

Assigned To: defaults to self. Can remove value or leave as is.

Screener: remains self

T AT T ITE M0 Q0

4. From the File menu, select Save and Close Contact.

5. The screener will Add an activity record for INSC units based on the duration of the contact attempt
on the client’s Activity tab.

6. When a contact record is saved with Contact Type = SMMC LTCP — Screening and Contact Status =
Complete and Reason for Contact = 701S Incomplete, eCIRTS will automatically create another
contact record to track the next attempt to complete the screening. The screener will filter the
Contacts queue to view and manage contact attempts that require follow up. Proceed to the

Assign the Screener section.
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