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Icons Used in this Manual

Icon

Description

s

Tip
Tips provide general recommendations on how to make it easier or more productiv
use theHarmony solution

Caution

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

5

Note

Notes provide additional information of general interest about a specific function of
process of the Harmorsolution.

Example
Examples are provided to help you develop a better understanding of the subject g

and how the Harmongolution may be useth a specific scenario of relevance

Learning Objectives

L R T O R I A R

1. Search for existing clients

©COoONOA~WN

Create a client record

Update client demographics

Complete a resource search

Record an information only contact record

Record a referral contact record

Record aranonymous or incomplete contact record
Record a SHINE referral

Record a screening referral

10 Record a referral to community resources
11. Complete screening referral 14 day follow dgpcumentation
12. Complete community resource referral 14 day follogvdocumentatbn
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13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.

Add notes (assessment, contact attempt, narratives)

Complete the 701S Screening form

Complete the 701A, 701B, 701C Assessment forms

Record Caregiver and Associate People contact information
Generate letters and notices

Schedule appointments

Recordprogram enrollments

Manage program enrollmergtatus changeand enrollment providers
Assign clients to ADRC workers and/or Assessors

Search the Wait List queue

Complete EMS Release processes and documentation
Complete CARES Direct Referral processesl@ruumentation
Complete the CARES Staffing process and documentation
Complete CARES follow up tasks triggered by workflow wizards
Record the services a client is to receive and create authorizations
Complete services 14 day follow up documentation

Add Provder referral records for billing

Record medications

Create Care Plans and complétenonth reviews

Record billable units as activity records

Terminate enrollments

Close a record due to death

Run reports
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dient Management

In the past, theClientrecords I &8y Qi  ONXB I (i S Rliefitwas ¢ohtaeted to sdgdule the siréefing. In eCIRTE litwet records createdirst, then

GKSY FTRRAGAZ2YLFE NBO2NRaA OFy 0S5 I aicassickhiBd Pédble, Sdtvices, ald AksSsgniefsi A MidhOecdidwill be d
created br every person in need of assistancee@lrecords will be created for information only calls and for those in need of a screening or referrals. The
client records createdbr the screening or referral calls will be more detailed than those created for the information onlyfcadisieone calls on behalf of the
person in need of assistance, the client record is created for the person in need, not the contact gdéisstnecords will not be created for anonymous callers.
Once the client record exists, contact records can be created. The contact record houses the details of the call, tleediesciory, and the resource

information provided to the caller. Anonymouslisawill exist as contact records only in eCIRTS.

The benefit of adding the client record first in eCIRTS is there are less steps the user takes to search for recordxwmwhndd easily associated to an
individual.

Use Cases: Client Recordgda@ontact Records

NOTE

- The use of eCIRTS by the Helpline/I&R staff will be revaluated in Phase 2. The content in
next few sections may change in Phase 2.

Thel&R Specialistwill access different parts of théontact and/or Client recordepending orwhat the client/caller needs.
The following use cases represent scenarios where the Client record vs. the Contact record would be created. A sumnsaep®htieeprovided for each, but
the user should reference the relative section in this manuasfep by step instructions.

t SNA2Y Ay YSSR 2F [aaradlyOoS R2
Search for an Existing ClidRecord
Add a newPre-Client Record

TheDemographicpage has been completed.
TheScreeningage is completed. StatuScreening Not Required
Contactrecord has been added

Resource Search has bessmpleted;information provided.
Contact record is closed

t SNBE2Y AY YySSR 2F laarailyos
1. Search for an Existing ClidRecord
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©COoNOOrWDN

Personinnee® ¥ | aaAraidl yOS R2SayQi SEA&AG Ay (KS
1.

©NOOrWN

Add aNew Client Record

TheDemographicpage has been completed.

TheScreeningage is completed. StatuScreening Not Required

Contact Record has been added

Resource Search has been completed

TheReferrals to Providengage is completed. StatuReferral

Contact record is closed.

Thel4d-day Referral follow ufickler is triggered and will be documented as a note in eCIRTS.

Q)¢
:
Qx
[t
(0p))
_<
M

Search for an Existing Cli¢Record

Add a w Client Record

TheDemographicpage has been completed.

TheScreeningage is completed. StatuScreenindgReferral ADRC if you are I&R or Screening Referral if you are the ADRC
Contact Record has been added

Resarrce Search may have been completed

Contact record is closed.

Thel4-day Screening follow ugickler is triggered and will be documented as a note in eCIRTS.

Person in need of assistance does exist in the system, neefdsmation only.

1.

2.
3.
4

Search for an Existing ClidRecord

Contact Record has been added
Resource Search has been completefiormation provided.
Contact record is closed.

Person in need of assistance does exist in ystem, needs a referral to community resources.

1.

oA wWN

Search for an Existing ClidRecord

Contact Record has been added

Resource Search may have been completed

TheReferrals tdProviderspage is completed. StatuReferral

Contact record is closed.

Thel4-day Referral follow ufickler is triggered and will be documented as a note in eCIRTS.

1-855-WELLSKY WellSky.com

sl WellSky
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Person in need of assistance does exist in the systeeeds a referral for screening.
1. Search for an Existing ClidRecord

Contact Record has been added

Resource Search may have been completed

TheScreeningpage isupdated StatusScreeingReferral ADRC if you are 1&R or Screening Referral if you are the ADRC
Contact record is closed.

Thel4-day Screening follow ugickler is triggered and will be documented as a note in eCIRTS.

oghwN
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Searchfor an Existing Client Record
¢KS FANRG Aad0SL) F2NJ Ffyz2ad SOSNE | OlAz2y Ay S/ Lwe{ntreddrdwiebe ad8ddNOK F2NJ Iy

&l WellSky

1. Click on theClientChapter.
2. Use theQuick Searclat the top of the pageo search by one data element only: eCIRTS client ID, Last Name, First Name, SSN, Date of Birth, PSA or (
Home Phone.

welcome, Worker Test Advanced Sian Ou /
7/28/2021 2155 PM v Search S DOEA Main Lt w

File

Quick Search

ADVANCED SEARCH

Panpating

a. Select the Search filter and enter the datickCSearch.

3. The most common way to search, by more thaw dilter, is to use thédvanced SearchClick theAdvanced Searclhink, always at the top of the page.
Quick Search

I Clients M| | LastName h @ : ADVANCED SEARCH

[ Participating

CONTACTS ‘ CLIENTS CLIENT GROUPS

AGENCIES | PRCOVIDERS RESOURCES | REPORTS UTILITIES

a. The most frequently used search criteria is displayed the user can change any or all of thatrany time, if needed.
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Quick Search

Clients hd Last Mame
[J Participating
MY WORK CONTACTS J CLIENTS CLIENT GROUPS AGEMCIES PROVIDERS RESOURCES | REPORTS

(V)-Filters

Last Name Contains A AND w x

Best Contact Phone » Contains hd AND » b

Date of Birth b Equal To A H AND w x
[TeCIRTS Client D %[ |+ '

b. Select the filter(sand enter the data. ClicRearch

. NOTE
O Each search filter contains four parts:

1. Filter Field the data point to search on

2. Operator. the relationship between the filter field and the value described further in the
table below.

3. Value the filterfield answer to search on

4. Connector the relationship between this filter and other filters in the seasNDtightens
your search: only returns records that medikLfilter criteria. ORbroadens your search:
returns records that meeANYof the filter aiteria.

Definition

Operator

Equal To

Returns records that match the entered criteria. For example, if <Last Name> is ent
Fd aSlidzrf G2¢ | ALISOAFTAO LISNE2YyQa VYl
be returned.

1-855-WELLSKY

WellSky.com

M ﬁ oy ADVANCED SEARCH

Ak WellSky
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Operator Definition

Begins With

Returns records that begin with the entered criteria. For example, if <Last Name> ig
SYGSNBR Fa a0S3aAaya soA0KeE WwWeQ GKS aead
flradg yrySa GKFEG adrNI gA0K WeQ>s adzOK

Ends With

Returns reords that end with the entered criteria. For example, if you search on <La
bl YSH aSYyRa gAlKE WNIRI &2dz Oy NBGNRS
such as Tester.

Not Equal To

Returns records that do not match the entered criteria. For exaiphnameis entered
for <Last Name>, the system will return a list of records except those records for th¢
name provided in the search criteria.

Greater Than

Returns records that are dated later than the entered criteria. For example, if <DOB
enteNER & Ga3INBFGSNI GKFyé WRnoKAMKHAMPp QX
birth are after March 1, 2015.

Less Than Returns records that are dated earlier than the entered criteria. For example, if <DC
SYGSNBR | nokdSmk HinkilpRs (G(KS aeadasSy oAt
birth date before March 31, 2015.

Contains Returns records that contain the entered criteria. For example, if <Last Name> is e
Fa aO02ydlFAyaé aLISOATA O Memberdsard(s) assigned &
that worker with those values would be returned.

Blank A record is returned where the selected field does not have a value in the field.

Non-Blank Returns records where the selected field does have a value in the field.

4. If a match is not found, proceed fsdda New ClienRecord

5. If a match is found,edect theO f A Samé &bén the List View grid.

1-855-WELLSKY

WellSky.com
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21 Advanced Search rocord{s} etumaed - now viewng 1 inrough 15

['0005
I‘G&."‘sﬂ
.'0039
"0049

ACIRTS Chont 1D o

Lost Name

Vhae

Mamans

Véaters

Twirkla

First Name

E%n

James

Came

()

[ 55N
236-57-8783
12-34-5650

'ET')-TC-‘O‘L"

Best Contact Phone | Dateof Barth
| (259)744-2373 | D1K0311340
{B201254-537% |o1/0111938
‘ DUD2N842

Q051945

6. TheDemographickist page is the landing page when openif@fa A SygotdQ &

1-855-WELLSKY

WellSky.com

Ciy

TALLAHASSEE
TALLAHASSEE

FORT LAUOERDALE

a8 WellSky

Zip Code
32305
32301

'33?»'.-‘
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Add a Newdient Record

Individuals seeking services may enter the community care service system by direct contact with an &RR@@ccess point. An access point is a service
provider or other entity that performs one or more functions under an agreement with the AB&s@ss points include the Elder Helpline/I&R Specialists, DOEA,
Medicaid staff, ADRC, Lead Agency, OAA Providers, and Service providers. Any access point caf/wilbcieatSy i NB O2NR&a Ay S/ Lw¢{

1. If asearch for an existing client recands already been completed and no matches exists, a new client record will be created in eCIRTS.

2. The searchesults from the previous step will already be displayemm the Filemenu selectAdd Newclient ¢ Search Existing.

TIP

x New Clients cannot be added from the Quick Seagshlts.Make sure you are on an existing
client record or have clicked tHeR g+ y OSR { St NDK t Ayl Fd {K!
Clientc{ SI NOK F2NJ 9EAaGAy3I¢ 2LIA2y oAttt 0S5 |

Welcome, Worker Test Advanced
2T 40T IM W Search =4 et v =y

I Ad Mew Clarg - S For Casty I

it

THENSS

CORTS Ciemt © o Last Naew Frst hame asw Sent Comact fnoos Dwno of B Ciy 22 Coe Hoe Proco Som Courny PEa

N ™~ Ot s AYI0NA BALY 2114 770 Maacton C1 WA 4 -

3. TheDemographic Searcbpens The application requires a search for an existing client before a new one can be Busleaind Last name are required
search filters. The remaining default filters can be removed by clicking thé red
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Welcome, Jennifer Buck  Client - Search

ws2022 11532 w  For Existing

ELDER AFFAIRS
TATE OF FLORIA
FLDER Al"'\m
File
F Fllters
Last Name 1 Contains AND » X
First Name Containg OR v| X
Date of Birth Equal To O R v %
County Cortains OR v x
Last Name +
[FOR—

4. Add or change the search filters as desiredrtitlickSearchResults are returnetielow.

| 3 Clont . Suarch For Existing recond(s) isturmed - now viewing 1 IMough 1%

Fint Narme Lasthame | DamofBeth  Coonty  PSA | ClantiD | Homa Phone | S5N Stivot Streatz | Sote  ZipCode |
Harmony | Apchcation ' ' . ' ' 11200 Paza Amerco :\'A 0100 '
Provoer 10004 I

‘ Ay Parky ' ‘ l | 4040 Enptanace Way “'L N '
flike Mortoyas AD4D Erprace Aoy ¥l 220

| Foank ' Aagones ' ADND Esplarace AWay lfL 1366

‘ Tawnya Marting I A0 Expanaos ‘Way . Fl e

‘ Caney Lt AMD Enplnace Ny [FL 1266
Joanne Qranpe 4040 Esplanace Nay K 110
Bach | Kuginr ADMD aplarace Ay [ )

1-855-WELLSKY

WellSky.com

a8 WellSky
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NOTE

0 Each search filter contains four parts:
1. Filter Field the data point to search on
2. Operator. the relationship between the filter field and the value described further in th
table below.

3. Value thefilter field answer to search on

4. Connector the relationship between this filter and other filters in the seatND
tightens your search: only returns records that megtd filter criteria. ORbroadens your
search: returns records that me@iNYof the filter criteria.

Operator Definition

Equal To

Returns records that match the entered criteria. For example, if <Last Name> is enterg
GSldz- £ G2¢ | aLISOAFTAO LISNBR2YQa yIYSZT
returned.

Begins With

Returns records that begin with the entered criteria. For example, if <Last Name> is el
Fda ao0S3IAya gAlKE WeQ (KS aeadSy gatft N
GKFG adFrNI 6A0K WeQ> adzOK Fa ¢SadsSNI Ly

Ends With

Returns reords that end with the entered criteria. For example, if you search on <Last
blFYSH aSyRa gAlKé WNRI &2dz Oy NBGNRSOD
Tester.

Not Equal To

Returns records that do not match the entered criteria. For exaiphnameis entered
for <Last Name>, the system will return a list of records except those records for the n
provided in the search criteria.

Greater Than

Returns records that are dated later than the entered criteria. For example, if <DOB> i
enteNER | & Ga3INBFGISNI GKFIyé WRnoKAMKHAMP QX
birth are after March 1, 2015.

Less Than

Returns records that are dated earlier than the entered criteria. For example, if <DOB3
SYGSNBR | nokdmk HinklpQs (G(KS aeadsSy gAaff
date before March 31, 2015.

1-855-WELLSKY

WellSky.com
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Contains Returns records that contain the entered criteria. For example, if <Last Name> is ente
GO2y il Ayaéd aLISOATAO O MemzS Recdrd(s) asdigbed talhath
worker with those values would be returned.

Blank A record is returned where the selected field does not have a value in the field.

Non-Blank Returns records where the selected field does have a value in the field.

5. If there is a match, select it from the list.

6. If there is not a match, seleétdd New

SDER Al-'l-'.-\I-l.?;‘ Welcome, Jennifer Buck = Client - Search
it 4/8/2022 11:58 AM For Existing

File
()-Filters
Last Name ) Contains v Sm AND » X
First Name ) Contains v Ja OR w X
Date of Birth v Equal To v 01/01/1940 il OR w x
Last Name v +

7. TheDemographicpage opensProceed to theDemographicsection.
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Add aPreClientRecord

sl WellSky

Preclient records will be created in eCIRTS for information only calls or instances where documentation for a client ishefoedv/dtk client contacts the agency.

(i.e. 3008 Medical Certification forms from nursing homes) The steps to completd afPie S y (i

NE O2 NRa

NI

iKS alyvysS I a

information is gathered. Later in the workflow when the Client is contacted, additional information will be added to4BkeRteecord making it a full Client

record.

1. Gomplete theAdd a New Client Recosection first.

2. When theDemographicgage opens, complete the following required fields:

a. First Name
b. Last Name
c. Date of Birth

NOTE

o

s

Basic Demographics
EMS Release Date
Former CIRTS ID

First Name * Michele
Last Name * Keck
Middle Initial

AKA Name

Title

DOB Unknown

d. Gender

1-855-WELLSKY

Age
Date of Death 3

WellSky.com

Date of birth is a required field. When it is not kngveelect the DOB Unknown checkbox. Th
DOB field is hidden and no longer required.

Page 24 of 360
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jéasic Demographics
EMS Release Date
Former CIRTS ID

First Name *

Last Name *

[ Michele

Keck

Middle Initial
AKA Name

Title

Date of Birth *

DOB Unknown
Age

Date of Death
SSN

Pseudo SSN

Medicaid Number

Gender *

Female «

Marital Status
Number in Household
Head of Home
Disabled

Are you a veteran?

Veteran Status

sl WellSky

3. If any additional information is known, such as address, complete those fields on this page at this time. For additihahdb&other fields on the

Demographics page, see tBemographicsection. If the information is not known, leave the field blank.

4. At minimum, the required fieldswustbe answered before the page can be saved. Fronftleenenu, selecBave and Close Demographics

1-855-WELLSKY

WellSky.com
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5. TheScreening page will open. Proceed to 8@eeningection.
Demographics

The Demographic page is the first to display when a new client record is added. FréndtheNew Client Recoathd Add a PreClient Recordsections you
learned a user must first search for an existing record before eCIRTS will allow them to create a new record. Thistaéistadhtde data elements on the
Demographics page, not just the ones required to create a client retisets may complete this information with the client on the phone or come back to it
later to complete.

You can edit Demographics from this same page. For existing cliem®etnographicsummarypage showsdirst and displays the mostequently referenced
Demographic fields. There are more Demographics data elements to view but the user must select the Edit Demographiepdgditohem.
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Demographics
EMS Release Date
eCIRTS Client ID
Former CIRTS ID
First Name

Last Name

Middle Initial

AKA Name

Date of Birth

Date of Death

Contact Information
Address Type
Address Category
Street

Street 2

City

State

Zip Code

County

Rank
Priority Score

Assessment Date

Interpreter Services Used

020172021
10005

Ellen
White

1/1/1940
1172021

Mailing
Assisted Living Facility

123 Home 5t

TALLAHASSEE
FL

32305

LEON

5
50
06/01/2021

Yes

SEN

Pseudo SSN
Gender

Age

Race

Ethnicity

Primary Language

Other Language

PSA

Agency - populated by
places list?

Best Contact
Home Phone
Work Phone
Mabile Phone

Email

236-57-8788

Female
1]
Asian, White

Non Hispanic or Latino

English

2
2B

(250) 744-8878

(850) 235.9774
(850) 3337777

o ol
. L N74Y]
We ONY

P

1. To editor add demographimformation or see additional Demographic informatioot displayed on the Demographic Summary pagelectEdit
Demographicgrom the Editmenu. The Demographic Details page displays.

1-855-WELLSKY

WellSky.com
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Role
Ellen white Demographics .
Last Updated by System SIEA M v m
8t 5711/2021 10:14:19 AM
File Edit Tools Reports Ticklers View Contacts Word Merge
L " Enl DEpgaEmhics I
. Y . v - E v
Farticipatng
4Y WORK ONTACTS CLENTS ENT GROUPS AGENCIES PROMVI(

SSN 23657 78R Priotity Score
DoB M40 Assessment Date
Rank 5 EMS Release Date 02012029
White, Efen M (10005)

Caregvor'Care Recpant

Case Relations Authonzatoers Actabes Medicatons

StxtiStep | Demographies | Screening  Referraim/Notficatons | Programe Forms | Services Wad List Notes | Appontments

2. The Demographic Details pageaisothe landing page when adding a néiient record (Adding a NevClientRecord Step7.)

3. The Demographic Details page has several sections. The eCIRTS user may need to revisit this page several timesthe adtadtraih theclient.
The only required fields that mube completed before the Demographics page can be saved are First Name, Last Name, Date of Birth and Gender.

Basic Demographics:

AT T SQ@Tm0oa0oT

EMS Release Dat&HCA provides the EMS Release Date for a set number of clients.
FormerCIRTSD: the ID number for the clienh the legacy CIRTS system

First N\ameOf A $rgt Hatha

Last NameOf A &isf tafdé

Middle Initial: O f A &iddiemitial

AKA Namealias name for the client if applicable

Tiley GKS Of ASyidQa GAGES

Date of Birth:O t A Sighda® &

DOBUnNnknown: use this field when the DOB is riatown,and the DOB field will be hidden and no longer required.
Age:Of A Sgéil Qa

Date of DeathO f A Sateipfl&ath, if applicable
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SSNOf A Sogidl Seaurity numbefThe SSN in this field wilbpulate in other places of the application like 701S and 701B assessments.

—~ NOTE
0 In March 2022POEA approved the change to mask SS}CIRT® comply with
requirements.
Only users with the eCIRTS SSN Manager role can see a full SSN. All otbanusdyssee the
last 4 digits.

Users can still search yll SSN in the Quick Search or use the Advanced Search to searct
the last 4 digits.

NOTE
0 The I&R Specialist, eCIRTS Worker, eCIRTS Admin, ADRC Records Management, eCIR
Programs, CARES staff roles can add SSN. Only the eCIRTS SSN Manager role can unn
edit the SSN. Only certain users will be given the eCIRTS SSN Manager role.

Pseudo SSNPseudo SSN for the client when a real SSN is not known. The Pseudo SSN does not populate on the 701B assessment.
Medicaid Number:Medicaid number of the client if applicable

Gender:Of A §eideQ a

Marital Status the marital status of the client

Number in Household ¢ KS ydzYoSNJ 2F LISNER2Yy & Ay (KS Of ASyiQa K2dzaSKz2f R
Head of HomeCheck if Yes. Leave blank if No.

Disabled NAPIS/OAAPS required field that pulls from the Assessment

Are you a veteran?Yes or No

VeteranStatus If Are you a Veteran: Yes, then answer this question.

Do you have Adult Cystic Fibrosisf?es or No

. RaceOf A &yeliV@rg than one can be selected.

Other RaceFree text field if the race of the client is not in the Race field
Ethnicity: cliend Q& SO Ky A OA (e
Primary Languagethe primary language of the client

aa. Other LanguageUse this field to record other languages for the client
bb. Other Communication MethodOther communication method used by the client
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cc. Interpreter Service UsedZTheck this box if services were used. This will be tracked for invoicing purposes.
dd. Clienthas limited ability reading, writing, speaking or understanding Engli¥les or No

¢

LM AN \Il\\

File Toots

Michele Xeck

Lt Updated by Adren

MUTII 4

Y

am

J Bmé Demegraghics
ENS Rrtoore Date

Chrt Adcresses
Former CRTS 1D

ST Farst Name

Las Nane

EMiaale Wil

ANA Marme

Tl

Dwle of B
DOB Imknws
Age

Date of Daath

SN

Pseawao SSN
Manticaed Mumbar
Ceatrdur

Mor ) Storun
Murrer i1 4 owd hosd
Jiwadt of Hurme
Dreatind

Are yuu & veteran?
Vetecan Ssatus

Do you have Asult Cysic Fiteoais?

FOnher Ance

Eihmicity

Prunary Langaage

Ot Largusge

Dbt Coremmnic ston Mettod

Petmrpntnt Secvices Unne?

Clsut has liresied atzaty readng, weiting,
Apeating, or undestanding English

541

JOO0 XX-9103

M98
Femaw v

Mamed v

v

v
Amencan indanAlasaa Natra
Aaan

BlachAlcas Ameitan

Natvwe HanatanPacifc lslang
Cthe

Unknoan

White . Hisouaess

Noa Msganc of Latna v

=gt v

Contad Information:
a. Homeless?Yes or No

1-855-WELLSKY

WellSky.com

Ak WellSky
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Address TypeSelect Home, Mailing or Physical

Address CategorywWhen Address Type is Physical, this field is visible and required.
Facility NameEnter the facility name when applicable

Street: Enter the streetaddress

Street 2:Enter the street address

City: Enter the city

State: The places list presents a list of values based on the City selected.

Zip CodeThe places list presents a list of values based on the City, State selected.
County:The places list presits a list of values based on the City, State, Zip selected.

; Note
0 { SOSNIt NBLRNIA& dzaS (GKS OftASyiQa /[/2dzyie G2 RAALI I @

T SemeaowT

k. PSAThe places list presents a list of values based on the City, State, Zip, County selected.

) Note
o { SOSNItf NBLRNIA& dzaS (GKS OftASyidQa t{! G2 RAaLIIl & NBa

[.  Agency:This fields populatedby the places list with the Agencame.

Note
0 Several reports and behind the scenes automations use the full Agency Name in this field. Be sure to enter this fiel

. Best ContactThe best number to reach the Client. This could be the Home, Work or Mobile phone number.
Home Phone:The home phone number of the Client.
Work Phone:The work phone number of the Client.
Work Extension:The work phone number extension of the Client.
Mobile Phone:The mobile or cell phone number of the Client.
Email:The email address of éClient.
Address NoteThis field is used for notes about the address. It was added so users would record real USPS address information in the stree
fields instead of notes.

w =TT OS> 3
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Note

0 For the eCIRTSo Live in December 2021,K S W/ dzZNNBy i t KeaA Ol t [20F A2y Q LJF
W, SaG /2yil0GQ LK2YyS ydzYoSNI Ay S/ Lwe¢{d

b Contact Information
Homeless? No
Address Type
Address Category * | Private Residence v
Facility Name My Home Inc.
Street 123 Home St
Street 2
City TALLAHASSEE ) Clear |
State FL ] Clear |
Zip Code 32305 ] Clear |
County LEON ] Clear’|
PSA 2 A8 Clear |
Agency | 7B 3 Ceear |
Best Contact (259)744-8878
Home Phone
Work Phone (850)235-9774

Work Extension
Mobile Phone (850)333-7777
Email

notes about the address so users don't put them in actual

address fields.
Address Note

Additional Information:

a. Rank The Priority rank from the most recent assessment and is update every time a 701S, 701A or 701Blissavad only.
b. Priority Score The Priority score from the most recent assessment and is update every time a 701S, 701A or 701Bltissseaadcbnly.
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Assessment DateThe date of the most recent assessment and is update every time a 701S, 701A or 701B isisaeed.only.
Eligible for SS DisabilitAnswer Yes or No.
Is Rural?NAPIS/OAAPS required field that is populaatbmaticallybased on the zip code in the Places List.
Lives Alone?NAPIS/OAAPS required field that pulls from the Assessment
In Poverty?:NAPIS/OAAPS required field that pulls from the Assessment
NSIP Meal EligibleNAPIS/OAAPS required field that pulls from the Assessment
NSIP Eligibility TypeNAPIS/OAAPS required field that pulls from the Assessment
Below 150% Poverty LevéltAPIS/OAAPS required field that pulls from the Assessment
High Nutrition RiskNAPIS/OAAR8quired field that pulls from the Assessment
Cognitive ImpairmentNAPIS/OAAPS required field that pulls from the Assessment
. ADL ScoreNAPIS/OAAPS required field that pulls from the Assessment.
IADL ScoreNAPIS/OAAPS required field that pulls from Alssessment
CoPayt 2 LJdzf  §S GKA&A FASER F2N) Ot ASyiQa ¢K2 KIF@S I O2LJ @&

53T XTToQ 00
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Additional Information

Rank
Priority Score
Assessment Date

Eligible for §% Disability

Census Tract (OAAPS reporting)

Is Rural?

LivesAlone?

InPoverty?

NSIP Meal Eligible

NSIP Eligibility Type
Below 150% Poverty Level
High MNutrition Risk
Cognitive Impairment
ADL Score

IADL Score

CoPay

2021-08-10

J
<
<<

] 1
II

4. When finished, from thé&ilemenu, selecBave and Close Demographics.

a. Fornewclients the Screening page will display. Proceed to 8ueeeningection
b. Forexistingclients the DemographicSummary pagwiill display.The updates are complete.

1-855-WELLSKY

WellSky.com

sl WellSky

Page 34 of 360


http://wellsky.com/

ELDER AFFAIRS \

1

1-855-WELLSKY

Note

SSN, DOB, Rank, Priority Score, Assessment Date and EMS Release Date from the Demographics page are also
header that remains visible on any tabtbhé Client record. As data for these fields changes on Demographics, it will a

change in te header.

MY WORK ONTACTS CLIENTS CUENTGROUPS |  AGENCIES PROVIDERS RESOURCE REPORTS

SSN 235575768 Priority Score 50
008 11/1540 Assesament Date
Rank 5 EMS Retonse Dats 0200172021
White, Ellen M {10005)

CaraghvenCare Rec et

Cass Relatons = Authorzatons = Actwibes | Mecicatons

Start'Stop LDemOgtAphIEs ) Screening | RefecralsMotifications  Programs  Forms | Seevices . WaitList  Notes | Appontments
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Add a Contact Record

The contact record houses the details of a call, the resource directory, and the resource information provided to th& caieact record aabe added

directly from a shortcut on the Client record or it can be added directly from the Contacts ch@ptgrAnonymouand incompletecontactswill be added

directly from the Contacts chapter.y Ly O2YLX SGS OF ff Aa 2n6@h isférBaNdd to ddkuBatel) mdtch BitNhnrRAisRng Qiént récrdl. O |
Anonymous calls will exist as contact records only in eCIRTS.

o

o

NOTE

C2NJ Lsw {LISOAlItftAaGar GKS wOt201 adlNlaQ
Aad 2LISYSR® ¢KS WwWOt201 adtz2LAQ GKS ftFad Ga
Durations and Reason for Contact are used to calculate billing. Ulsiers can use the Contact
Record Data report to track this informatio&R staff will not use th&tart/Stop Timer.

NOTE
This process may be revised in Phase 2.

1. The user will firssearch for an existing client recoaidadd a new clientrecori ¥ 2y S R2Say Qi | t NSl Ré SEA&GD 2 A
Demographicgab.

2. From theFilemenu, seleciAdd Contact

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

~o Qa0 oW

1-855-WELLSKY

Division RequiredDefaults to AG as is read only.

Contact Date Requireddefaults to today and is read only.

Contact TimeRequireddefaults to now and is rehonly.

Received ByRequireddefaults to the user adding the contact record.

Agency Required. 8lect your PSA from the list

Entry Point Requireddefines the access point recording the contact information

I&R

1 DOEA
Contact Method Requireddefines how the contact was received
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h. Contact TypeRequireddiffers based on the Entry Point selected. The value selected at the beginning of the call may change by the time the c
has ended. This is an eCIRTS required field so the user must entee atthle beginning of theall butcanupdate it at the end of the call.

Contact Type Description

Information I&Rwill use this contact type. Records with this contact type will be part of the monthly aggregate
information billing units report.

If ADRC provides information to a Client, they will not add a Contact record. They will record their
in the Client record and bill for their services directly on the Activities tab.

Information: Caregiver I&Rwill use this contact type in some PSAs who track OA3B and OA3E. Other PSAs will ignore it.
Records with this contact type will be part of the monthly aggregate information billing units report,
Referral I&Rwill use this contact type. Records with thisntact type will be part of the monthly aggregate

referral billing units report.
If ADRC provides referral assistance to a Client, they will not add a Contact record. They will recor
notes in the Client record and bill for their services direatijthe Activities tab.

Referral Caregiver I&Rwill use this contact type in some PSAs who track OA3B and OA3E. Other PSAs will ignore it.
Records with this contact type will be part of the monthly aggregate referral billing units report.

Referral/Crisis I&Rwill use this contact type.
Referral/Advocacy I&Rwill use this contact type.
Specific Program Use I&Rwill use this contact type whedocumenting a Transfer Call or a Return Call/No Answer.
Incomplete I&Rwill use thiscontact type when follow up is needed.
Notification to I&R DOEAwill use this contact type.

NOTE

P If the Entry Point is DOEA, the only Contact Type will be Notification to I&R. DOE
should use Notification abe Status. Contacts received by DOEA are considered t
priority.

i. Contact First NameEnter the first name of the contact person
j.  Contact Last NameEnter the last name of the contact person
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k. Contact Person Phondnter the best contact phone number for the contact person

NOTE
“» By default, the client name and phone number are populated in the Contact nam
and number fields. If the contact is not the client, update these fields.

Relationship Enter the relationship of the contact person to the client

. Anonymoug: check this box if the person wants to remain anonymous. The contact first name, contact last name, contact person phone and
relationship will remain blank.
Anonymous- City. search for and select the city of the anonymous caller if known. If this isnemi@ymous contact, skip this question.
Anonymous- Zip: search for and select the city of the anonymous caller if known. If this is not an anonymous contact, skip this question.
Anonymous- Over 6 years oldAnswer Yes or No if known. If this is not anymous contact, skip this question.
Interpreter Services Usedheck this box if interpreter services were used on the call. Contact records with this field checked will be part of the
monthly billing report.
Contact Marker If any of the contact markerapply to this contact, select them. Wharisaster value is selected, the Disaster details field can
be used to add additional details (i.e. add the name of the hurricane)

s. Notes enter a summary of the call

3._

LT OS>

-

NOTE
“o The remaining fields on the Contact Details page can remain blank. The user will
back to this page at the end of the call and answer them.
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% OF NORI
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Fie Tools Reporns

— o

Ellen White Contact
Last Updated by Jhuck
st /3072021 10125705 AM

vt
Reecirces Proviced

Cotrtact Date *
Ot

Contact Time
Teack B Recered By *

Aguacy '

Eiviry Poim

Cantact Meihod *
\Conlact Type

Contact First Name
Contact Last Name
Conuact Parson Phens
lealaticnaaig
Anampmaus?
Anomymeos . City
Asorymaus - Zip Cose
‘Asonymaus - Over 60 years okt
100RONeE Sarvicus Uida

Cottmc Manei

Ot Cisasoor Detaen

e
08300021
WM
Buck. Janniar

vl

Arsa Agency on Ageq of Pasco-Preli, e v | Ot

AR~

Phoce Gl v

mformatiom v’

Jacksonvile
25545

Yos v/

COVID Tesnginfanmanon
COVID Vacone

Deassster - Environmantal
Dweaster - Fre

Dwsanter - Flood

D=aster - Hurcane
Daaster . Othes

Now Tant

=

- v

=1

4. From theFilemenu, selecBave Contact

CAUTION

1-855-WELLSKY

Select Save Contact, NOT Save and Close Contact to expose the subpages.

WellSky.com
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File  Tools Reports
Spell Check

ave and Close Conta
Print

Close Contact
Agency

Entry Point *

Contact Method

AG
07/30/2021
09:28 AM

| Test, Worker ~

|Advantage Aging Soluticns

w | Details

Phone Call v

Ak WellSky

welcome, Worker Test | Contact
7/30/2021 9:28 AM W

5. The page refreshes and additional subpages are displdyesearch theesource directoryselect theResources ProvidesubpageProceed to the

Resources Provideskction.

FLDER A¥ ltll(\\

File Tools Repons

Fw, ‘Contact information
oGt s

s

Resources Provded ey

Contact Date *

oo Contact Tine

Track Statun Received By
Agency
Entry Polmt *

Contact Mathod
Contact Type *
Contact First Namw
Contact Last Nams
Contact Person Phone

Relationahip

Contact ID = 10400

ot 7/38

AG

DI0QA0T1

1028 AN

Buck Jernrer -

Area Agenty on Agng of Pasco Piretas Ine v
18R v

Phore Cali v

Irdormatan v

Elen

vinite

(7791744-B87%

6. See theClose a Contact Recasdction when the contact is complete.
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NOTE
: TheClientsubpages only used when a previously anonymous or incomplete contact is link
to a client recordOtherwise, the I&R Specialist can ignore it.

If the contact record is created from thoient record,S/ Lw¢ { At € | dzi2 Yl
information to the contact record on this subpageCIRTS will not allow the I&R specialist to
add any additional clients to this contact if one already exists.

’ muul\n-\\ Contace 1D = 10470
3/2021 9:23 FM

Flle Add Participant

F st Name Last Newe Type Homea Phone Work Phone Emall Agn DOB

Anonymous and Incomplete Contacts
ly ty2yey2dza O2yil Ot A& 2yS gKSNB (GKS OFttSNIFalSR (2 elEorachisondwideftieY 2 d
OFftft SNI RARY QU fSIF@S Sy2dza3K AYyTFT2NXI GA2Y (2 ntacOibantion Bas éolledtad {i.€ Kumbek huthotl y S E
name.)Only Anonymous and incomplete contacts will be added directly from the Contacts chapter and not linked to a client record.

7. Select theContactschapter.

8. From theFilemenu, seleciAdd Contact
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9. 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 read only.
Contact Time Required. defaults to now and is read only.
Received ByRequired. defaults to the user adding the contact record.
Agency Required. Select your PSA from the list
Entry Point Select I&R
Contact Method Required. defines how the contact was received
Contact TypeSelect Information
Contact First NameEnter if available.
Contact Last NameEnter if available.
Contact Person Phoné&nter if available.
Relationship leave blank
. Anonymoug: Check this box if the caller asked to remain anonymous.
Anonymous- City. search for and select the city of ta@onymous caller if known
Anonymous- Zip: search for and select the city of the anonymous caller if known
Anonymous- Over 6 years oldAnswer Yes or No if known
Interpreter Services Usectheck if interpreter services were used
Contact Marker skip. Thigloes not apply.
Notes enter a summary of the call

W SQTOSITATTSQ@TOR0TE
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TATE OF NORIDA

ELDEWAFFAIRS ‘

Ellen White
Last UpSeted by jbuck
At 9/30/2032 10:25:08 AM

Contact

Rescurces Prondes Dhviaien * A
Contact Date * 0830202t
Clert
Contact Time * 1024 A
Tracx Staes Recurved By * [Buck, Jenndar v
Agency ¢ [Arma Aganzy on Agng of Pasco-Pinetas inc v | Delsn
Esry Point* [BR w”
Contact Method * [Prore Call ~|
Contact Type * [indormat v!
Contact First Name
Contact Last Name
Contact Parson Ehoos
Reationshp | e
™ m—
me? 1]
Anomymous - City Jacksonvilie « Bel
 Anotrysscss | Zip Coow 28546 =
: A8 o
L Anotymoes - Over 90 yeors o ’Y,"'.‘
o Ll
COVID Tesangiinformation - l-_ [ |
COVID Vaceme ks
Diaaster - Enveonmental 'L
Contact Marker Dizaster - Fra H
Dizaster - Ficod W li
Dissster - Huncane < l;-
LMUARRN -
Othet Dissster Detatls
4
New Text

10. From theFilemenu, selecSave Contact
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CAUTION
Select Save Contact, NOT Save and Close Contact to expose the subpages.

11. The page refreshes and additional subpages are displayed. To searekdhece directoryselect theResources Providegsubpage. Proceed to the
Resources Provideskction.

12. See theClose a Contact Recosdction when the contact is complete.

LinkAnonymous orincomplete Contacts to a Client

ly LyO2YLX SGS O2yidl OG A& 2yS 6 KS NRonidénSymadh tvith r\slstiRd\ dReyit@eitordf bbtis@n® cobtgtrindpihiatioh y T
was collected (i.e. number but not name.) That same caller may call back again, this time providing enough informatia #octient record. PSAs review
incomplete calls in attempt to match them witn existing client record.

Incomplete contacts can be located by searching the Contacts chapter. SBedtwh Contact Recoséction for details.
1. Select theContactschapter.

1
MY WORK -[ CONTACTS CLIENTS
%.*_s I
Search
)

O Apply Filter in Search | Search § Reset | Show Filter

Filters
eCIRTS ClientID  w Blank v AMND » x
Contact ID v +

2. Use the filters tadisplay all contact records that are not associated to a client. Update the following filters:
a. Filter: eCIRTS Client ID
b. Operator. Blank.
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MY WORK CONTACTS CLIENTS

%‘ﬁ)
Search
7]
a Apply Filter in Search w m Show Filter
(| Filters
eCIRTS Client 1D w Blank ~ AND v o
Contact 1D A +

3. ClickSearchResults are returned.
4. Add/remove additional filters tadentify matcheswith an existing client read.

5. Once the match is located, select the contact record. The Contact Details page disyidyis, read only because the status is complete.

6. To reverse the status of the Contact records so it can be updated, frofildmenu, selecReverse Dispagon.

1 Frank Fountain Contact
FLDER Al Hlus\

Last Updated by jbuck
at 8/25/2021 12:13:19 PM

File Tools Reports

History :
“mation
AG
ganrs20
12204 PM
Buck. Jennifer
Agency * Eider Source, The Area Agency on Agng of Northeast Fiorida tal
Entry Point * 18R
Contact Method * Phone Call
Contact Type Referrnl
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7. The page refreshes and the Contact Details page displays ar@dadingstatus.Select theClientsubpage.

8. No records will display on this page until the contact is linked to a Client. FroAdth@articipanttoolbar, selecClient Participant

ELDER \Huu\\ Contact 10 « ALAQ«I 71

10/1/2001 6€:38 PN

File Add Participant

| casut uncioant

Cootac

Festiame & +
Resoucns Provded

0 récord{s) sturned
Track Status

9. Thefields on the page are read only. TI8&R Specialighust complete a People search first before these fields will be editable.

Contact
Relationship
First Name
Last Name
Middle Initial

Address Type

Street

Street 2

City A u
State v -‘H
Zip Code - “

Home Phone
Work Phone
Work Extension
Moblle Phone

Email

10. From theToolsmenu, selecSearch for Persan
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File Tools Reports

Upload Photo
Contac| rmmm—
Search For Person

Wepurt?

Names
Caller Type
Addrosses
Last Nome

e
Phones First Name

11. The People Search filters display.
TIP
) > eCIRTS has been configured with frequently used People Search filters. Because the Pec
¢ { SFNODK A& NBIljdZANBRY GKS&S FTNBIljdzSyidfte dz¢
Reset button to display them.

12. Select the search criteria amahter the information. @ick on Search to display potential matches

File
~Search
Mickey Mouse (7]
[] Apply Filter to Search w W Show Filter
()-Filter

LastName  Contains ﬂ AND ﬂ ﬂ

Last Name ﬂ +

& -
s WellSky
/iy

o

13. If no results for potential matches are returned, then continue by closing the Search tab/witotheFilemenu, clickClose People Search
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Yy
%v Search
©
["] Apply Filter to Search w @ Show Filter
()-Filter
LastName | Contains Joe AND X
First Name Contains Schmoe AND x
Last Name +
Search Results for Harmony People
Last Name People ID First Name | Middle Name | Case No | DOB | Gendy
No records to display.
File
. Print
TIP
) eCIRTS has been configured to require a People Search before adding new Participants.
v on the People Search windoywgu MUST close using the File menu option, otherwise the
' system will not record that the people search was done and the fields ondhi&a€ form will
continue to be greyed out.
14LF F NBadf G Aa NBGINYSRE GKSy OtA0] 2y (GKS WwbQ (2 SELIYR GKS RSGI
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TATE OF 108

Search
[7] Apply Fiter 1o Search
« - Filter
LastNsme ~ Costains

mm'zjcm

Last Name \;j +

o]
Lastame | People I
Kagaia 10384

©

I T e

v

v

Search Results for Harmoay People

Bimal

Kadaha A0/ v| ¥

sl molv| | x

FastMame | MiddleNewe | CasoNo | DO8 | Gender | Race | MemberiD | Dato of Deoth

| 295

15. Review and verify if the result returned is a match based.ast Name, First Name, DOB and/or Gentl&t.
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o) Search
2
T |
<) Fiter
LestName  Contains V| Kacaia mov| xf
Frsthame V| Contans v| ema aov|  x
Last Name E]+
[“Search”J"Reset"J "W Fier |
Search Results for Harmony People-
[T
|| lastMame | Peopled | FirstName | MiddieName | CaseNo | DOB | Gender | Raco | MemberlD | DoteofDesth |
g | [Radaa 10324 T Bimal | Y 25
| NameType | FistName | LastName | MiddleName IsPrmary? | IsActve? | StnDate | EndDate | Display?
Main | emat | Kadakia v v | v1019 v
| PhoneType  Phone | Extession | IsPrimany? | IsActve? | SwnDate | EndOate | Display?
Nochidrecordstodisplay.
e street Street2 mm&mcmm:ﬂ&,;‘ﬁ:w
Unknown 792019
| Unknown | 4410 SW 16m Sweet | | OkiahomaCty | OK | 73108 | OKahoma | I [ Tmeee | | ¥
| EmaiType | EmsiAddress | lsPrimay? | IsActwe? | StrtDste | EndDate | Display?
No child records to display.
| MentfierType | deotfierVale | isPrimen? | IsActve? | StatDate | EndDate | Disploy?
No child records to display.
i

16. Slect Overwrite Participant Dataecause you want the demographic data already in the system for the cliewetwrite anything you may have keyed in
when you opened the Client details page. This is because the Client details page was read only when ydtj epsmedwere not able to add any data on
that page, so there is no risk in overwriting it.
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Overwrite Participant Data: Data on the Add New Prospective Participant
Information record will be replaced with data from the selected people
record.

Link to Participant: Empty fields on the Add Mew Prospective Participant
Information record will be populated with data from the selected people
record and then will be appended to the selected people record.
How would you like to proceed?
| @ Overwrite Participant Data |
' Link to Participant
O Cancel and Return to People Search Grid

17. After a People Search is performed, tB&ent data is displayed on the page.
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File Tools

Client

Client
Chent ID
Flrst Nome
Middie tnitial
Last Name
Addvess Y-"u-
Streat
Streat 2
Chy
Statn

| Zip Code
Counmty
Home Phone
Wark Phane
Work Exsension
Mobile Prone
Emadl
Ganates
nos
Age
Numbes in Household

Huad of Homs

Multi Race

Neson
Home
¥
32305
EON
4
v
1941
LAl

Amencan incdian and Alaska N
Asian

Black ar Afncan Amencan
Native Hawaian and Facife s
Other

Urinawn

]TT

- -

|

18. From theFilemenu, selecSave and Close Client

19. This once incomplete contact record has now been linked to a Client and will be listedMieth€ontact§ A &

1-855-WELLSKY

WellSky.com

2y

sk WellSky

[e=N

(¥p))

It A

Page 52 of 360

w»
<
(et
Qo

Q)¢


http://wellsky.com/

ELDER AFFAIRS \ ﬂ WellSk Y

nluk\llow" contace 10 = 10471 | Client
10/1/203% 8:30 P

File Add Participant

"
f——

Frrst Narw +
fie
Chark ) Vet

§ Clent recordls) rotemed - e viewiag 1 thiosgh 1
ck Stak
Fient Marew Last Marre Iype Heere Shome Wik I'hane £rmal nge DOt
l et otz Praspectve Cermrra $E3144-2043 {5 T 2867 817 121158 l
Fast Poevas o) Nt i

20.52y Qi T 2cNge $hél contazt rebd&Select theContactsubpage. The Contact details page displeyslate the following fields:
a. Note: Append text to note of the update you are making

b. Status Complete
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l Om 10172021 ot §:53 PM. Jooniter Buck wrote: attached to client record. I

Nates

New Text

Resources Provided v

Uamat Neods v
Arts. Cuture and Recreabon .
Clothing PersonalHousehokd 11| L2
Disaster Services »

Reason for Contact Education A
Emplayment 4
Food'Meais «
Genecal lofoomatinn =

Assignod To v

[ s |

Contact Complete Date m .
21. From theFilemenu, selecSave and Close Ctartt.

Resourcs ProvidedResource Directory

The eCIRTS worker can search the Resource Directory to look up provider and service information for tmetballResources Provided tabhe information
provided to the caller will be documented in te€IRTS record as a Resource Provideord
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NOTE

The I&R Specialist will add a Resource Provided record for EHEAP, SHINE and 701S scr

referral contacts.

1. From within the open contact record, select tResourcs Providedsubpage.

File Tools Reports

Caontact Contact Information

Contact ID = 10400

Last Updated by jbuck
at 7/30/2021 5:44:25 AM

w | Details

Resources Provided i Estom -
Contact Date * 07302021
Track Status
Contact Time 09:28 AM
Received By * | Test, Worker A
Agency | Advantage Aging Solutions
Entry Point
Contact Method Phone Call v

2. From the File menu, seleSkearch Resours=Provided

File Reports

| Search Resources Provided

Print esel .
‘\ Close Resources Provided -eturned

Track Status

1-855-WELLSKY WellSky.com

Contact ID = 10400 Resources
7/30/2021 9:54 AM Provided
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3. TheResource Seardls displayedThe most frequently used search criteria is displayed, but the user can changeahgf them at any time, if
needed.

- NOTE
@ For Phase 1 go live, the resource search will not be a proximity search. The user will ente
' 3SYy Ok LINPINI YQa ASNBAOS I NBIFI O2dzyiesz OA
buttheywillnotto S &a2NI SR o0& LINRPEAYAGE (2 GKS Of A
Resource directory will be upgraded to include proximity search features.

Contact 1D = 10400 Resource
773002021 $:56 AN Search
File
SHarce
L2
Apply Filtes in Sedrch H [P Enow Fiter
iers -
AR 1PIDYTAM v 2 - e v x
BIVCR Ars ~ e v v x
L e Veoa Sy v ta P v x
A kv -~ v AND v x
T0NOTYy T 13 - ria - v x
A Qram Name v
e saaae Lkt
TIP
x It is fastest to use the Text Search at the top of the page when searching by one data elemigieia(ske.

Use the Field searchesmderneath the text searctvhen searching by more than one data element. (i.e. Service Area Zip Co
and Service Name)

4. Select the filter(s) and enter the data. Cligarch
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> NOTE
0 Each search filter contains four parts:

1. Filter Field the data point to search on

2. Operator. the relationship between the filter field and the value described further in the
table below.

3. Value the filter field answer to search on

4. Connector the relationship between this filter and other filters in the seasNDtightens

your search: only returns records that medikLfilter criteria. ORbroadens your search:
returns records that meeANYof the filter criteria.

Operator Definition

Equal To wSidNya NBO2NRA& GKIG YFGOK GKS SyYyidSNBR ONAGSNRI
LISNE2Y Q& VY| YiSdbrdsiassi§nedtS thfad voNar will be returned.

Begins With |[wS G dzZNya NBO2NR& GKIG 0S3IAYy AGK GKS SYiSNBR ONRGS
system will return records assigned to the worker having lastnaiméd: & adF NI A G K We QI
EndsWith |wSiédz2Nya NBO2NR&A GKIG SYyR gAGK GKS SyGSNBR ONRGSNA
NEGNRASHS NBEO2NREA oKSNB || aSYoSNRaA yIFYS SyRa Ay WN

& WellS!

e

Not EqualTo | Returns records that do not match the entered criteria. For examplendfaeis entered for <Last Name>, the syster
will return a list of records except those records for the name provided in the search criteria.

Greater Than| Returns recordsthat& RI G SR f I GSNJ 0 KI'y (G(KS SyGiSNBR ONARGSNAI ¢
WnoknMKHAMPQI (GKS aeadSy gAaftt NBGdz2NYy |ff NBO2NRaA
L

Less Than | Returns records that are dated earlier thantBe/ 1§ SNBER ONA GSNA L @ C2NJ SEF YLX S2
WNoKOMKHAMPQI GKS aedaidsSy gAaftt NBGAzZNY RFEGF F2NJ Fff

Contains Returns records that contain the entered criteria. For example, if <Last NameSiy 1§ SNER | & a 02y
Ay GKS LISNA2YQa yIFIYSE (KS aSYOoSNI wSO2NRo6ao Faaady

Blank A record is returned where the selected field does not have a value in the field.

Non-Blank Returns recads where the selected field does have a value in the field.
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5. The resources are displayed in the list.

6. Click+to display the service information for the resource.

NOTE

0 The large+ will display the service information for all resources in the list. The smull
display the service information for one resource at a time.

LLDER unm.\‘

File
Samch
mean i
Apply [ fimr m Searcs u H Shon Fider
Filars
Agencgiagam Hane v Contae - AND - x
Sarvce Ares Ty - Cortars v AND » x
Service Ared Tounty v Contane v AND w x
Sanice Area Zetoe v Conta v AND w x
Tazsovormy Tem'Saricn v Contame v 0w x
AengpFogarm Name v +
ce Search racordin) setmasd - now viewing 1 throog® 3
— .
— AgencyProgiam Rame . Addresy
» e X KEONVLLE F A 00 )
Subact Serview !
E}o,. R e
¥ Mowr W fJ» e
<< First < Pravins Hetrwer 15 Hacordstobme  Nexts

Contact 1D = 10430 Resource

W17/2001 10:55 &M

[ Phooe Numbay
QA

Accepts Malos

7. Review the search results and provide information to the caller.
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R Comact ID » 10430 Resource
\ HATA025 10:39 AM Search

File

Search

mman u

Apgply Tt in Searcs R Bl show it

Filtern
AgercyProgram Name v Comare - AND v x
Sevvce Acen Gy v Gomam - AND' v ~
Serozn Aven Courty - Lomam - AL~ =
SerncaAoan Dolotm « Lomars - AND x
Tacaranry TennSa e v Comane - AND v b
AgercyiPregran Nere w4

Sy
1 Reaterce Semrch secsed(n) retiomet - row viewing 1 throogh 3

|| Gerham G oy Sens Crome 22 Mg 51 JACKSONVILLE Ponga (OS0Q 177 Man 5t O R -
Congragate Masta Nattder: Saen

3 | Losgue of Sereon 125 Jusine St MIAMI Figras 11150 122 Justen 5t e ] n -

N Mcior Megls of Iackaomate 110 Mapis Stast Setw A1) Jegesorrade Florets 100N 17) Mapis Sreed Suete 200 winrsasm -

—
TRl | < Mhaviass RoYE TERaTI W I T et s Law sy

8. If the information displayed on the screen is not enough, you can open the Resource record to view additional detaitsify Sedélyout menuto
the right of the Resource name.
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CONtace 10 » 10006 - Efen WhEo Resource
V19/2023 128 MM Search
Flie
Seanch
w
Bpgly il in Sewrch el Bl e i
Filoes
Rezsvrce Nare - Czrizre w ANO - =
Taanory SemiSerars - Cartarw - MO > -
facnary Code - neec D asd v Mo Blask - AND v *
Farzcve baare v
£ TH
R —r—-y
1 Basonirew Saarch vcoed(s | ietarmmed e viewivg 1 ilseugh 1
Rsounts Name o Adtiess Sent Fryaos Wurrber Ony Siate  Cowyy  Dp Code Sebact Resourrs
= Makor Naahs of Jacrermube T2 Magse Srest Sute 300 I ok Flaree U0 120 Nigte Shaul Dode 812 A St Lachsinvihe Flatdie s -
Sebott Seevan Towanamy TermlSecvice Taannoery Cove | Accepts Mukes [ A GoTo Restunce
v (o rovnd MDY Bl
" Promes R 15 K u Nev Lay

9. The resource record opens. The user can either click through thetabe record to locate the additional details or the user can run the Resource Fact
Sheet report to display all data for the Resource in a PDF report that they can scroll through.
Motor Meals of Jacksanwlie

Last Ustiated by o
o 10031 S48 A

Fils Sdit Reports

Motor Meals of L}
o o—c Cpenllinm  Woroem  Seromn  Conddoes | Limkad Hexsces
Basic Information
r——— ] 10034 Ofhes Mastes JAKAY
R ourcn Num b Aqency Typw
Actam for L 1D Masrrsae
Exchute Hom Oroptos L Owstvmow PPOQIRN (MACOPION Goes Peth i) pou Gah MM AfElever delsihs you mart
Rasaiten Nane Womor Masks of Jachaanvlle
Cemact Infarmation

10. To run the report, from thékeportsmenu, selecResource Fact Sheet
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rotor Meaks of mcsonvile L Resources

Last Lpsated by Dech

3 WI0/02L $.20108 AN
File  Edit] Reports
Eexoyrce Fact Shee
Moo Meats of

Operlione Wosets  Serves Cosdtass Lrtes Hasousces
SEIRANARANT

Bavc Information

Arspurce 1D 1o Dehver Weames [AXA]

Heaaiicn Nmdes Agancy Type

fctive Yoo Toa 10 Muwnipe

Eaciode e Diopdawm Mo Lnvarviesm jeoqram deacziptinn gows herm s yoa can add whatsvar detals you wert
Kewsumrn Name Mator Masls of Jnchuameiie

11. The report displays in a new window. Scroll through the report to find the additional information. Close the window wdtexdfamd return to the
Resource Search window.
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|
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Resource Fact Sheet

‘M of cate G721

Resource Name Gothaen Oty Seror Gantes
Program Name vendars.category ?
| Agency Type Privats, Non-prof
| Facilry Type Sentior Centes
|Other Names: (AKA)
|Overview
[Notes
| Mssion
|Strest Address 123 Main St
{aty JACKSONVILLE
lsutg Florids
21p Code 00602
Phone 1 (555)222-4434/Work
Phone 2
Phone 3
[Phone 3
|Phane 5
EEmal COSP e mor care. e
| Website www GCSP.com
{Maiing Street 123 Main .
{Mading Cry JACKSONVILLE
|Mafing State Flornda
{Mafing Zip Code 00602

a4 WellSky

12. Return to the Resource Search window aedard the information you shared @CIRTSThis is done by selecting the Service record(s) under each

Resource. Use th8elect Serviceheckboxes.
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3 tsource Search record(s) returned . now viewing 1 through 3

o
Agency/Program Nsme o Address | Street | Phone Number Do NOT select this box....
51 | Gathaen City Senior Canter | 123 Mam St IACKSONVILLE Fiorida 00602 [ 123 Main St | =551222-4424 | (. is
I ekt Sarvicd ) Taskonomy Tian/Swrvice Accupts ey 1 Rocurts Femsios
) Congregats Maals/Nutnton Siles
= | League of Semors 123 Justice St MIAMI Florida 33150 123 Justee St (B88)560-5789 -
| Taxonomy TermiSarvice Accepts Males | Accepts Females
= Motor Meals of Jacksonwlle 123 Maple Street Sute 403 Jacksonwlle Flonda 32034 123 Maple Street Sute 403 (504)539.8858 -
Taxonomy TermiService Accepts Males Accepts Females
Meals Ready 1o Eat ‘
= Home Defr/erad Meals
| =‘ Meal Defvery Volunteer Opportuntes
NOTE
1 Do not use the other check boxes on the right of the screen labBledyOT select this box
Once the service checkbox is selected in the step above, the application will automatically
check the required boxes in the Do NOT select this box field. Thelusaid not select or
unselect any of the Do NOT select this box checkboxes.
3 Resource Search record(s) returned - now viewing 1 through 3
| 3 ]
Agency/Program Name o Address Street Phone Number Do NOT select this box__
® | Gotham City Senior Center 123 Main St. JACKSONVILLE Florida 00602 123 Main St. (555)222-4444 O -
# | League of Seniors 123 Justice St. MIAMI Florida 33150 123 Justice St. (B68)560-6789 v
H | Motor Meals of Jacksonville 123 Maple Street Suite 403 Jacksonville Florida 32034 123 Maple Strest Suite 403 (904)939-3888 ] -

13. From theFilemenu, selecGaveand Close Resource Seardie page refreshes and a notification window displays noting the referral records have

been saved successfully.

Page 63 of 360

1-855-WELLSKY WellSky.com


http://wellsky.com/

ELDER AFFAIRS \

gl Wells

TIP
¢ KS GSNY WNBTSNMeCIRTS leyh aifidiofadcreening dr reférral to
community resources. The message is tgllime users the resources have been tagged to th
contact record.

Remove a Resource
If a mistake was made and a resource needs to begged from a contact record, the user can do that from the Resource record.

1. With the Contact record open, select tiResources Providesubpage. Select the Resource record that needs to be removedifi@tist view.

Contact I = 10400 Resources
7/30/2021 1:54 PM Provided
File  Reports
-~ Filers
Contact
I Aasources Frovced
l E 2 e £ Hasourcas Provided recerdis) istiurmed - now vieaing 1 mroegh J

STAE R i

Dato Rusource Name . Worker E£xclude From Report
3020 54N F Aging anc Disabiity Resourte Center of Srowarg County, Inc Test ‘Worker No -
b Transportstion 5 Fun VT.;'.' ANorsar o -
l‘ | 13502031 15432 Py Transporahion Provides Ing I Tost Monar No | I

First Precious  Reconds perpage 15 Next a8

2. The Resources Provided record displays and the fields are read only. Frbitethenu, selecDelete Resources
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Contact ID = 10400 Resources

Last Updated by jbuck
at 7/30/2021 1:54:32 PM

File
History
Spell Check
07/30/2021
Save Resources : :
= Transportation Providers Inc. Details
Delete Resources Test, Worker

Save and Close Resources eport

Print

Close Resources

3. ClickOKat the confirmation message confirming you want to delete the record. Cheiceif you do not.

4. ClickingOKwill display the deletion success message. The resource has been removed from the contact record.

Remove a Resource Service
If a service neeslto be removed, but the resource should remain (i.e. Remove Home Delivered Meals but keep Congregate Meals for Mealsne ulid )yt
remove the Resource in the previous section. Instead, you will just delete the service associated to that resource.

1. With the Contact record open, select tiResources Providesubpage. Select the Resource record that needs to be removed from the list view.
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File  Reports

Filers

Contact

e ]

(L Hasourcas Provided vur.':cmtl I#tumec

Dato

021 55431 7P

21 1.5432 P

now viewing 1 throegh J
Rusource Nams o Workes
Aging and Disabiity Resourcs Center of Srowang County, Inc Tost ‘Worker
Transportation & Fun Test ‘Aoner

No

Resources
Provided

£xclude From Report

Ak WellSky

Contact 1D = 10400
7/30/2021 1:54 MM

2t 15432 PY

Transportahion Provides Ing

B .
TRt Ahoner

First PIenous  Reconds per page 15 Nex Las!

2. The Resources Provided record displays and the fields are read only. Selgentltessubpage.

ELDER AFFAIRS \

Flle

| Resources. Resource

WS

Serices

' ]Dnm 3
Resource Name *

Worker *

Exclude From Report

Contact ID = 10430 Resources

Last Updated by jbuck
8t 8/17/2021 11:21:19 AM

oo 7202
Motor Meats of Jacksonvilie Detaily
Buck, Jennifer

3. The Serviceare displays. Select tiekbeckboxto the right of the service that needs to be removed. FromTeelsmenu, selecDelete Services
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FI.I)}'I(.‘\II-\IRN\ Contact ID = 10430 Services

9/17/202% 11:12 AM

Flle Tools

[ Delets Selected ltems
Resourbe
'.:‘ R L‘ 2 Services record(s) returned - now viewing 1 through 2
Taxonomy Code Taxonomy Term/Service . -
BD-5000 3500 Home Deliverad Meals v
BD-1800 8200-500 Maais Ready 10 Eat

First Pravious Recordsperpags 15 Nemt  Last

4. The service has been removed from the resource and the page can be closed.

Resource List Report
To print or email a list of resources provided to the caller, the eCIRTS Resource List report canTiasuisea WellSky standard report. In the future, DOEA
may decide to create their own custom report to replace this one.

1. From theResourcse Providedsubpage, seled®eports>Resoure List

Contact 1D = 10400 Resources
7/30/2023 2:02 PM Provided
File _Reports
T -

Conta

¢ 3 3 Resources Provided records) returmed - ndw viewing 1 thiough 3

Tranw Stalus

Date Resource Name o Worker Exchuide From Report
i D220 PM Agults Day Cente Tast, ‘Woker No -
11561 P AZNg and Dsadity Resource Canter of Browara County, Ing Test ‘Womer Ne -
T30 15832 P Transportaton IS Fun Test. Worker No -
Fest  Previks Recordsperpage | 95 Next | Last
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2. The report is displayed in a new windawnwd includesll the selected Resources from the previous pagent or export the report to PDF and provide to
the caller.

‘ WeIISky Resource List

[Motor Meals of Jacksonville [Website:

Agency Type:
Agency AKA:

Contact Address Mailing Address Correspondence Address

123 Maple Street, Suite 403
Jacksonville, FL 32034

Email :

Phone Number

Fax (904)898-9999

Phone (904)939-8888

Services

Service Name: Home Delivered Meals

Service Description: Must be age 60 or older, homebound, and unable to obtain food or prepare a complete meal. A
spouse or disabled adult residing with an eligible person may receive an assessment to determine
eligibility for a home delivered meal. An unpaid caregiver 60 or older residing with an eligible person
may receive an assessment to determine eligibility for a home delivered meal. Must be a resident of
Jacksonville or surrounding area.

Eligibility: 2 meals available Monday through Friday: Hot lunch and cold bag meal which can be saved for
dinner.

Application Process:

Services:

Fees: Donation encouraged: $2.75/meal. Liquid meals also available: Price varies.

Service Contact Phone Number:

Service Email:

Services Website:

3. If there are resources you do not want to be included in the Resource List report, you can exclude them before runnpuagtthe re
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4. To exclude a resource from the Resource List report, stathe Resources Provided subpage.

5. SelectExclude From Repoftom the flyout menu for the resource you want to exclude.

Fite Reports

Contact

oo Oraiad

Track Status

File  Reports

Contact

{ Resources Provided

}

Track Status

1-855-WELLSKY

Filtars
E._..._.I II .~.—..-l
3 RESOUrces Provided mecord(s) raturmed - now viewing 1 throogh 3
P 1
Date

Resowrce Name o
| 7ra0m021 2022070 | Aduts Day Centee
| 7r302000 15431 7 | Aging ana Drsatitty Resaurte Canter of Broward County. e
|7ro2021 v5< 329 [ Transponation 1 Fun

Fist  Pravious | Fecoms pec sag

The page refreshes and Exclude From Report changes from No to Yes.

()-Filters

3 Resources Provided record(s) returned - now viewing 1 through 3

s WellSky
Contact 1D = 10400 Resources
7/36/3021 2:02 PM Provided

Workat

Exclude From Report

Test. Workee No -

Test Worker I -

Test Worker No e |

[~ Go To Resourea ‘
Exghucs From Regod
Inckude In Reoon
Contact ID = 10400 Resources
7/30/2021 2:08 PM Provided

Date Resource Name . ‘Worker Exclude From Report
73002021 2:02:20 PM Adulis Day Center Test, Worker No -
7302021 1:54:31 PM Aging and Disability Resource Center of Broward Counfy, Inc. Test, Worker No -
7302021 1:54:32 PM Transportation Is Fun Test, Worker I Yes -
First  Previous Records perpage| 15 | Next

Last

Run the Resource List report and this resource will rdlidied.

WellSky.com
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Close a Contact Record

During the call, the I&R Specialists captures contact person information, resources provided to the caller, and othaisalltdey will use the Contact and
Resources Provided pages in eCIRTS to recoréhfbanation. At the end of the call, the I1&R Specialist will return to the Contact tab, add/update details of the
call and close the contact

NOTE

C2NJ Lgw {LISOAlIfAaGaT GKS wOf201 adz2LaQ ¢
day. Duratins and Reason for Contact are used to calculate billing units.

1. From the open Contact record, select t@entactssubpage.

Contact 1D = 10400

File Tools Reports

k_cm Contact Information
SYpRBAL )
Resourtes Frovided Dvision AG
Contact Dots * 077302021
Track Status -
Contact Time 0828 AM
Recsived By * A'grsti_'(‘-:.:&r;-i v
Apency Ai;.':rlv.;;':',rluém'g Scubons A
Entry Point * 18R v’
Contact Method Phona Call v

2. The Contact details page displays. Update the following fields:
a. Contact TypeRequired. differs based on the Entry Point selected. The value selected at the beginning of the call may change biyhéheatime
has ended. This is an eCIRTS required field so the user must enter a value at the beginniocglidfdhsanupdate itat the end of the call.

Contact Type Description

Information I&Rwill use this contact type. Records with this contact type will be part of the monthly aggregate
information billing units report.
If ADRC provides information to a Client, they witlaxd a Contact record. They will record their note
in the Client record and bill for their services directly on the Activities tab.
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Contact Type Description

Information Caregiver I&Rwill use this contact type in some PSAs who track OA3B and OA3E. Other PSAs will ignore it.
Records with this contact type will be part of the monthly aggregate information billing units report,

Referral I&Rwill use this contact type. Records with thisntact type will be part of the monthly aggregate

referral billing units report.
If ADRC provides referral assistance to a Client, they will not add a Contact record. They will recor
notes in the Client record and bill for their services directijthe Activities tab.

Referral Caregiver I&Rwill use this contact type in some PSAs who track OA3B and OA3E. Other PSAs will ignore it.
Records with this contact type will be part of the monthly aggregate referral billing units report.

Referral/Crisis I&Rwill use this contact type.

Referral/Advocacy I&Rwill use this contact type.

Specific Program Use I&Rwill use this contact type when documenting a Transfer Call or a Return Call/No Answer.

Incomplete I&Rwill use this contact type when follow up is needed.

Notification to I&R DOEAwill use this contact type.

b. Interpreter Services Usedtheck this box if interpreter services were used on the call. Contact records with this field checked will be part of the
monthly billing report.

c. Contact Marker If any of the contact markers apply to this contact, select them. When a Disaster vedlecied, the Disaster details field can
be used to add additional details (i.e. add the name of the hurricane)

d. Notes enteradditional details of theall
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N Resources Provided *

Unmet Needs

Unmet Needs Reason * [No known provider for this service. ~|
Arts, Culture and Recreation . Education
Clothing/Personal/Household |
Disaster Services 2

Reason for Contact = Employment
Food/Meals h
Health Care <
Heuizing h 1

Assigned To | v |

Status * |Complete |

Contact Complete Date 09/17/2021

e. Resources Provided he values in this drop down are controlled by the value you selecte@ i@amtact Type field.

if the user was able to providal the needed resource information to the caller, select Yes.

if the user was able to provide none of the needed resource information to the caller, select No.

if the user was able to provide some of the needed resource information to the caller, select Partial.

If the user was able provide the resource information to the caller but that resource was not in the resource directory)B3@le

If the Contact Typwas Specific Program Uten the options to select for Resources Provided will tensfer Call or Return Call/No

Answer.

f. UnmetNeed¥ G(KAA& ljdzSaitAz2y y20Sa AF GKS NBaz2dz2NOSa GKIFIG 6SNB LINPOJARSE

g. Unmet Needs Reasomwhen Unmet Needs:€$, the Unmet Needs Reason field is visible and required.

h. Reason for ContacfThe values in thidrop down are controlled by the value you selected in the Resources Provided question.
Resources

=A =4 =8 =8 =4

Reason for Contact

Provided

Yes Select NA. You do naeed to select a Reason for Contact on this page because you selected Resources on th
Resources Provided page. The Reason for Contact is tied behind the scenes to those Resources and you do
to answer them again here.

No Select one or more Reas®for Contact. You did not select Resources on the Resources Prpagiedo you need
to define the Reasons for Contact on this page.
Partial Select one or more Reasons for Contact. You were able to select some Resources on the Resources Provide

but not all. For those you were not able to select, you need to define the Reasons for Gontaoseon this page.
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Resources
Provided
ODD

Ak WellSky

Reason for Contact

If the user was able provide the resource information to the caller but that resource was not in the resource
directory, select ODBs the Reason for Contact
NOTE
> When OOD is selected as the Resources Provided response, three additional fie
O display to record the Resource Name, Address and Phone number. Resources a
here are considered for new additions to the Resoubaectory.

T oo
Hassuriin Priveled 00D w

OO0 Rescurce Hars

D00 Reacance Aidisss

LU Aesourci P

Transfer Call

If the Contact Type was Specific Program Use then the options for Resources Provided will be Transfer Call ¢
Call/No Answer. When one of these is selected, Reason for Contact will be blank.

Return Call/No
Answer

If the Contact Type was Specifio§ram Use then the options for Resources Provided will be Transfer Call or R
Call/No Answer. When one of these is selected, Reason for Contact will be blank.

i. Assigned Toif this contact record requires follow up by the person creating the record, assign him/herself and it will display onviteekMy
page. If this contact record requires follow up by someone else, assign his/her name and it will display on their My &/ork pag

o

1-855-WELLSKY

NOTE

eCIRTS will display a message wherAssigned Tdield is used. This is a standard
application message meaning the contact record will now be displayed on the
Assigned TRJSNE 2y Q& aé& 22NJ LI 3S yR F2ff:
OK.

Changing the Assigned To all outstanding tasks will be reassigned to
the new Assigned To. Do you want to continue?
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j. Status defaults toDraftand will be updated later in the call.

Status Description

Draft The status field in eCIRTS is a system required field. There must be a value before this page can
Draft is the default value that auto populates when a Contact recacceiated.

Contact Attempt 1 Use this status when recording the first contact attempt.

Contact Attempt 2 Use this status when recording the second contact attempt.

Unable to Contact Use this status when 2 unsuccessful contact attempts have been made

Completed by Other Use this status when you created a contact record that requires falloMut another user completes

the follow up before you contact the caller again. i.e. the caller returns your call but another I&R
specialist receives the call.

Natification Use this status when a contact record requires follow up.
Other Use this status when none of the others apply.
Complete Use this status whethere are no more actions needed on the contact recoftlis status will make the

contact record read only.

3. From theFilemenu, selecSave Contact

Track Status
You can track status changes from within the Contact record. Any change to the status will be noted on the Track StataseBetaiong with the status
dates. This page is readly,and no changes can be made.

1. Select thelTrack Statusubpage.

2. The Tack Status list page opens and provides a quick snapshot of the history of this Contact record by status.
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Etﬁénﬂrmﬂt‘g‘ ! Contact ID = 10420 |_Track Status

9/17/2021 11:52 &M

File
Contact ——1 record(s) retumed
Status |  Status Date Last Updated By |  Last Updated Delete All
Resources Provded Draft |[O8/18/2021 |8 | Admin 8/18/2021 2:05:11 PM ||

—
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I&R Specialist@ill manage their day to day workload from the My Work page. Any contact records assigned to the ééviianp will be listed on the My
Work page. However, some may want to view contact records not assigned to him/her. (i.e. I&R Specialists covering foeregapentvisors monitoring the
work of their staff.) Those users would use the Contact chaggarch.

1. Select theContactstab. Default filters are displayed but can be updated as needibére are 2 types of search options. Text Search and Field Search.

MY WORK ‘ CONTACTS CLIENTS

Search

() Filters
Client DOB hd Equal To hd

eCIRTS Client D w +

[ apply Filter in Search | Search § Reset |

©

Show Filter

= AND x

2. Itis most efficient to use the Text search at the top to search by:
a. / £ A Syl Qaal fadeSelec®BadiciJ NI A
b. / 2y il Ol LISNER2YyQ&HelkBearth 2NJ LI NIALFE Yyl YSad
c. /T ASYlQa LK2yS ydzYoSNX» 9y iSNI G§KS I ad
d /2yal 00 LISNE2YQa LIK2YyS ydzYoSNX» 9y dadSNI G

1-855-WELLSKY

WellSky.com

F2dzNJ RAIAGad {StSOG {S
{

KS faid

A

F2dz2NJ RAIAGaAD
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MY WORK CONTACTS CLIENTS

Search
L7
O Apply Filter in Search | Search § Reset | Show Filter
[~ Filters
Client DCB v Equal To v ] AND w ®

eCIRTS Client D » +

“:—h‘.iil. .liﬁ":—. .I li' '..

3. Itis most efficient to usthe Field search to search by:

I tASYy G Qa 51 (SearchThisis & delat fiter{ St SO
Agency

Received By

Assigned To

Status

Contact Type

Searching by more than one data element

@ "0 a0 oy
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MY WORK | CONTACTS
Search
123 homs st. 7]
(] Apply Filter in Search w W Show Filter
-lilihm:u, e T T Y n

)-Filters
Client DOB hd Equal To e j AND w x
eCIRTS Client 1D +
Caontact Date
Contact First Name = Rece Lide Filte

| Gontact Last Name — — —
Client First Name

% Client DOB record(s) returned - now viewing 1 through 15 -
Client Last Name
Client Phane 3 -
Contact Method lient ID Contact Date o Contact First Name Contact Uast Name
Contact Type 11/02/2020 Y
Reason for Contact
Motes 11/03/2020 J
Status 12/01/2020 :
Agency
Agency Name 12/01/2020
Entry Paint 12/03/2020
Feceivad By
Assigned To 12/03/2020
Caller Ph

Ferhone 12/04/2020 '

[ 4rnne

40T NN

Cllmrm

ATk

Ak WellSky

4. Matching results are displaye8elect the column headers to sahe results ascending vs. descendiSglectarecord to view additional details as

needed.
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Edit ContactRecords

I&R will add a new contact records for each call or contact. The workflow begins with capturing basic contact detailsy $eangsouce directory and tagging
resource to the contact, thereturningto the contact details and update them with the results of the call. The status of the contact is complete. Sometimes
additional follow up is needed for a Contact before it can be compléted.status of those contact records will be Contact Attempt 1, Contact Attempt 2 or
Notification and the user the contact record is assigned to will edit the contact record with the follow up details andrti@ate the contact record.

1. FromMy Workor by Searching Contact Recoragpen the contact record that needs to be edited.

2. If the contact that eeds to be editeds in a Complete status, the I&R Specialist will need to reverse the status on the record before edits can be made. Fr
the Filemenu, selecReverse DispositiarThe contact openis editable,and the status is now Pending.
l-'.'],]).P_?R“f\l.-‘l-‘.-\J-I;s“ Contact ID = 10469 - Ellen White

Last Updated by jbuck
at 9/30/2021 10:22:57 AM

File  Tools Reports

History
nation
1 Spell Check E
[ everse Discositen | 09/30/2021

Pt 10:18 AM

Close Contact Buck, Jennifer
Agency * Advantage Aging Solutions Details
Entry Point * 1&R *
Contact Method * Phone Call
Contact Type * Information
Contact First Name
Contact Last Name
Contact Person Phone (6850)256-6598

Relationship

3. Update the data as needed. This typically includes adding additional notes, updating contact types or reason for cdatagtigparresource search,
updating the status to close the contact. See il a Contact RecoahdResources Providedections for additional details.

4. When the updates are complete, from tRdemenu, selecGave and Close Contact
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View Past Contacts

IneCIRTS, all callers, except anonymous ones, wil &a&lient record. Contact records will then be added from the Client record. This workflow allows users to
dzaS GKS +*ASg /2yl Oda 1jdzSdzS Ay S/ Lwe¢{d ¢KS +ASg /becyusdkabiviag tHp defaie®f prevdous: y
contacts may assist with the current contact.

Example

y_f‘? Searching for previous contact records is important when someone is calling back or returning a call. For example, S

® #1 makes a contact attempt f@onsumer A on Monday butustleave a message because he is not there. On Tuesday,
Consumer A calls back but Specialist #2 answers the phone. Specialist #2 will view past contacts for Consumer A to
current status and needs. Specialist #2 will viberdetails on the previous contact record for Consumer A but create hel
own contact record. When Specialist #1 goes to make her second contact attempt, she will also view the past contac
Consumer A and see the contact already called back ancbisrwere met by Specialist #2. Specialist #1 will close her
contact record from Monday.

1. To view Past Contactsearch for an existing client record

2.CNRY |yé Glo 2y U RiBwhtacSrgnitiedop MEONRE a St SO
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File Edit Tools Reports Ticklers View Contacts Word Merge
% L -

r

Quick Search

Clients hd Last Name hd @

O participating

MY WORK CONTACTS CLIENTS CLIENT GROUPS AGEMNCIES PROVIDERS RESCURCES ‘
SSN 236-57-8788 Priority Score
DOB 1/1/1940 Assessment Date
Rank 5 EMS Release Date

White, Ellen M (10005)
Caregiver/Care Recipient
Associated People | WaitList | Appointments Medications
Programs Services Authorizations Activities

START-STOF TIMER. | Demographics = Screening Referrals To Providers Forms MNotes

[exN
A

(p))
O

3.1 &adzYYFINE @GAS¢ 27 fASYdQa LIk ad O2yGlrOGa RAALX @A
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T/S0023 358 M
File

Filtars

Contact Dale v +

.Z"_“Z . .“?" .

17 Contaces reconda] (s0umed - now viewing 1 theoogh 1%

I[ Contact Date o Entry Point Contact Method Contact Type Reason for Contact Status
B WR2TZ020 ! Au&(C I Teiechore Vanm:i-:rs: | Osasier s-w:ulé:u:chnEnto.*.rmFm).!e;s anlm 1]
1207/2020 ADRC [ ot | Intormason 1 Progrees
01223021 AR . Fnons Cal Reterral rahicual Family and Community Suppont In Frograss
Car1e2e21 1 Load AQency | nane C3i .Re'n'rzl o ADRC for Sorpanng and Wakhst | 70ts ] In Frogress.
] 084012021 ADRC ' | Incomrete | Draft
060172021 ADRC Incompietes Draft
‘06‘1'3’2021 AR '=‘.10N i ]n!:rwma- [ | Draft
{ 2 AR [ Pnone Cal -Iul:v"m:r [ Pencrg
2 AR . Fnone Cal Reteral ComingFemaraiousshoc NeadsiDeasier SenveesiEoutation Comgiee
ACT’N&‘C:' .!Ml | Fhona Cal 4Iv‘1:'v'uo:|-‘ [ | Draft
or12021 | ADRC | >In:cmue|= | i Draft

FiPet™" "Previces Recortspercane’ 15 | Next  Lasl

4. Select a record for more information. The Contact record will offehis in complete status, all of the filsl will be read only, but the information is still
visible.
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ATATE T FLORTIA

Ellen White
Last Updated by sbuck

M HANI031 3TN

5. When finished, the user can close tBentactrecord and close thPastContacts window.
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Record Start and Stop Times

ADRC stafivill record the start and stop times of thaimteraction with the clientThis informatiorwill be compiled into reports fdbilling, training, monitoring

and process improvement initiativeghe Start/Stop timer must be used fiime-based functions that arbillable.For example, ADRC stafill record the start

and stop times whegompleting a screening or performing EMS Release thsRsstaff will not use the Start/Stop timer. The opening and closing of the Contact
record serves as the Start/Stop timer &R staff and the durations are available in the Contact Record Data report.

1. From the Client record, select tIEARTSTOP TIMERD. Past StardStop time records are displayed in the list view.

Fountain, Frank (10253)
)
be
Caregrier/Care Recguent

Assocatad Peopls Véan List Appontments Medcahors

Programs ~ Servces | Authonzabons  Activibes

START-STOP TIMER . [Dsmographics  Sersenng  Referrals To Providars  Forms | Notes

Fliters

Stant v -

! START.STOP TIMER racord{s) retumsed . pow viewing 1 theough /

Start Stop Reason for Contact - Worker
. Wallist Rejease Buck. Jennder
| Buck Jeandsr
Buck Jenndor
Buck. Jennder

Buth Jennde

Buck. Jenndar

2. To add a new Stai$top time record,rbm the Filemenu, selecAdd Start/Stop
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Rode
Effen white [_ START-STOP | . 3
Last Updated by jbuck TIMER ' DOEA MM v m
M 7/29/2028 4:42:43 PM
File Ticklers View Contacts
Add New Chent « Search For Ensting
Clerts v Last Name v w ADVANCED SEARCH
A CLIENTS | P E R E REFCRTS T A

SSN 235578788 Prionty Score 50
poB 111540 Assessmant Dato 06012021
Rank 5 EMS Release Date 02012021
White, Ellen M (10005)

Caregiver/Care Recipent

Associaled People | WatList | Appantments | Medkatons

Programs Ssrvces Authanzatons Aztyvaes

START-SIOPTIMER . Osmograpnics = Screenng | Referrals To Providees | Forms  Notes

3. The Start/Stop details page displays. The user does not have to update any fields on this page as they all have dsfault value

Division defaults to AG

Type defaults to Time Tracker

Start/Stop: defaults to Start

Date: defaults to today

Start Date defaults to today

Start Time defaults to now

Worker: defaults to self

Entry Point defaults to ADRC. Change to Medicaid, Lead Agency or OAA Provider if applicable.

Reason for Contactist will display for ADRC and Medicaidyofilhis value can be selected later, when the Timer is stopped when applicable.

TSTe@meoooTy
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Frank Fountain
9/16/2021 4:20 PM

File
Division * AG
Type * Time Tracker Details
Start/Stop *
Date * 09/16/2021
Start Date * 09/16/2021
Start Time 04:20 PM
Worker * Buck, Jennifer Details
Entry Point |ADRC v [
Reason for Contact s
SMMC LTC Education
7018
Waitlist Release
In-Home Screening
Medicaid Eligibility
Grievance and Complaint
Reassessment
Regaining Eligibility
4. From theFilemenu, selecBaveand CloseStart/Stop.
5. A Start/Stop record is added with start information captured.
1-855-WELLSKY WellSky.com
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Fountain, Frank (10259)

Caregiver/Care Recipient
Associated People | Wait List | Appointments | Medications
Programs | Services | Authonzations | Activities

START-STOP TIMER | Demographics | Screening | Referrals To Providers | Forms | Notes
Filters

Start v +

(S —

8 START-STOP TIMER. record(s) returned - now viewing 1 through &

Start » Stop Reason for Contact Worker
09/16/2021 09/16/2021 Buck, Jennifer
09/16/2021 09/16/2021 Waitlist Release Buck, Jennifer
091672021 Buck, Jennifer

6. Later in the workflow when the work for this Client is finished, the user will return t&STHRTSTOP TIMERD and select thé&tart/Stop record

7. The Start/Stop details paghsplays. Update the following fields:

Start/Stop: change to Stop

Stop Date auto populates with today

Stop Timeauto populates with now

Reason for Contaciist will display for ADRC and Medicaid only. This value must be selected before stopping the time

aoop
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Frank Fountain Start/Stop

Last Updated by jbuck
at 9/16/2021 4:24:48 PM

File

‘ Start/Stop ‘ Division * AG

| Type-® Time Tracker Details
Start/Stop *
Date * ['09/16/2021 '
Start Date * 09/16/2021
Start Time 04:20 PM
Entry Point |ADRC ~[
Reason for Contact | Waitlist Release |

Stop Date *

Stop Time

D9r16/2021
04:27 PM

8. From theFilemenu, selecBave and Close Start/Stop

9. The Start/Stop record is updated with the end information captused the clock has been stopped
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TATE OF NORIDA

Fountain, Frank (10259)
Caragver/Cara Recipront
Associated Peopls  Wait st Appontments  Medcatons

Programs | Services | Authorzatons | Acbvities

Demographics ~ Screenng  Referrals To Prowders  Forms | Notes
Flltars
Stan v ‘-
8 START-STOP TIMER record{s} returned - now viewing 1 through 8
I Stan ‘\' Stop Reason for Contact » Worker |
| DaNR202Y Waltlst Redaase TBuck. Jenreer ]
z adie : : :
082772021 | 0872021 ' Buck, Jenrsfer ‘
WellSky.com

1-855-WELLSKY

aam WellSky

Page 89 of 360


http://wellsky.com/

ELDER AFFAIRS \

Edit Start and Stop Times

Users with the eCIRTS Records Management role caBtagitand Stop time records. Most times the user will request the times of a start/stop record to be
edited after they have stopped it. The status of the start/stop record will need to be reversed before edits can be made.

&l WellSky

1. CNRY GKS Of A S\yfial seledt ihd Kkt/Stdpitirdekcdrdithatheeds to be edited.

2. From theFilemenu, selecReverseDisposition

Start/Stop
ELDER AFS \m.\‘ Last Updated by shach
2t 478/2022 1:26:32 PM
File
Mstory
AG
Al Nots
Teme Tracker
Spal Chwta &
S
Save SartStop QaTNEg2l
Save and lose Start'Stop Q4T3
- : 2022
oo ar.4 P
Prex ADRC .
Cose Stard/Siop X Watiz Releose
Stop Date Qans/2022
Stop Time 0146 P

Durnaton

3. The Start/Stop timer fields are now editable.
4. Edit the time as needed.

5. Change the status back to Stop.
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) Start/Stop
E].l).P_IR“Al.?I-'fURS\ s Last Updated by jbuck

at 4/8/2022 1:47:50 PM

File

| Start/Stop | Division * [aG |

| Type- Time Tracker Details
Start/Stop *
Date * 04/08/2022
Start Date * o4/082022 |
Start Time
Entry Point [ADRC ~ [
Reason for Contact | Waitlist Release A |*
Stop Date * 04082022 |
Stop Time
Duration

6. From theFilemenu, selecBave and Close Start/Stop
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Screening

AScreeningecorda SNI@Sa a (KS WLI NB ywill Bt cieded@ ddyclient wiSethér thay fequire/ar018 gr 8dthere can only be one
open screening record per client in eCIRTS.

The screening tab is used by the ADRC to track the completion tIfRAL701S and Significant Change screenings only. Annual screenings are tracked by
ticklers and notes, NOT on ther&ening tab. When Providers complete screenings those are tracked on the Programs tab, NOT on the Screening tab.

When tracking the initial 7013¢ I&R Specialists and ADR{ll shange the screening status values asdlient moves through the referral, contact and

screening proces€ontact Attempts will be recorded on a No@nce the initial screening has been completed, & NS Sy Ay 3 G+ o6 62y Qi 0 §
there is a need for a Significant Change 701S screening. That process acts like the initial 701S screening process and thabse@mddibg used again,

changing the screening status as the client moved through the significant change wat&fiamenting cotact attempts in notes.

~ Example
‘Q If a clientcamein directly through the OAA provider, the OAA provider would have created the Client and Screening re:
¢tKS {ONBSyAy3a NBO2NR ail Gdza ¢ 2GHeRk Worker farth® Q&X&Aer yialild beahé
worker. Fast forward in time, and now the OAA case manager realizes the client needs to be sotbengdograms and
needs to be sent to thADRC. The OAA Provider would create the program record with Status: Referral ADRC atiteass
ADRC person as the worker on that recdrde Screening Record is not updated, the program record is.

Add a Screening Record
1. Fornew client and preclient recordsthe Screening Details page will be the landing page oncBéngographics page is savied the first time.

2. The Screening details page displaysmplete the following fields:
a. Division AlIOf A @il he @ssociated witthe AGdivision
b. Status IneCIRTS client will have onlgne open Screening record, bute user will change the Status to reflect the current state of the Screening.
Change the Screenirgjatusto the correct valueaccording to the table below
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Status

Pending

gk WellSky

Use ‘

This is the default value for all Screening records and shoutthidreged. If you do not change it, the Division
field on several pages in the client record like forms, programs, referrals, etc. will be blank and you will n
able to save the record.

Screening Referta

Lead Agency/OAA Provider takes the call and/idirbe the one completing the initial screening.

Screening Referral
I&R toADRC

I&R takes the call and will not be the one scheduling the initial screening. I&R sends the screening refer
the ADRC for assignment. The ADRC will schedule and complete the initial screening.

Assigned Screening
Referral

The ADRC staff responsible for assigning screening referrals will use this status once the screening refel
been assigned to an ADRC screener.

Contact Attempt 1,
Contact Attempt 2 or
Contact Attempt 3

The ADRC or the Lead Agency/@Aa@dvider will track their contact attempts to schedule the screening by
changing the status to Contact Attempt 1, Contact Attempt 2 or Contact Attempt 3.

Contact Successful

An initial screening is required, and successful contact has been made buetitéslinable to schedule at thi
time.

Screening Not
Required

An initial screening is not required, and the Lead Agency/OAA Provider will complete the 701A or B asse
instead.

This status is also used when a client record is created to documenmiation only calls.
This status is also used when agfient record is created.

Screening Scheduleq

An initial screening or screening for a significant change is required and has been scheduled. I&R or AD¥
use this status.

Screeningcompleted

An initial screening or screening for a significant change is required and has been completed.

Screening Not

An initial screening or screening for a significant change is required but after contact attempts or being

Completed scheduled, has not been completed. (i.e. client declined)

Screening Referral | A screening for a significant change is required and needs to be scheduled and completed.
Significant Change

Closed The Client records closed to all programs.
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c. StatusDate This field is used to record the date for the staftisvill update each time the Status value is changed.
Screening Referral Dat&he datethe screening referralwasmadey R A& | NBIjdzANBR FASEtR 6KSy GKS ai
e. Creatal By:is assigned when the client record is first created and is listed as the person who created theltetmes.not need to be changed.

It will be read only after saving the record the first time. This is NOT the field used to assign this casedoex.s

NOTE

, The person in the Created By field will have this record display on the My Work Page in tr
{ ONBSYyAy3d vdzsSdzSe® ¢KSe& R2y Qi ySSR G2 R2 |
CKS 2yte gle (G2 NBY20S AlG T NEBnvfhe Génkric Warkemd
the PSA when the record is first created.

o

f.  Worker: this is the person who will assign the screening to a screener or for PSAs who have the Helpline schedule screeniihgs, ttés wi
person who will complete the screening. Thergon in this field will have this record display on their My Work page in the Screening queue.

NOTE
When a screening is not required, tiiéorker will be the Generic Worker for the PSA.

g. Special InstructionsThis field will displagpecial instructions the screener will need.

1-855-WELLSKY WellSky.com Page 94 of 360


http://wellsky.com/

ELDER AFFAIRS \

sl WellSky

Screening
Last Updated by System
at 4/8/2022 1:53:36 PM

ELDER AFFAIRS ‘
File
Screening Divison =
Track Status Created By~
Worker =
Status *

Status Date

Screening Referral Date *

Special Instructions

AG
Buck, Jennifer

DEFAULT-WORKER-PSA-01, DEF

i —— Uelals

Details

e

[ Screening Referral

v

04/08/2022
04082022 |

B 7 U 16px ~ A~

3. From theFilemenu, selecGave and Close Screening

Assign a Screening

In some PSAs, I&R Specialists schedule screenings. In other PSAs, 1&R Specialists send the screening referral to sblkedDIR@Q.fUVhen the screening

referral is sent to the ADRC, the individual that will be completing the screening may not be. Kitenscreening record is assigned towuaker responsible
for making the assignments. That individual will work their My Work > Screening queue and assign a screener to eachaeewardlwill now display on the
My Work > Screening queue of theseghed screener. The screener then proceeds with their screening contact attempts.
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Note

@ Other ADRC staff who assist with making screening referral assignments, that are NOT the primary worker on the scr
record can stilhelp. They will not have a queue of records to work on My Work, but they can run the Screening Record
report for a list of clients awaiting assignment. See Reportssection.

1. To start the screening assignment process, in the previous section the I&R specialist has assigned the screening eé®@&€@ltly changing the
status to Screening Referrd&R toADRCThe I&R specialikhows the name of the ADRC worker responsible for making assignments for their PSA.

2. Several times during the day the ADRC worker monitordvth&Vork > Screeningjueue for records with a status Screening Referral I&R to ADRC.
MY WORK CONTACTS CLIENTS CLIENT GROUPS

CLIENTS

Screening

Screening Completed

[£%]

Screening Referral 1&R to ADRC

Programs

Referrals/Motifications

3. Select the status to display a list of screenings that need to be assigned.
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Welcome, Worker Test Screening
8/2/3021 A:56PH v

File

Filters
Status A Equa To v Screoning Referral 1AR to ADRC v AND v x
Screening Raferral Cals v +

2 Screening recoat|s) returmed . now viewang 1 throagh 2
Division Chent 1D Cliant Name o Scruemang Reforral Dats Status Date
— ——
TAG 10007 Jackedn Wachas! ! rOS2202Y
AG 10005 Whits, Elen oaie021
First Provous R=Xo0zperpade 15 | Next Last

4. Select a record from the listhe Client record opens in a new window. SelectS3beeeningab.

5. Select the record with a status 8treening Referral I&R to ADRThe Screening Details page displays.
White, Ellen M (10005)

CaregiveriCare Recipient
Associated People | Wait List | Appointments Medications
Programs | Services | Authorizations | Activiies

START-STOP TIMER Demographic: Screening = [Referrals To Providers Forms | Motes

()-Filters
Status  w Mot Equal To w Closed A AND » x
Division v +
“":‘a Iill .l'i;'..-x.
1 Screening record(s) returned - now viewing 1 through 1
Division Status Primary Worker Secondary Worker
I AG Screening Referral 1&R to ADRC Test, Waorker
1-855-WELLSKY WellSky.com
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6. Outside of eCIRTS, proceed with the assignment process to determine the worker that will be assigned to complete tiig. Stineemime of that
worker will be added as the Worker on this screening record.

7. From the Screening Details page, update the following fields:
a. Worker: Select the ellipsis to search for and select the name of the worker who will complete the screening.

b. Status Change to Assigned Screening Referral ADRC
[

; . ~lient
nmu‘unmx\ Last Up by Syste
st 4/8/2022 1153:36 P

Screening

File
Scresnng Divison * AG
Croated Buck, Jannife » " ;
Track S2atus Dimehind ( (oY)
Worker * Roed Worca m 13
Status * Assigned Screening Referral ADRC v
————
Status Date DRD8N22
Screening Referral Dote 40 &
B Z U A

Special Instructions

8. From theFilemenu, selecBave and Close Screening

9. Theworker selected in step 7 will monitoné My Work > Screeningqueue for screenings assigghto him/her. Proceed t&creening Contact Attempts.

ScreeningContactAttempts

The ADRC must attempt to contact all individuals for whom they received a request for screening for waitlist placemeificanschange within three
business days of receipt of the referrBbr each contact attempt, thADRQvill change the status othe Screening Details page and add a Screening Contact
Attempt Note with the details of the contact attempt. One note is added per atteffipt ADRC must make at least three telephonic attempts within three
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business days to contact an individual to contglihe screening process prior to mailing the no contact letfethe 701S screening cannot be completed at
contact, the ADRC may schedule the 701S screening for a future date, not to exceed 14 business days from the databfdfezradipper theDOEA Programs
and Services Handbook.

If the ADRC is unable to make contact with an individual within three business days, the ADRC will send the No Corttathé é&istrknown address of the
individual, and to any authorized representatiiged for that individual, requesting the individual or their authorized representative contact the ADRC within
30 calendar days of the date of the notice.

1. Daily, he ADR@vill monitor My Work for screening referrals assigned to him/herthe Clients> Screenng queue. If the user is the Worker dime
Ot ASy i Qa aGuodBdshyha pfeviousZQianNtReR the screening referral will display on My Work.

Quick Search

v Contact Foeson Last Narw v w

MY WORK NTACT NTS ENT GR < NGENTES PROMICERS

CONTACTS CLIENTS AGENCIES PROVIDERS

Pragram Enrolimants

Referrals

2. SelectScreening Referralr Screening Referrd&R to ADR@r Assigned Screening Referral &DRQo display the list o€lientsin need of a screening.
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Welcome, Jennifer Buck Screening
3/2/2021 6:00 PM v
File
Filters
S1atus v Equal To v Screening Referrat ADRC v AND » x
Status v +
[ESTRT v
2 Screening record(s) returned - now viewing 1 through 2
Division Client 1D Client Name o Status Date Referral Date
AG 10029 Matthews. James 12020
AG 10005 White Eller 01720

<cFust < Pracous Retnave

3. Select the name from the list to open tiokentQ @&cord.

4. Contact theclientand document the attempt in a note.

Next > Last >>

5. Selecthe Notestab. The Notes list view page operxisting notes wilhe displayed.

6. To add a new note gdectFile > Add Note

7. The Notes Detail pag#isplays. Update the following fields:
Division: Will default to AG

Note By:Will default to the user creating the Note.
Note Date:Will default to today

Note List:Select ADRC or Provider

Note: enter the details of the contact attempt

TT@meaooTy

1-855-WELLSKY

WellSky.com

sl WellSky

Note Type:Select 701S &®ening if you are the ADRC. Select Assessment if you are an OAA Provider making the contact attempt.
Note SubType Select Contact Attempt 1, Contact Attempt 2 or Contact Attempt 3.
Description:Select from the lookup. The values in this field are dependent on the Note Type selected.

Status:A Note will be added for each contact attemthen the user is finished with this page, select Complete as the Status.
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j. Date CompletedWhen the Note StatusqualsComplete, the Date Completed field populates automatically and is read only.

k. Attachments:There will not be any attachments for the Corttattempt Notes

l. RecipientsNone. $reening contact attemptwill be managed from thtly Workk { ONB Sy Ay 3 1jdzSdzS AyaaSIR 27
other sections.

Notes

Last Ug

File Tools
. Noes ‘ Notes

— Dievséon * AG
Note By Buck. Jeanifer
Note Date 1105202 =
Program v
Note Type * T01S Screening
Note Sub-Typs | Contast -'«Hr.-—";.', iwv
Description Contact Atternpt 3 successiul e

O 14/5°2020 82 9:32 AM, Jemnifer Buck wrote: 3rd atssmpt 10
cootact Elien . got her

Note New Toxt

Seatus * Complele v
Date Compluted Q72920
Attachmants

8. SelecfFile > Save and Close Natden finished.

1-855-WELLSKY WellSky.com Page 101 of 360


http://wellsky.com/

ELDER A .F.F.IMR‘S‘ ‘ WellS ky

9. For the initial screeninghe user will also update the status on the Screening record to note the contact attempt that wasThiistep will move the
record into a different queue on My Work describedsiap 4. Select theScreeningsubpage.
White, Ellen Susan (10005)
CwegrenCare Recpent
Case Relssons  Authonzasons  Actvitns  Medcatons  Ehgbéity  Dagnoss

Referrals  Program Emvoliments - Services Forms | Wait List | Notes | Appomtments

10. Click on the Screening recordtire list view grid.
White, Ellen Susan (10005)

CaregveniCare Recpient
Case Reions | Authorzalons |~ Activiles  Medcatons  Eligbily | Ciagnasis

Demographic .?* Reforrals | Program Eovcliments | Servees  Forms | Wit Notes tments
Ko JEE it s : ey an

Filters
Sans v| NotEgmiTe v Closed vl ANV x
-— 4 —

Deazion VI +

18 g record(s) d - mow g 1 theough 1
Division | Status Primary Worker
AG Screenng Refermat Buck, Jenniler
11. The Screening details page displays.
Ellen White Screening
Last Updated by jbuck
at 3/1/2021 9:53:24 PN
File
Lm 4 Divison ~ AG
I — | Starus [Contact Attempt 1
‘ Status Date 0027202
Track Status ¥
Primary Worker * Buck, Jennser -.57' l Details
Secondary Warker -m

1-855-WELLSKY WellSky.com Page 102 of 360


http://wellsky.com/

ELDER AFFAIRS \

12. If the contact was successful and the screening was scheduled, the status is changed to Screening Scheduled.

sl WellSky

13. When the Status = Screening Scheduled, inttoeker field, use the ellipsis to search for and select the worker who will be completing tked onit
significant change screeniiifgt is different from the worker who made the contact attempBoceed toSchedule the Screenisgction.

14. If the contact was not successfupdate theStatusto reflect the Contact Attempt 1, 2 or 3.

15. From theFilemenu, selecBave and Close Screening

16. Daily, the user will monitoMy Work and attempt to contact theclientto schedule the screening if the first or second attempt was not successful.

17. Screemgs with one contact attempt will be in the Contact Attempt 1 queue.

MY WORK CONTACTS
CONTACTS CLIENTS

Status Screening

CLIENTS

Caontact Attempt 1

Ticklers
Contact Attempt 2

. . Screening Completed
Inquiry Alert Notes List sening Lompiete
Screening Referral

Screening Referral ADRC

Screening Scheduled

18. Screenings with two contact attempts will be in the Contact Attempt 2 queue.

1-855-WELLSKY WellSky.com
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CONTACTS

MY WORK CONTACTS

CLIENTS

CLIENTS

Status

Ticklers

Screening

Contact Attempt 1

Contact Attempt 2

Inquiry Alert Notes List

Screening Completed
Screening Referral
Screening Referral ADRC

Screening Scheduled

. WellSky

19. Select the queue and the list ofientsis displayed. Select thdientname to open his/her record.avigate to theNotestab and repeat stepS-13 until
the Screening is Scheduled the No Contact Letter is sent.

welcome, Jennifer Buck  Screening
2/2/2021 8:57PM

File

Filters
Status v Equal To v v AND v x
Status v +

1 Screening record(s) retumed - now viawing 1 through 1

Division Client 10 Client Nome o Status Date Retermal Dote
| 10001 I Smpson, Martha | 3272027
< Pravwous Retneve 15 Records atatime  Next > Last >>

1-855-WELLSKY

WellSky.com
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No Contact Letter

If it has been 3 days since the screening referral and contact has been unsuccessful, the Ad2RE thvllNo Contact Letter to the client and save it to a Note
in eCIRTS. The letter will be printed from eCIRTS. Instructions for generating, editingy feitens and saving them as a Note attachment in eCIRTS can be
found in theWord Mergesection of this manual.

1. When the letter is generated as a word merge, it is saved to a Note. The Note Details page displays. U fmlateithg fields:
Division Defaults to AG

Note By Defaults to self

Note Date Defaults to today

Note Type select Uploaded Forms

Note SubType Select No Contact Letter

Description Select from the lookup. The values in this field are dependent on tite Nype selected.

Note: Enter details of the contact attempt.

Status Select~ollow Up

Note Recipientsearch for and select your worker record and this note will display on your My Work, Notes queue. Keep that note in the My
Work queue for 30 days. Ehnote can help you track that.

TSTe@meaooTy
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i Wells

FLIWR AT un\\ Tar Notes
File Yocls
Nots By ek Jernfer ™
ate Date T
Agwncy v
Progeas -~
Mates | bt
Nats Typm ~
Nate Seb Tppm N0 Contact Leter
Dwarripmns v
B ' N A
Mg unsuccassiul atempt - no contac! iatier sent
Keepun s nom open for 30 days 11 ¢ase the chant Cats
back
LD
Statun Fofaw Up v
ADD A NOTE RECENT MDD A NOTE REGPENT
Data Cormphetan
Attachments
Do st Deseription Canegoey Action

Thevte are 1vo attachiments v dia

2. From theFilemenu, selecSave and Close Nate

3. When the no contact letter is generated and saved as an attachment to a note in eCIRTS, the user will keep that noter diynigdtk queue for 30

days. The client h&0 days to call back after receiving the No Contact Letter before the case is closed.

4. The user will monitor thély Work >Notes > Follow Up queue.

1-855-WELLSKY

WellSky.com
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MY WORK CONTACTS CLIENTS CLIENT GROUPS
CLIENTS
Screening
Programs

Referrals/Notifications

Notes
Complete 1
Follow Up 6

5. Filter theNotes Follow Ugueue listeshe NoteSubType Clients that have been sent a No Contact Letter will have a No Contact Letter Note Sub Type.
You can further refine the list byote Date, only following up on those open for more than 30 days.

6. Those open for more than 30 days can be closed. Add athat¢he client did not call back and change the Note status to Complete.

7. Update the Screening recorcel8ct theScreeningab on the client record. Select the screening record from the list view.
Caregiver/Care Recipient
Associated People | Appointments | Medications

Programs | Services | Authorizations | Activities

START-STOFP TIMER Demographics Screening [Referrals To Providers Forms Motes

Filters

Division » +

il Screening record(s) returned - now viewing 1 through ]]

Division Stzﬂs Workar

IL [AG | Contact Attempt 2 |Reed. Monica 'I

First Previous Recordsperpage | 15 Next  Last
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8. The Screening details page displays. Update theviiolg fields:
a. Status change to Screening Not Completed

) ~‘ Screening
'[‘;M'“ AFFAIRS Last Updated by yduck

File
Streenng Divison AG
rack Status Crosted By 5% Se — ataia)
Worker Read, Momca . Il. - ||
I Status ?‘icfacw.rz};ﬂ_“ﬁ mpietad v I
—
Ciatis Diate o027
Screeneng Rederral Date 5
B I U A

Spociyl Instrpctions

9. From theFilemenu, selecBave and Close Screening

10. If the client happens to call back, a new screening referral procedsegith,and the screening status will be updated to Screening Referral or Screening
Referral I&R to ADRC.

Schedule the Screening

Once theclienthas been reached,01S Screening will be scheduled in multiple ways depending on the PSA. The transition from Refer and CIRTS to eCIRTS
not change how screenings are scheduled. The only difference will be instead of adding the screening appoatenter@lkiRTS, it will be added to eCIRTS on

the Appointment tab of theClient recordand the person responsible for completing the screening will be added as the Worker on the ScreerfBegttie
Appointmentssection d this manuato add the date the screening is scheduled. The worker can monitor My Work for scheduled screenings.

1. To monitor My Work for scheduled screenings, locateltyeWork > Screeninggjueue with status oScreening Scheduled
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| MY WORK | CONTACTS CLIENTS

CLIENTS

CLIENT GROUPS ‘

‘ Screening

Screening Completed

1
Screening Referral 1&R to ADRC 1
Screening Scheduled 2|

Programs

2. Select theScreening Scheduledtatus to display a list of screenings that have been scheduled.

8/2/2021 5:11PM W
¢
File
Filters
Suatus v Eoua To v Screanng Schedued v AND v x
Screaning Referral Date v +
2 Screening record(s) retlumed - now viewing 1 throogh 2
Division Client 1D Clisnt Nome o Scresning Referral Date Status Date
) I"Socdt Simpsan, Marha ! Ipa20gt
AG 10003 Soutn. Balry 02102202t
First  Prevous Records per page Next  Last

3. Proceed tacComplete the Screening

1-855-WELLSKY

WellSky.com

s WellSky

A ‘\‘
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Complete the Screening

To complete the screening, the ADRC or OAA Provider will complet@®1ii&form and update the status on the Screening record. The ADRC also must add a
note in eCIRTS.

1. The 701S Screening exists as a Form in eCIRTADRIGzor OAA Providsill add a 701S Screening form to tB&ent recordand answer the questions
on the screen. See théormssection of this manual.

2. There are questions in the 701S that trigger calculations and scores at the end of the form. The Priority score, ramkiandcwie are calculated
automatically based on responses to specific questions within the screening. There is a hew stuti@CIRTS 701S form that gives the screener
guidance on program eligibility of the client based on responses to specific questions within the screening. The intesediidin is to take the guess
workoutof Y SY2 NA T Ay 3 (KS LINEnA &hforee aZdndisEeit pragram dfferingtizddSiégacross all PSAs. This section does not
automatically enroll or add a client to the waitlist for any of these programs. That is still up to the discretion okir@esarho consults with the client.

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 Yes
[SMMCLTC)

Older Americans Act Title llIE National Family Caregiver Yes
Support (lIIE)

Older Americans Act Title lIB Homemaker (llIB HMK) No
Older Americans Act Title llIB Chore (IlIB CHO) No
Older Americans Act Title B Adult Day Care (llIB ADC) Yes
Older Americans Act Title IIC2 Home Delivered Meals (03C2

HDM) Yes
Older Americans Act Title B Transportation (llIB TRS) Yes
Older Americans Act Title llIC Congregate Dining (03C1 No
CNML)

Older Americans Act Title lIB Emergency Alert Response Yes
(OA3B EAR)

3. When thescreening is complete, the user wallsoupdate thestatuson the Screeningab to Screening Complet&ee theForm > Completing the 761
Formsection.
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4. When the screening is complete, the user wadtlahe program records in waitlist status. Segd a New Program Recasdction.

5. When the screening is complete and the waitlist program records have been added, the screener will send the Post 70bSHettdient.See the
Notices and etters (WordMergs) section.The letter that was sent will be noted in tii®1S Screening Nate

6. Finally, a reminder to complete the rescreening in 365 days is tedgehen the user saves the 701S screening as complete. The reminder is assigned ti
the eCIRTS Assignment Manager role and designated staff will assign each to a workerA8aadliRescreenindReassessmersection.

701S Screening Note
The ADRG required to add a noteummarizing the results of the 701S screening and other tasks completed.
1. From theNotestab of theclient records, selechdd Note

2. The Note Details paggisplays. Update the following fields:

~ooo0 oW

Division: Will default to AG

Note By:Will default to the user creating the Note.

Note Date:Will default to today

Note Type:Select 701S 8m®ning

Note SubType Select Screening Complete
Description:Select Contact Successful. Screening Complete.

Note

0 If the 701S screening was not able to be completed, the NoteT$pb and Description should reflect that. Select Note-Sul
Type: Screening Not Completed or Screening No Show and select the Desuiiibtitthre reason why it was not completed.

Note: enter the details of the 701S Screening

Status:Select Complete

Date CompletedWhen the Note StatusqualsComplete, the Date Completed field populates automatically and is read only.
Attachments:NA

RecipientsNA

3. From theFilemenu, selecSave and Close Notes
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14 Day Screening Referral Follow Up

Screenings should be schedubead completedwithin 14 days. eCIRTS will help manage this process by reminding the I&R Specialist to fatidwalke sure

the screening was completetf.follow up is not completed within 14 daythe contact needs to change from Referral to Informati®he Handbok states I&R

will complete this follow up as they are the ones providing the referral service and completion of that follow up wilubeedted in a note in eCIRTBOEA

has okayed the screeners/intake staff to complete the 1&R 14 day follow up tiocktead of I&R as long as the I&R Supervisor or ADRC Managers confirm the
follow up has occurred (via reports) before PSA can count the unit as a referral

Note

o Thel4 DaySreeningfollow up tickler is assigned to the I&R specialist when they senddiezning referral to the ADRC.
In some PSAs, the I&R specialist completes the follow up and marks the tickler as complete.
In somelargerPSAs the screenamarks the tickler as complete. In these PS&Rwill reassign this tickler to the screener.
Whey Law R2SayQi 1y26 ¢6K2 (GKS & ONEBSy Smoneeipbrsiblefd assighikKgdte
screener, then that person reassigns the same tickler to the actual screener.

1. When the Screening record stati&creening Referrd&R toADRC, a Workflow Wizard will be triggered for &R Specialist who savéite Screening
record

Note
@ I&R specialists will NOT create contact records to start/stop the clock for the 14 day follow up.

2. Daily,the I&R Specialisir screenemwill monitor My Work for new ticklers. Screening referral follow up tickers will be triggered 14 days from the date
the screening referral was made and are visible fidgnWork >Qients> Ticklers.
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Rol
Welcome, Jennifer Buck | My Work Sign Out e
12/31/2020 3:46 PFM W = Waiver Manager - ﬁ
File
Quick Search
Clients ¥ [ Lest Name v @ © | apvancep search
[ participating
MY WORK CONTACTS CLIENTS CLIENT GROUPS AGENCIES PROVIDERS | RESOURCES | REPORTS
CONTACTS CLIENTS AGENCIES PROVIDERS TASKS

‘ Status (v) ‘ Screening (v) ‘ My Management )
‘Ticklers (v) ‘ Program Enroliments (v)
‘ Inquiry Alert Notes List (v) ‘ Referrals (v)
‘ Ticklers ©
Ticklers 12

3. SelectTicklersto display a list of ticklers currently due.

4. Use theSearcHilters at the top of the page to narrow down your results if needed.
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Welcome, Jennifer Buck  Ticklers

12/3172020 S0 PN v

Elle
Fllters
Status v Eous To v New v AND v x
CaseNo v +

Apply Alert Days Before Due

.. -'-.l .:',‘. '

12 Ticklers recond(s) retutned - naw viewing 1 through 12

CaseNo C;msumn Namne Tickler Name o 'Dau Created VDno N- Date Completed ' Suatus
1 10007 | Jackson Mikhae! 14 Doy Referral Follow Up Reminter Document in 3 Note 11022020 I 11182020 | [ New L4
10005 | White. Ellan 14 Day Referra Follow Up Remincer Document in 2 Note | 11052020 | Nex IS
10004 [ Whita, Etlan 14 Cay Referral Foliow Up Remincer Document in 2 Note 1INT2020 ' (Y [ »
1 10005 [ Whits, Elian | ~lhent ngeds not met Folow up 3gam and document in 3 NoNe | 12712020 1102020 [ Nan | »
10010 | ommsan, At Crmelemniorieosan S lada bbb 12022020 12002020 ' | vow ,
10047 Jackson. Jonnny Clent sent for screenng. Complete 14 dary folow up and 1 206/2020 1212272020 Now »

gotument in 8 note

5. Each follow up will involve several tasks. The I&R Speciaksteenemwill document the follow up completion in aoé andpossibly change the
Contact Type of the original contact from Referral to Information

6. Select the Tickler to open the Notes page.

7. If you need to look up additional information on the client record before adding your ne&gha flyout menu tothe right of the tickler teselectView
Client RecordThis is a short cut topenthe Of A Sy i.0a NB O2 NR
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S i A5y “7“ welczome, Jeretier Suck | Ticklers
1I9IVIRIINN v

File

Aoty Alwet Dirys Defiore Die

=a e

T Tichbars IRCONINL IWINTRed - Sow wewvig 16 Soagh 3
i Choee W0 | Ot Mve Thonser Nare i ey i Daw Crovies | Dot Due o | Daw Comupmint | Aswgreo T E
e 00" %

S 00, J0Ovy
bt ey

10002 Al Clae

8. Look up the information you need then return to the open tickler window.

9. The Note Details page displays. TRR Specialisir screenemill confirm the 701S has been scheduled or completed] documenin a Note.
a. Note Type 701s Screeningollow Up
b. Note SubType select a SulType from the table below.

SubType Use ‘
14-Day Follow Up The screening referrébllow up has been completed within 14 business days.
Completed

14-Day Follow Up Not The screening referral follow up has not been completed within 14 business day
Completed

c. Description leave blank
d. Status selectComplete
e. Note Recipientieave blank
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g Wells

Notes
File Tools
Workflow Wizard Notes Details

Client sent for 7015 Division * AG v

screening, Complete 14 Note By * Buck. Jennifer v

day follow up and ==

gocument in a note, Nota Date * 08272021 9
Agency v
Program v
Notes List ¥
Note Type * [T01S Screening Follow Up v
Note Sub.Type 14-Day Follow Up Completed v

B I U 160« ~ A~
Note
s, Complete v |
Date Comploted oVIN02Y
10. When finished, from th&ilemenu, selecGave Notes
11. The tickler is marked complete. The Workflow Wizard window can be closed.
Welcome, Jennifer Buck Workflow
12/31/2020 4:05 PM W Wizard

File

Workflow Wizard
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12. The Note is visible on theient Notes tab

START-STOP TWMER  Demographics = Screermng = Referrals To Prowders. . Forms | Noles
W

Filters
Note Date v +

19 Notes recordis) returned - now viewing 1 through 15

02772021 Buck. Jennder {7018 Screening Follow Up 14-Day Foliow Up Complsted Complete 0272772021 No

13. If the I&R Specialistr screenedid not complete the follow up withindldays,then 14-Day Follow Up Not Completegiould have been selected as the
Note SubType. When this happens, the I&R Specialist must also updat®titact typeon the Contact record that triggered the remindégm
Referral to Information only.

: Note
0 This process may be revised in Phase 2.

14. To open the Contact record for editing, sel®@w ContactsF N2 Y G KS (22t 6 Natthgtopote pagd. A Sy 1 Qa4 NB O2 NR
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View Contacts

Notes

Frank Fountam

4 ) J

Last Updated by mresd
at 9/10/2021 3.36:53 M

REPOARTS

File Tools Reports Ticklers
S 8
t&’ Quick Search
Clerts - Last Name v @
MY WORK CONTACTS ELIENTS. | CLIENT GROUP \ENCE PROVIOER RESOURCE
S5 22564 8753 Priotiey Score 52
Dos 1111945 Assessment Date 06/ 52022
Rank EMS Reloase Date 0940872021
Fountain, Frank (10258)
CaregrvesCare Recpront
Assocated People  Wait List  Appomtmerts | Medications
Pogaeme | Senvces  Authorgmtons | Activifes
START-STOP TIMER | Demcgraphes = Streeming  Asfarals To Frovdars

Fors eE

k. WellSky

ok

DOEAMan v .

UTILITIES

15. Locate the completed contact record with the Referral Contact Type from the list and click on it to open it.
16. The Contact Details page displays, but it is read only because the status is complete.

17. To reverse the status of the Contact records so it cangduiated, from theFilemenu, selecReverse Disposition

ELDER AFFAIRS \

Frank Fountain
Last Updated by jbuck

at 8/25/2021 12:13:19 PM

File Tools Reports
l T “mation
Speft Check 5
08252021
1204 PM
yviow Contact Buck. Jennifer
Agency * Eider Source, The Area Agency on Agng of Northeast Fiorida wtail
Entry Point * BrR
Contact Method * Phone Call
Contact Type * Referrnl

1-855-WELLSKY

WellSky.com
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18. The page refreshes and the Contact Details page displays arfdldadingstatus. Update the following fields:
a. Contact Typelnformation
b. Note: Append text to note of the update you angaking
c. Status Complete

Contact Information

Division * AG

Contact Date * 06/25/2021

Contact Time * 12:04 PM

Received By * [ Buck, Jennifer M

Agency * | Elder Source, The Area Agency on Aging of No v | Details
Entry Point * x

Contact Method * ’m

Contact Type * [ Infarmation v [

Contact First Name ' Frank !

Contact Last Name Fountain

19. From theFilemenu, selecSave and Close Contact

Track Status on a Screening

You carview a quick snapshot of the status history of a Screening record in e@iRTéhange to the statusf a Screening recordill be noted on the Track
Status Detail screen along with tldate of the status chang&he status and date of the status change also part of custom reports that will be used for
monitoring screening contact attempts and screening scheduled dates are within the required timelines.

1. Open thedient record and select th&creeningab.
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}Fountain, Frank (10259)

Caregiver/Care Recipient ‘

‘ Associated People | Wait List ‘ Appointments | Medications
‘ Programs | Services ‘ Authorizations | Activities
‘ START-STOP TIMER ‘ Demographics Referrals To Providers ‘ Forms | Motes

2. Select the Screening that you want to vierem the list view grid.

START-STCP TIMER | Damoguaptses. m Roforals To Provders  Fomes | Noted

Filten
Suls v Not Egue = - Clesadt v AND v -
Owsion v +

1 Scrsnning recordin) retuimed - now viewing 1 through 1

AT Screaneng Completed Buck, Jonnder

3. SelectTrack Statugrom the lefthand navigation. Thé&rack Statusist view page opens.

a8 WellSky Human Services Hlenwhte  Track Status

11/30/ 2020 3-33 M

File  Tools

Scroanng Ao rlb o
B e [ swdm | b o ity s | Ow

Notes 1007 SomenngReferal || 11052020 | fouck 19820 SAAT PN |

m 10074 Sermenng Compimed | 11042020 A|e00 j | o -R%mnosnml
10073 | Cortact Soczmsstd | (11042020 Lo || 11042020 4 | [ jbock 1AM 11457 M |
10272 CortactAtempt 7 | 110472020 9| (11042020 A jtuck 1447020 110423 FM |
10071 Contact Mengt 1 | 1041220 A\ Finaz0 . flm 1142020 11.04:57 PM y
10070, Screenng Referal | (1104020 4 || 11042020 | jouck 1042020 110032 PM |
10089 Scrvenng [ Fezaze 14| 110aza20e ) [ ™ 1142020 10:36:48 P I
10033 | Ozen | foariaiz EE'.'..‘.‘..“‘J.N?Q | [ | ouct |u'2r.'z:ean:mum§

4. SelectFile > Close Track Statudhen done.
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Referrals to Providers

There areseveral ypes ofReferrals to Providelism eCIRTS hese referral records are added at different times during the workflow and by diffesk, but all
FNB FRRSR dzyRSNJ 4KS al YS & wiierpsobkbsltcadd aleferral rbBrdia tReSaticthetsiatuses ahdyprodders selécfed will
differ.

1. I&R:will add a PSA/agencgferral rcordwhenthe client record created. This enables the ADRC to bilhfake servicesA Client can have more than
one PSA/agency referral record if needed. {f.a.client switches PSAs.)

2. 1&R:mayaddreferrals to community resources that require 14 day follow up. Screening referrals have a separate 14 day follow upertjairdrare
recorded on the Screening tahot the Referrals to Providers tab

3. Lead Agencywill add alLead Agencyeferral record when the clientrecordis created by the Lead Agenep, the Lead agency can bill for services.
4. CM/Assessorsvill add a service provider referral recardfter the assessment is completed so the service providers can bill for services.

5. SNAP, SHINE anBARLS referrals wallsobe managed on this tab.

Add PSAADR@Referral Record

Forthe ADRC to bill for Intake services, a referral record must be addéidfof ! 5 weCIRAS credites this record automaticdllere is custom

automation in place to automatically add the PSA/Agency Referral record when a client record is created. If the userctmpietency Name field on the
Demographics page when the client recasdiist created, the automation will create the record. If they user does not, the PSA/Agency referral record will neec
to be manually created.
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.
3 Contact Information
Homeless?
Address Type
Facility Name
Street 124 Main St.
Street 2 PO Box 555
Cly 3] Cear
State FL A8 Clear |
Zip Code 32639 A8} Clear |
County Levy A Clear |
PSA 3 8] Clear |
Agency Name | Elder Options I S &) Clear |
Best Contact [(259)744-8878 '
Home Phone (321)624-9574

If a PSA/ADRC referral record needs to be added manually, follow the steps below.

1. Navigate to theClientrecord and tick onthe Referrals toProviderstab.
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White, Ellen M (10005)
Caregiver/Care Recipient
Associated People Wait List | Appointments Medications

Programs | Services | Authorizations | Activities

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

Filters
Status A Mot Equal To hd Closed hd AND w »
Frovider/Agency +

— —

16 Referrals to Providers record(s) returned - now viewing 1 through 15

2. From theFilemenu, seleciAdd ReferralDetails

File Ticklers View Contacts

Add New Client - Search For Existing Quick Search

" Add Referral Details

Clients

Print

Participating

MY WORK CONTACTS CLIENTS CLIENT GROUPS

3. TheReferral detailpage will displayUpdate the following fields:

Division This field will display A@hd is read only

Referred By This field will display the worker who added tReferral record.

Referral DateThis date reflects when the referral was maated defaults to today.
Provider/PSA: The user must select if this is a Provider or PSA referral régelett PSA.
Provider. Slect the name of the PSfom the dropdown

Worker: search for and select the generic worker for your B8zording to the list below:

~0 Q0o
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]

FIRSTNAME

DEFAULT.-WORKER-PSA.ON
DEFAULT-WORKER-PSA-02
DEFAULT-WORKER-PSA-03
DEFAULT-WORKER-PSA.O4
DEFAULT-WORKER-PSA-05
DEFAULT-WORKER-PSA.-06
DEFAULT-WORKER-PSA.O7
DEFAULT-WORKER-PSA.08
DEFAULT-WORKER-PSA.09
DEFAULT-WORKER.PSA.10
DEFAULT-WORKER-PSA.T

LASTNAME

DEFAULT-WORKER-PSA.D
DEFAULT-WORKER-PSA.02
DEFAULT-WORKER-PSA-03
DEFAULT-WORKER-PSA-D4
DEFAULTWORKER-PSA.OS
DEFAULT.WORKER-PSA-06
DEFAULT-WORKER-PSA.07
DEFAULT.WORKER-PSA.08
DEFAULT-WORKER-PSA.09
DEFAULT-WORKER-PSA.10
DEFAULT-WORKER-PSA-11

g. Status This field displays the status of the R8#&rral record and is either Active or Inactive.

a8 WellSky

Status Use

Active PSAeferral records will always be active unless the client has switched PSAs. Then, the n¢
record would beactive,and the original would be inactive.

Inactive When a client moves PSAs, the original PSA will be inactive.

h. Status DateThis field reflects the date of the statahange
Comments This field will display notes if applicable.
Provider Referred Service$his section does not apply to P&@Aferral records. Skip it.

i.
J-
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2

3 Michele Keck Referral
thkr\ll--\lk\\ !
4/12/2022 9:30 AM Details

File

Division AG
Referred By Buck. Jennife - Mo &
Referral Date 0471 29

Provider/PSA * PSA vl

Providar Area Agency on Aging for Scuthwest Floada. Inc -H D

Worker DEFAULT-WORKE

Status * Aclve v
Status Date 04/01/2022

Start Date 0412/2022 B

Commants

Provider Referred Services
Primary Referred Service h
Secondary Refetred Service v

Tertlary Referred Service ~

4. From theFilemenu, selecBave and ClosBeferral Details

Client Changes PSAs

LT GKS / f A Sy (Reférfliegdbd Bthe br{gihalRSA wilknBed to be closed, to stop their accdsl services fortie Client in eCIRTS. A new
Referral ecord for the new PSA will need to be opened, giving them accdsl services for the€lient. There might be overlap where both F&ferral

records exist for a client in eCIRT8ents can also change PSAs temporarily, in the case of a hurricaregh&il&R and ADRC roles can access clients across
PSAs, no changes will need to be made to the client record to add the new PSA, unless that PSA needs to bill for seevitiesitfor

1. Navigate to the Client record antiak onthe Referrals to Proiderstab.
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White, Ellen M (10005)

Caregiver/Care Recipient

Associated People | WaitList | Appointments | Medications

Programs | Services | Authorizations | Activities

START-STOP TIMER | Demographics | Screening

Referrals To Providers

[Forms Notes

()-Filters
Status A Mot Equal To N Closed N AND w »

Provider/Agency v +

16 Referrals to Providers record(s) returned - now viewing 1 through 15

2. Select the original PSReferralrecord from the list.

& -
s WellSky
/iy

o

Division Provider/Agency o Status Referral Date
AG ADRC - PSA 10 Active ‘ 01012020
IN'- | Aging and Disability Resource Center of Broward Courdy. Ine Active
AG AN Beracon Provider TReterral 1072772020

3. TheReferral Details gige will displayUpdate the following fields:
a. Status select Inactive

b. Status DateEnter the date the record is being inactivated.

c. Comments This field will diplay notes if applicable.
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ELDER ATY \m«\ Michele Keck Referral
4/12/2022 9;30 AM Details

g WellSky

Flie

Division AG

Reforred By Buck, Jennire [ | ear gl

Relerral Date 1272022 i

Provideo ¥ SA PSA v

Providar Area Agency on Aging for Southwest Flonaa, ine n“ i
Worker DEFAULT-WORKER-FSA-08 [ :-.-'. g D=t

Status Inactive v

Status Date 12/1572022 e

Start Dote O4/12/2022

LComments

4. From theFilemenu, selecBave and ClosReferral The original PSA record is now closed.

5. To add the new PS#&ferralrecord, return to theAdd PSA/Agency Referral Recsattion.

Adda Referral to Community Resources

Referrals to community resources can be made at any time, including before or after a screening is completedndfdRtindli a referral was made on the

O2y Gl OG NBO2NR 0 dzi Retedalé P& NabiIn2CIRTRS | GRRA SIyKISQ aNB F S NNJ £ NB O 2 tNggebs tHe 443ayil K S
follow up for the I&R specialist.

: Note
@ This process may be revised in Phase 2.

1. Click orReferrals to Providersab.
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White, Ellen M (10005)
Caregiver/Care Recipient
Associated People | Wait List | Appeintments | Medications

Programs | Services | Authorizations | Activities

START-STOF TIMER Demographics Screening Referrals To Providers JForms

Filters
Status - Not Equal Ta e Closed - AND » »
Provider/agency » +

16 Referrals to Providers record(s) returned - now viewing 1 through 15

2. From theFilemenu, seleciAdd Referral Details

File Ticklers View Contacts

Add New Client - Search For Existing Quick Search

Add Referral Details

Clients

Print —
" [_I Participating

MY WORK CONTACTS CLIENTS CLIENT GROUPS

3. TheReferraldetails page will displayJpdate the following fields:
a. Division This field will display@ and be read only

MNotes

Referred By This field will display the worker who added tReferral record.

b

c. Referral DateThis date reflects when the referral was neaahd defaults to today.

d. Provider/PSAThe user must select if this is a ProvideP&AReferral record. Select Provider.
e. Proviker{ 8t NDK F2NJ FyR 48t 800 (KS 3ISYSNRO

f.

G/ 2YYdzy A

Worker: search for and select théeneric worker for your PSA according to the list below:
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FIRSTNAME LASTNAME

DEFAULT.-WORKER-PSA.OY DEFAULT-WORKER-PSA.D
DEFAULT-WORKER-PSA-02 DEFAULT-WORKER-PSA.02
DEFAULT-WORKER-PSA-03 DEFAULT-WORKER-PSA-03
DEFAULT-WORKER-PSA.O4 DEFAULT-WORKER-PSA-D4
DEFAULT-WORKER-PSA-05 DEFAULT-WORKER-PSA-05
DEFAULT-WORKER-PSA.06 DEFAULT.WORKER-PSA-06
DEFAULT-WORKER-PSA.O7 DEFAULT-WORKER-PSA.O7
DEFAULT-WORKER-PSA.08 DEFAULT-WORKER-PSA-08
DEFAULT-WORKER-PSA.09 DEFAULT-WORKER.PSA.09
DEFAULT-WORKER.PSA.10 DEFAULT WORKER.PSA.10
DEFAULT-WORKER-PSA.-1 DEFAULT-WORKER-PSA-TT

g. Status select from the table below:

Status Use

Referral I&Rwill make thereferral on behalf of the client. This will require a 14 day follow up to ensur
(KS Ot ASydQa yS53Ra KI@S 058y YSGo

Referral ADRC The ADRC will make the referral on behalf of the client. WitliNOTrequire a 14 day follow up

Notification Thisstatus is used in the SHINE referral process.

Referral Complete [FGSNIAY (GKS g2N] Ft2¢ o6KSYy (GKS mn RIF& T2
met, the status will be changed to Referral Complete.

Referral Incomplete [FGSNIAYy (GKS g2N] Ft2¢ o6KSYy GKS mn RIFI& T2
been met, the status will be changed to Refetralomplete

Referral Not Needed Used for Lead Agency and Service Provider referrals.

Closed Later in the workfhw when service providers are billing for a client, this status can be used t
stop the provider from billing for that client.

h. Status Date This field reflects the date of the statiBackdate it when needed.
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i. Start Date this field is the date the referral was made. This date will stay the same. The Status date may change.
j.  Comments This field will display notes if applicable.
k. Referred ServicesThis section will displayp to three services the client is seeking frora firovider.These are optional fields if they apply to
the PSA. If not, leave them blank.
i. Primary. The primary service needed for thkent.
ii. Secondary The secondary service needed for tient.
iii. Tertiary: The tertiary service needed for thodient

Ellen White Referral
3/320/2021 3:23 M
Flle
Divislon * AG
Referred By Suck. Jennider -h“ dadll
Referral Date 052072021 [
Provider/PSA * Provider v [
Provider Meals R Us v !
Praovider Worker Buck. Jennife -“ el
Status Referral hed
Status Date 067202021
Start Date 050202021 i
Commonts

Provider Referred Services

Primary Referred Service Home Delivered Mea's e
Secondary Referrod Service v
Tertiary Referred Service v

4. From theFilemenu, selecBave and ClosReferral
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14 Day Follow Up for Referrals to Community Resources

Referrals made by I&R tmmmunity resourcesequire a 14 day follow upCIRTS will help manage this process by remindin&fReSpecialist o created the
Referral recordo follow up with theclientto make sure th® t A Sefds @ére met. Only Referral records wéthtuses thatequaléReferral will trigger the
WorkflowWizard.I&R specialists will not create contact records to start/stop the clock for the 14 day folloRefesrals made by the ADRC do not require
follow up.

Note
0 This process may be revised in Phase 2.

1. When the Referral record statuReferral, a Wdtflow Wizard will be triggered for th&R Specialistaving the Referral recor®eferrals with Status
Notificationor Referral ADR®Ill not trigger the Workflow Wizard.

2. Daily,the I&R Specialistill monitor My Work for new ticklers. Service referfallow up tickers will balue 14 days from the date the referral was made
and are visible fronMy Work >Clients> Ticklers.

% MY WORK CONTACTS CLIENTS CLIENT GROUPS
CONTACTS CLIENTS
Status Screening
Inquiry Alert Motes List Programs

Referrals/Notifications

Notes

Ticklers

Ticklers 2

r A
Alert Notes

3. SelectTicklersto display a list of ticklers currently due.
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4. Use theSearcHilters at the top of the page to narrow down your results if needed.

Welcome, Jennifer Buck  Ticklers

12/31/2020 50 PN W
Elle
Filters

Satus v Equa To v New v AND v x

CaseNo v +

Apply Alert Days Before Due

5. Locate theld DayFollow Up Reminder for Referrals to Community Resources

ELDER A ““‘“‘ welcome, Jennifer Buck | Ticklers
10/28/2021 4:54 PM
File
Filters
Stalus v Egqual To - Neo v AND » x
Clhent 1D - -

1 Apply Alest Days Betore Due

133 Ticklers record{s) retumed . now viewing 1 through 15

Clent 1D Clisat Nome Tickier Name Status Date Created v Date Due Date Completed Assigned To
ﬁ 110005 "Wiste, Ellen | 12 Day Folow Up Remnder for Referrais to Commursty Resowces | New 110282021 ITiri2021 Buck. Jarmifor v I
ERETTT I3 A (R R e LR e RS e e e s RTTT Y] BTSN ' ; ' '
10259 ountain, Frank signad and the CARES Staffing Foem = complete New 252021 10v252021 Buck, Jennifee ’

6. Select theTicklerto open the Notes page.

7. If you need to look up additional information on the dli@#ecord before adding your note, use the flyout menu to the right of the tickler to s¥liest

ClientRecor@ ¢ KA & A& | aK2NI Odzi G2 2Ly GKS Ot ASyiQa NBO2NRO
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ELDER Al nm.s‘ weicome, Jennifer uck | Ticklers
10/26/2021 4:34 P4 W

File

Filters
Status v Equal To v Nea v AND v x
Clemt ID v +

! Apply Aert Days Betore Due

=
133 Ticklers record{s) returned - now viewing 1 through 15
Client1ID | Client Name Tickler Name Status | Date Crested » Date Due Date Completed Assigned To
10005 White, Ellen 14 Day Fokow Up Reminder for Referrals 10 Commundy Resowrces | New 10282021 11111720214
{ b | e | Cicee the CARES program recoed sfler the CARES €03 Forme | [ A
[ 10253 .F\r.mls:n Frank | signed anangCAREh Stating Form s Compista. .New ' 1252021 ' 102572021
Close the CARES program recoed afler e CARES 603 Form s 50 .
| 10001 | Sempsce, Mamna ggmaanampmgsm@ Fonh 6 comci (New | 10222021 10222021
10001 Simpeoc, Martha Cioss e CARES program racord aher e CARES 603 Form s New 10222021 102272021

signed and the CARES Stafing Form is complete

8. Look up the information you need then return to the open tickler window.

9. The Note Detadl page displays. Update the following fields:
a. Note Type Community Referral Follow Up
b. Note SubType:the &R Specialistill select a Note Sulbype according to the table below.

SubType Use ‘
14-Day Follow Up The referral follow up has beerompleted within 14 business days.

Completed

14-Day Follow Up Not The referral follow up has not been completed within 14 business days.
Completed

c. Description:leave blank
d. Status Complete
e. Note RecipientlLeave blank
10. When finished, from th&ilemenu, selecSaveand CloseéNotes
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11. The tickler is marked as complete when the note is saVhad.Workflow Wizard window can be closed.
12. The Note is visible on thdient Notes tab.
13. The I&R Specialist must also update the status on the Referral page. Navigat&efehab to Providerdab and select the referral record.

14. Update the status according to the table below:

Status Use
Referral Complete Thel4-dayReferral follow up was completed in 14 days.
Referral Incomplete Thel4-dayReferral follow up was not completed in 14 days.

15. From theFilemenu, selecGave and Close Referral

Add a Lead Agency Referral Record
If a Lead Agency will serve as firevider of client specific or aggregate services, the Client must also be associated to the Lead Agency. This is glso done b
adding a Referral record in eCIRTS for the Lead AgEmey.ead Agency typically adds this referral record in eCIRTS.

1. Navigateto the Client record andlick onthe Referrals to Providersab.
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White, Ellen M (10005)
Caregiver/Care Recipient
Associated People Wait List | Appointments Medications

Programs | Services | Authorizations | Activities

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

Filters
Status A Mot Equal To hd Closed hd AND w »
Frovider/Agency +

— —

16 Referrals to Providers record(s) returned - now viewing 1 through 15

2. From theFilemenu, seleciAdd ReferralDetails

File Ticklers View Contacts

Add New Client - Search For Existing Quick Search

" Add Referral Details

Clients

Pnnt —

| Participating

MY WORK CONTACTS CLIENTS CLIENT GROUPS

3. TheReferral Detailpage will displayUpdate the following fields:

Division This field will display A@hd is read only

Referred By This field will display the worker who added tReferral record.

Referral DateThis date reflects when the referral was maated defaults to today.
Provider/PSA: The user must select if this is a Provider or PSA refeatdeSelect Provider.
Provider. Select the name of the Lead Agency from the dropdown

Worker: select the name of th&eneric Worker for théead Agengc

~o Qa0 o
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g. Status This field displays the status of the referral recd®éleciReferralNot Needed

h. Status Date This field reflects the date of the status.

i. Comments This field will display notes if applicable.

j-  Provider Referred Service¥his sectiortan be completed by the Lead Agency if desired. If not, skip it.

FiDER r,_],-l,“r,;‘ Michele Keck Referral
4/12/2022 9:30 AM Details
File
Division * AG
Referred By Buck, Jennifer [ - | Clear | Details
Referral Date 041212022 |CHl
Provider/PSA * [ Provider v |*
Provider * CITRUS COUNTY SUPPORT SERVICES — e Details
Worker * CITRUS COUNTY SUPPORT SE | - | Clear | Details
Status * | Referral Not Needed v |
Status Date 04/01/2022 i
Start Date 0410112022 | CHl
Comments
y

4. From theFilemenu, selecBave ad CloseReferral Details.

Add a Referral to a Service Provider

Once the assessment is completad the client is active in a prograthe providers who will deliver servicésthe clientmust have a referral record for the
client in eCIRT&therwise, they will not be able to bill for services. These records are added Bydhieler orCase Manager wihcompleted the assessment
andadds the Service records. See Bervicesection for more detad on adding serge records in eCIRTS

1. Navigate to the Client record antiak onthe Referrals to Providersab.
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White, Ellen M (10005)
Caregiver/Care Recipient
Associated People | WaitList | Appointments | Medications

Programs | Services | Authorizations | Activities

START-STOP TIMER | Demoaraphics Screening Referrals To Providers JForms Motes

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

16 Referrals to Providers record(s) returned - now viewing 1 through 15

2. From theFilemenu, seleciAdd ReferralDetails

File Ticklers View Contacts

Add New Client - Search For Existing Quick Search

Add Referral Details

Clients

Print

Participating

MY WORK CONTACTS CLIENTS CLIENT GROUPS

3. TheReferraldetails page will displayJpdate the following fields:
a. Division This field wiltlisplay A& and be read only
b. Referred By This field will display the worker who added tReferral record.
c. Referral DateThis date reflects when the referral was nesaihd defaults to today.
d. Provider/PSAThe user must select if this is a ProvideP&AReferral record. Select Provider.
e. Provider. Search for and select the name of the Service Provider. The one that will be delivering the services to the client.
f.  Worker: Search for and select thgefault Worker record for the provider. &aProvider record ds ageneric Default Worker recorassociated
to their record.
g. Status selectReferral Not Needed.
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h. Status Date This field reflects the date of the statasdwill be the same as the Start Date for service providers.
i. Start Date This is the date thprovider can begin billing for services for this client. It must be before the first date the provider needs to bill
services for the client.
j.  Comments This field will display notes if applicable.
k. Referred ServicesThis section will displayp to three sevices the client is seeking from the provid€hese fields are optional and only used by
some PSAs.
i. Primary. The primary service needed for thkent.
ii. Secondary The secondary service needed for tient.
iii. Tertiary: The tertiary service needed for thodient.

- Referral
FLDER AFFAIRS
‘ 4/14/2022 136 P Details
F)l(L‘-

Divislon AG
Reafesred By Buck. Jennife -.. . “ ot
Referral Dote 04/14/2022

ProvideoPSA Provder v

Provider THE BEST MEDICAL MONITORING Sl
Worker MDESD CCPE MEAL PRI IFT;‘”. . ot

Status Referral -

Status Date DAS14/2022

Start Date 04/14/2022

adding referral record 50 provider can Dill services » eCIRTS
Comments

Provider Referred Services
Primary Referved Service Adult Day Care v

Secondary Referred Service v

Tartiary Reforved Service v

4. From theFilemenu, selecBave and ClosReferral
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Track Statusf aProvider Referral

You can view a quick snapshot of the status historyRéferral to aProviderrecord in eCIRTS. Any change to the statusRéfarral to aProviderrecord will be
noted on the Track Status Detail screen along with the date of the status change.

1. Open theClient recordand select theReferrals to Providersab.
White, Ellen M (10005)

Caregiver/Care Recipient
Associated People Wait List | Appointments | Medications

Programs | Services | Authorizations | Activities

START-STCP TIMER | Demographics | Screeningl | Referrals To Providers | jJrorms | Notes

()-Filters

Status w Mat Equal To hd Closed w AND w x

Provider/Agency v +

(S R —

16 Referrals to Providers record(s) returned - now viewing 1 through 15

2. Select theProviderreferralthat you want to view from the ltsview grid.

k‘u!e. Ellen M (10005}

Caragrvw'Care Recowant

Fliters

15 Reofermals (0 Providers record{s) recamaed - now viewing 1 through 15

— — S—

l AG Transporistion Froviders i Referral

raz RS Ra%rat
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3. SelectTrack Statugrom the lefthand navigation.

a8 WellSky Human Services

File  Tools

Reformat A SGC) PG ————
Status Status Date

Prosier Workers Referral Neess Mt 191772020 |

Referral

@ Referral Complete 112020 3 f L®
102772000 14! TR0 |t

The Track Status list view page opens.

Ellen White Track Status

11/30/2020 3:37 MM

N -
mesed TAT2020 748:45 PM ’
lltud. ‘HHIKQQH'II.MAU ' D
[ puck [Yozrz0m0 13:az08 A | ’

4. SelectFile > Save and then File > Close Track Stathen done.
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SHINE

Referrals for the SHINE program can be received by the Helpline/I&R Specialists or SHINE staff can receive a calhdinmeatiefested client. Regardless of

the entry point, the process in eCIRTS will be the same. A referral record will be caatesl SHINE program and the SHINE Data Form will be completed in
eCIRTS. The SHINE Liaison will be assigned as the worker. The SHINE Liaison will be responsible for assigning a @HilNnEdGoumssiting their name on

the SHINE Referral record in BCS. The SHINE Liaison will notify the SHINE Counselor and provide the SHINE Data form information. The workflows for the
SHINE Counselors will remain outside of eCIRTS. PSAs have the ajdicumtent unsuccessful contaetith the clientin eCIRTS if tyechoose.

Record the Contact

1. I&Ror SHINE Stahn receive callfor clients interested in the SHINE progrdR staff will record the call details on a Contact Record in eCIRTS and
create a referral recordSHINE Staff will just create the referraloet Skip testep 14.

Note
@ This process maye revised irPhase 2.

Note

0 A Client record must exist before a Referral record can be created. S@eldieg a New Client Recood Search foan
Existing Client recorsection of this manual for more information.

2.'aAy3 GKS w2tSY Law {LISOAL A& sDeyidgdiphisabi S G2 GKS Ot ASyidQa NBO2NR |\

3. CKS Low {LISOAIFEAAGl 6AGK WaGI NG (MéEneddfselddAdOCadtact 2 LISY Ay 3 |+ O2y il OG NBC
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Martha Ssmpson Demographics .
ELDER \n\m-\ Last Lisdated v Ibuck e
AT

File Edit Tools Reports Ticklers View Contacts Word Merge

A Nerw Clermi - Ssarct) fon Enang 7207 CLIENTS

Fnm

Prionty Scom
Al Lamaxcly
I 1 Assosameot Uute onr

Hank

EMS Relosse Date

Simpson, Martha (10001)

Demographics

4. The Contact Details page displays. Updhagefollowing fields:

TOS3IT AT TIToSQTOAO0TY

Division Required. Defaults to AG as is read only.

Contact Date Required. defaults to today and is read only.

Contact Time Required. defaults to now and is read only.

Received ByRequired. defaults to the user adding tbentact record.

Agency Required. Select your PSA from the list

Entry Point Select I&R

Contact Method Required. defines how the contact was received

Contact TypeSelect Information

Contact First NameDefaults to the Client First name. No changerareded.
Contact Last NaméDefaults to the Client Last name. No change are needed.

Contact Person Phon®efaults to the Client best contact phone number. No change are needed.

Relationship The contact person is the client, leave this field blank.

. Anonymous?: skip. This does not apply.

Interpreter Services Usedkip. This does not apply.
Contact Marker skip. This does not apply.
Notes enter a summary of the call

5. From theFilemenu, selecSave ContactDo not close the contact record.
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6. From withinthe open contact record, select theesourcs Providedsubpage.

Contact 1D = 10400

dazed by 1buck

021 5:44:25 AM

File Tools Reports

| Contact | Contact Information
Divisaon AL
Contact Date Q773002021
Comact Tune 0828 AM
Recerved By * Tost Worker -
AMency Advantage Agng Solutons v
Entry Point AR v’
Contact Memod Phonea '.:-3-7| v

7. From theFilemenu, selecSearch ResourseProvided

Contact ID = 10400 Resources
7/30/2021 9:54 AM Provided

File Reports
[
|\ Close Resources Provided -eturned

Track Status

8. TheResource Seardls displayedThe most frequently used search criteria is displayed, but the user can change any or all of them at any time, if
needed.
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Contact 1D = 10400 Resource
7/30/2021 9:56 AN Search
File
Sexch
7]
Appty Filter in Seaech - o Bl Show Fitss
¥ ilteey
AgencyFogam Name v cContans A [ AND v -
Senice Arsa O v Contan: ot AND v %
Alwa v 1= - AND v x
Service Avea Zp Coce v olam v ND v x
a o - L - WO v x
A0 P 3 v 4
i i et —
, TIP
¢ g It is fastest to use the Text Search at the top of the page when searching by one data element (i.e. Meals)

Use the Field searches underneath the text search when searching by more than one data element. (i.e. Service Area Zi
and Service Name)

9. Select the filter(s) and enter the data. Cl&déarch

10. TheSHINE resource désplayed in the list.

11. Click+to display the service information for the SHINE resource.

NOTE
0 The larget will display the service information for all resources in the list. The small
display the service information for one resource at a time.
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FLDER u'ullx‘ Contact ID = 10470 Resource
10/34/2021 32:40 PM Search
Flle
Search
I SHINE
_ Apply Fiter in Search Shaw Fiter
- Fivers
AgencyFrogiam Name v Contans v AND w X
Service Area City v Contans v AND v -
Serace Area County ~ Contans v AND v x
Servite Avea JpCome v Contans ~ AND » x
Taxonsory TermiSerce v Contans - AND ~ x

Agency'Program Name v +

=

oo Soarch ,,“:W‘-naum}m'l'
u AgencyProgram Name « Aderess ] Street | Phone Number | Do NOT select this bex .
@ SHINE -
Senvor Communty Sernce Employmens Frograss |

12. Record the information you shared in eCIRTS. This is done by selecting the Service record(s) under each ResourBeldds&éneiceheckboxes.
1 Resource Search record(s) nyumod - now viewing 1 through 1

‘ 1 Amy#nmthmo. Address ‘ Street “ Phone Number i Do NOT select this box. | !
= | SHINE .
t - ’
o L] © Taxonomy Termiservice Accepts Mo Aocepts Femaies |
| Servor Community Serace Employment Programs
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-~ NOTE
@ Do not use the other check boxes on the right of the screen labBledyOT select this boXOnce the service checkbox is
selected in the step above, the application will automatically check the required boxes in the Do NOT select this boe fie
usershould not select or unselect any of the Do NOT select this box checkboxes.

.. 1 Resource Search record(s) retumed - now viewing 1 through 1
v
Agency/Program Name . Address Street Phone Number Do NOT select this box

® | SHINE >

13. From theFilemenu, selecGaveand Close Resource Seardie page refreshes and a natification window displays noting the referral records have
been saved successfully.

tsshvtrl mediware com say

TIP
f ¢CKS GSNY WNBFSNNIfQ Ay (GKAA @GAYR28 A& |y
community resources. The message is telling the users the resources have been tagged 1
contact record.

14. Keep the contact record open aneturn to the open client record.

Add the Referral

(s}
(s}

1. Using the RoteeCIRTS Special Program#&R Specialisht @A 31 4 S G2 GKS Of ARejedmadNotifidaiootdoNR | YR &

2. From theFilemenu, seleciAdd Referral
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Fite

Add Now Cieal - Sagreh For Fastiod

Al Raferral

Eben White
Last Updated by jbock
at 12/31/2020 4:29:08 PM

Ticklers View Contacts

CLIENTS

3. The Referrals details page will displaypdate the following fields:

-0 Q0o

Division This field will display@ and be read only

Referred By This field will display the worker who added the referral record.

Referral DateThis date reflects when the referral was neaahd defaults to today.

Provider/PSAThe user must select if this is a ProvideP&4eferral records. Select Provider.

Provider. Search for and select SHINEERVING HEALTH INSURANCE NEEDS OF ELDERS

Worker. Search for and select tmame of the SHINE Liaissho will assign the SHINE Counsdlothe SHINE Liaison is not known, select the
Generic worker for your PSA.

Note

0 Some PSAs have the I&R specialists assign the SHINE Counselor. TheyivaodlGEHINE Liaison as the Workied add
the SHINE Counselor naimethe next field.

SHINE Counselor Namithis field is visible when the provider is SHINE. This field will remain blank until the SHINE Cswassédpred by the
SHINE Liaison or I&R Specialist.

Status Select Notificationif the referral was assigned to a SHINE Liaison. Select Referral Contplet8HINE Counselcs already known
Status Datedefaults totoday,the day the status was seled

Start Date defaults to today and does not need to be changed.

Comments use if needed

Provider Referred Servicethis section does not apply to SHINE referr8ldp it.
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i WellSky Human Services elien whie  Referral

33472021 11:1% AM

Ak WellSky

File
Division * AG
Reforred By Buck, Jennifer -m Deta
Referral Date D540 :
Provider/PSA * Prowder v [
Provider * SHINE - SERVING HEALTH INSURANCE NEE v | Detalt
Provider Worker * Reed Monica .u Deta
SHINE Counselor Name
Status *
Swatus Dote D&/1472021
Start Date 05142021 =
Comments
Provider Referred Services
Primary Relerred Service v
Secondary Referred Service -
Tertlary Referred Service v

4. From theFilemenu, selecBave and Close Referral

5. The SHINE Dakorm is also completed in eCIRTS.

SHINE Data Form

Note
0 In legacy REFER and CIRTS, not all PSAs complete the SHINE Data Form so this will be new for some.

1. Select theFormstab. From theFilemenu, selecAdd Form

1-855-WELLSKY
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2. Select theSHINE Data Forrithe content of the form displays.

Ak WellSky

3. See theAdda Formsection for details on adding a foriim the Header,lte Review type should be Initial.

‘AWeHSky Human Services flen whie | Form

7/1/2021 2:01 P4
File

Pleass Select Type: | SHINE Data Form

v

Consumer Assessments

Division ~ AGwv Review ” v

Faviaw Date * 07/0Y2021 | Waorkes Reed Monikca -m h
Statue Draft v Sarvice Provides v
Completad By

Comploted Date

SHINE Program Contact Information
REMINDER: Long Term Care Assistance, Full Medicaid or SMMC: Please refer client to ADRC and NOT SHINE

ceent:
Client First Name Eten

Client Last Name: White

Client Street 1

123 Home St

Client Street 2

Client City: TALLAMASSES
Client State

| Client Zip Code: 32305
Client Address Type: Manng ~
Cliont County: LEON
Client Home Phone; a)7aq.8878

Client Emai:

4. Answer the gquestions in the form.

5. When complete, in the header of the form, change fhatus to Complete.
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Please Select Type: | SHINE Data Form -

Consumer Assessments

Division * Review * [ Initial v

Review Date * 05/14/2021 3 Worker * Buck, Jennifer - | Clear | Details
I Status * Service Provider | v |

Completed By [ Buck, Jennifer Details Completed Date 05/14/2021

6. From theFilemenu, selecSave and Close Form
Close the Contact
1. If the I&R Specialist took the referral, he/she will close the contact reoeated instep4 i 2 Wa (i DLIPOKS Of 2

2. The I&R Specialist will return to the op€ontactrecordand update the following fields:

a. Notes enter any additional notes
b. Resources Providedelect Yes
c. Status select Complete

3. From theFilemenu, selecBave and Close Contadthe work othe I&R Specialist is complete.

Monitor Incoming SHINE Referrals
1. TheSHINHRiaison the person assigned as the Worker on the SHINE referral record, will mityitdfork for incoming SHINE referrals.
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Division * AG
Referred By Buck. Jennder .m Detaits
Referral Date 05/1412021 |
Provider/PSA * Provider v [
Provider * SHINE - SERVING HEALTH INSURANCE NEE v | Deta
lFruvidu Worker * [ Reeg Monka — ] Cluar _
SHINE Counselor Name
Status [Notification v
Status Date 0S40
2021 |4

Start Date 05/14/202

2. SelectClients> Referrals toProviders> Notifications to display a list of incoming SHINE notification records.

MY WORK J CONTACTS CLIENTS CL

CLIENTS

Scraening
Programs

Referrats/Notifications

Acta

I Nobheabon f
ol Y

Refairal 10

Refatral Complete

Refesral Unmot Noeds
Notes
Ticklers

| Appomiments

1-855-WELLSKY WellSky.com Page 151 of 360


http://wellsky.com/

ELDER A .F.F.IMR‘S‘ ‘ WellS ky

3. Select a record from the ligroceed to stepd
‘ we"Sky Human Services weicome, Jennifer Buck [_Referrals/Notification:

5/14/2021 24281 W

File

Filtees
Satus v Equal To v Notdcatcn v AND v x
Status v +

[“Searh | Wesel |

5 RetarralwNotifications record(s) returmetd - now viewing 1 iIMough 5

= Liovider Iepe ——
10005 vhae ETsa SHNE - SERVING HEALTH INSURANCE NEEDS OF ELDERS Buch Jeandar Netife aton 162021 1200 0C AM
Teoos Vihne Efan "TERINE - SERVING FEALTH INSURANCE NEEDS OF ELDERS - TEUEr Jenmier Neateator | DTUR0TT 17 00 00 AW =
10005 Whas Etsn SHNE - SERVING HEALTH INSURANCE NEEDS OF ELDERS ' Buck Junnder Netteaten | 51142021 1200 00 AM '

4. Any other worker on the SHINE record can also monitor incoming referrals from the SHINE Provider record.
MY WORK CONTACTS CLENTS . CLIENT GROUPS | AGENCIES J PROVIDERS i

;SHINE = SERVING HEALTH INSURANCE NEEDS OF ELDERS (10086}

Pronder ID Nambers | Linked Pronders ~ Droctory info | Hours | Condions | Service Area

Promdens  Divisions mm“ Seevcas  Refermls  Authonzasons  Forms  Contacts | Nosss  Credentals
Filters
Membey 1D v +
"Y”‘i" ."T“"i.l
3 Workers record{s| returmed - now viewing 1 throogh 3
u Worker Namo o Titke Phonae Number Work Phone Cell Phane Active
i Buck, Jervefar Tros
4 = } !
Chanser Anng True
Reed, Monica True

5. Select theProviderschapter. Search for and select the SHINE Provider record. Seldtthieals/Notificationtab.
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MY WORK CONTACTS CLIENTS CLIEENT GROUPS AGENCIES
| SHINE - SERVING HEALTH INSURANCE NEEDS OF ELDERS {10096) I‘
Provider ID Numbees | Linked Prowders | D 4 Cordtons  Sernvice Ared
Provders  Divesions  Workers | Service o JAuthorizations | Forms
Filters —
Status v Not Equal To v Closed v’ AND v~ x
Status v +
3 Reternala/Notifications record{s) rstumed . now viewing 1 through 3
Division Client ID Chient o Status
AG 10005 White Ellen Natification
AG 10065 Whita. Eden Natfication
AG 10005 White Elen Notificabon

Notes

Coniracts

Q5142021

| osnan02

6. A list of SHINE referrabtifications displayst KS dza SNJ OFy FAf 6 SNJ KS

The List cae filtered furtherby searching for only those with a status of Notification.

MY WORK JONTACTS LENTS LENT NS AGENT HESOURCEY

Legacy Provides . LOT D
-
SHINE - Becving Heattn inssranca Weeds of Elders (32260)
Sovem Ama

Browter 10 Numisers | Linkeg Pacetes

Pezvorn Ovasen Workes Serices M Actrerzatoms Cortrasts | Netes | Agercies
' Pl
Ereyiment Prasde v Cantan - AND w "
Saus v tarn - AD > x
[ gee—
26541 Ralers Al NSUTCHTRsen fot ofl8) Iv0i1md - atrw vhewireg § Biiegh 1%
SOIRES Clent 10 Cevtalon Ereslimart Provide Cherm o
7. UsetheViewt Ayl (2 @ASgs (GKS Of ASyiQa NBO2NR
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RS UTRITIE

RESCURCES

Cradentials

Start Date

tAad

k. WellSky

REPORTS
Agancies
View Record
Vi
Vigw
Vi

T2 NJ K EardimentPiowidadry S R

Start Dwtn Wiew Recoed
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TATE OF NORIDA

MY WORK CONTACTS CLIENTS CLUENT GROUPS AGENCIES m RESCQURCES REMETS

SHINE - SERVING HEALTH INSURANCE NEEDS OF ELDERS {10096)

Provder 10 Numtors ~ Lnkod Prowders | Dusdiory info Mows | Contons  Sarvce froa

Provders | Dwvicos | Workers  Servces m Agmorzatons | forms | Contacts | Notes  Credentas | Agenceos

Fimers
Status v  KotEgwiTc v Clesd »" AaNOv x
Status v +

LSSy

1 RetarralsNotifications record(s) mtwmed - now viewiog ¥ throegh 3

© Owhion | Chmio [ Cilont a L st [ St Dute a Voew Recors |
AG 16005 Viute, Een Nets mson Vew
AG 10008 e Flwn N Az wvan 05143021 View
AS 1000 YWodte Elun NotAcwson 05143021 Yn
SHINE Counselor Assigned
1. Select theReferrals/Notification tab of the client recordSelect the SHINE recdirdm the list
White, Ellen M (10005)
Cangver'Cars Hec gt
Case Refations | Adhorgations | Actwbied  Medeatons
StanSip  Demogaphes  Screaning m Programs  Foems | Seeizes | Watlist | Notss | Agpowtments
Filmrs
Statas v Not Egual To v Closad - AND » x
Provdarniagency v +
15 ReferralsMNotifications record|s| returned - now viewing 1 through 15
| Oivision Providor/Agency Status Reterral Dsto {
TAG " SHINE - SERVING HEALTH INSURANCE NEEDS OF ELDERS "Hetfearon 1051472021 l
ooy g .
AL ADRC - PSA 0 Actve 01012020
Al Transgornaton Frowders inc ! Refarra { 102772020
AG A Services Provnder Referral 10272020
LAG Al Sersres Provde Refarrw W00
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2. The Referral Details page displagslINEiaisonor SHINEvorkerwill assign the SHINE Counselor dodumenthis/her name on the SHINEferral
record. Update the followinfjelds
a. SHINECounselor Nameenter the name of the counselor in the text box.
b. Status Referral Complete

Referral

Flie
Reterral Ores. A
= a2 Re By ﬂ. ‘
Retercal Dot g
ProvidesPSA Provder v ©
Fr o SHINE - SERVING HEALTH INSLURANCE NEEDS OF ELOERS
— — — -
SN nselcr Nsm
Shaiva Feferral Compiste ~
Saatis Dote oAy

Provider Referred Services
Primary Relerivd Sarvice o
Secondery Qefored Serwice v

Tertiary Ratucred Service -

3. From theFilemenu, selecSave and ClosBeferral.

4. TheSHINE Liaisar SHINE Worker will send tB#HINE Data Form datattee assignedCounselor This can be completed by printing the SHINE Data
Form to a PDF and attaching it to an email, or via a data exgorgthe SHINE Form Data Export report.
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Rok
.,‘ weicome, Jennifer Buck | Reports e —
FLDER AFFAIRS $/12/2022 11:37 AN w0 eCR - &
File Repons
D
Type [DOEA Reports v Category DOEA Custorn v @ “
Click an Run Regort 4 view repor
it
ity 2an n &
" an nk 4
Al
I e - o = upha
ooral
I an
4 J ) Jale
A
y F .} .‘.’
2 nd
D . : 4 |
L E "~ L

5. TheSHINE Counselor will contact client and redbrdr progress outside of eCIRTS.

Tracking Unsuccessful Contact Attempts
1. For those PSAs that want to track unsuccessful contact attem@€IRT.S the SHINE Counseldpbes not successfully contact tiebent afterthree
attempts, he/shewill send a No Contact Letter amform the SHINE Liaisasutside of eCIRTS.

. Note
£ 8
0 In Phase the SHINE No Contact letter will not be in eCIRTBhase 2, the $NE No Contact letter can be added to
eCIRTS he SHINEounselor would tethe SHINEiaison abouthe unsuccessful content attemptand the SHINEiaison

would printthe SHINE No Contdetter from eCIRT&nd send to the client.

0dKS

QX

(V)
(V)
O
[antN

2. In eCIRTS,#SHINE LiaisonwllF @A 3+ GS (2 GKS [/ f ARéfgriakigProNd@StabNR | Y R
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3. The SHINE Liaison will select thNE Referral recorfdom the list.

4. The Referral Detailsage displays. Update the following fields:
a. Status change from Referral Complete Referral Incomplete
b. Commentsadd the detail®of the unsuccessful attempts

5. From theFilemenu, selecSave and Close Referral

Note

0 If the client calls back aftehanging the SHINE Referral to incomplete, a new SHINE referral record will be created il
of updating the original.
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PEARLS
PEARLS workflows in eCIRTS are documented in the PEARLS Training Suaiament.

SNAP
SNAP workflows in eCIRTS are documented in the SNAP Training Supplesuament.
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ProgramRecords

This tab is used to capture information ab@litprograms alientis associated to, whether actiyeerminated oron the waitlist.In eCIRTS, there will be one
program record that will go through several statuses, APCL to APPL to Active. This is different than CIRTS where esstatirmehianged, a new program
record was created.

Some of these programs go through a traditiowaltlist and enrollment procedike MLTC, CARES, ADI, CCE, HCE, LSP, OA3B while others like EHEAP and A
less formal and do no&fter a screening is completethe programs the client may be eligibie be placed on the waitlisire identified. ADRQadf will add

Program records for each of theprograms the client is interested.itf there is not a wait list for one of the GR programs, the ADRC staff can make the client
Active in the program. ADRC Staff cannot make the client Active in the OAAmsy@ven if there is not a waiting ligthat access is limited to Lead Agency and
OAA Providers only.

Later in the workflow these program records will be updated, when the clients come off the waitlist, go through the appticass and become activé a

client is no longer enrolled in a program, the program record will be updated with a Terminated &atnember,n eCIRTS the same program record is

updated rather than creating a new program record each time the status changes.

There can also bgeneric programs used in the authorization and billing processes in eCIRTS. The generic p@@ASERVICHSIs program is

automatically added the first time a client record is created. A user does not manualiyaaubit mist remain active ol KS Of A Sy i1 Qa NB O2 NR
authorizatiors.

CAUTION

The data on this tab feeds several eCIRTS reports, especially the waitlist release and assessments due reports dauit is i
that the information is accurate and kept up to date.

CAUTION

In order to bill services for a client, he/she must have an open program record for the program under which the provider
billing. If the program record is in Terminagéctive, APCL or APPL status, the provider will not be able to bill.

Add aNew Program Record
1. To add a new program recordjak on theProgranstab.
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TATE OF NORIDA

MY WORK CONTACTS m CUENT OROUFS AGENCES FROVIDERS RESDURCES REFPORTS UTILTES CLAMS
L] b XX XX 9992 Priority Score
008 1N ea Avamazmun Date N21.0810
Rk ENS Refoanw Date saogan
Kok, Mizhel (1412758)
CarogroaCare Rucphart
Pecple - A
,(.. oot | s
TUSTARTSTOP TWER | Demecgray g R Tofosders  Fomm | Nows
Fiturs

Statsn vt Dirse v GopewTamv  (MO13000 O ANOv X
Prograr v v

13 Progesms sscordis) retwrned - now viewtng 1T through 13

- Divamion: Program Sarviea Envultrnmst Provides Saatim o Tetrmmation Heason “M“:"W‘W ”—02“"' Enut Dute
AG | ADIALDICWERS DISEASE NTIATIVE S SN ERNURL SN, DY | Acova 2613052 ps/12a01

t t $ CERABLOTTE COUNTY B 7 t + < ¢

AG | DoEAServkes e e 11262021 12280021

AG | CCE. COMMUNITY CARE FOR THE ELDERLY O Ny Y BOAR OF COUN DEFALLY | e -Actve | Chors Diod ts13en2 28022 02

2. From theFilemenu, selecAdd Program

3. The Program details page displayfpdate the following fields:
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File Tools

i Wells

Division *
Referred From
Relerral Date

Program

Service

Status
Status Effective Date
Historical Start Date/8illing Start Date *

Enroliment Provider

AG
ARC or ADRC v

1212022 |

ADI - ALZHEIMER'S DISEASE INITIATIVE

ADC ,
BAS| 2
CA ‘ »
CHO T
cM I_‘
CNML L
NEEPL 2 | 4
APCL Waitlist v |

Division: This systerrequired field will display A@nd is read only

Referred FromThis field will displawho initiated the enrollment for this client.

Referral DateThis date reflects when the referri the programwas madeand defaults to todayThis date cannot be earlier than today.
Program:This systenrequired fieldwhere the user wilsearch for and select therogram name

WellSky.com
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Note

0 A new section has been added to the 701S, 701A and 701B assessmelissstitia¢programs for which the clig is
eligible to be added to the APCL waitlist.

The screener/assessor answers trigger questions within the screening/assessment that prompt the Yes oriNdohiglue
section These are the programs the screener/assessor should discuss with the clienindeed#ted,the ones that will
become program records in eCIRTS.

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 (SMMCLTC) No

Older Americans Act Title IlIE National Family Caregiver Support (lIlE) Yes

Older Americans Act Title IlIB Homemaker (IlIB HMK) No
Older Americans Act Title IIB Chore (llIB CHO) No
Older Americans Act Title IIB Adult Day Care (IlIB ADC) Yes
Older Americans Act Title IIC2 Home Delivered Meals (03C2 HDM) Yes
Older Americans Act Title IlIB Transportation (llIB TRS) Yes
Older Americans Act Title IlIC Congregate Dining (O3C1 CNML) No

Older Americans Act Title IlIB Emergency Alert Response (OA3B EAR) | Yes

e. ServiceThis field lists the servidg)the clientwill be receiving under the respective prograBome PSAs place their clients on a waiting list by
Program and by service. For those PSAs that do not, leave this field Mianekthan one service can be selected.
f. Status:This field is used to track théasus of theclientwithin the Programand will change over time. The list of statuses are in the table below:

Active Client is active in the prograrhead Agency and OAA Providers are the only ones who can
change the status of an OAA or LSP program to Active. ADRC staff can change the status
general revenue program to Active.
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ADRC INSC ADRC INS€ used for billing only.His is replacing "Goalchieved" status in CIRTS. You do not
add an additional enrollment if one already exists and is not in Terminate status. Doesn't m
what the enrollment provider is.

APCL Waitlist Client is on the wait list for the program. Program records withgtatus will automatically
create Wait List records in eCIRTS.

APPL Applicant Client is eligible to come off the waitlist for the program. Program records with this status w
automatically create Wait List records in eCIRTS.

APCR CARBS$plicant Used by CAREBhe ADRC will create the CARES record in Referral status and the CARES
change it to APCR CARES Applicant during the assessment and staffing process.

Pending This is the default value for all Program records and shioelldhanged.

Referral Client is being referred t€ARESr EHEAP

Referral ADRC While working with a client in one program, it is identified the client would benefit from serv

in another program. The ADRC is responsible for working with the client and adding them t
waitlist for that program.

Terminateg Billing This status is used when a client has been terminated from a program but providers may s
entering billing.

Terminateg Active Client was active in the program when the enrollment was terminated.

Terminate¢ APCL Waitlist Client was on the waiti for the program when the enroliment was terminatéithe client may
have declined services.

Terminateq APPL Applicant | Client was being released from the waitlist for the program when the enrollment was
terminated.

Terminate¢ APCR CARES | Client had an active CARES Referral when the enrollment was terminated.
Applicant

g. Status DateThis field reflects thetatus start date and Wichange each time the Status is changHueTrack Statusubpage is very helpful for
viewing a history of the statues.
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Example

&{ The client was placed on the CCE waitlist on 6/112e CCE program record is creaded the Historical Start Date/Record
Created Date is 6/1/21The status of the CCE Program record in eCIRTS is APCL Waitlist and the stet@AL{2te6/1/21
is thestart date of the APCL Waitlist status.

On 9/1/21, the client is eligible to conwé#f the CCE waitlist. The status of the CCE Program record in eCIRTS is change:
APPL Applicant and the status d&ehanged t®/1/21. 9/1/21 is the start date of the APL Applicant status and the end
date of the APCL Waitlist status.

On 10/1/21, theassessment haseen completed and the client becomes active in CCE. The status of the CCE Program
in eCIRTS is changed to Active and the statusidateangedo 10/1/21. 10/1/21 is the start date of the Active status and tt
end date of the APPL Applicant statu

h. Enrollment Provider Search for and select theeneric Worker for the enrollment provideFhe enroliment provider may change depending on
the status.For programs like EHEAP and CARES, the name of the worker will béousdtother programs, flow the table below:

Program Status Enrollment Provider ‘
GR APCL or APPL | The default worker for the PSA or the Provider or lead agency

GR APPL or Active | The default worker for the Lead Agency

OAA APCL or APPL | The default worker for the Provider dead Agency

OAA APPL or Active | The default worker for the Provider or Lead Agency

MLTC APCL The default worker for the PSA

MLTC APPL The ADRC worker responsible for the EMS Release tasks

MLTC Active The default worker for the Medicaid Plafsssigned by the MLTC upload process.

i. Historical Start Date/Recor€reatedDate: This field is used to record wh&rogram record was createdCIRTS uses this date to enfondgen
a billing can begin under this program for the client.

1-855-WELLSKY WellSky.com Page 164 of 360


http://wellsky.com/

ELDER .~\|-'I’:‘\IITS‘ ) . N We" kv

Note

0 The Program tab enforces when billing can begin under this program for the @lienReferral to Providers tab enforces
whenl LINE @GARSNI Oy o06S3AYy o0AftfAy3a F2NJ G6KS OftASyiaod | 2dz

j-  EndDate:This field is used to record when thkentis no longer receiving servicesthe ProgramThis field will be visible when the Status

contains Terminate.
k. Termination ReasonThis field is used to record the reason for the disenrollm&hts field will e visible when the Status contains Terminate.

4. From theFilemenu, selecBave and Close Program

- Note
@ When ProgramCAREShe CARES P84&ld isdisplayed. See thEARESection for more information.

Ellen White Pl’ogfam
Last Updated by Jbuck
at 4/29/2023 03503 aM

File Tools

Program Divisian AG
S Refurred From ADRC v
e Returral Dats 2
rack Status - : :
I!:"-:Aumm CARES - COMPREHENSIVE ASSESSMENT AND REVIEW FOR LONG TERM CA I
Service v
Statis APCR CARES Appiicant v 7
States Date as2020n
Start Date 3424204 =
l-: ARES PSA [ZA <] |

Updatea Program Record

Later in the workflow when thelientQ status changes, for example moves from APCL Waitl&PfL Applicargtatus,or from APPL Applicant to Activtee
ADRC or Lead Agenaill open theexisting Program record and update the status, instead of creating a new program enrolimenteeeordime status
changes.

1. To update a program recordlick on theProgramstab.
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MY WORK CONTACTS I JGRIENTS | CUENT OROUFS AGENCES FROVIDERS RESDURCES REFURTE UTILTES CLAMS
£ b AXXXX 9997 Priority Score
008 1eNes Avamazmun Date N21.0810
Hanb ENS Hetoanw Date o
Kok, Mizhel (1412758)
CarogroaCare Rucphart
Pecple - A
@M" Acraters | Acos

o & WER  Demcgraphes  Scroeneng  Aaferras Tofoccdders Form Mo
v Fiurs
Staten Efncinw Dte - Goreatee Togn v 02013000 x| AN v x
Prograr v K

13 Progesms sscordis) retwrned - now viewtng 1T through 13

 Division — Sarviea| Envumast Provides l Sum. | Teimveton fesson | VOO0CH St DatilBiling | St RIS gy puy

[AG | ADI. ALDIEWERTS OISEASE NTATIVE s bt N T | [oenaaaey |owzant [

YT e i |IABLOTTE COUNTY ORI OF COUN CEFALLT: (e [ | 11252021 | 22502

[A | GCE. CoMMNITY CaRE FOR THE ELDERLY | AL OTTE COUNTY EAR OF COUN, DEFALLT: | e At | Chvk Diot T3 | nnosamz ooz |
2. Click on thé’rogramrecord in the list view grid.

u Sevam | Afwuson | Acvele
ATARTATON TRAER | Dorreny g Netwrws Ts Prniders | Farma | Moden

Fikbrn

Db Eovetim Onte v Gesw Ty 0WI0N0 0 ANDY

Prigears v |+

13 Progrmms imconiie] soturned - auw vieadng | hinugh 1)

CCE - COMMUNITY CARE FOR T ELOERLY Y - Adthe w203y | SO

TRET O3 TOAA TITLE W ET MM GELVERED MEALR | AORKER-PROVE ) 301 o Thetw l TRAXT WL | |
DEFAULT WORKER POV 1301 DEFAULY | |

A ADEALZIEINERS CREASE INNATIVE P ORNERANOVS 1 301

Atihw OO 1 Lo

3. TheProgramdetails page will displaypdate theStatusto one of the values in the table below.
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Status Use

Active Client is active in the program. Lead Agency and OAA Providers are the only ones who cat
change the status of an OAA or LSP program to Active. ADRC staff can change the status
general revenue program to Active.

ADRC INSC ADRC INS€ used fomilling only. Tis is replacing "Goal Achieved" status in CIRTS. You do |
add an additional enrollment if one already exists and is not in Terminate status. Doesn't m
what the enrollment provider is.

APPL Applicant Client is eligible to come off ghwaitlist for the program. Program records with this status will
automatically create Wait List records in eCIRTS.

APCR CARES Applicant Used by CAREBhe ADRC will create the CARES record in Referral status and the CARES
change it to APCR CARES Applicant during the assessment and staffing process.

Terminateg Billing This status is used when a client has been terminated from a program, but providers may g
entering billing.

Terminateg Active Client was active in the program when the enrollment was terminated.

Terminateq APCL Waitlist Client was on the waitlist for the program when the enrollment was terminaiée. client may
have declined services.

Terminateq APPL Applicant | Client was being released from the waitlist for the program when the enroliment was
terminated.

Terminate¢ APCR CARES | Client had an active CARES Referral when the enrollment was terminated.
Applicant
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FLDESAT nms\ Program

File Tools

\ m'_m__-;.} Divistan AG
Ervotmant Provider || [TeI1ed Feom ARC or ADRC Mt
Refarral Dato 01012021 —
Track Status
Program ADs - ALZHMEIMER'S DISEASE INITIATIVE Detads
ADC - l .
8AS) —
cA [»
Sarvice CHO
cM u
CNML l .
“eC O - -
" Status © Actve v’
.S‘ulus Efective l)unu' Active |
Dn:nu!ml Start Date/Billing Start APCL Waitlist
APPL Apphcant
ADRC INSC
Referral
Referral ADRC

Referral Retumed
SEHO Services on Hokd
Terminate - Active
Terminate - APCL Waithst
Terminate - APPL Appicant
Tg—fm!n'ale; Biling

4. From theFilemenu, selecBave and Close Program

Changindgenrollment Providerson a Program Record

TheEnrollment Providehasprimary control over th®©f A Sy i Q& & S NIJandis réspongible foKré&screeiN®)/Beakbe¥sment the client annually when it
applies.Not all programs require an annuascreening/reassessment. (i.e. EHEAP, PACBn&€}the Program record isv&l the first time, if theEnrollment
Providerneeds to change, it will be done fronittin the Programrecord. Select the generic worker record for the PSA, Lead Agency or Provider when adding ar
OYNRffYSYyld t NEOARSNE y20 I WNBIfQ 62N]JSNW® ¢KS 2yt e Sievid&kdriedos ywhed workiag ¢ /
EMS releases.

The enrollment provider may change depending on the stafike program according to the table below:

Program Status Enroliment Provider

GR APCL or APPL | The default worker for the PSA or the Provider or lead agency
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Program ‘ Status ‘ Enroliment Provider

GR APPL or Active | Thedefault worker for the Lead Agency

OAA APCL or APPL | The default worker for the Provider or Lead Agency

OAA APPL or Active | The default worker for the Provider or Lead Agency

MLTC APCL The default worker for the PSA

MLTC APPL The ADRC worker responsible for the EMS Release tasks

MLTC Active The default worker for the Medicaid Plan. Assigned by the MLTC upload process.

1. To change thenrollment providerf a program record, pen theClient recordand select théProgranstab.

SSN
DoB

Prioeity Rank

White, Exien M (10006)

Filtwen

S v

Progam « +

Not Equal To v

1110

Naclee

MY WDRK CONTACTS - m " CLIENT GROUPS AGENCIES | PROVIDERS RESOURCES | REPORTS

Pulonty Score 3
Asssssmunt Date
EME Roloase Date Qo201

CarsgivenCare Recpent

Case Refatons  Authonzasons  Activites  Medcahons

—————
Demographes = Screen RetarralsNoalc atioss L JJForms | Sericas  WalUst  Notes Appointments
v i Foopeme ”
v anw x
il s

2. Select theProgramthat you want to view from the list view grid.

1-855-WELLSKY

WellSky.com

Page 169 of 360


http://wellsky.com/

ELDER AFFAIRS \

Divieion Progam Sorvirn Fovelbovent Prirsibes Siatue o Tmminathm limasnn Histmicol Miort Dotailimervsl | Niwion EBaeiive | 15 e

LI e L A e A NIY
A CE . COMMUNT i POR THE BELOERALY UETH ORAw202 " -
l y MMUNITY CARE W ELOERL AOAKEH I P '

ADE - ALZIEINE IS CREASE INITATIVE NP ROV

3. The Program details page displagelectEnrollment Provides from the lefthand navigation. ThEnrollment Provideglist view page opens.

. \ | nrollment l
ELDER ATFAIRS E
4/12/2022 4:52 "M Provider

Flle Tools

Progran Filrers
g - Ervalimanm Proader Name v 4
l Enrciment Proysar

e RS ———

1 Enroliment Provider record|s) returned - now viewing 1 through 1
Enrolimant Provider Name | Stan Dato End Date o Active Primary
CHARLOTTE COUNTY BOARD OF COUN. DEFALRTAWORKER-PROV-51301 08/042021 1235201 Yes Yes
Fral Previows  Recants per page 15 Next

4. SelectFile > AssigiEnrollment Provides from the file menu. Th@rogramEnroliment Providespage opens.Update the following fields:
a. Enrollment ProvideMName Search for and select the name of arollment provider This may also be thgenericworker record for the
providerenrollment provider

b. Start Date defaults to today. Update if needed.
c. End Dateleave blank unless you are changing ¢ineoliment provider If then, you would add an end date to the origieatollment provider

d. Primary. The enrollment provider currently responsible for the program enrollment is marked as Primary. Previousestirptmider records
would not have this field checked. The primary Enrollment Provider will see this Program on their My Work page
e. Active the currentenrollment provideris marked as Active. Previoesrollment provides are marked as inactive.
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4/12/2022 4:53 PM Provider
File

Enrollment Provider

Enrollment Provider Name * DEFAULT-WORKER-PSA-02, DE ;E Details
Start Date * 04012022 |3

End Date ]

Primary

Active

5. Selet File > Save and Close Progr&mrollment Providemwhen done.

Track Status ba Program Record

You can track status changes from within Br@gramrecord. This is the place to view the history of an enroliment recémly change to the status will beted
on the Track Status Detail screen along withdhée of the status change.

1. Open theClient recordand select thé’rogramtab.

CLIENTS LIENTGROUPS | AGENCIES PROVIDERS RESOURCES
SSN Priority Score 5

DOB 1111540 Assessment Date

Priocity Ramk »n

EME Reloase Date UFU LI g]
White, Exien M (100085)

CarsgiverCare Retpant

Cass Relatons Authonzabons Actiites Mahcanons

Damographes Screennyg ReferalsWNoafcatos || Programs  fFoms Seraceas Walt L Nedmy Appoirtrments
Tiltwes

S ~ Nat Egqual Te v VB (e & v' annw X

Program ~ 4

2. Select theProgramthat you want to view from the list view grid.
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M Pevam | Afwmsons | Akl

ATARTATON TIMER | Uerreigrmptons  Sooswrerg Nt T Prmiders  Farme Noden

Mabin Foerivm Onie - Goanier Than v UVe12000 : AND v »

Pragean v *

13 Progrwns intiibie) seturnet - aow viewdng | thinugh 1)

Hintirbeol $1ar8 Dtallime il Fiwbis Ebe

(v Program Sorvitn £ orediment Proeide Saus o Twrminathom lmannn = vt Dwie
rm m 'mil li!‘”illlil' TETSoT toPAn Adtrm AW 202Y NoNARN I

CCE - COMMUNITY CARE FOR THE ELOEALY S s gy iy

TAE(0C3OA TITLE I X RONE DELVERED MEALR | Tos 3 . TAakh ! "R N ) Y
5 3.0 1 HONE DELVERED ME 41 o gy [Kitie 10108
A3, |AD!-ALZMEINORS CREALE INITATIVE PORRER R Actin hOR2021 #1012

3. SelectTrack Statugrom the lefthand navigation. The Track Status list view page oprdss read only

ELDER }\FI-'.-\[RS\ by Track Status
TR 0 4/12/2022 4:59 PM

File Tools

Program 3 record(s) returned
1D Status Status Date End Date Comments Last Updated By Last
Enrollment Provider 5782667 | Active ’W‘E | | System 4712022
5638350 | APPL Applicant | [ 02/16/2022 |E] | 03/08/2022 |E] IHAYES@SCCMAIL.ORG 41712022
2453831 | APCL Waitlist || 03/21/2020 |E| | 02/14/2022 |E| System 4712022
3

4
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EHEAP

EHEAP functionality will not be in eCIRTS for the Phase 1 go live. The I&R Specialists who receive EHEAP requeststwilbdGontaet Record in eCERT
but all other functionality including notifications, enrollment and applications will remain in CIRTS until Phase 2. &f&A™aviders will not document
anything in eCIRTS in Phase 1 related to EHEAP.

) Note
0 This process may be revised in Phase 2.

1. ' aAy3a GKS w2fSY Law {LISOAI f Aa i IDeyidgidphiaghbl IBtheitlznt doés ot iabela SeyoidinzeCIRTS QiR |-
record must be created first. See tRee-Client recordsection.

2. ¢KS Law {LISOAIFIfAal 6AGK Waildl NI (mMSnetdfseldddd@Contact 2 LISY Ay 3 | O2y il Ol NB(
Martha Ssmpson Demographics : sy .
~:Mu\n\|T-‘ ,l‘ ] DOEA M v u
File Edit Tools Reports Ticklers View Contacts Word Merge
A Nerw Clermi - Stsavet) for Enang 7207 CLIENTS
I Hod._mxt 1 i\.”-"" v\.-‘m ut onrma
Rank 3 EMS Refosso Date

Simpson, Martha (10001)

Demographics

3. 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 read only.

Contact Time Required. defaults to now andrisad only.

Received ByRequired. defaults to the user adding the contact record.
Agency Required. Select your PSA from the list

Entry Point Select I&R

-0 Q0o
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Contact Method Required. defines how the contact was received
Contact TypeSelectinformation

. Anonymou$: skip. This does not apply.
Interpreter Services Usedkip. This does not apply.
Contact Marker skip. This does not apply.
Notes enter a summary of the call

Tos3TATTS@

4. Fram the Filemenu, selecBave ContactDo not close the contact record.

5. From within the open contact record, select tResource Providedsubpage.

File Tools Reports

Contagt Contact Information

Divisaon AL

Contact Dato 077300021

Comact Tme D628 AM

Recerved By Tost Worker v

Agency Advartage Apng Solutons v
E£ntry Pomnt AR v’

yiact Memog Phona Call v

6. From theFilemenu, selecSearch ResourseProvided

1-855-WELLSKY WellSky.com

Contact First NameDefaults to the Client First name. No change are needed.

Contact Last NameDefaults to the Client Last name. No change are needed.

Contact Person Phon®efaults to the Client best contact phone humber. No change eeeled.
Relationship The contact person is the client, leave this field blank.

sl WellSky
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Contact ID = 10400 Resources
7/30/2021 9:54 AM Provided

File  Reports

| Search Resources Provided

Drint .-:—l
| Close Resources Provided -eturned

Track Status

7. TheResource Seardl displayedThe most frequently used search criteria is displayed, but the user can change any or all of them at any time, if

needed.
Contact 1D = 10400 Resource
7/30/2021 9:56 AN Search
File
Sexch
w
Appty Filter in Saasch - B Bl Show Fites
Fiftees
AgencyFrogram Name v Contans e ["-‘ ANDO v x
Senice Acsa Cly v Contanm v AND v x
Senie Avsa County - Contans - AND v x
Service Avea 2o Coce v Cootam v AND v x
a e Sar(e % - AND v x
Agen O Name v +
PO —
, TIP
g It is fastest to use the Text Search at the top of the page when searching by one data element (i.e. EHEAP)

Use the Field searches underneath the text search when searching by more than one data element. (i.e. Service Area Zi
and Service Name)

8. Select the filter(s) and enter the data. Cliarch
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9. TheEHEAP resourcedssplayed in the list.

10. Click+to display the service information for the EHEAP resource.

> NOTE
0 The largetr will display the service information for all resources in the list. The small
display the service information for one resource at a time.

@urce Search record(s) returned - now viewing 1 through 1
Address Street Phone Number

Agency/Program Name o

4 {
|
] oo |

11. Record the information you shared in eCIRTS. This is done by selecting the Service record(s) undsowaeh Bee th&elect Serviceheckboxes.

1 Resource Search record{s) returned - now viewing 1 through 1
s
Agency/Program Name o ‘ Address Street Phone Number Do NOT select this box
e

EHEAP \

Utility Services

S-br_uiiu ' hxmy"lbmls.mu" ) Accepts Males Accepts Females

> NOTE
0 Do not use the other check boxes on the right of the screen labBledyOT select this boOnce the service
checkbox is selected in the step above, the application will automatically check the required boxes in the
NOT select this box field. The user should not select or unselect any of the Do NOT select this box chect

L 1 Resource Search record{s) retumed - now viewing 1 through 1

L &
—

Agency/Program Name o Address Street Phone Number Do NOT select this box

EHEAP
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12. From theFilemenu, selecGaveand Close Resource Seardihe page refreshes and a natification window displays noting the referral records have
been saved successfully.

Isshntrl mediware N 58y

TIP
¥ ¢KS GSNY WNBFSNNIfQ Ay (GKAA GAYR26 A& |y
community resources. The message is telling the users the resources have been tagged 1
contact record.

13. Select theContactsubpage. The Contact Details patigplays. Udate the following fields:
a. Notes enter any additional notes

b. Resources Providedselect Yes
c. Status select Complete

14. From theFilemenu, selecGave and Close Contadthe work of the 1&R Specialist is complet@CIRT.S
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Wait List

The waitlist is a prograsapecific list maintained in the system when immediate enroliment inMh& ds not available. The waitlist has many programs with
each program having maryf A Ssgati@ed with it. If alientis determined to need services weh are not currently available, they are placed on the waitlist.
Clients can be placed on the wait list for one or more of the following programs:

1 ADI 1 MLTC 1 O3C2
1 CCE 1 OASE 1 O3C1
- HCE . OA3B

1 LSP 1 OA3ES

Clients on the Waitlist for the General Revenue programs are owndteb&DRC. Active clients and those on the waitlist for OAA are owned by the prowider
Lead AgencyThe Waitlist record are visible on a client record on the Programs tab. This list can be filtered by status to only display the waitdsst recor
The mater wait list for all clients is on thdy Workpage.TheADRC, Lead Agency or OAA Providefilter the master waitlist for the programs they ownhe
eCIRTS Wait List does not replace the Priority Ranking report.

1. Navigate tovly Workand from the Tass pane to the right, select Wait List.

MY WORK A

CONTACTS CLIENTS AGENCIES PROVIDERS TASKS

Status Scresming nks

Neklers Programs My Management

ry Alert Notes List Reterrals/Notfications

Ticklers
Appotments

Service Authornizations

My Files
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2. Update the filters at the top of the page to view the Program and services for which you areadiment provider Program and Status are required
filters.

WellS!

NOTE
O There are A LOT of program recorde@IRTS. Make your filters as specific as possible. If y:
ASEFNODK G22 YlIye NBO2NRAX @2dz2NJ A4S+ NOK g Af

FLDER ,\nw\nn\ Welcome, Jennifer Buck | Wait List
10/21/2021 1120 FM W
File
Filters

Program y Contans v oAz | AND V. I

Status . Seging Wih v APCL v AND v X

Servee v Equal To v v AND v x

Encolment Provider v Equal To v ¥ |ANDWV ®

eCIRTS Coont 10 v 1

3. SelectSearch Matching results are displayed.
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WOk

noee uum».\

Fie

1 fery
Progrnm owas | AoV
Stanye APGL v’ ansv Ny
Sance - v Ao w x
Enroimient Pmwoer v v AND v *

SCIRTS Qe 1D +

18 Wit Lasl record ) renurmed - how viemng 1 theough 15

Welcome, Jeefer Duck  Wait List

167213021 420 ™ v

. TWCHTS Client 10 | T Coems ! Sragrin Sererce Sutos T Sums Dew
e | Quoan, Ot DAJE - OAATITLE Ill B SUPPORTIVE SERVICEE | AFCL Wt | s2v200%
| 10073 | Wt i A28 - OAATITLE I B SUPRORTIVE SERVICES T Akoan
i 0081 I Weet oy DA% - "‘;M‘w,:_ I B SUPPOSTIVE SERVICES APCL VWatmt DeZIR0RY
nom Fod Dewas OAJH - OAATITLE 0 Bl SUPSORTIVE SEACES Croe APCL Wt 002800
wm Fou Deas DA - QAATITLE 11l B SUPPORTIVE SERVICES Ans Day S AFCL Wamal DAY
i 'u‘:'."» '=uo Cévin QAJS - CAATITLEME 5-J=°:é'r~ SERVCEE 'Yvrscmuw '-F'Z; Yaoat
Mo [Fod. cemn DAY - OAA TITLE Il B BUPPORTIVE BERVICEE [ — | AFCL Wartmt
e | Zerosen My | AJB- OAATITLE I B SUPPORTIVE SERVICEE Chove | AFCL Wrawat
i 103 Atts F CAJE - CAATITLE I B SUPPORTIVE SERVWCES | APCL Vet
1023 Qurrey Craan OAXM - CAATITLE 10 B SUPPORTIVE SERVICES AFCL Wt
10001 | 2neson vama (A3 - CAATITLE Il B SUPPORTIVE SERVICES A& Day Caw AFCL Watet
B Fonan Fam | 0A23 - OAATITLE I B SUPRORTIVE SERVICES [croe | AFCL Wavat | 06012020
BT Fumian Frome [ DAI2 - A TITLE I B SUPPORTIVE SERMICES | A Dy Cave [ APCL Wt 06012020
L [102e | ramterm. Jocx DAID - AR TITLE Il B SUPPCATIVE SERVICES | | APCL Wt | oacaee
135% Tapst Asaarcn OAJE - CAATITLE 11 B SUPSSRINVE SERACES Crow .‘l'l:. [ Y wnaon

k. WellSky

4. Selecing the record from the Wait List will openghProgram recordThis shortcut can be used when transitioning clients off the wait list and updating
the program status from APCL Wait List to APPL Applicant or Active.
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Coming off the MLTC Wait LIEBMS Release

Monthly, the EMS releasspreadsheet, generated from a custom report created by DOEA, is sent tocdltsz¥e of eCIRTShe spreadsheet includes clients
currently on the MLTGwait list withranks 1 and higher with intent to release clients ranked 5 and higttlé€CA responds wittin approved number of slots for
release and the EMS Release Date for these clients. The EMS Release Date is docam@€fRdtBnd the ADRC contacts each of the clients to confirm
interest. If interested, the ADRC proceeds with the MLTC Wait List rgdeasess which results in a referral to the CARES protgaassessment and level of
care determination

Add the EMS Release Date

1. Once AHCA provides the number of slots for release and the EMS Releadedpaténent stafor designeesvill add the EM®Release date to the
Ot ASyiQa 5SY23aANLLIKAO NBO2NR Ay S/ Lwt¢({

Note
@ This process may be revised in Phase 2.

2. Navigate to the Client record and select themographicgab.
3. From theEditmenu, selecEdit Demographics

4. TheDemographic details page displayed. Update the following fields:
a. EMS Release Date
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Ellen White Demographics
Last Updated by System
at 5/11/2021 10:14:19 AM

File Tools Reports

Demographics Basic Demographics

EMS Release Date 2/1/2021 L=l

Client Addresses

Former Client ID
Client Phones
First Name * Ellen
Last Name * White
Middle Initial M
AKA Name
Title
Date of Birth * 010111940 |&
Age 81.3

5. From theFilemenu, selecBave and Close Demographics

EMS Release Follow Up

The ADRC is required to complete follow up on an EMS release within 14 days. The tracking of this fohanwdlgd®utside of CIRTS and mostly on
spreadsheets. These spreadsheets also play a part in the ADRC Assignment process. For the Phase 1 implementatioh®PEIRRTESsignment process

and the tracking of the :day EMS Release follow up will remairiside of eCIRTS and on spreadsheets. For Phase 2, the eCIRTS Task Force will work to brin
both the ADRC assignment process and EMS Release follow up inside eCIRTS and the spreadsheets will no longer be used.

) Note
0 This process may be revised in Phase 2.
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ADRC Assignment

Once the EMS Release Dates are entered, the Department emails the ADRC to run the Waiver Release Report. Each cépottonilHie assigned to an
ADRC staff membelhe assigned ADRC staember will be added to the MLTC program record in eCIRTS.

1. The assignment process continues as it currently exists, outside of eCIRTS. Spreadsheets with ADRC worker assigntribotecireati®hase 2, the
eCIRTS Task Force will work to bring the assignment process inside eCIRTS.

2. Each ADRC worker on the spasheet will assigthemselvesas theEnrollment Provideof the MLTC program record in eCIRTS.

3. CNRY (KS Of ASy (Popgrantéb.O2 NR>X aSt SOG4 (KS

4. Select theMLTCprogram record with a status of APCL Waitlist from the list.

CaregrenCare Recovent

! Assocated People Waut List Apporgments Medcabons
e
m‘ Servces Authorzabons Ach g
START-STOP TIMER = Demographics Screening Refurrnls To Providers Forms  Notes
bt
F 3 v 4
3 Programs recordds) mtumed . now viewing 1 throegh 3
Division Program Sarvice Ownee Status o Status Date | End Date
' '
L AG MLTC - MANAGED LONG-TERM CARE Buck Jeorifer APCL Wamiat oA [ ]
[ CARES - COMPREHENSNVE ASSESSMENT AND REVIEW FOR'LONG TERM CARE | [ Test Worker STFF CARES Staffr [
AG MLTC .« MANAGED LONG TERM CARE Buck. Jonrxfor Termnate « APCL Wartist 07/082021 | 07/08:2021

5. The Program details page displa$glectEnroliment Provides from the lefthand navigation. ThEnrollment Provides list view page opens.
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File Tools

Emoliment Provider Kome Stant Date End Dot o Active Primary

CHARLOTTE COUNTY BOARD OF COUN, DEFALLT-WORKER PROM-81301 PESH2021 13312001

Fest Pravous  He 83 e 51 Neat  Last

6. SelectFile > AssiginrolimentProviders from the file menu. The PrograBEnrollment Provides page opensUpdate the following fields:
a. Enrollment ProvideName Search for and select the name of tRBRC worker
b. Start Date defaults to today. Update if needed.
c. End Date leave blankinless you are changing tle@roliment provider If then, you would add an end date to the origieatollment provider
d. Primary. Theenrollment providercurrently responsible for the program enroliment is marked as Primary. Presiooment providemrecords
would not have this field checked@he primary Enroliment Provider will see this Program on their My Work page.
e. Active the currentenrollment provideris marked as Active. Previoesrollment provides are marked as inactive.

ELDIS .&I-‘I-'.J.Ill!-s‘ Enroliment
4/12/2022 5:10 PM Provider
File
Enrollment Provider
Enrollment Provider Name * Buck, Jennifer [ | Clear | Details
Start Date * 04/01/2022  |CH
End Date l
Primary
Active

7. SelectFile > Savand Closeéenrollment Providemwhen done

1-855-WELLSKY WellSky.com Page 184 of 360


http://wellsky.com/

ELDER \II\IR‘S‘ . We” 0\

8. The ADRC worker will complete the fRelease research tasks. Some PSAs complete tHedkease Research tasks before contacting the client to
confirm interest. Other PSAs confirm before they complete therplease research tasks. The order may diffanas PSAs but the steps to complete in
eCIRTS are the sani&roceed taComplete PreRelease Research tasksConfirm Client Interessections.

Confirm Client Interst

The ADR@orkeron the MLTC ProgramrecogdA f £ Y I 1S dzLJ (2 GKNBS O2yidlF OG FdaGdSyLWia G2 O2y TANY
the PreRelease Research tasks. For other PSAs, thRdlease Research tasks come flRggardéss of the order, the steps to complete in eCIRTS are the
same.

TIP

x Remember to use the Start/Stop timer when making the contact attempts to confirm client
interest.

1. ¢2 O2y FTANYXY (KS ADRG@kgrivilDéontactyhé idtiBpitaittee finke€nd document each contact attempt in a note.
2. Open theClient record and look up the phone number on the Demographics tab. Attempt to contact the client.

3. Record each contact attempt as a separate note. Seledititestab.

Whaine, Bllen M (15G03)

Note Date » Note By Note Type Note SubType Dwacription Status Dwte Campleted Attachment
4. From theFilemenu, selecAdd Note.

5. The Note Details page displays. Updie following fields:
a. Division Defaults to AG
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9.

Note By Defaults to self

Note Date Defaults to today

Note Type EMS Release

Note SubType Select Contact Attempt, 2 or 3

Description Select from the lookup. The values in this field are dependent oiNtie Type selected.

Note: Enter details of the contact attempt.

Status If contact was successful, this note can be marked as Complete. If an additional contact attempt is needed, the stdthe Saodlow

Up.

d. ADD A NOTE RECIPIENTs message disglada ¢ KSy GKS adGlFddza A& c2ftft2¢ ! L LG Aa | NBY
gueue for follow up.

e. Note Recipient If contact was successful, a Note recipient does not need to be added. If an additional contact attempt is needegrsatfd yo

as the Note Recipient so the note will display on your My Work page.

copooom

From theFilemenu, selecSave and Close Nate

If the contact was successful, skip to step 20.

z A A~ oA x

LT Iy FTRRAGAZ2YIFE O2y il Od FdGSYLI A aMyViokpRageRBEdentiConsyhen Nbtesauetief Select Ralfow NJ 3
Up to display a list of Notes that require follow up.

Daily, the ADRC worker will monitely Work and attemp to contact the client to confirm interest if the first or second attempt was not successful.

10. Cases that require follow up will be in thimtes> Follow Upqueue.The Note SulType tells you the last contact attempt that was made.
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MY WORK CONTACTS CLIENTS CLIENT GROUPS
CONTACTS CLIENTS

Status Screening

Ticklers Programs

Inquiry Alert Notes List Referrals/Notifications

Notes

Complete 1
Follow Up 1

11. The ADRC worker will make another contact attempt and document it in a new note. The status of the note from the pretéctisttempt can be
changed to complete.

12. If this was thehird unsuccessful contact attempt, the ADRC will send the No Contact Letter to the client and save it to a Note inreCIERES will
be printed from eCIRTS. Instructions for generating, editing, printing letters and saving them as a Note attatle@HRTS can be found in therd
Mergesection of this manual.

13. When the letter is generated as a word merge, it is saved to a Note. The Note Details page displays. Update the fdlitswing fie
Division Defaults to AG

Note By. Defaults to self

Note Date Defaults to today

Note Type select Uploaded Forms

Note SubType Select No Contact Letter

Description Select from the lookup. The values in this field are dependent on the Note Type selected.

Note: Enter details of theontact attempt.

Status Select Follow Up

ADDANOTERECIPIENKA & YS&aal3S RAALI Ieda ¢oKSy (GKS adaradza Aa c2ttz2g | Lo
gueue for follow up.

TT@moao0oTy
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j-  Note Recipient Add yourself as the Note Recipient so the note will display on your My Work page.

ELDER nluu\

File Tools

gl Wells

Note Dy Buck Jenndes v

Nirte (Lare %

Agency v
Prugrom -
Notes Ust Provwder v

Note Type Li-_l..\:;a: Foms. v

Note Sab.Type NO Contact Leties -

Danctipton

Swme
ADO ANOTE RECSMENT

Date Complatnd

Antachments

Document

Theee mio no stachmants o display

Note Recipients

Ads Noke Ratigwent

Nama Date Sent

fluck. Jardier

-

L P | R

B

third unsuccassiul atlempt - no contact letser sant

Kesping this noss opan for 30 days In case tha chent calls

back

Fobow Uo v

ADD ANOTE RECPIENT

Description

Date Road

Category

Dute Signed

Action

14. From theFilemenu, selecSave and Close Nate

15. When the no contact letter is generated and saved as an attachment to a note in eCIRTS, the ADRC worker will keepriiastaeMy Work

gueue for 30 days. The client has 30 days to call back after receiving the No Contact Letter before théosask is ¢
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16. TheADRC workewill monitor the My Work >Notes > Follow Up queue.

MY WORK CONTACTS CLIENTS CLIENT GROUPS
CLIENTS
Screening
Programs

Referrals/Notifications

Notes

Complete 1

‘ Follow Up 5]

17. Filter theNotes Follow Upjueue listehe NoteSubType Clients that have been sent a No Contact Letter will have a No Contact Letter Note Sub Type.
You can further refinghe list by note Date, only following up on those open for more than 30 days.

18. Those open for more than 30 days can be closed. Add a note that the client did not call back and change the Note staplstta Co

19. Proceed to theClosure Processection.

20. If the client has been successfully contacted and their interest confirmed, the ADRC Worker will note it in the EMS &eleaskpkbceed with the
PreRelease Resgch tasks

21. If the client has been successfully contacted but the client is not interested in services at this time, the CARES nefemadié, the MLTC record is
closed and the ADRC worker will note it in the EMS Release Notgadate a program recordljak on theProgramgab.
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-
Categreat Cate Ficisme)

Asactated Fecpie Mol Lat | Apporesens  Vedcators

viems | Adttorzstons  Actites

TARTSTOP TINER | Dwmographics | Sowewsrg | Refwray ToProvsers Foms | Neles

Fikon

Status Dane - Cruater Than v D200

Fragran v +

T Pongronm record|8) romrmed - sow viewing 1 Suough 7

k. WellSky

Dwinios. Progeam Servicn Enmirsmst Provides Status » End Dats
a5 ALY . ALZHEWER § DSEASE INTISTIVE Hogaam Wene Temian Adtve 8072021
AL CARES . COMPRENENSIVE ASSESQUENT AND REVEW FOR LONG TERM CARS Bock Jarrvbe STFf CARES Statry
Al i NLTE - MANAGED LONG-TERM CARE Exder Sourte Worow ASCL Vaanae :
|
AG 0438 - DAA TITLE W1 B SUPPORTIVE SERVICES Chare Cibus Courty Workar APCL Wadkst
22. Click on theMLTCProgramrecord in the list view gridt will be in APCL Waitlist status.
"
o Carngroat Care Ricipeart
Axwocorw? Pacprw Wt e Aspostments Madtc s e
m Servas  Agtoczations | Actiiies
STARTSTOP TMER Dumdpraphis  Sowenng  Referal 5o Pravdan  Fore  Not
iy
Stas Date v GreswTanv  DIDANM S AN X
Program v +
el
1 Feograss recortin] retinmmetd - s vhewing 1 thesagh 7
Do Progeam Sarvics Envolment Provide: St - Tormination Ressen Swtus Deco End Dow l
Al AN -ALIHENER'S DSEASE MITIATW Hogwvams, Worker Torrezate - Actvw awSnIm ot |
]
Al CARES - COMPREHENSIVE ASSESSUENT AKD REVEW FOR LOMG TERM CARE Buck Swerviat STFF CARES Sua¥ng 05CHI0N
[az MUTC - MANAGED LOND-TERM LARE Eddar Scurzn Wlamar TAPCL Wathee vy |
— — S—
' CHle TORUS COO0N Vo TAPCT W 1 0SI02Y 1

23. The Program detailsgge will displayUpdate the following fields:
a. Status Terminate- APCL Waitlist
b. Termination ReasonLost Contact
c. End Datedefaults to today but can be changed if needed
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Frank Fountair Program
FELDER \H'\lk\\ Lazt Updated by Admir
M 11/3/2021 2:33:53 PM

File Tools

Program Division AG
Enrofment Prowder Rebutied From ADRC - hd
Reafermal Dote 05/M011/2021 e
Track Status
Program MLTE - MARAGED LONG-TERM CARE
Adult Day Care I .
Basic Subsidy :
Case Aide 1 >
Service Case Management
L+
Congregate Meals «
‘.J gregale e : 1 3

| staus Terminate - APCL Waillist v | |
- —

Status Efective Date

Histoncal Start DateiRecord

B 0601/2021
Croated Date 0601202

Termination Reason Lost Contact v

End Date

24. From theFilemenu, selecBave and Close PrograrAroceed to théAdd the EMS Release Natection.

CompletePrerelease Research Tasks
If the client is coming off the MLTC waitlist through the EMS release process sgearibase research taskse completed before rierring the clientfor a
CARES assessmefite completion of the tasks are recorded on forms in eCIRiESe tasks assue the Client record and MLTC Program record already exists
in eCIRTS hePre-release Research Tashkslude:

1 Confirming the 3008 is on file

1 Confirming if the LOC is on file

1 Check Medicaid and DCF status

The ADRC staff will complete the prdease reseah tasks and document their completion in thied Waiver Timelindorm and on an EMS Release note in

eCIRTS. AftertheptéB f SI &S NBaSINOK GlFalta FNB O2YLX SGS yR (KS Of A Sy i @gramiegaidS NB &
to APPL Applicant and remain the enrollment provider.
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Thepre-release researctasksk NS 02 YLX SGS> | yR OfbéfdBefihie CARES rgfarndlNsinadiso, soine FBAS/cBMpNdY thdpetease
research tasks before contacting thieeat to confirm interest. Others confirm interest before completing the-mlease research taskRegardless of the
order, the steps to complete in eCIRTS are the same.

TIP

x Remember to use the Start/Stop timer when completing the-ilease research tasks.

Sending/Receiving the 3008 Medical Certification Form
Following a screening if a client is ranked as adiie a Direct Referrathe ADRC will send the 3008 Medical Certification form to the Client for completion by
his/her physician. Once returned, the ADRC will verify it is complete and save it to a note in eCIRTS.

Later in the workflow when clients are coming off the MLTClisgithe ADRC may find the 3008 has already been completedned ard on file. If not, the
ARDC would complethe steps below.

Finally, 3008 forms can be the first thing received for the client. In thasesa Pre-Client records created and the 3008 is saved as a Note. When the client
makes contact, the full client record will lseeated,and the client moved through the rest of the presearch release tasks.

1. Navigate to theNotestab of the Client record to confirm if the 3008 is already on file.

2. If the 3008 has already been obtained and is complete, there will be a note with NageUpipaded Forms and Note Siilype: 08 Medical
Certification Form
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quﬂldm‘ Frank (10258)
CareguenCare Recown
Assoc ated Peogis Apponimants Medicabions
Frograms SerJces Authonzadans ACtvDhes

START-STOP TIMER  Demograpncs Screenng  Referrals To Provders | Forms | Noles

Finers

ot Vedimxts

24 Nodes recordis) refurned - now vwewing 1 through 15

3. If not, send the 3008 Medical Certification form to the client for completion by his/her physician. The 3008 Medical Certificatitzfot printed
from eCIRTS.

4. When the3008 Medical Certification form is returned, it will be scanned and saved to a note in eCIRTS.
5. Navigate to theNotestab. From theFilemenu, selecAdd Note

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

Division Defaults to AG

Note By:Defaults to self

Note Date Defaults to today

Notes List select Provider or ADRC, whichever applies

Note Type Select Uploaded Forms

Note SubType Select 3008 Medical Certification Form

Description skip

Note: enter details about the 3008 and whethisrcomplete or not

Status If the form is complete, select Complete. If the form is incomplete, select Follow Up.

ADDANOTERECIPIENRA & YSaal 3S RAaLX I &da ¢KSy GKS adliddza Aa cz2fttz2g | L)
gueue for follow up. The worker is added as a Note Recipient.

Note Recipientif the status is Follow up, add yourself as the Note Recipient. If the status is Complete, a note recipient is not needed.

T TS@Too0 T

~
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I.  Attachment Each version of the 3008 received will be adlde an attachment to this note. Even if the 3008 is incomplete.

ELDER AFFAIRS ‘

File Tools

Frank Fountain Notes
10/25/2021 9:17 PM

Notes Details
Division *
Note By * [ Buck, Jennifer v
Note Date * 107262021 |2
Notes List [Provider v |*
Note Type * [ Uploaded Forms v
Note Sub-Type |3I308 - Medical Certification Form v
Description
|B Z U 16 - A~
received 3008 form - it was complete
Note
status *
Date Completed 10/25/2021
Attachments
Add Attachment
Document Description Category Action

There are no attachments to display

Note Recipients

Add Note Recipient:

— —

7. From theFilemenu, selecSave and Close Notes
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8. When the form is incompleteahe AHCA 5003008 Return Fax Covisrsent to the Physician/PA/ARNP who signed to form to complete the missing
fields indicated on the AHCA 568008 Return Fax Cover. The AHCA S8 Return Fax Cover can be printed from eCIRTS. SHetibesand
Letters (Word Mergegection for details on printing the fax cover.

- NOTE

@ The Client has 30 days to return the completed 3008 Medical Certification Form. If it is not returned, ofidag BIDEA will
terminate the LTC and inform the client thaktimformation has not been received. The Client can return to the APCL Waitlist if the
return the form within 5 months.g-month total time to be reinstated to the waitlist)

9. The ADRC will document the 3008 is on file on the Medicaid Waiver Timelinenfe@RTS. See thermssection for details on adding Forms.

10. Update the following fields on the Medicaid Waiver Timeline Form:
a. 3008 Receiverkenter the date the 3008 was received.

File

Consumes Asspsammms

~ Service Prowvie -

MEDICAID WAIVER TIMELINE

v

PRAT NAMNS
MOOLE WA

LAST MAME
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11. If the CARES Stafftiempleting the PréRelease Research tasks, they willoent the 3008 is on file in the CARES Intake Process form in eCIRTS.
See thed-ormssection for details on adding Formdpdate the following fields on the CARES Intakeé&y® form:
a. 3008 or EquivalentSelect a value

Eden White Form

/92012 2:00 M

File

Preose Setect Type: | CASES imale Srocess v
Consumer Assassiments
Dtwtmne * A Hevwn v
Nevvew Dwo * moaew = Warker Buck Jenmdor -m Cvtan
e ' O v Servce Provedel v
Comgéeme Dy Caeqrernd Daw

CARES intake Process
[Refecrsl A0COV®8 |
D Rfurrat Recervas |

Fofeerul From v
Frovader Rere:

N2 Prowerdes v

i 5 Crosscheck Comp C

Diote FVIES Crosscheck Completed:

Fecord Found; v

Lt Any Dincropancees

ORIDA Crosscheck Comp J

Dt FLORIOA Crosscheck Cuavpletest =

Record Foung (71 ORIAL 2

Lot Azy Dincregancies (71 ORIDAL

B

Telact mae v

Ratrral Qesirned Date
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Confirm if the level of Care (LO@ on File
For EMS ReleasebetADRC will confirm if the LOC is already on file and less than 90 days old.

1. C2NJ t KFaS mX (dKAa Glal gAft 0SS O02YLX SGSR Ay [/ Lw¢{ of CarKiSalreadywri fileg A f f
andcurrentLy t KFaS HX GKS [h/ Attt 06S NBO2NRSRnNdORTS/ Lwe{ a2 GKS ! 5w/

2. If a LOC does not exist or if a LOC does exist but is more than 90 days old, a CARES Referral is needed. Close tracémdtarntiegCheck
Medicaid and DCF Statisection.Once that is done a CARESrral can be made.

3. IfaLOC exits and is less than 90 days old, a CARES Referral is not needed. Close the form and document the LOG®!edicaah\iVever
Timeline form. See thEdita Formsection for details on ugating the Medicaid Waiver Timeline form.

4. Update the following fields on thiledicaid Waiver Timeline Form
a. LOCstaffingDate Enterthe LOGStaffingDate from the CARES Staffing Information form.
b. LOC Effective Dat&nter the LOC Effective Date from the CARES Staffing Information form.
c. Status remains Draft or Open
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File

Please Select Type: | Medicaid Waiver Timeline

Consumer Assessments
Division *

Review Date *

Status *

Completed By

PSA

55N

CLIENT ID
OWNER ID
FIRST NAME
MIDDLE NAME
LAST NAME

DOB

1. PSA

EMS Release Date

APPL Start Date

3008 Received

Date Referral Sent to CARES

701B Completed

|

B EEEE

LOC Staffing Date

E

2515 & LOC to DCF Date

5. From theFilemenu, selecSave and Close Fornm8roceed to theCheck Medicaid and DCF Stagestion Once that is done a CARES referral can be

made.

1-855-WELLSKY

E

Review *
Worker *
Service Provider

Completed Date

MEDICAID WAIVER TIMELINE

Buck, Jennifer

Ellen White
£/3/2021 2:02 BM

WellSky.com
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Check Medicaid and DCF Status
2 KSGKSNI F / EASYyG ySSRa | /1 w9{ NB TSN dheckkddnydddurmentddiadormirt eCIRTSiha dienanBdlds O A R
assistance with thapplication process, the ADRC wailld document the dates on the Medicaid Waiver Timeline form in eCIRTS.

1. TheMedicaid and DCF status will be checked outside of eCIRTS and documented/edlitzed Waiver Timeline form by ADRC staff

2. The ADRC will doment thedetailson the Medicaid Waiver Timeline form in eCIRTS. SeEdhassection for details on adding Forms.

3. Update the following fields on thiledicaid Waiver Timeline Form
a. DCF Appl Filed Datenter date
b. Medicaid Approved/Denied Dateenter date
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s Well Human Services g e | Form

Fite Reports

Consumer Assasaments

Alw Auview AR ~
R wl w. n. a5
t x v Service § ! ~
oeepluvied By toet [
- 5
MEDICAID WAIVER TIMELINE
FIRST NANE
MIDOLE NANE

LAST NAME
DO6
LPSA v
1. Progras

l' DCF Agpl. Ciledt Datw B l

1. APPL Stant Date

1 2505 £ 106 16 OCF Dace

4. From theFilemenu, selecBave and Close Forms

Send the Waitlist Release Notice

Based orthe status of the 3008 Medical Certification Form, Level of €ates and Medicaid/DCF application status, the ADRC will send one of the following
waitlist release notices to the client. A copy of the noikaot saved in eCIRTS but the notice thakist will be referenced in the Med Waiver Timeline and in
the EMS Release note by the ADRAitlist release notices are not sent to clients who were referred directly (i.e. Nursing Home, PACE, fanNpseJAs
send these notices out in bulk, outside of eCIRTS. They can also be printed on demand, one by one in eCIRTS.

T 100YMYF Some form of Medicaid/Yes Form 508008
1 200NMNF No Medicaid/No Form 5068008
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300YMNF Some form of Medicaid/No Form 503008
400NMYF No Medicaid/Yes Form 50€8D08
500SSYFSSI/Yes Form 5068008

600SSNFSSI/No Form 5008008

= =4 =4 =4

1. To print the notice on demand in eCIRTS@A 3+ S (2 GKS Of ABeydg@phicddils O2 NR | yR &St SO0 (GKS
2. From theWord Mergemenu at the topof the page, select the notice.

3. See theNotices and Letters (Word Mergsgction for details on creatingnd printing the notice.

4. The ADRC will update the Med Waiver Timeline form in eCIRTS with the waitlist releas@letatils. See thEdita Formsection for more details.

5. The ADRC will also add the EMS Release Note which includes details of the waitlist release notice that was seBiMISdedlease Nosection for
more details.

Add the EMS Release Note

Once the preaelease research &ks are completed for EMS releases, the ADRC will add an EMS Release Note in eCIRTS, summarizing the completion of the
release research tasks atite waitlist release letter that was serithis note is separate from the contact attempts to confimk S QifitereSty i Q &

1. ¢KS 15w/ adFFF yIo@A3aFrGSa NatestalkS Of ASyiQa NBO2NR |yR asSftsSoda GKS
2. From theFilemenu, seleciAdd Note.

3. The Note Detail page displays. Update the followielgls
Division Defaults to AG

Note By Defaults to self

Note Date Defaults to today

Note List Select ADRC

Note Type EMS Release

Note SubType leave blank

Description leave blank

Status select Complete

S@meoooTy
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i. Note RecipientNone needed.

ELDER AV \!I(\‘

File Tools

la

‘ Notes Detalls
Division

Nowe By

Note Date
Agancy
Progrom

Notes List
Note Type *
Note Sub.Type

Description

Nowe

Status

Date Completed

Gv

uoic Jenmfer v

172031 -

- o [

Prownger v

EMS Reease v !

B4 H w0t - A

ADRC will add an EMS Release Note in eCIRTS
summarizng the completon of the pra-release wsearch 1asks
and the waslist release letter that was semt. This note is
separate from the contact atempts to confirm the client's
interest)

Complete v

1001200

4. When finished, from th&ilemenu, selecGaveand CloseéNotes

Update the MLTC Program Record

Oncethe PriN\B £ S aS NBaSHNODK dFata NS O2YLX SGSREZ

will be updated to move the client into the next stage of teéeaseprocess.

1. To update a programecord, dick on theProgramsab.

1-855-WELLSKY

WellSky.com

0/1/2021 &35 PM

7

u

Notes

KS

o)

tASyiQa

A V@ipBolyEndirécord | &
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w

Categreat Cate Racianet)

Asactuted Fecpse Wl lat | Apporssens  Vedcwons

viems | Adttorzstons  Actites

STARTSTODYINER | Dwrogeaphics  Soewnrg | Refwray ToProvsers  Foms  Nebes
Fiman
Stabss Dase v GeeDenv  (01@M2000 3 aNow x
Piogran v »

R

T Pongronn secord|s) rotumed - now viewing 1 Suough 7

Divislos: Progeam Sericn Enmntrmst Prusides Status - Fermnaticn Ressca Saatun Oate E£nd Date l
a5 | ADY - ALZHEMER 5 DIBEASE NTIATIVE | [ Hogeas. Werker Tamrane . Atve :aér..vé:l:- | o720 |
AL CARES . COMPRENENSIVE ASSESQUENT AND REVEW FOR LONG TERM CARS Bock Jarrvbe STFf CARES Statry ‘
aG TWATE - MANAGED LONG-TERM CARE Eider Soure. Werar AL Wanse |
G QAJE - DAA TITLE i B SRPRORTIVE SERVICES Chare Cibus Courty, Worbar APCL Wahse \'

2. Click on theMLTCProgramrecord in the list view gridt will be in APCL Waitlist status.

Carngroat Care Ricipeart

Azsocovin? Pacpie Wt et Agpomtments  Medcomone

M‘ Servas  Agtoczations | Actiiies

STARTSTOP TMER Dumdpraphis  Sowenng  Referal 5o Pravdan  Fore  Not
iy
Stas Date v GreswTanv  DIDANM S AN X
Program v +
il
1 Peoggrasis tocortin] ratitmet] - ncw vhewing 1 thesugh 7
O Program Sarvics Enrobment Provider St - Tormination Ressen Status Do End Dot
Al AN -ALIHENER'S DSEASE MITIATW Hogwvams, Worker Terrezate - Actve awSnIm oM 0
Al CARES - COMPREHENSIVE ASSESSUENT AND REVIEW) FOR LONS TERM CARE Buck Jurrvbat STFE CARES Stal¥erg 05CHI0N
[az MUTC - MANACED LONS-TERM CARE [SYMEE— TAPCL Veather | ey
- - — S—
Y CHes TCAS OO0, WO TAPCT WV i T0S 021

3. The Program details page will displeipdate theStatusto APPL Applicant. The client is eligible and interested inrgpoff the waitlist for the MLTC
Program.
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File Tools

Enrolment Provider

Track Status

4. From theFilemenu, selecGave and Close Prograio changes are needed to the Enrollment Provider.

1-855-WELLSKY

Division *
Referred From

Referral Date

'AG
[ADRC v

os012021 |

Frank Fountain
Last Updated by jbuck
at 10/3/2021 2:42:01 M

Program)

Program * MLTC - MANAGED LONG-TERM CARE (1ot
Aduit Day Care <||»
Basic Subsady | ‘L !
Case Aide ‘ 'L \

Service Case Management
Chore |L
Congregate Meais ‘ l ol
——

Status * |APCL Waitiist vl

Status Date * 1

Record Created Date * 060172021

WellSky.com

a8 WellSky
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CARES

Comprehensive Assessment and Review for osgNY  / I NB { S NI A Ofederally mandated pradrhissiorGstreéenldy Rrbgeain for nursing home
applicants. Federal law mandates that the CARES Program perform an assessment or review of everyone who requests iedicsthesit for nursing
facility placement, or who seeks to reee home and communitipased services through Medicaid waivers like Familial Dysautonomia Waiver, and Statewide
Medicaid Managed Care Lofi@rm Care Program. A registered nurse and/or assessor performs client assessments. A physician or registerewareadk
application to determine the most appropriate level of care for the appliché assessment and the level of care is determined for clients coming off the MLTC
waitlist and Direct Referrals.

Note

0 These processes may be revised in Phase 2.

EMS Releases
For clientsvho arepart of the EMS release process, the ADRC will complete the foll&BM$Release taskefore adding theCARES Referral record:

1. Addthe EMS Release Date

2. CompletePrerelease Research Tasks
3. Confirm Client Interest

4. Update MLTC Program Record

Once the tasks above have been completed, ADRC creates the CARES RefereCIRTS and notifies the CARES staff outside of eCIRTS for RPiiakask |
2, the CARES Referral added in eCIRTS will serve as the natification to the CARES Staff and an email will narmbale€d&RES functions will be in eCIRTS.

Create theCARES Referral

CARES Referrals are created after therptease research tasks have been compldtedEMS releaseshe client has confirmed interest and the MLTC Program
record has been created/updateth Phase 2, a CARES Referral will be createdrémtReferrals too.
A CARE®ferral is not needed if walid LOC that is not WHL or NHTP is already onrfithose cases,rpceed to theADRC Level of Carasksection

1. To create the CARES referral, navigatehwoGlient record and select tirogramstab.

2. From theFilemenu, selecAdd Program See théProgramRecordssection for additional details for adding program records.

3. For the CARES program referral, update the following fields:
a. Referred Fromselect the applicable value (i.e. ADRC, MCO, PACE or Nursing Home)
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b. Program CARES
c. Status APPL Applicant

Ak WellSky

d. Enroliment Povider: Select theGeneric worker for your PSAhis is a generic worker record because the actual CARES Agsksgairbe

added in Phase 1.

CARES - COMPREHENSIVE ASSESSMENT AND REVIEW FOR LONG TERM CARE (10005)

Provider ID Mumbers Linked Providers | Service Area

Providers | Divisicns | Workers = Services | Referrals/Notifications | Authorizations | Forms | Contracts
Filters
Member ID A +
4 Workers record(s) returned - now viewing 1 through 4
Worker Name & Title Phone Number Work Phone Cell Phone Active

CARES, PSA02A True
CARES, PSA02B True
CARES, PSAD3A True
CARES, PSA Q3B True

e. CARES PSsgelect a value
f. Comments can leave blank.

1-855-WELLSKY
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Ellen White Program

7/2021 5:45PM

File Tools

1 Diviston AG
Referred From PACE ~
Referral Date -'
Program CARES - COMPREHENSIVE ASSESSMENT # v
Service v
Status APCR CARES Applcant v/
Status Date O8/27/2021
Primary Owner Buck. Jenniter e
Start Date v e iy 1 ;
CARES PSA 2A v

4. From theFilemenu, selecSave and ClosBrogram

5. For Phase 1, the CARES Staff will not be monitoring the eCIRTS referral queue so the ADRC will also need to notifstéfleoCiieESerral via
email as they do now with legacy CIRTS. In Phabe CARES Staff will use the eCIRTS Rledigeue as notification and the ADRC will no longer need
to send an email.

6. Tasks completed by CARES $taffIRTS for Phase 1 for EMS Releases include:
a. Searching for an existing client record, and adding new client records when nigeG&ITS
b. Complete prerelease research tasksd document their completion in CIRTS
c. Assign the CARES Assefs@IRTS
d. Create the CARES Case in CIRTS
e. Schedule the CARES Assessment
f. Complete the CARES Assessment in CIRTS
g. Document Placement, Program and LOC Recordatems in CIRTS
h. Complete the Staffing Process to confirm the LOC in CIRTS
i. Obtain signed 603 Form. The Form will be generated outside of eCIRTS.
j- Nightly Level of Care export to AHCA from CIRTS
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CARES Direct Referrals

Certain referral sources such as Nursing homes, MCOs, PACE, DCF or family can refer a client directly to CARES.iCédtiESusati aomplete their tasks
in CIRTS for Phase 1. In Phase 2, the CARES Staff will complete their tasks in eCIRTS.

Taskompleted by CARES Staff outside of eCIRTS include:

=4 =4 = =4 = =8 -8 -8 o8 of s s

Searching for an existing client record, and adding new client records when neeG&aT.S
Complete prerelease research tasksd document their completion in CIRTS
Assign the CARES Assefis@IH'S

Create the CARES Cas€IRTS

Schedule the CARES Assessment

Complete the CARES Assessne@IRTS

Document Placement, Program and LOC RecommendaticBiRTS
Complete the Staffing Process to confirm the WOCIRTS

Obtain signed 603 FornThe Form vll be generated outside of eCIRTS.
Send the 603 form to DCF.

Nightly Level of Care export to AHZém CIRTS

TheSemiMonthly import of MLTC enroliment dataill import into eCIRTS.

The MLTC program Recomill be added in eCIRTS for Direct ReferratsBMS Releases so the MLTC gaomthly import into eCIRTS will work correctly. The
CARES referral record vio#t added to eCIRTS for EMS Releases in Phase 1 but not added for Direct Referrals until Phase 2.
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ADRC Level of Calesks

In Phase 1, a@ly, the ADRC will run the Level of Care (LOC) r&pontCIRT®hich lists cases where the staffing process has been compdatbthe LOC
determinations maddor the EMS releases.

For each new LOC determination, the ADRC will update the Med WaiwdiriEiform for the client in eCIRTf&x the 2515 HCBS Waiver Eligibility Certification
form to DCFand document it was sent in a note in eCIRTS

1. Daily, each ADRC will run thevel of Careeport from CIRT# Phase 1. The report will be run from eCIRTRhase 2

2. For each client, th&DR@will fax the2515 (HCBS Waiver Eligibility Certification Form) todd@Bave a copy as an attachment to a note in eCIBRES.
the Notessection for detailsOn the Note Details page, update the following fields:

Division: Will default to AG

Note By:Will default to the user creating the Note.

Note Date:Will default to today

Note Type:Uploaded Forms

Note SubType Select 2515 HCBS Waiver Eligibility

Descrption: leave blank

Note: enter any additional notes

Status:Select Complete

Date CompletedWhen the Note StatusqualsComplete, the Date Completed field populates automatically and is read only.

Attachments:attach a copy of the 2515 HCBS Wakhgibility Certification form to the note

RecipientsNA

AT T S@moa0oTy

3. The ADRC staff will also update tledicaid WaiveiTimeline form. Navigate to the client record and selectfoemstab. SeeEdit a Fornfor more
details.

4. Select the existinyledicaid WaiverTimelineform from the list. Update the following fields:
701B Completedenter the date
LOC Staffing Dateenter the date

2515 & LOC to DCF Datmnter the date
The remaining fields will be added later in the workflow and should remain blank for now.
In the header, keep the form status as Open

oo oo
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& psa v

EMS Release Date i)
APPL Start Date i
3008 Recsived i)

Date Referral Sent 1o CARES

7018 Completed B
LOC Staffing Date =

2515 & LOC to DCF Date |

Sst v
DCF Appl. Filed Date

Medicaid ApprovedDenied Date

APPL End Date -_I
APPL Termination Reason v
ACTV Start Date £
Comments

5. From theFilemenu, selecSave and Close Forms

Scheduled Exports and Imports

1. InPhase 1ltere is a ightly exportthat pulls client Level of Care and program recommendation information from QiRAI&se 2, the nightly export
will pull the same data from eCIRTS instead.

2. DOEA BIT will manually place this report on the AHCA SFTP site for AHCA to import.
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3.

10.

11.

In addition,DCHeceives the Level of Care information via the faxed 2515 form the ADRC. DCF uses the information on this form to datromthe f
eligibility. DCF sends the financial eligibility information to AHCA.

Once AHCA has the LOC and progmeommendation information from CIRTS and the financial eligibility information from DCF, AHCA will provide the
a¢[/ OGABS RIGSa G2 (2 GKNBS (dAYSa | Y2yiK @Al GKS Wa[ ¢/ ! LI 2 R

Two to three times a month, DOEA BIT staff will retrievethe MLTGUp R FAE S FTNRY ! 1 /1 Qa {C¢t &araiasSo
DOEA BIT will process the MLTC Upload file so it can be imported into eCIRTS.

DOEA BIT will create a support ticket with the WellSky Customer Support Team to have the file uploaded into the eCIRIS gmodaoment.

Note

@ This will be a manual process for Phase 1. An automated interface will be built for Phase 2, elintirataed for DOEA
BIT to manually place the LOC nightly export report on the AHCA SFTP site. In Phase 2, DOEA BIT will not need t
the MLTC upload file, process it, nor arrange for import with WS Customer Support.

2 KSy GKS a[¢/ !'LIX2FR FAES Aada AYLRZNISRI GKS Ot ASyi(Qa anflthdActivelSad NI Y |
Date will be populatedThe Medicaid plan information will also be added as an enroliment provideron$hgdi Qa a[ ¢/ LINR2INI Y NB

Ifthe clientname{ { b 2NJ aSRAOFAR L5 KFa 0SSy dzZJRIGSR Ay GKS a[ ¢/ | LX) 2dgR TFA

When the MLT@pload occurs, BIT will notify tt®DR@Go run the following reports in eCIRTS dadninate enrollments, if appropriate:

a. MLTC Enrollees Receiving Services in Another Program

b. ACTV PACE Clients who are ACTV, APPL or APCL in Another Program
c. Active MLTC CliegmWho are ACTV, APCL or APPL in Another Program

d. Clients who are ACTV, APCL or APPL in the same program multiple times
e. ACTV, APPL, APCL Clients who have moved to Another PSA

The ADRC will alsgpdate theACTV date on the &tlicaid Waiver imelineform.
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Medicaid Approved/Denied Date 3
APPL End Date =
APPL Termination Reason

ACTV Start Date =

12. The ADRC staff will add a final note in eCIRT&himgthe referral that is sent to the enroliment brokerho will helpthe client chose the LTC Plan
13. Select theNotestab. From theFilemenu, seleciAdd Note

14. The Note Details page displays. Update the following fields:

Division:Will default to AG

Note By:Will default to the user creating the Note.

Note Date:Will default to today

Note TypelEMS Release

Note SubType leave blank

Description:leave blank

Note: enter any additional notes

Status:Select Complete

Date CompletedWhen the Note StatusqualsComplete, the Date Completed field populates automatically and is read only.
Attachments:attach a copy of the referral sent to the enrollment brokethe note
RecipientsNA

AT T SQ@Tm0oa0oT

15. From theFilemenu, selecSave and Close Notes

MLTC Active AnnualMCO Recertification Process

hyOS GKS a[¢/ NBO2NR A& IOGA@SsE GKS a/h LINPJARSNE ¢ A fréviewby tfie GARESHEM™s Of A
also required regardless if the client was enrolled as an EMS Release or from a Direct Referral. The annual reviewgmecesh thee CARES staff receiving

the annual packet from the MCO provider which includes the complete®,761i paper. The 701B will be keyed into CIRTS and the case will go through the
staffing process again. Any Level of Care updates will be sent to. AHGArocess repeats annuallhis will be completed in CIRTS in Phase 1 and completed in
eCIRTS in Pba 2.
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Coming off the ADI, CCE, HCE, LSP Wait List

The process of coming off the waiting list for the general revenue program begins with funds being released, by plog@DRC or Provider runs the Priority
Ranking report and requests a list of clients who will come off the waiting list from the lgead\A The list is sent back to the Provider who will contact the
client toschedule the assessmem@nce the assessment has been completed, the client will be active in the prograstaatiréceiving services.

1. When funds are available,¢hADR®r Provder will run the Priority Ranking report in eCIRIN8 send tolhe Lead Agency outside of eCIRTS.

2. In some PSAs, theead Agency will decide which clients on the list will be reledsedher PSAs the ADRE Providergdecide which clients will be
released. When it is decidashichclient will be released, thADRC or Provider Wilpdate the status of their program record from APCL Waitlist to
APPL Applicant.

Note

0 Not all PSAs use the APPL Applicant status for general revenue progRirbsApplicant will be used always for MLTC
LINEAINF YA YR OFly |f&d2 06S dz&aSR FT2NJ DSYySNIf wS@SydzS |

3. CN2Y (GKS Of A Sy (i mayraitdh CelétRtEe YecoidDf the Prdgrai Ka&client is being released from. The Program Details page displays
Update the following fields:
a. Status APPL Applicant
b. Status Dateupdates to today automatically and read only.

Michael Jackson Program
Last Updated by jbuck
at 4/28/2021 5:06:06 PM
Division * AG
Referred From
Referral Date 01/01/2020 il
Program * ADI - ALZHEIMER'S DISEASE INITIATIVE Details
Service | v
Status * [APPL Applicant ~J
Status Date ™ 0512172021 '

4. From theFilemenu, selecBave and Close Program
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5. TheLead Agencygr Providemwill make three attempts to contact the clieand schedule the assessmemtd document each contact attempt in a
separate note. See th&chedule the Assessmesgctionfor more details

6. Once successful contact is made, if the client does not accept the service enrotinegmtogram record will belosed,and the Lead Agenayr
Providerwill not proceed with completing the assessmeRtoceed to theClosire Processection.

7. Once successful contact is maded the client accepts the service enrollmethie Lead Agencyr Providemwill complete the assessment with the
client. Proceed to th&ormssection.

Note

o Case Managed clients receive the 701B. Wase managed clients receive the 70TAe 701C will be completed for clien
only receiving meadervices or those in the OAAC1 program.

8. The Lead Agency staff Providemmay completeother formgenrollment tasksand document their completion ieCIRTS.

9. Once the assessment and other enroliment tasks are complete, the Lead Agenoy Braifidemwill update the status on the Program record to
Active.

10.CNR Y GKS Of A StfelPogranmiidh CBelecRe pragtain $1@BeRpplicant Statusind uplate the Statuso Active. See thépdatea
Program Recoraection for more details.

11. Depending on the PSA and Program, the enroliment provider is either the Generic Worker for the PSA, Provider or Leatiégemdy@L or
APPL status. By the time the record is active, the enroliment provider will be the Generic Worker for the Lead 3getlogChangind=nrollment
Provides on a Program Recosgéction for more detailsf changing theenroliment providerto the Lead Agency.
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Coming off the OAA Wait List

The process of coming off the waitlist for the OAA programs is the same as the General revenue programs in the presioukhscatily dierence is the Lead
Agency will run the Priority Ranking report to identify the clients available for release, not thecAPR®ider

1. When funds are available, the Lead Agency will run the Priority Ranking report in eCIRTS and identify theailaediesfar release. Depending on the
PSA and program, the list is sent to the Provider outside of eCIRTS or the Lead Agency keeps the list and takes thp thextedegse process.

2. ¢KS [SFR !'3Sy0e 2NJtNRPDARSNI gAff dzLRIFIGS GKS &adlddza 2F GKS Ot ASy i Q:
Note

0 Not all PSAs use the APPL Applicant status for general revenue progRirbsApplicant will be used always for MLTC
LINEAINF YA YR OFly |f&a2 06S dz&aSR FT2NJ DSYySNIf wS@SydzS |

3. CNR2Y (KS Of A Sy éRayraitdh CGeletRtEe YecoidDf thHe Prdgrai e client is being released from. The Program Details page displays
Update the following fields:
a. Status APPL Applicant
b. Status Dateupdates to today automatically and is read only.

Michael Jackson Program
Last Updated by jbuck
at 4/28/2021 5:06:06 PM

Division * AG

Referred From

Referral Date 01/01/2020 il

Program * ADI - ALZHEIMER'S DISEASE INITIATIVE Details
Service | v

Status * [APPL Applicant ~J

Status Date ™ 0512172021 '

4. From theFilemenu, selecGave and Close Program
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5.

10.

11.

The Lead Agenay Providerwill make three attempts to contact the clieahd schedule the assessment and document each contact attempt in a
separatenote. See theé&schedule the Assessmesection for more details.

Once successful contact is made, if the client does not accept the service enrollment, the program record will be cléised,esmttiAgency or
Provider will not proceed with completing the assessment. Proceed t€lb®ire Processection.

Once successful contact is made, and the client accepts the service enroliment, the Lead Agency or Provider will comgdetesthent with the
client. Proceed to th&ormssection.

Note

0 If the dient is not receiving case management services, for the OAA programs the 701A will be completed instead ¢
701B. OAA C1 clients also receive the 701C.

The Lead Agency staff or Provider may complete other forms/enroliment tasks and document their completion in eCIRTS.

Once the assessment and other enroliment tasks are complete, the Lead Agency staff or Provider will update the stafogratherecad to
Active.

CNRY (KS Of A Sy iPogramiidh C52I6ER I pragtain hh@BPLPpkcsnt Status and update the Status to Active. SedJihgatea
Program Recoraection for more details.

Depending on the PSA and Program, the enroliment provider is either the Generic Worker for the Lead Agency or Provitter chledage
process and when activ€ee theChanging Enrolln Providers on a Program Recaelction for more details
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Schedule theAssessment
The client must receive an assessment before they are active in the general revenue or OAA paiogrbafere a LOC can be determined for CARES

ADRCProviders and/bLead Agencwill make contact attempto schedule the assessment with the client. The scheduling attempts will be documented as

Notes in eCIRTOne noteis addedper contact attemptThe actual assessment will be completed as an eCIRTS@iocmon the waitlist for or active in a
program, a client will also receive an annuaboeeening or assessment. The steps in this section are followed when scheduling reassessments too.

1. Openthe Client record and look up the phone number. Attempt to contact the client.

2. Record the contact attempt as a note. Select Katestab.

Waile, Bllen M (13608)

Note Date » Nt By Note Type Note SabType Dwacription Status Dwte Campleted Attachment
Poce. Jervter NYMYE . Same form of MedeadYes Fam 5200 308 <em w Marge Terpiate
Read. Moneas TD1S Scremmng Zontact Alwirgt

Boce Jenmiar W00 - Madea Cantfcation Foom Hoce e

3. From theFilemenu, seleciAdd Note.

4. The Note Details page display$pdate the following fields:

a. Division Dehults to AG

b. Note By Defaults to self

c. Note Date Defaults to today

d. Note Type select Assessmeiftyou are attempting to contact the client for his/her first assessment. Select Reassessment or Rescreening if yol
are attempting to contact the client for Hiser annual reassessment.

e. Note SubType Select Contact Attempt, Contact Attempt 2 or Contact Attempt 8r Assessment Scheduled

f. Description Select from the lookup. The values in this field are dependent on the Note Type selected.

g. Note: Enter details bthe contact attempt.

h. Status If contact was successful, this note can be marked as Complete. If an additional contact attempt is needed, the stdtbe Slatiow

Up.

1-855-WELLSKY WellSky.com Page 217 of 360


http://wellsky.com/

ELDER A |-'I’:‘\I?S‘ ) . i Wel I ¢

i. ADD A NOTE RECIPIENTs message displays when the status is Follow Up. ti6§A ¢ RSNJ G2 T RR (KAa y2GS8 {2
gueue for follow up. The worker is added as a Note Recipient.

j-  Note Recipient If contact was successful, a Note recipient does not need to be added. If an additional contact attempt is needed setfd your
as the Note Recipient so the note will display on your My Work page.

Flle Tools

Notes Details
Divinion G
Note By ° Buck. lenrfey v
Note Dare =
Note Type Assessment 1 v’
Note Sub Type v
Agency v
2 Contact Atternpt 1 |
Program Contact Arternpt 2 -
Contact Atternpt 3
Descrigtion - )
B 7 U A
Note

Status Dran v

5. From theFilemenu, selecSave and Close Note

6. Daily, the user will monitoMy Work and attempt to contact the client to schedule thssessmenif the first or second attempt was not successful.
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7. Clientsthat need additional contact attemptsill be in theNotes > Follow Uglueue Select the queue ahthe list of clients is displayed.

MY WORK CONTACTS CLIENTS CLIENT GROUPS
CLIENTS
Screening
Programs

Referrals/Notifications

Notes

Complete 1

Follow Up 6

8. The Notes Follow Up queue lists the N&gb Type Clientswith one contact attempt will have adte SubTypeof Contact Attempt 1Clientswith two
contact attempts will have a NoteubTypeof Contact Attempt 2.

9. Select the client name to opdhe note.Review the notes from the previous contact attempt. Changestatusof the Note to Complete.

10. From theFilemenu, selecSave and ClosHotes.
TIP

3 If you know you want to start the second contact attempt note at the time you are saving t
first note as complete, use the Save and Add Another shortcut in the File menu. This will ¢
your current note and open a new note detail pagene click.

11. Make the next contact attempt. Create a new note for each con@d®.R Y (i K SoteSthbA f®nf theFide menu selectddd Notes
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TIP
x Use theViewRecord Ayl 2y (G(KS a& 22N)] B b2iSa 1dzSdzS I a
’ EAREn A »"‘ ' , '~' % Notes

File Tools

Chaa 1D Clierk Natrw o None D Now Type Note Suls Type Sulsect Authan Sagmun Viww fucord

12. Repeat step8-5 to add a new contact attempt note.

13. Once the client has been reachethedule the appointment and add it to eCIRTSc&ed tothe Appointment section.

14. If this was the thirdinsuccessfutontact attempt,the Lead Agency dProviderwill send the No Contact Letter to thadient and save it to a Note in
eCIRTS.
If thisisthe secondunsuccessful contaattempt for a CARES Assessment,GARES Assessall wend the 612etter to the client and save it to a Note
in eCIRTS.
The letter will be printed from eCIRTS. Instructions for generating, edgiimging lettersand saving them as a Note attachmémeCIRTS can be found
in the Word Mergesection of this manual.

15. When the letter is generated as a word merge, it is saved to a Note. The Note Details page displays. Update thefielisnving
a. Division Defaults to AG
b. Note By Defaults to self
c. Note Date Defaults to today
d. Note Type select Uploaded Forms
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Note SubType Select No Contact Letter

Description Select from the lookup. The values in this field are dependent on the NotesEjgeted.
Note: Enter details of the contact attempt.

Status Select Follow Up

ADD A NOTE RECIPIENK A &

gueue for follow up. The worker is deld as a Note Recipient.
j-  Note RecipientAddyourself as the Note Recipient so the note will display on your My Work page.

YySaalr3asS RAaLI I &a

GKSY

FLDEN .....T-‘ : Notes
10:67 on
File Tools
Note Dy Buck Jenndes v
Norte (Lare %
Agency v
Prugram -
Notes Ust Provder v
Note lype Uploaded Forms. v
Note Sab. Typ No Contact Letier -
Danctipax -
B L WUt A
third unsuccassiul atlempt - no contact letser sant
Kesping this noss opan for 30 days In case tha clent calls
back
Note
Swwe Folk v
ADO A NOTE RECIMENT ADDANOTE RECRIENT
Diate Commphatud
Antachments
Document Description Cotegory Action
Thece mio no sachmants to display
Note Reciplents
Narma Date Samt Date Road Scatus Dute Signed
ek Jarede nad
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16. From theFilemenu, selecSave and Close Naote

17. When the no contact letter is generated and saved as an attachment to a note in eCIRTS, the user will keep that notr dyhigdrk queue for 30
days. The client has 30 days to call back after receiving the No Contact Letter before the case is closed.

18. The user will monitothe My Work > Notes > Follow Up queue.

MY WORK CONTACTS CLIENTS CLIENT GROUPS
CLIENTS
Screening
Programs

Referrals/Notifications

MNotes

Complete 1

‘ Follow Up 5]

19. Filter theNotes Follow Upjueue listehe NoteSubType Clients that have been sent a No Contact Letter will have a No Contact Letter Note Sub Type.
You can further refine the list by note Date, only following up on those open for more than 30 days.

20. Those open for more than 30 days can be closed. Add athat¢he client did not call back and change the Note status to Complete.

21. Proceed to theClosure Processection.
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Appointments
1. Open theClient recordand select theéAppointmentstab.
Caragrvar/Care Recipient

Associaled Pecple I Appointments. | Meacatons

Prograd™ | Services = Authonzalions  Actaties
N
START-STOPTIMER  Demographics  Screenng = Referrals To Providers Forms  Notes

View Style Filters
t View

Status v Not Equat To v Complsts v AND v x

Appontment Date v +

{} record(s) retumed

2. From theFilemenu, selecAdd Appointments

3. The Appointment Details page displays and contains the following data elements.
a. Division Defaults to AG and is read only
b. Appointment Date:the date the appointment is scheduled
c. Start Time the time the appointment is se&duled to start
d. End Timethe time the appointment is scheduled to erithis field defaults to 30 minutes after the start time and does not need to be changed
unless desired. If this field is not filled out, it causes an error when saving the appointment.
e. Type the type of appointment.
Annual Screening
Assessment
Care Plan Review
Initial Screening
Significant Change Assessment
Significant Change Screening
Social Work Referral
f. Notes details about the appointment
g. Status Defaults to Scheduled. This status will be updated to Complete once the appointment is finished.

=A =4 =4 =4 -8 -8 -9
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File

Appointment Detail

Michele Keck Appointment
4/13/2022 2:20 PM

Division
Appointment Date *
End Date

Start Time

End Time

Type

Notes

Status =

P~

[Annual Screening

Scheduled

4. When complete, from thé&ilemenu, selecGaveand CloseAppointment.
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Notes

I f20 2F AYF2NXYIFGA2Y A& OFLIWddINBR Fa | y2GS8 Ay S/ L wittdd fomle@IRTS lare $ayed to § idie.S 3
Forms housed outside of eCIRTS are scanned and saved as attachments to notes. Eaclitfoonvihakte Type in eCIRTS. Screening contact attempts are
recorded as notes. Medicaid, CCE and I&R follow ups are recorded as notes. The method to add a note is the same fecaibttieseThe Note Type, Sub

Type, Status and recipients will differ

1. Open theClient recordand select theNotestab.
'IT'lite, Ellen M {10005)
Caregiver/Care Recipient
Associated People | Wait List | Appointments | Medications

Programs | Services | Authorzations | Activities

START-STOP TIMER. | Demographics | Screening Referrals To Providers F-::-rm{ Notes

2. From theFilemenu, selecAdd Notes If you are editing a Note, the Note will display in the list view. Select it to open.

3. The Note Details page displays. Update the following fields:
a. Division Defaults to AG
b. Note By Defaults to self
c. Note Date Defaults to today
d. Note List Select All, BRC or Provider to display a list of Note Types applicable to the user to add.

Note
O Restricting theNotes Types a user can add does not restrict their ability to see Notes digatthers.

e. Note Type select from the table below

Note Type

701S Screening Screening Contact Attempts. One Note per contact attempt
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Note Type
701S Screening Follow Up

Use ‘

As part of thel4-dayscreening referral follow up process, ti&R
Specialiswill confirm the 701S has been scheduled or completed, anc
document in eNote

APS High

Use for all AP&High cases

APS Intermediate

Use for all AP&Intermediate cases

APS Low Use for all AP&Low cases

Assessment Assessor documents the contact attempts to schedule the initial 7014
701B or 701C Assessment in a Note in eCIRTS. Same nelgpsudets
update after each contact attempt.

Care Plan When the user saves the form/notice as an attachment to a note in
edRTS, the name of the form/notice is selected as the Note Type.

CARES Used by CARES to document the 30, 60, 90 day follow ups after stafi

complete and recommendations are finalized.

CARES Case Closure

CARES Staff create a Case Closure note If7éhlegt contact with the
client or if the client is not interested or when the CARES case is clos

Case Management Narrative

Case Managers use this note type for seveaatatives including HCE
Monthly Contact, Home Visit, Telephone Contact, etc.

Community Referral Follow Up

As part of thel4-dayreferral to community resources follow up proces
the I&R Specialistill confirm theO f A Seéds svéde met and documen
in a Note

Complaint Used then documenting a complaint. The note recipient wdngdhe
person responsible for following up on the complaint.

EMS Release

Medicaid These are note types the Medicaid eligibility staff would use in their d

to day.
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Note Type Use ‘

Other This is a catch all Note Typ# the user doesn't find one he/she needs,
Other is used.

Reassessment Assessor documents the contact attempts to schedule the annual 70
701B or 701C Assessment in a Note in eCIRTS. One note per contal
attempt.

Resceening Screener documents the contact attempts to schedule the annual 70!

Screening in a Note in eCIRTS. One note per contact attempt.

Services Assessors/CM will follow up with the client within 14 days of the servi
start date to make surda SNIA OSa KIF @S 6SSy NB
needs have been met

SHINE Use this Note Type for the SHINE referral process.

Uploaded Forms When the user saves the form/notice as an attachment to a note in
eCIRTS, the name of the form/notice is selected as the Sotdype.

Note SubType The Sullype will change depending on the Note Type that is selected

Description lookup values that change depending on the Note Type selected.

Description Select from the lookup. The values in this field are dependent on the Note Type selected.

Note: Enter details. This is a large field than can hold a lot of characters. If thiss @skeling a new note, this field acts as a regular text field.

— T~

B 4 H 1w0pt < A-

This 15 e orginal text In & note

Note

If the user is editing an existing note, the user will append text to the existing note by adding the new text into thielddhen selecting
Append Text to Note
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On 5/21/2021 at 18:47 AM, Jennifer Buck wrote:
This is the original text in a note

Note New Text

B 7 U wopt - A~

This Is additional text added to an existing note

The new text is aded to section above, in addition to the original text.

TIP

¢ g Hit enter before adding additional text to space it out from the previous entered text. If a
correction is needed, it is added as appended .text
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On 5/21/2021 at 10:47 AM, Jennifer Buck wrote:
This is the original text in a note

On 5/21/2021 at 10:48 AM, Jennifer Buck wrote:
This is additional text added to an existing note

Nate New Text

B I U iapx ~ A~

j. Status select from the table below.

Status Use

Draft This is the default value of a note record. The user should change this value before saving t
record. A record should not be saved with status: Dratft.

Follow Up This is the status used when the user has follow up to complete. The note remains opened
will display in the Client > Notes section on the My Work dashboard for the note recipient.

Alert This status is used if this note needs to be seen by everyone. It will pop up for all users whe
FANBO Liz £ dzLJ (0 kdBting® todStyisiutisithe SiBtds 2sNfarmgedL (0 & A f
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wiow | Alert Notes Elien White
— NotwOurn
Motatyy
5w nE AW Kadihess
pop e Satpec

LIS

Law Updated On
Law Updateo Dy

RS e Wi | g | fom | S | i o | it
There is also a separate Alert Notes section on My Work where these notes will be routed f
note recipients.

MYWORK | CONTACTS CUENTS

CLIENTS

Screaning

Programs
Referraia/Nobfcations
Notes

Tickiers
Appointments

Sennce Authonzations

Adert Notes

Unisad Alart Nodes

Complete

This status is used when no additional follow up or action is needed amotiee TheComplete
status will make the Note read only.

1-855-WELLSKY

WellSky.com

a8 WellSky

Page 230 of 360


http://wellsky.com/

ELDER AFFAIRS s WellSky

Status Use ‘

Users with the correct role cddnlock the Recordf it was closed by mistake. This will make it
editable again.
Efian Wnite
Last Updated by jbuck
® NIV 1S4 M
File Tools Reports
Hestary :
l Speit Cheey
" AG
]
. 3032021
Qoo rechet
Ao Ly TO18 Scresning Fotow Up
Note Sub-Type Newos et

k. ADDANOTERECIPIENRKA & YS&aal3aS RAaLI I e&a ¢KSy GKS adlrddza Aa c2fftz2¢ | LI
gueue for follow up. The worker is added as a Note Recipient.

Status * Follow Up »
ADD A NOTE RECIPIENT | ADD ANOTE RECIPIENT

I. Date CompletedThis field will auto populate with the date when thtus is changed to Closed.
m. Add Attachmenty { St SOG ' RR ! GiI OKYSyd FyR aStSOG GKS FAES GKFG aKzd
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Ellen White Notes

Last Updated by buck
at 4/8/2021 2:55:54 PM

Reports
: @ File Upload Form - Google Chrome =T
8 Itssbhtrl mediware.com/flucirssandbox/Dialogs/FileUploadFarmasps IChaptedD=2044ViewType (o]
File |[ Choase F; Provider Activity . bon 5-11-21 docx
File Name & trom uploaded file
creste new
Description My attachmaens
Categuvy [ V]
Status *
"
Date Completed " - . -
Note: Maximum size for attachment is set 1o 5.76 MBytes.
Attachments b =

Add Atachmant

Note
6 Each attachment must be under 5.76 MB. A note can have up to 10 attachments.

CAUTION
Do not include a comma or semmolon in the file name of the attachment. You will not be able to open it and view the
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Note
@ The accepted file types include:

1 Images: jpeg, gif and tif
1 Documents: pdf, WORD
1 Spreadsheet: EXCEL

s, WellSky

n. Add Note RecipientSearch for and select the name of the recipient. The note will display on the My Work > Clients > Notes dashboard for
the note recipent(s.)

TIP

{ 3 A user can remove a Note from his/her My Work dashboard by marking the note as read.
, done from an open note record. From the Tools menu, sdlark as Read This will remove
GKS b2GS FTNRY (KS NB O MbadkaS Readand Clodeyot alsdjvantlid
close the note record, after marking it as read.

Ellen White

Last Updated by jbuck
at 4/8/2021 2:55:54 PM

File Tools Reports

' H Mark as Read
‘ MNotes
| Mark as Read and Close
Note By * Buck, Jennifer
Note Date * 03/07/2021 |2
Note Type * [Services v|

Note Sub-Type
Agency

Program

Description

MNeeds Met

need to call back

4. From theFilemenu, selecBave and Close Notes
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Forms

Many forms exist in eCIRTS, thest usedbeing the 701S, 701A, 701B and 701C. Regardless of the form, the eCIRTS user will follow the same steps to comp
GKS FT2NXI A0Qa 2daAalG GKFIG GKS ljdSadiAazya 2y SIFOK F2N¥Y gAfft 06S RAFFSNBYyI

i WellS!

TIP

g Users can view an assessment history by adding a search filter on the Forms list view. Fil
list by Form name. When the results are returned, click on the Review Date header to sor
list ascending/descending order.

START-STOP TWER = Demograghcs | Screenng  Referas To Povoss LEONMSY Notes
F v o ns - ANOD v x
D - +

241 Forms record{s) returned - pow viewing 1 through 15

Dvision Form Review n Review Date « Assessor Workee Status
AG 7018 Scresming Fonr .I"‘i N UITENNOY | -bi' Stat -'r;‘v
AG TO1A Agsessment EMS Rekass el Test Draft
AG T01S Screening Form v Inhg cGran Cathaning Compats
Az T01S Screening Form v Signiicant Cnangs 05272021 NcGram Cathenng Compigts
AG TS Screaning Form Intia 052772001 [ NMcGram, Catharne Compiats

Add a Form
1. To add a Formgpen theClient recordand select thd=ormstab.
White, Ellen M (10005)

Caregiver/Care Recipient
Associy_pd People | Wait List | Appointments | Medications

Programs Services | Authorizations | Activities

START-STOF TIMER | Demographics Screening Referrals To Provider Forms | MNotes

Filtars
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2. From theFilemenu, seleciAdd Form

3. IntheSelect Typdield, choose the form you wish to complet list of eCIRTS Forms and uses is below.

Form Type Use ‘

701A Assessment Shortenedassessment instrument based upon the 701B Comprehensive Assessment to be administere(
to-face for noncase managed clients in Local Services Program and OAA program

701B Assessment Comprehensive assessment that is administdeaa:-to-face to assess all cagganaged clients regardless of
the program in which they are enrolled.

701C Assessment Shortened assessment instrument used to assess individuals for congregate meals and nutrition counsg
services in the OAA Title Clogram.

701S Prioritization This form is administered over the telephone for the initial screening of applicants fotdamgcare

Assessment programs. It is also used as an enrollment management tool-szireen individuals who are on a waiting list
andnot active in any program.

701T Assessment Shortened assessment instrument for use by CARES staff for individuals residing in a nursing facility wi
intent to return to the community or for individuals residing in the community intending to entemtirsing
facility.

CARES Case Information Fg The CARES Assessor completes this form when opening a case. The recommendations are documente
form.

CARES Case Intake Procesy The CARES Assessor completes this form for Direct Referrals INdedh&aiver Timeline form completed by
the ADRC for EMS Releases

CARES Staffing Information | The CARES Assessor completes this form for the Staffing meeting. The 603 Form will pull data from thi

Client Evaluation Form for | Used for OAA, LSP and CCE when applicable.
Cold or Frozen, Home
Delivered Meals

CoPay Assessment Form | Used for CCE and ADI.

HCE Financial Worksheet | Used for HCE applicants and clients who ARE NOT recipients of SSI, QMB, or SLMB.
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Form Type Use ‘
HCE Notice of Case Action | Form completed apart of the HCE Eligibility process

HCE Notice of Case Review| Used to notify clients of the decision regarding review of their HCE case action

HCE Safety and Accessibility C2 NY YI & 06S dzaSR (2 ladaairald GKSviidménS YI ylF I3SNI Ay

Medicaid Waiver Timeline | Used by the ADRC for EMS Releases

PEARLS Data Form Used by I&R for PEARLS referrals

SHINE Data Form This form is completed by I&R as part of the SHINE referral process

Silver Alert Services Referra| Memory Disorder Clinics send this formtkee ADRCs. It is included in the ADI contract for all 11 ADRCs
Form

SNAP Assist Program Used by I&R foBNAReferrals

Suicide Lethality Assessmen Suicide risk assessment usedhpglicableby I&R

Uniper Data~orm Used by I&R for Uniper Care referrals

4. Hill out the remaining information in the header of the foridpdate the following fields:
a. Division Defaults to AG

Note

O If this field is blank. STOP. The screening record is not open for this client. None of the data you add to this foren wi
dzy GAf GKA&a FASER Aad LRLMzZFIGISRd /f2aS GKS F2NX¥o / fAC
status. It cannot be Pending or Closed.

b. Review Date Defaults to today but is editable if needed
c. Status Defaults to Draft and can be changed later in the workflow at step 6.
d. Review select the applicable value. This is an eCIRTS required field.
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Review Type Use ‘

APS Select this review type when completing a form for an APS referral

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

EMS Release Select this review type if the assessment being completed is p#redEMS Release process.

Significant Change Select this review type when completing an assessment due to a significant change

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

CARES Select this review type when completing a form for CARES

CARESMCO Annual Select this review type when completing a form for the CARES MCO Annual review

e. AssessoiWorker. Defaults to selbut can be changed if needed.

Note

0 Data entry staff that key an assessment on behalf of another would change the Assessor/Worker field from themse
the Assessor/Worker who completed the assessment. When the data entry staff completes the form in eCIRTS, by
the status to commdte, his/her name will populate as the Data Entered By worker and the date the form was saved ii
complete status is populated as the Completed Date.

f. Completed DateThis will auto populate with the date the status was changed to Comptetéll remainblank until then.
g. Data EnteredBy. This will auto populate with the name of the worker who changed the status to Comfpilei#. remain blank until then.

SonsumerAssessments

Division * Review * [ Initial v

Review Date * 04/13/2022 __‘] Assessor/Worker * Buck, Jennifer -m Details
Status * Data Entered By

Completed Date
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With the form selectedthe questions for the form will display on the screen. The eQlBR&iSwill answer the questioren the form.

Demographic fields on the form will pull from the Demographics page. If they need to be updated, the Assessor will updatettieeform. Updating
the address on the form will NOT update the address on the Demographic page.

7. The assessor will answer theestions on the form. ThRequired questionare noted with aed asterisk

Efian ta Form
o
File
Please Seioct Type: | 7018 Comprenenuive Assessment v
CONSUMaL ASSRSSITHNLE
Divinioo AL w Review Arra -
Review Do . Worsar Buck -. -

Shatus Draf ~ Apptoved Dy

Approved Diste

Has e CRent been termmnated for non.compliaace from >
CCE?

Florida Department of Elder Affairs 701B Comprehensive Assessment

A. DEMOGRAPHIC SECTION

1, ASSESSORCM: WAt is D puiposs Of s assessmma?
2 Socisl Securtty numbes

Ja. First Namw

0. Maddie Inig

3. Last Name

4. Modicai number

5 Phooe ssmber

8. The assessment forms have a new section at the bottom that lists the programs the client is eligible to be placed ohghd agse fields display Yes
orNodependingofi KS NBalLl2yasSa (2 OSNIIFIAY WINAIISNR ljdzSadAzya gAGKAY (GKS
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Programs the Client is Eligible to be Placed on the APCL Waitlist

Alzhiemers Disease Initiative (ADI)

Community Care for the Elderly (CCE)

Home Care for the Elderly (HCE)

Statewide Medicaid Managed Care Long Term Care
(SMMCLTC)

Older Americans Act Title lIIE National Family
Caregiver Support (IlIE)

Older Americans Act Title lIE Homemaker (IIIB HMK)

Older Americans Act Title IB Chore (IlIB CHO)

Older Americans Act Title IB Adult Day Care (IlIB ADC)

Older Americans Act Title IIC2 Home Delivered Meals
(03C2 HDM)

Older Americans Act Title IB Transportation (1B TRS)

Older Americans Act Title IC Congregate Dining (03C1
CNNIL)

Older Americans Act Title lIB Emergency Alert
Response (OA3JB EAR)

Mo

Yes

Yes

MNo

Yes

MNo

Mo

Yes

Yes

Yes

Yes

Note

A WellSky

0 One of the trigger questions in this section is Age. Age is a value eCIRTS calculates automatically based on thehda
During the migration procedsom CIRTSAge was not populatedhe demographic record must be saved, just once bef
being able to use this section on and assessment in eCIRTS. Saving the demographic record forces the auto calcu

age is now populated in the database. Oicé Q &
Yes/No for each program in this section.

Ay GKS RIFGlIolaSs

aasSaa

9. The screener/assessor will discuss the waitlists the client is eligible for with the client and then add program retoedsnies they wish to pursue.

10. Oncethe questions in the form have been answered, the user should chandgt#tesin the headerof the form.
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Status Use

Draft This is the default status of a form. This is the only status that can be used if there are
unanswered required questions in the form.

Open At minimum, the user has answered all required questions in the form but wants to keep it
editable knowing responses in the form may change soong(Medicaid Waiver Timeline form

Complete The user has finished with this form and all required questions are answered. No additiona
changes can be made.

Pending This is used by CARES when a LOC is under review.

11. Fom the Filemenu, selecSave and Close Forms

12. After completing the 701S, 701A, 701B or 701C assessment, a Workflow Wizard will trigger a reminder to completerdlemirgg/reassessment in

365 days. Proceed to thnnual Rescreening/Reassessmsadttion.

Completing the 701S Form
After the 701S is completed, several updates are made to the client record which include:

9 Updating the status of the screening record
M1 Add an Assessment note

1. Click on theScreening tab
White, Ellen M (10005)
% Caregiver/Care Recipient
Associated People | Wait List | Appointments | Medications
Programs | Services | Authorizations | Activities

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

~Filters

Status  w Not Equal To v Closed v AND x

1-855-WELLSKY WellSky.com

Page 240 of 360


http://wellsky.com/

ELDER \II\IR‘S‘ . We” 0\

2. Click on thescreeningecord in the list view grid.
START-STOF TIMER | Demographics | Screening = Referrals To Providers | Forms | MNotes

Filters

Status  w Mot Equal To A4 Closed w AND » *
Division v +

1 Screening record(s) returned - now viewing 1 through 1

Division Status Primary Worker

I| [AG | Screening Scheduled [Test . Stacy I

3. The Screening details page will displdpdate the following fields:
a. Status change tdScreening Complete.

6. From theFilemenu, selecBave and Close Screening

7. Once the screening is completed, the Assessor will add a note in eCIRTS with the results. Ratestiaé, selectAdd Notes The Note Details page
displays. Update the following fields:
a. Note Type Assessment if you are a provider completing the 70&8c6701S Screening if you are the ADRC completing the 701S.
b. Note SubType Screening Complete
c. Notes summary of the assessment results
d. Status Complete
e. Recipient None

8. From theFilemenu, selecSave and Close Notes
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Note

0 If the screenings unable to be completed or the client was a no show fordtreeningappointment, a note will still be
added in eCIRTS, but a different Note Sype will be selectedzrom theNotestab, selectAdd Notes The Note Details
page displays. Update the folving fields:

a. Note Type Assessment if you are a provider completing the 701S. Select 701S Screening if you are the ADRC
completing the 701S.

Note SubType Screening No Show 8creenindNot Complete

Notes details why the screening was not completed

Status Complete

Recipient None

®ooo

Completing the 701A or 701B Form
After the 701A or 701B is completed, several updates are made to the client record which include:

)l
)l
)l
1

Add the Caregiver information

Add anAssessment note

Assign the enroliment provider and change the program status to active

Add the Case Manager to the Screening tab as the Secondary Worker if the client will receive Case Management services.

If the form that was completed was a 701A7@1B the user completing the screening will receive a reminder to add the Caregiver inforrfratiothe
form to the Caregiver tab in eCIRTS. The data is required to be on this tab for the NAPIS/OAAPS export.
Note

0 In Phase 2 when the Business Ruledrengxists, we will remove this reminder and create a Business Rule that will ac
Caregiver information from the form to the Caregiver tab on the Client record.

1-855-WELLSKY WellSky.com Page 242 of 360


http://wellsky.com/

ELDER A H\IR‘S‘ - N We" ‘\

FIDER AFH \,H'\\ welcome, Jennifer suck My Work

1022251 P v
File

Workflow Wizard

Add Caregiver

e
Cancel
Reassign
Complete

View Clients Record

2. See theCaregivesection of this manual teerify/add the Caregiver information. If the Caregiver information already exists, the Assessor will just
confirm the informationisuptodate Yy R G KSy YINJ] GKS GAO1fSNI I a O2YLX SAssessor wifaddikoBthe | NB
Caregiver tab then mark this ticker as complete

3. Once the assessment is completad caregiver information verified/addethe Assessor will add a note in eCIRTS witliitigings of the assessment
From theNotestab, selectAdd Notes The Note Details page displays. Update the following fields:

Note Type Assessment

Note SubType Assessment Complete

Description 701A or 701B

Notes summary of the assessment results

Status Complete

Recipient None

=A =4 =4 =8 -8 =9

4. From theHRle menu, selecBave and Close Notes
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) Note
0 If the Assessment is unable to be completed or the client was a no show for the assessment appointment, a hote w
be added in eCIRTS, but a different Note-Sype will be selectedzrom theNotestab, selectAdd Notes The Note Details
page displgs. Update the following fields:

Note Type Assessment

Note SubType Assessment No Show or Assessment Not Complete
Description 701A or 701B

Notes details why the assessment was not completed

Status Complete

Recipient None

= =4 =4 -4 A -9

5. Once the assessment is completed, the program record statysdiztedto active and the enroliment providemay be updated to the Lead
Agency/Provider responsible for tmeassessmeniSee theUpdate a Program Recoseéction to change the status to Activigeethe Changindenroliment
Provides on a Program Recosgéctionto updatethe Enroliment provider.

6. Once the assessment is completsdrvices are adde&ee theServicesection.

Completing the 701C Form

The 701C will be completed for clients only receiving meal services or those in the OAAC1 program. The 701C must betbyo@metedjate Meals staff.
Congregate meals staff will not be eCIRTS users. Clients will be given the contact informatiohdadthgency or OAA provider and contact them directly for
the 701C assessmerdnce the 701C is completetthe Congregate Meals staff will send it to tABRCandit will be keyed into eCIRTS and an Assessment note
will be added.

1. The Congregate Meals staff will be notified to complete the 701C outside of eCIRTS.

2. The 701C will be completed on paper. It will be keyed into eClR& $hed-ormssection for more details on completing the assessmé&ht worker will
be changed to the Congregate Meals staff who completed the assessment.

3. Once the assessmehas been entered, the Assessment Note will be adé&eoin theNotestab, selectAdd Notes The Note Details page displays.
Update the following fields:
a. Note Type Assessment
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Note SubType Assessment Complete
Description 701C

Notes summary of the assessment results
Status Complete

Recipient None

~ooo0CT

4. From theFilemenu, selecSave and Close Notes

Note

0 If the Assessment is unable to be completed or the client was a no show for the assessment appointment, a hote w
be added in eCIRTS, but a different Note-Sype will be selectedirom theNotestab, sdect Add Notes The Note Details
page displays. Update the following fields:

Note Type Assessment

Note SubType Assessment No Show or Assessment Not Complete
Description 701C

Notes details why the assessment was not completed

Status Complete

Recipiet: None

~ooo0oTw

5. Once the assessment is completsa@rvices are added. See tBervicesection.

Edit a Form

Sometimes users will not have all the information from a client to complete a form in one sitting. It make take sevecas auitttethe client and other
resources to know all the answers in a form. The user will save the fortwind { S 2 LIShgyranidnie badkdto itdager. {

1. Navigate to theClientrecord and select th&ormstab.
2. Alist ofall forms for the client display, complete and incomplete.
3. Select the form you wish to edit. The form details page displays.

4. Update the fields as needed.
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5. When complete, change the stattsone of the values in the table below:

Status Use

Pending The user is finished with the fornand all required questions are answerdxdit it requires a
supervisor review andpproval before being completedhis only applies to CARES.

Open At minimum, the user has answered all required questions in the form but wants to keep it
editable knowing responses in the form may change soon¢(Medicaid Waiver Timeline form

Canplete The user has finished with this form and all required questions are answered. No additiona
changes can be made.

Draft This is the default status of a form. This is the only status that can be used if there are
unanswered required questions in therm.

6. From theFilemenu, selecSave and Close Forms

Duplicatea Form

When you are creating a new assessment record thiétés previous assessment, you can duplicate the existing assessment to create a nelvis@myexact
copyexcept the Status and the Review in the header will change.i§ helpful during the annual-4assessment process. The assessor can copy thef@01B
example from the previous year. The assessor will update any areas that have changed since the previous year in thestmpiddhigefunctionality in eCIRTS

Aa OIFftftSR 5dzLX AOIFGS 'aaSaayYSyidao | Of ASSyeidegsitateya@EngvOMedlicaid &éiveryTinslite fdny'id CERTS\ Yha 2
ADRC worker can use the Duplicate Assessment functionality to create the new Medicaid Waiver Timeline form.

Note

0 You can use the Duplicate Assessment feature to copy a previous assedafaevill have an obstacle to overcome with
historical assessments. Historical assessments will migrate from CIRTS to eCIRTS but from a technical perspective
be on a different form. The historical form looks like the assessment form but coutwbntain the automation that the
assessment forms have if added in eCIRTS. For the first reassessment in eCIRTS, you do NOT want to Duplicate 1
migrated assessment, you will want to add a new assessment. You can copy/paste responses from the historical
assessment into the new assessment. For the second reassessment in eCIRTS and thereafter, you will use the du
assessment feature.
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1. OpentheOf A Sy (i Q &selbdbtiePoNdRtab: Y R
White, Ellen M (10005)

Caregiver/Care Recipient

AsS0C] People | WaitList | Appointments | Medications

Programs | Services | Authorizations | Activities
— .
START-STOP TIMER Demographics | Screening Referrals To Providerg Forms | Motes
{"L_Filtars
2. Selecthe form from the list view to edit.
CaregwedCare Recomnt
Assocaisd Feops War st Agooimments Meokahons
Programs | Senvkes | Auborzsioes | Athivibas
START-STOP TIMER | Demographics | Stresnng  Refernats To Frovicers  LFONNS. Notes
Finers
Form v Comtans hd 70 AND w» x
Divizion v +
23 Forms 1acord(s) returmad . now viewing 1 throegh 15
Division Form Raview Review Date » ASHSS0N Worker Status
| e 7075 Scseenivg Fom [t 0122021 TTest Sty oran 1
EE TOTA Assesemant | ENS Rakase 71572021 ITest | Stazy Drat "

3. Theform opens. SeledDuplicate Assessmeritom the Filemenu.
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Ellen White

Last Updated by jbuck
at 8/7/2021 8:42:54 PM

File Reports

History

_—
Duplicate Assessment

Delete Form
Review * Initial
Reverse Status
_ Assessor/Worker * Test, Stacy Details
Print
Service Provider
Close Form
Lidla ENLEIEU DY DUCK, Jennier Details Completed Date 08/07/2021

DEPARTMENT OF ELDER AFFAIRS

7015 Screening Form
Rule: 58-A-1.010, FA.C.

Preliminary Questions

Has a screening been completed within the
past month?

Does the client have an active LTC

enroliment? No

4. The newform opens.The original remains unchangeedit theform information.
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File

7015 Screening Form

Consumer Assessments
Division *
Review Date = 080772021 |H

Data Entered By

DEPARTMENT OF ELDER AFFAIRS

. 701SScreeningForm |

Review *
AssessorWorker *
Service Provider

Completed Date

70135 Screening Form

Rule: 58-A-1.010, FAC.

Preliminary Questions

Has a screening been completed within the
past month?

Does the client have an active LTC No ~
enroliment? e

Provider |D:

Provider Screener ID:

0 recordis) returned

Screener Name:

5. SelectSavecan Close Forrfrom the Filemenu
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Buck, Jennifer

“m Details

v

. WellSky

Page 249 of 360


http://wellsky.com/

I".I,I)I"‘R.~\I~'|’.~\HTS‘ l We" :

Services

Once the Assessment is completed, the service needs faligra will be known and will be added to the Services tab in eCIRIESServices tab will house
Service Plans and Care Plans. Case managed clients will have a Care Rlage Mmamaged clientsill have a Service Plaim CIRTS, services were only added

for clients whorequired a care planin eCIRTSne-on-one services planned out in advance (even if reported in the aggregdtde added as services. For
example, Companionship (COMP), Homaker (HMK, HMKV), TRANSPORTATIRS!, TRSG, TRSI, TRSV, DPéR8hal Care (PECA, PECV

CtKAa gAff Fft26 + 0SGGSNI 208SNBASs 2F | Of ASydQa vy 8ith Réndoring Spendihgdlans By Y 2 y A
provider.For each service, a provider will be selected to deliver the seNmeDepartment (NDP) funds can also be entered as eCIRTS Services, but it is up to
the AAA and/or provider if they choose to enter them. Once the services are entereataagted by the provider, they are turned into authorizations in

eCIRTS. Authorizations will be used to control the number of units a provider can bill by client. This will assist ptithvithetis spending plans, ensuring they

do not go over their comacted funds, and aid the AAAs and providers in monthly Surplus/Deficit discussions. With this being a new functionytime@epa
recommends setting the service/authorization limits high for the first year so that constamithmrizations would be unre@ssary. However, in future years

the limits should be reduced to align with contracted funds to ensure providers stay within their bullgetsvider is also able to deliver and bill services

outside of the authorized limits when needed to care for thent.

Services/authorizations are not required e following services:

9 APS Crisis Rdving Services 1 Powerful Tools for Caregivers (PTCG) 1 Medication Management Group and
1 NDP services (optional) ¢ OA3E OA3D Medication Management

1 Information 1 Caregiver Training/Support (CTSG) Individual (MMG, MEMAG, MEMAI),
q Referral 1 Caregiver Support Groups (CSG) f Recreation (RECR), and

q Intake 1 Gerontological Counseling (GECO) 1 Telephone Reassurance (TERA,

I Screening and Assessment f Counseling (Mental Health/Screening) TERACV)

1 Congregate Meals Screening (MHSG) 1 LegadAssistance (LEG)

I All OA3D services. Health SupporfHSUG)

1 Medication Management Group

Education/Training (EDUCG),
Legal Assistance (LEG),

= =4 =4

(MMG)¢ CCE and LSP
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Note

u The Department recognizes that this will be additional work for providers during the transition to eCIRTS who will b
entering services for nenase managed clients for the first time. The providers are encouraged to enteftihmation as
az22y la GKSe Olyd |1 26SOSNE aSNWAOSaA Ydzad 0S SydiSNBR
review, whichever comes first. Setting up the services in eCIRTS at the time of assessment can be billed to $«cteen
Assessment, Congregate Meals Screening, or Intake (whichever service the provider typically uses to report compl
assessment).

General Information

Before the services can lelded, some general information must be added first. This general information record serves as the parent record anitéise serv
are the child recordin eCIRT.SThe general information record is referred to as a Plan record in eCIRTS. One Plan feoercreated per year.

1. The Assessor or Case Manager Wwitkaonthe Servicegab.
White, Ellen M (10005}

Caregiver/Care Recipient

Associated People | Wait List | Appointments | Medications

Frogramd Services QAuthorizations | Activities

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

2. From theFilemenu, seleciAdd Plan

3. The General Information page will displ&ypdate the following fields:
a. Division This field will display thBivision that has an open status on the Screening page.
b. Program:select DOEA Services
Note

0 The DOEA Services program record was added automatically when the client record was created. It is a required fi
S/ Lwe{ FdziK2NRT I GA2y Fdzy OlA2yrftAadGe G2 g2N] O2NNBOGT
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c. Agency This field will display th&gency associated with the selected Screening value.
d. Worker: This field wildefault to the worker creating the record and most of tiirae also be the one who completed the assessment. Update it
if it is not correct.

Note

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

I} | MY WORK 1 CONTACTS | CLIENTS | CLIENT GROUPS |
CONTACTS CLIENTS
‘ Status (v)|| Screening (v)
‘ Inquiry Alert Notes List () || Programs (v)
‘ Ticklers )
Service Authorizations ()
Alert Notes ()
[Sewice Plans n.'}f'_:l
Draft 2
Cpen 1
Pending 1

StartDate Thisk @ (G KS adlF NI RFEGS 2F GKS Ot ASydQa OFNB LIy 2NJ NBFaaSaay
End Date Thisis the last day of the month one year later.

Care Plan DateWhen applicable, this is the date the Care Plan is reviewed with the client.

Care Plan 6 Month Review Dat@/hen applicable, this is the date the Case Manager completesixingonth care plan review with the client.

Status This field will display the status of the plan.

—TQ o

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

Open indicates that the record is active, asdrvices have been added to the record. Modifications ¢
be made to the record throughout the year.

Complete indicates that the record is complete, and no modifications can be made to the record. This

a0FGdza A& dzaSR | i K $SneSeadhdapenthekelt. @ S| NJ {2

j.  Commentsnotes about the plan record.

y: Frank Fountain General
ELDER A¥ mks\ Last Updated by jbuck Information
a3t §/7/2021 13:07:31 AM

File Reports

A O
Suivices Division * AG

Program DOEA Services
Agancy Eider Source, The Area Agency on Aging of No v | Detals
Worker [Buck Jenniter L v
Stant Dats 083072021 |
End Date DB/A112022 A
Care Plan Date 05042021 :‘_']
Care Plan § Moath Roview Date 03042022 L
Status D'ar ;7
Comments

4. From theFilemenu, selecBave PlanSelect the Services subpage which is now visible on the left side of the screen.
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Frank Fountain General
FLDER AFS \m\‘ Last Updated by Jbuck Information

R5/7/2021 11:07:31 AM

Flie Reports

Geoerai informatian Detalls

s sy Division AG
Program DOEA Services
Agency Eider Source The Area Agency on Aging of No v
Worket Buck. Jennifer ~
Start Date oL
End Date o
Care Plan Date e
Care Plan 6 Month Review Date 03/04/2022 I
Status Draf v

Comments

Provider Servics

It is important to understand the link between provider services and client services in eCIRTS. A provider must be clunjraxtiele a service before you can
FRR I aSNIBAOS F2NJ GKI G LINPGARSNI 2y mustesst far g se@idepragi@Enadd\eiedr county@baxgaddidgtheNS O 2 N
clientservice for. This provider service will have a start and end date within the start and end date of the client service.

Sometimes therés not asingle provider service record thabwers the date spann the client service record.

Usually this happens because there are 2 provider service records and together, they cover the data span on your setvice reco

Or you do not have anyrgvider services that covehe full date span o the service record, usually because the client service start date is before the provider
service start date.

eCIRTS will warn you when one of these issues exist and even offers to make the corrections for you.
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One or more unit cost changes exist for this service and provider between the specified stan
and end dates.

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

@) Manually adjust gates

{_ Save and automancally create one planned service for 2ach unit cost

———

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

: Example
&‘ Provider has 2 CSG OASE services. First with a date range of X01R/&1/21. The scond with a date range of 1/1/2@12/31/22.
|CSG CSG CAREGIVER SUPPORT GROUPS | OA3E 10/01/2021 12/31/2021
CSG | CSG CAREGIVER SUPPORT GROUPS | OA3E 01/01/2022 | 12/31/2022

The client service has start date of 10/1/21 and end date of 2/24/22.
There is not a single provider service that covers this date range, there are two. Two client services need to be afidadvillthave a
date range of 10/1/2Xk; 12/31/21. The second with a date range of 1/1/22/24/22.

Add a Service

Eachprovider will have their own service record for the clidhor example, alientneeds 40 hours/week of Chore services, deliveretiMoyproviders.There
will betwo service records in eCIRTS. One for 30 hours and second for 10Eaxhsservice record will have a provider who will deliver the services.

1. With the Servicesubpageselected from theFilemenu, selecAdd PlannedService
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Ellen White

8/7/2021 8:59 PM
File Tools

Update Authonization(s)

L Add Planned Service +

" Create Authorization(s)
Reset |

rned

Print

Close Services

2. The Service Details page displaypdate the following fields:

Divisiont This field displays the Division tbkentis open to.

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

End Date This field displays the date tiservices will be stop.

Funding SourceThis field displays the funding source for this service.

Program:the programunder which services will be receivethis will be the same program you selected for the Funding Source.

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

~oao0 oW

Note

0 If Client County is not populated, stop and close the window. Go to the Demographiaemhgeake sur¢he County field
is populated. If not, add the County. If County does exist just save the record. Select File then Save Demographics
changes have been made but your save is putting the county data where it needs to be for the Services pageno pu

g. ServiceCode: Search for an select the service codhis list will include Services that are active during the start and end dates on the service
record for the selected Funding Source for the selected Program on the service 1®eornde codes in eCIRTS begin withatigreviation/code
that used to be uad in CIRTS. Each service code in eCIRTS has a Service Type and Service Category which are also helpful when the abbre
or name is not known.

_ Example
45{ CHO in CIRTS will be CHO Chore in eCIRTS.
HDM in CIRTS will be HDM Home Delivered Meals in eCIRTS.
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h. Service DescriptionDescription representing the delivery of a specific servites will auto populate after the service code is selected from the
service code search.

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

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

Note

@ Units Per and Units of Measure are used to indicate the frequency of service delivery. The 8ay § SNE R A &
discretion and often, there are several combinations of data that will result in the same number of units.
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