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1 Introduction

This user guide is for the Wisconsin (WI) Department of Health Services (DHS) Include, Respect, | Self-
Direct (IRIS) Technology System (WISITS) and is used to track the Participants of the IRIS program.
This guide provides detailed information about the Entellitrak COTS (commercial off-the-shelf) software
product that has been configured specially to meet the data tracking and business processes for the IRIS
program and its Participants.

1.1 About Entellitrak

The Entellitrak application is a flexible data tracking and management platform that provides the ability to
continuously update the system’s configuration to model evolving workflow and business processes. This
approach is designed to give everyone in the organization the ability to accurately capture, track, and
report on the data that drives operations forward.

Entellitrak provides these key technology features:

B Browser-based access, requiring no software to be installed on the user’s desktop or mobile
device.

Intuitive point-and-click configuration.

Continuously re-configurable to accommodate evolving needs.
Ability to attach, store, and search documents.

Role-based security and access model

Platform-independent architecture (including Windows and UNIX)
Broad database compatibility, including Oracle and MS SQL Server

Single Sign-On and multiple authentication support

Low system maintenance requirements

1.1.1 Browsers
The Entellitrak application is available using the following platforms:
Desktop:

m  Microsoft EDGE
m  Google Chrome
m  Mozilla Firefox

Warning: Accessing the system from a mobile phone Safari browser is not recommended due to security risks and
instability issues with system records and processes.

Note: Please note that the Internet Explorer (IE) 11 desktop application ended support for certain operating
systems on June 15, 2022. Customers are encouraged to move to Microsoft Edge with IE mode.

WISITS User Guide Page 1
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1.2 About This Guide

This guide discusses

Using roles in

Run reports.

how to:

Log into and out of Entellitrak

Entellitrak

Navigate the Entellitrak system.

Create WISITS Participant and other records.
Create Work Requests and Reminders
Perform Standard searches of WISITS records.

Create and share Saved Advanced Searches

Use the help module.

Custom Administrator records management

View and modify the Entellitrak Home screen and Tracking Inbox

(/=

C
& IFPRIS
)

Figures are used to illustrate the system within the guide’s sections describing system features and
functionality. Some screens within the system are long and require scrolling to view all the data fields.
For illustration purposes, some figures will be cropped with a “tear” type of mark to indicate it is only a
partial view of the screen. This tear mark may appear on the top/middle/bottom of a figure to show if data
is below/above the section in the figure.

Participant

Participant Status
Change

Participant Address
Participant Phone
Participant Email
Eligibility
Financials
Participant Contact
Documents

Care Team

Cost Share Ledger
Insurance

Letta® “mmaration

Tracking Inbox  » Participant »

Assignment: Consuftant

Buckshot, Bob | Status: Enrolled | MCI:3187431431 | DOB:02-01-1957 | AGE:60 | Target Group: Frail Elder |

Home Phone Number: (206) 555-8456 | County of Residence: Ashland

Primary Contact: Cora Buckshot - Spouse/Partner

ICA Consultant FEA
DHS ICA Agency Consultant, IC ILife
Participant Status Enrolled
Participant Name
Last Buckshot
First Bob
Middle
SSN 4363
MCIID 3187431431
DOB 02/0111957
Gender Male E| Q

@ Printer Friendly Format

Create Work Request

Create Work Request

more data below the

Tear mark indicating there is
captured part of the screen.

/

WISITS User Guide

Figure 1-1 Figure Tear Mark
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1.3 Documentation Roadmap

Table 1-1 : Documentation Roadmap describes the available Entellitrak documentation.

(/=

C
& IFPRIS
)

Document Title

Audience

Covers

WISITS User Guide (this
document)

End users of the WISITS.

Basic instructions for using
WISITS.

Configuration Guide

developers/application engineers
system administrators

installers

Entellitrak administrators

WISITS Requirement Technical end users of the Specifications used to create the
Specification Guide WISITS. WISITS.
Entellitrak Application custom site Detailed guidance for advanced

configuration of an Entellitrak
application.

Entellitrak Administrator Guide

Entellitrak administrators
installers

system administrators

custom site
developers/application engineers
Entellitrak super users

How to configure and administer
Entellitrak sites, including data
and users.

WISITS User Guide
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2 Getting Started

This guide provides information about how to use Entellitrak to enter, store, view, and report on data
entered into the system. Additional documentation for system administrators and application developers
is available that covers installing, configuring, and using advanced features of Entellitrak (see 1.3
Documentation Roadmap). For questions not covered in this guide, contact your system administrator.

This chapter provides an overview of how to use Entellitrak. It covers the following topics:
B Logging into the system

Changing a password

Logging out of the system

Home screen and Tracking Inbox

Navigation tabs and navigating the system.

Note: When using the system, it is important that the pop-up blocker be turned off. Some key features such as
search results or reports may be configured to be displayed as a new pop-up window.

2.1 Logging into WISITS

To log into the system, you must first be assigned a username and password by the system
administrator. After opening a supported browser and entering the provided URL in the address field,
users with a valid username and password should follow the login instructions below.

1. Enter your username and press the tab key.
2. Enter your password.

Note: When logging into the system, the password is displayed in bullets for security purposes. The username and
password are case sensitive.

3. Press the enter key or click Sign On.

WISITS User Guide Page 4
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Security Policy

This is a Government computer system and is
intended for official and other authorized use
only. Unauthorized access or use of the system

Username © . N
may subject violators to administrative action,
civil, and/ar criminal prosecution under the
Criminal Code (Title 18 USC 1030)

Password All info on this computer system may be

monitored, intercepted, recorded, read, copied,
or captured and disclosed by and to authorized
personnel for official purposes, including

criminal prosecution. You have no expectations
Sign On of privacy regarding menitoring of this system.

Any autharized or unauthorized use of this

computer system signifies consent to and

compliance with agency policies and their
Terms.

Reset Password

Figure 2-1: WISITS Login Screen

Note: First time users will be prompted to reset their password. Follow the prompt messages to reset the password
using the following criteria:

1. Must be at least 8 characters long.
2. Must contain a combination of upper- and lower-case letters, numbers, and special characters.
3. Must be different from the last 10 passwords.

After successfully logging into the Entellitrak system, the Home screen is displayed, along with the
Navigation Tabs that are available to your role. See section 2.4 Changing Roles for more about roles.
For more information on the Home screen, see section 2.5 Home in this guide.

@MyAccount  SignOut @@ Help WISITS 2.0.0.1 - ic.consultant (Consultant)

HOME TRACKING INBOX SEARCH

Tracking Inbox : Participant All Assignments E T ~olumn Filters (OFF
Participant Last First Middle Suffix MCIID DoB Gender Preferred Date IRIS Start Date Currently Has a Race Race  Ethnicity Primary  Pr
Status Name Referred to  Date Referral Served  Protective Specify Language La|
IRIS. Received by CSP  Placement Sg)
Enrolled Ravenscroft Wendy &78T8TBTEY 00/02/1945 Female 05/02/2016  06/01/2016  05/03/2016 Elects Elects notto  English
not to answer
answer
Referred Buckshot Bob 3187431431 02/01/1957 Male 02/13/2017 021372017 Two or Non-Hispanic  English
more
races
Tracking Inbox : Reminders All Assignments [: Y Column Filters (OFF

<+ Mew Reminders

rMMJrMM’JFJmeJrW&Jin
Figure 2-2: Home Screen

WISITS User Guide Page 5
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2.1.1 Unsuccessful Logins
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Unsuccessful logins generate an error message. The Invalid Username or Password message, shown in
Figure 2-3, is displayed when either the username or password is incorrect.

Username

Password

4

Invalid Username or Password.

“\

i
V/

Include, Respect,
| Self-Direct

Security Policy

This is a Government computer system and is
intended for official and other authorized use
anly. Unautherized access or use of the system
may subject violators to administrative action,
civil, and/or criminal prosecution under the
Criminal Cede (Title 18 USC 1030].

All info on this computer system may be
monitored, intercepted, recorded, read, copied,
or captured and disclosed by and to authorized
persennel for official purposes, including
criminal prosecution. You have no expectations
of privacy regarding monitoring of this system.

Any authorized or unauthorized use of this
computer system signifies consent to and
compliance with agency policies and their
terms.

Figure 2-3: Invalid Username or Password Message

WISITS User Guide
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2.1.2 Invalid Token Message
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If a browser window was left unattended for an extended amount of time and the user attempts to log into
the system, an Invalid Token error message may be received. This is a built-in security measure by the

system. The user must close the window and open a new browser window. If the message is still

received, clear the browser history, and open a new browser window.

Username

sgiordano

Password

Please iy oo i 2gain

/ Include, Respect,
| Self-Direct

 SYSTEM YOU Security Policy

This is a Government computer system and is
intended for official and other authorized use
only. Unauthorized access or use of the system
may subject violators to administrative action,
civil, and/or criminal prosecution under the
Criminal Code (Title 18 USC 1030).

All info on this computer system may be
monitored, intercepted, recorded, read, copied,
or captured and disclosed by and to authorized
personnel for official purposes, including criminal
prasecution. You have no expectations of privacy
regarding monitoring of this system.

Any authorized or unauthorized use of this
computer system signifies consent to and
compliance with agency policies and their terms.

Figure 2-4: Invalid Token Message
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2.2 Locked User Accounts

The system allows three login attempts with an incorrect username or password. If all three attempts are
unsuccessful, the account is locked, and the Account Locked message is displayed. A system
administrator must be contacted to unlock the account or use the password reset option.

€/~

& [—
) s e

Security Policy

This is a Government computer system and is
intended for official and other authorized use
anly. Unauthorized access or use of the system
may subject viclators te administrative action,

Please contact System il andy iminal ti derth
Administrator. civil, andyor criminal prosecution unaer the
ministrater \ Criminal Code (Title 18 USC 1030).

Username

Account is locked or inactive.

Allinfo on this computer system may be
monitored, intercepted, recorded, read, copied,
or captured and disclosed by and to authorized
personnel for official purpeses, including
Password criminal presecution. You have no expectations
of privacy regarding menitering of this system.

Any authorized or unauthorized use of this

computer system signifies consent to and
compliance with agency policies and their
terms.

Reset Password

Figure 2-5: Login Screen with “Account is Locked or Inactive” Message

2.2.1 Reset Default or Expired Passwords

When a new user first logs into the system, they will be prompted to immediately update the default
password provided by the administrator.

1. If a new user, enter the username and password provided by the administrator.
Or, if the password has expired, continue with these same steps.

2. When prompted, enter, and confirm the new password.

WISITS User Guide Page 8
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Password has expired. Please change
your password to continue using
this system.

Password should be at least eight
characters long and must contain
combination of letters, numbers and
special characters, and should be
different from your last 10
passwords.

Password

Confirm Password

Change Password

Security Policy

This is a Government computer system and is

intended for official and other authorized use only.

Unautharized access or use of the system may
subject viclators to administrative action, civi,
and/or aiminal prosecution under the Criminal
Code (Title 18 USC 1030).

All info on this computer system may be
maonitored, intercepted, recorded, read, copied, or
captured and disclosed by and to authorized
persenng for official purposes, induding criminal
prosecution. You have no expectations of privacy
regarding monitering of this system.

Any authorized or unauthorized use of this
computer system signifies consent to and
compliance with agency policies and their terms.

Figure 2-6: Reset Default or Expired Password

(/~

SRS
) s

3. Click Change Password. The user is logged into the system and their home dashboard displays.

2.2.2 Reset Password Link

If locked out of your account, the Reset Password link can be used to enter a new password for access

to the system.

Note: To use the Reset Password feature, your system account must include your email address.

1. Click the Reset Password link.

Username

ic.consultant

Password

Reset Password (

Security Policy

This is a Government computer system and is
intended for official and other authorized use
only. Unauthorized access or use of the system
may subject violators to administrative action,
civil, and/ar criminal prosecution under the
Criminal Code (Title 18 USC 1030).

Allinfo on this computer system may be
monitored, intercepted, recorded, read, copied,
or captured and disclosed by and to authorized
personnel for official purposes, including
criminal prosecution. You have no expectations
of privacy regarding monitoring of this system.

Any authorized or unautharized use of this
computer system signifies consent to and
compliance with agency pelicies and their
terms.

Figure 2-7: Reset Password Link

2. Enter your username and click Submit. The system sends an email containing a reset code
needed to reset your password.

WISITS User Guide
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Security Policy

If you already have a reset code click

here to complete your password reset - -
plete yourp This is a Government computer system and is

intended for official and other authorized use
only. Unauthorized access or use of the system
may subject violators to administrative action,
civil, and/or criminal prasecution under the
Criminal Code (Title 18 USC 1030).

Please enter your username in order to
restore your password

Username

All info on this computer system may be
monitored, intercepted, recorded, read, copied,
or captured and disclosed by and to authorized
persannel for official purposes, including
criminal prosecution. You have no expectations
of privacy regarding menitering of this system.
Any authorized or unautharized use of this
computer system signifies consent to and

compliance with agency policies and their
terms.

Figure 2-8: Password Reset - Enter Username

3. After receiving the email and code, click the link to navigate to the password reset completion
screen.

4. Click Enter Code.

Your reset request has been

submitted. Security Policy

You have been sent an email with a This is a Government computer system and is
code which you must enter to complete intended for official and other authorized use
the password reset. The reset process only. Unauthorized access or use of the system
must be completed within 24 hour(s). may subject violators to administrative action,

civil, and/or criminal prosecution under the
Criminal Code (Title 18 USC 1030).

All info on this computer system may be

monitored, intercepted, recorded, read, copied,

or captured and disclosed by and to authorized

personnel for official purposes, including criminal

prosecution. You have no expectations of privacy
regarding monitoring of this system.

Any authorized or unauthorized use of this
computer system signifies consent to and
compliance with agency policies and their terms.

Figure 2-9: Password Reset - Enter Reset Code

5. Enter Username, Reset Code, New Password and Confirm New Password.

WISITS User Guide Page 10
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Please enter the following
information to complete your
password reset

Password should be at least eight
characters long and must contain
combination of letters, numbers and
spedial characters, and should be
different from your last 10 passwords.

Usermname
Reset Code
New Password

Confirm New Password

Reset Password

Security Policy

This is a Government computer system and is
intended for official and other authorized use
only. Unauthorized access or use of the system
may subject violators to administrative action,
civil, and/or criminal prosecution under the
Criminal Code (Title 18 USC 1030).

All info on this computer system may be
monitored, intercepted, recorded, read, copied,
or captured and disclosed by and to authorized
personnel for official purposes, including criminal
prosecution. You have no expectations of privacy
regarding monitoring of this system.

Any authorized or unauthorized use of this
computer system signifies consent to and
compliance with agency policies and their terms.

Figure 2-10: Reset Password

6. Click Reset Password.

Your password has been successfully

changed.

Username \
Password

Reset Password

Security Policy

This is a Government computer system and is
intended for official and other authorized use
only. Unauthorized access or use of the system
may subject violators to administrative action,
civil, and/or criminal prosecution under the
Criminal Code (Title 18 USC 1030).

All info on this computer system may be
monitored, intercepted, recorded, read, copied,
or captured and disclosed by and to authorized
personnel for official purposes, including criminal
prosecution. You have no expectations of privacy
regarding menitoring of this system.

Any authorized or unauthorized use of this
computer system signifies consent to and
compliance with agency policies and their terms.

Figure 2-11: Login with new Password

7. Enter the username and new password to enter the system.

2.2.3 Unlock Account Link

If locked out of your account, the Unlock Account link can be used for access to the system.

(/~

~/

QRIS

Include, Respect,
| Self-Direct

Note: To use the Unlock Account feature, your system account must include your email address.

1. Click the Unlock Account link.

WISITS User Guide
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BY SIGNING ON TO THIS

SYSTEM YOU ARE AGREEING Security Policy

TO FOLLOW THE STATED

SECURITY POLICY. This is a Government computer system and
is intended for official and other authorized

Username use only. Unauthorized access or use of the

system may subject violators to

administrative action, civil, and/or criminal

prosecution under the Criminal Code (Title
Password 18 USC 1030).

Allinfo on this computer system may be
monitored, intercepted, recorded, read,

copied, or captured and disclosed by and to
m authorized personnel for official purposes,
including criminal prosecution. You have no

expectations of privacy regarding monitoring
of this system.

Any authorized or unauthorized use of this
computer system signifies consent to and
compliance with agency policies and their
terms.

Figure 2-12: Unlock Account Link
2. Enter your username and email address associated to your username and click Send.

Verify Account Information

Account Name:[ ]

EMail Address: [ ]

Figure 2-13: Unlock Account - Enter Account Name and Email Address

3. The system displays the message in Figure 2-14.

If the token matches match a user on file, then look for the email within the next 15 minutes with a link and token to unlock your account.

Figure 2-14: Unlock Account — Message for email

4. The system sends an email to the user with a link and token to unlock their account as indicated
in Figure 2-15

WISITS User Guide Page 12
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You have requested to have your account unlocked. You will need your userld and the following verification token:
Please click here to go to the token verification page to unlock your account.

If you did not request to have your account unlocked, please contact your DHS WISITS System Administrator.

Figure 2-15: Unlock Account — Email example.
5. Click here link.

Verily Token Information

Account Name: [ ]

Verification Token:[ ]

Figure 2-16: Login with new Password

6. Enter the username in the Account Name field and the token emailed in the Verification Token
field. If successful, the system will display the message in Figure 2-17.

Account has been unlocked. You will be required to change your password upon your next login.

Figure 2-17: Unlock Account — Successful message.

7. The user may now log into the system as normal and change their password.

WISITS User Guide Page 13
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2.3 Logging Out of System

Log out of the system by clicking the Sign Out link that appears in the system menu above the
navigation tabs.

(@ My Account @ Hep

WISITS 2.0.0.1 - Intake_Referral.Specialist (Intake Referral Specialist)

HOME TRACKING INBOX REPORTING

Home =»

Figure 2-18: Home Screen with Sign Out Link in System Menu

Note: The number of Entellitrak licenses is based on concurrent usage by system users. If the number of users
trying to login exceeds the number of licenses, the system will not allow users to log in until a current user
has exited the system. If a user closes their browser without clicking the Sign Out link, their session will not end
until their account times out due to inactivity. As a best practice, always sign out to make licenses available to
other users.

2.4 Changing Roles

The Entellitrak system controls user access to system functionality and data through the use of system
roles. Roles in the application are utilized by the system administrators when setting up users so they

have specific privileges and access rights to features in the system that they will need to perform their

assigned tasks.

System roles are created by the system administrator. The system administrator also sets permissions to
system functions and data for each role. If your account has more than one role in the Entellitrak system,
you will be able to access the Change Role link in the upper left corner of your screen in the system
menu.

Note: If you are unable to access data objects that are a part of your tasks, contact your system administrator
since your permissions to tracked data objects may not be set up correctly

To change your role:

1. Move the cursor over the Change Role link. All roles assigned to your account are displayed.

@ My Account | *ChangeRole  @SignCut @@ Help
Analyst ‘

HOME TRACHE. - H REPORTING
Consultant Supervisor

Home  » Functional Screener
Quality Management

Dashboagd
Q SDPC Operations

Security Officer arcl} by Last Name

Figure 2-19: Roles Aséigned to a User Account
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2. Click the needed role. Your role is then changed, and the system functions and data permissions
are modified accordingly. For example, in the figure below, the role has been changed to
Administrator, and the additional tabs available to the administrator role are displayed.

3. The system tracks both the user’'s system default role and the role the user utilized when creating
a specific record. The User’s “assignment” for newly created records will be associated with the
Role utilized when creating the record. The user may continue to see the record in their assigned
Participant records the next time they log into the system in a different role but when the user
opens the record, the assignment for that record is still the same as the Role used to create the
record.

(@ MyAccount  ChangeRole  SignOut @@ Help WISITS 20.0.1 - (Administrator)

HOME TRACKING INBOX SCAN SEARCH REPORTING ENTELLISQL PAGES ADMINISTRATION CONFIGURATION o

fome =

Figure 2-20: Administrator Role View, Showing Additional Tabs

Tip: You can see the role that is currently being used by looking at the top right of the screen next to the
account name.

2.5 Home Dashboard

The system provides several features to help you quickly and easily navigate the system.

When you first log into the system, the Home screen displays; which lists up to the first ten records that
are assigned to you (or you via your assigned group). A record is assigned to you if you created the
record, or if it was assigned to you by another user or automatically by the system. Depending on your
role and preferences, you may also see a My Reports section that displays quick links for any saved
reports.

Note: Tracking Inbox items will differ depending on role.
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O My Account =& Change Role [ Sign Out @ Help

TRACKING INBOX SEARCH REPORTING CONFIGURATION

Home

| System Wide Broadcasts |
- BB

+ iPartner Portal Training Materials (05/21.2015)

Hello,

Attached is the Partner Portal Training P ion many of you ded on 05/17/18. If you have any questions or concerns regarding this material, please rea

| Q Dashboard Searching

Provider Search Participant Search

Provider Type: w MCI ID:
First Name: Last Name:

Last Name First Name:

Organization Clear
o (e |l 2|

ame:

SSNITIN

EIN

& Tracking Inbox : Alerts

All Assignments ~ Y Column Filters (OFF)

No Alerts objects found for this filter.

+ New Alerts

Figure 2-21: Home Screen

Note: Dashboard Searching includes Provider Search, Participant Search, and an Authorization number Search.
Authorization number is found, the user will be navigated to it in a new window. The Participant MCI ID

number is recommended for the quickest and most accurate search results. The various fields are shown in Figure
2-22

HOME TRACKING INBOX SCAN SEARCH REPORTING ADMINISTRATION CONFIGURATION APPLICATION MANAGER o

System Wide Broadcasts

(- Bl

» §WISITS User Guide (20042017,

Attached is the user manual for WISITS version 252

Q1 Dashboard Searching

Provider Search Authorizations Search Participant Search

Provider Type v Authorization MCI ID:
Number.

Last Name [“Searen | ciear | Last Name

First Name: First Name:

Organization

Qgan [ scarch | clear ]

SSNITIN

EIN

Figure 2-22: Dashboard Searching
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2.5.1 Navigating Tabs

The Navigation Bar at the top of the table, as shown in Figure 2-21, allows you to navigate to the
Tracking Inbox as well as other functions in the system. The tabs in the Navigation Bar provide the
system functions to which you have access. The role in the example below has access to Home,
Tracking Inbox, Search, and Reporting.

HOME TRACKING INBOX SEARCH REPORTING

() Dashboard Searching

Participant Search by Last Mame

Figure 2-23: Navigation Bar

The navigation bar tabs displayed when you log in are determined by your role and by the system
permissions assigned to that role.

For example, the Administrator role in the example below can access the navigation bar tabs shown in
Figure 2-24.

HOME TRACKING INBOX SCAN SEARCH REPORTING ANALYTICS ENTELLISQL PAGES ADMINISTRATION CONFIGURATION £

Figure 2-24: Navigation Bar Tabs for Administrator Role

By contrast, the Intake Referral Specialist role in the example system can access the following navigation
bar tabs:

HOME TRACKING INBOX REPORTING

Home =»

Figure 2-25: Navigation Bar Tabs for Intake Referral Specialist Role

More information for each of the navigation tabs follow within this user guide.

2.5.2 Tracking Inbox

The Tracking Inbox is a repository for all base tracked records accessible to an assigned user. The
tracking inbox links to base tracked objects, also known as a record. Records within the system include
data fields relevant to that particular record.

A base tracked record is a main record that will usually have multiple child (or sub) tracked objects, or
records, linked to it. The child tracked records will display when the base tracked record is saved. For
example, when a new Participant base tracked record is saved, tabs for child tracked records for the
Participant will display for the user to create multiple records for the Participant’s addresses, phone
numbers, contacts, etc.

In some cases, a user's role may have access restrictions to some or all these records as well,
depending on their need-to-know basis. For example, some roles may have a read-only access to the
data while other roles may have access to edit the record's data.
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There are two ways to view the base tracked records within the Tracking Inbox. The user can click on the
Tracking Inbox tab to view all base tracked records in a tab view. All current records created by the user
will be listed on the base tracked object listing.

TRACKING INBOX SEARCH REPORTING

Tracking Inbox  »

B Aerts FEA Transfer IC Transfer ICA Transfer Participant Reminders SDPC Nurse Transfer Work Request

Figure 2-26 Tracking Inbox Tabs
The user can also hover over the Tracking Inbox tab and the role-accessible base tracked objects will
display in a menu.
HOME TRACKING INBOX SEARCH REPORTING

Trackinglf ALERTS
FEA TRANSFER

& Ale IC Transfer ICA Transfer Parti
IC TRANSFER »
ICA TRANSFER
All Ags PARTICIPANT o Column Filters (OFF) #
No 4l{ REMINDERS » |lteF.

SDPC NURSE
TRANSFER

WORK REQUEST

Figure 2-27 Tracking Inbox Hover

2.5.2.1 Tracking Inbox Navigation and Display

The controls in the Tracking Inbox listing screen provides the user with the ability to control the
information displayed within the screen. The controls are described below.

+New | 4 Page|1 |of1 P Display 50 |perpage ¥ Refresh & Print BJCSV  Displaying1-20f2 Al Assignments  [v]| S Filter

Figure 2-28 Tracking Inbox Navigation Controls

[ - New: Enables the user to create a new base tracked record from the listing screen.

I DRSO Page Controls: Used to navigate multiple pages of records. Use |<or>|
to navigate to the beginning or end of the record listing and < or > to navigate back or forward a
page per click.

m 020 ® e S% || isting Display Controls: Users to manually enter the quantity of records per
page that they want to view in the Tracking Inbox screen. In the entry field, enter the quantity of

records to display per screen and click the Refresh button.
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[ - Print: Used to print the records listed. (Note: Follow your screen prompts to complete the
print process.)

[ | - CSV Export: Used to export the list of records into an Excel spreadsheet.

[ | - Display: Indicates the page number and number of records displayed on the listing
screen.

[v] P Fitter

My Assignments

W [ CrovnAesgments - Filter Records: Used to filter records assigned to the specific user and/or by
user’s assigned groups or all assignments for the user (default).

The Tracking Inbox allows you to sort your records in ascending or descending order by clicking any
column header. This is helpful if you have more than ten records assigned to you. For example, it may be
useful for you to view your Work Requests sorted by Due Date, as shown in Figure 2-29.

HOME TRACKING INBOX SEARCH REPORTING PAGES

Tracking Inbox =
Alerts Participant Reminders SDPC Murse Transfer & Work Request
M 4 Page 1 |of1 P P Display| 50 |perpage L¥Refrash BPrint Edcsv  Displaying 1-30f3  All Assignments E| YFilter Column

Status Participant  MCI ID Participant Work Work Due Date Priority Assigned I i C Created By Created Up|

Name Name Request Request Date Date By
Category Type

Assigned Buckshot, 3187431431 Buckshot, Work SDPC 08/11/2017 High 08/10/2017 A sdpc.operations.sg  08/10/2017
Bob - Bob Request Referral Priority consultant 10:06 AM
3187431431 has

attached
an SDPC
Referral.
Review and
update the
SDPC
program
information.

Assigned Buckshot, 3187431431 Buckshot, Work Participant  08/13/2017 High 08/10/2017 You have sdpc.operations.sg 08/10/2017
Bob - Bob Request  Assignment Priority been 10:22 AM
3187431431 Motification assigned fo

T P e e e e e e B P B, e e e B, P, R S e B, B e P e,

Figure 2-29 Tracking Inbox Screen - Work Requests Sorted by Due Date

2.6 Navigating Within a Record: Tabs and Sub-Tabs

When you click on a record, another navigation menu of tabs is provided. These tabs allow you to
navigate to other parts of the record and enter new information or update existing information.

The Entellitrak system is set up hierarchically with tabs and sub-tabs that provide a visual representation
of the relationship between objects in the system. In addition, some objects are not available until other
data has been entered and saved.
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Tracking Inbox » Participant » New Participant Contact »
Participant
Participant Status Buckshot, Bob | Preferred Name: | Status: Enroll
Change MCI:3187431431 | DOB:02-01-1957 | Target Grou

Phone Number: (206) 555-9856 | County of Resp|

Participant Status Primary Contact: Cora Buckshot - Spouse/Partner

History
IRIS Start Date ICA Consultant
Participant Address 07/07/2017 Connections Cook, Olivia
SDPC Status Effective Date  SDPC Nurse Create Work Requg

Participant Phone

08/10/2017 Create Work Re

Participant Email

Eligibility

First Name Q@
Financials /

Last Name (R}
Participant Contact New Participant Contact
Documents Suffix
Care Team Organization

Figure 2-30 New Participant Contact Screen

For example, the Participants Contact tab, as shown in Figure 2-25, is a Participant child tracked base-
tracked sub-object. (Note: Sub-objects are accessed using the tabs in the left navigation menu.) When a
Contact record is added to the Participant record the Contact’s child tracked sub-object tabs display. This

is an example of how a base tracked record can have child tracked records sub-levels below the first
level child tracked records.

Tracking Inbox » Participant » Participant Contact Listing » Participant Contact »

Participant Contact

Buckshot, Bob | Preferred Name: | Status: Enrolled | Status
MCI:3187431431 | DOB:02-01-1957 | Target Group: Develoq
Contact Documents Phone Number: (206) 555-9856 | County of Responsibility:

Primary Contact: Cora Buckshot - Spouse/Partner

Contact Emalil ‘

Contact Phone

Contact Addresses

IRIS Start Date ICA Consultant FEA
07/07/2017 Connections Cook, Olivia ILife
SDPC Status Effective Date SDPC Nurse Create Work Request

08/10/2017 Create Work Request

Status Active

First Name Bucky Qo
Last Name Buckshot o
Middle

Suffix

Figure 2-31 New Participant Contact Screen

When you click the Contacts Address > New, the Contacts Address screen is displayed.
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Tracking Inbox » Participant » Participant Contact Listing » Participant Contact » New Contact Addresses »
Participant Contact Contact Address Type E| (R}
Contact Addresses New Contact Addresses Yes/No

PUTTL T 0
Contact Documents
Street 2
Contact Email
Zip Code THHHHE HHHHE Q
Contact Phone
City R
State Wisconsin E| Q

Figure 2-32 Contacts Address Tab

The Entellitrak system offers a one-to-many association so that users can create multiple records for a
tracked object, where needed.

A Participant base record can have multiple Contact records added for the Participant. Each of those
Contact records can have multiple Contact addresses added. This is referred to as a one-to-many
relationship between records.

After creating a new record, use the breadcrumb trail at the top of the screen to return to the previous
screen. (See the next section_ 2.7 using the Breadcrumb Trail, for more information.)

2.7 Using the Breadcrumb Trail

The Breadcrumb Trail is located directly under the navigation bar (see Figure 2-32: Breadcrumb Trail).
The breadcrumb trail is a path of links—separated by right arrows—that display a visual cue to depict
where you are in the system. The system allows you to return to a previous screen by clicking on any of

these links.

I' acking Inbox

—

Participant
Address

Buckshot, Bob | Status: Referred | MCI:3187431431 | DOB:02-01-1957 | AGE:60 | Target Group: Frail Elder |

Home Phone Number: (206) 555-8456 | County of Residence: Ashland
Primary Contact Cora Buckshot - Spouse/Pariner

Assignment: Consultant w

Figure 2-33 Breadcrumb Trail

In the example figure above, the Breadcrumb trail indicates the user is looking at an Address Record for
a Participant. To see all addresses for the Participant, the user would click on Participant Address Listing
and the following would display.
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Tracking Inbox Participant Participant Address Listing I ‘ Assignment: Consultant
Participant
patapantStats Buckshot, Bob | Status: Referred | MCI:3187431431 | DOB:02-01-1957 | AGE:60 | Target Group: Frail Elder |
Change Home Phone Number: (206) 555-8456 | County of Residence: Ashland
Primary Contact: Cora Buckshot - Spouse/Partner
Participant
Address \ IcA Consultant FEA Create Work Request
DHS ICA Ageni Consultant, IC ILife

Participant Email
Eligibility +new  Beint | EJcsV Column Fiters (OFF) b
Financials Address Preferred Street Pl Updated  Updated

Type ~ Care Of Address Street1 3 City State. Code  CreatedBy Created Date By Date
P T Wail Coral Yes 100 Flowers Ashland Wisconsin 54806  Intake Referral Specialist 02/07/2017

Buckshot Way 04:01 PM

Documents

Residence No 200 Ashland Wisconsin 54806  Intake Referral. Specialist 02/07/2017
Care Team Winchester St 03:44 PM

Figure 2-34 Breadcrumb Trail Navigation to Listing

If the user clicks Participant, the main Participant record displays.

0 RACKI BO

\ Assignment: Consultant w
Participant h
. Buckshot, Bob | Status: Referred | MCI1:3187431431 | DOB:02-01-1957 | AGE:60 | Target Group: Frail Elder
Change | Home Phone Number: (206) 555-8456 | County of Residence: Ashland
Sartic e Primary Contact Cora Buckshot - Spouse/Partner
articipant Address

Figure 2-35 Breadcrumb Trail Navigation to Main Participant Record

From this screen, the user can continue adding data to the Participant’s main record or can click on
Tracking Inbox to see their other assigned records or click on Home to return to their home dashboard.

Note: Use the breadcrumb trail when navigating in the Entellitrak system. For security purposes, the system does
not allow your browser to cache information, and as a result your browser’s Back and Forward buttons cannot
be used for navigation.

2.8 Menus, Fields, and Options

The WISITS system contains configurable menus, fields, and options to assist in the business process
implementation and to ensure data entry integrity. For example, a supervisor may be able to view and
edit data fields that an intake user will only see as read-only data. These fields are configured by your
system administrator and may differ depending on your system role.

Note: If you are having issues accessing parts of the system, contact your system administrator for help.
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2.8.1 Required Fields

In Entellitrak, business required fields are designated with a red-circled (@) icon to the right of the data
field. If a required field is not completed, the system will display an error message (as shown in Figure
2-35: Required Field Icon) when the user clicks Save.

HOME TRACKING INBOX REPORTING

Tracking Inbox » New Contacts

- First Name is business required
- Last Name is business required.
First Name IR

Last Name [R]
Middle

Suffix

Organization

Figure 2-36 Required Field Icon

2.8.1.1 Workflow Messages

When a user clicks Save and a required field’s data is missing, the system will display a workflow
message at the top of the screen. The workflow messages are hyperlinks for each field missing required
data.

I Teihsy » First Name is business required.
« Last Name is business required.
Employment Status . T ) q ) vorkflow
» Relationship is business required. h message link
Finandals « Primary Contact is business required.
« Release of Information Cbtained is business required.
Participant Contact .
First Name 9
Documents
Last Name
Cole T Middle Data element
anchor URL
Cost Share Ledger Suffix displays
limrtsrmm—n PNt . o e v
https://etkdev.wisits.org/entellitrak/tracking.create.submit.do#ParticipantContact_relationship_anchor

Figure 2-37 Workflow Messages

When the cursor is moved over a workflow message, it changes from black to red font and the hyperlink
URL displays at the bottom of the screen. When the link is clicked, the user’s cursor is moved to the data
field missing the required data.

WISITS User Guide Page 23



. . (/=
Wisconsin C
Q Department of Health Services < //ﬁ!§

Hligibility * First Name is business required.

* Last Name is business required.

« Relationship is business required.
Financials « Primary Contact is business required.

* Release of Information Obtained is business required.

Employment Status

Participant Contact
First Name @
Documents Last Name
Care Team Middle
Cost Share Ledger Suffix

Figure 2-38 Workflow Message Link Moves Cursor

2.8.2 Text Data Fields

There are various types of text data fields in the WISITS application. The short text data field is usually
used for data less than 250 characters, such as, the Name data field.

First Name Q

Figure 2-39 Short Text Data Field

Note: The Text data field is also used for numbers. The field can be setup to accept only alpha characters, only
numeric characters, or both. Special formats can also be setup, for example, SSN fields will only accept 9 numeric
characters.

If the user needs to include comments, notes, etc. and require more space for longer text content, the
long text data field is provided. As the user types the message, they will be able to scroll up and down
the text field to review and edit the content.

MNotes

Figure 2-40 Long Text Data Field

Note: It is recommended that any large amounts of text over 500 characters should be created in a separate Word
document and uploaded to a record using the Documents tracked object. Typing within a text field for extended
periods of time can be viewed by the system as idle and the user’s access can time-out.
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2.8.3 Drop-Down Lists

Some drop-down lists or displayed data fields may be dependent on a selection made from a previous
drop-down list. This configuration allows large lists to be broken down into more manageable categories
or filters additional data needed to capture depending on the value selected.

Waiver Group Type

B
Date Determined —* B+

Figure 2-41 Drop-Down Lists

If a set of drop-down lists has dependencies, the second drop-down list is not populated until a selection
is made from the first drop-down list.

Waiver Group Type B v @
Date Determined / (mm/ddiyyyy) @
Marital Status ﬂ
Monthly Cost Share Amount

Monthly Medical/Remedial Expenses

Figure 2-42 Drop-Down Value Displays Additional Data Fields

A selection in the first drop-down list triggers the second drop-down menu to be populated and allows a
selection to be made (see Figure 2-42: Drop-Down List Selection).

Recipient Type | Caontacts v @

Contact
Abdul-Jabbar, Kareem
————— John, Jimmyoooo

First Name Manx, Ecks

Figure 2-43 Drop-Down List Selection Filters Next Drop-Down List
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2.8.4 Browse — Add Attachment

Several screens within the system use the Browse data element to upload a file to the record.

Buckshot, Bob | Preferred Name: | Status: Enrolled | Statu:
DOB:02-01-1957 | Target Group: Developmentally Disabled
County of Responsibility: Ashland

Primary Contact: Cora Buckshot - Spouse/Partner

ICA Consultant FEA
Connections Consultant, IC ILife
SDPC Nurse Create Work Request
SDPC Operations Create Work Request
File Name Browse [KRJ

Document Name \

Document Date  g7/28/2017 (mm/ddlyyyy) @
Category E‘ ®
Type F\ Q
Figure 2-44 Browse - Add Attachment

When Browse is clicked, the Choose File to upload window displays for the user to navigate the local
drive to find the file for upload.

& File Upload
@Y@ [P e P Resiens b eEibawebes 0 7 | Search_Project Exampl.. 2

Organize ~ New folder E=

-

© Favorites — Documents library

X Arrange by: Folder ~
B Desktop _Project Example Docs

-

!4 Downloads Name Date modified Type

<» Recent Places
Another Test Doc for uploads 5/26/2015 4:52 PM Microsoft i

Picture of body mark 5/4/2015 10:36 AM  Microsoft
L%, Documents ‘ Power of Attorney 2/23/2017 1.01PM  Microsoft

& Music Test Protective Order 5/4/2015 10:42 AM  Microsoft
<&

- Libraries

15, New Library
2=, Pictures
! Videos

< | »

File name: Power of Attorney - IAII Files ']

Figure 2-45 Choose File to Upload Window

Select the file and click Open. The file name populates the File Name field. Complete the required and
optional data elements and click Save. The file is uploaded to the system when the record is saved.
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Buckshot, Bob | Preferred Name: | Status: Enrolled | Status Effective D4
| Target Group: Developmentally Disabled | Preferred Phone Number: (20

Primary Contact: Cora Buckshot - Spouse/Partner

ICA Consultant FEA
Connections Consultant, IC ILife
SDPC Nurse Create Work Request
SDPC Operations Create Work Request

=+ New B Print Bcsv Column Filters (OFF) »

Document Document

File Name Name Date Category Type
a2 02/23/2017 Correspondence Correspondence
GENERATED_Signature_Reminder_Letter.pdf
/7 Plan_Bob_Buckshot_20170302131713909 03/02/2017 Correspondence Correspondence
/7 Power of Attorney.docx 07/28/2017 Guardianship/Power Guardian of
of Attorney Estate
Documentation Documents

Figure 2-46 Listing with Uploaded Files

Listings of records with uploaded files will display a paperclip next to the file name. To view the
attachment, click on the file name (turns red).

= New & Print Bcsv Column Filters (OFF}

Document Document

File Name Name Date Category Type
2 02/23/2017 Correspondence Correspondence
GENERATED_Signature_Reminder_Letter.pdf
#7 Plan_Bob_Buckshot_20170302131713909 03/02/2017 Correspondence Correspondence
v #9 Power of Attorney.docx 07/28/2017 Guardianship/Power Guardian of
of Attorney Estate
Documentation Documents

Figure 2-47 Open Uploaded File
To open the record with the attachment, click on the row (highlighted).

File Name ¢ Power of Attorney.docx [ Replace] @

Document Name \
Document Date

07/28/2017 (mm/ddlyyyy) @

Category Guardianship/Power of Attorn E‘ Q
Type Guardian of Estate Document E‘ (R]
Source

Comments

Figure 2-48 Saved Record with File Attachment
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Once a record with an uploaded file is saved, the user (with permissions) can click the [Replace] link to

open remove the original file and access the Browse feature to navigate to a new file to upload.

File Name

Document Name

Document Date

07/28/2017

Category Guardianship/Power of Attorn E‘ Q
Type Guardian of Estate Document E‘ Q
Source

Comments

(rmeeJ e

(mm/ddlyyyy) @

Figure 2-49 Replace Original Uploaded File

Click Cancel to keep the original file upload.

Note: Only users with Update permissions to the tracked object can replace an uploaded file.

The types of files that can be uploaded to the system are:

m PDF B Open xml formats-office document spreadsheetml.sheet

B RTF B Open xml formats-office document spreadsheetml.template

B BMP image B Open xml formats-office document.presentationml.presentation
m JPEG image B Open xml formats-office document presentationml.slideshow
B PICT image B Open xml formats-office document presentationml.template

B PNG image B Open xml formats-office document wordprocessingml.document
B TIFF image B Open xml formats-office document wordprocessingml.template
B x-portable-bitmap image B Microsoft Excel Add in macroEnabled.12

H CSVtext B Microsoft Excel sheet macroEnabled.12

B HTML text B Microsoft Excel template macroEnabled.12

m XML B Microsoft Powerpoint

B Microsoft Word B Microsoft PowerPoint Add in macroEnabled.12

B Microsoft Excel B Microsoft PowerPoint presentation macroEnabled.12

B Oasis open document chart B Microsoft PowerPoint slideshow macroEnabled.12

B OQOasis open document database B Microsoft Word document macroEnabled.12

B Oasis open document formula B Microsoft Word template macroEnabled.12

B Oasis open document.text B Oasis open document.graphics-template

B OQOasis open document.text-master M QOasis open document.presentation

B Oasis open document.text-master B Oasis open document.presentation-template

B Oasis open document.image B Oasis open document.spreadsheet

B Oasis open document.text-web B Oasis open document.spreadsheet-template

B Open office org.extension
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2.8.5 Spell Check

The spell check function is a configurable option and can be available in screen containing text fields, as
shown in Figure 2-49: Spell Check Button.

3 T D

Figure 2-50 Spell Check Button

Clicking Spell Check opens a Spell Check window (see Figure 2-50: Spell Check Dictionary), allowing
you to review and correct spelling mistakes in any text fields on that screen. The administrator can add
custom words to the dictionary.

(=) Spell Check - Internet Explorer E=REE X
Supervisor —
Notin dictionary: A
Demographic Information complaaaintant
Nationality
Change to:
Race
complainant
Gender Suggestions
Notes complainant
s gy E T — |
complainants Ignore All
complacent
. contaminani t
Record Timestamp compellation Change
Created By o
Created On v Change All
Modified By
Modified On Context:
v
Person of record for complaaaintant
Spell Check s S

Figure 2-51 Spell Check Dictionary

2.9 Printer-Friendly Format

The system will display browser windows in a printer-friendly format. Clicking the Printer Friendly
Format icon (as shown in Figure 2-51) located at the top of the screen displays the information in a
printable format and opens a separate Print window.

f@ Printer Friendly Format

Figure 2-52 Printer Friendly Format Icon
After printing, close the separate window to return to the Entellitrak system.

2.10 Calendar

Date fields in Entellitrak are accompanied by a calendar icon, as shown in Figure 2-.

(mm/ddryyyy) @

Figure 2-53 Date Field with Calendar Icon
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The user can manually enter the date and/or time in the displayed format or click on the calendar icon to

open the calendar feature. Clicking the icon opens a separate calendar window that allows you to select
the appropriate date, as shown in Figure 2-53.

@ C /®
@/'ﬁ Sun Mon Tue Wed Thu _Fri Sat

/ 8 1 2 3 5
of 6] 7 8 9 10 1 12
10 13 14 15 16 17 18 19

1| 20 21 22 23 24 25 26

12| 27 28 29 30 31 °
Select date

Figure 2-54 Calendar Window with Year Menu

The following icons are used to navigate the Calendar:
Click for help with the calendar.

Displays the selected date.

Click to close the calendar.

Click to navigate to a previous year.

Click to navigate to a previous month.

Click to return to the current date.

Click to navigate to the next month.

Click to navigate to the next year.

Displays the week's number within the year selected.

= © ©® N o g ko=

0. Displays the month in grid design with days of week above column. User clicks on a day to select
that day of the week. The default date is the current date. Note: Weekends (non-business days)
are shown in red.

11. Provides instructions as cursor hovers over sections of the calendar. If the cursor is moved over
this darker grey bar, the instructions change to “Drag to Move.” Clicking on this bar enables the
user to move the Calendar pop-up if it is blocking text on the screen.
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? x
« | <] Today | 5] ».
wk [Sun Mon Tue Wed Thu Fri Sat

8 1 2 3 4 s
9 & 7 8 9 10 11 12
0| 13 14 15 16 17 18 19
11| 20 21 22 23 24 25 26
12| 07 28 29 30 31

Drag to move

Figure 2-55 Drag to Move Calendar Pop-up

Note 1: The Drag to Move feature only functions in Chrome and Firefox browsers. The feature is unavailable in the
IE browser.

Note 2: Once added, the user can manually adjust the values added to the date field.

Clicking and holding the cursor over the previous/forward year and month buttons will display menus for
easier selection of data.

? October, 2015 % ? October, 2015 x
€. < Today o «. | <. Today 3 »
2014 | Mon™ue Wed Thu Fri Sat wk [Sun Mon Tuestfed T| Jan | Sat
2013 1 2 3 39 Feb I3
2012 Mar

ou PS5 6 7] 8 9 10 0| 4 5 6 7[| A | 20
2000 £ 12 13 14 15 16 17 41 11 12 13 14 May 17
2000 I8 19 20 21 22 23 24 42| 18 19 20 21 Jun 24
2008 §5 26 27 28 29 30 31 43| 25 26 27 28 Jul 31
2007

BN Prev. year (hold for mel I Next month (hold for 1 A

Figure 2-56 Calendar Previous and Next Menu Options

Warning: It is recommended to enter the date/time data in the following order:
1. Select Time (if needed)

2. Select Month/Year

3. Select Day

Once the Day is selected, the system enters the data into the Date/Time data field. If Time and Month/Year are not
selected first, then the user will have to edit the data manually or click the Calendar icon to correct the time data.

Select the date on the calendar by clicking it. To select a different month or year, click the arrow buttons.
Clicking and holding these buttons displays a menu, as shown in Figure 2-55. Click Today to return to
the default date. You can also enter the date manually, following the mm/dd/yyyy format.
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2.11 Listings

Many of the systems records have a many-to-one relationship with sub-records created with the main
record. For example, a Participant can have multiple Contact records associated to the participant. When
multiple records are added, they are displayed in a Listing format.

== New &, Print B csv Column Filters (OFF) ®
Contact E Status Relationship Primary Contact Release Obtained Created By Created Date uUp
Buckshot, Becky Active ¢ Daughter No No ic.consultant 03/22/2017 03:52 PM
Buckshot, Bucky Active « Son No No ic.consultant 03/22/2017 03:51 PM
» Buckshot, Cora Active e Spouse/Partner Yes Yes ic.consultant 03/22/2017 03:56 PM
Kirkland, Sally  Active e Friend No Yes ic.consultant 03/22/2017 03:57 PM

Figure 2-57 Example of Listing

The Listing table displays a list of the multiple sub-records associated to the main records. Users have
the ability to:

B Click New to create a new record.
B Click Print to print the listing.
B Click CSV to export the listing to an Excel spreadsheet.

Opening Participant Contact.csv @

| You have chosen to open:

-] Participant Contact.csv

which is: Microsoft Excel Comma Separated Values File (504 bytes)
from: hitps://etkdev.wisits.org

What should Firefox do with this file?

@ Open with | Microsoft Pxcel (default) M

(©) Save File

[ Do this automatically for files like this from now on.

{ [ oK H Cancel I

Figure 2-58 Export to Excel Spreadsheet

B Click the up/down arrows next to column headers to sort the records.

Note: Click once for ascending order, click a second time for descending order.
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2.12 Managing Records

When entering data in WISITS, the basic process consists of opening a new screen with blank fields,
entering both required and optional information on that screen, and clicking Save. Save will always be
available at the bottom of each screen unless your system privileges are “read-only” for items in the
system. In some instances, WISITS will not allow partially completed forms. When required fields are not
all addressed on a page the Save button will not populate. Once those required fields are filled the user
may progress.

2.12.1 Creating New Records

Several main records within this system are considered a base-tracked object (BTO); example,
Participant, Provider, Contacts, etc. The main records available to a user based on their role are found in
their Tracked Inbox.

HOME TRACKING INBOX REPORTING

Tracking i ALERTS »
CONTACTS v
Alel ~ FEATransfer IC Transfer |CA Transfer Participant Reminders SDPC Nurse Transfer Work Request
FEA TRANSFER
IC TRANSFER
i o |of1 Display |60 |perpage &£ Refresh Print CSV | Displaying 1-4 of 4 Al Assignments E Filte
ks [P TC— | > M play perpage £ ] =] playing g | ¥
Pan panTicIPANT ,II'JEW | DoB Gender Preferred Date IRIS Date Currently Has a Race Race  Ethnig
Stal T Name Referred to Start Referral Served  Protective Specify
REMINDERS > IRIS Date Received by CSP  Placement
SDPC NURSE N
Dra TRANSFER 4651465146 01/01/1925 Male White Mon-H
a‘ WORK REQUEST 3

Figure 2-59 Hover over Tracking Inbox

The main records can be created either by hovering over the Tracked Inbox or clicking on the Tracked
Inbox screen, click on the main record tab and select New.

HOME TRACKING INBOX REPORTING

Tracking Inbox  » &
Alerts Contacts FEA Transfer IC Transfer ICA Transfer Participant
+New | |l 4 Page|1 |of1 P P Display| 50 |perpage £ Refresh I Print EcH
Participant  Last  First Middle Suffix MCIID DOB Gender Preferred Date IRIS
Status Name Referred to  Start
IRIS Date

Figure 2-60 Click New for New Main Record

After the main record is created, sub-records (child-tracked object) may be added to it. In some cases,
users will be required to perform a search of the main records before creating a new record (example:
Participant) to prevent duplication of records for the same data in the system.
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2.12.2 Edit Existing Records

Once a record has been saved to the system, a user with role permissions can update the record as
needed.

1. To edit an existing record, perform a standard search.

Note 1: See section 11.1 Standard Search for more details.

Click on a record from the search results to open and edit.
Edit the record by entering required and optional data fields.
Click Save.

Once the changes are saved, the record is updated.

o > N

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.
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3 System Roles and Workflows

There are a few ways to limit a user’s access to records within the system. A system user will be
assigned a role within the system that limits their access to main and sub records. Also, a user will be
assigned to an organization unit that will limit their access to records within an organization. Access
levels will be set by System Administrators at your agency and at the Wisconsin Department of Health
Services.

Roles Permissions are set at different access levels, based on the user’s role in the system. Levels are
based on the organization hierarchy.

If a user has one of the following access levels, they can:

m  User (U). Access records that they created, or records directly assigned to them.

m Single Organization Unit (OU). Access records based on the user’s assigned organization level.
Example: In figure below, Connections is a single organization unit.

m Parent/Child (PC). Access records for a parent organization and all records for sub-organizations
under the parent organization. Example: In figure below, SDPC is a Parent organization with
children’s sub-organizations.

m  Organization Wide (OW). Access any record within the system. DHS is the entire organization,
and all other organizations are below DHS.

= ©@ pHs
SDPC
CONNECTIONS
MILC
TMG
FPCC
ADVOCATES

Figure 3-1 WISITS Organization Units
Also, a user’s access can be limited by their CRUDAS settings:

Create (C)

Read (R)

Update (U)

Delete (D) (administrator only)

Assign (A) (administrator role type only)
Search (S)

Note: Typically, user permissions are set up in this fashion. If a user can:

- Create a record, they will also be able Search, Read and Update that record (Updating some records
may have system exceptions)

- Update a record, they will also be able Search and Read that record

- Read a record, they will also be able to Search for that record

An example of how this works is a user with a consultant role can create a new Participant record, but
their Organizational Unit access level is OU, and their assignment is to MILC, so they can only create
records for Participants within their Single Organization unit (MILC). If the Consultant tries to search for
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a Participant’s record for an organization that is not within MILC, they will not receive any search results
since they do not have access to records beyond the MILC organizational unit.

3.1 WISITS Roles

When a new user is created in the system, they are assigned a default role. Roles are used to set up
access to tracked objects within the system. Users will have one system account and default role but can
be assigned multiple roles they can switch between, as needed, to perform different task within the
system. Depending on the selected role, system screens, navigation buttons, and links displayed to the
user will vary.

For example, an Intake Referral Specialist is tasked with creating new Participant records, so has
permissions to create a new Participant record within WISITS and will have access to those tracked data
objects needed to set up a new Participant record, such as, the Participant’s main record and Addresses,
Contacts, Care Team, Insurance, Documents, etc.

The user’s role also determines their access to system features, such as what is displayed on their Home
dashboard, etc.

(@ My Account AP Sign Out @ Help | WISITS 2.0.0.14 - IntakeSpecialist (Intake Referral Specialist)

Home || PARTICIPANT » || ParTICIPANT o STANDARD SEARCH |
it
REMINDERS » || rermmpers 8 \

Q Da¢ WORKREQUEST WORKREQUEST  »

Figure 3-2 Intake Referral Specialist Access

Once the new Participant record has been transitioned to the Referred status, the Participant record is
then assigned by the system to the selected Consultant from the Care Team object and the Intake
Referral Specialist’'s access/assignment is ended. The assigned user with the consultant role will have
access to additional tracked data objects, such as, Participant Journal entries, outcomes and strategies
or other Participant data that an Intake Referral Specialist would not need to see as part of their job.

@ My Account AP Sign Out [ RE |WISI'IS 2.0.0.14 - ic.consultant (Consultant)
Home || ALERTS ALERTS 3
FEA TRANSFER FEA TRANSFER »
Q Dhg IC TRANSFER IC TRANSFER »
ICA TRANSFER ICA TRANSFER LS
1 Participant Searct
PARTICIPANT PARTICIPANT J il
PROVIDER PROVIDER » \ First Name
REMINDERS 3 REMINDERS 13
Clear
SDPC NURSE SDPC NURSE N
TRANSFER TRANSFER
Tia WORK REQUEST WORKREQUEST % | & Cojumn Filters (OFF}
[— s

Figure 3-3 IRIS Consultant Access
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Depending on business needs, a user may have more than one role. When performing multiple role
related tasks for Participants within their organization, the user can stay logged in with their user account
but will need to change to the role with those object’s permissions to access the data to complete their
assigned tasks for that Participant.

3.1.1 Roles and Assignments

When a user creates a record with one role, that role is the assigned role for that record. For example, a
user’s default role is Consultant Supervisor, but they needed to create a Participant record, which is done
using the Intake Referral Specialist role.

@ My Account g ChangeRole @ Sign Out [ FE | WISITS 2.0.0.14 - Consultant.Supervisor (Consultant Supervisor)

Consultant Supervisor

CH REPORTING
Intake Referral
Specialist

Figure 3-4 Changing Role to Create New Participant

Home »

The user changes their role to Intake Referral Specialist, so they have access, as an Intake Referral
Specialist, to create the new Participant record. The user’s default role of Consultant Supervisor does not
have permissions or access to create a Participant record. The system tracks which role the user was
using when the record was created. And the system tracks the user’s default role they use when logging
into the system. The system tracks both the user’s system default role and the role the user utilized when
creating a specific record.

The User’s “assignment” for the newly created record is the user’s Intake Referral Specialist role
(Assignment: Intake Referral Specialist in the figure below). The upper right corner of the system
displays the user’s login role (WISITS — Consultant Supervisor at top of figure below).

@ My Account & Change Role AP Sign Out @ Hep | WISITS 2.0.0.14 - Consultant.Supervisor (Consultant Supervisor)

Tracking Inbox » Participant » Assignment: Intake Referral Specialist

Participant

iha | Nuak al A1 L Chnk Dlumbh | Chnk

Figure 3-5'-Recgrd A;signment Role vs. User Default Login Role

The user will continue to see the record in their assigned Participant records the next time they log into
the system as a Consultant Supervisor, but when the user opens the records, their assignment for that
record is still as Intake Referral Specialist since that is the role used to create the record. Although the
user’s default role is a Consultant Supervisor, since the record was created (system assigned) as an
Intake Referral Specialist, the user will only have the access to that particular record that is given to an
Intake Referral Specialist.
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3.2 WISITS Workflows

The following workflows are provided for the roles with system access.

(/=

C
& IFPRIS
)

These workflows are for users who will be using the system most often. Other user roles will not
necessarily have a workflow but will have access to create, update, read and search within the system.

The
]

main roles with workflows are:
Intake Referral Specialist
Consultant
FEA Operations
SDPC Operations

3.2.1 Intake Referral Specialist

The figure below shows a high-level workflow for a user with an Intake Referral Specialist role.

WISTIS Workflow for Intake Referral Specialist

Record

Create Participant

Address, Phone,
Email

) 4

Create Financials Record

- Budget Amendments
- One-Time Expenses

Data required for Referred Status:
Participant:

- Date Referred to IRIS

- Date Referral Received at ICA
Address:

- Residential Address

Eligibility

- Date of Function Screen Eligibility
- Date of Medicaid Eligibility

Care Team

- IRIS Consulting Agency

- IRIS Consultant

- Aging & Disability Resource Center (ADRC)
- Income Maintenance Agency

<€—No

) 4

Add Other Records,
as needed
- Contact
- Documents
- Care Team
- Insurance
- Notes

A

Update Participant
Status

€Yes:

Status changed
to Referred?

Contact Participant
for more
information

Referred?

No—|

Assigned to Consultant

System Auto-generates Work Requests:
- Welcome Call (w/in 3 Days)
- Initial Visit (w/in 14 Days)
- Mail Welcome Packet (before or day of visit)

WIS

Figure 3-6 Intake Referral Specialist Workflow
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3.2.2 Consultant

The figure below shows a high-level workflow for a user with a Consultant role.

Sz
& IFPRIS
// ISait Dot o

WISTIS Workflow for Consultant

Consultant Work Requests:
- Welcome Call (w/in 3 Days)

| Consultant Assigned - Initial Visit (w/in 14 Days)
- Mail Welcome Packet (Mail before or

provide day of visit)

Create Participant

o | Create Participant

Create Participant

Assign FEA to Care

Data required for Enrolled Status:
Participant:

- Current Enrollment

- Current Living Situation

- Marital Status

- Participant Phone (at least one)
Care Team:

- FEA Assigned

Financials:

- IRIS Monthly Budget

Budget Amount
And:
- At least one People Journal entry
- At least one Outcome entry
- At least one Strategy entry
- At least one active Plan

Authorizations and Budgeted Amounts:

- At least one Authorization with an IRIS Waiver
Funding Source with a non-generic Provider

- Amount of Authorizations is less than Annual

Yes

|

Journal Entries Journal Outcome Journal Strategy Cectelln Team
¢ Status Changed Add Authorizations Add PHW
No to Enrolled? (Services) Documentation ves
0 No

Participant Status
Updated to Enrolled

Plan Report: View /
Save to Documents

Consultant
Maintains
Participant and Plan

4

Click link to view in
Documents CTO

T
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3.2.3 FEA Operations

The figure below shows a high-level workflow for a user with an FEA Operations role.

WISTIS Workflow for FEA Operations
- . Receives
g . » P Participant in - - )
PHW Assigned Add New Provider P Participant Search ——> Results? Yes—  Select and add P Participant’s Cost
: Share Payment
A
No
A 4 A 4
Contact Consultant
to assign Provider to
L. Documents Payment
Participant
Authorization
No
A 4
M:ant:;/nctol_s”tsfgfre » Monthly Record of —Yes Monthly Report Deposits All Cost
) . vy < Payments to ICA Needed? Share Funds
sent to Participant

Figure 3-8 FEA Operations Workflow

3.2.4 SDPC Operations

The figure below shows a high-level workflow for a user with an SDPC Operations role.

WISTIS Workflow for SDPC Intake / Operations

Care Team > SDPC System Aur{tg-guzr;zates Work
ves Zg;sce(l;pg:tei(;r:? - Mail Welcome Packet

2 (w/in 5 days)

N - SDPC Initial Assessment
(w/in 14 days)

S

SDPC Referral Referral Criteria

Met?

Referral Criteria Remaining intake |

questions answered

Approved

Alert to Consultant <€ Status?

A

Yes

h 4

System Generated

SDPC Intake
Submitted
Notification

Figure 3-9 SDPC Intake / Operations Workflow

Add SDPC Budget
Information

A 4

3.2.5 Budget Amendment Request and One Time Expense Workflow

The figure below shows a high-level workflow for both the Budgement Amendement Request and the
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One Time Exspense (they both use the same workflow).

Figure 3-10 Budget Amendment Request and One Time Expense Workflow
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4 Participant

Once a participant has been referred to the IRIS program, a new record will need to be created within
WISITS. If the Participant’s record already exists, the user can update the records within the Participant’s
main record to reflect their current status in the IRIS program.

Note: See Wisconsin Department of Health Services IRIS Policy Manual for more IRIS rules and policies.

The Participant’s main record includes sub-records (tabs on left side of Participant record) including the
Participant’s contact information, eligibility, financial, care team, insurance, documentation, plan, and
other data that is needed to track for the Participant. Access to these records depends on the user’s role
within the system.

All Participant records are created as a Draft status. Once demographic and eligibility data is entered into
the Participant’s record, they can be moved to a Referred status. While in the Referred status, additional
data (confirmation of Fiscal and Functional Eligibility) and an active Authorization is added before the
Participant’s status is changed to Enrolled. See section 15.4 Status Transitions and Actions for more
status transitions.

From the Tracking Inbox, add Participant data.

Note: Required fields are marked with red circle (@) icon. Records cannot be saved unless all required fields are
completed.

To create a new record, follow these steps.

1. Hover over Tracking Inbox and Participant; then select New.

HOME TRACKING INBOX REPORTING

Home =| ALERTS 4
Systef CONTACTS v

FEA TRANSFER
IC TRANSFER
ICA TRANSFER
PARTICIPANT y NEW
REMINDERS » \
SDPC NURSE '

B Tra TRANSFER All Assignments  [v| ¢ Colu
WORK REQUEST 3

Figure_:l-h1_: ‘C'r-eéie'NéW Participant Record

Note: It is required that before a new Participant record is created, the existing Participant records are
searched.
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Tracking Inbox » MNew Participant  »

Intake Participant Search
SSN P R

MCI D @

Figure 4-2 Search Existing Participant Records
Note: The SSN number must be 9 digits. The MCI ID number must be 10 digits.

2. Enter the Intake Participant Search criteria and click Search.

Tracking Inbox » New Parricipant

Intake Participant Search
SSN 654-324363

MCIHD 3187431431

Create New Participant ’

Show 10 E|entries

-

Last Name " First Name SSN mMcIID Link

No data available in table

Showing 0 to 0 of 0 entries K

Figure 4-3 Participant Search Results

Note 1: If the Participant’s record displayed in the results, click the View/Edit link to open and edit the
Participant’s existing record.

Note 2: Both the SSN and MCI ID numbers must be entered correcitly. If one of the numbers entered is a
match in the system, the Participant record can be viewed, but a new Participant record cannot be created
to prevent duplication of Participant records.

Tracking Inbox » New Participant »

Intake Participant Search
[SSN numbers entered DO NOT match }
D MCI ID numbers DO match. ]
show 10 E‘ entries \ \

Last Name »  FirstName SSN McIID Link /

Buckshot Bob 654324363 3187431431 View/Edit

with matching number can
be viewed for editing.

Existing Participant record ’

Showing 1 to 1 of 1 entries

Figure 4-4 Mismatched Participant Identifying Numbers

3. To add a new Participant, click Create New Participant.

Note: If the Participant’s record displayed in the results, click the View/Edit link to open and edit the
Participant’s existing record.
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4. Enter required data fields.
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C
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)

Tracki ng Inbox rarticipant

Participant

Participant Status

, | Status: Draft | MCI:3187431431 | DOB: | AGE: | Target Group: | Hol

Consultant

Draft

Change
Participant Address Ica
Participant Phone
Participant Status
Participant Email Participant Name
Eligibility Last
Financials First
Participant Contact Middle
Documents Suffix
Care Team SSN
MCI 1D
Insurance
DOB
Notes
Gender
Audit Log

Preferred Name

Dates

Buckshot Q@
Bob ®
***** 4363 ECi @

3187431431 (r]

02/01/1957 (mmiddryyyy) @

Male E| @

Date Referred fo IRIS

IRIS Start Date
Date Referral Received at ICA

Gurrengh Seqeed bylSP

(mm/ddiyyyy)

(mmidaryyyy)

Ydp Ip

Figure 4-5: New Participant Record (Top)

Note 1: The banner at the top of the screen will update with data once the record is saved.

Note 2: The Date Referred to IRIS and Date Referral Received at ICA are required before a Participant’s

status can be changed to Referred.

Note 3: The Date Referred to IRIS must be less than 365 days prior to current date and same or earlier
than Date Referral Received at ICA. The dates cannot be before 01/01/1900.

Note 4: The Date Referral Received at ICA must be less than 365 days prior to current date and same or

later than Date Referred to IRIS.

Note 5: The IRIS Start Date auto-populates with the same date for Effective Date added to the Participant
Status record when the Participant status is changed to Enrolled.
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Additicnal Demographics

Target Group
Race

Ethnicity

Primary Language
Interpreter Needed

County Information

County of Responsibility

GSR

County of Residence

Other Programs

Enrollment at Time of Referal

Living Situation

Current living situation at the time of referral fo IRIS
Living Situation Sub

Communication Information

Budget Statement Mailing

Best Time to Cantact

Communication Notes

Additional Information

Participant Motes

Frail Elder el ]
White el ]
Men-Hispanic el ]
English el ]
Oes O No
Dane v D
12
Dane

Commurity Integration Prog « (@

Own Home or Apartrent el ]

Alone (Includes persan livin v (@)

@ es O No

Figure 4-6: New Participant Record (Bottom)

Note 1: Living Situation Sub field values filter based on Current Living Situation selection.

Note 2: Budget Statement Mailing will default to ‘Yes’. A Budget Statement will be created on the first
Saturday of the month that is sent to the FEA and will be posted to the Participant Document Console.

6. Click Save. The record is saved, and sub-records (child-tracked objects) are now available to
enter data. The banner at the top of the screen is updated.

Note: The status of the Participant record is Draft.

WISITS User Guide
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Tracking Inbox Participant

Participant

Participant Status
Change

Participant Address
Participant Phene ICA
Participant Email

Participant Status

Eligibility Participant Name

Consultant

Draft

b

FEA

Financials Last

Participant Contact First
Documents. Middle
Care Team Suffix
Insurance SSN
MCIID

Notes

DoB
Audit Log

Gender

Buckshot @
Bob [r]
,,,,, 4363 Edi @

3187431431 [r]
0210111957 (mmiddiyyyy) @
Male E‘ [R]

Assignment: Intake Referral Specialist

4kshot, Bob | Status: Draft | MCI:3187431431 | DOB:02-01-1957 | AGE:60 | Target Group: Frail Elder
| Home Phone Number: | County of Residence: Ashland

& Printer Friendly Format

Figure 4-7: Participant Record and Sub-Record Tabs

The Participant records all display a banner at the top of each screen showing the most current data
relevant to the Participant. The following are always included in the banner:

Table 4-1 Participant Banner Data

B Participant’'s Name (Last, First) | @ Preferred Name B Status

B Status Effective Date m MCI m DOB

B Target Group B Preferred Phone Number B County of Responsibility
B Primary Contact m ICA B Consultant

m FEA B Create Work Request button B Find Work Requests link

Note 1: The banner is dynamic, and these data fields are updated as the data is added to the Participant’s

various other records.

Note 2: The Create Work Request button always displays.

Note 3: The following sections provide steps for creating the child tab records for the Participant.

WISITS User Guide
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4.1 Participant Status Change

As Participant records are added and updated, the Participant’s status is tracked in the system. Each
status transition triggers various events within the system, such as alerts, work requests and
assignments.

For example: when SDPC Enrollment status changes to Disenroll it triggers the End IRIS SDPC
Authorizations workflow effect. This ends any existing authorizations with the effective date of
disenroliment.

Example 2: when IRIS Enroliment status changes to Disenroll it triggers the Participant Referral Effect
workflow effect, and it also ends existing authorizations at the effective date of the Disenroll status
change.

There are 8 statuses in the system for a Participant’s record and each are limited in the direction of
transition. See Table 4-2 for details.

Table 4-2 Status From and To Transitions

Status From Status To

Draft 4. Referred

Referred 5. Enrolled
6. Referral Withdrawn
7. Deceased

Enrolled 8. Involuntary

Disenroliment
9. Voluntary Disenroliment
10. Suspended
11. Deceased

Referral Withdrawn 12. Draft
Involuntary Disenrollment 13. Draft
14. Enrolled
Voluntary Disenrollment 15. Draft
Suspended 16. Enrolled

17. Involuntary
Disenroliment Voluntary
Disenrollment

18. Deceased

Deceased 19. Draft

Note: See section 15.4 Status Transitions and Actions for details on system actions when a status transitions.
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From the Participant record, add Participant Status Change data.
To create a new Participant Status Change record, follow these steps.

1. Hover over Participant Status Change and select New Participant Status Change.

Note: This section will use the Draft to Referred as an example workflow.

Tracking Inbox » Participant » Participant Status Change Listing  »

Participant

barticipant statss | Newparcpamesons ) | Status: Referred | MCI:3187431431 | DOB:02-01-1957 | A

Change Change 'hone Number: (206) 555-8456 | County of Residence: Ashla

Primary Contact: uckshot - Spouse/Partner
Participant Status
History ICA Consultant FEA
» DHS ICA Agency Shefiord. Judy ILife

Participant Address

Participant Phone /

Participant Email + New B Print Ecsv Column Filters (OFF) »

Eligibility Process Stat Time Effective Reason for Status Reason Other Created c
Action 7| S Frame Date Change Specify By req

Figure 4-8 New Participant Status Change
Note:

e Status changes can be effective Scheduled (current or future), Immediate, and Backdate (prior to
current date). See section 15.4 Status Transitions and Actions for more information

o If an IRIS Participant Status has transitioned to Deceased the Date of Death field will on the participant
page will become read only and display the state of the transition of the status. Otherwise the Date of
Death field will reflect a null on the participant record. Upon retracting a deceased transition, the DOD
from participant's new DOD field will be cleared and sent to MMIS.
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2. Enter required data fields.

Mew Participant Status Change

Participant

‘Case Notes

Plan

Participant Outcome
Financials

Cost Share Ledger
Participant Address
Participant Phone
Participant Email
Participant Contact
Care Team

SDPC Information
Eligibiliny

MM Eligibility

Participant Status
Change

Ebone, Thirtyeight | Preferred Name: | Status:
County of Responsibility: Dane

ICA Consull
TMG Shaw,
Create Budget Amendment Request Create
Request Budget Amendment
Status ~ | D
Time Frame ~ | D

Waiver Extract Initiated Status Change

Created By
Created Date
Updated By
Updated Date

Figure 4-9 New Participant Status Change Record

i
&IPS

~/

Include, Respect,
| Self-Direct

Note: When ‘Waiver Extract Initiated Status Change” is updated from MMIS data, WISITS will update this
field to ‘Yes’ on a Saved Participant Status Change record.

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's

functionality.
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3. Click Save.

4. Validations are in place to avoid erroneous status changes and Error Messages will display when
the status change is not allowed. The error message will display additional steps required to
make the status change allowed. See picture below as example.

Tracking Inbox » Participant » New Participant Status Change  »
Participant
Participant Status Mayweather, Daisy | Status: Draft | MCI:1456316413 | DOB:03-07-1948 | AGE:69 |
Change Target Group: Frail Elder | Home Phone Number: | County of Residence: Ashland
L ICA Consultant FEA
Participant Status
History

i @ Cannot move to Referral Status
Participant Address « Participant -> Date Referred to IRIS field is required to move to a Referred Status.

« Participant -> Date Referral Received at ICA field is required to move to a Referred Status.
« Participant Address -> There is not a valid Residential Address.

« Eligibility -> Date of Function Screen Eligibility is required to move to a Referred Status.

« Eligibility -> Date of Medicaid Eligibility is required to move to a Referred Status.

Eligibility + Care Team -> RIS Consulting Agency is required to move to a Referred Status.

« Care Team -> IRIS Consultant is required to move to a Referred Status.

Participant Phone

Participant Email

Participant Contact + Care Team -> Aging & Disability Resource Center (ADRC) is required to move to a Referred
Status.
Documents « Care Team -> Income Maintenance Agency is required to move to a Referred Status.
Care Team Status Referred t‘ Q
Insurance Time Frame Immediate E‘ Q
Figure 4-10 Status Change Error Messages
Notes:

e When error messages are displayed after clicking Save, more data is needed before the
Participant’s status can be changed. The system provides details as to which tab and data field
are needed to change the status. See section 15.3 Referral and Enrollment Required Data and
section 15.4 Status Transitions and Actions for details on transitioning Participant’s Status.

o Example: if you attempted to do a SDPC Status Change from Enrolled to Suspended. Then
attempted an IRIS Participant Status change it may fail and populate a Workflow Message such as
“The most recent SDPC MMIS Enrollment request to iC failed. It must be fixed before you can
perform this status change.”

5. After resolving all errors, Click Save. The Participant Status Change Listing displays.

Paricipant

Ebone, Thirtyeight | Preferred Name: | Status: Enrolled | Status Effective Date: 02/22/2021 | MC1:3501000038 | DOB:01/01/1950 | Age:71 | Target Group: Frail Elder | Preferred Ph
County of Responsibility: Dane

Case Notes

Plan ICA Consultant FEA Create Work Request Find Work RJ
MG Shaw, Sagjoel iLIFE _ Find Wor
Participant Outcome Ciee [ Work P 2]
Create Budget Amendment Request Creats One Time Expense Request Documents Console Documents Console Audit Log
Financials = .
Request Budget Amendment Request One Time Expense Creale Parficipant Document View Parficipant Documents ==

Cost Share Ledger

Parcicipant Address
+ New Mprint ECSV  Column Filters (OFF) b
Participant Phors

Process Actiol  Status Time Framé  Effective Daté Reason for Status Change  Reason Other Specify  Fraud Mismanagement Strategy” | Is Fraud Strategy Crested.  Waiver Extract Initiste  Created By’ Created Date Updated By Updated Date
Fesgsmn bl » Processed Refered  Immediate  02/1502021 No sandy.reiner 02115202 sandyreiner 02152021 10:27 AM
e » Processed Enolled  Immediate No sandy.reiner M sandyreiner 0210318 PM

» Processed Suspended  Immediate Ineligible Living Sefling No sandy.reiner sandy.reiner 021 11:14 AM
Core e » Processed Enrolled  Immediate No sandy.reiner 210148 PM  sandyreiner 021 01:48 PM

SDPC Information
Eligivilizy
MMIS Eligibilicy

Participant Status
Change

Figure 4-11 Participant Status Change Listing
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Note: Participants with an IRIS Status of Deceased for greater than 30 days are unassigned. If a
Participant with a Deceased IRIS Status is reassigned, they will again be unassigned at xx days after
reassignment. This number of days is configurable by DHS.

4.1.1 IRIS Status Retraction

On occasion when the business need arises, DHS Administrators can perform an IRIS Participant Status
change Retraction. The Retraction will take the Participant back to the prior status, this includes updating
the plan and other records that have occurred making it as though the last status change did not occur.

1. Warning popup messages are incorporated to the IRIS Retraction Process and advise when the
user IRIS Retraction will not retract the SDPC status and they should manually make the update.

An Example of this might be when IRIS is being retracted from suspended to Enrolled. The SDPC
status is suspended but was not suspended to the IRIS Suspension. In a situation like the one
mentioned above the user will be informed. And that user would need to determine appropriate
next steps for the SDPC status.

2. Other WISITS messages will occur including validation error messages.

For example, due to the fact that the SDPC status cannot be in the status it is in when the IRIS
Status is retracted (some validations are already in place for these type of errors).

3. When doing an IRIS Retraction, a message will be displayed at the top of the page if the
Participant status retraction will not perform any status changes to the SDPC (when SDPC
information exists in WISITS already).

4. SDPC Statuses cannot be set to deceased any longer. This is handled by Participant Status
Changes (and/or Participant Status Retractions).

5. If an IRIS Participant Status has transitioned to Deceased the Date of Death field will on the
participant page will become read only and display the state of the transition of the status.
Otherwise the Date of Death field will reflect a null on the participant record.

6. Upon retracting a deceased transition, the DOD from participant’s new DOD field will be cleared
and sent to MMIS.

4.2 Participant Address

The Participant Address sub-record of the Participant main record is used to track multiple addresses for
a Participant.

From the Participant record, add Participant Address data.

Note 1: A Participant must have one Residential Address record added to update their status to Referred.

To create a new Participant Address record, follow these steps.
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1. Hover over Participant Address and select New Participant Address.

Tracking Inbox  »
Participant
Participant Status Buckshot, Bob | Status: Draft | M(
Change Home Phone Number: | County o
Participant Mew Participant Address
Address

Participant Phone
Participant Email
Eligibility

Financials

Participant » Participant Address Listing

=+ New &, Print Ecsv Column Filtd

No records

2. Enter required data fields.

Figure 4-12 New Participant Address

(/~

C
& IFPRIS
)

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's

functionality.

Note 2: When some data field values are selected, conditional data fields may display as needed.

Last Verfica
Is GEDQ\
Is GED Standardized Na
Is GED Corrected Na

tion Attempt
fied Na

Start Date nzsEz | B mmiddyyyy) @

End Datz B (mmiddiyyyy)

Created By
Created Dats
Updated By
Updated Date

Figure 4-13 New Participant Address Record

3. Enter optional data fields as needed.

Participant

Participant Status
Change

Participant
Address

Participant Phone
Participant Email

Eligibility

Financials

Mew Participant Address

Buckshot, Bob | Status: Draft | MCI:3187431431 | [
Home Phone Number: | County of Residence: Ash

ICA Consultant

Address Type Mail E| @

Care Of

ZIP Code i Q

WISITS User Guide
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4. When Address Type of value of Residence, the GEO Address verification fields will be displayed.

Address Type Fesidencs w O
Street 1 0
Street 2

City [+
State Wisconsin w O
ZIP Code r— o

County of Residence w0

Last Werfication Attempt

Is GEQ Verified No

Is GEC Standardized No

Is GEC Corrected No

Maziling Address Same 35 Residentis| Address O ez @ No

Start Date pizsEoz | @ (mmiddyyyy) @

End Date

Created By
Created Date
Updated By
Updated Date

Figure 4-15 Address Conditional Data Field

Note: When a value is selected from a drop-down list, conditional fields for that value will be displayed by
the system. In Figure 4-14, when Mail is selected, the Care Of data field displays only for that Address
Type. In Figure 4-15, when Residence is selected, County of Residence displays.

5. Enter the Street address, City, State and Zip Code. The Verify Address button will display. Click
the Verify Address button to verify the address.

Address Typs Residencs v 0
Street 1 3710 E Washington Awe o
Street 2

City Madison Q
State Wisconsin w0
ZIP Code 537181442 °

County of Residence w @

Last Verfication Attempt
Is GEDQ Verified No
Is GED Standardized No

|s GEC Comscted Mo ’
Msiling Address Same 35 Residentisl Address O Yes @ No

Start Date ouzIEE | B (mmiddiyyyy) @
End Date & (mmiddiyyyy)
Created By

Created Date

Updated By

Updated Date

Figure 4-16 Populated Participant Address Fields
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6. A confirmation message will be displayed the address has been verified or unverified. Click the
OK button to close text box.

etkqa.wisits.org says

Address was verified. Verification Process has returned standardized
address information. You may see changes after pressing the OK
button. Please save the verified and standardized address.

Figure 4-17 Address Verification Message

7. The system will update the address to USPS standard format if needed. It will also populate the
County if left blank.

8. The following fields will be updated by the system:
a.) Last Verification Attempt — Verification date
b.) Is GEO Verified — Yes or No that is based on the "is verified" field returned from the query.

c.) Is GEO Standardized — Yes or No. If verified from #b. and "is Standardized" = Y from field
returned back from the query.

d.) Is GEO Corrected - Yes or No. If verified from #b. and "is Corrected" = Yes from field
returned back from the query.

Address Type Residence w O
Street 1 3710 E Washington Ave Q
Stree:2

City Madisen o
State Wisconsin w O
ZIF Cade 53704-3647 ]

County of Residencs Dsne w0
Last Werfication Attempt 01izaizot

Is GEQ Verified Yes

Is GEC Standardized Yes

Is GEQ Corrected Yes

Mailing Address Same as Residential Address @ ves O No

Start Date ouzszazt | G (mmiddiyyyy) @
End Date @ (mmiddiyyyy)

Figure 4-18 Verification Address Update

9. Mailing Address Same as Residential Address - select Yes if they are the same. The system will
create the Mailing Address record for the Participant.

10. Start Date — the system will default the date to the current date.

Note 1: An unverified address can be saved. The GEO indicators will be set to ‘No.’

Note 2: The Save button will be displayed after the address has been verified.
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11. Click Save. The Participant Address Listing displays.

& Print B CSV  Column Filters (OFF)

Address

End . Created .

- . . Street - . . ZIP . Countyof . Mail Same As . . . N

Type * CareOf © Street1 2 - City © State © ~ode © Residence *  Residential ¢ StartDate oo C By ©  Created Date © UpdatedBy ° Updated Date |

»  Mail Tanya 3223 N 15th Milwaukee Wisconsin 53206 12/19/2014 12/19/201407-:49  elizabeth roetiger 10/01/2018 09:22
Smith Street PM AM

» Residence 3223 N 15th Milwaukee Wisconsin 53206  Milwaukee No 12/19/2014 12/19/2014 07:48  elizabeth roetiger 10/01/2018 09:22
Street PM AM

Figure 4-19 Participant Address Listing

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

4.3 Participant Phone

The Participant Phone sub-record of the Participant main record is used to track multiple phone numbers
for a Participant.

From the Participant record, add Participant Phone data.

Note: A Participant must have one Preferred Phone record added. If a new record is added after an existing
Preferred Phone record and Preferred Phone is change to Yes, the old Preferred Phone record will be updated to
show the Preferred Phone is No.

To create a new Participant Phone record, follow these steps.

1. Hover over Participant Phone and select New Participant Phone.

Tracking Inbox » Participant » Participant Phone Listing »
Participant
PSR Buckshot, Bob | Status: Draft | MC|
Change Home Phone Number: | County of
Participant Address ICA
Participant Phone New Participant Phone
Participant Email =+ New & Print BEcsv Column Filtery
No records f
Eligibility

Figure 4-20 New Participant Phone
2. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.
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Tracking Inbox Participant » New Participant Phone s
Participant
Participant Status Buckshot, Bob | Status: Draft | MCI:3187431
Change Home Phone Number: | County of Residenc
Participant Address ICA Consultant
Participant Phone Phone Number Type Home E‘ °
Participant Email Preferred D ves ® No
Eligibility Phone Number P )

Financials

Figure 4-21 New Participant Phone Record

3. Enter optional data fields as needed.
4. Click Save. The Participant Phone Listing displays.

Tracking Inbox » Participant » Participant Phone Listing »

Participant

Participant Status Buckshot, Bob | Status: Draft | MCI:3187431431 | DOB:02-01-1957 | AGE:60 | Target

Change Home Phone Number: (206) 555-8456 | County of Residence: Ashland

Participant Address ICA Consultant FEA

Participant Phone

Participant Email =+ Mew & Print B csv Column Filters (OFF) »

Eligibility Phone Number Type ~ Preferred Phone Number Created By Created Date u
Home No (206) 555-8456 Intake Referral Specialist 02/07/2017 0417 PM

Fi |

mances Mobile Yes (206) 555-9856 Intake Referral Specialist 02/07/2017 04:17 PM

Participant Contact

Figure 4-22 Participant Phone Listing

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

4.4 Participant Email

The Participant Email sub-record of the Participant main record is used to track multiple emails for a
Participant.

From the Participant record, add Participant Email data.

Note 1: A Participant must have one Primary Email address.

Note 2: A Participant must have one Preferred Email record added. If a new record is added after an existing
Preferred Email record and Preferred Email is change to Yes, the old Preferred Email record will be updated to
show the Preferred Email is No.

To create a new Participant Email record, follow these steps.
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1. Hover over Participant Email and select New Participant Email.

Participant

P G Buckshot, Bob | Status: Draft | MCI:3187431431
Change Home Phone Number: (206) 555-8456 | County o
Participant Address ICA Consultant

Participant Phone

Participant Email New Participant Email
Eligibilcy ’ Mpi | ECSV | Coum Ftes OFF) b
Financials

Figure 4-23 New Participant Email

2. Enter required data fields.

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's

functionality.

Trac

cking Inbox » Participant » New Participant Emai

Participant

Participant Status Buckshot, Bob | Status: Draft | MCI:3187431431
Change Home Phone Number: (206) 555-8456 | County (
Participant Address (& Consultant
Participant Phone Email Address Type E| o

Participant Email Preferred  ves ® No

Eligibility Email Address )

Finandials

Figure 4-24 New Participant Email Record

3. Enter optional data fields as needed.

4. Click Save. The

Participant Email Listing displays.

Tracking Inbox Participant

Participant Email Listing A

Participant

Participant Status
Change

Participant Address
Participant Phone
Participant Email

Eligibility

Financials

Participant Contact

Buckshot, Bob | Status: Draft | MCI:3187431431 | DOB:02-01-1957 | AGE:60 | Target
Home Phone Number: (206) 555-8456 | County of Residence: Ashland

ICA Consultant FEA
<+ New & Print B csv Column Filters (OFF) b
Email Address Type ~ Preferred  Email Address Created By Created Date
Primary Yes BBuckshot@yahoo.com Intake.Referral. Specialist 02/07/2017 04:30 PM
Work No B.Buckshot@walmart.com Intake. Referral. Specialist 02/07/2017 04:32 PM

Figure 4-25 Participant Email Listing

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.
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4.5 Eligibility

The Eligibility record for a Participant is a data single record. The Eligibility data is required to change the
Participant’s status to Enrolled.

From the Participant record, add Eligibility data.
To update the Eligibility record, follow these steps.
1. Click Eligibility.

Tracking Inbox » Participant »

Participant
Participant Status Buckshot, Bob | Status: Draft | MCI:31874314
Change Residence: Ashland
Participant Status
History

ICA Consuy
Participant Address
Participant Phone
Participant Email Participant Status Draft

Participant Name

Eligibility
Financials Last Buckshot

First Bob

Figure 4-26 Eligibility Record

Participant Contact

2. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.

Tracking Inbox » Participant Eligibility Listing » Eligibility » Assignment: Administrator

Buckshot, Bob | Preferred Name: | Status: Enrolled | Status Effective Date: 08-03-2017 | MCI:3187431431 |
DOB:02-01-1957 | Target Group: Developmentally Disabled | Preferred Phone Number: (206) 555-9856 |
County of Responsibility: Ashland

Primary Contact: Cora Buckshot - Spouse/Partner

@ Printer Friendly Format

IRIS Start Date ICA Consultant FEA SDPC Status
07/07/2017 Connections Cook, Olivia ILife Pending
SDPC Status Effective Date SDPC Nurse Create Work Request
08/10/2017 Create Work Request
Date of Functional Screen Eligibility 02/08/2017 (mm/ddiyyyy) @
Medicaid Financial Eligibility Expires on 0210112017 (mmiddiyyyy)
Medicaid Financial Eligibility Determined On (mmiddiyyyy)
Notes

Figure 4-27 Updated Eligibility Record
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Note 1: The Date of Functional Screen Eligibility is added by the Intake Referral Specialist Role, It is read
only for other roles. It is future date only and it is required to update the Participant’s status to Referred.

Note 2: Medicaid Financial Eligibility Determined may not be required, but if it is to update the status to

Referred, this needs to be a date previous to the current date.

Enter optional data fields as needed.
Click Save to add the Eligibility data.

Click on Participant in the breadcrumb trail to return to the main Participant record.

4.6 Employment Status

The Employment Status records are used to track the Participant’'s employment history.

From the Participant record, add Employment Status data.
To create a new Employment Status record, follow these steps.

1. Hover over Employment Status and select New Employment Status.

Participant

Residence: Ashland

Primary Contact: Cora Buckshot - Spouse/Pariner
Participant Phone ICA Consultant FEA SDPC Status
Participant Email Connections Consultant, IC ILife No

SDPC Nurse Create Work Request
o SDPC Nurse.sg / Create Work Request

Employment Status New Employment Status

Participant Address

Financials

+ How & Print @osv Column Filters (OFF) b

Participant Contact No records foulih

Documents

Participant Status Buckshot, Bob | Status: Involuntary Disenroliment | MCI:3187431431 | DOB:02-01-1957 | AGE:60 |
iz Target Group: Developmentally Disabled | Preferred Phone Number: (206) 555-9856 | County of

SDPC Status Effective Date

Figure 4-28 New Employment Status

2. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's

functionality.

Note 2: As of v19 additional values have been added to the Employment Status drop down. This field is

required to be populated in order to save the page.
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Tracking Inbox » Participant » New Employment Status
Participant
Participant Status Buckshot, Bob | Status: Involuntary Disenrollment | M
Change Target Group: Developmentally Disabled | Preferred P
7 Residence: Ashland
o e Primary Contact: Cora Buckshot - Spouse/Partner
Participant Phone ICA Consultant FEA
Connections Consultant, IC ILife

Fa e v SDPC Nurse Create Work Request
Employment Status
Finandials Work Status Employed E‘ @
Participant Contact Employment Type Integrated Employment E‘ (k)

Effective Date 2
S 04/03/2017 (mm/ddiyyyy) @

Employment End Date 2
Care Team Py (mm/ddiyyyy)

Figure 4-29 New Employment Status Record
3. Enter optional data fields as needed.
4. Click Save. The Employment Status Listing displays.

Participant Assignm
Participant Status 4 New & Print Bcsv Column Filters (OFF) b
Change

Work Status . Employment Type Effective Date  Employment End Date Created By Created Date  U|
Participant Address Employed Group Supported Employment 04/02/2017 ic.consultant 05/11/2017

Participant Phone
Participant Email

Eligibility

Employment Status

Figure 4-30 Employment Status Listing

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

4.7 Financials

The Financials record for a Participant is a data single record. Data for financials will vary depending on
the Waiver Group Type.

From the Participant record, add Financials data.

To update the Financials record, follow these steps.
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1. Select Financials.

Tracking Inbox » Participant

Participant

Participant Status Buckshot, Bob | Preferred Name: | Sf
Change | Target Group: Developmentally Disal
Primary Contact: Cora Buckshot - Spouse/Partner

Participant Status
History
Participant Address IRIS Start Date ICA
07/07/2017 Connections
Participant Phone
SDPC Status Effective Date SDPC Nurse
Participant Email 08/10/2017
Eligibility
Employment Status /
. Participant Status Enrolleq
Financials
Participant Name
Participant Contact
Last Bucksh
Documents
First Bob

.

Figure 4-31 Financials

2. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.

Tracking Inbox » Participant » Financials Listing » Financials Assignment: Administrator|
Budget Amendments Buckshot, Bob | Preferred Name: | Status: Enrolled | Status Effective Date: 08-03-2017 | MCI:3187431431 |

i DOB:02-01-1957 | Target Group: Developmentally Disabled | Preferred Phone Number: (206) 555-9856 |
One-Time Expenses County of Responsibility: Ashland
Primary Contact: Cora Buckshet - Spouse/Partner

@ Printer Friendly Format

IRIS Start Date ICA Consultant FEA SDPC Status
07/07/2017 Connections Cook, Olivia ILife Pending
SDPC Status Effective Date SDPC Nurse Create Work Request
0871012017 Create Work Request
IRIS Monthly Budget Amount 1500.00 [R]

IRIS Monthly Budget Amount Effective Date | g2/13/2017 (mm/ddryyyy) @

Waiver Group Type B E‘ Q
Conditional fields
Date Determined 02/01/2017 (mmiddryyyy) @ based o I ?\
( e selection
Cost Share Status Not Applicable E‘
Marital Status Married E‘

Monthly Cost Share Amount

Monthly Medical/Remedial Expenses

Figure 4-32 Financials Record

Note 1: Different data will be required depending on the Waiver Group Type selected for this and other
records in the system. The system will indicate which fields are required for the type selected.

Note 2: A Work Request record can be created from this screen by clicking Create Work Request.
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Note 3: Date Determined must be less than 365 days prior and cannot be a future date.

Note 4: Monthly Cost Share Amount and Monthly Medical/Remedial Expenses Effective Dates must be
less than 365 days in both past and future.

Note 6: Monthly Cost Share Amount should not be more than Monthly IRIS Budget Amount and/or more
than $10,000 and not a negative number.

3. Enter optional data fields as needed.

Note: It is recommended to enter as many data fields as possible.

4. Click Save to add the Financials data.

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

4.7.1 Budget Amendments (BA)

The Budget Amendments records are used to adjust a Participant’s available budgeted amounts.

4.7.1.1 Create New Budget Amendments Record
From the Participant > Financials record, add Budget Amendments data.

To create a new Budget Amendments record, follow these steps.
1. Click the Request Budget Amendment button.

Tracking Inbox » Participant » Financials Listing » Financials » Budget Amendments Listing »

Financials

Financials Status Brantley, Roger | Preferred Name: | Status: Re
History Target Group: Developmentally Disabled | Prefe
Primary Contact: Becky GOZELIS - Guardian of Person

Monthly Budget

Amounts History ICA Consultant
Progressive Community Services Peters, Tammy

Budget Amendments

One-Time Expenses Create Budget Amendment Reque“/
Request Budget Amendment

& Print EJCSV  Column Filters (OFF) b

Figure 4-33 New Budget Amendments

2. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.
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Note 3: As of v19, additional values have been added to the Budget Amendment Request Reasons table
and one or more are required to be selected in order to progress to the Approved status.

Tracking Inbox =

Participant » Financials Listing »

Finandals »

New Budget Ame

ndments

Financials

Budget

Amendments

One-Time Expenses

Buckshot, Bob | Status: Draft | MCI:3187431431 | DOB:02-01-1957 | AGE:60 | Target
Group: Frail Elder | Home Phone Number: (206) 555-8456 | County of Residence: Ashland

ICA

Budget Amendment Amount

Budget Amendment Effective Date

Budget Amendment End Date

Budget Amendment Status

Consultant FEA Create Work Request
Create Work Request
100.00 Q@
02/14/2017 (mmiddlyyyy) @
02/28/2017 (mmiddiyyyy) @

Awaiting Approval

o

Figure 4-34 New Budget Amendments Record

Note: A Work Request record can be created from this screen by clicking Create Work Request.

Enter optional data fields as needed.

Note: It is recommended to enter as many data fields as possible.

4. Click Save. The Budget Amendments Listing displays.
Tracking Inbox » Participant » Financials Listing » Financials » Budget Amendments Listing » Assignment: No Assignment
Financials

Financials Status
History

Monthly Budget
Amounts History

Budget Amendments

One-Time Expenses

Brantley, Roger | Preferred Name: | Status: Referred | Status Effective Date: 11-20-2017 | MCI: 1426033117 | DOB:12-11-1961 |
Target Group: Developmentally Disabled | Preferred Phone Number: (520)1- | County of Responsibility: Dane

Primary Contact: Becky GOZELIS - Guardian of Person
ICA
Progressive Community Services

Consultant

Create Budget Amendment Request

[ e s Arener |

& Print

EJCsV  Column Filters (OFF) b

& Budget Amendment:

Budget Amend .
Amount Ef -

S ff Date

» 3186.21 03/01/2018

» 1987.94 03/01/2018

Peters, Tammy

Budget Amend
End Date

02/28/2019

02/28/2019

FEA

Premier Financial Management

Services

- BAAV Notes Created By ©

tammy.peters

tammy.peters

Find Work Requests
Find Work Requests

Create Work Request

Create Work Request

IRIS Start Date
Guardian
Created Date’ Updated By~ g:ﬁ:hd S Becky GOZELIS - (252)4-
02/02/2018 tammy.peters 02/02/2018
11:56 AM 11:56 AM
02/02/2018  tammy.peters 02/02/2018
11:56 AM 11:56 AM

Figure 4-35 Budget Amendments Listing

Note

: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.
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4.7.1.2 Create New Budget Amendment Request
To Create a New Budget Amendments Request select the appropriate Participant.

From the Participant Banner select the Create New Budget Amendment Button.

HOME  TRACKNGWBOX  SEARCH  REFORTNG  ADMINISTRATON  CONFIGURATION  APPLICATONMANAGER £
Tracking Inbo» Participant ‘Assignment: No Assign
Prticpmt | Preferred Name: | Status: Enrolled | Status Effective Date: 08/14/2018 | MC! NN oob: M Age:54 | Target Group: Physically Disabled | Preferred Phone Number: _
Case Notes County of Responsibility: Milwaukee
. Export to POF || g PrerFriendy Format
Voinerable/High Risk: 1ca Coeauitarnt FEA SDPC Status SDPC Status Effective Date
e G Incepencence SOPC Enroted 00420t
Participant Outcome. SDPC Nurse Create Work Request Find Work Requests. Create Budget Amendment Request Create One Time Expense Request
f— Greate Wrk Roquest. o s ‘
et T T Ausi Log
Participant Address.

Figure 4-36 Request Budget Amendment
The Budget Amendment Request Form will populate.
2. Enter required data element fields.
Note: Do not enter the $ symbol, it will create a validation error message.
3. Enter optional data fields as needed.
Click Save

| udget Anendimen | .
:qu::l"n * _\ Preferred Name: | Status: Enrolled | Status Effective Date:-\ MCI-| DOB- Age:54 | Target Group: Physically Disabled | Preferred Phone Number:_
County of i
Exportta POF || @ Printer Frendly Format
[ Gonsultant Living rrangement. Dosuments Gonsol: Documents Gonsole
AuditLog
Budgel Amendment Request Audi Log
RIS StartDate

Reauest Status open

Need Ienffed Date £ (mmiddiyy) +

BA Start Date  (mmddiyyy)

BAEN D & ()

Is Expedied OYesOtlos

Duraion o Senice: v

v
v

Rate Per Unt

Previous Rale P Unit

Tota Moty Cost

Provid thelong fam cara e idenifsd and outsoma assacistedvih he rquest

o)

(including haw many hours are provided typcaly).

Assigned 16 Sharee Lo v

NS Reener <
Createa By debive ores
Crealed Dale Q71142023 1213 PH

Figure 4-37 Budget Amendment request Form
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Note: When in OPEN status, although all required fields are marked with a require image on the page, it can be
saved without entering all the required fields. These required fields will be validated when user attempts to
transition from open to the next transition (pending). If not in open status, all required fields will have to be entered
to save it. This is precautionary in case a field is blanked out as to get to any status from open, these fields will
have to be entered.

The start date & end date and approved amount for a BA Request is validated when the transition is to Approved.
They are required.

As stated in the notes, when Validation errors appear, the form will not save until all updates are
made and the validation errors are all addressed. Then the form must be resaved. See some
validation error examples in the figure below.

HOME TRACKING INBOX SEARCH REPORTING ADMINISTRATION CONFIGURATION APPLICATION MANAGER !:‘

Budget Amendment Sloan, Christine | Preferred Name: | Status: Enrolled | Status Effective Date: 09
Request
24 Request STEtUS
Changs ICA Consultant
TMG Schroeder, Robb
24 Request STEtUS
Histary PAudit Log
Asslgnments Validation errors

= Approved Amcunt must be valid currency (float).

Units Per Week must be valid currency (float).
Prawvious Units Per Week must be valid currency {float).
Rate Per Unit must be valid currency (float).

Pravious Ratz Per Unit must be vabd currency {float).
Total Monthly Cost must b= valid currency {float).

View Active Plan Authorizations
Dpen View Participant
o203 B (mm'ddiyyyy) *

R=guest Status

MNeed ldentified Date

BA Start Date 071272023 @& (mmiddiyyyy

EAEndDate 07122023 | @ (mmiddiyyyy)

Figure 4-38: Validation Errors

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

WISITS User Guide Page 65



Wisconsin
Department of Health Services

4.7.1.3 BA Request Authorizations

i

& RIS
e / Include, Respect,

| Self-Direct

To view Active and Pending Authorizations click on the View Active Plan Authorizations Button at the top
of the request form. This will only show if the respective Plan exists (there should always be an active
plan).

View Active Plan Authorizations

Figure 4-39: View Active Plan Authorizations Button

This will ONLY show if the respective Plan exists (there should always be an active plan).

Active Plan Authorizations - Plan Start: 09/01/2022 Plan End: 08/31/2023 x
Show | All W entries Search: [ ]
Total Service Fended bya
AuthID  Domain = Outcome Funding Source  Service Provided By Units  Rate il B i ServiceTo ICA FEA Budget Created  Updated
p Bdhsm IRIS Self-
SHIF ad Directed
KF WKsF Personal Care § 3 rdanahan-  rdanahan-
41819534 | SOMMUNNY o yra IRIS SDPC ServicesNon AU AL Hours,  sl4.4aMour | $385.19  09/01/2022 10/12/202 TMG iLIFE 03/02/2023  03/02/202
o dha dM Uve-in (15 Weekly 01:52PM  01:52 PM
ab- minutes)
UPPUBPHP Ti019
0 Bdhem Respite Service
@ licld Provided in
Community | KF WKsE il 1 rdanahan-  rdanahan-
a1g1es3s | SOMMUIN adupa RIS waiver TSeMN0  Generic Provider  Nights,  $100.00/Night | $1,335.60  09/01/2022 08/31/2023 TMG  iLIFE 03/02/2023  03/02/202
ntegration Remote / !
dha dM e Monthiy 01:52PM  02:05 PM
ab- (Nightly) -
UPPUGPHP o043
b Bdnem Respite Service
Communty KF VIKSF paaedie 2 rdanahan-  rlanahan-
41819535 unity | duFa IRIS waiver 1580 Generic Provider  Nights,  $100.00/Night | $2,671.20  09/01/2022 08/31/2023 TMG iLIFE 03/02/2023  03/15/2021
Integration Remote !
dha di i Monthly O1:52PM  02:53 AM
(nightly) -
b H0045
UPPURPHP
p Bdhsm
SHIF ad Routine
KF WKsF Supportive rdanahan-  rdanahan-
41819537 fr?r"e‘":;“’i‘;'n" ad uFa IRIS Waiver Home Care ioB\!}DTcERU :‘E:rﬁ' $100.00/Day | $1,335.60 09/01/2022 08/31/2023 TMG iLIFE 03/02/2023  03/02/202]
& dha dM Service (Dally) ¥ O1:52PM  02:08 PM
ab-
UPPUpPHP

Figure 4-40 Active Plan Authorizations

On the Authorizations Tab Banner, there is a field that displays the total amount of Budget Amendment

Authorizations.

HourVieek: 2525 Start 03232021 End
Houriieek: 31 75 Start 08232020 End 082272021
NextBudget Amendment End Date

Greate Budget Amendment Request
Request Budget Amendment

Status: Active

[r—

Show| A1 v enties

BB Authorizations CSV [ Deleed Authorzaions CS\V

LG Deieted Autnorizations (0)

Howe. SEARCH  REPORTING  ADMINISTRATION  CONFIGURATION  APPLICATIONMANAGER 3
Toding Panlising > Aasignment: o sind
i Grover, Dawn | Preferred Name: | Status: Enrolled | Status Effective Date: 08/14/2018 | MCI:6404752361 | DOB:08/07/1968 | Age:54 | Target Group: Physically Disabled | Preferred Phone Number: (414)215-0795 |
p— County of Responsibility: Milwaukee
. ca RIS AnstBudget Consutant
~ ™G ‘Budgeted: 10836 16 | Authorized: 13980.39 | Difference: -3082.23 22 _Shares
St ‘Current IRIS Functional Monthly Budget FEA 'SOPC Information Auth Hours per Week
a5 15 GTidepencence 525

sopC st SOPC Sttus Efscve Date SoPCNurse:
SDPC Envolied 10042018 Benise i
SOPC Iformation Auth Hours Pr Week History IRIS One-Time Expense Busdget Budget Amencment Amourt Totl

Total Service

Plan Dates: 08/01/2021 - 07/31/2022

P —

Funded by a Budget

o 3175 Hows

153

Autn10 Domin outcome Servics Provideay units Rt o Jol L Sewer  suveers ica ren nded by s Bugk upcates
I R — [ O TR TG e shtee oo 07252021 I
e s P STOmeT - 02 0 o e Oz
e [T ——— Dsum S WO | TIVZ | TG bpepenionce s

Figure 4-41 Banner BA Request Authorizations Amount Total
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4.7.1.4 Create or View Budget Amendment Documents
In the banner of the Budget Amendment Request form, select the Create BA Request Document.

To view BA Request Documents from the Document Console, select View BA Request Document.

‘Assignment; samisid

unty of Residence: Richlan

o M | Preferred Name: | Status: Enolled | Status Effective Date: 04/04/2010 | mc:: Il oos M | Ace:6' | Target Group: Developmentally Disabied | Preferred Phone Number: [l
o d

e — e (e | ee—
e e —— (T . — e
——
s
— bl 040042010
T —
S o R

Figure 4-42 Create and View BA Request Document Buttons in the Banner.

4.7.1.5 Budget Amendment Request Audit Log

Select the Budget Amendment Request Audit Log button in the banner on the Budget Amendment
Request form to see the log. Select close to close the Audit Log.

Grover, Dawn | Preferred Name: | Status: Enrolled | Status Effective Date: 08/14/2018 | MCI:6404752361 | DOB:08/07/1968 | Age:54 | Target Group: Physid]
County of Residence: Miwaukee

e icA Consultant Living Arrangement Documents Console
History ™G Lee, Sharee Ovin Home or Apartment Create BA Request Document
Communicasion Log Audit Log
A ‘Budget Amendment Request Audit Log
Audit Log L

Request Status Audit Log

Need ldentificd Date: M A Fue| 1 (o2 B M Dispiay| 20 |perpage ZREfrESh  Dispioying 120028

BA Start Date Data Element User Account Event  Previous

Data ObjectName s = Timestamp- et THEC New Value
BAEnd Date 51218

Is Expedited

Duration of Service

Specify Length Of Time
Approved Amount

Does the parficipant live alene
If a participant lives with others

Hou many HGES waiver recipie

Service Category

Provider Type

Figure 4-43 Budget Amendment Request Audit Log
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4.7.1.6 Budget Amendment Request Work Queues
The Budget Amendment Request Enhanced inbox provides a view of the following:

B Participant B Provided By
Request Status B Service Cost

B Need Identified Date B Assigned IC

B |s Expedited B DHS Reviewer

B Reason for Expedited B Created By

B Approved Amount B Created Date

B Funding Source B Updated By

B Service Category B Updated Date

B Provider Type Specify Provider

- Waork Queues

Inbox Group Selection Inbox Selection

Budget Amendment Requests » | Unassigned Pending Budget Amendment Requests w

Unassigned Pending Budget Amendment Requests

My Pending Budget Amendment Requests
NOA Needed

Showing 0 to 0 of 0 entries All Assigned BA Requests

Independent Review Outstanding
Assign To Me

Figure 4-44 Budget Amendment Request Inbox Selections

These work Queues work the same for both BA and OTE requests. There are 7 work queues for each,
BA & OTE Requests.

5. Unassigned Pending Budget Amendment Requests.

a.) Unassigned Pending Budget Amendment Requests are visible only for DHS Admins and
Administrators and show all requests in Pending status that have not been specifically
assigned (or self-assigned) to a DHS Reviewer.

b.) The DHS Admin and Administrator roles are able to select requests via a checkbox and
click a button to assign it to themselves. The request will vanish from the prior queue
when an assignment takes place. Note: There is no link directly to the request from this
queue.
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O Tracking Inbox : Budget Amendment Request All Assignments X

Partoipat at  BAENd ks Updated
Date Expe Date

Eckhardt,  Open 07142023 07282023 07252023 No 10000 RIS ach 10000 100 43725 nes 071142023 debbie jones  07/1412023
A 0208 PH 0209 PH

Maureen A -
1406244811

Sharee Lee debbie jones

Sharee Lee debbie ones  07/1412023  debibie jon
1200 PH

71142023
1200 PH

en  QTN42023 0TI142023 07142023 No 10000 RIS Al Organization | Generic Home Delivered 100 100 Each 10000 100 43725 Abigal  debbiejones 07/14/2023 debbiejones 07/142023

Time-  One- Eieen
Limited  time. Equipment Provider Meal Cost McClendon AP, Vidal 1213PH 1218PH
an, (Each) - 55170

jejones | 07/1412023  debibie jons
01:00PH

en 071202023 07M22023 071122023 No Tme-  One- 10000 RIS Aids Organization  Generic
Limited  time. Equipment Provider

c Each 10000 100 43725 Rol
Christine sal
3416167456 and

Figure 4-45: Budget Amendment Tracking Inbox

6. My Pending Budget Amendment Requests

a.) DHS Admins and Administrators can view a list of request that have been specifically
assigned from the previous queue of the DHS Admin logged in.

7. Consultant Assigned Requests

a.) This queue is for ICs only. The queued items reflect the following statuses: Open,
Returned to ICA, Approved, Denied request have and ETK Assignment of the IC, this
assignment occurred when the request was initially created.

8. BA Requests Assigned to ICA Staff

a.) In this inbox, requests assigned to the Consultant Supervisor & ICA Quality Management
roles only

b.) All Requests are in the status, Open, Return to ICA, Approved, or Denied.
9. NOA Needed (DHS Administrator role and Administrator Role only)
a.) This inbox shows a list of Denied Status for more than xx days.

b.) This number of days is stored in the respective configuration file for both BA and OTE
requests.

Name = Inbox Work Queue - Number of days before NOA on Denied

Note: The request status history is used referencing the most recent (one with null end
date). To test this the start date of this denied history record will have to be changed or
change the value in the configuration to 0 or (1 and wait a day).

10. All Assigned BA Requests (DHS Admin role ONLY)

a.) This inbox shows all requests that are in the Pending status if the request has been "self-
assigned", thus having a DHS Reviewer on the request's Ul.

b.) As stated above, this shows all request self-assigned and has a column to see what DHS
Reviewer has been assigned to the request.

11. Independent Review Outstanding (DHS Admin role ONLY)
a.) This inbox shows requests with status of:

Independent Review Request
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= By default these requests would have had to be assigned a specific DHS reviewer to get to
this status.

= There is also a column in this queue to view the DHS Reviewer assigned.

4.7.1.7 Budget Amendment Request Alerts

There is an alert generation workflow effect, to alert the assigned ICs of updates to the Budget
Amendments.

An example of a generated Budget Amendment Request Alert can be reviewed in the figure below. It
includes the Participant's Name, MCI, Type, Priority, Description, and Instructions.

Alarts Assignments

Participant Name  Mu, Kalsoom

Paicipant MCI 9426191962

Type Motific-ation

Priofity High

Description Budget Ameandment Reguest Indridual Assignment Alert
Instructions ‘fou have been assigned 1o 3 Budgel Amendment Reguesi
Created By katie bell

Created Date 07052023 1220 PM

Updated By katie bell

Updated Date O7i0S2023 1220 PM

Figure 4-46 Budget Amendment Request Alert
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4.7.1.8 Budget Amendment Request Status Change

To update the BA Request Status, on the Budget Amendment Request form select the BA Request
Status change tab.

1. Select new BA Request Status Change.

O My Account [3 Sign Qut @ Hele

HOME TRACKING INBOX SEARCH REPORTING ADMINISTRATION CONFIGURATION APPLICATION

Tracking Inbox Budg mendment Request ®*  MNew BA Reques tus Change

Budge: Amendment . .

Recuest Grover, Dawn | Preferred Name: | Status: Enrolled | Status Effe
nf Racidanca: \ilwaukee

BA Reguest Status Mew BA Request Status

Change Change

BA Request Status C

History
Status vk

Communication Log

Assignments Created By

Created Date
Updated By
Updated Date

Figure 4-47 Budget Amendment Request Status Change

2. Choose the appropriate Status.
3. Select Save.

ADMINISTRATION CONFIGURATION APPLICA

est Status Change

Budget Amendment

i Grover, Dawn | Preferred Name: | Status: Enrolled | Status E|
of Residence: Milwaukee
BA Reguest Status
Change I
TMG
BA Raquest Status
History
Status Wk

Communication Log

Assignments CroatedBr | ST
Created By Withdrawn Request

Created Date
Updated By
Updated Date

Figure 4-48 Budget Amendment Request Status Change, status selection
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4. Address any validation error messages that may arise. See examples in the figure below.

HOME TRACKING INEOX SEARCH REPORTING ADMINISTRATION CONFIGURATION APPLICATION MANAGE!

New BA Regues

» Budget Amendment us Change

Budget Amendment

- Grover, Dawn | Preferred Name: | Status: Enrolled | Status Effective O
of Residence: Milwaukee
BA Request Status ICA
Change
TMG

BA Request Status _
Histary B Cannot move to Ready for Review

Meed Identified Date iz businezs required.

Is Expedited is buginess required.

Duration of Service is buginess required.

Does the participant live alone or with others?... is business required.

Service Category is business required.

Units Per Week is business required and must be > 0.

Rate Per Unit is business required.

Provide the long-term care need identified and cutcome associated with the request...
is buginess required.

Describe how the participant’s plan has been reviewed to ensure services that
address health and safety are being prioritized is business required.

Provide an explanation for how services and resources (including MA card services,
unpaid supports, community resources, etc.) are being utilized... is business required|
Describe the unpaid supports currently available to the participant (including how
many hours are provided typically) is business required.

Document Type - Participant Education-Budget Amendment Process must be
uploaded.

‘Communication Log

Assignments

Status Ready for Review Wk

Created By
Created Date
Updated By
Updated Date

Figure 4-49 Budget Amendment Request Status Change Validation Message Examples
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4.7.1.9 Budget Amendment Request Status Change History

To view the Status Change History of a Budget Amendment Request, select the BA Request Status
History on the left navigation.

HOME TRACKING INBOX SEARCH REPORTING ADMINISTRATION CONFIGURATION APPLICATION MANAGER *

BA Request Status History Listing BA Request Status Histor

rov Grover, Dawn | Preferred Name: | Status: Enrolled | Status Effective Date: 08/14/201
of Residence: Milwaukee

cA Consultant

TMG Lee, Sharee

Status Open
Reason for Status Change v

Reason Other Specify

Start Date 071772023 & (mmiddiyyyy)
End Date & (mmiddiyyyy)
Crealed By debbie jones
Created Date 07/17/2023 0&:25 AM
Updated By debbie jones
Updated Date 07/17/2023 0&:25 AM

[ Seve |

Figure 4-50 BA Request Status History Change Form

To update the Status Change History:
1. Select the Appropriate Status:
a.) Open
b.) Ready for Review
c.) Returned to ICA
d.) Withdrawn Request
e.) Request Approved
f.) Request Denied
g.) Closed
h.) Ready for Re-Review
i.) Independent Review Requested
j-) Overturned
k.) Upheld
l.) Remanded
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REPORTING ADMINISTRATION CONFIGURATION A

» BARequ

e Grover, Dawn | Preferred Name: | Status: Enrolled | Stat
of Residence: Milwaukee

IcA
TMG

Status Cpen Wk

ndependent Review Issusd

Reasaon for Status Change

Reason Other Specify = .
Ready for Review
Start Date Refurned to ICA ) b
Withdrawn Reguest 1
Request Approved |
End Dats Request Denied )
Closed
— | Ready for Re-review
Created By ndependent Review Requested
Created Date 8"’:":;”‘&“
phe
Updated By Remanded

Updated Date

===y

Figure 4-51 Budget Amendment Request Status History Change Reasons

2. Select the “Reason for Status Change” from the drop-down listing.

@Myhecouns [ SgnOn  @Hep

ADMINISTRATION  CONFGURATION  APPUCATIONMANAGER 3

o Grover, Dawn | Preferred Name: | Status: Enrolled | Status Effective Date: 08/14/2018 | MC1:6404752361 |
of Residence: Milwaukee

ica Consultant
MG Lee, Sharee
Status Cpen vl
Reason for Status Change. v

Reason Other Specily
Start Date

End Dale

Crealed By
Created Date:
Updated By
Updated Date

Figure 4-52 BA Request Reasons for Status Change
Add the “Reason Other Specify” Text (this is optional).
Enter the Start Date
Enter the End Date (this is optional).

o g kW

Click Save to save the form.
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4.7.1.10 Budget Amendment Request Communication Log

Access the Budget Amendment Request’'s Communication Log Tab on the left navigation bar. Here you
can add a text log entry. Once complete save the form.

@ My Account [3 Sign Out @ Helo

HOME TRACKING INEOX SEARCH REPORTING ADMINISTRATION CONFIGURATION APPLICATION MANAGER ﬂ

Budget &mendment
Request

BA Request Status
Crange

Grover, Dawn | Preferred Name: | Status: Enrolled | Status Effective Date: 08/14/2018 | MCI1:640475236

of Residence: Milwaukee
IcA
™G

Consultant

Lee, Sharee

BA Request Status
History

Communication Log Log Entry *

Assignments

Created By
Created Date
Updated By
Updated Date

Figure 4-53 Budget Amendment Request Communication Log

All new Communication Log entries will be displayed on the Communication Log’s listing view.

4 New @ Print EBCSV  Column Fiters (OFF) ¥

Log Entry * CreatedBy % Created Date * Updated By % Updated Date
» test debbie jones 07772023 06:23 AN debbie jones 0711772023 08:28 A
» test debbie jones 071772023 08:23 AM debbie jones 0711772023 0828 AM

Figure 4-54 Budget Amendment Communication Log Listing View

4.7.2 One-Time Expenses (OTE)

The One-Time Expenses records are used to adjust a Participant’s expenses that impact their budgeted
financial amounts.

From the Participant > Financials record, add One-Time Expenses data.

To create a new One-Time Expenses record, follow these steps.
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1. Hover over One-Time Expenses and select New One-Time Expenses.

Tracking Inbox » Participant » Finandials Listing » Financials » One-Time Expenses Listing »

Financials

Buckshot, Bob | Status: Draft | MCI:3187431431 | DO

Budget Amendments -
Frail Flder | Home Phone Number: (206) 555-8456 | C
an:e-:;rel‘lse New One-Time Expenses —— FEA

' + Hew l!l Print g CcsSv Column Filters (OFF) »
No records found.

Figure 4-55 New One-Time Expenses

2. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.

Tracking Inbox » Participant » FinancialsListing » Financials » New One-Time Expenses »

Finandials
. Buckshot, Bob | Preferred Name: | Status: Enrolled | Status Effective Date: 08-03-2017 | MCI:3187431431 |
DOB:02-01-1957 | Target Group: Developmentally Disabled | Preferred Phone Number: (206) 555-9856 |
One-Time Expenses County of Responsibility: Ashland
Primary Contact: Cora Buckshot - Spouse/Partner

IRIS Start Date ICA Consultant FEA SDPC Status
07/07/2017 Connections Cook, Olivia ILife Pending
SDPC Status Effective Date SDPC Nurse Create Work Request
08/10/2017 Create Work Request
One Time Expense Amount (TOTAL)  500.00 (<]

One Time Expense Effective Date 0217/2017 (mm/ddyyyy) @

One Time Expense End Date 02/17/2017 (mm/ddlyyyy) @

One Time Expense Status Awaiting Approval E| (<]

Figure 4-56 New One-Time Expenses Record

3. Enter optional data fields as needed.

Note: It is recommended to enter as many data fields as possible.
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4. Click Save. The One-Time Expenses Listing displays.

Tracking Inbox _» Participant » Financials Listing » Financials » One-Time Expenses Listing » Assignment: No Assignment|
Financials
Finandials Status Brantley, Roger | Preferred Name: | Status: Referred | Status Effective Date: 11-20-2017 | MC1:1426033117 | DOB:12-11-1961 |
History Target Group: Developmentally Disabled | Preferred Phone Number: (520)1- | County of Responsibility: Dane
Primary Contact: Becky GOZELIS - Guardian of Person
Monthly Budget
Amounts History ICA Consultant FEA Create Work Request Find Work Requests
Progressive Community Services Peters, Tammy Premier Financial Management Find Work Requests
Budget Amendments Services
One-Time Expenses Create Budget Amendment Request

Request Budget Amendment

& Print B CSY  Column Filters (OFF) » IRIS Start Date
Guardian
(czl"(‘)eTEIr_?e Expense Amount: g:;'l'lme Expense E{f gtr:u]:me Expense : CreatedBy - CreatedDate = UpdatedBy 2 gg:!eated - Becky GOZELIS - (252)d-
» 500.00 02/17/2019 Awaiting Approval andrew.peterson 06/05/2018 andrew.peterson 06/05/2018
04:47 PM 04:48 PM

Figure 4-57 One-Time Expenses Listing

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

4.7.2.1 Request New One Time Expense
To Create a New One Time Expense Request select the appropriate Participant.

From the Participant Banner select the Create New One Time Expense Button.

Sloan, Christine | Preferred Name: | Status: Enrolled | Status Effective Date: 09/29/2020 | MCI:8416167486 | DOB:11/06/1945 | Age:77 | Target Group: Frail Elder | Preferred Phone Number: (920)361-9017 | County of
Responsibility: Green Lake

Primary Contact: Tamara Ellenbecker/AFH - Daughter

Exportto PDF || 4@ Printer Friendly Format
IcA FEA

— p—
MG Premier Financial Management Services SDPC Referral Withdrawn Lo

e e s e
e —

ot et

Figure 4-58 Request One Time Expense Button

The One Time Expense Request Form will populate.
Enter required data element fields.

Enter optional data fields as needed.

Click Save

w2

Note: Do not enter the $ symbol, it will create a validation error message.
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ediiiani Preferred Name: | Status: Enrolled | Status Effective Date: 01/11/2022 | MCI
Residence: Marathon

OTE Reques Seamus

Crange

OTE Reques: Stacus A Consultant Living Arrangement
Hirary Achvocatessl Z Owm Home or Apariment
Commmsmicaon Log e

Esignerents One Time Expense Request Audit Log

o st -

Heed identified Date

Is Expedited Yes UNow
Appreved Amount

Does the participant ive alone of vith others?

i a participant ves with others. how many family members reside in the home?

How many HCBS wahver recipients reside in the home ™

Senvice Cabegory v =
Cost

Provide the long-daim cire need idenified and culcome associded vwith the request

Expiain how the request will help the paricipant meet thar long-Jerm cans needs
in the most effective and eficiant wary.

Describe how the panicipant s plan has been reviewed
o ensure services that sddress heah and safety are being prioritized

Provide an explanation for how services and resources
(inciuding MA card senices. unpaid suppors, community rescurces, elc )
ae beng utilzed and madmized wishin the eastng senvice plan

Describe the unpaid supports cumently available 1o the paricipant
{inciuding how mary hours are provided typicaly)
Asgignad IC v

DHS Reviewer v

Created By debbie jones
Created Date OTHB023 1236 PM
Upcisted By debbie jones
Upcaded D OTIE2023 1236 PM

Figure 4-59 One Time Expense Request From

Note: When in OPEN status, although all required fields are marked with a require image on the page, it can be
saved without entering all the required fields. These required fields will be validated when user attempts to
transition from open to the next transition (pending). If not in open status, all required fields will have to be entered
to save it. This is precautionary in case a field is blanked out as to get to any status from open, these fields will
have to be entered.

The start date & end date and approved amount for a BA Request is validated when the transition is to Approved.
They are required.

For an OTE Request the Approved about will be required.
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4.7.2.2 Create New One Time Expense Document

In the banner of the One Time Expense Request form, select the Create One Time Expense Request
Document.

| Age:77 | Target Group: Frail Elder | Preferred Phone Number: (715)446-

Export to PDR

Documents Consaole Documents Console

Create OTE Request Document View OTE Request Documents

Figure 4-60 Create One Time Expense Request Document Button

To view OTE Request Documents from the Document Console, select View OTE Request Document.

4.7.2.3 OTE Request Authorizations

To view Active and Pending Authorizations click on the View Active Plan Authorizations Button at the top
of the request form. This will only show if the respective Plan exists (there should always be an active
plan).

View Active Plan Authorizations

Figure 4-61: View Active Plan Authorizations Button

As displayed in the figure below, the Authorization Listing presents up as a popup.

Active Plan Authorizations - Plan Start: 09/01/2022 Plan End: 08/31/2023 x
Show| Al v entries search: [ ]
Total Service Fumded by a
AuthID = Domain ~ Outcome Funding Source  Service Provided By Units ~ Rate K ServiceTo ICA FEA Budget Created  Updated
mount  From
Amendment?
p Bdhsm IRIS Self-
SHIF ad Directed
KF WKSF personal Care s 4 rdanahan-  rdanahan-
41810534 SO ad uFa IRIS SDPC Services Non E:\A’\s‘}r]«ﬂ%qlaq'aﬁ' Hours, | $14.42/Hour | $385.19  09/01/2022 10/12/2022 TMG iLIFE 03/02/2023  03/02/202
g dha dm Live-in (15 A Wieekly 01:52PM  01:52PM
ab- minutes)
UPPUDPHP 019
PEL Respite Service
Erad Provided in
Community K WKSF il 1 rdanahan-  rdanahan-
41819535 | r;‘m‘m“ ad uFa IRIS Waiver Mm"xg M0 Generic Provider  Nights, = $100.00/Night $1,335.60 09/01/2022 08/31/2023 TMG iLIFE 03/02/2023  03/02/2027}
g dha dM i Monthly 01:52PM  02:05PM
ab- (Nightly) -
UPPUDPHP iy
p Bdnsm Respite Service
SHF 2 Provided in
Community K WKSF it 0 2 rdanahan-  rdanahan-
41819536 | | WY ad uFa IRIS Waiver SWNG  Generic Provider  Nights, = $100.00/Night $2,671.20  09/01/2022 | 08/31/2023 TMG iLIFE 03/02/2023  03/15/202]
ntegration Remote ’ 152
dha dM femore Monthly OLS2PM  09:53 AM
ab- (Mightly)
UPPUPPHP HO4S
p Bdhsm
SHIF ad Routine
KF WKSF Supportive rdanahan-  rdanahan-
41819537 [C”i”e‘g"r‘:gc‘:; ad uFa IRIS Waiver Home Care o el }‘E:r;:; $100.00/Day  $1,335.60 09/01/2022 08/31/2023 TMG iLIFE 03/02/2023  03/02/202
dha dM Service (Dally; ¥ OL:52PM  02:08 PM
ab- s5126
UPPUDPHP

Figure 4-62 Active Plan Authorizations
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4.7.2.4 One Time Expense Work Queues
The One Time Expense Enhanced inbox provides a view of the following:

B Participant B Provided By
Request Status B Service Cost

B Need Identified Date B Assigned IC

B |s Expedited B DHS Reviewer

B Reason for Expedited B Created By

B Approved Amount B Created Date

B Funding Source B Updated By

B Service Category B Updated Date

B Provider Type Specify Provider

- Work Queues

Inbox Group Selection Inbex Selection

One Time Expense Requests Unassigned Pending One Time Expense Requasts w

Unassigned Pending One Time Expense Requests
My Pending One Time Expense Requests

MNOA Needed
Showing 0 to 0 of 0 entries All Assigned OTE Requests

Figure 4-63 One Time Expense Inbox Selections

These work Queues work the same for both BA and OTE requests. There are 7 work queues for each,
BA & OTE Requests.

1. Unassigned Pending One Time Expense Requests.

a.) Unassigned Pending One Time Expense Requests are visible only for DHS Admins and
Administrators and show all requests in Pending status that have not been specifically
assigned (or self-assigned) to a DHS Reviewer.

b.) The DHS Admin and Administrator roles are able to select requests via a checkbox and
click a button to assign it to themselves. The request will vanish from the prior queue
when an assignment takes place. Note: There is no link directly to the request from this
queue.
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Tacking Inbox : One Time Expense Reques! signments v Column Fiters (OFF X
O Tracking Inbox : One Time Expense Request Al Assignment T CoumnFiters (OFF

Request  Need ldentiied  Is Reason for A

Status Date Expedited  Expedited Amount

Open 07/122023 Ves fest 100.00 One Time
Expens

open TN Yes fest 10000 One Time
Expense

open

Figure 4-64 One Time Expense Work Queues
2. My Pending One Time Expense Requests

a.) DHS Admins and Administrators can view a list of request that have been specifically
assigned from the previous queue of the DHS Admin logged in.

3. Consultant Assigned Requests

a.) This queue is for ICs only. The queued items reflect the following statuses: Open,
Returned to ICA, Approved, Denied request have and ETK Assignment of the IC, this
assignment occurred when the request was initially created.

4. One Time Expense Requests Assigned to ICA Staff

a.) In this inbox, requests assigned to the Consultant Supervisor & ICA Quality Management
roles only

b.) All Requests are in the status, Open, Return to ICA, Approved, or Denied.
5. NOA Needed (DHS Administrator role and Administrator Role only)
a.) This inbox shows a list of Denied Status for more than xx days.

b.) This number of days is stored in the respective configuration file for both BA and OTE
requests.

Name = Inbox Work Queue - Number of days before NOA on Denied

Note: The request status history is used referencing the most recent (one with null end
date). To test this the start date of this denied history record will have to be changed or
change the value in the configuration to 0 or (1 and wait a day).

6. All Assigned One Time Expense Requests(DHS Admin role ONLY)

a.) This inbox shows all requests that are in the Pending status if the request has been "self-
assigned", thus having a DHS Reviewer on the request's Ul.

b.) As stated above, this shows all request self-assigned and has a column to see what DHS
Reviewer has been assigned to the request.

7. Independent Review Outstanding (DHS Admin role ONLY)
a.) This inbox shows requests with status of:
Independent Review Request

Independent Review Issue
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= By default these requests would have had to be assigned a specific DHS reviewer to get to
this status.

= There is also a column in this queue to view the DHS Reviewer assigned.

4.7.2.5 One Time Expense Alerts

There is an alert generation workflow effect, which can be used to alert the assigned ICs of updates to
the One Time Expense Requests. A typical One Time Expense Request alert includes the Participant’s
Name, MCI, Type, Priority, Description, and Instructions.

4.7.2.6 OTE Request Status Change

To update the OTE Request Status, on the One Time Expense Request form select the OTE Request
Status change tab.

1. Select new OTE Request Status Change.

TRACKING INBOX SEARCH REPORTING ADMINISTRATION

Tracking Inb-o: Ome Time Expense Request OTE Reguest Status Change Listing

One Time Expense
Reguest

Grover, Dawn | Preferred Name: | Status: E
(414)215-0795 | County of Residence: Milw:

OTE Request Status ICA Coi
Change

TMG Le
OTE Request Status
History Audit Log

o One Time Expense Request Audit Log
Communication Log

Assignments
Column Filters (QFF) »
Mo records found.

Figure 4-65: New OTE Request Status Change Button

2. Choose the appropriate Status.
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Status W
Created By Withdrawn Reqguest

Created Date

Updated By

Updated Date

Figure 4-66: New OTE Request Status Options

3. Select Save.

4. Address any validation error messages that may arise.

5. The new Status is now available in the Status Change View Listing.

4.7.2.7 OTE Request Status Change History
To view the Status Change History of a One Time Expense Request, select the OTE Request Status

History on the left navigation.

One Time Expense
Request

OTE Request Status
Change

racking Inbos One Time Expense Request OTE Request Status History Listing

Grover, Dawn | Preferred Name: | Status: Enrolled
(414)215-0795 | County of Residence: Milwaukee

ICA Consultant

OTE Request Status
History

Communication Leg

Assignments

ps Lee, Sharee
MNew OTE Request Status
History
Une I me Expense Hequest Audit Log

<+ Mew 4% Print [EHCSV  Column Filters {OFF) »

Status %+ Reason for Status Change -~ Re|
¥ Open

¥ Ready for Review

Figure 4-67: OTE Request Status History
To update the Status Change History:

1. Select the Appropriate Status:

a.) Open

b.) Ready for Review

c.) Returned to ICA
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d.) Withdrawn Request
e.) Request Approved

f.) Request Denied

g.) Closed

h.) Ready for Re-Review

i.) Independent Review Requested

j-) Overturned
k.) Upheld
l.) Remanded

C
&
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RIS

/ Include, Respect,
| Self-Direct

2. Select the “Reason for Status Change” from the drop-down listing.

o g kW

WISITS User Guide

Omne Time Expense
Request

OTE Request Status
Change

OTE Request Status
History

Communication Log

Assignments

racking Inbo: One Time Expense Request Mew

Grover, Dawn | Preferred Name: | Status: Enrolled | Status Effecti

E Request Status History

(414)215-0795 | County of Residence: Milwaukee

ICA
TMG

Status
Reason for Status Change
Reason Other Specify

Start Date

End Date

Created By
Created Date
Updated By
Updated Date

Active FARAF| Issuas

Care Plan on Hold Due to No Oversight
Choosing MAPC

Credible Allegation of Fraud

Customer service issues with the IRIS FEA

Gusfomer service issues with the IRIS ICA

| Deceased

Deceased

Decided to go with a different program
Decided to go with a different program
Difficulty finding or retsining providers
Disenrclled from SDPC

Diszatisfied with care team/IRIS consultant
Dissatisfied with cost share

Dwoesn't Meet Functional Eligibility
Dwoesn't Meet Program Eligibility
Eligibility Change

Eligibility Change

Expired MyCaras

Figure 4-68: OTE Request Status History Change Reasons

Add the “Reason Other Specify” Text (this is optional).
Add the Start Date. This is a required field.
Add the End Date. This is an optional field.
Click Save to save the form.
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4.7.2.8 OTE Communication Log

Access the One Time Expense Request’'s Communication Log Tab on the left navigation bar. Here you
can add a text log entry. Once complete save the form.

';’;:UL‘;EE‘P““ Grover, Dawn | Preferred Name: | Status: Enrolled | Status Effective Date: (]
(414)215-0795 | County of Residence: Milwaukee

OTE Request Status ICA Consultant

S TMG Lee, Sharee

OTE Request Status
History

Communication Log Log Entry

Assignments

Created By
Created Date
Updated By
Updated Date

Figure 4-69 OTE Communication Log Form

All new Communication Log entries will be displayed on the Communication Log’s listing view.

CrelimeBezes Grover, Dawn | Preferred Name: | Status: Enrolled | Status Effective Date: 08/14/2018 | MCI:6404752361 | DOB:08/07/1968 | Age:54 | Target
- (414)215-0795 | County of Residence: Milwaukee

OTE Request Satus ICA Consultant Living Arrangement Documents Console
Change

™G Lee, Sharee Own Home or Apartment Create OTE Request Do
OTE Request Status
History Audit Log

Communication Log jaacjiunciEx =g padeileg

Assignments
+ Mew @ Print EBCSV  Column Filters (OFF) b

Log Entry + Created By * Created Date *  Updated By *  Updated Date
» NEWTEST debbie jones 07/20/2023 02:15 PM debbie jones 07/2042023 02:15 PM
» NEW TEST debbie jones 07/20/2023 02:15 PM debbie.jones 07/20/2023 02:15 PM

Figure 4-70 OTE Communication Log Listing View

4.8 Participant Contact

A Participant can have many Contact records added to their main Participant record. When a contact is
added to a Participant’s record, the user will be required to indicate the relationship between the
Participant and the Contact. If a Contact is related to more than on Participant, a separate Contact record
will need to be created for each of the Participants for that Contact.

From the Participant record, add Participant Contact data.
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To create a new Participant Contact record, follow these steps.
1. Hover over Participant Contact and select New Participant Contact.
Tracking Inbox » Participant » Participant Contact Listing »
Participant
Erere s Buckshot, _Bob | Status: Draft | MCI:31874314
Change Group: Frail Elder | Home Phone Number: (2(
Participant Status IcA Consultant
History
Participant Address
Participant Phone
=+ New a Print E csv Column Filters (OFF) »
Participant Email
Mo records ft
Eligibility
Financials
Participant New Participant Contact
Contact
Documents \
aro Taam
Figure 4-71 New Participant Contact
2. Enter required data fields.
Tracking Inbox Participant Participant Contact Listing Participant Contact Assignment: Administrator
o Buckshot, Bob | Preferred Name: | Status: Enrolled | Status Effective Date: 08-03-2017 | MCI1:3187431431 |

DOB:02-01-1957 | Target Group: Developmentally Disabled | Preferred Phone Number: (206) 555-9856 |
Contact Documents County of Responsibility: Ashland

Primary Contact: Cora Buckshot - Spouse/Partner

Contact Email
@@ Printer Friendly Format
Contact Phone
IRIS Start Date ICA Consultant FEA SDPC Status
Participant Contact 0710712017 Connections Cook, Olivia ILife Pending

Status History
SDPC Status Effective Date SDPC Nurse Create Work Request

081072017 Create Work Request

Status Active

First Name Cora [~]

Last Name Buckshot [~ ]

Middle

Suffix

Organization

Relationship [¥1 Spouse/Partner - 0
I Parent L
I Daughter i

Friend 2
Primary Contact @ Yes ( No @

Release of Information or Guardianship Paperwork Oblained @' Yes ' No @

Notes

Best Time To Contact Anytime

QOther Communication Info

Figure 4-72 Create New Contact
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3. Enter optional data fields.

4. Click Save. The record is saved, and sub-records (child-tracked objects) are now available to
enter data.
Note 1: The new contact record’s status is active. While active, the Deactivate Contact button will display
and is used to indicate when a contact is no longer an active part of the Participant’s record. Inactive
contact records are retained for historical purposes.
Note 2: If the contact is a primary contact, the participant banner will be updated.
Select the Contact record from the results and click Select.
Enter required data fields.
Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Tracking Inbox » Participant » New Participant Contact =

Participant

R — Buckshot, Bob | Status: Draft | MCI:3187431431 | DOB:02-01-1957 | AGE:60 | Target
Change Group: Frail Elder | Home Phone Number: (206) 555-8456 | County of Residence: Ashland

Participant Status e Consultant FEA Create Work Request

History Create Work Request

Participant Address

Participant Phone Search Contact
Contact Kirkman, Sally @iew/Edit Contact ?

Re\aliomsmp || Guardian of Person A 0
Guardian of Estate

Participant Email

S Guardian of Person/Estate
Einancials POA Healthcare - Active
[C] poA Healthcare - Inactive
Participant ] PoA Financial - Active
Contact [”| poA Financial - Inactive
[C] autnorized Designee/Representative =
Documents D Medical
[ secondarv Contact N
SR Primary Contact Oves@no @
Cost Share Ledger Release of Information Obtained () yes @i no @

Figure 4-73 New Participant Contact Record

Note 1: If the Primary Contact relationship is Guardian of... and this is the first Contact record, it will
automatically become the Participant’s primary Contact until the user creates a user-defined Primary
Contact record for the Participant.

Note 2: The status of non-primary contact records will remain pending until approved. The Primary Contact
record added by the user will automatically have an active status.
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Status Active
First Name Cora Q
Last Name Buckshot IR
Middle
Suffix
Organization
Relationship Spouse/Partner
Parent
"] Daughter
ol b 0 PN bttt gh, o i
LD, o
[ Friend

IPrimary Contact @ Yes O No @ I

Lo .

Figijre 4-74; Pfirha;ry C(;nfactnDefe;hﬁ Active Status
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7. Click Save. The Participant Contact Status History displays. See next section for details to update

the Contact’s status.

8. Click Participant Contact Listing in the breadcrumb trail to see all contacts for a Participant.

Tracking Inbox Participant Participant Contact Listing

Participant

Participant Status )
Change Home Phone Number: (206) 555-8456 | County of Residence: Ashland
Primary Contact: Cora Buckshot - Spouse/Partner

Participant Status
History ICA Consultant FEA

Participant Address
Participant Phone

Participant Email

EI Print g csv Column Filters (OFF) »

Buckshot, Bob | Status: Draft | MCI:3187431431 | DOB:02-01-1957 | AGE:60 | Target Group: Frail Elder |

Create Work Request

Create Work Request

Updated By Updated Date

Eligibiliy Contact ~ Status Relationship Primary Contact Release Obtained Created By Created Date

Financials Buckshot, Cora Active  « Spouse/Partner Yes Yes sgiordano  02/14/2017 12:42 PM
Kirkman, Sally Pending e Guardian of Estate  No No sgiordano 02/14/2017 12:26 PM

Participant

Contact

Assignment: No Assignmen|

Figure 4-75 Participant Contact Listing

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

4 8.1 Contact Addresses

Contacts within the system can have multiple address records. Address record types will be either for a

residence or a mailing address.

From the Participant Contact record, add Contact Address data.

To create a new Participant Contact Address record, follow these steps.
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1. Hover over the Contact Addresses tab, then click on New Contact Address tab that appears.

2. Enter required data fields.

Contact Addrass Type
Streat1

Street 2

Zip Code

City

State

Last Verfication Attempt
Is GEQ Verified

Is GEC Standardized
Is GECQ Comrectad
Start Date

End Date

Created By
Created Datz
Updated By
Updated Date

v | O
[+
[ o
o
Wiscansin v 0
Nao
No
No
D1/28/2021 B (mmiddiyyyy) @

& (mmiddiyyyy)

Figure 4-76 New Contact Address

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's

functionality.

Note 2: When the zip code is entered, the system will auto-fill the city name.

Contact Address Type
Street 1

Street 2

Zip Code

City

State

Last Verfication Attlempt
Is GEQ Verified

Is GEC Standardized
Is GEC Corrected

Start Date

End Dats

Mai v |0
2935 5 11th St [+ ]
532153812 o
Wiwsukes o
Wisconsin v | 0
No
No
No

O1iZEZ021 B (mmiddiyyyy) @

B (mmiddiyyyy)

3. Enter optional data fields as needed.

Figure 4-77 New Contact Address Record

4. Click Verify Address button. This message indicates address has been verified or unverified.

etkqa.wisits.org says

Address was verified, Verification Process has returned standardized
address information. You may see changes after pressing the OK

button. Please save the verified and standardized address.

Figure 4-78 Address Verification Message

5. Click OK to close the message box. The system may update the address to the USPS standard

format.
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Contact Address Type Mail W O
Street 1 2935 5 11th 5t o
Street2

Zip Gode 532153313 o

City Mitwsukss Q
Statz Viisconsin v o
Last Werfication Attempt  01/26/2021

Is GEC Verified Yes

Is GEQ Standardized Yes
Is GEQ Corrected

Start Date

End Dat=

Created By
Created Date
Updated By
Updated Dates

Figure 4-79 Updated Address After Verification

6. The system populates the Start Date to the current date but can be updated, if needed.

Note 1: An unverified address can be saved. The GEO indicators will be set to ‘No.’

Note 2: The Save button will be displayed after the address is verified.

7. Click Save. The Contact Address Listing displays.

Tracking Inbox  »

Participant

Participant

Participant Status
Change

Participant Status
History

Participant Address
Participant Phone
Participant Email
Eligibility
Employment Status
Financials
Participant Contact
Documents

Care Team

Cost Share Ledger

» Participant Contact Listing »
Buckshot, Bob | Preferred Name: | Status: Enrolled | Status Effective Date: 08-03-2017 | MCI:3
DOB:02-01-1957 | Target Group: Developmentally Disabled | Preferred Phone Number: (206) 55
Responsibility: Ashland
Primary Contact: Cora Buckshot - Spouse/Partner
IRIS Start Date ICA Consultant FEA SDP|
07/07/2017 Connections Cook, Olivia ILife Per|
SDPC Status Effective Date SDPC Nurse Create Work Request
08/10/2017 Create Work Request
+New EpPrint Ecsv Column Filters (OFF) »
- . Best Other
First " Last P - - Primary Release L Created
Status Name Middle i Suffix Organization Relationship Contact Obtained Time To Communication Created By Date
Contact Info
Active Bucky Buckshot « Son No No Daytime ic.consultant 03/22/2017
03:51 PM
Active Becky Buckshot ¢ Daughter No No ic.consultant 03/22/2017
03:52 PM
Active Cora Buckshot « Spouse/Partner Yes Yes Anytime ic.consultant 03/22/2017
03:56 PM
~ o pp il fra f =z

Figu“re 4-80“Co“ntact%Address Listing

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.
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4.8.2 Participant Documents

Participants within the system can have multiple documents uploaded and linked to their Document
Console from the Participant BTO.

To create a Participant document, follow these steps.

1. Choose Create Participant Document.

Tracking Inbox » Participant » Participant Contact Listing » Participant Contact » Centact Documents Listing Assignment: No Assignmen|

Participant Contact

Contact Addresses | Preferred Name: | Status: Enrolled | Status Effective Date: 09/29/2017 | MCI:5409409451 | DOB:!
Age:64 | Target Group: Physically Disabled | Preferred Phone Number: | County of Responsibility:
Contact Documents Milwaukee
BarosEnl ICA Consultant FEA SDPC Status SDPC Status Effective Date
™G Costello, Lillian iLIFE SDPC Enrolled 11/28/2017
Crimmlbine SDPC Nurse Create Work Request Find Work Requests Documents Console Documents Console
Status History
Audit Log
Column Filters (OFF) » IRIS Start Date
No records found. 0912912017

PHWS

Figure 4-81 Create or View Contact Documents Record

2. On the Documents Page under the first field (File Name DM), you see the options to click on

Browse, Upload Via Scan, Scan and Preview. See figure below and option details below. Select
the appropriate method to add your document.

THACKING MEOT SEARCH  REPOTNG ADMINSTRATION  CONFGURATION  APVLICATION MARAGER Y

150 A

Figure 4-82: Documents Page
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Note: If you do not have a Dynamsoft Dynamic Web TWAIN driver installed on your device you
will be prompted to download and install that software. See the pop-up prompt in the figure
above. Click download and the Dynamsoft Service Setup Wizard will appear. Follow the prompts,
click next to start the set up wizard and next to complete. Once the wizard is finished select close.
Once the Dynamsoft Dynamic Web TWAIN drive is installed successfully refresh the page. The
pop-up message will cease to display, and the Scan option links will now turn blue.

© |
Welcome to the Dynamsoft Service Setup Wizard

Dynams<:ft. ‘
|
- |
The installer will guide you through the steps required to install Dynamsoft Service on
your computer

WARNING: This computer program is protecled by copyright law and international
freaties. Unauthorized duplication or distribution of this program, or any portion of it, may
resultin severe civil or criminal penalties, and will be prosecuted to the maximum extent
possible under the law.

S

Figure 4-83: Dynamsoft Service Setup Wizard (Dynamic Web TWAIN Driver)

Note 2: If your device is not TWAIN compatible you will not be able to upload scanned
documents or directly scan documents into WISITS. The options of Scan and Upload Via Scan
will not change in color from grey to light blue signifying they are not available to the user
(indicating a device that is not compatible with the TWAIN driver). A hover over pop up message
will also populate advising there is no TWAIN Compatible device connected.

a.) SCAN: Select the Scan option. pop-up prompt will be present so you can select the Source of
your document. Select your TWAIN Device, that device’s will populate its scan interface. See
example below.

C

Acquiring Image(s|

This may take a wh
the number of pag

Figure 4-84: Select your Scanner.

¢ A Scan Panel (interface) will populate from your scanning device, select Scan.
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¢ After you have scanned the document, a preview of the scanned document
appears. The Preview option is available to edit scanned and uploaded files before
saving. You can use the Image Editor, Rotate Left, and Rotate Right links to edit
the images prior to saving. The navigation links on the top right of the image allow
you to navigate through all the images that have been scanned.

Figure 4-85: Example Scanner Interface

b.) Upload Via Scan: To upload a document that is already scanned into and saved on your device
(outside of the WISITS application) select the “Upload via Scan” link.
e Your available directories will appear.
o Locate the scanned in document and select it.
o If you select a file that is not a scanned file WISITS will create a pop-up error message.

o The Image Editor page will populate and display for all the scanned images.
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Figure 4-86: Direct Scan Image Editor

e Crop the image to include the entire document detail that should be save to the Participant
Record.

¢ A save button will populate.

¢ Select the Save icon to save the cropped image.

¢ Use the X at the top of the Image Editor to exit out of the Image Editor.

e Tab out of the file name and WISIT will upload the Scanned document.

ments File Mame & DM Questions it
| [ Update | Rename| Remove| Versions| Lock| Properties | |

Assignments
Document Name DM File Example Upload

Document Date 0811012022 5 (mmiddiyyyy) =
Document Category | Miscellaneous v o
Document Type Other v

Comments This is 2 load of & e that is stored in the DM

Mailed O Yes ® No

Provider SSN
Add Provider Reference (PHW Only) Delefe Provider Reference

Created By relanahan
Created Date 08/10/2022 08:14 AM
Updated By relanahan

Updated Date 08/10/2022 08:15 AM

Figure 4-87: File Name DM Enabled Links.

Note: if you receive Error-1010; Data parameter out of supported range when uploading a
document, close it out and proceed. This pop up should not hinder the upload.
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etkuat.wisits.org says

Unable to acquire images from the selected source.
Error: -1010; Data parameter out of supported range.

h‘ E3

Figure 4-88 Bypass Error- 1010

When viewing the Document Management Enabled (DM-enabled) file types (see section
3.15.1 for more details regarding these options) and data elements in a data form, you will
see icons for downloading and replacing the file along with the following menu options:

= Properties = Update/Edit
= Lock = Versions
= Remove = Rename

Browse: To upload a document not scanned in to WISITS or locally on your desktop, select the
browse option. Your available directories will appear. This will allow you to locate the file, select it
and upload it.

File Name DM

[ Browse | Upload via Scan | Scan| Preview ]

Figure 4-89: Select Document Addition (Browse, Upload Via Scan, or Scan)

Once the document is uploaded and saved, 5 links will appear. Update, Edit, Rename, Versions, and

Lock.

@ My Account [3 Sign Out @ Help

TRACKING INBOX SEARCH

Tracking Inbox » Documents

Documents Eile Name DM & This is a test document.docx

I [ Update | Edit] Rename [ Versions | Lock ] I

Document Name TEST

Document Date 09/13/2022 B (mmiddiyyyy) %

Figure 4-90: Update, Edit, Rename, Versions, and Lock.
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Note: The Category value selected filters the values in the Type drop-down data field.

Mailed: Select the appropriate radio button (yes or no) to allow tracking of written communication. With the
upgrade to TAP V23.2.4, notice that radio buttons now have the field name repeated and they appear
within in an outlined perimeter.

3. Enter optional data fields as needed.

@ Nyhccoun:  ~mChangefols  [rSisnui  @idlp WISITS 2.0.0.39.001 - debbie jones Adminisater|

Assignment: Administratc

& Printer Friendly Format

Documents

Provider SSNEIN

Add Provider Reference (PHW Only) il Delete Provider Reference

Figure 4-91: Uploading Participant Document
4. Add Document name.
5. Update Document date.
6. Select document Category Type and Document Type.
7. Add relevant comments.
8. Mailed Yes or No radio buttons.
9. Add Provider SSN/EIN.
10. Select Add Provider Reference (PWH only) or Delete Provider Reference as appropriate.

11. The document is saved and is now able to be viewed when the View Participant Documents
button is selected.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.

WISITS User Guide Page 96



(/~

Wisconsin C
@y Dcpartment of Health Services < // .'? !ps

| Self-Direct

4.8.3 View Participant Documents

To view a Participant Document to the Participant Record, click on Plan. In the Banner select the blue
link labeled “View Participant Document”

Vallejo, Judith | Preferred Name: | Status: Enrolled | Status Effective Date: 01/11/2022 | MCI1:9413306397 | DOB:12/24/1945 | Age:76 | Target Group: Frail
Elder | Preferred Phone Number: (715)446-0777 | County of Responsibility: Marathon

Primary Contact: Jerry Imran - Son

Export to PDF || & Printer Friendly Format

IcA Consultant FEA SDPC Status SDPC Status Effective Date
™G Mieska, Lori iLIFE SDPC Enrolled 01/11/2022

SDPC Nurse Create Work Request Find Work Requests Documents Console Documents Console

Audit Log

Figure 4-92: View Participant Document

The Participant Document Console will populate. Select the document to review and click on the link. A
PDF version of the document will appear for review.

Participant Document Console

Show | All W |entries

File Name Document Name pocument, Category  Type Comments Mailed Created By G52 uUpdated By pPdated
8 oant Budent Stateman gy | PRI Budoet Statement | 07/21/2021 ian peo= No  dabbiejones 712 dabbie jones | J7)21/2021
@ TEST docx Test or/21/20 ok TesT ' debbie jone: debbie jones | 3712112021

Figure 4-93: The Participant Document Console

Note: When the file is uploaded, the system will auto-fill the Document Name and Document Date data
fields. The Document Date data field can be edited.

Note: Click Home to return to the dashboard.

4.8.4 Document Management

When viewing the Document Management Enabled (DM-enabled) file type data element
in a data form, you will see icons for downloading and replacing the file along with the
following menu options:

= Properties
= Lock

= Remove
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= Update
= Versions
= Rename
Documents File Mame & DM Questions txt
I [ Update | Rename| Remove | Versions| Lock| Properties | |
Assignments
Document Name OM File Example Upload
Document Date 08/10/2022 B (mmiddiyyyy) =
Document Category Miscellaneous |
Document Type Other W
Comments This is 2 load of a file that is stored in the DM
Mailed O es ® No
Provider SSN
‘Add Provider Reference (PHW Only) Delete Provider Reference
Created By rclanahan
Created Date 081072022 05:14 AM
Updated By rclanahan
Updated Date 081072022 05:15 AM

Figure 4-94 Document Management Enabled Document Links

1. Properties: This link will allow you to review Metadata associated with your upload. This allows you to
view the file's properties such as name, size, creator, created date, modified date, type, and features.
For example: Metadata Values/Features configured on the Participant's Document Console are as
follows:

= Contribute Factors

= Date Closed

= Date of Death

= Date of initial Notification

= Incident Category

= Incident Date

= Incident Reported Date

= Incident Type

= Person Completing First Name
= Person Completing Last Name
= Person Completing Phone

= Person Completing Title

= Person Reporting

= Phone

= Type Of Report

Note these values are configurable by DHS Administrators and may be updated for DHS business
purposes.

_____________________________________________________________________________________________________|
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2. Lock:

Property Name Property Value

Name DM File.png

Size 69.8 KB

Creator administrator

Created 05/01/2019 10:47 AM EDT

Modified 05/01/2019 10:56 AM EDT

Type Portable Network Graphic

Features Entellitrak, Annotation, Conversion, Versionable, Full-Text Search

Figure 4-95: DM File Properties

Represents a Document Management lock, which differs from a document being
locked for editing using the edit function. Web Distributed Authoring and
Versioning (WebDAV)

After a file is locked by a user, it cannot be updated by other users, allowing a
single user or document owner to restrict changes. Only a system administrator, or
the user who has locked the file, can unlock it prior to any updates. File locking is
restricted to users with write access to the file. To unlock the file simply click on the
blue link that says “Unlock.”

When you close the document, it will unlock and be available for other users to
edit. The lock will also expire after a set period (default is 60 minutes unless
otherwise configured otherwise for your application).

3. Remove (and replace):

.
V.

4. Rename

5. Update

From the Home screen or a tracking inbox, open the record to which the scanned
file is attached.

You will see the form associated with the record, including the file information for
your scanned file. From here, you can replace or remove the scanned file by
clicking on either the Replace or Remove links.

To remove the file, click Remove.

If you press the Replace button, you are presented with the option to browse for or
scan a new file to replace the one that was previously saved. Or you can select
Revert to keep the same file that was saved with the record.

Follow the instructions in Adding a Scanned Document to a Record to add a new
scanned document.

Press the Save button when you have finished replacing the scan file.

You can change the document's name. Click Save for your changes to take effect.

When you update a document, a new version is created with a new version
number and that version becomes the current version.
= If a document is currently being edited by another user, some options will
not appear.

WISITS USER GUIDE

99



Wisconsin t 2/5/5

Department of Health Services o) s

| Self-Direct

= To edit a DM document, navigate to the Participant Console containing the
DM document. Locate the DM document element and click on the
attachment icon appearing to the left of the file name to expand. Click Edit.
6. Version
l. To view previous versions, click Versions. The Document Versions window
appears.
Il. If a document has multiple versions and one of the previous versions is restored,
the following occurs:
= A copy of the document is created.
= The copy is given a new version number.
= The copy is given the current version flag, thus becoming the current

version.
Version Name Author Added Actions

1.0 MicroPact Copyright Page.pdf administrator 05/01/2019 10:47 AM EDT [+]

i MicroPact Copyright Page.pdf ~ administrator | 05/01/2019 10:49 AM EDT

Figure 4-96: Document Versioning

Il. To restore a previous version, click the restore to previous version icon that
appears in the “Actions” column. Then, click Ok to confirm.

Document Version: DM File ®

Version Name Author Added Actions

MicroPact Copyright Page.pdf  administrator | 05/01/2019 10:47 AM EDT

(4]
3 MicroPact Copyright Page.pdf administrator 05/01/2019 10:49 AM EDT 1

Are you sure you want to restore
the document to version 1.0

~pea

DM Version box with restore icon and OK button in confirmation message highlighted

Figure 4-97: Restoring Previous Version

4.8.5 Contact Email

Contacts within the system can have multiple email records. Email record types can Primary, Secondary
or Work.

From the Contact record, add Contact Email data.

Note: A Contact must have one Email record added. If a new record is added after an existing Preferred Record
and Preferred Email is change to Yes, the old Preferred Email record will be updated to show the Preferred Email
is No.
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To create a new Contact Email record, follow these steps.

1. Hover over Contact Email and select New Contact Email.

Tracking Inbox » Contacts » Contact Email Listing »
Contacts
N Print csv Column Filters
Contact Addresses + tew &, Prin 8 (OFF)
o records found.
Contact Documents
Contact Email New Contact Email

Contact Phone \

Figure 4-98 New Contact Email

2. Enter required data fields.

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Tracking Inbox » Contacts » MNew Contact Email »
TEEE Email Address Type | Primary E| IR
Contact Addresses Preferred 9@ ves () No
Email Address i
Contact Documents SallyKirkland@yahoo.com (R]

Contact Email Created By

Created Date
Updated By
Updated Date

Contact Phone

Spet Check

Figure 4-99 New Contact Email Record
3. Enter optional data fields as needed.

Tracking Inbox » Contacts » New Contact Email =»
B Workflow Messages ’
Contacts « Email Address format is not valid.
Contact Addresses Email Address Type | Primary E| )
Contact Documents Preferred ._:__. Yes ._:__. No
Contact Email Email Address SallyKirkland@yahoo R
Contact Phone

Figure 4-100 New Contact Email

Note: The email address must be a valid format, or the record cannot be saved.
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4. Click Save. The Contact Email Listing displays.

(/~
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) s

Email Address Type ~ Preferred = Email Address

Contact Documents

Primary Yes

Contact Email

Contact Phone

Tracking Inbox » Contacts » Contact Email Listing »
Contacts
i Column Filters
Contact Addresses & Print Bcsv (OFF) »

SallyKirkland@yahoo.com

Created By

Intake Referral Specialist

Assignment: Intake Referral Specialist

Created Date

Updated By Updated Date

02/08/2017 10:37 AM

Figure 4-101 Contact Email Listing

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

4 8.6 Contact Phone

Contacts within the system can have multiple phone records. Phone record types can be Home, Mobile

or Work.

From the Contact record, add Contact Phone data.

Note: A Contact must have one Preferred Phone record added. If a new record is added after an existing Preferred
Phone and Preferred Phone is change to Yes, the old Preferred Phone record will be updated to show the

Preferred Phone is No.

To create a new Contact Phone record, follow these steps.

1. Hover over Contact Phone and select New Contact Phone.

Tracking Inbox  »

Contacts

Contact Addresses

Contact Documents

Contact Email

Contact Phone

Contacts »

First Name

Last Name

Middle

Suffix

New Contact Phone

e

Sally

Kirklan]

Legal

“\

Figure 4-102 New Contact Phone

2. Enter required data fields.

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's

functionality.
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Tracking Inbox » Contacts » MNew Contact Phone =»
—

Contacts Phone Number Type | Home E| ®
Contact Addresses Preferred ives O no
Contact Documents Phone Number () B (R ]
Contact Email

Created By
Contact Phone Created Date

Updated By

Updated Date

Spel Check

Figure 4-103 New Contact Phone Record
3. Click Save. The Contact Phone Listing displays.

Tracking Inbox  » Contacts » Contact Phone Listing  »
Assignment: Intake Referral Specialist
Contacts
Col Filt

Contact Addresses B Print Ecsv olumn Filters (OFF) »

Phone Number Type ~ Preferred Phone Number Created By Created Date Updated By Updated Date
Contact Documents

Home No (206) 555-9754  Intake.Referral Specialist 02/08/2017 10:49 AM
Contact Emall Mobile Yes (206) 555-0874  Intake Referral Specialist ~ 02/08/2017 10:50 AM  Intake.Referral Specialist ~ 02/08/2017 10:50 AM

Contact Phone

Figure 4-104 Contact Phone Listing

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

4.9 Care Team

The Care Team record for a Participant is a single data record. The Care Team record is used to assign
the Participant’s IRIS Consulting Agency (ICA), Consultant, Fiscal Employment Agency (FEA), Income
Maintenance (IM) agency, Aging & Disability Resource Center (ADRC), and SDPC Nurse depending on
the Participant’s needs.

From the Participant record, add Care Team data.

To edit the system generated Care Team record, follow these steps.

_____________________________________________________________________________________________________|
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1. Click Care Team.

Tracking Inbox  » Participant  »
——————

Participant

Paricipant Stwtus Buckshot, Bob | Status: Draft | MCI:31§
Change Group: Frail Elder | Home Phone Numb

Primary Contact: Cora Buckshot - Spouse/Partner
Participant Status
History

S P o S o

e

Documents
Middle
Care Team
Suffix
Cost Share Ledger as wen_ex_y o]

BACLID 407424

Figure 4-105 New Care Team

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.

2. Select the IRIS Consulting Agency. This selection filters the available IRIS Consultants

Tracking Inbox » Participant » New Care Team »

Participant

. Buckshot, Bob | Preferred Name: | Status: Enrolled | Status Effective Date: 08-03-2017 |

Change MCI:3187431431 | DOB:02-01-1957 | Target Group: Developmentally Disabled | Preferred Phone
Number: (206) 555-9856 | County of Responsibility: Ashland

Eai;g:;’a"t dntits Primary Contact. Cora Buckshot - Spouse/Partner
IRIS Start Date ICA Consultant FEA SDPC Status
Participant Address 07/07/2017 Pending
Participant Phone SDPC Status Effective Date SDPC Nurse Create Work Request
08/10/2017 Create Work Request
Participant Email
Eligibility
IRIS Consulting Agency Connections E| Q
Employment Status
IRIS Consultant Q@ Search Consultant
Financials |C Phone
Participant Contact IC Email
Fiscal Employer Agency E|
Documents
Income Maintenance Agency E|
Care Team
Aging & Disability Resource Center (ADRC) E|

Cost Share Ledger
SDPC Nurse Search SDPC Nurse

Insurance SDPC Nurse Phone

Letter Generation SDPC Nurse Email

Figure 4-106 New Care Team Record

Note 1: If the Participant is part of an SDPC Case, the SDPC Nurse field will be required. The user will
click Search SDPC Nurse and follow same steps used to add the Consultant.

Note 2: A Work Request record can be created from this screen by clicking Create Work Request.

_____________________________________________________________________________________________________|
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3. Click Search Consultant. The Employee Search pop-up window displays.

4. Enter the Employee search criteria.

Employee Search x
First Name  olivia I
Last Name
Job Title Name Phone Number Organization
»  Manager Cook, Olivia (132) 203-3386 Connections

Showing 1 to 1 of 1 entries \

Search Select ?

Figure 4-107 Employee Search Pop-up Window

Note: Only a user with an Administrator role can create an Employee record. If the consultant does not
show in the search results, contact your administrator to create the record.

5. Select the record and click Select.

Note: The system auto-populates the Care Team record with the Consultant’s contact information.

6. Click Save. The Care Team assignments are added.

Tracking Inbox » Participant » New CareTeam »
Participant
Participant Status Buckshot, Bob | Preferred Name: | Status: Enrolled | Status Effective Date: 08-03-2017 | MCI:3187431431 | DOB:02-01-1957 |
Change Target Group: Developmentally Disabled | Preferred Phone Number: (206) 555-9856 | County of Responsibility: Ashland
Primary Contact: Cora Buckshot - Spouse/Partner
Participant Status
History IRIS Start Date ICA Consultant FEA SDPC Status
07/07/2017 Pending
Participant Address -
SDPC Status Effective Date SDPC Nurse Create Work Request
Participant Phone 08/10/2017 Create Work Request
Participant Email
Eligibility IRIS Gonsulting Agency Connections E‘ o
Employment Status IRIS Consuitant Olivia Cook @ Search Consultant
IC Phone (132) 203-3386
Financials }
IC Email test@test.com
Participant Contact Fiscal Employer Agency ILife E‘
Documents Income Maintenance Agency Bad River E‘
Care Team Aging & Disability Resource Center (ADRC)  Bad River Band of Lake Supe E‘
Cost Share Ledger SDPC Nurse Search SDPC Nurse
SDPC Nurse Phone
Insurance
SDPC Nurse Email

Figure 4-108 New Care Team Record

Note 1: The ICA, Consultant, IM and ADRC are required to update the Participant’s status to Referred.

Note 2: After the record is saved, the user can use the Search Consultant button to transfer the Participant
to another consultant.

Note 3: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.
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4.9.1 Care Team Transfers

After a Participant's Care Team has been selected, there may be situations when a transfer of service
may be necessary. Transfers of the Care Team affect the Participant's record in a variety of ways. The
types of transfers are:

B |RIS Consultant Agency (ICA)
B |RIS Consultant (IC)
B Fiscal Employment Agency (FEA)
B SDPC Nurse
The Participant’s status must be Referred, Enrolled or Suspended for a transfer to occur.

From the Care Team record, a user with access can make changes to the Participant’s Care Team.

Tracking Inbox = Participant = Care Team Listing Care Team =

Care Team

Transfer History Buckshot, Bob | Status: Enrolled | MCI:3187431431 | DOB:02-01-1957
Developmentally Disabled | Home Phone Number: (206) 555-8456 | Cou
Primary Contact: Cora Buckshot - Spouse/Partner

ICA Consultant FEA SDPC Status
Connections Consultant, IC ILife Yes
SDPC Nurse Create Work Request
SDPC Operations Create Work Request
IRIS Consulting Agency Connections
IRIS Consultant IC Consultant @
IC Phone (222) 555-1236
1C Email ic.consultant@yahoo.com
Fiscal Employer Agency ILife
Income Maintenance Agency Morthern = (R}
Aging & Disability Resource Center (ADRC)  ADRC of the North {Ashland, T 0
SDPC Nurse SDPC Operations
SDPC Nurse Phone (123) 456-7899
SDPC Nurse Email success@simulator amazonses.com

Figure 4-109 Care Team Record

To transfer a Participant to a different ICA, IRIS Consultant, FEA, or SDPC Nurse, follow these steps:

1. Navigate to the Participant’'s Care Team record.

To change the ICA

Note: An ICA can be transferred only if;

- Participant Status is Referred, Enrolled or Suspended.

_____________________________________________________________________________________________________|
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- The ICA can be updated without a Transfer if the Participant status is Draft.

2. Click Transfer to the right of the ICA data field. The ICA Transfer pop-up window displays.

ICA Transfer

ICA Transfer

Status Draft

Transfer Type ICA Transfer

Transfer From Connections

Transfer To E‘ ®
Time Frame E‘ ®

Reason For Transfer

Transferred Date

Participant ID Buckshot, Bob - 3187431431 [0 E TR

MCI ID 3187431431
Participant Name Buckshot, Bob

Figure 4-110 IC Transfer Pop-up Window
3. Enter the required and optional data fields and click Save.

Note: Transferring the ICA will end the current Enroliment Segment (see section 5.5 Enroliment
Segments).

When updating the Time Frame, note that FEA and ICA Transfers can be backdated.

If there are no other transfers, click Save on the Care Team record or continue below.

ICA and FEA Transfers can be retracted, please reach out to a DHS Administrator for assistance.

To change the IRIS Consultant

Note: The IRIS Consultant can be updated without a Transfer if the Participant status is Draft.

1. Click Transfer to the right of the IRIS Consultant data field. The Consultant Transfer pop-up
window displays.

IC Transfer

IC Transfer

Status Draft
Transfer Type IC Transfer
Transfer From IC Consultant
-
IRIS Consultant ()
Time Frame E‘ o

Reason For Transfer

Transferred Date

Participant ID Buckshot, Bob - 3187431431 [ 20 E T

MCI ID 3187431431
Participant Name Buckshot, Bob

Figure 4-111 IC Transfer Pop-up Window
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2. Click Search Consultant. The Employee Search pop-up displays.

Employee Search x

First Name ic

Last Name
Record limit is 50
* Job Title Name Phone Organization
Number
»  Consultant Consultant, IC (222) 555-1236  Connections
Showing 1 to 1 of 1 entries \

Search Select (

Figure 4-112 Employee Search Pop-up Window

3. Enter the search criteria and click Search.
4. Click on the employee record and click Select. The search pop-up window closes.

5. If there are no other transfers, click Save on the Care Team record or continue below.

To change the FEA

Note: An FEA can be transferred only if:
- Participant Status is Enrolled or Suspended.

- The FEA can be updated without a Transfer if the Participant status is Draft or Referred.

1. Click Transfer to the right of the Fiscal Employment Agency data field. The FEA Transfer pop-up
window displays.

Enter the required and optional data fields.

When updating the Time Frame, note that FEA and ICA Transfers can be backdated.

FEA Transfer

Status Draft

Transfer Type FEA Transfer

Transfer From ILife

Transfer To E‘ @
Time Frame E‘ 'R

Reason For Transfer

Transferred Date

Participant ID Buckshot, Bob - 3187431431 [ E e

MCI ID 3187431431
Participant Name Buckshot, Bob

Figure 4-113 FEA Transfer Pop-up Window
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4. |f there are no other transfers, click Save on the Care Team record or continue below.

5. ICA and FEA Transfers can be retracted, please reach out to the DHS Administrators for
assistance.

Note: Transferring the FEA will assign the new FEA to the record and the existing FEA will also retain
access for 30 days. Alerts go to the FEAs to inform them of the updates.

To change the SDPC Nurse

Note: An SDPC Nurse can only be transferred if the SDPC status is Pending, Yes or Suspended and the
May Not Be Assigned to another RN equals No

1. Click Transfer to the right of the SDPC Nurse Data field. The SDPC Nurse Transfer pop-up
window displays.

SDPC Nurse Transfer

SDPC Nurse Transfer

Status Draft

Transfer Type SDPC Nurse Transfer

Transfer From SDPC Operations

SDPC Nurse L&)

Time Frame E‘ (R}

Reason For Transfer

Transferred Date

Participant ID Buckshot, Bob - 3187431431 [0 zC i ool

MCI ID 3187431431
Participant Name Buckshot, Bob

Figure 4-114 SDPC Nurse Transfer Pop-up Window
2. Click Search SDPC Nurse. The Employee Search pop-up displays.

Employee Search x

First Name | SDPC

Last Name | Nursel “

Record limit is 50

* Job Title Name Phone Number Organization

* SDPC Nurse Nursel, SDPC (984) 096-8798 SDPC - OA

Showing 1 to 1 of 1 entries \

Search Select (

Figure 4-115 SDPC Employee Search Pop-up Window
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3. Enter the search criteria and click Search.
4. Click on the employee record and click Select. The search pop-up window closes.
5. Click Save on the Care Team record.

4.9.2 Participant Care Team Transfer History
This is a single record that tracks all transfer details of the Care Team for a Participant.

T

Transaction Transaction Ii:""'m Schedulad Transfar Transfar Transfarred Transfar :Mr_lis Retracted Redraction Creatad Craated Ulpdated Updatad
Status - Type = - ata ~ From -~ Ta~ Tiate = 7| Reason -~ St N Tiate = Pl ~ it ~ Fiy ~ Dt =
Proceszed LA Tranafer Backdate na2023 Conrzctions  THMG 10052023 teat transfer Ho Ves 1080512023 rclanahsn V052023 rolsnehan 101052023
Processad FEA Transfar Backdats 0500172023 LIFE Itlir;ieperder\:e 10032023 a5t Ha Ve 10M32023 relanahan 10032023 relanahan 102023

Figure 4-116 Care Team Transfer History

4 .9.3 ICA and FEA Transfer Retractions

ICA and FEA Transfers can be retracted, please reach out to the DHS Administrators for assistance

O MyAccours w8 ChangsRele  [35ignOut @ Help
HOME TRACKING INBOX SEARCH REPORTING ADMINISTRATION CONFIGURATION APPLICATION MANAGER o
Tracking Inbox » ICA Transfer
ICA Transfer Assignments
Status Processed
Transfer Type ICA Transfer
Transfer From ™G
Transfer To First Person Care Consultants
Time Frame Immediate

Transferred Date

Is Retracted
Retraction Date

Reason For Transfer  fest

Participant ID Johnson, Johnny - 3410107932 View Parficipant
MCIID 3410107932

Parlicipant Name Jahnsen, Johnny

MMIS Error Ves

10/20/2023

Retract Transfer
Created By debbie jones
Created Dale 10/20/2023 08:56 AM
Updated By debbie jones
Updated Date 10/20/2023 08:57 AM

Figure 4-117 ICA and FEA Transfer Retraction Button

4.10 Cost Share Ledger

NOTE: Cost Share Ledger is currently under development and will be available at a future date.

The Cost Share Ledger is a single record that displays the totals of a Participant’s Cost Share. The Cost
Share Ledger keeps track of how participants are doing with their cost share payments. They can be
ahead, caught up, or behind.

_____________________________________________________________________________________________________|
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No one participant who has cost share necessarily has the same cost share amount as another
participant. As Bill amounts and Payment amounts are added for the Participant, the Ledger displays
updates the latest Cost Share details.

A monthly file from MMIS indicates a participant's Cost Share amount for the month in which the file is
generated, it also provides the preceding 4 months, and the following month. WISITS uses the
information in this file to update Cost Share. When processed it will delete the file. WISITS updates Cost
Share Waiver type, Effective Date and Amounts (if different from MMIS Cost Share file WISITS
consumes the historical cost share and process in oldest date order for each entry in the MMIS Cost
Share File).

As mentioned above, in total 6 months of cost share data for each Participant with a Cost Share is
included in the MMIS file each month (using the same values that were included in the past in the daily
Waiver Member extract). The MMIS Cost Share extract data includes two Participant group types (B and
B+). Group A participants have $0 Cost Share.

Cost Share Type Cost Share Amount WISITS Result for Group and
Cost Share Amount

Null Null A/$0

Null >$0 B/Amount reported (>0)

B/B+ >$0 Type Reported/Amount
Reported

B/B+ Null Type Reported/$0

A =$0 A/$0

B/B+ =$0 ;I'g(;))e reported/Amount reported

To view this in WISITS go to Participant > Cost Share Ledger Listing> Cost Share Ledger.

_____________________________________________________________________________________________________|
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Tracking Inbox » Participant » Cost Share Ledger Listing » Cost Share Ledger » Assignment: Administrator]
Cost Share Ledger
Cost Share Buckshot, Bob | Preferred Name: | Status: Enrolled | Status Effective Date: 08-03-2017 | MCI:3187431431 |

DOB:02-01-1957 | Target Group: Developmentally Disabled | Preferred Phone Number: (206) 555-9856 |
County of Responsibility: Ashland
Primary Contact: Cora Buckshot - Spouse/Partner

@R Printer Friendly Format

IRIS Start Date ICA Consultant FEA SDPC Status
07/07/2017 Connections Cook, Olivia ILife Pending
SDPC Status Effective Date SDPC Nurse Create Work Request
081012017 Create Work Request
Effective Start (mm/ddyyyy)
Date
Effective End (mm/ddiyyyy)
Date

Search/Refresh

Show 10 E| entries

Transaction Effective Check No./Money Cost Share Payment Plan Cost Share Cost Share
Type Date v Order No. Amount Amount Paid Balance
Payment 02/21/2017 1321 50 150
Payment 02/21/2017 5462 50 100
Bill 02/01/2017 200 200

Showing 1 to 3 of 3 entries

Figure 4-118 Cost Share Ledger

4101 Cost Share

NOTE: Cost Share Ledger is currently under development and will be available at a future date.

The Cost Share records are added and used to update the Cost Share Ledger.
From the Participant > Cost Share Ledger record, add Cost Share data.

To create a new Cost Share record, follow these steps.
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1. Hover over Cost Share and select New Cost Share.
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Tracking Inbox  »

Participant » Cost Share Ledger Listing »

Cost Share Ledger »

New Cost Share  »

Cost Share Ledger

Cost Share

Buckshot, Bob | Preferred Name: | Status: Enrolled | Status Effective Date: 08-03-2017 | MCI:3187431431 |
DOB:02-01-1957 | Target Group: Developmentally Disabled | Preferred Phone Number: (206) 555-9856 |
County of Responsibility: Ashland

Primary Contact: Cora Buckshot - Spouse/Partner

IRIS Start Date ICA Consultant FEA SDPC Status
07/07/2017 Connections Cook, Olivia ILife Pending
SDPC Status Effective Date SDPC Nurse Cost Share Amount (Current Payment Plan Amount (Current Cost Share Balance (To Current
081012017 Month) Menth) Date)
0.00 0.00 100.00

Create Work Request

Create Work Request

Cost Share Type

tle
Date Due (mmiddiyyyy)
Date Paid (mmiddiyyyy)
Check or Money Order Number

Cost Share Amount

Payment Plan Amount

Cost Share Paid

Reversed Record 1D

Figure 4-119 New Cost Share

2. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.

Tracking Inbox » Participant » Cost Share Ledger Listing » Cost Share Ledger » MNew Cost Share »

Cost Share Ledger

Buckshot, Bob | Status: Referred | MCI:318743143
Home Phone Number: (206) 555-8456 | County of

Primary Contact: Cora Buckshot - Spouse/Partner

Cost Share

ICA Consultant FEA
DHS ICA Agency Shefford, Judy ILife
Cost Share Balance (To Current  Create Work Request

Date)

00 Create Work Request
* Cost Share Type Bill E| Q@

Date Due 02/01/2017 (mmiddiyyyy) @

Cost Share Amount 200.00] (R ]

Payment Plan Amount

Figure 4-120 New Cost Share (Bill) Record
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Tracking Inbox

Participant =

Cost Share Ledger Listing » Cost Share Ledger » MNew Cost Share »

Cost Share

Cost Share Ledger

Buckshot, Bob | Status: Referred | MCI:3187431431
Home Phone Number: (206) 555-8456 | County of R|

Primary Contact: Cora Buckshot - Spouse/Partner

(/~

SRS
) s

ICA

Cost

—

DHS ICA Agency

Date)
200.00

Cost Share Type

Consultant

Shefford, Judy

Share Balance (To Current

Create Work Request

Create Work Req uest

Date Paid 02/21/2017 (mm/ddfyyyy) @
Check or Money Order Number | 4324 @
Cost Share Paid 50.00 Q@

FEA
ILife

o

Figure 4-121 New Cost Share (Payment) Record

3. Enter optional data fields as needed.

4. Click Save. The Cost Share Ledger displays.

Tracking Inbox » Participant » Cost Share Ledger Listing » CostShare Ledger = Cost Share Listing » Assignment: No Assignmer]
Cost Share Ledger
Cost Share Buckshot, Bob | Status: Referred | MCI:3187431431 | DOB:02-01-1957 | AGE:60 | Target Group: Frail Elder |
Home Phone Number: (206) 555-8456 | County of Residence: Ashland
Primary Contact: Cora Buckshot - Spouse/Partner
IcCA Consultant FEA Create Work Request
DHS ICA Agency Shefford, Judy ILife Create Work Request
== Hew & Print BEjcsv Column Filters (QFF) #
Check or Cost
?osl Sha"i Date Due = Date Paid  Money Order Erzilimme | Banren Share L Created Date g |l Reversed [ )
ype Amount Plan Amount 3 By By Date Record ID
Number Paid
Bill 02/01/2017 200.00 sgiordano  02/21/2017
03:57 PM
Payment 02/21/2017 1321 50.00 sgiordano  02/21/2017
03:59 PM
Payment 02/21/2017 5462 50.00 sgiordano  02/21/2017
04:01PM

Figure 4-122 Updated Cost Share Ledger

Note: As Payments are entered, the Bill record is updated to show an updated balance. Prior payments
and bill amounts can be adjusted as appropriate and WISITS will reflect the updated balance.
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5. Click on Cost Share to view the Cost Share Listing.

Tracking Inbox _» Participant » Cost Share LedgerListing » Cost Share Ledger » Cost Share Listing » Assignment: No Assignment

Cost Share Ledger

Cost Share Buckshot, Bob | Status: Referred | MCI:3187431431 | DOB:02-01-1957 | AGE:60 | Target Group: Frail Elder |
Home Phone Number: (206) 555-8456 | County of Residence: Ashland

Primary Contact: Cora Buckshot - Spouse/Partner

IcA Consultant FEA Create Work Request
DHS ICA Agency Shefford, Judy Life Create Work Request
4 New  EPint  EECSV  ColumnfFiters (OFF) b

Check or Cost
?"“ Share, [ tc Due % Date Paid® |Monay Ordar gﬂ:r:"““’ ';:’ﬂ"':“:"":oum G | S5 et i | g:;’:“’d Reversed szzz;sd"l‘:)
ype Number Paid By By
Bl 02/01/2017 20000 sgiordano  02/21/2017
0357 PM
payment 02/21/2017 1321 5000  sgiordano 02/21/2017
0359 PM
payment 02/21/2017 5462 5000  sgiordano 02/21/2017
0401 PM

Figure 4-123 Cost Share Listing

6. Click on and open the Bill record. The Cost Share Balance has been updated to show the
payments amounts made to date.

Tracking Inbox » Participant » Cost Share Ledger Listing = Cost Share Ledger » Cost Share Listing » Cost Share =» Assignment: No Assignment]

Cost Share

Buckshot, Bob | Status: Referred | MCI:3187431431 | DOB:02-01-1957 | AGE:60 | Target Group: Frail Elder |
Home Phone Number: (206) 555-8456 | County of Residence: Ashland

Primary Contact: Cora Buckshot - SpousefPartner

@ Printer Friendly Format

IcA Consultant FEA Cost Share Amount (Current Payment Plan Amount (Current
DHS ICA Agency Shefford, Judy ILife Month) Month)
200.00 .00

Cost Share Balance (To Current Create Work Request
Date)

100.00 Create Work Request

Cost Share Type Bill @
Date Due 02/01/2017 (mm/ddyyyy) @
Cost Share Amount 200.00 Q@

Payment Plan Amount

Figure 4-124 Updated Cost Share Balance

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

4 .11 Insurance

The Insurance records are used to track data for the type of insurance a Participant will use while
participating in the IRIS program. Participants can have private and/or Medicare insurance records and
depending on the selected insurance type, different data is captured for each. Medicare insurance
includes parts A — D and this data is used to determine data tracking needs elsewhere in the system.

From the Participant record, add Insurance data.

To create a new Insurance record, follow these steps.
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1. Hover over Insurance and select New Insurance.

Tracking Inbox » Participant » Insurance Listing » Assignment: No Assignmen)|
Participant
Participant Status Buckshot, Bob | Preferred Name: | Status: Enrolled | Status Effective Date: 08-03-2017 | MC1:3187431431 |
Change DOB:02-01-1957 | Target Group: Developmentally Disabled | Preferred Phone Number: (206) 555-9856 | County
of Responsibility: Ashland
:g‘igam S Primary Contact Cora Buckshot - Spouse/Partner
IcA Consultant FEA SDPC Status SDPC Status Effective Date
Participant Address Connections Cook, Olivia ILife Pending 08/10/2017
Participant Phone SDPC Nurse Create Work Request
Participant Email Create Work Request
Eligibility
Finandials New aPrint Bcsv Column Filters (OFF) b
Participant Contact Insurance s Private Insurance Policy Number Medicare Part  Effective End Date Created Created Date Updated By Updated Date
Type Company Date
Documents Medicare <A 02/06/2015  04/30/2017 JudySheff 022172017 04:14  ic.consultant 05/04/2017 10:24
B PM
Care Team :
Private RCBS 45631RGSA451 06/01/2015 JudySheff  02/21/2017 0415
Insurance New Insurance P
Letter Generation \
Case Notes

Figure 4-125 New Insurance

2. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.

Tracking Inbox » Participant » New Insurance »
Participant
Participant Status Buckshot, Bob | Preferred Name: | Status: Enrolled | Status

Change DOB:02-01-1957 | Target Group: Developmentally Disabled | H
County of Responsibility: Ashland

Ea;g:;)a"t B Primary Contact: Cora Buckshot - Spouse/Partner

ICA Consultant FEA
Participant Address Connections Cook, Olivia ILife
Participant Phone SDPC Nurse Create Work Request

Create Work Request
Participant Email
Eligibility
Insurance Type E‘ Q

Finandials
Name of Private Insurance Company
Participant Contact
Policy Number /
R Medicare ID Edit
e T Medicare Part No Oa
Os
C
Insurance
Ob
Letter Generation Effective Date (mm/dd )
Case Notes -
End Date (mm/dd/yyyy)

Figure 4-126 New Medicare Insurance Record
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Tracking Inbox » Participant » MNew Insurance
Participant
Participant Status Buckshot, Bob | Status: Referred | MCI:3187431431 | D
Change Phone Number: (206) 555-8456 | County of Residence:
Primary Contact: Cora Buckshot - Spouse/Partner
Participant Address
ICA Consultant
Participant Phone DHS ICA Agency Shefford, Judy
Participant Email
Eligibility Insurance Type E‘ IR
Participant Contact Name of Private Insurance Company @
BrammE Policy Number
Care Team Effective Date (mmddiyyyy)
Insurance End Date (mmiddiyyyy)
Figure 4-127 New Private Insurance Record
3. Enter optional data fields as needed.
Note: It is recommended to enter as many data fields as possible.
4. Click Save. The Insurance Listing displays.
Tracking Inbox » Participant » Insurance Listing » Assignment: No Assignmen!
Participant
Participant Status Buckshot, Bob | Preferred Name: | Status: Enrolled | Status Effective Date: 08-03-2017 | MCI:3187431431 |
Change DOB:02-01-1957 | Target Group: Developmentally Disabled | Preferred Phone Number: (206) 555-9856 | County
) of Responsibility: Ashland
:aig‘u‘r';’a"‘ s Primary Contact: Cora Buckshot - Spouse/Partner
ICA Consultant FEA SDPC Status SDPC Status Effective Date
Participant Address Connections Cook, Olivia ILife Pending 081102017
Participant Phone SDPC Nurse Create Work Request
Participant Email
Eligibility
Financials +=New Eaprint Bcsv Column Filters (OFF) #
(e st I_Il:;s‘;;rance 5 Z:;i:;;surance Policy Number M:dicara [Fp: [E):‘e:live End Date grealad Created Date Updated By Updated Date
Lestnns Medicare . A 02/06/2015  04/30/2017 JudySheff 02/21/2017 04:14  ic.consultant 05/04/2017 10:24
«B P
Care Team
Private BCBS 45631RGSA451 06/01/2015 JudySheff  02/21/2017 04:15
Insurance Pl
Letter Generation
Case Notes

Figure 4-128 Insurance Listing

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.
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4 .12 Letter Generation

The Letter Generation record is created when a user needs to create a letter to the Participant, a
Participant Contact, or another recipient on the Participant’s behalf.

The user has the ability to select the type of letterhead for the correspondence and choose a template
that is pre-populated with standard content for the letter type. The user can edit the template and preview
the letter before finalizing the letter.

Once a letter has been generated, the system saves the new letter to the Documents folder.
From the Participant record, add Letter Generation data.
To create a new Letter Generation record, follow these steps.

1. Hover over Letter Generation and select New Letter Generation.

Tracking Inbox » Participant » Letter Generation Listing »
Participant
Participant Status Buckshot, Bob | Preferred Name: | Status: Enrolled | Status Ef

Change DOB:02-01-1957 | Target Group: Developmentally Disabled | Pr{
of Responsibility: Ashland

E?;:Lcrisant i Primary Contact: Cora Buckshot - Spouse/Partner

ICA Consultant FEA
Participant Address Connections Cook, Olivia Life
Participant Phone SDPC Nurse Create Work Request
Participant Email Create Work Request
Eligibility
Finandials 4-New I Print Bcsv Column Filters (OFF) B

Participant Contact No records f[\

Documents
Care Team
Insurance

Letter Generation MNew Letter Generation h

Case Notes

Figure 4-129 New Letter Generation

2. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.

_____________________________________________________________________________________________________|
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Tracking Inbox » Participant » MNew Letter Generation »
Participant
Participant Status Buckshot, Bob | Status: Referred | MCI:3187431431 | DOB:02
Change Home Phone Number: (206) 555-8456 | County of Residence
Primary Contact: Cora Buckshot - Spouse/Partner
Participant Address
ICA Consultant
Participant Phone DHS ICA Agency Shefford, Judy
Participant Email
Eligibility Recipient Type Contacts E| (R]
Participant Contact Contact Buckshot, Cora E| ®
Documents
First Name Cora
Care Team Last Name Buckshot
: Street 1 20 Winchester St
nsurance Street 2
Letter Generation 7P Code 54806
Motes City Ashland
State Wisconsin
Letterhead CONNECTIONS _Letterhead_ E| @
Letter Signature_Reminder_Letter E| (R]

Figure 4-130 New Letter Generation Record

C
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Note 1: If Recipient Type is Participant or Contact, the system will auto-populate the residence

(Participant) or primary (Contact) address into the corresponding name and address fields.

Note 2: The Participant must have a Residence type address.

3. Enter optional data fields as needed.
Click Preview (or go to step 7 if Preview is not necessary). The Opening Letter pop-up window

displays.

7

Opening GENERATED_Signature_Reminder_Letter.PDF

=5

You have chosen to open:

“L GEN ERATED Signature_Reminder_Letter.PDF

which is: Adobe Acrobat Document (155 KB)
from: https://etkdev.wisits.org

What should Firefox do with this file?

D nwnh Adobe Acrobat (default)

() SaveFile

Do this automatically for files like this from now on.

| ok

| | cancel |

Figure 4-131 Opening Letter Pop-up Window

Note: The Opening Document pop-up window’s field Open With... option defaults to the saved Letter PDF

file type.
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5. Select Open With... to preview the letter.

CONNECTIONS

YOUR VISION. YOUR PATH. YOUR PARTNER.

I infinite possibilities NN

February 23, 2017

Cora Buckshot

20 Winchester St

Ashland, Wisconsin 54806

RE: Individual Supports and Services Plan Signature Page for Cora Buckshot
Dear Cora Buckshot:

Thank you for choosing IRIS and the TMG IRIS Consultant Agency.

We have not received a signed signature page for your Individual Supports and Services Plan.
Your signature is needed to authorize the goods and services you wanted on your Individual

Supports and Services Plan. It is also important to sign the signature page to make sure your
.r"pn.f‘p & e PR «-"%“ . ¥ s &

Figure 4-132 Letter Preview
Close the Preview window.
Click Generate Document. The New Document Generated message displays.
Click OK.

New Document has been successfully generated.

Figure 4-133 New Document Generated Message

Click Documents from the left navigation menu.

~/
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RIS

Include, Respect,
| Self-Direct

Tracking Inbox » Participant » Documents Listing » Assignment:

Participant

Participant Status
hange Phone Number: (206) 555-8456 | County of Residence: Ashland

Primary Contact: Cora Buckshot - Spouse/Partner
ICA

Participant Address

Consultant FEA Create Work Request

Participant Phone DHS ICA Agency Shefiord, Judy ILife

Participant Email

Eligibility

=+ New & Print

Column Filters (OFF) B

Ecsv

Participant Contact

: Intake

Buckshot, Bob | Status: Referred | MCI:3187431431 | DOB:02-01-1957 | AGE:60 | Target Group: Frail Elder |

Create Work Request

Care Team
Insurance

Letter Generation

Document Name

@
GENERATED_Signature_Reminder_Letter pdf

Document

Date Type

Category

02/23/2017 Correspondence Correspondence

“\

Created

Source Comments Created By Date

Intake Referral Specialist 02/23/2017
11:10 AM

Updat
By

WISITS USER GUIDE

Figure 4-134 Document Listing
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10. From the Document listing screen, click the file link to Open and Print the new letter or click the
Document record row to open the document record and add more details for the document.

=+ New M, Print Ecsv Column Filters (OFF) »

Document Name gg::;.lment Category Type Source Comments C
r B 02/23/2017 Correspondence Correspondence In|
GENERATED_Signature_Reminder_Letter pdf \

Click the file link to
open the document

Click the Document row to
open the document record

Figure 4-135 View Document or Document Record

11. From the Document listing screen, click the file link to Open and Print the new letter or click the
Document record row to open the document record and add more details for the document.

Tracking Inbox » Participant » Documents Listing » Documents =

Documents

Buckshot, Bob | Status: Referred | MCI:3187431431 | DOB:0!
Elder | Home Phone Number: (206) 555-8456 | County of Res

Primary Contact: Cora Buckshot - Spouse/Partner

ICA Consultant FEA
DHS ICA Agency Shefford, Judy ILife

Document Name ¢ GENERATED_Signature_Reminder_Letterpdf [ Replace] @

Document Date | ppja3/2017 (mmiddiyyyy) @

Category Correspondence E| R
Type Correspondence E| (R]
Source

Comments This is first reminder

Created By Intake.Referral.Specialist

Created Date 02/23/2017 11:10 AM

Updated By

Updated Date

Spet Check

Figure 4-136 Document Record

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.
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4.13 Case Notes

The Case Notes records are for users to provide IRIS and SDPC case related notes for a Participant’s
main record. There are many distinct types of Case Notes. To add Case Notes, go to the Participant
page and select the Case Notes Sub Tab on the Left Navigation.

Case Note Category Types and Case Note Type options in the dropdown listings are only available to
users with role-based permissions to them. For example, if the user does not have access to IRIS Note
Types the option to select IRIS Note Types will not appear in the drop-down listing.

From the Participant record, add Case Notes data.
To create a new Case Notes record, follow these steps.

1. Hover over Case Notes and select New Case Notes.

Tracking Inbox » Participant » Case Notes Listing »

Participant
Participant Status Buckshot, Bob | Status: Enrolled | MCI:3187431431 | DOB:02
Change Target Group: Developmentally Disabled | Preferred Phone Nj

County of Residence: Ashland

e Primary Contact: Cora Buckshot - Spouse/Partner

Participant Phone ICA Consultant FEA SDPC Status
Connections Consultant, IC ILife No
Participant Email
SDPC Nurse Create Work Request
Eligibility SDPC Nurse.sg Create Work Request
Employment Status < | 1 ’
Finandals
Participant Contact == New &, Print Bcsv Column Filters (OFF) #
No records fo

Documents
Care Team
Insurance

Letter Generation /

Case Notes New Case Notes

Figure 4-137 New Case Notes
2. Enter required data fields.

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

_____________________________________________________________________________________________________|
WISITS USER GUIDE 122



Wisconsin t 2/5/5

Department of Health Services o) s
| Self-Direct
Tracking Inbox » Participant » New Case Notes »
Participant
Particpant Status Buckshot, Bob | Status: Enrolled | MCI:3187431431 | DOB:02-01-1957 |
Change Target Group: Developmentally Disabled | Preferred Phone Number: (2(
, County of Residence: Ashland
Participant Address Primary Contact: Cora Buckshot - Spouse/Partner
P B ICA Consultant FEA SDPC Status SDF
Connections Consultant, IC ILife No LEEL
ez Bl SDPC Nurse Create Work Request
Eligibility SDPC Nurse.sg Create Work Request
Employment Status af W |+
Finandials Case Note Category IRIS Note Types E‘ Qo
Participant Contact Case Note Type Routine Contact Activities E‘ Qo
Documents Case Note Date 0511612017 (mmiddlyyyy) @
Care Team Communication Type Phone E‘ =)
Insurance Location ICA-Staff Home Office E‘ Q
Letter Generation Discussed Progress Towards Achieving Goals © Yes ©) No
Case Notes Case Note Text Reached out to Participant for additional details needed for
enrollment
Enrollment Segment Q@
Documents Browse
Figure 4-138 New Case Notes Record
Note: The Case Note Date cannot be a future date.
3. Enter optional data fields as needed.
4. Click Save. The Notes Listing displays.
Tracking Inbox » Participant » Case Notes Listing » Assignment: No Assignn
Participant
Participant Status Buckshot, Bob | Status: Enrolled | MCI:3187431431 | DOB:02-01-1957 | AGE:60 | Target
Change Group: Developmentally Disabled | Preferred Phone Number: (206) 555-9856 | County of
; Residence: Ashland
AT U s Primary Contact: Cora Buckshot - Spouse/Partner
Participant Phone ICA Consultant FEA SDPC Status SDPC Status Effective Date
Connections Consultant, IC ILife No
Participant Email
SDPC Nurse Create Work Request
Employment Status
Financials
= New & Print Ecsv Column Filters (OFF) #
Participant Contact o
g:f:u'::’y" + Case Note Type g:t’: LB ?;::’“““"“'“" Location Created By Created Date
Documents
IRIS Note Types Routine Contact 05/16/2017 Phone ICA-Staff Home IntakeSpecialist 05/16/2017 10:47
Care Team Activities Office AM
Insurance
Letter Generation
Case Notes Powered by entellitrak® [

Figure 4-139 Case Notes Listing
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Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.
Note 2: At the top of the custom Case Notes listing the CSV button can be clicked and a csv is
downloaded for the user to edit and manipulate as an excel spreadsheet.

4.14 Participant Journal

The Participant Journal was used to track the various aspects of the Participant’s situation, including their
health and safety, transportation needs, employment, living arrangements, relationships, and
membership within their community. The Participant Journal cannot be edited or deleted. To update the
Plan’s Outcome and Strategy, the user must create a new Participant Outcome and Strategy to replace
the Plan’s old Participant Journal’'s Outcome and Strategy.

See section 4.15.1 Participant Outcome and Strategies for more information about those records.
To view an existing Participant Journal record, follow these steps.

1. Select Participant Journal.

Eligibility Health and Safety Relationships

Show 5 v  entries
Employment Status

Financial ls Journal Date

Participant Contact

Journal Date: 08-26-2017
Created By: administrator
Annual Review: No

Person's Comments

Observations

Plan Outcome:" My independent life depends on my health. I will maintain my health and mental Status:Maintaining
health.”
SDPC Information

Figure 4-140 Participant Journal

2. The existing historical information is displayed.

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

4.14 1 Participant Outcome and Strategies

The Participant Outcome and Strategies records are used to capture the Participant’s intentions while
enrolled in the IRIS program. The outcome and strategy records are used to create the Plan’s
Outcome/Strategy and Authorization records. (See section 4.16 Plan.)

If a change is needed to one of these records, the user will need to select the record and make the
desired changes. The system will copy recent Outcomes and Strategies that are not in “Abandoned”
status and the user can make changes to the copied records.

From the Participant > Participant Outcome, add Participant Outcome data.

To create a new Participant Outcome record, follow these steps.
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1. Hover over Participant Outcome and select New Participant Outcome.

Tracking Inbox » Participant » New Participant Outcome =

Participant

| Preferred Name: | Status: Enrolled | Status Effective Date: 09/18/2009

Participant Status

Change Number: | | County of Responsibility: Milwaukee
Primary Contact Irina Zinchenko - Caregiver
Participant Status
History ICA Consultant FEA
T™MG _ iLIFE
MCI History
Create Budget Amendment Request Create One Time Expense Request

FeRIE A Request Budget Amendment Request One Time Expense

Participant Phone

Participant Email Domain e
EiDih Details
R Goal / Outcome Title .
e Goal / Outcome
Financials
Participant Contact
(R}
Documents .
Priority e
Care Team

Ensuring health and safety, building positive relationships, and having control of, and access to, transportation
Cost Share Ledger must be assessed when developing all long-term care related outcomes related to the participant's

living arrangement, community integrated employment, and community inclusion.
Insurance

Did you assess Health and Safety? OYes ONo @
Letter Generation

Did you assess Transportation Needs? OYes ONo @
Case Notes Did you assess Building Positive Relationships? O Yes O No @

Figure 4-141 New Participant Outcome

2. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.

_____________________________________________________________________________________________________|
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Domain Health and Safety @
Details Does the person have a primary care physician or need assistance to obtain one? Does the person need assistance getting to the ph

Does the person have concerns for his/her safety? Is there a concern or need specific to the individual's disability?

Document the strengths, challenges, and strategies discussed with the person regarding this domain. Indicate if they have an outcom
that outcome is. Document if the outcome is immediate, long term, something they'd like to consider in the future, etc.

Goal / Outcome Title " My independent life depends on my heal-78681239 [

Goal / Qutcome "My independent life depends on my health. | will maintain my health and mental health.” @
Status Maintaining

Status Change to: v

Priority Immediate v | @

Ensuring health and safety, building positive relationships, and having control of, and access to, transportation
must be assessed when developing all long-term care related outcomes related to the participant’s
living arrangement, community integrated employment, and community inclusion.

Did you assess Health and O ves ON
Safety? es °@
Did you assess Transportation () yes O No @
Needs?

Did you assess Building Positive () yes O No @
Relationships?

Figure 4-142 New Participant Record
3. Enter optional data fields as needed.

Note: It is recommended to enter as many data fields as possible.

4. Click Save. The Participant Strategy tab displays.

HOME TRACKING INBOX SCAN SEARCH REPORTING ADMINISTRATION
Tracking Inbox » Participant » Participant Qutcome Listing = Participant Outcome =
Participant Qutcome
Participant Strategy | Preferred Name: | Status:
Number: | County of Responsil
Outcome Status Primary Contact: Irina Zinchenko - Caregiver
History
ICA Consultant

Figure 4-143 Participant Outcome
5. Hover over Participant Strategy and select New Participant Strategy.
6. Enter required data fields.

_____________________________________________________________________________________________________|
WISITS USER GUIDE 126



Wisconsin t RIS

Department of Health Services ) s
Create Budget Amendment Request Create One Time Expense Request
Request Budget Amendment Request One Time Expense

Strategy Title 'R

Strategy
R

Created By

Created Date

Updated By

Updated Date

Figure 4-144 New Participant Strategy
7. Click Save. The Participant Strategy displays.

HOME TRACKING INBOX SCAN SEARCH REPORTING ADMINISTRATION CONFIGURATION Q

Tracking Inbox » Participant » Participant Qutcome Listing = Participant Outcome =*  Participant Strategy Listing  »

Participant Cutcome

Participant Strategy | Preferred Name: | Status: Enrolled | Status Effective Date: 09/18/2009 |
Number: | County of Responsibility: Milwaukee
Outcome Status Primary Contact:
History
ICA Consultant FEA
™G iLIFE
Create Budget Amendment Request Create One Time Expense Request

Request Budget Amendment Request One Time Expense

4 New l!IF'rint ! CSV  Column Filters (OFF) »

Strategy Title < Strategy >
» Participant will continue her Participant will continue her regular visits to her doctors. Participant will continue her regular visits to her
regular vi-78681240 psychiatrist. Participant will take her medications according to schedule.

Figure 4-145 Participant Strategy Listing

Note 1: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.
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4.15 Plan

A participant in the IRIS program is given a current year Plan which includes desired outcomes with
strategies to achieve these outcomes. Specific services are ordered and supplied to the participant
coinciding with the strategies for the desired outcome. These services have a cost and a specific
timeframe to be administered and fall within a total plan amount that is allocated for that participant for
that plan year. A plan is renewed on a yearly basis. Analysis is performed and services (authorizations)
may change throughout the year and possibly when a new plan year starts. It is dynamic, based on the
needs, outcomes and strategies, and available funds of the participant.

The Plan screen displays an expanded banner with Plan totals, in addition to the Participant’s banner
data (see Table 4-1 Participant Banner Data), it includes the following:

Table 4-3 Expanded Plan Banner Data

m ICA B Consultant B FEA

B [RIS Annual Budget Amount B [RIS Annual Plan Amount B Difference

B |RIS Average Monthly Budget B |RIS Average Monthly Plan m Difference

Amount

B |IRIS One-Time Expense B [RIS One-Time Expense Plan B Difference
Budget Amount

B SDPC Annual Budget Amount B SDPC Annual Plan Amount B Difference

B SDPC Monthly Budget Amount | @ SDPC Monthly Plan Amount B Difference

B Create Work Request button B Find Work Requests link

Note 1: Each row displays a budget amount, the plan amount, and the current difference (+ or -) amount
between the two.

Note 2: The banner is dynamic, and these data fields are updated as the data is added to the Participant’s
various other records.

ICA Consultant FEA
TMG Klopstein, Janice iLIFE - FEA
IRIS Annual Budget Amount IRIS Annual Plan Amount Difference
16852.32 12898.48 3953.84
IRIS Average Monthly Budget IRIS Average Monthly Plan Amount Difference
1404.36 1074.87 329.49
IRIS One-Time Expense Budget IRIS One-Time Expense Plan Amount Difference
.00 .00 .00
SDPC Annual Budget Amount SDPC Annual Plan Amount Difference
.00 .00 .00
SDPC Monthly Budget Amount SDPC Monthly Plan Amount Difference
.00 .00 .00
Create Work Request Find Work Requests
Find Work Requests

Figure 4-146 Plan Banner

Note 1: The Create Work Request button always displays.
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Note 2: The banner is dynamic, and these data fields are updated as the data is added to the Participant’s
records.

The initial Plan for a Participant can only be created after the Participant Outcome and Strategy records
have been created. The Create Plan button displays on the Participant’'s main record once these records
are saved.

A new Plan can be created for a Participant with the following status:

m Referred
m  Enrolled
m Suspended

A Plan and Authorizations can be created for a Participant with a Referred status.

From the Participant record, add Plan data.

Tracking Inbox » Participant Assignment: Adminisirator]|
Participant
Participant Status Buckshot, Bob | Status: Referred | MCI:3187431431 | DOB:02-01-1957 | AGE:60 | Target Group: Frail Elder |
Change Home Phone Number: (206) 555-8456 | County of Residence: Ashland

Primary Contact: Cora Buckshot - Spouse/Partner
Participant Status

History @ Printer Friendly Format
Participant Address ICA Consultant FEA Create Work Request
e B DHS ICA Agency Consultant, IC ILife Create Work Request
Participant Email
Eligibility )
Create SDPC Referral

Financials

Participant Status Referred

Figure 4-147 Create Plan
To create a new Plan record, follow these steps.

1. Click Create Plan. The system will auto-generate the new Plan and the Plan listing displays.

Tracking Inbox » Participant _» Plan Listing Assignment: Consultant
Participant
P e s Buckshot, Bob | Status: Referred | MCI:3187431431 | DOB:02-01-1957 | AGE:60 | Target Group: Frail Elder |
Change Home Phone Number: (206) 555-8456 | County of Residence: Ashland

Primary Contact: Cora Buckshot - Spouse/Partner
Participant Address

ICA Consultant FEA Create Work Request
Participant Phone DHS ICA Agency Consultant, IC ILife [T —
Participant Email
Eligibility
+ New B, Print Ecsv Column Filters (OFF)
Financials
Status ~ Plan Year Start Date Plan Year End Date Plan Signature Date Created By Created Date Updated By Updated Date
Partigpant Contact Active  02013/2017 01/31/2018 ic consullant | 03/02/2017 0419 PM

Documents

oo

Figure 4-148 New Plan in Plan Listing

When selecting the Create New Plan — Authorizations Copy function (Plan Copy), WISITS will copy
existing authorizations that have not end dated into the new plan. If Authorizations that have ended dates
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are included in an attempted copy to a new plan the user will see validation error messages and WISIT
will exclude those Authorizations.

The plan view listing is customized to help the consultants efficiently view necessary information at a
glance including; Auth ID, Domain, Outcome, Strategy, Service, Units, Total Authorization Amount,
Provided By, Service From, Service To, ICA and FEA. See example in figure below.

HOME  TRACKNGINBOX  SEARCH  REFORTING  ADMNISTRATION  CONFIGURATION  APPLICATONMANAGER &3
Tracking inoox » parucpin: » lanLsong » B
Plan Sloan, Christine | Preferred Name: | Status: Enrolled | Status Effective Date: 09/29/2020 | MC1:2416167486 | DOB:11/06/1945 | Age:77 | Target Group: Frail Elder | Preferred Phone Number: (920)361-8017 | County of Responsibility
Authorzstions Eportioror || A
Sudgeted Amounts L RIS Annual Budget
™G

s Current IRIS Functional Manthly Budget
w10
S0PC Sttus Efcte Dste
onzzeoen
RIS One-Tie Expense gt
»
Crota Wk Request

Create New Plan - Authorizations Copy

LT

flow M

NOT within the
nd Date is NOT within the Plan Year

Eudgsted: 14165.75 | Autherized: 1415735 | Difference: & 40

FEA
Eramier Financial Mznagemen: Sanicsz
SDPC Nurse

Budget Amendment Amount Total
40714
Find Work Requests

New Plan Status: Pending

SOPC Status
SDPC Referral Wi
SDPC Information Auth Hours Per Week History.

tarawn

Next Budget Amendment End Date

Audit Log

New Plan Dates: 09/01/2022 - 08/31/2023

Copy AUTHID Domn Outeome Sraar seri s S Aorton g sy Servic From ServicaTo A e
P LmaHE SHB M Dy Lo VPNV [——— Fiua Pramacy wovaz iz
- ELPASHIF LM | R ZLLYR REYSXPVP DGO Tarsporst:Mcead Corered [ —— w2 e
©resrean (i i G X 2SO OA S e P e
. b x| Sy L U2 N LIS AU - P e
P S ST A e Sy WIS S g o w002 s sramess o ey — P
sz Ik B i | Doy DT DU NIVZLSU P i e e ot Suppors wovzz iz
srssrezs ELRASHIFSHBHHIS Gy URL LY (YSVE 2YYNWRP Yo oo and B (s Chrsine Branley wovzaz oz
cimsisst PSS i I UGt VENNRE DA s FldFrarmacy o sz
crnmreaz LpASETSSL WO ANV DANA g Chrsine srantey [ sz
RESES [ DFEITe s | Cof SO TART AL | Gl ot aG (i 000 stosee Tamara Brantey [esatzent | [eazeaont
wimezs TSNS ez vy P 1 cova s [ozom | [Fome

Showing 1 to-11 of 11 entries

Figure 4-149 Create New Plan, End Dated Authorizations Validation Messages

Note: Plan Copy is available from Plan Page for participants who are in a Referred status and for those who are
Re-referrals, the referred status is included in the scenarios allowed for the plan copy check.
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2. Click to open the new Plan. The Authorizations and Budgeted Amounts tabs display.

Ha&nes-stanback, Aida | Preferred Name: | Status: Enrolled | Status Effective Date: 05/17/2012 | MCI:2419647327 | DOB:05/13/1937 | Age:83 | Target Group: Frail Elder | Preferred Phone Number: (682)3- | County
of Responsibility: Milwaukee

Bodgend Amours & Printer Friendly Format
ica RIS Annual Budget Consultant
™E Budgeted: 20336 64 | Authorized: 20322 52 | Difference: 13.62 OBrien, Erin
FEA Current IRIS Funotional Monthly Budgst SDPC Status
iLIFE 178.41 SDPC Disenrolled
SDPC Status Effective Date SDPC Information Auth Hours Per Week History. sopc
121272016
IRIS One-Time Expense Budgst Budgst Amendment Amount Total Next Budget Amendment End Date
00 518572 0473012021

Create Budget Amendment Request

Request Budget Amendment

Create Work Request

Create Work Request

Create One Time Expense Request Audit Log

Request One Time Expense Plan Audit Log

Plan Information IRIS Start Date
0572012

Status Acive. v

Plan Year StartDate | ogi2020 | (3 (mmiddiyyyy) @

PlanYearEnd Dale | os30021 | (3 (mmiddiyyyy) @

Plan Signature Date | o5/1g000 | (3 (mmiddiyyyy)

Figure 4-150 New Plan

Note 1: The Plan year start date is the IRIS start date or Date Referral if start date has not been entered
yet. The Plan end date is the last day of the previous month of the following year.

Note 2: Some data is pulled in from other records already created for the Participant.

Note 3: The list of authorizations from the current expiring plan (if applicable) will show up allowing the
user to select authorizations to be copied to the new plan.

Note 4: The Budget Statement button allows the user to create a Budget Statement with customized dates
that are within the Plan dates and attach it to the Participant Document Console.

3. Click View Plan Report to open the plan in a printable report that can also be emailed to others.

Individual Support and Services Plan

Participant: Bob Buckshot Plan Year: 2/13/2017 - 1/31/2018
Ml ID: 3187431431 Date Plan Modified: 3/2/2017

Guardian/POA Name: ICA Organization: DHS ICA Agency
Consultant Name: IC Consultant FEA Organization; Life

ExporttoExcel | Export to PDF
IRIS Budget Information

IRIS Annual Budget IRIS Budget Amendment IRIS Total Annual Budget | IRIS Plan Authorization Difference IRIS Monthly Budget Estimated Avg. Plan Difference
Amount Amount Amount Amount (Annual) Amount Amount (Monthly)
5000 o0

518,000.00 518,00000 5000 $18,000.00 51,50000 50 5150000

IRIS One-Time Expense
re——— T S

30.00 5000 50.00
SDPC Budget Information
557 i Attiston At it ) —|50P oty |50 orty Rt At it eriy

IRIS Service Summary

Services

e
Figure 4-151 View Plan Report
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4. Click Add Plan Report to Documents to copy the report to the Participant’s Document tab.

Download complete ®

The Plan Report has been
successfully added to the
document repository.Click here
to view.

Close

Figure 4-152 Copy Plan to Documents Tab

Note 1: Click on the breadcrumb trail to return to the main record.

Note 2: Continue to the follow sections to add data to the Plan.

5. Click the Budget Statement button to create a Budget Statement document.

Flan Informaticn

Status Aotive ~

Add Plan Report to Documents.

D

Plan Year Start Date | 211002020 2 (mmiddiyyyy) @
Plan Year End Date 117302021 B (mmiddiyyyy) @

Plan Signature Date B (mmiddiyyyy)

Figure 4-153 Create Budget Statement
6. Populate “From” and “To” date fields for the statement you want to create.

Budget Statement *

Enter Dates for Budget Statement
From: | 01/01/2021 To: | 01/31/2021

m Attach Document

Close

Figure 4-154 Budget Statement Dates
7. Click the Preview button to view the requested report. A PDF will be created to view it.

8. Click the Attach Document button to add it to the Participant’s Document Console.

_____________________________________________________________________________________________________|
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4151 Plan View

The Plan View tab is used to see details copied from the Participant’'s Outcomes and Strategies for the
current Plan. When Authorizations are added for the Participant, the Plan amounts are updated by the
system in the expanded banner view.

From the Participant > Plan record, view Plan data
1. Click on Plan View.

Tracking Inbox Participant = _Plan Listing Plan Plan View Listing Plan View Assignment: Consultant
Plan View
Buckshot, Bob | Status: Referred | MCI:3187431431 | DOB:02-01-1957 | AGE:60 | Target Group: Frail Elder |
Home Phone Number: (208) 555-8456 | County of Residence: Ashland
@ Printer Friendly Format
IcA Consultant FEA
DHS ICA Agency Consultant, IC ILife
IRIS Annual Budget Amount IRIS Annual Plan Amount Difference
18000.00 00 18000.00
IRIS Average Monthly Budget IRIS Average Monthly Plan Amount Difference
1500.00 00 1500.00
IRIS One-Time Expense Budget IRIS One_Time Expense Plan Amount Difference
00 00 .00
SDPC Annual Budget Amount SDPC Annual Plan Amount Difference
00 00 00
SDPC Monthly Budget Amount SDPC Monthly Plan Amount Difference
00 00 00
Create Work Request
Status: Active Plan Dates: 02/13/2017 - 01/31/2018
Authorizations By Outcome Autherizations Only
Domain: Community Membership
® outcome: Club Member Status: In Progress
Strategy: Develop friendships Status: Maintaining
—

Figure 4-155 Plan View

Note 1: The Participant Outcome records display at the bottom of the Plan View screen.

4.15.2 Authorizations

Authorizations are created for services that a Participant will utilize with the IRIS program. Service
authorizations can be created with a begin date prior to process date when appropriate, a reason code
field appear and will be required to move forward. Additional justification text may also be required based
on a reason code table with values to be provided by DHS.

From the Participant > Plan > Authorization, add Authorization data.

Note: Authorizations can also be created by clicking Add Authorizations button on other screens within the system
when available.

To create and add an Authorization record, follow these steps.

_____________________________________________________________________________________________________|
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1. Click New Authorization.

WISITS 20.037.001 - debbiejones (Adr|

SEARCH  REPORTNG  ADMMISTRATON  COMIGURATON  APPLICATONMANAGER  £3

jth | Preferred Name: | Status: Enrolled | Status Effective Date: 01/11/2022 | MCI:9413306307 | DOB: 12/24/1945 | Age:77 | Target Group: Frail Elder | Preferred Phone Number: (715)446-0777 | County of Responsibility: Marathon
[y — st

IRIS One-Time Expense Budget
0

Creste Work Request

Create Work Request

Figure 4-156 New Authorization (Part 1)
2. Enter required data fields Domain, Outcome, and Strategy.

3. Enter required field Funding Source. New fields specific to the Funding Source option selected
will appear. Examples include but are not limited to; Service Category, Provider Type, Service,
and Specify Provider.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.

_____________________________________________________________________________________________________|
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4. Specify Provider. If you select a specific provider you will need to Click on the Provider Search. If
you select Generic Provider the Provider Search is not populated.

5. Enter Provider search criteria.

Location Name All Day Adult Care LLC

Provider Address
Provider City
Provider Zip

*  Provider Organization Name Location Name Provider Address Provider City Provider Zip

» All Day Adult Care LLC All Day Adult Care LLC N4901 Dam Rd Delavan 53115

Showing 1 to 1 of 1 entries

Search || Select |

Figure 4-157 Provider Search

Note: The Participant must be an Approved Participant added to the Provider's main record. See section
5.1 Approved Participant for more details.

_____________________________________________________________________________________________________|
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6. Click on the appropriate Provider record and click on the Select button. The provider will populate
on the Authorization form.

Provider Type Organizaticn

Specify Provider Specific Provider hd (k]
Provider Search

Provider All Day Adult Care LLC

M4901 Dam Rd
Delavan, W1 33115

Service sdult Day Care (15 Minutes) v B
Units [}

Unit Type w (1]

Frequency v (k]

Rate [}

Rate Type v B

Apply Tax? Oyes ® No

From Auth Begin Date © 3 (mmiddfyyyy)

To Auth End Date (] B (mmiddfyyyy)

Recalculate Total

HNotes

Funded by a Budget Amendment? w

Created By
Created Date
Updated By
Updated Date

[ save |
Figure 4-158 New Authorization (Part 2)

Note: For definitions of the data required on this screen, see section 14.2.2 Term Definitions.

7. Select a Service and continue to enter required and optional data fields. The available services
will display the along with a corresponding service Code.

_____________________________________________________________________________________________________|
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Service Adult Day Care (15 Minutes) A Q
Units 4 0
Unit Type: Hours hd o
Frequency Weakly A4 (1]
Rate 20.00 (]
Rate Type Haour A o
Apply Tax? ® ves O No
Tax Rate 1130 b
From Auth Eegin Date 05/01/2021 @ B (mmiddiyyyy)
To Auth End Date 0873112021 © 3 (mmiddfyyyy)
Recalculate Total
Total Autherization Amount 1602.72
Motes Comments comments comments comments comments
Funded by a Budget Amendment? -
Created By
Created Date
Updated By
Updated Date

Figure 4-159 Total Authorization Amount Calculation

Note 1: Services with an Hourly unit type can have fractional quantity amounts (i.e., .25, .50, or .75).

Note 2: A combination of Service Category, Provider Type and Frequency may have overtime restrictions
per Department of Labor laws. If an amount is entered that is greater than the restriction amount, the
system will display a workflow message.

Note 3: The system auto-calculates the Total Authorization Amount based on the data fields boxed above.

Note 4: The Tax Rate displayed is for the current time period. Tax rates can be edited in the system.
Previous tax rates are stored for historical purposes.

Note 5: Users can select the NO radio button for “Apply Tax?” and the tax rate will be hidden on the form.
With the upgrade to TAP V23.2.4, notice that radio buttons now have the field name repeated and they
appear within in an outlined perimeter

8. Click Save when all required and appropriate fields are completed to submit the authorization.

Note: The Plan banner is updated with the new amounts. Additionally, once saved, the Authorization Number is a
link to the source record. The MCl is a link to the Participant Record.

Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.
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Mayo, Yuriy | Preferred Name: | Status: Enrolled | Status Effective Date: 09/08/2020 | MCI:8403884486 | DOB:02/20/1936 | Age:85 | Target Group: Frail Elder |
Preferred Phone Number: (625)3- | County of Responsibility: Milwaukee

& Printer Friendly Format

IcA IRIS Annual Budget Consul
AdvocatesaU

GT Independence

IRIS One-Time Expense Budget
00

Create Work Request

Mext Budget Amendment End Date.

Create Budget Amendment Request

Creale Work Request Request Budget Amendment
Create One Time Expense Request
Request One Time Expense

Figure 4-160 Updated Plan Banner

Note: Under the American Rescue Plan Act (ARPA), created funding enhancements for Approved
Service Codes receive a 5% increase.

= WISITS will automatically apply the increase to annual and monthly budget amounts by 5% for all
approved services systematically for all provided by Organizations. Tracking reports are available
for Participant’s Authorizations with this change.

m For services being provided by a PHW for their enrolled members a WISIT report is provided to
the ICA, ICAs work with the participant as appropriate.

4.15.21 Updating an existing Authorization

Once an Authorization is saved certain fields become read only and can no longer be edited. As an
example, the Funding Source cannot be edited after the authorization is saved. Other fields can be
modified by the user but it can only occur on the same day the Authorization is created. More specifically:

e |f authorization is non-IRIS funding source or an IRIS Funding source with a Generic provider, the
Begin Auth date remains open to being updated.

e If funding source is IRIS and has a Specific provider, the Begin Auth date is still able to be updated but
goes to Read only the next day.

e On the next day in “Update Mode,” the fields of (From Auth Begin Date) and (Service) become Read
Only and the Provider Search button is hidden the day after the Authorization is created.

If attempting to update the End Date the day after the Authorization is created, a workflow message of
“To Auth End Date cannot be prior to current date” will populate because only current and future dates
are allowed and a justification will be required.

Fields that can be updated may have conditional configurations that allow the edit but require a reason
code (and additional explanation for the change).
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Outcome | Strategy

Domain Comrmunity Integration
Outcome p Bdhem sHJF ad KF WKsF ad uFa dha dM ab-UFFUpFHFP
Strategy OX Aty CVXNDVZANVRL D witdfl XR nYX-XhhXphPx
Authorization Mumber 41810835
ICA MG e
FEA iLIFE v s
a
Funding Source IRIE Waiver
Service Tyos Aids, Equipment, and Supplie:s #
Prowider Type Crganization
Specify Provider Specific Frovider
Provider Search

Provider ANIMAL HOSPITAL OF QSHKOSH

1861 S Washburn 5t

Cshkosh, WI 548043282
Service Purchase of Used Assistive Technology (Each) - T2028
Units 200 *
Units Changes Reason Code Justified Correction w x

Units Change Rationals

Units changsd from 1.00 1o 2.00.
Selecied justified comrection and WISITS requires additional
et

Unit Type
Frequency
Rats:

Ratz Type
Apply Tax?

Tax Ratz
From Auth Begin Date

Retroactive Begn Datz Reason Code

Retroactive Begin Dats Rationale

Te Auth End Date

Tetal Authorization Amount
MNotes

Funded by s Budget Amendment?

Each e
Weskdy v
50,00 *
Each LAk
® Yes O No

130 -

40272023 & (mm/ddlyyyy) #
Justified Correction W&

TEST Retroactive Start Date

O4282023 3 (mmiddlyyyy) -

Recalculate Total

44520

Combination of IRIS Budget w

C

(/=

RIS
) s

Figure 4-161 Updating an Authorization, Unit Change Reason Code

See in the figure above, the Units Change Reason Code and Units Change Rationale fields appear when
the Units are updated after the initial save. When these fields are populated they are required to
successfully update and save the authorization.
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When a user creates an Authorization with a Retroactive Begin Date, a reason code field will appear and
must be updated to save the form. It uses same reason code table that is used when Units are changed
after saving the Authorization. And the Reason Codes are also; Justified Correction, IC Error or for the
purpose of Budget Management. At times, additional Rationale will be required in the Units Change
Rationale field. Both distinct fields will be required to save the form when they are populated.

Plan Year

Start Date 001021 | B (mmddiyyyy)
End Date O53IE2 | @ (mmiddlyyyy)

Cutcome | Strategy

Domain Having = Flace of One's Own o

Outcome baWbx Hi jx dBi bdjFic vk

Stratepy CwRrld ¥ OYLXYR ~

Funding Seurce IRIS One-Time Expense .

Service Type Transportation Ak
Provider Type Organization

Specify Provider Specific Provider W

Provider ACCESSISLE VERICLE RENTAL LLC
233 W Washington St
Valders. W 542450201 w

Service Specislized Transportation Trip for the Participant (Each) - T2003 ~
Units 2 "
Unit Type Each v .
Fraquency E=ch vl
Ratz 50 *
Ratz Type Esch v
Apply Tax? ® ves O No
Tsx Rate 1130 v
From Auth Begin Date 04042022 | (3 (mmiddlypyy)
Retreactive Begin Datz Reason Code v |+
To Auth End Date i _ "

hstified Carreclion

IC Emar

Bugpet Mismanagament

Total Authorization Amgunt 111.30

Figure 4-162 Authorization, Retroactive Begin Date Reason Code Dropdown Listing.

Additionally, Authorizations with Funding Sources of DVR, Family Community Supports, Medicaid Card
Services(LTC ), Medicaid Card Services Acute, Medicare, Private Pay do not lock Service or From Auth
Begin Date the day after it was created.

Funding Source IRIS Waiver
Service Type Day Services

Figure 4-163 Funding Source Read-only

_____________________________________________________________________________________________________|
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4.15.2.2 Copy Authorization

Once an Authorization is saved there will be an option to Copy the Authorization. This Button becomes
available on existing Authorizations and is not one of the buttons that is configurable by DHS Admins

Authorizations Vallejo, Judith | Preferred Name: | Status: Enrolled | Status Effective Date: 0
Expendituras

ICA

Advocates4l

Current IR1S Functional Monthly Budget

1.215.90

SDPC Status

SDFC Enrclled

SDPC Information Auth Hours Per Week History
Hour/\Week: 31.75 Start:08/28/2021 End:
Hour/Week: 29.75 Start:08/28/2020 End:08/25/2021

Budget Amendment Amaunt Total
oo
Find Work Requests
Flan Year
Start Date 05012021 |63 (mmiddiyyyy)
End Date 05312022 | (3 (mmisdiyyyy)
Copy Authorization

Qutcome [ Strategy

Dormain Community Integration
Outcoms mdjjhiHax HiaF uuWsHdi
Strategy KYNWRXLA & PVwiLF

Authorization Mumber 41501411

124 ™G v

FEA iLIFE w |k

Funding Source Medicaid Card Serices (LTC)

Senvice Typs Durable Medical Equipment, Supplies, Prosthetics (sxcept for hearing aids) &

Frovider Aspirus Home Medical

Senvice Durable Mesical Equipment, Suppies, Prosthetics (except for hesring aids) v

From Auth Begin D3te | pansonss 1 (il #

To Auth End Date 05312022 ) (mmiddiyyyy) *

Motes Grab bars, showsr char, commade, raised toilt seat, hosgits)
bed, wheelchair, ift chair, bi-pag, oxpgen, TED stockings, lag
wraps, pulse aximater, INR machine, blood sugar machine,
nebulizer & pill box.

Created By hannah.cooney
Crazted Date 041222021 04:20 PM
Updated By hannah.coanzy

Updated Date 041222021 04:20 PM

Figure 4-164 Authorizations, Copy Authorization Button

4.15.3 Budgeted Amounts

The Budgeted Amounts screen is updated with information from the Financials records. The Budgeted
Amounts record includes the expanded Participant banner with the break-out of the planned budgeted
amounts, the amounts spent to date and the amount differences for each type. (See Figure 4-103 Plan
Banner for details.)

From the Participant > Plan record, click on Budgeted Amounts data.

To create a new Budgeted Amounts record, follow these steps.
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1. The IRIS and SDPC (if any) amounts entered in the Financials record are added to the Budgeted
Amounts record and broken out for each month of the Plan year.

Column Filters (OFF) #
Type -~ Effective Date End Date Amount Created By Created Date
Monthly 03/01/2017 03/31/2017 1500.00 ic.consultant 03/10/2017 09:04 AM

»  Monthly 04/01/2017 04/30/2017 1500.00 ic.consultant 03/10/2017 09:04 AM
Monthly 05/01/2017 05/31/2017 1500.00 ic.consultant 03/10/2017 09:04 AM
Monthly 06/01/2017 06/30/2017 1500.00 ic.consultant 03/10/2017 039:04 AM
Monthly 07/01/2017 07/31/2017 1500.00 ic.consultant 03/10/2017 09:04 AM
Monthly 08/01/2017 08/31/2017 1500.00 ic.consultant 03/10/2017 09:04 AM
Monthly 09/01/2017 09/30/2017 1500.00 ic.consultant 03/10/2017 09:04 AM
Monthly 10/01/2017 10/31/2017 1500.00 ic.consultant 03/10/2017 09:04 AM

> Mow - 11/01!2011‘_ r_‘_‘;ILK‘S%Zw wl__;l_SpD,Qﬂ... ric.consultant i 03/1 01‘201; 03:04AM P

Figure 4-165 Budgeted Amounts

Note 1: Click Print or CSV (see section 2.11 Listings) to print the Budgeted Amount Listing.

Note: Once created, a Budgeted Amount record is read-only and cannot be edited when opened for
viewing.

Type Monthly
Effective Date ~ 04/01/2017
End Date 04/30/2017
Amount 1500.00

Figure 4-166 New Budgeted Amounts Record

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

4154 Essential Providers

The DHS Bureau of Quality and Oversight’s “IRIS — Individual Support and Service Plan — Essential
Providers” form is produced in WISITS so it can be sent to essential providers for IRIS participants.

DHS BQO has provided a listing of services are considered “Essential Services” that is stored in WISITS.
When a new authorization is entered on the active plan of a participant, or an existing authorization is
updated, and the Service Category is considered an Essential Service a pop-up informational message
is triggered.

The essential service form popup occurs when an authorization with an essential service is chosen, the
funding source is IRIS Waiver, IRIS SDPC, and when IRIS One-Time Expense and Specify Provider is
Specific Provider only. Essential service form popup does not generate if funding source is not IRIS or if
Specify provider is Generic.

This message is to alert the user they may have an action step.

"You have just entered (or updated) an authorization for Service that is considered an Essential Service.
You may need to create a new Essential Provider Form."
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The document is generated by IRIS consultants and sent to providers who provide “Essential Services”
on the participant’s plan.

To create an Essential Provider's Form follow the steps below:
1. From the Participant Record, select Plan from the tabs on the left.
2. From the Plan Listing, select the active plan.
3. Select the “Create Essential Provider’s” button.
4

Consultants are required to indicate if “This form is being updated at the participant's annual plan
review” or “This form is being sent to a new essential service provider.” WISITS will prevent
saving the form and uploading it to the participant’s document console that required field is
completed. Make the appropriate selection and Save the form.

Plan Information

Status Active w

View Plan Report
Add Plan Report to Documents
Budget Statement

== 3 Create Essential Providers

Plan Year Start Date  g4/30/2021 (2 (mmiddiyyyy)
Plan Year End Date 3312022 (3 (mmiddiyyyy)
Plan Signature Date 01/05/2022 B (mmiddiyyyy)
Created By ntxoo.vang1

Created Date 04/16/2021 04:40 PM

Updated By sarah.cuperting

Updated Date 01/05/2022 03:30 PM

Cse ] oo

Figure 4-167 Create Essential Providers Button
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@ My Account [3 Sign Out @ Help

ADMINISTRATION CONFIGURATION APPLICATION MANAGER #

Tracking Inbax Participant Plan Listing Plan » Essential Providers Listing Essential Providers

Essential Provid
rovicers Section B: Please check one (IRIS consultant completes this section)

! This form is being updated at the parficipant’s annual plan review.
! This form is being sent to a new essential service provider. 4

Created By debbie jones

Created Date 122042022 09:21 AM

Updated By debbie jones

Updated Date 1220d2022 09:21 AM
=3

Figure 4-168 Essential Providers Form
The Essential Provider’s Listing will populate confirming the form has been created.
To view the form go to the Participant’'s Document Console

WISITS will convert the completed form(s) to a PDF and upload it to the participant document console
under the following:

B Document Name: Essential Provider Form
B Document Category: ISSP Related Documents

B Document Type: Essential Provider Agreement

Participant Document Console [x)

Showing 1 to 1 of 1 entries Previous 1 Next

losel

-

1

show Al v entries Search:[ ]
File Name Document Name Document Date + Category Type Ce Mailed  Created By ~ Created Date Updated By ~ Updated Date
(@ Essential Provider N : 3 . L. -
Form.pdf Essential Provider Form 12/20/2022 ISSP and Related Documents Essential Provider Agreement No debbie.jones 12/20/2022 9:23AM  debbie.jones 12/20/2022 9:23AM

Figure 4-169 Document Console Essential Provider Form

Note: This will be one PDF with the potential to have multiple forms/pages depending on the number of
essential services and essential service providers a participant has on their active plan. In the figure
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below there are 8 pages in the PDF. There are 4 Provider/Agency’s listed and each one would receive a
2-page form based on this participant’s number of essential services.

= Individual Support and Services Plan

IRIS - INDIVIDUAL SUPPORT AND SERVICE PLAN - ESSENTIAL SERVICE PROVIDERS

Essential Provider...pdf Showall | X

Figure 4-170 Essential Provider Form

Note: There is a nightly WISITS job named "Cleanup Unused Essential Providers". This job deletes all
Essential Provider CTQO's that have been initiated but not saved. They have neither box checked "This
form is being updated at the participant's annual plan review." nor "This form is being sent to a new
essential service provider."

For example: When the user clicked the Create Essential Providers button on the plan and then
navigates away from that page without saving the record and generating/attaching the form. If the user
goes back to that unprocessed Essential Provider's Form on the same date they may continue to
generate and attach. If the user waits and the nightly job has run the record will be deleted and they will
have to start over by clicking the “Create Essential Providers” button on the plan page again.

4.16 SDPC Referral

For a user to create an SDPC Referral record, the Participant’s status must be Referred, Enrolled or
Suspended. The initial SDPC Referral contains an initial set of Referral questions that must be answered
correctly so that the SDPC Referral status can be updated to Referral Criteria Met.

Only a user with an SDPC system role can complete the final set of Intake questions that qualify a
Participant for an SDPC Referral.

From the Participant record, add SDPC Referral data.
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To create a new SDPC Referral record, follow these steps.
1. Click on SDPC Referral.

Tracking Inbox » Participant » Assignment: SDPC Operations
Participant
Particpant Status Buckshot, Bob | Preferred Name: | Status: Enrolled | Status Effective Date: 08-03-2017 | MCI:3187431431
History | DOB:02-01-1957 | Target Group: Developmentally Disabled | Preferred Phone Number: (206) 555-9856 |

County of Responsibility: Ashland

Fhdueds Primary Contact: Cora Buckshet - Spouse/Partner
Participant Contact @ Printer Friendly Format
Documents IRIS Start Date ICA Consultant FEA SDPC Status
07/07/2017 Connections Cook, Olivia ILife No
Care Team
SDPC Status Effective Date SDPC Nurse Create Work Request

(Case Notes Create Work Request
SDPC Information
SDPC Referral Create Plan

Create SDPC Referral

Participant Status Enrolled
Participant Name

Figure 4-171 Create New SDPC Referral

Note: The system auto-generates the SDPC Referral record and displays the first set of qualifying
questions.

2. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.

Note 3: WISITS validation is present in both the SDPC Workflow and the Participant Status Change
Process to prevent illogical SDPC effective dates. For example: SDPC effective dates should not be prior
to IRIS effective dates and Date of Death should not be prior to IRIS Enroliment Date or SDPC effective
dates.

Date Referred to IRIS

IRIS Enrollment Date

Status

County of Residence

Living Situation

Living Situation Sub

Currently Receiving MAPC  Yes O No
Referral

Ensure the participant meets criteria for SDPC services. Prior to referring please see "IRIS Consultant's Guide to SDPC™.

Needs hands on care as evidenced by the LTC-FS? (1?5 or 27s)  Yes O No
Is under Fraud or Misappropriation Investigation? ) ¥es O No
Is invelved with APS related to provision of cares? (self-neglect, worker neglect, etc.) O Yes ONo
Is residing in an RCAC? 2 Yes O No
Is residing in an AFH owned by Blood relatives?  Yes O No
Has workers identified to provide cares and paperwork has been submitted to FEA? O Yes ONo

Has a back-up plan that addresses SDPC requirements with people identified that can complete personal cares if the primary worker is unavailable? O Yes O No
Will the guardian or POA-HC be providing paid SDPC services? 2 Yes O No
Preferred Contact for SDPC Intake v

Referral Return Reasons v

Notes

Figure 4-172 New SDPC Referral Questions
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3. Click Save Draft (or if Save; skip next step).

Note 1: Save Draft will only save a record that has not been completed for future edits. SDPC Referrals in
the Draft status are not submitted for approval. No new SDPC Referrals can be created if a Participant has

an SDPC Referral in Draft status. SDPC Referral records can never be deleted; they can only have the
status changed.

Note 2: When a Draft is saved, the system will automatically create a “To Complete Referral Draft”

Reminder for the user that is shown on their home dashboard. The SDPC Referral draft record should be
completed within 48 hours.

Tracki ng Inbox nae
Reminders Status Active
Subject To Complete Referral Draft for Bob E )
Due Date 03/03/2017 (mmiddhyyyy) @
Priority High El Q
Instructions Pleaze complete SDPC Referral draft within 48 hours.

Figure 4-173 SDPC Referral Reminder

4. To complete the SDPC Referral, navigate to Participant > SDPC Referral > SDPC Referral Listing
> SDPC Referral and complete the Intake questions.

5. Click Save. The top portion of the form displays as read-only, and the set of Intake questions
display for data entry.

Note: See section 14.5 SDPC Referral for details.

Intake

Validity of referral has been verified?

@YvesONo @
Person has 24 hour Private Duty Nursing? O Yes ®No @
Person has skilled nursing under Medicare Part A? (per "35" rule)? OYes®No @
Person has hospice services? ®ves ONo @
Person has a prequalifying condition? ONe @
Welcome call has been made and person has agreed to enroll in SDPC? CONo @
If person is using MAPC, they agree to discontinue once SDPC begins? OnNo @

Notes

Figure 4-174 SDPC Referral Intake Questions
Enter selections for Intake set of questions.

Click Save to submit the Referral for approval. If validated, the SDPC status is changed to
Approved and all data fields become read-only and can no longer be edited.

Note 1: If the submitted SDPC Referral criteria is not met, the status will be changed to “SDPC Referral
Saved as Referral Criteria UNMET and the data fields can no longer be edited.

Note 2: The system will auto-generate a “SDPC Referral Saved as Referral Criteria UNMET” alert to the
assigned consultant’'s dashboard as a high priority with instructions to create a new SDPC Referral record.

Note 3: See section 14.5.1 SDPC Referral Statuses for all SDPC Referral statuses.
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SDPC Referral

Buckshot, Bob | Preferred Name: | Status: Enrolled | Status Effective Date: 08-03-2017 | I
DOB:02-01-1957 | Target Group: Developmentally Disabled | Preferred Phone Number: (20
County of Responsibility: Ashland

Primary Contact: Cora Buckshot - Spouse/Partner

IRIS Start Date ICA Consultant FEA
07/07/2017 Connections Cook, Olivia ILife
SDPC Status Effective Date SDPC Nurse Create Work Request

08/10/2017 Create Work Request

Date Referred to IRIS 02/13/2017
IRIS Enroliment Date 07/07/2017
| status Approved |
County of Residence Ashland
Living Arrangement Own Home or Apartment
Living Situations Sub With spouse/partneramily
Currently Receiving MAPC Mo
Referral
Has an IRIS enroliment date or meets requirements for IRIS enroliment date co-orgination? Yes
Needs hands on care as evidenced by the LTC-FS? (175 or 275) Yes
Is under investigation for misappropriation of funds? Mo
Is invalved with APS related to provision of cares? (self-neglect, worker neglect, efc.) Mo

If residing in an AFH or RCAC, the AFH or RCAC is owned by a relative related by blood or marriage?  Yes
Has workers identified to provide cares? Yes
Has a back-up plan with people identified that can complete cares if the primary worker is unavailable? Yes

Intake

Validity of referral has been verified? Yes
Person has 24 hour Privaie Duty Nursing? No
Welcome call has been made and person has agreed to enroll in SDPC? Yes
If person is using MAPC. they agree to discontinue once SDPC begins? Yes
Notes

Figure 4-175 Approved SDPC Referral

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

4.16.1 SDPC Referral Status History
The SDPC Referral Status History listing provides the history detail for the SDPC Referral.

Tracking Inbox  » Participant » SDPC Referral Listing » SDPCReferral » SDPC Referral Status History Listing » Assignment: SDPC Operations|
SDPC Referral
SDPC Referral Stanss Buckshot, Bob | Preferred Name: | Status: Enrolled | Status Effective Date: 08-03-2017 | MCI:3187431431 |
History DOB:02-01-1957 | Target Group: Developmentally Disabled | Preferred Phone Number: (206) 555-9856 |

County of Responsibility: Ashland

Primary Contact: Cora Buckshot - Spouse/Partner

IRIS Start Date ICA Consultant FEA SDPC Status
07/07/2017 Connections Cook, Olivia ILife Pending
SDPC Status Effective Date SDPC Nurse Create Work Request

08/10/2017 Create Work Request

it Ecsv Column Filters (QFF) b

Status < Status Date Created By Created Date Updated By Updated Date
Approved 08/10/2017 sdpc.operations.sg 08/10/2017 10:22 AM
Draft Referral 08/10/2017 sdpc.operations.sg 08/10/2017 09:31 AM
Referral Criteria Met 08/10/2017 sdpc.operations.sg 08/10/2017 10:06 AM

Figure 4-176 SDPC Referral Status History Listing

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.
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4.17 SDPC Information

The Self-Directed Personal Care (SDPC) gives Participants with Medicaid Home and Community-Based
Services (HCBS) the opportunity to self-direct their personal care services.

Note: Participants residing in a 1-2 bed adult family-owned home (who are unrelated) are not eligible for SDPC.
See Wisconsin Department of Health Services IRIS Policy Manual for more SDPC rules and policies.

The SDPC Information section is used to enter the SDPC budget and budget related data for the
Participant.

From the Participant record, view SDPC Information.
1. Click on SDPC Information.

HOME  IRAGKNGWEOX  SEACH  REPORTNG  ADMINISTRATON  CONFGURATION  APPLICATONMANAGER KX

Trackingnbox. » Participa Assignment: No Assignmer|

Stanton, Fannie | Preferred Name: | Status: Enrolled | Status Effective Date: 05/01/2014 | MCI:1403876517 | DOB:05/27/1969 | Age:53 | Target Group: Physically Disabled | Preferred Phone Number: (414)865-6767 |
SDPC Info Staus. ‘County of Responsibility: Milwaukee
Chan

e Primary Contact Juanita Uiatson - Caregiver

SDPC Informaion Export 10 PDF || @ Printer Friendly Format

Status Hiscony
ica Gonsuitant SDPG Status SDPC Status Effective Date

o ™G Kohut, Jennifer SDPC Enrolled 05132014
SDPC Nurze Craste Work Request Audit Log

Auth Hour History Zay Xiong-Thao ‘Craic Work Request ‘SDPC Information Audit Log

SDPC Ervsimere

Secment

- Current SDPG Stat SDPG Envoled RIS Slart Bate

urren atus ol

SDPCUMISWSNer  gtatus Effective Date 08132014 0510112014

nnnnnn R

SDPG Referral Received Dale & (mmddiyyyy) on
JuA

SDRC Start Date ootazotd |6 (mddyyyy)

Medicare @YesOMo
Status Notes
SDPG Cert Per Start Date w2 | @ (mwddyyy)

SDRC Cet Per End Date cozizz | 6 (mmiddyy)

Auth Hours per Wesk as

Aulh Hours Efective Date comEmt | @ (mwddyyy) e
Next SDRC Visit Date coomzz | (3 (mmiddiyyy)
SDPC Oversight Visit Sched | 50 Days ~
Addendum

Must Have 60 Day Visit o
May Not Assign Ancther RN O Ves @

Created By

Created Date 121912014 12:00 AM
Updated By Kelly fdguel
Updated Date. 040272021 04:48 P

Figure 4-177 New SDPC Information
2. Enter data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.
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Current SDPC Status SDPC Enrclled
Status Effective Date 0611372014
SDOPC Referal Received Date & (mmiddiyyyy)
SDPC Start Date 06/12/2014 = (mmiddiyyyy)
Medicare ® Yes ' Mo
Status Motes
SDPC Cert Per Start Date 057222021 3 (mmiddiyyyy)
SDPC Cert Per End Date 05/21/2022 ts (mmiddiyyyy)
Auth Hours per Wesk 43 50
Auth Hours Effective Date 0572212021 B (mmiddiyyyy) =
SDPC Oversight Visit Sched 00 Days w
Addendum ) Yes ® Mo
Must Have 60 Day Visit ) Yes @ Mo
May Mot Assign Ancther RM 2 Yes ® Mo
Created By
Crealed Dafe 121192014 12:00 AM
Updated By kelly tidgwell
Updated Date 04/02/2021 04:45 PM
Sar

Figure 4-178 New SDPC Information Record

Note: It is recommended to enter as many data fields as possible.

3. Click Save to save the data.

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

_____________________________________________________________________________________________________|
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4171 SDPC Info Status Change

This screen is used to update any status change for the Participant's SDPC information.

From the Participant record, add SDPC Info Status Change data.
To create a new SDPC Info Status Change record, follow these steps.

1. Hover over SDPC Info Status Change and select New SDPC Info Status Change.
e |

Tracking Inbos Participant SDPC Information Listing  * SDPC Information  *  Mew SDPC Info Status Change
SDPC Informati - .
meen Stanton, Fannie | Preferred Name: | Status: Enrolled | Status Effective Date: 05/01/2014 | MCI: 1403876517 |
SDPC Info Status MNew SDPC Info Status il:”:,ﬂs'bll Ity: Milwaukee
Change Change a Watson - Caregiver
SDPC Information ICA Consultant FEA
Status History TMG Kohut, Jennifer iLIFE
SDPC Nurse Create Work Request Find Work Requests
SDPC Status ) _
Retraction Zay Xiong-Thao Create Work Request Find Work Requests

HAusth Hour Hiszory

SDPC Enrllment: Status SDPC Suspended v
Segment
Time Frame Immediate v &
SDPC MMIS Waiver
Enroliment Reason for Status Change Care Plan on Hold Dus to N W | %

Suspension Days Limit Used

Waiver Exfract Initiated Yes@No

Created By
Created Date
Updated By
Updated Date

Figure 4-179 New SDPC Info Status Change
2. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.

_____________________________________________________________________________________________________|
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Status | SDPC Suspended b | %
Time Frame | Immediate w | *
Reason for Status Change | Care Planon Hold Dus to N ¥ |
Suspension Days Limit Used No Workess

Care Plan on Hold Due to Mo Owversight
Expired MyCares

Skilled CarefHome Health Services
Created By Out of Town/State/Country

Institution Admission
Created Date Hospital Admissian
Updated By

Updated Date

Waiver Extract Initiated

Figure 4-180 New SDPC Info Status Change Record
3. Click Save. The SDPC Info Status Change Listing displays.
4. Ready all MMIS Warmings that may appear.

The MMIS Transaction request fo the InterChange has a failed response. The status change will not be processed
until the request has been resubmitted with a successful response. The status change request will be processed
automatically when the information causing the MMIS request failure is comrected.

« SDPC ENROLLMENT MOT FOUND TO CLOSE

E3)

Figure 4-181 MMIS Warning Message “SDPC Enrollment Not Found To Close.”

Note: There must be a completed SDPC referral before the status can be changed.
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HOME TRACKING INBOX SEARCH REPORTING ADMINISTRATION CONFIGURATION APPLICATION MANAGER *

Tracking Inbox + P SDP ng

SDRC Infor . . :

e Stanton, Fannie | Preferred Name: | Status: Enrolled | Status Effective Date: 05/01/2014 | MCI: 1403876517 | DOB:05/27/1969 | Age:53 | Target Group: Physically Disabled | Preferred Phorl
SDPC Info Status County of Responsibility: Milwaukee
Change Primary Contact: Juanita \Watson - Caregiver
SDPC Information ICA Consultant FEA SDPC Status SDPC Status
Status History: MG Kohut Jennifer iLIFE SDPC Enrolled 06/132014
SDRC Seene SDPC Murse Create Work Request Find Work Requests Audit Log
Retraction Zay Xiong-Thao [r—— Find Work Requests
Auth Hour History
SDFC Errallment o MNew @ Print FBCSV  Column Fillers (OFF) b
Segment

Process Action®  Status © TimeFrame Effective Date’ Reason for Status Change ©  Reason Other Specify - MMIS Errof Waiver Extract Initiated ©  Suspension Days Limit Used © Created By © Created Date * Updated By © Updated Date

gErPu(\:lr’r:qutls e » Pending SDPC Suspended  Immediate  12/202022 Care Plan on Hold Due to No Oversight Ves No T30 debbie jones 12202022 11:28AM  debbie jones  12/20/2022 11:28 AM

Figure 4-182 SDPC Info Status Change Listing

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

4.17.2 SDPC Information Status History

The SDPC Information Status History section keeps the history of each change in the SDPC status for
the Participant.

To access the SDPC Information Status History, click on Participant > SDPC Information > SDPC
Information Status History tab.

HOME TRACKING INBOX SEARCH REPORTING ADMINISTRATION CONFIGURATION APPLICATION MANAGER I}

Tracking Inbax * Participant SDPC Information Status History
SDECInfemaron Stanton, Fannie | Preferred Name: | Status: Enrolled | Status Effective Date: 05/01/2014 | MCI:1403876517 | DOB:05/27/1969 | Age:53 | Target Group: Physically Disabled | Preferred Phone|
SDPC o Status: County of Responsibility: Milwaukee
Change Primary Contact: Juanita \Watson - Caregiver
SDPC Information IcA Consultant FEA SDPC Status SDPC Status Eff
Status History THMG Kohut Jennifer iLIFE SDPG Enrollzd 06/13/2014
SDPC Status 5DPC Nurse Create Work Request Find Work Requests Audit Log
Remraction Zay Xiong-Thao Create Work Request Find Work Requests
Auth Heur Histary
SDPC Enrollment 4 Hew i Print €8V Column Fillers (OFF) »
Segrment
‘Start Date * End Date - Status - Reason for Status Change - Reason Other Specify < Waiver Extract Initiated - Created By - Created Date - Updated By < Updated Date

EE;:%.:’MS NES » 05/0212014 061132014 Referred Ne 05/02/2014 12:00 AM 05022014 12:00 AM

» 06/1372014 SDPG Enrolled No 06/13/2014 12-00 AM 08/13/2014 12:00 AM

Figure 4-183 SDPC Information Status History

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.
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417.3 SDPC Status Retraction

On occasion, DHS Administrators may retract an SDPC status for business purposes such as making a
correction or creating an exception based on a business need. The SDPC Retraction form mirrors IRIS
Participant Status Retractions (see figure below).

There is no ICA, FEA, or Nurse information on the SDPC Status Retraction page, the form consists of a
dropdown list of the available status to which a retraction can be made. The available option is based on
the Participant’s SDPC status history.

Wowe  IEACKNGMBOX  SEARCH  REPORTNG  ADMNISTRATION  CONFIGURATION  APPLICATIONMANAGER £

Stanton, Shalay | Preferred Name: | Status: Enrolled | Status Effective Date: 05/18/2018 | MCI:9418689898 | DOB:02/28/1971 | Age:51 | Target Group: Physically Disabled | Preferred Phone Number: (414)739-2729 |
County of Responsibility: Milwaukee

SDPC Status. SDPC Status Effective Date
DPC Enrolled 1202412020
Audit Log

SDPC Information Audit Log

Figure 4-184 SDPC Status Retraction

This updated form will be submitted to MMIS Interchange, a message advising of the MMIS update will
populate.

T MMIS Transaction to interChange is being processed.._please wait.

Figure 4-185 MMIS Transaction to InterChange is being processed please wait.

Notes:

1. Warning popup messages are incorporated to the IRIS Retraction Process and advise when the
user IRIS Retraction will not retract the SDPC status and they should manually make the update.

An Example of this might be when IRIS is being retracted from suspended to enrolled. The SDPC
status is suspended but was not suspended to the IRIS Suspension. In a situation like the one
mentioned above the user will be informed. And that user would need to determine appropriate
next steps for the SDPC status.

2. Other WISITS messages will occur including validation error messages.

For example, due to the fact that the SDPC status cannot be in the status it is in when the IRIS
Status is retracted (some validations are already in place for these type of errors).
|

WISITS USER GUIDE 154



(/~

Wisconsin C /S
Department of Health Services ‘; /émépem.

3. When doing an IRIS Retraction, a message will be displayed at the top of the page if the
Participant status retraction will not perform any status changes to the SDPC (when SDPC
information exists in WISITS already).

4. SDPC Statuses cannot be set to deceased any longer. This is handled by Participant Status
Changes (and/or Participant Status Retractions).

HOME  TRACKNGINBOX  SEARCH  REPORTING  ADMINISTRATION  CONFIGURATION  APPLICATIONMANAGER 3

Tracking Inbo» Participant »  SDPC Information Listing SDPC Information »  SDPC Status Retraction Listing Assignment: No Assignms

SEFC nometion Stanton, Shalay | Preferred Name: | Status: Enrolled | Status Effective Date: 05/18/2016 | MCI:9418689898 | DOB:02/28/1971 | Age:51 | Target Group: Physically Disabled | Preferred Phone Number: (414)739-2729 |

SDPC Info Status County of Responsibility: Milwaukee
Change Primary Gontact: Tony Brown - Spouse/Partner

SR bt ica Consultant FEA SDPC Status SDPC Status Effectve Date
Status History ™G Bass. Shannon LIFE SDPC Assessing 1252020
— SDPC Nurse: Create Work Request Find Work Requests AuditLog
Retration Brocke Zngier [— Find Work Recuests 'SDPC Information Audit Log
Auth Haur Hitory
DBt Jlew @Print EECSV  Column Filers (OFF) b o)
agmen:
Retraction Type = SDPCMurse - SDPC Nurse Phone - SDPC Nurse Email © CreatedBy  CreatedDate © Updated By - Updated Date . inezid
éf{:m"f e » Enrolled to Assessing Retraction debbie jones 1212012022 0223 PM debbie jones. 12202022 0223 PM Approved PHWS
Kaneetha A Jordan
Contact List

Kaneetha Hamberiir

Tony Brovn -

Figure 4-186 SDPC Status Retraction Listing

4.17.4 Auth Hour History

This Tab allows the user to update the Auth Hours Per Week, the Start Date and End Date. Once all
fields are updated click on the Save button at the bottom of the page to create the new record.

ADMINISTRATION CONFAGURATION APPLICATION MANAGER #

Tracking Inbox  *  Participant  *  SDPC Information Listing *  SDPC Information = Mew Auth Hour History

e Auth Hours Per Week

SDPC Info Status

e Start Date 13 (mm'ddiryyy)

5DPC Information End Date &8 (mmmiddiyyyy)

Status History

SDPC S_ta‘b..us Crealed By

fimenes Created Date

Auth Hour History Updated By
Updated Date

SDPC Enrollment

- =3

SDPC MMIS Waiver
Enrolimant

Figure 4-187 Creating New Auth Hour History
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The Auth Hour History Listing will allow the user to see at a glance the current and past Auth Hour
History records.

+ Participant » SDPCInformation Lissing » SOPCInformation = Auth Hour History Listing

SERCiemaen Stanton, Shalay | Preferred Name: | Status: Enrolled | Status Effective Date: 05/18/2018 | MCI:9418689828 | DOB:02/28/1971 | Age:51 | Target Group: Physically Disabled | Prefe:
SDPC Info Status County of Responsibility: Milwaukee

Change Primary Contact: Tony Brown - Spouse/Partner

SDPC Information icA Consultant FEA SDPC Status

Status History TMG Bass_Shannon LIFE SDPC Enrolled

SDPC Statue SDPC Murse Create Work Request Find Work Requests Audit Log

Retraction Brooke Zingler Create Work Request Find Work Requests SDPC Information Audit Log

Auth Hour History

SDPC Enrollment 4 New GPrnt EBCSV  Column Filters (OFF) b
Segment
Start Date * EndDate < Auth Hours Per Week < Created By < Created Date < Updated By *  Updated Date
ésrzﬁﬂﬂsw‘"“ » 127242020 121312021 1425 judy swan 1202312020 11:22 AM becky christian 111082021 03:47 P
» 121142021 14325 becky christian 1110872021 03:47 P becky.christian 11082021 03:47 PM

Figure 4-188 Auth Hour History Listing
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4.17.5 SDPC Enrollment Segment

WISITS displays MMIS Eligibility Response with all information being supplied by the SOAP service for
the SDPC Information. WISITS will display and update active and inactive SDPC enrollment segments
on the "SDPC Enrollment Segment” Tab.

User permissions for the SDPC Enrollment Segment CTO will mirror the IRIS Enroliment Segment.

WISITS sends Eligibility requests to interChange requesting eligibility and program information via real
time calls to interchange web service. The E&E Verification Web Service includes the following SDPC
information:

WaiverProgram
SDPCAgencylD
SDPCEffectiveDate
SDPCEndDate
SDPCStatus
WorkerlID

HOME TRACKING INBEOX SEARCH REPORTING ADMINISTRATION CONFIGURATION APPLICATION MANAGER *

Tracking Inbeon: Participant SDPC Information Listing » SDPC Information *  Mew SDPC Enrcllment Segment
SDPC Information . . . : .
Stanton, Fannie | Preferred Name: | Status: Enrolled | Status Effective Date: 05/01/2014

SDPC Info Satuss County of Responsibility: Milwaukee
Change Primary Contact: Juanita Watson - Caregiver
SDPC Information 1A Consultant
Status History TMG Kohut, Jennifer

SDPC N Create Work t
SDPC Status X ree ==
Retraction Zay Xiong-Thao Create Work Request

ALusth Hour History

SDPC Enroliment Enrollment Segment Status W
Segment
Enrcliment Segment (D *
SDPC MMIS Waiver i
Enraliment Enroliment Segment BeginDate 5 (mmiddfyyyy)
Enroliment Segment EndDate 5 (mmvddryyyy)
Disenrollment Effectve Date = (mmiddryyyy)
Disenrollment Status -
Disenrollment Status Reason/Reason Code 4
Suspension End Date Used £ (mmyddfyyyy)
Created By
Created Date
Updated By

Updated Date

Figure 4-189 New SDPC Enrollment Segment
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SDPC Information

Stanton, Fannie | Preferred Name: | Status: Enrolled | Status Effective Date: 05/01/2014 | MCI: 1403876517 | DOB:05/27/1969 | Age:53 | Target Group: Physically Disabled | Preferred Phon

SDPC Info Status County of Responsibility: Milwaukee

Change Primary Contact: Juanita Watson - Caregiver

SDPC Information IcA Consul FEA SDPC Status SDPC Status.
Status History MG ; ILIFE ‘SDPC Enrolled 061372014
— SOPC Nurse Creat Req Find Work Requests Augit Log

Retraction Zay Xiong-Thao [ create work Request Find Work Requests

Auth Hour History.

SDPC Envoliment o New @Pint EBCSV  Column Fiters (OFF) &
Segment
Encollment Segment Status = Enollment Segment!D  © Encollment © Enroliment E Date  © SuspensionEndDateUsed ° Crested By Crested Date * UpdatedBy © Updated Date

v
SR LM Watem » Active 140357651700001 06/132014 system 620220323 PM system 111612022 0323 PM

Figure 4-190 SDPC Enroliment Segment Listing

417.6 SDPC MMIS Waiver Enrollment

MMIS Requests and Responses are stored on the SDPC MMIS Waiver Enroliment Tab, much like the
way the MMIS Waiver Enrollment records for IRIS is kept on the IRIS MMIS Waiver Enrollment Tab. It
has the same capabilities as the IRIS MMIS Waiver Enroliment for resubmitting transactions.

SDPC Information is kept in sync between the MMIS InterChange and WISITS. SDPC Status Changes
trigger an MMIS Request/Response. If MMIS Response Successful, the SDPC status changes in
WISITS. It is the "front end" validation and works in the same way as when IRIS Status Changes are
processed.

SDPC Status Changes below are transmitted to MMIS on the front end of any status change:
® Enrolled
B Suspended
B Disenrollment

The WISITS status change only takes effect when MMIS Response is successful. (In the same way
IRIS Status Changes take effect).

WISITS SDPC Enrollment Segment creation/update will adhere to the same date logic as the IRIS
Enroliment segment creation. Specifically, there will be no overlapping dates for status of active,
suspended, and inactive.

MMIS Requests follow guidelines of the appropriate MMIS process for closing/opening and making
inactive the enrollment segments being sent to MMIS.

The following SDPC Status Changes will occur due to IRIS Status Changes (disenrolled and
suspended).

SDPC Status Change MMIS Error Handling

SDPC Elements were added to the SDPC Status Change record (to mirror IRIS Participant Status
Change). These elements are used for MMIS Transactions (and retractions) and also for jobs to resubmit
SDPC MMIS Requests, etc.

B MMIS Error

B Suspension Days Limit Used

_____________________________________________________________________________________________________|
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Two new jobs will be created (mirroring the IRIS MMIS RESUBMIT JOBS and how they process).
B One for the 9999 errors
B One for the non-9999 errors.

Correspondence to appropriate users/groups/etc. will be configured, similar to the IRIS MMIS processing
of errors.

There are, for the IRIS MMIS Waiver Enroliment requests, several different types of communication to
users (consultants, etc.) when a Request gets an "error" response. This is to inform the appropriate
users of an issue so the issue can be corrected before a resubmit.

This is configurable, see the SDPC MMIS Enroliment Segment configuration RDO to control
correspondence.

HOME TRACKING INBOX SEARCH REPORTING ADMINISTRATION CONFIGURATION APPLICATION MANAGER 3

SDPClfermaten Stanton, Fannie | Preferred Name: | Status: Enrolled | Status Effective Date: 05/01/2014 | MCI:1403876517 | DOB:05/27/1969 | Age:53 | Target Group: Physically Disabled

SDPC Info Status County of Responsibility: Milwaukee

Change Primary Contact: Juanita Walson - Caregiver

SDPC Information ica Consultant FEA SDPC Status
Status History TMG Kohut Jennifer iLIFE SDPC Enrolled

SDPC Nurse Create Work Request Find Work Requests Audit Log

s
Retraction Zay Xiong-Thao Create Work Request Find Work Requests ‘SDPC Information Audit Log

SDPE Enrollment. & Prnt  EBCSV  Column Filters (OFF) b

Initiating Process *  Associated Enrollment Seg ID < Created By < Created Date < Updated By ©  Updated Date

SDPC MMIS Waiver + Suspended from Enrolied 436284106 debbic jones 120202022 11:28 AM debbie jones 1212012022 11:28AM

Enroliment

Figure 4-191 SDPC MMIS Waiver Enroliment

4.18 Enrollment Segments

Participants in the IRIS Program can leave (dis-enroll) and return (re-enroll) into the program. The
system will keep the historical data of each “episode” of a participant’s involvement or enroliment in the
IRIS program to ensure a complete case record/history.

The system will auto-generate the Enrollment Segment records when a Participant’s status changes to
enrolled and is the same as the IRIS start date. Each Enroliment Segment will have a unique segment ID
that is updated incrementally by 1 number each time a new enroliment segment is started.

When a Participant is disenrolled, the system will auto-populate the Enrollment Segment End date. The
system will auto-calculate the Total number of days the Participant was enrolled based on the Enrollment
Segment’s begin and end dates.

From the Participant record, view the Enroliment Segment data.
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5. From the Participant record, click on Enrollment Segment.

Tracking Inbox » Participant  » Assignment: SDPC Operatil

Participant
— Buckshot, Bob | Status: Enrolled | MCI:3187431431 | DOB:02-01-1957 | AGE:60 |

Target Group: Developmentally Disabled | Home Phone Number: (206) 555-8456 |
Financials County of Residence: Ashland

Primary Contact: Cora Buckshot - Spouse/Partner
Documents

@ Printer Friendly Format
Care Team
ICA Consultant FEA SDPC Status SDPC Status Effective
Notes Connections Consultant, IC ILife Yes Date
04/21/2017

S nornaton SDPC Nurse Create Work Request

SDPC Referral SDPC Operations Create Work Request
Enrollment Segment ‘ o owm

Figure 4-192 Enroliment Segment Tab

6. From the Enrollment Segment listing, click on a record to view the segment details.

Tracking Inbox » Participant » Enrollment Segment Listing »
Assignment: SDPC Operations
Participant
Print csv Column Filters (OFF) #

Eligibility & = Lo,

Enrollment & . Enrollment & t Begin ‘a tEnd  Assigned Assianed Di liment Effective
Financials ID ” Date Date ICA FEA Date

318743143100001 03/10/2017 12:00 AM 03/23/2017 12:00 AM ILife
Documents

318743143100002 03/23/2017 12:00 AM 03/23/2017 02:57 PM ILife 03/23/2017 07:57 PM
i 318743143100003  03/27/2017 12:00 AM ILife
Notes

SDPC Information
SDPC Referral

Enroliment Segment

Figure 4-193 Enroliment Segment Listing

Note: Since the Enrollment Segment record is a system generated record, all data fields are read-only. If
the Enroliment Segment record is currently active, data updated within the Participant’s other records will
update the active Enrollment Segment record upon Save.

Tracking Inbox » Participant » Enrollment Segment Listing » Enrollment Segment »

Enrollment Segment Enrollment Segment ID 318743143100002
Enroliment Segment Begin Date 03/23/2017 12:00 AM
Enrollment Segment End Date 03/23/2017 02:57 PM
Assigned FEA ILife
Assigned ICA
IRIS Start Date 03/23/2017 12:00 AM
IRIS Referral Date 02/13/2017 12:00 AM
Referral Status Effective Date 02/14/2017 04:44 PM
Enrolled Status Effective Date
Disenroliment Status Involuntary Disenroliment
Disenroliment Effective Date 03/23/2017 07:57 PM
Disenroliment Status Reason/Reasen Code  Health and Safety
ICA Transfer Date
Total Number of Days 1

Figure 4-194 Enroliment Segment Listing
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Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

4.19 Incident Report

When a participant suffers an incident that affects their condition while enrolled in IRIS, they are required
to report these events with the assistance of their chosen IRIS Consulting Agency (ICA) using a state-
provided form. ICAs are required to report Critical Incidents to IRIS personnel as it can impact the
participant service needs and condition. These incidents are then summarized, analyzed, and reported to
the appropriate DHS-IRIS via WISITS, and the QA staff review these reports for quality assurance
purposes.

All Incident Report data is searchable. The Incident Reports queue is viewable by DHS Administrators
and Analysts. It is located on the Home tab and lists all Incident Reports excluding statuses ‘Open’ and
‘Closed.’

In WISITS, the Incident Report Tab becomes available when an IRIS Participant is in Referred status. It
is located in the left sub tabs of the Participant record. It remains available on all other Participant
Statuses.

On the Participant record, the sub tab on the left labeled ‘Report Critical Incident’ is now labeled
‘Incident Report.’

Tracking Inbox >Participant > Incident Report

To “Open a New Incident Report:

1. On the Participant record, hover over the Incident Report Sub Tab.
2. Select New Incident Report.

3. Complete as many fields as possible.

4. Click Save or if appropriate the user may delete the form at this point by clicking the delete button.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data will be
needed.

Note 3: Users can save partially completed Incident Report forms and return to them when they have more
information to add. The status cannot be transitioned to “Ready for Review” and will remain in Open Status until all
of the required fields are addressed or the form is deleted. When an attempt to transition the status fails, WISITS
will advise which required fields remain blank.

Once an Incident Report is initiated and saved, the report can be viewed in the Incident Report Listing.
From the Participant page, select the Incident Report sub tab. From the listing the user can create
additional new Incident Reports and Print existing ones.
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The user can return to Incident Reports in the Open Status to add additional information by clicking on
the applicable row.

1. From the Incident Report listing, click on a record to view the segment details.

SEARCH  REPORTING  ADMINISTRATION  CONFIGURATION  APPLICATIONMANAGER %%
Farrington, ANDRE | Preferred Name: | Status: Enrolled | Status Effective Date: 10/13/2017 | MCI:7451301273 | DOB:05/06/1993 | Age:
Participant.
IcA Consultant
Cose Note: AdvocatesdU Gordon, Erick
Plan
Create Budget Amendment Request Create One Time Expense Request
Particlpant Outcome Request Budget Amendment Request One Time Expense
Financils
Cost Share Ledger
4Now @ Print EBCSV  Column Filters (OFF) b
Participant Address
Immediate
Participant Phone. . . | Incident Dateof  Incident 5 . Incident Incident Incident _ Incident et Fojowyp Incident  Contil
Incident ID = |statiss (ICA' Hl [comactl iRt |ririigl | event il | REEor ol ImEkent Cateaoy Type - Setting Description Outcome ;’:,’“y  Action - Result  Factor]
Participant Emal e
e » 7451301273_CI_00001 Open AdvocatesdU Erick  (414) Non-  08/1212021 0912072021 Non-el Adit TEST  C Yes TEST Fall
Gordon 484-  Critcal Injury/liness: i Family 1ER
Care Team 1042 medical care Home, Visit
3-4bed
SOPC Information
Elgibility
Participant Status

Figure 4-195 Incident Report Listing

Note: Since the Incident record is a system generated record, all data fields are read-only. If the Critical
Incident record is currently active, data updated within the Participant’s other records will update the active
Critical Incident record upon Save.

2. Once a Critical Incident record is selected, clicking on the five tabs allow for various options:

Tracking Inbox  »

Report Critical
Incident

Critical Incident Status
Change

Critical Incident Status

Participant »

| Preferred Name: | Status: Enrolled | Status Effective C
| Age:73 | Target Group: Frail B

MCI:

Report Critical Incident Listing  »

| DOB:

Report Critical Incident

| County of Responsibility: Milwaukee

Primary Contact: Irina Independent Living - Caregiver

History
g sy ICA Consultant FEA Create W
Remediation
Assurance

Create Budget Amendment Create One Time Expense Audit Log

Request Request

Report Critical Incident Audit
Request Budget Amendment [ Request One Time Expense . ;
< >« >

Participant Name/MCI
Incident 1D

Status

ICA

Point of Contact

Figure 4-196 Critical Incident Tabs and Entry
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Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard

4.19.1.1 Transition Status
Once all required fields are addressed WISITS will allow the User to Transition the Status.

1. On the left Navigation click the “Critical Incident Status Change” sub tab.
2. On the page select “Ready for Review” from the drop down.”
3. Click save.

The system will then validate all required fields are populated on the Incident Report page and then
transition the status to ‘Ready for Review.’

If all required fields are not addressed WISITS will advise in red font which required fields remain blank.

HOME TRACKING INBOX SCAN SEARCH REPORTING ADMINISTRATION CONFIGURATION APPLICATION MANAGER *

Tracking Inbox » Participant » Incident Report Listing » Incident Report » New Transition Status
Incident Re . -
et Farrington, ANDRE | Preferred Name: | Status: Enrolled | Status Effective Date: 10/13/2017 | MCI:7451301273 | DOB:05/06/1993 |
Transition Status Age:28 | Target Group: Developmentally Disabled | Preferred Phone Number: (076)2- | County of Responsibility: Milwaukee
ICA Consultant
Incident Stat
oy AdvocatesdU Gordon, Erick
Critical Incident Point of Contact
Loy Euy Erick Gordon (414)484-1042
Remediati
ssssssss
Status v %
Created By ————————
Created Date
Updated By
Updated Date

Figure 4-197: Incident Report, Transition Status

Required fields for Transition to Ready for Review.

As mentioned above, if there are missed fields WISITS will advise which fields from the list below remain
blank:

¢ Incident Priority is required.

e Date of Event is required.

e Location Event Occurred is required.

e Reporting Provider (Individual/Agency) Name is required.
¢ Reporting Provider Contact Information (Telephone No., Email) is required.
e Incident Setting is required.

¢ Incident Category is required.

¢ Incident Description is required.

¢ Incident Follow-up Action is required.

e Caregiver involved where incident occurred is required.

¢ Incident Outcome is required.

¢ Immediate Health and Safety Assured is required.

o Date of Initial Notification is required.

e Original Reporter is required.
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e Person Completing Last Name is required.

e Person Completing First Name is required.

e Person Completing Title is required.

e Person Completing Agency is required.

e Person Completing Email is required (email format it validated).
e Person Completing Phone is required.

e Person Reporting is required.

o Agency Referral is required.

e Type of Report is required.

o Persons/Agencies Contacted by IRIS Consultant is required.
o Post Incident Action is required.

After a successful transition to “Ready for Review,” the report is ready to be reviewed by ICA Quality,
SDPC Nurse, SDPC Operations and or Administrators who have appropriate permissions to the
report and can have it “Returned to the ICA” or “Closed” as appropriate by following these steps:

1. Click on the Transition Status Listing sub tab on the left.

2. In the content pane of the Transition Status Listing available reports appear. Those with
permissions will also see the report on the WISITS Home Page under the Incident Report
Workflow Queue. Administrators can review Role Based CRUDAS Permissions, as necessary.

4. Click on the report to be reviewed.

Tracking Inbox » Participant » Incident Report Listing » Incident Report ansition Status Listing Assignment: No Assigni

Incident Report

Transition Status

Farrington, ANDRE | Preferred Name: | Status: Enrolled | Status Effective Date: 10/13/2017 | MCI:7451301273 | DOB:05/06/1993 |
Age:28 | Target Group: Developmentally Disabled | Preferred Phone Number: (076)2- | County of Responsibility: Milwaukee

ICA Consultant FEA Create Work Request Find Work Requests

Status

+ Reason for Status Change -

Reason Other Specify

Created By - Created Date * Updated By - Updated Date

| » Ready for Review

debbie jones  09/29/2021 11:30AM  debbie jones  09/29/2021 11:30 AM I

Incident Status
Histon AdvocatesdU Gordon, Erick iLIFE Create Work Request Find Work Requests
Log Entry Create Budget Amendment Request Create One Time Expense Request Audit Log
Remediati Request Budget Amendment Request One Time Expense Incident Report Audit Log
sssssssss
+New @Print EBCSV  Column Filters (OFF) b IRIS Start Date

10/13/2017

Approved PHWs
LEROY GEORGE HENTON

Contact List
ROY Nickols - (664)1

Figure 4-198: Incident Report Listing.

All of the required applicable fields must be fully addressed to update the Status from Ready for
Review to Closed:

¢ Incident Priority

e Date of Incident Date of Event

e Location Event Occurred (Street, City, State ZIP Code)

e Reporting Provider (Individual/Agency) Name

e Reporting Provider Contact Information (Telephone No., Email)
o Type of Report (Check all that apply)

e Incident Setting

e Incident Category

_____________________________________________________________________________________________________|
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e Incident Type

¢ Incident Description

¢ Incident Follow-up Action

e Date of Death

e Persons/Agencies Contacted by IRIS Consultant (Check all that apply)
e Caregiver involved where incident occurred.
e Incident Outcome

e Immediate Health and Safety Assured?
e Post Incident Action

e Date Form Completed

e Date of initial notification

e Original Reporter

e Person Completing Form - Last Name
e First Name

o Title

e Name of Agency

o Email Address

e Telephone Number

e Person Reporting - Print Name

e Agency Referral?

o Referred Agency

e Investigation Status

e Substantiated?

e Substantiation Date

o Remediation Action

e Remediation Action — Specify

Note: When the IRIS participant is NOT in Deceased Status and a death category is selected within the
Critical Incident form a popup message populates “Warning :Participant must be in Deceased status to
select a death Incident Category.

_____________________________________________________________________________________________________|
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4.19.1.2 Incident Status History

The Incident Status History reveals the Incident Report’s Status changes, Start Date, End Date, Created
date, Created by, Updated date, and Updated by. They can be exported and/or printed.

Tracking Inbox » Participant » Incident Report Listing » Incident Report » Incident Status History Listing Assignment: No Assignr|

Incident Report

Farrington, ANDRE | Preferred Name: | Status: Enrolled | Status Effective Date: 10/13/2017 | MCI:7451301273 | DOB:05/06/1993 |

- Age:28 | Target Group: Developmentally Disabled | Preferred Phone Number: (076)2- | County of Responsibility: Milwaukee
ICA Consultant FEA Create Work Request Find Work Requests
Incident Status
History Advocates4U Gordon, Erick ILIFE Create Work Request Find Work Requests
Log Entry Create Budget Amendment Request Create One Time Expense Request Audit Log
Assurance
= New @ Print EJCSV  Column Filters (OFF) b IRIS Start Date
10/13/2017
. Reasonfor Status . Reason Other . a -
Status.  Change © Specify + StartDate. EndDate: Created By: Created Date ¢ Updated By Updated Date Approved PHWs
» Open 09/29/2021 09/29/2021 debbie.jones 09/29/2021 0827  debbie.jones 09/29/2021 11:30 LEROY GEORGE HENTON
’ Contact List
» Ready for 09/29/2021 debbie jones 09/29/2021 11:30 debbie jones 09/29/2021 11:30

ROY Nickols - (664)1-

Review

Figure 4-199: Incident Report, Incident Status History

419.1.3 Log Entry
The Log Entry is available so that additional details may be added.

HOME TRACKING INBOX SCAN SEARCH REPORTING ADMINISTRATION CCONFIGURATION APPLICATION MANAGER ~ $%

Tracking Inbox » Participant » Incident Report Listing » Incident Report » New Log Entry

Incident Report

Farrington, ANDRE | Preferred Name: | Status: Enrolled | Status Effective Date: 10/13/2017 | MCI:7451301273 | DOB:05/06/1993 |
T Sams Age:28 | Target Group: Developmentally Disabled | Preferred Phone Number: (076)2- | County of Responsibility: Milwaukee
Incident Status IcA Consultant
History Advocates4U Gordon, Erick
Critical Incident Point of Contact
Log Entry Erick Gordon (414)484-1042
Remediation

ssurance
Log Entry *

Created By
Created Date
Updated By

Updated Date

Figure 4-200: Incident Report, Log Entry Sub Tab.

41914 Remediation Assurance
The Remediation Assurance Tab:

1. Provide RA Status from the available drop-down options (Remediation Open, Remediation Required,

and Remediation Closed)

2. Provide Ongoing HW Assurance from available drop-down options (Complete or Incomplete).

]
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3. Add Follow-up Case Note Date.
4. Provide Remediation Follow-up comments in the text field.
5. Provide Remediation Date.

. - ______________________________________________________________________________________________|
Tracking Inbox » Participant » Incident Report Listing » Incident Report » New Remediation Assurance
Incident Re - :
nedent feport Farrington, ANDRE | Preferred Name: | Status: Enrolled | Status Effective Date: 10/13/2017 | MCI:7451301273 | DOB:05/06/1993 |
Transition Status. Age:28 | Target Group: Developmentally Disabled | Preferred Phone Number: (076)2- | County of Responsibility: Milwaukee
ICA Consultant
Incident Status
History AdvocatesdU Gordon, Erick
Critical Incident Point of Contact
Log Entry Erick Gordon (414)484-1042
Remediation
Assurance
RA Status vlx
Ongoing HW Assurance v ®
Follow-up Case Note Date ) (mmiddryyyy)
Remediation Follow-up
Remediation Date & (mmiddiyyyy)
Created By
Created Date
Updated By
Updated Date

Figure 4-201: Incident Report, Remediation Assurance Sub Tab

4.19.1.5 Incident Report PDF Form

When the Incident Report is selected and updated, WISITS will pre-populate a Read Only Incident
Report /IRIS PDF form.

To preview the PDF select the Preview button at the bottom of the Incident Report.

5o L rrovon J oooio-

Figure 4-202: Incident Report, PDF Preview Button
A CSV file will display and can be opened and saved by the user. The Incident Report PDF Form:

_____________________________________________________________________________________________________|
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¢ Is populated with data mapped from the Participant record data, user profile and from the Report
Critical Incident page. It will display only the selected values from the Incident page.

o WISITS allows the form to be deleted by the user while in the Open status. Administrators may
delete the form as appropriate.

o WISITS provides an option to view or print a PDF of the report at any time. The PDF document is
not saved to the participant’s document console until the status is updated to Closed and saved.

o WISITS automatically creates the read only version of the PDF when the status changes to
‘Closed.’

e Is currently 2 pages long (see example below).

Page 1
DEPARTMENT OF HEALTH
Division of Medicaid Services INCIDENT REPORT - IRIS STATE OF WISCONSIN
PARTICIPANT INFORMATION
T Wame - Last Mame - First M
Address — Streal (Paricipant) City / State | ZIF Coda
Date of Birh Sax Telephone Number
CMale Female

Name — Residental Servica Provider Address — Residential Servica Providar

County of Physical Residence County of Fiscal Respansibility

MCI Number
INCIDENT INFORMATION

Dale of Event Location Event Occurred (Street. City, State, ZIP Code)
Name — Reparting Provider (Individual / Agency) Reparting Provider Contact Information {Telephone No., Email)

Type of Report (Check all that apply)
[ Criical [ Original [ Update [ Correction  [5] Incident Review Completed and Closed
Type of Setting Where Incident Likely Dccurred

Incident Category

Tncident Type

IF THE PARTICIPANT DIED, COMPLETE THE FOLLOWING:
o - Official cause of death as reported on the death certificate
ate of Death

CONTACT | SUPPLEMENTAL REPORTING CHECKLIST
Checi all persons | agencies contactad by county waiver agancy

(5] Acult Protective Services Provider Agency

5] Wisconsin Incident Tracking Report Submittad [ OHS Waiver Manager | Central Office

(& RIS Consutiant [ Caregiver Misconduct Statewide Compiaint Line: B00-542-6552
[ Parent i Guardian (Required) Other—Speciy:

[ Licensing Agency [E] Note any persan { entity NOT notified and why

B Prysician

Figure 4-203: Incident Report PDF Example (Page 1)
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WISITS USER GUIDE 168



(/~

Wisconsin C
@y Dcpartment of Health Services < // E R/p$

| Self-Direct

Page 2
DEPARTMENT OF HEALTH
Division of Medicaid Services INCIDENT REPORT - IRIS STATE OF WISCONSIN

Was the perpelrator / alleged perpetralor a paid service provider for subject of Incident of was helshe an Unpaid provider?

Name - Caregiver involved where incident occurred

Name — Employer of the caregiver involved when incident occurred

Address of Provider Agency employing the caregiver (Street, City, State, Zip Code)

OUTCOME AND CONCLUSION
Please provide a detailed description of the significant actions and events (e.g., staff terminated, arrested, etc.; person treated at ER)
taken by all parties involved and their effects following the incident.

e i Cavendium hac

anct et o e,

Please discuss changes o the walver participant's situation or status as a resull of the Incident Including revisions 1o the person's
individualized service plan, provider/staff, living arrangement, school, work, guardian, etc.. and how these changes assure the
participant’s safety and improve hisiher quality of life.

e i, Prasato e u — Cavensumi -

s rabter bm i

Type of change made or action taken by County/Walver Agency or contraclor as a result of Incident (check all that apply)

X Nothing changed (%] Medically related consult
Corrective action initiated (%] Behavioral consult
[X Terminate staff [®] Staff providing training related to subject of incident
[X Change in persannel working with the participant [X] Refer to Licensing (Adult)
[X] Added staff coverage (¥ Report to APS

[X Change agency that provides service
[X Change to Individualized Service Plan
Added new service
[¥] Reduced service
[ Terminated service
[¥] Increased amount and/or type of extemal monitoring of setting

NOTIFICATION OF INCIDENT
Date Form Completed Name - Primary Children's Services Specialist or IRIS Consultant.

B9 Report/Refer to caregivers

(¥ Refer to Disability Rights Wisconsin

(%] Refer to District Attorney/law enforcement agency
Other - Specify.

Date of initial notification

Original Reporter.

SUPPORT & SERVICE COORDINATOR / INDEPENDENT CONSULTANT / BROKER INFORMATION (If different from above)
Name — Last

Name - First Telephone Number

Emall address
0000@000.com

Person Reporting - Print Name

Figure 4-204: Incident Report PDF Example (Page 2)

4.20 MMIS Eligibility

When the user would like to identify programs external of WISITS the Participant is enrolled in, a query
can be made to MMIS to retrieve the information. This can be achieved by clicking on the ‘Retrieve
MMIS Eligibility and Enroliment’ button.

The information is also populated to the MMIS Eligibility tab when the Participant status transitions from
Referred to Enrolled.

WISITS transmits SDPC information to MMIS for PPPM (Per Provider Per Month) payments.

SDPC information including participant demographics and SDPC enrollment data is transmitted to MMIS.
WISITS will accept MMIS responses including errors and edits in order to keep the two systems aligned.
This will include IRIS and SDPC status retraction functionality in WISITS.

Note: SDPC Information is kept in sync between the MMIS InterChange and WISITS, to find those records SDPC
Enrolliment Segments and the MMIS Waiver Enrollment Records please review the SDPC Information Tab.
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Tdde

Eligibili

igibility Suffix

MIMIS Bligibsility ssN =205 Edii @

Participart Status MCIID 3501000015 o

Cha

rae MCI Effective Date 1210912020

Parsicipant Ststus DOB owoii1ese @ B (mmiddlyyyy)

Hiszory
Gender Male v @

Participant Szatus

Retraction Preferred Name ?

Ml History Refrieve MMIS Eligibility and Enroliment
Maost Recent MMIS Eligibility Response Status: Success

Insurance Date/Time Requested: 12/29/2020 3:38 PM

Click here to go to MMIS Eligibility Information.

Figure 4-205 Retrieve MMIS Eligibility and Enrollment

1. The MMIS Eligibility can be checked at any time and multiple times as needed by the user clicking
the ‘Retrieve MMIS Eligibility and Enrollment’ button.

2. The ‘Most Recent MMIS Eligibility Response’ field will display the latest query information

requested.

3. Click on the ‘here’ link to view the query results.

@ My Account [ Sign Out @ Help

HOME TRACKING INBOX SEARCH REPORTING ADMINISTRATION CONFIGURATION APPLICATION MANAGER *

MMIS Eligibility
Response

MMIS Blig Benefit Plan

MIMIS Big Childrens
LOC

MMIS Blig Adules LOC

MIMIS Blig Managed
Care

MMIS Blig Cost Share

MIMIS Elig Waiver
Program

MMI Big SDPC
Program

Tracking Inbox » Participant  »

Member Found fes

MMIS Bligibility Listing » MMIS Eligibility » MMIS Eligibility Response Listing » MMIS Eligibility Response

EBONE , FOURTYEIGHT | Preferred Name: FOURTYEIGHT | Status: Referred | Status |
Number: (777)777-7777 | County of Responsibility: Winnebago

Ica Consultant
Connections Fischer, Anne
Audit Log
MMIS Eligibility Response Audit Log

Transaction Reference ID 3000000206
Id Unique Client 3501000045
Submitted Client ID 3501000045

mor Code
Error Description

Created By administrator

Created Date 1211372022 03:01 PM
Updated By administrator
Updated Date 12/13/2022 03:01 PM

Figure 4-206 MMIS Eligibility Response

Note: When the "Retrieve MMIS Eligibility and Enroliment" is processed and retrieved from the interChange a new
record format will be included in the new SOAP service for SDPC Information. This information will be added to a
new tab as a child of MMIS Eligibility Response. The new tab is called MMIS Elig SDPC Program.

4. Click on the tabs on the left side of the page to see if the Participant is enrolled in the selected

Plan.
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Resporca
MM Eig Benefit Plon

MM Eig Chilcrens
LoC

MM Eig AduksLOC

MMIS Eig Managed!
Gare!

MM Eig Cost Share.

MM Eig Waiver

MM Eig SDPC
Program

EBONE , FOURTYEIGHT | Preferred Name: FOURTYEIGHT | Status: Referred | Status Effective Date: 04/21/2022 | MCI:3501000048 | DOB:01/01/1950 | Age:72 | Target Group: Physically Disabled | Preferred Phone

Number: (7T77)777-7777 | County of Responsibility: Winnebago
ica Com FEA

Connegiions Ouireach Health Services

Audit Log

MMIS Eligiity Response Audit Log

@Prnt EICSV  Colunn Filters (OFF) b
Benefit Plan % Benafit Plan EffectiveDate © Benefit Plan End Date

» BC Standard Plan 0110172020 0610112021

Find Wark Requests

Find Work Requests

IRIS Start Date
Contast List

Figure 4-207 MMIS Eligibility Response Detail

5. When a query is unsuccessful, an error will be displayed.

Most Recent MMIS Eligibility Response

Status: Failure
Error: 8102-Member mot found in interchange
Date/Time Requested: 017132021 10:14 AM

Click here o go to MMIS Eligibility Information.

Figure 4-208 MMIS Eligibility Error Response

6. Clicking the ‘here’ link takes the user to the MMIS Eligibility Response page.

Transaction Reference ID 143454377

Submitted Client ID TIT1000006
Member ID TTIT1000006
Member Faund Mo
Transaction Status Failure

Error Code 8102

Error Description

Member not found in interchange

Figure 4-209 MMIS Eligibility Response Page

4.21 MMIS Waiver Enroliment

MMIS sends the initial IRIS Waiver Enroliment to WISITS when a Participant status changes from
Referred to Enrolled. The Request and Response messages sent between WISITS and MMIS are stored
to keep the Waiver Enroliments in sync. Review the Waiver Member Enrollment Listing.

Note: SDPC Information is kept in sync between the MMIS InterChange and WISITS, to find those records SDPC
MMIS Waiver Enrollment Records please review the SDPC Information Tab.

MMIS will send IRIS Waiver Enroliment Requests when the Participant statuses change to:

- Deceased

- Enrolled

- Involuntary Disenrollment
- Suspended

- Voluntary Disenrollment
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Participant Address

Print €SV Column Filters {
Participant Prone ] B OFF) »

Initiating Process *  Created By : Created Date ©  Updated By Updated Date

Participant Email
* Initial Enroliment system 1212972020 03:38 PM system 122972020 03:35 PM

Participant Contact
Care Team

SDPC Information
Eligibility

MMIS Bligibility

Participant Status
Change

Participant Status
History

Participant Status
Ratraction

M History
Insurance

Letzer Generation
Enroliment Segment

MMIS Waiver
Enroliment

Figure 4-210 MMIS Waiver Enrollment Listing

1. Click on the Initial Enroliment row to view the record. The MMIS Waiver Enrollment tab provides
Initiating Process Status with create/update and date/timestamp information.

MMIS Waiver
Enroliment

Ebone, Fifteen | Preferred Name:
WMIS Waiver Pragram County of Responsibility: Milwau

Enroliment Requestis)

ICA
TMG

Create Budget Amendment Request
Request Budget Amendment

Initiating Process  Initial Enroliment

Created By system
Created Date 12/29/2020 03:33 PM
Updated By system

Updated Date 12/29/2020 03:35 PM

Figure 4-211 MMIS Waiver Enroliment Page

2. Click on the MMIS Waiver Program Enroliment Request(s) tab. This tab displays the Initial
Enrollment record created. Click on the Initial Enrollment row to view the data details for the MMIS
Enroliment Seg Request.

_____________________________________________________________________________________________________|
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e Ebone, Fifteen | Preferred Name: | Status: Enrolled | Status Effective Date: 12/18/2020 | MCI:3501000015 | DOB:01/01/1950 | Age:71 | Target Group: Frail Elder | Preferred Phone Number: (414)777-1515 | County of Responsibility:
ca Consultant FEA
M Watver
B ™ Colins, Rezgan UFE
Recuestls)
‘Creste Budget Amendment Request Craate One Time Expense Request AuditLog
B prn EICSY  Column Fiters (0FF) #
Inifiating. Request. Resubmittad Transaction Transacfion Transackion Tansaction Lt Fist. Middle Name ) ) Res  Res g e =l = e CORes i wa . wa . Mad L Mal . Ml Ml
Process  Sequence Indicator  Sowce  Date Time - poterencs MemBriD wr Name inital Suix DOF S Gander QOIS G Address2’ Addressd RSO Suate ZipCode ZipCoded County FEPIOTET PRENEC Rdiresstype Address! Addhess2’ Addressi Ciy © Sl ZipCode
» intal Ho WSTRT 12292020 163842 14zaz 00015 Etone Fiteen 01DITSR0 0100015 Male | RIS Madson Wi 83704 5200 13 @l4TITIEIS W RIS Maiing Magison W 53704
Envalimen Residentia

Figure 4-212 MMIS Waiver Program Enroliment Request

3. The MMIS Waiver Program Enrollment Request(s) tab contains the enroliment data points sent
to MMIS for the Participant IRIS enroliment.

MMIS Waiver
Pragraen Enrellmernt N
fiequest(s) Ebone, Fifteen | Preferred Name: |
Milwaukee
MMIS Enrollment Seg
Responss
ICA
TMG

Create Budget Amendment Request

Request Budget Amendment
Has Been Resubmited No

Initiating Frocess Initial Enroliment
Transaction Source WSTRT
Transaction Date 12/29/2020
Transaction Time 153842
Transaction Reference ID 143327029
Mamber ID 3501000015
Last Name Ebone

Firsz Mama Fifizan

Middle Initizl

Mame Suffic

CoE

SEN

Gender

Res Address Typs IRIS Residential
Res Care OF

Res Address2 2213 shington Ave
Res Address3

Res City Madison

Res Statz Wi

Res ZipCode 53704

Res ZipCoded 5208

Res County 13

Res Phone 4147771515
Res Phone Indicator H

Mail AddressType IRIS Mailing
Mazil Addrass1

Mazil Addrazsd 2213 E Washington Ave
Mail ressd

Mail Madison

Mail State Wil

Mail Z: 53704

Mail Z: 5208

Mail oo

Mazil Phone 4147771515
Mazil Fhone Indicator H

Waiver Program Code IRIS

Waiver Agency Id 59002001
TransactionType Open
Enrcliment Effective Date  12/18/2020
Enrcliment End Date 12/31/2289
Status Active

Worksr Id reagan o

Start Reason Code 2L

Stop Resson Code
Recartfication Dus Date  11/30/2021

Recart Complete Date 12/18/2020
County of Respansisiity 40
Wsivar FEA 60009000

Fza Effective Dat=.
Fza End Dat=
Fza Etatus

12/18/2020

Figure 4-213 MMIS Enroliment Request Data Points
4. The MMIS Enroliment Seg Response tab has the Response Status from MMIS.
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MMIS Enroliment Seg
Response

Ebone, Fifteen | Preferred Name: | Staty
WMIS Enrellment Seg County of Responsibility: Milwaukee

Errors
ICA
TMG

Create Budget Amendment Request
Request Budget Amendment

Transaclion Reference ID | 143327088

Member ID 2501000015

Response Status Success v _

‘Waiver Program Code

TransactionType Open s
Effective Date 12118/2020 6 (mmiddiyyyy)
End Date 1273112288 & (mmicdlyyyy)

Figure 4-214 Enrollment Seg Response

5. For a failed Request, click on the MMIS Enroliment Seg Errors tab to see the reason the Request
failed.

S o olment 5t Bear, Abe | Preferred Name: | Status:

MMIS Enrgllment Seg

Errors
ICA

™G
Create Budget Amendment Request
IRequest Budget Amendment

Transaction Reference I | 123454377
Mzmber ID TFT1000005
Response Status Fa - ’
Waiwer Program Code

TranzactionType Open hd
Effective Date

End Date

MMIS Enroliment Seg
Respanse

Bear, Abe | Preferred Name: | Status: Enrolled | Status Effective Date: 01/18/2021 | MCI: 7771000006 | DOB:01/01/1950 | Age:71 | Target Group: Frail Elder | Preferred Phone

Ica ‘Consultant FEA Create Work Request
MMIS Enreliment Seg j
Create Budget Amendment Request Create One Time Expense Request Audit Log
Request Budget Amendment Request One Time Expense MMIS Enrollment Seg Response Audit Log
ByPrint  EICSV  Column Fiters (075) b

» fmw;Codr " ?;::::T?‘D:CUDI‘J\I\‘ERC-M‘.IGE _ : f'ajr::.l[{l:
Figure 4-215 MMIS Enrolment Seg Errors

Note: When the Response Status is Success with Errors, WISITS will handle this MMIS response as a
‘Success.’

Note 2: When an ICA or FEA transfer occurs while suspended, WISITS keeps enrollment segments in
sync with MMIS and sends correct suspension end date.
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4.22 Vulnerable High/Risk Form

This CTO in WISITS captures the participant's vulnerable/high risk status (V/HR). The Vulnerable/High
Risk tab is child of participant (CTO), it allows entry of Vulnerable/High Risk Participant information. This
status can be changed as appropriate. Users can determine when a participant was in this V/HR status
at any particular time via status Effective and End Dates. A PDF copy of the V/HR form can be saved to
the Participant Console based upon selections made by the User.

To create a Vulnerable / High Risk record:
8. Go to the Participant Page
9. On the left navigation select or hover over the Vulnerable / High Risk tab.
10. Select New Vulnerable / High Risk.
11. A blank form will populate.
12. Complete all appropriate fields.

Note: Required fields must be completed in order to save the form.

Perticpan Vallejo, Judith | Preferred Name: | Status: Enrolled | Status Effective Date: 01/11/2022 | MC1:9413306397 | DOB:12/24/1945 | Age:77 | Target Group: Frail Elder | Preferred Phone
CaseNotes Number: (715)446-0777 | County of Responsibility: Marathon
Primary Contact: Jery Imran - Son
Hen icA Consultant FEA SDPC Status SDPC Status Effective Date
Vulnerable/Highhisk | New Vulnerable/Figh Risk Ocanas,_Ericka GT Independence SDPC Enrolled 0111172022

Create Work Request Find Work Requests. Document ts Console Documents Console

Pertion Qutcoe Amber Brumfield Create Work Request Find Create Participant Document View Participant Documents

Financ Audit Log
Cost Share Ledger Participant Audit Log

Participant Address

) . IRIS Start Date
PartcpantPhone Effective Date (Date VHRP was identified) © (mmiddiyy) fruion
Participant Email End Date @ (mmiddiyyyy) Approved PHWs.

Participant Contact

VHRP Participant Criteria
Care Team

Is nonverbal and unable to communicate feelings or preferences O Yes ®No
SDPC Information N _

Is unable to make decisions independently OYes ®No
ey Is clinically complex, requiring a variety of skilled services or high utiization of medical equipment O Yes ® No

ly complex, requiring e quip

MMIS Elgibiizy Is Medically Frail Oves®No

s VHRP Caregiver Criteria

Partcipant Status Is dependent on a single caregiver
History
v Is dependent on two or more caregivers—all of whom are related to the participant
Paricpan:Saus Is dependent on o or more caragivers—all of whom ars related to one another
ecraction
MClHistory Date of Education Conversation £ (mmiddiy)

Insurance Document the education conversation including risks, education, and mitigation strategies *
with the participant and legal representative role in mitigating risk.

Letter Generation

RIS Envollment Documentin detail aciivties to be implemented to mitigate risk such as: caregiver back up plans *
Segment or caregiver siress management
is responsible for each activity. Documen #IRIS consultant oversight plan and participant responsibilties.
IRIS MMIS Waiver
Enrollment List the name and relationship of individuals present during the conversation *

Assessment it Review Date 3 (mm/ddiyyyy)

Created By

Figure 4-216 Vulnerable/High Risk

13. Click Save button at the bottom of the form.

14. A popup will be displayed asking the user if they want it attached to the Participant
Documents Console.
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Do you want to attach the VHR document to the participant document
consale.

Ok = Yes
Cancel = Mo

The record will be saved regardless of the answer chosen.

Figure 4-217 Option to save Vulnerable/High Risk PDF on Participant’s Document Console.

a.) If the answer is yes, a PDF version of the form will be created behind the scenes and

attached to the participant document console. This can be accessed when viewing the
participant documents from the button on the banner.

Download complete [] *

@ The form has been successfully added

to the document repository Click ferd to
view.

Figure 4-218 Confirmation Vulnerable/High Risk PDF saved to Participant Document Console.

b.) If the answer is NO, the Vulnerable/High Risk Form will be present in the listing view and
no PDF will be created.

15. To access the listing view click on the Vulnerable/High Risk Tab. Completed Vulnerable/High
Risk forms are available to review or update by users with appropriate permissions.

HOME  JRACKINGINBOX  SEARCH  REPORTING

ADMINISTRATION ~ CONFIGURATION  APPLICATIONMANAGER €3
Trackinglnbox > Partiipant » Vulnerable/High isk Listing
Pamicpent Vallejo, Judith | Preferred Name: | Status: Enrolled | Status Effective Date: 01/11/2022 | MCI:9413306397 | DOB:12/24/1945 | Age:77 | Target Group:!
CaseNotes Number: (715)446-0777 | County of Responsibility: Marathon
Primary Contact Jerry Imran - Son
Pl IcA Consultant FEA SDPC Status. SO
Vulnerable/High Risk Advocatesd Ocanas, Ericka GT Independence SDPG Enrolled 01
% & SDPC Nurse Vulnerable/High Risk Status Create Work Request Find Work Requests D
i a— Amber Brumfield Start Date: 03/17/2023 End Date: [T— Find Work Requesls
Financials
Documents Console Audit Log
Cost Share Ledger View Participant Documents. Participant Audit Log
Participant Address
+New @GPt EBCSV  Column Fitters (OFF) »
s
clinically
Is nonverbal jcompex; Is
nd unable ore
dependent ate of
Effective . En ™ caregiy regivers . Conver: Review Created Updated .
s e oy Clueaon - S ¢ ooy G womenoy $20
SDPCinformaion caregiver "
e one
rticipant another
Eligibilicy CHess
» 03/17/2023 No Yes No No Yes No No 03/17/2023  Test Test Test 03/17/2023 debbie jones 03/17/2023 debbie jones 03/17/2023
MVIS Eligbiley 0101 PM 0107 PM
Participant Status.
Change
Paricpant Status

Figure 4-219 Vulnerable/High Risk Listing view

a.) When a form is updated and saved the option of creating the PDF will be presented
again. See example of the PDF form below
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gh Risk

ttcome

Vallejo, Judith | Preferred Name: | Status: Enrolled | Status Effective Date: 01/11/2022 | MCI:9413306397 | DOB:12/24/1945 | Age:77 | Target Group: Frail Elder | Prefer
Number: (715)446-0777 | County of Responsib

Primary Contact: Jerry Imran - Son

IcA
Advocates4l
SDPC Nurse
Amber Brumfield

Documents Console

iew Participant Documents

ty: Marathon

Consultant
Ocanas, Ericka

Vulnerable/High Risk Status
Start Date:03/17/2023 End Date:

Audit Log

Participant Aud

FEA
GT Independence
Create Work Request

Create Work Request

SDPC Status

SDPC Enrolled
Find Work Requests
Find Work Requests

Export to PDF || i Printer

SDPC Status Effective Date
01/11/2022
Documents Console

Create Parficipant Document

| Participant Document Console

Show Al v|entries

search: [ ]
" D t Created
File Name Document Name ocument Category Type Comments Mailed Created By reates Updated By
ion [SSP and \Pﬁls‘gera ple/rian 03/17/2023
VULNERABLE_HIGH_RISK_DETERMINATION.PDF = 03/17/2023 Related P No debbie.jones . debbie.jones
VULNERABLE_HIGH_RISK_DETERMINATION.PDF Documents | Determination 1:01 PM
Form
| -
LSS hdand vgﬂera LRI 03/17/2023
tus VULNERABLE_HIGH_RISK_DETERMINATION.PDF = 03/17/2023 Related . No debbie.jones N debbie.jones
VULNERABLE_HIGH_RISK_DETERMINATION.PDF Documents. Determination 1:07 PM
" Conflict of 05/08/2022
@TEST (5).docx TEST 09/08/2022 Advocates4U Interest No debbie.jones 8:45AM debbie.jones
s Disclosure :
(@ Handwritten_2022-08-16_155015 WIIRIS confilcticq 08/16/2022
— - TEST Deb 08/16/2022 Advocates4U Interest test No debbie.jones s debbie.jones
gleZ2:ndr Disclosure 313 PM
showing 1 to 4 of 4 entries Previous 1 Next
ion
‘ >
3

Figure 4-220 Vulnerable/High Risk PDF saved in Document Console
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VULNERABLE HIGH RISK DETERMINATION - IRIS PROGRAM
INSTRUCTIONS:
Completion of this form is not required through Wisconzin State Statute; however, completion of this form is an IRIS program
requirement per IRIS policy. IRIS consultants are required to assess vulnerability and risk factors for abuse and neglect in the
participant's personal life or finances. The IRIS consultant must complete this form after the determination of vulnerable/high risk
participant (VHRP) has occurred (at least annually). In cases in which the participant does not wish to address the risk, this

document should serve as a guide for di ion and acknowledgement of risk.

Mame — Participant (Last, First, Middle Initial) Mame - IRIS Consultant Agency

Vallejo, Judith Advocatesd )

Date VHRP was Initially Determined/Redetermined Mame - IRIS Consultant
0372023 Ericka Ocanas

Date of Education Conversation (03/17/2023

1. State how the participant meets the definition of VHRP. [] 1s nonverbal and unable to communicate feelings or preferences
Is dependent on a single caregiver Iz unable to make decisions independently

Is dependent on two or more caregivers—all of whom are - -
i Iz medically frail

related to the participant D - _ _ _ _ _

T5 dependent on two Of Mol caregivers—all of whom are | Is clinically complex, requiring a variety of skilled services or high
related to one another D utilization of medical equipment

2_Conversation Summary — Document the education conversation, including risks, education, and mitigation strategies with the

participant’s and legal representative's role in mitigating risk.

Test

3. Outcome Summary — Document in detail activities to be implemented to mitigate risk, such as caregiver back-up plans or caregiver stress
management. Document who is responsible for each activity. Document IRIS consultant oversight plan and participant responsibilities.

Test

4. Individuals participating in the education conversation — List the names of individuals present during the conversation and their
relationships with the participant.

Test

O My signature indicates that my IRIS consultant and | have discussed the risk(s).
[ My signature indicates that | understand the increased oversight needs that my IRIS consultant discussed with me.

O My signature indicates that | understand my responsibilities.

SIGNATURE - Participant Date Signed
SIGNATURE - Legal Representative (if applicable) Date Signed
H My signature indicates that | have explalned the risks and mmgamn snategles

My signature indicates that | have explai the p pant's resp bilities.

SIGNATURE - IRIS Consultant ‘ Date Signed

Figure 4-221 VULNERABLE_HIGH_RISK_DETERMINATION.PDF
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5 Provider

The Provider main record is used to track data for Providers added to Participant records. The data
tracked for a Provider also includes addresses, service and PHW approved participant records.

These records are usually created by a user with the FEA Operations role, but a user with a system
administrator role can also create these records.

From the Tracking Inbox, add Provider data.

Note: Required fields are marked with red circle (@) icon. Records cannot be saved unless all required fields are
completed.

To create a new Provider, follow these steps.

1. Hover over Tracking Inbox and Provider; then select New.

HOME TRACKING INBOX SEARCH REPORTING

Tracking | ALERTS

FEA TRANSFER
Aler IC Transfer ICA Transfer Participant & Provider Remin
IC TRANSFER

ICA TRANSFER

4 Ne PARTICIPANT E| Y Filter Column Filters (OFF) »

No Pl PROVIDER

£ .

NEW |
REMINDERS ,

SDPC NURSE
TRANSFER

Figure 5-1 Create New Provider Record

Note: It is recommended that before a new Provider record is created, the existing Provider main records
are searched. If the Provider record already exists, it can be opened for editing and not duplicated.
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2. On the Provider landing screen, select the type and status of the Provider. These selections will
determine what data is tracked and other system requirements. Provider Type of Organization will
track EIN and W9 data; Providers who are PHW individuals have their name and SSN tracked.

Tracking Inbox  » MNew Provider

Audit Log

Provider Audit Log

Provider Type v @

Provider Status
Email

Enumeration ID

Created By
Created Date
Updated By
Updated Date

Figure 5-2 Provider Landing Screen

3. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: The Provider’s Social Security Number (SSN) and or the Employer Identification Number (EIN)
can be entered into the form. At least one is required. A workflow validation error will display when a form
submission attempt is made without either SSN or EIN. Upon entry and saving of the SSN and EIN, the
number will be partially masked. Only the last 4 digits will be displayed.

Note 3: The National Provider Id (NPI) is included on the page. If populated (it is not required) it will show
up in the last column of the Authorizations Extract.

Note 4: IRIS Authorizations Request and Response files are sent between Gainwell GWT/MMIS by
WISITS for authorization data. These files once provided only EVV Authorization data, they now provide all
authorizations with a funding source of IRIS Waiver, IRIS SDPC, or IRIS One-Time Expense where a
generic provider is not selected to MMIS, in addition to the EVV Authorization Data. Processing of the files
occurs daily, including weekends, and on holidays. The files contain single instances of each authorization.
Only the most recent version of the authorization is sent. This excludes funding sources of:

1.DVR

2. Family/Community Supports

3.Medicaid Card Services (LTC)

4.Medicaid Card Services — Acute and Primary
5.Medicare

_____________________________________________________________________________________________________|
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6. Private Pay

Tracking Inbox » New Provider

Audit Log

Provider Audit Log

Provider Type Participant Hired Worker (PHEZRER}

Provider Status
Last (R]

First (R]
Middle

Suffix

SSN g Iy

Email

Enumeration ID

Created By
Created Date

Figure 5-3 New Provider Record

4. Enter optional data fields as needed.

Note: It is recommended to enter as many data fields as possible.

5. Click Save. The child tabs display.

Tracking Inbox » Provider »
—————

Provider Provider Type Participant Hired Worker (PH E| (R ]
Approved Participant Provider Status Active E| 'R]
Provider Addresses Last Knight Q
Provider Service First Florence R

Middle

Suffix

Tax [dentification Number (SsN) **-*-8751 Cdii @

Figure 5-4 Provider Main Record Child Tabs

Note 1: The following sections provide steps for creating the child sub-records.

5.1 Approved Participant
These records are to track all of the Approved Participants for the PHW Provider.
From the Provider record, add Approved Participant data.

Note 1: Approved Participants status must be Referred or Enrolled before they can be added as a Provider’s
Approved Participant.
|
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Note 2: The Provider's Approved Participant data is updated by the system whenever the Participant’s main record
is updated.

To create a new Approved Participant record, follow these steps.

1. Hover over Approved Participant and select New Approved Participant.

Tracking Inbox  » Provider »
Provider Provider Type Particip
Approved Participant New Approved Participant Active
Provider Addresses Last \ Knight
Provider Service First Florenc
Middle
Suffix
Tax Identification Number (S§N)  ~-"-87

Figure 5-5 New Approved Participant
2. On the Approved Participant landing screen, click Participant Search.

Tracking Inbox » Provider » MNew Approved Participant »

Provider ' Participant Search

Approved

Participant Created By
Created Date

Provider Addresses Updated By
Updated Date

Provider Service

Figure 5-6 Approved Participant Landing Screen

3. On the Participant Search pop-up window, enter the MCI ID for the Participant and click Search.

Participant Search ®

MCIID | 3521894354 h
Record limit is 50
4 MCIID First Name Last Name DOB Participant Status
» 3521894354 Dante Riddick 11/18/1959 Referred

Showing 1 to 1 of 1 entries

Search Select

Figure 5-7 Participant Search Pop-Up Window

Note: A Participant cannot be approved for the same Provider more than once.
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4. Click on the Participant’s record and click Select.

Note: When a Participant’s main record is updated, the system will update the Participant’'s data elsewhere
in the system.

5. Click Save. The Approved Participant Listing displays.

Tracking Inbox  » Provider » Approved Participant Listing »

Assignment: FEA Operations.
Provider

Col Filt:
Approved & Print BEcsv olumn Filters (OFF) B

Participant Participant First Name - Participant Last Name MCIID Participant Status DOB Created By  Created Date Updated By  Updated Date
Provider Addresses Dante Riddick 3521894354  Referred 11/18/1959  sgiordano 02/08/2017 01:50 PM

Provider Service

Figure 5-8 Approved Participant Listing

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

5.2 Provider Addresses

Providers within the system can have multiple address records. Address record types of values are
filtered based on the type of Provider.

From the Provider record, add Provider Addresses data.
To create a new Provider Addresses record, follow these steps.

1. Hover over Provider Addresses and select New Provider Addresses.

Tracking Inbox » Provider »
Provider Provider Type Partic
Approved Participant Provider Status Active
Provider Addresses Mew Provider Addresses Knight
Provider Service First Floren
Middle \
Snffiv

Figure 5-9 New Provider Address
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2. On the Provider Address landing screen, select the Address Type.

Tracking Inbox  » Provider » New Provider Addresses »

Provider Address Type E‘ IR
Approved Participant i Rendering/Location Address
Created By Individual Address
Provider Addresses Created Date  (Billing Address
Updated By
Provider Service Updated Date

Assignments

Spel Check

Figure 5-10 Provider Address Landing Screen

3. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.

Address Type Rendering/Location Addres | @)
Frefered Address O ¥es ONa
Organizstion Name Maple Ridge Rehab Services (7]
Usz Provider Name O Yes @ No
Contact o
Street 1 4238 N 25th St (]
Street 2
Zip Code 532006818 =]
City Miwzukes [r]
Caunty Wisconsin
State Wsconsin v 0
Verification Atempt Date
Is GEQ Verified No
Is GEQ Standardized No
Is GECQ Comrectad Mo

Verify Address

Phaone Number aam

Mstional Provider Identifier (NFI)

Tax ldentification Mumber (TIN) v

Start Date ouzaze2t | 3 (mmiddiyyyy) @

End Date

Created By
Created Date
Updated By
Updated Date

Figure 5-11 New Provider Address Record
4. Click the Verify Address button.

5. A message will be displayed to confirm the address is verified or unverified.
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etkqa.wisits.org says

Address was verified, Verification Process has returned standardized
address information. You may see changes after pressing the OK
button. Please save the verified and standardized address.

Figure 5-12 Address Verification Message

Click OK to close the message box.

The system will update the address to USPS standard format if needed. It will also populate the
County if left blank.

8. The following fields will be updated by the system:
a.) Last Verification Attempt — Verification date
b.) Is GEO Verified — Yes or No that is based on the "is verified" field returned from the query.

c.) Is GEO Standardized — Yes or No. If verified from #b. and "is Standardized" =Y from field
returned back from the query.

d.) Is GEO Corrected - Yes or No. If verified from #b. and "is Corrected" = Yes from field
returned back from the query.

WISITS USER GUIDE

Address Type Rendering/Location Addres v | Q)
Frefered Address O ¥es ONe
Organizstion Name Maple Ridge Rehab Serices (7]
Use Provider Name O Yes @ No
Contact o
Street 1 4233 N 25th St [
Street 2
Zip Code 530006818 =]
City Miwzukes [r]
County Wiwzukes
State Wsconsin v 0
Verification Attempt Date 01/26/2021
Iz GEQ Verified e
Is GECQ Standardized AC
Is GEC Corrected Mo

Verify Address
Phone Mumber wuan e wuus
Mstional Provider Identifier (NFI)
Tax ldentification Mumber (TIN) v
Start Date D126/2021 @ (mmiddiyyyy) @
End Date 3 (mmiddiyyyy)
Created By
Created Date
Updated By
Updated Date:

Figure 5-13 GEO Address Validated
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9. Enter optional data fields as needed.

Note 1: It is recommended to enter as many data fields as possible.

Note 2: An unverified address can be saved. The GEO indicators will be set to ‘No.

Note: The Save button will not be visible until after the address has been verified.

10. Click Save. The Provider Address Listing displays.

Tracking Inbox_» Provider » Provider Addresses Listing »
Provider
N Print Ccsv Column Filters »
Approved Participant () e = (OFF)
c . National
Provider Addresses Provider Address s Preferred Street 1 Street city State Zip Provider
Type Address 2 Code : i
Identifier
Provider S
rovicersenies Rendering/Location 5468 Ashland Wisconsin 54806
Address Maple
Ave

Figure 5-14 Provider Address Listing

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

5.3 Provider Service

Providers within the system can have multiple service records. These record types of values are filtered
based on the type of Provider.

From the Provider record, add Provider Service data.
To create a new Provider Service record, follow these steps.
1. Hover over Provider Service and select New Provider Service.

Tracking Inbox  » Provider »
Provider Provider Type Part
Approved Participant Provider Status Acti
Provider Addresses Last Knig
Provider Service New Provider Service Florg
Miadie
Suffix
Tax Identification Number (SSN) ™™™

Figure 5-15 New Provider Service
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2. On the Provider Service landing screen, select the Service category and type.

Tracking Inbox = Provider » New Provider Service »
B Service Category E| R
Approved Participant Senvice Type E| ©
Provider Addresses
Created By
Provider Service Created Date
Updated By
Updated Date

Spel Gheck

Figure 5-16 Provider Service Landing Screen

Note: The Service values are filtered based on the Service Category selection.

3. Enter required data fields.

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

HOME TRACKING INBOX SEARCH REPORTING ADMINISTRATION CONFIGURATION APPLICATION MANAGER a
Tracking Inbox  » Provider » Mew Provider Service
T BLANCHARD, MARIE | Status: Active | Provider Type: Individual/Reimbursement | 4 Digit 3SN: 3636 | Phone: (715) 38-98149 | Email:
Audit Log
Provider Status
Change Provider Service Audit Log
Provider Status
History
Service Category Aids, Equipment, and Suppli W | %
rovad Participant
pere e Service Type Adaptive Aids v
Provider Addresses Type of Licensure/Cerification :
Provider Service Licensure/Certification Number
Letter Geanerstion State Licensure v
Provider Licensure/Certification Expiration Date 3 (mmiddiyyyy)
Authorizations
Recertification Last Contacied Date mmiddiyy
Auditleg okl yyyy)
Assignmerts Created By
Created Date
Updated By
Updated Date

Figure 5-17 New Provider Service Record

4. Enter optional data fields as needed.

Note: It is recommended to enter as many data fields as possible.
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5. Click Save. The Provider Service Listing displays.

Tracking Inbex » Provider = Provider Service Listing »

Provider

N Print csv Column Filters »
Approved Participant &%, Prin iz} (OFF)

Service Category ~+ Service Type Type of Lice Cert Lice Cert Number State Licensure Expiration Date
Provider Addresses

Daily Living Skills Daily Living Skills Nurse Aid WI18126840368 Wisconsin
Provider Service Day Services Day Services Nurse Aid WI318436145436 Wisconsin

Figure 5-18 Provider Service Listing

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.

5.4 Provider Documents

Providers or ICs, FEA staff, and DHS may upload documents pertaining to that provider. This is a
measure to increase efficiency in documentation in a centralized location, as well as streamlining the
process to set up Participant Hired Workers (PHWSs).

From a Provider Record’s Document Console, select the Create or View Document buttons.

Tracking Inbox » Provider

Provider

S B | Status: Active | Provider Type: Individual/Reimbursement | 4 Digit SSN:
History Email:

Approved Participant

Provider Addresses Documents Console Documents Console

Create Provider Document View Provider Documents
Provider Service
Audit Log
iy Provider Audit Log

Assignments

Figure 5-19 Document Console
1. Select Create Provider Document to Add a new Document:

2. Enter required data fields.

Note: Drop Down values determined by DHS.
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HOME TRACKING INBOX SEARCH REPORTING ENTELLISQL PAGES ADMINISTRATION
Tracking Inbox » Provider » NewDocuments »

Provider Status Active (-]
Approved Participant File Name w o
Documents Document Name
Provider Addresses Document Date 03/0672018 (mmiddryyyy) @
Provider Service Category @
Assignments Type (=]

Expiration Date (mmiddiyyyy)

Uploaded Date D3/06/2016 (mm/ddiyyyy) @

Uploaded By Agency o

Source

Comments

Created By

Created Date

Updated By

Updated Date

Spol Check

Figure 5-20 New Provider Document Page

3. Enter optional data fields as needed.

Note: It is recommended to enter as many data fields as possible.

Click Save. The Provider Document is saved.

5. Select View Provider Documents (see figure 5-17) and you can see your list:

Note: Click on Home to return to the dashboard.
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6 Bulk Transfer

With the proper permissions, users will be able to perform bulk transfers.

There are two types:
1. Bulk IC Transfer
2. Bulk SDPC RN Transfer

These records are usually performed by users with a supervisor role, but a user with a system
administrator role can also perform these tasks.

6.1 Bulk IC Transfer

Consultant Supervisors can execute multiple IC transfers at a time. Once an IC transfer is executed, all
Work Requests associated with the participant will be re-assigned to the receiving IC.

B Left Panel contains Contents and Search tabs.
B Right Panel: contains an opened tab for viewing Help topic pages.

The left panel contains the Contents tab for browsing, and the Search tab for full-text searching. Each
selected topic page displays in the right panel as a new tab.

To perform a Bulk IC Transfer, you can perform the following steps.

1. Go to your Tracking inbox:

(D MyAccount ¥ ChangeRole  M@Sign Out (g Help WISITS 2.0.0.17 - dan_fossati (Consultant Supervisor)
HOME SEARCH
Home »| ALERTS
Syster BULK IC TRANSFER  »
FEATRANSFER
IC TRANSFER »
i ide (12/142017)
3 |CA TRANSFER ion Work Guide (12/14/201
PARTICIPANT Work Guide instructions for how to handle Suspension status changes in WISITS.
PROVIDER ork_Guide_12-04-2017.d0ocx
REMINDERS
Q Da! sppC NURSE
TRANSFER
nt Search by Last Name Participant Search by First Nami
WORK REQUEST
Last Name: First Name:
EDEz eme

Figure 6-1 Tracking Inbox Listing

Note: Existing Bulk Transfers can be searched through the Search menu.

2. Select the IC to Transfer From:

_____________________________________________________________________________________________________|
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HOME TRACKING INBOX SEARCH

Tracking Inbox » MNew Bulk IC Transfer »

Transfer From IC Consultant Fossati Search IC

Transfer To IC

] Duck, Donald - 3449324980

a Kenobi, Obiwan - 4425325432
["I Montana, Hannah - 4398705432
"I Mouse, Mickey - 9705432903
"I Rodgers, Aaron - 3294324321
[l Skywalker, Leia - 3243224324
DVader‘ Darth - 4320043243

Reason For Transfer

Time Frame Immediate
Effective Date
Perform Immediate Bulk Transfer

Created By

Created Date 02/08/2018 01:18 PM
Updated By

Updated Date

L [saEa]
Figure 6-2 New Bulk IC Transfer Page

Note: The sending IC’s participants appear in the searchable list.

Note 2: WISIST will not allow Bulk Transfers to Consultants that are not currently active in the system or
outside of the existing ICA.

3. Select the Receiving Consultant

4. Select Participants to Transfer. Reason is optional.

_____________________________________________________________________________________________________|
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5. Select “Perform Immediate Bulk Transfer”

HOME TRACKING INBOX SEARCH

Tracking Inbox » New Bulk IC Transfer »

Transfer From IC SendingConsultant Fossati Search IC

Transfer To IC ReceivingConsultant Fossati Search IC

Duck, Donald - 3449324480

] Kenabi, Obiwan - 4425325432
Montana, Hannah - 4398705432
Mouse, Mickey - 9705432903
["1Rodgers, Aaron - 3294324321
["] Skywalker, Leia - 3243224324
[CIWader, Darth - 4320043243

Reason For Transfer

Time Frame Immediate

Effective Date
Perform Immediate Bulk Transfer

Figure 6-3 New Bulk IC Transfer Page

6. Upon successful completion of the Bulk Transfer, the system displays a confirmation message
and the remaining participants.
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HOME TRACKING INBOX SEARCH

Tracking Inbox Mew Bulk IC Transfer

+ BULK IC Transfer Request successiully processed

Transfer From IC SendingConsultant Fossati Search IG
Transter To IC Search IC
parcs | G

Kenots, Obiwan - 4425325432
Rodgers, Aaron - 3204324321
Skywalker, Leia - 3243224324
Vader, Darth - 4320043243

Reason For Transfer

Time Frame Immediate
Effective Date

Perform Immediate Bulk Transfer

Figure 6-4 New Bulk IC Transfer Page

Note: All work requests associate to the participant are automatically reassigned.

6.2 Bulk SDPC RN Transfer

SDPC RN Supervisors can execute multiple SDPC RN transfers at a time. Once a SDPC RN transfer is
executed, all Work Requests associated with the participant will be re-assigned to the receiving SDPC
RN.

B Left Panel contains Contents and Search tabs.
B Right Panel: contains an opened tab for viewing Help topic pages.

The left panel contains the Contents tab for browsing, and the Search tab for full-text searching. Each
selected topic page displays in the right panel as a new tab.

To perform a Bulk SDPC RN Transfer, you can perform the following steps.
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1. Go to your Tracking inbox and hover over Bulk SDPC Nurse Transfer for New:

@MyAccount  @SignOut @@ Help WISITS 2.0.0.17 - sdpern.fossati (SDPC Nurse Manager)
HOME TRACKING INBOX SEARCH REPORTING
Home =»| ALERTS .

BULK SDPC NURSE _|‘ LI |
Q Das TRANSFER

PARTICIPANT t Name Participant Search by First Name
REMINDERS b

LastNa gppc nursE First Name: MCI ID:
TRANSFER '

] ceor
WORK REQUEST

Tracking Inbox : Alerts All Assignments E‘ Y  Column Filiers (OFF)

No Alerts objects found for this filter

& Tracking Inbox : Bulk SDPC Nurse Transfer All Assignments E‘ Y  Column Filters (OFF)

No Bulk SDPC Nurse Transfer objects found for this filter

Figure 6-5 Tracking Inbox Listing

Note: Existing Bulk Transfers can be searched through the Search menu.
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2. Select the SDPC RN to Transfer From:

HOME TRACKING INBOX SEARCH REPORTING ENTELLISQL PAGES ADMINISTRATION CONFIGL

Tracking Inbex = New Bulk SDPC Nurse Transfer »

Transfer From SOPC Nurse Mary Poppins Search SDPC Nurse
Transfer To SDPC Nurse Search SDPC Nurse

Override May Not Assign Another RN ) ves O No @

partcipans E—— |
[IBrown, Charfie - 12345678~
[JDoo, Scooby - 23456789 ~
[CIPanther, Pink - 345678901
OPatty, Peppermint - 456789012

v
Reason For Transfer
(-]
Time Frame Immediate
Effective Date 03/06/2018

Perform Immediate Bulk Transfer

Created By
Created Date
Updated By
Updated Date

Figure 6-6 New Bulk SDPC Nurse Transfer Page

Note: The sending SDPC Nurse’s participants appear in the searchable list.

3. Select the Receiving SDPC Nurse

4. Select Participants to Transfer. Reason is optional.

5. Indicate whether an override is necessary.

6. Select “Perform Immediate Bulk Transfer”
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7. Upon successful completion of the Bulk Transfer, the system displays a confirmation message
and the remaining participants.

ST T T T T T AT T T AT T

HOME TRACKING INBOX SEARCH

x = P e ———————— R
Figure 6-7 New Bulk SDPC Nurse Transfer Page

Note: All work requests associate to the participant are automatically reassigned.
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7 Create Work Request

Work Requests are used to remind users of tasks needed to continue the workflow of a Participant’s
involvement in the IRIS program. Work Requests can be auto generated by the system or created by a
user with permission to create a Work Request. See table below for system generated Work Requests.

Note: If the Participant’s status is transitioned to Involuntary Disenrollment, Voluntary Disenrollment, Referral
Withdrawn or Deceased, any unassigned work requests statuses will be changed to Void.

Table 7-1 Examples of System Generated Work Requests

Work Request Priority Due Date Assignment Instructions
Cause
Welcome Call High 3 Business Days IC Complete Welcome Call
after within 3 Business Days
Date Referral from the date the <Date
Received at ICA Referral was received at
field ICA>.
Initial Visit High 14 Calendar days IC Complete the Initial Face to
after Face Visit with participant
Date Referral within 14 Calendar Days
Received at ICA from the 'Date the Referral
field was received at ICA'
Mail Welcome High 14 Calendar days IC Mail the Welcome Packet
Packet after to: <Participant First
Date Referral Name> <Participant Last
Received at ICA Name>
field
Mail Withdrawal High 3 Business Day IC Mail the Referral
Letter after Withdrawn Letter for this
Current Date Participant.
Mail Cost Share High 3 Business Days IC Mail the Cost Share Letter
/Spend Down Letter after for this Participant.
Enrolled Date Only if their
Medicaid
indicator is
BorC
Complete High 10 Business Days IC Complete the required
Enrollment after paperwork and
Enrolled Date authorizations for the
Participant.
Complete Critical High 2 Business Days IC Complete a Critical Incident
Incident Report after Report for this deceased
Current Date Participant.
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For user generated Work Requests, the user will need to have access to the Participant’s record. The
Participant banner includes a Create Work Request button that will auto-populate the work request with
some of the Participant’s data; including their name, MCI ID, and other identifying data.

Note: Required fields are marked with red circle (@) icon. Records cannot be saved unless all required fields are
completed.

To create a new Work Request, follow these steps.

1. From the Participant record, click Work Request.

Tracking Inbox » Participant »
Participant
Eligibility Buckshot, Bob | Status: Enrolled | MCI:3187431431 | DOB:02-
Target Group: Developmentally Disabled | Home Phone Numb|
Financials County of Residence: Ashland
Primary Contact: Cora Buckshot - Spouse/Partner
Documents
Care Team
ICA Consultant FEA SDPC Status
Notes Connections Consultant, IC Life Yes
SbRClifcnares SDPC Nurse Create Work Request
SDPC Referral SDPC Operations Create Work Request
Enrollment Segment a/ n .

Figure 7-1 Create New Work Request Record

2. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When the Work Request Type value is selected, the system will auto select the Priority. The user
can edit this field, as needed.

Note 3: When some data field values are selected, conditional data fields may display as additional data
will be needed.
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racking nbox = ‘Work Reguest
Wark Request Status
Particlpant  gueyaher, Bob - 3167431431 L e L
MGl D 3187431431
Participant
N Buckshot, Beb
Assigned 0472172017
Cate
Work Request Riquist -
Categery =
Work Reques!  aqnga) VisitPlan Review Due | =
Type -
Pricrity High Pricdity - D

Assignment Irvdivichual

s o

%‘-‘ Date & E&] (menvideliyyyy hhrnm ARMPM) @
lig.:]

-

Figure 7-2 New Work Request Record

4
L=

3. Enter optional data fields as needed.

Note: It is recommended to enter as many data fields as possible.

4. Comments can be added as needed.

HOME TRACKING INBOX SCAN SEARCH REPORTING ENTELLISQL PAGES ADMINISTRATION CONFIGURATION 'b

Tracking Inbox = Work Request = Comments Listing =

Work Request
New Print csv Column Filters (OFF) »
Audit Log + & = ( )
Comment + Created By Created Date
Comments
» Firstname Last 11/30/2015 **Schedule for SEPTEMBER™™™ 11/30/2015 04:18 PM
Event Log
Assignments

Figure 7-3 Work Request Comments Listing
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5. Click Employee Search to assign the Work Request. (Or, if Assignment Type is Group, select the
Group and Role values from the next drop-down fields.)

Employee Search x

First Name | ic

Last Name | consult A
Record limit is 50
*  Job Title Name Phone Organization
Number
ADRC of the North (Ashland, Bayfield, Iron, Price &
»  Consultant Consultant, IC (222) 555-1236 Sawyer),Bad River,Central,Connections,ILife, The

Management Group

Showing 1 to 1 of 1 entries \

Search ‘ Select ‘ ?

Figure 7-4 Work Request Employee Search

6. Enter the search criteria, click Search. From the Search results, click the employee record and

click Select.
Work Request Status

Paricipant  gycishot, Bob - 3187431431 NG = -0
MCI 1D 3187431431
Participant
Name Buckshot, Beb
Assigned 0412172017
Date
Work Request ek Request -l@
Category .
Work Request  annual VisitvPlan Raview Due | = Q
Type -
Pricirity High Priarity @
Assignment Indirvidual - O
Type

Assigned o G Cansutant @

El.nlfeoalﬂ & 041282017 03:50 PM B (mmyddiyyyy hhomm AMIPM) @
i

Instructions

Docurnent

Figure 7-5 Work Request

Note 1: A work request can only be assigned to an active Employee system user. If the Employee’s name
does not display in the search results, see section 13.5 Employee for steps to add a new Employee record.
(Role permissions apply.)

Note 2: The Instructions data field is used for system generated Work Requests. Users’ creating a Manual
Work Requests should use add Comments to provide instructions to the assignee(s).
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7. Click Save. The Work Request is created and is displayed in the assignee’s Tracking Inbox >
Work Requests.

@ MyAccount  MSignOut  @Help ic.consultant (Consultant)

TRACKING INBOX SEARCH

Tracking Inbox  »

. Contacts . FEATransfer . ICTransfer . ICATransfer . Participant . Reminders . SDPC Nurse Transfer B Work Request

= New M d Page|t |of1 P P Display|50 perpage 3 Refresh & Print ESCSV  Displaying 1-220f 22 All Assignments E‘

Status Participant  MCIID Participant Work Work Due Date Priority i i Ci Created By
Name Name Request Request Date .
Category Type
» Assigned Buckshot, 3187431431 Buckshot,  Work Annual 04/28/2017 High 04/21/2017 Need to sdpc.operations.sg

Bob - Bob Request Visit/Plan 03:50 PM  Priority move up

3187431431 Review Due Annual Visit
due to
conflict of
medical
appointments
for
Participant.

Assigned Buckshot, 3187431431 Buckshot, Work Complete 04/21/2017 High 04/08/2017 Complete the

Figure 7-6 Assigned Work Request

ic.consultant
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8 Reminders

Reminders are available to all users within the system to set up their own tasks reminders, as needed.
Some supervisory-type roles will be able to review and update reminders within their assigned
organization.

From the Tracking Inbox record, add Reminders data.

Note: Required fields are marked with red circle (@) icon. Records cannot be saved unless all required fields are
completed.

To create a new Reminder, follow these steps.

1. Hover over Tracking Inbox and Reminder; then select New.

HOME TRACKING INBOX SEARCH

Home »| CONTACTS »
FEA TRANSFER
E Tra 'CTRANSFER All Assignments E| Y  Column Filters|
ICA TRANSFER
Part t Middle Suffix MCIID DOB G

Stat PARTICIPANT

REMINDERS | NEW \ |
Ref{ SDPC NURSE d 8415398415 03/15/1918 M

TRANSFER

WORK REQUEST 3

Figure 8-1 Create New Record

2. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.

Tracking Inbox » New Reminders »
Status
Subject Contact Flarence Knight Q
Due Date 02/09/2017 (mm/ddiyyyy) @
Priority High E‘ @
Instructions Her certifications are expiring soon.
Created By
Created Date
Updated By
Updated Date

Spel Check

Figure 8-2 New Reminder Record
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3. Enter optional data fields as needed.

4. Click Save. The reminder is added to the user's Home Reminder Tracking Inbox.

& Tracking Inbox : i S All Assignment E‘ ¥ Column Filters (OFF)
Status Subject Due Date Priority Instructions
Contact Florence Knight 02/08/2017 High Her certifications are expiring soon
4+ Mew Reminders \

Figure 8-3 Reminder Tracking Inbox

Note: A reminder can also be created from the Reminder Tracking Inbox using the New Reminder button.
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9 Deleting a Record

If your system role has delete privileges, then a Delete button is available, as shown in Figure 9-1.

Tracking Inbox » Case » Eventlisting » Event »
Event

Associate To | Technique ~ e
Action Mediation Continued v @
Technique TQ-2016-00031 Mediation  [v]
Action Date (mm/ddryyyy)

Notes

Record Timestamp

Created By sgiordano

Created On 05/02/2016 04:12 PM
Modified By sgiordano

Modified Cn 05/02/2016 0412 PM ,
=D EET

Figure 9-1 Record with Delete Option

When you click Delete, a dialog box, as shown in Figure 9-2, is displayed to request that you confirm the
deletion.

= N
Message from webpage ﬁ

:] Are you sure you want to delete this data?

| ok ][ cance |

o y,

Figure 9-2 Delete Record Dialog Box

Note: If you do not have privileges to delete certain items in the system, you can contact your administrator to
request that an entry be deleted. Once deleted, the record and all its data will be removed from the system. A
delete cannot be undone.
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10 Performing Searches

There are different search modes available to provide flexibility in identifying needed information:
B Standard Search: This search result format mirrors the format of the Tracking Inbox records.

B Advanced Search: This search format offers additional search elements, like Organizational Unit,
as well as options for customization of the format and output.

Guidance on how to utilize these search methods is detailed in this section.

10.1 Standard Search

The Entellitrak system provides robust search capabilities allowing you to search by multiple criteria.

Data fields that were configured with Allowed Search will be available in search pages. In some cases,
there may be choices available on the Search screen for items that are not user-entered, such as State
for the main Record screen.

HOME TRACKING INBOX SEARCH
Search » Standard Search (Participant) »
=
Participant

Participant Status EQUALTO E| E|
Last EQUALTO E|
First EQUALTO E|
Middle EQUALTO E|
Suffix EQUAL TO E|
SSN EQUAL TO E| A
MCI 1D EQUALTO E|
DOB EQUAL TO E| (mm/dd/yyyy)
Gender EQUAL TO E| E|
Preferred Name EQUALTO E|
Date Referred to IRIS EQUALTO E| (mmiddiyyyy)
IRIS Start Date EQUALTO E| (mmiddiyyyy)
Date Referral Received at ICA EQUALTO E| (mmiddiyyyy)
Currently Served by CSP EQUAL TO © Yes © No
Has a Protective Placement EQUAL TO ) Yes @) Ng

Figure 10-1 Initial Standard Search Page
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WISITS USER GUIDE 205



Wisconsin t 7&/5

Department of Health Services o) s

| Self-Direct

Note: The Standard Search initial page displays data elements for the base-tracked record, along with all
child-tracked records available within the base-tracked record.

10.1.1 Using Search

To perform a search, follow these steps:
1. Click the Search tab.
2. Under the Case list, click the Standard Search link.

HOME TRACKING INBOX SEARCH

Search » ALERTS

} FEA TRANSFER

What would you like to seal

IC TRANSFER

Alerts ICA TRANSFER
« Standard Search PARTICIPANT

PROVIDER

STAMDARD SEARCH ‘

ry . v v v ¥
{ !

FEA Transfer
REMINDERS

-

« Standard Search SDPC NURSE

TRANSFER
IC Transfer

WORK REQUEST »
« Standard Search

h

ICA Transfer

« Standard Search

Participant

Figure 10-2 Search Tab

Note: from any screen in Entellitrak, you can position the cursor over the Search tab, and select Case from
the drop-down list.

3. The Standard Search screen with a list of base and child tracked objects is displayed. To enter
search criteria based on data elements in any object, click the check box to the left of the object
name and a list of searchable fields appears.
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HOME SEARCH

Search » Standard Search (Participant) »

[T] participant

[T] care Team

[[] case Notes

[ Documents

[C] Eiigibility

[C] Enroliment Segment
[C] Financials

[] Budget Amendments
[ One-Time Expenses
[T] Insurance

[C] Letter Generation
[ Participant Address
[T] Participant Contact
[”] Contact Addresses

[T] Contact Documents

B, U, S, S L o, S L e W e, o
Figure 10-3 Standard Search Screen

Note: If this is a repeat use of the Search and new criteria is needed, click the Reset button to reset the
search form and remove all previous search criteria.

4. When the Case object is selected, the Criteria area expands, displaying the data elements and
options for the Case base-tracked object. (See Figure 10-4.)
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HOME TRACKING INBOX SEARCH

Search » Standard Search (Participant) »
(e [ e
Participant
Participant Status —— E| E‘
Last covaTo E|
First S E|
Middle cauLTo E|
Suffix cu 10 E|
SSN ST R —
MCl ID £auL o0 E|
DOB o [+ (mmiddiyyyy)
Gender - E| - |
e e B e e e e e e e S s e e e e L e e e e

Figure 10-4 Search Criteria

5. Select the appropriate comparison operators for the search information, enter the appropriate
data, and click Search. Examples are: Like, Not Like, Equal, Not Equal, Starts With, Ends With,
Before, After, Between, etc.

6. On the Search Results screen, click a search result item. This displays the Record screen,
allowing it to be viewed or edited if your role permits.

HOME TRACKING INBOX SEARCH

Search » Standard Search (Participant) » Results »

Matching Results: 4

M 4 Page|1 |oft p M Display 4 |perpage [¥Refresh Displaying 1-4of 4
Participant  Last First Middle Suffix MCIID DOB Gender Preferred Date IRIS Start  Date Currently Hasa Race Race Ethnicity Primary
Status Name Referred  Date Referral Served  Protective Specify Language
to IRIS Received byCSP  Placement

Enrolled Buckshot  Bob 3187431431 02/01/1957 Male 02/13/2017 07/07/2017 02/14/2017 Two or Non- English
more Hispanic
races

Enrolled Fuddrucker Elrod 8415308415 03/151918 Male 03/15/2017 05/04/2017 03/15/2017 Unknown Unknown English

Figure 10-5 Search Results

7. Click on a record to open.

Note: The user will only be able to view records based on their permissions levels.
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10.1.2 Using the Run Last Search Option

If you have navigated away from the search result page and want to see the search result again, position
the cursor over the Search tab and then click the Run Last Search link. The system performs the search
again, and the search results screen is displayed.

TRACKING INBOX SEARCH

Search » RUN LAST SEARCH
i ALERTS >
What would you like to seal
FEA TRANSFER »
Alerts IC TRANSFER »
e Standard Search ICA TRANSFER 4
nanTIANANT

Figure 10-6 Search Tab Menu - Run Last Search Option

Note: The same search criteria will be used as previously when the search was run. Once a user has logged out of
the system, they will need to start a new search to activate the Run Last Search option.

10.2 Advanced Search

The Advanced Search module provides more search filters and display formats than the standard
search. In addition to data filters that are available in standard search, advanced users can also apply
filters based on organizational units and object assignments to get more precise search results.

Note: The Advanced Search feature is only available to advanced system users, such as, supervisors and
administrative roles.

Users can then choose to display data elements from child objects, in addition to data elements from
base objects in a variety of formats, including HTML, Microsoft Word, or Microsoft Excel. Complex
search criteria can be saved for recurring use and can be shared with other users with the same role in
the system.
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@ My Account = Change Role [ ?EMJLAYTE !

AGENCY WORK
HOME TRACKING INBOX SCAN REQUEST TEMPLATE ¥ TING ADMINISTRATION CONFIGURATION

APPLICATION MANAGER

Search » Advanced Search (Participant| ALERTS

Search Criteria Columns (OIGENTEEITEN BULK IC TRANSFER Display Options Properties

BULK SDPC NURSE
B Save Search Bl SaveAs.. < ShardMLEEUS RS ed Searches  Q Standard Search

COST SHARE IMPORT »

Data Object Value
DOCUMENTS
Participant
Assessment ELECTRONIC VISIT
..Assessment Status History VERIFICATION
Audit Log
Care Team EMPLOYEE
.Case Notes
EXPENDITURE
Data Element IMPORT
FEATRANSFER
IC TRANSFER
ICATRANSFER
Agd As Column i
L PARTICIPANT STANDARD SEARCH
PARTICIPANT FEA ADVANCED SEARCH
Data Object i BUDGET STATEMENT S oiis Value

PROVIDER

QUESTION

QUESTIONNAIRE

Figure 10-7 Advanced Search

The Advanced Search option screen is divided and organized into six navigation tabs. Each of the
following sections explains how to select the appropriate options to generate your desired search results.

10.2.1 Search Criteria

Search criteria can be entered using the following steps.

1. In the Advanced Search screen, the Search Criteria tab is the default view.
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& My Account =2 Change Role [ Sign Out @ Help

HOME TRACKING INBOX SCAN SEARCH REPORTING ADMINISTRATION CONFIGURATION APPLICATION MANAGER O

Search = Advanced Search (Participant

Search Criteria Columns Organizational Unit Assignments. Display Options Properties

B SaveSearch [l SaveAs.. = Shared Permissions  [B My Saved Searches @, Standard Search

Data Object Operator Value

Participant
Assessment
Assessment Status History
Audit Log
.Care Team
Case Notes -

Data Element

Add As Column
Add

Data Object Data Element Operator Value

Figure 10-8 Search Criteria Tab in Advanced Search Screen
In the top left column, select the data object to be included in the search.
In the bottom left column, select the data element (field) to be included in the search.
From the Operator column select the search operator.

Select the search value as applicable.

2 e

Click Add. The screen refreshes and the criteria are displayed in the lower pane.
7. Repeat Steps 2 through 6 until all criteria have been entered.

Note: When more than one criterion has been added, the Logical Operator section is available. Selecting AND
means that all search criteria has to be true in order to show results. Selecting OR means that a least one criteria
has to be true.

LOGICAL OPERATOR
@ ALL criteria below must be true (AND) () AT LEAST ONE criteria below must be true (OR) h
Data Object Data Element Operator Value
Participant County of Residence EQUAL TO Ashland s 0
Participant County of Responsibility NOT EQUAL TO Ashland s O

Figure 10-9 Logical Operator with Multiple Search Criteria
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10.2.2

The Columns tab displays a list of data objects and the related data elements (fields) that can be
displayed in the search results based on the selected search criteria. At least one column must be
selected to perform an advanced search. Columns can be rearranged by moving them to the left or right.

Columns

Note: Selection of Columns does not impact the Search criteria selected in the previous step. Columns selection
only determines the data presentation.

Columns may be added using the steps in the following procedures.

1. Click the Columns tab. Two sections are displayed below the menu items. On the left side of the
content pane is the Column Selector section and on the right side of the page is Column Editor.

HOME TRACKING INBOX SCAN SEARCH

REPORTING ADMINISTRATION CONFIGURATION APPLICATION MANAGER

Search Adv,

d Search (Participant)

Search Criteria Organizatienal Unit Assignments Display Options Properties

..Functional Screen History
.Employment Status
Enroliment Segment
Financials

..Budget Amendments
..Financials History

CCurrently Served by CSP
Cpos

[JDate Referral Received at ICA
[Date Referred to IRIS
[JEnroliment at Time of Referral

Financials Status History 0 Ethnicity
Monthly Budget Amounts History OFeA
Qne-Time Expenses First
JInsurance Oesr
MCI History D cender
MMIS Eligibillty ~ [JHas a Protective Placement
Cica M

B Save Search B Save As_ < Shared Permissions a My Saved Searches Q Standard Search

Column Selector Column Editor
Participant [JSelect All Elements Data Object Data Element Label Sort
Assessment
-Assessment Status History [JBudget Statement Mailing Participant County of Residence County of Residence v
Audit Log [ Communication Notes

Care Team DCounty of Residence Participant County of Responsibility County of Responsibility v
.Case Notes

[ County of Responsibility ———

.Cost Share Ledger

Cost Share [Created By % Participant First First v
Deleted Case Notes Ocreated _D.ata o

Eligibility [Ccument living situation at the time of referral to IRIS Participant Last Last v

l

[Down g
(Up [ Down |
(Up | Dovn |
B

!

Figure 10-10 Columns Tab
Select the data object to display a list of elements (fields).

Click one or more elements to be added in the Column Selector section. The Column Editor and

Column Layout sections are populated with your column selections.
Repeat Steps 1 and 2 until all desired columns have been added.

To configure sorting preference, select the Ascending or Descending option for each data
element in the Column Editor section.

6. In the Column Editor section, columns may be removed by clicking the Delete icon.

Note: The data sort order will display using the first column.
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10.2.3 Organizational Unit

The next step in creating an advanced search is the selection of the organizational unit (office) to be
included in the result set. The organizational units displayed will depend on the user’s role and
permissions.

An organizational unit can be selected using the following steps.
1. Click the Organizational Unit tab.

2. Select the organizational units to be included in the search and the Include Children check box, if
necessary.

HOME TRACKING INBOX SCAN SEARCH REPORTING ENTELLISQL PAGES ADMINISTRATION

Search » Advanced Search (Participant)

Search Criteria Columns Organizational Unit Assignments Display Options Properties

B SaveSearch [ SaveAs. @ Shared Permissions € My Saved Searches (Q Standard Search

Only Organizational Units that you have access fo are displayed below.

= I DHS { [ include children )

B. D SDPC( D include children )
; [C] ADVOCATES

[Tl FPCC

[ miLc

[C] CONNECTIONS

[ e

Figure 10-11 Organizational Unit Tab
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10.2.4 Assignments
The Assignments tab allows you to limit your search results by a user account or role.

1. Click the Assignments tab.

HOME TRACKING INBOX SCAN SEARCH REPORTING ENTELLISQL PAGES ADMINISTRATION

Search » Advanced Search (Participant)

Search Criteria Columns Organizational Unit Display Options Properties

By saveSearch [ SaveAs. gk Shared Permissions &Y My Saved Searches (Q Standard Search
ASSIGNMENTS
Assignment Date: EQUAL TO E|
(mm/ddfyyyy)
i : Add
Description / Comments: EQUAL TO E|

Type: E|
Role: EQUAL TO E| E|

Creator: EQUAL TO E| @ Yes ) No
Current: EQUAL TO E| @ Yes ©) No
Delegate EQUAL TO E| ) Yes ©) No
Assignment(s) Operator Value
Assignment Date BETWEEN 01/01/2017 and 07/31/2017 7 0

Figure 10-12 Assignments Search Criteria Tab

2. Select the needed criteria and then click Add. Criteria are displayed in the list below the
Assignments criteria panel.

3. Repeat Step 2 to add as many criteria as needed.

10.2.5 Display Options

Results of the advanced search can be displayed in one of three output formats: HTML, Microsoft Word,
or Microsoft Excel. Search results displayed in HTML format can be saved and re-run.

The output format can be selected using the following steps.

1. Click the Display Options tab.

_____________________________________________________________________________________________________|
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HOME TRACKING INBOX SCAN SEARCH REPORTING ENTELLISQL PAGES ADMINISTRATION

Search » Advanced Search (Participant)

Search Criteria Columns Organizational Unit Assignments Display Options Properties

B saveSearch Y SaveAs. @ Shared Permissions € My Saved Searches (Q Standard Search
DISPLAY AS

@ HTML

) Microsoft Word

) Microsoft Excel (Prior fo Excel 2007 max rows allowed = 65,536)

DISPLAY IN

@ New Window

() Same Window
DISPLAY SUMMARY

@ Display Search Summary
() Hide Search Summary

Figure 10-13 Display Options Tab
Select the Display As format.

Select a Display In option. The result set can be displayed in a new browser window or in the
same window.

4. Select a Display Summary option. An example of a search results page that displays a summary
section is shown in Figure 10-14.

5. Click Search. The Search Results screen is displayed.

Note: If Microsoft Word or Microsoft Excel is selected as the output format, a window will be displayed prompting
to open or save the search results. The maximum-row limit for Excel is 1,048,576 and maximum columns are
16,384 (may vary depending on Excel versions).
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Search » Advanced Search (Participant) » Results
B
SEARCH SUMMARY
Participant Records : 0
Total Rows 0
Search Name
Search Title
= Criteria
ALL criteria below must be true (AND).
Data Object Data Element Operator Value
Participant County of Residence EQUALTO Ashland
Participant County of Responsibility NOT EQUAL TO Ashland
[# Qrganizational Unit Filters
# Assignment Filters
B show saL Query
No search results found. Please try different keywords

Figure 10-14 Search Results

Note: If there are no search results, use the breadcrumb trail to return to the search criteria and make
different selections.

10.2.6 Saving a Search

Users with the proper permissions can save and re-run advanced searches. This is particularly useful for
situations in which a lot of time is spent composing or fine-tuning the criteria for a search. It is also useful
for searches using the same or similar criteria that are re-run on a regular basis. The saved search will,
by default, only be available to the user who created the search, but users can share their saved search
with other users. In order to save a basic or ad hoc search, it must first be run with HTML as the output

option.
After running the search, it can be saved using the following steps.
1. Click Advanced Search in the breadcrumb trail from search Results to return to the Advance
Search options.
HOME TRACKING INBOX SEARCH
Search » Advanced Search (Case) » Results
2 SEARCH SUMMARY
Case Records : 23
Total Rows 125
Search Name

Search Title
= Criteria
ALL criteria below must be true (AND)
Data Object Data Element Operator Value
(Cace Artive EQIIAL T Voe

Figure 10-15 Return to Advance Search Options
2. Click the Properties tab.
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HOME TRACKING INBOX SCAN SEARCH REPORTING ENTELLISQL PAGES ADMINISTRATIO!

Search » Advanced Search (Participant)

Search Criteria Columns Organizational Unit Assignments Display Options

By saveSearch Y SaveAs. @ Shared Permissions @) My Saved Searches (Q Standard Search
Name Participants by County-1H2017 (r]
Title Participants by County-1H2017

Description | paticipants by County-1H2017
Counties, First and Last names

Figure 10-16 Search Properties Tab

3. Enter a Name, Title (if needed) and Description.
Click Save Search link.

Note 1: To save a search under a new name, click the Save As link. The Save As window displays.

Note 2: To save edits to an existing saved Search’s name or description, click the Save Search button.

10.2.7 Sharing a Search

The user who created the search can share saved advanced searches with the following audiences:
B Specific user(s)
B Specific group(s)

B Users in the same role as the user who created the search; specifically, the role the creator was in
when the search was created. For example, a user with the Super Processor role can only share
searches with other users that have the Super Processor role.

After saving the search, it can be shared using the steps in the following procedure.

Note: If another user has shared their saved search with you, you will not be able to share that search with others
unless you have performed a Save As step to make yourself the creator of the search.
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HOME TRACKING INBOX SEARCH REPORTING ENTELLISQL PAGES ADMI

Search » My Saved Searches » CaseDue (Case)

Search Criteria Columns Organizational Unit Assignments Display Options Properties

By SaveSearch [ SaveAs.. @ Shared Permissions @& My Saved Searches Q) Standard Search

Figure 10-17 Share a Saved Search
1. Click the Shared Permissions link. The Permissions window is displayed.

MY SAVED SEARCHES CASESDUE

This search can only be shared with user(s) and group(s) that have Role 'Super
Processor'.

Search results will vary for each user due to differences in their default
Organizational Unit, Access Levels and Assignments.

Type User

User Bellary. Snidevi Superprocessor (SBSuperJ

Permission(s) | Run Search

Save

Permission Run

T ~ Name Role Search

User Bellary, Sridevi Super Yes [x]
Superprocessor Processor

Figure 10-18 Search Sharing Dialog Box
2. Select a type. (In this example, User is selected).
3. Select a user.

4. Click Save. The permission is saved and displayed.

10.2.8 Re-running, Editing or Deleting a Saved Search
The My Saved Searches screen displays searches saved by the current user (see Figure 10-19).

HOME TRACKING INBOX SCAN SEARCH REPORTING ENTELLISQL PAGES ADMINISTRATION CONFIGURATION o

Search = My Saved Searches

My Saved Searches Shared Searches Dashboard Options

Name ~ Data Object Description Required Role Created On Last Updated On
# Q @ W Enroliment Segment Report Participant  Enrollment Segment Report Administrator  04/13/2017 08:17 AM  04/13/2017 0817 AM €
# Q @ M Enrollment Segment Report with Start/End Dates Participant  Enrollment Segment Report with Start/End Dates Administrator  05/04/2017 01:15 PM  05/04/2017 01:15PM €
4 Q @ @ Enroliment Segment Report with Start/End Dates-1Q17  Participant  Enrollment Segment Report with Start/End Dates-1Q17  Administrator  04/13/2017 03:35 PM  05/04/2017 01:12 PM [x]

Figure 10-19 My Saved Searches Listing
The following table describes the icons available in the My Saved Searches listing.
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lcon | Alt Text Description

rd Edit Launches the Search Criteria screen to modify the Search
Q Run Search Runs and displays search results in HTML

X Export Search to Microsoft Excel Runs and exports search results to Excel

[ Export Search to Microsoft Word Runs and exports search results to Word

Q Delete Deletes selected item

Table 10-1: My Saved Searches Icons

To re-run, edit, or delete a saved search, navigate to the My Saved Searches screen by clicking the My
Saved Searches link in the Search tab.

To re-run a search, perform one of the following actions:
B Click the Run Search icon to display results in HTML.
H Click the name of the search to display results in HTML.

m Click the Export Search to Microsoft Excel icon to run and export the search results to an Excel
spreadsheet.

B Click the Export Search to Microsoft Word icon to run and export the search results to a Word
document.

To edit a search:
1. Click the Edit icon. The saved search and all previously entered settings are loaded.
2. Add or adjust the Search Criteria, Columns, Organizational Unit and Display options as needed.
3. To rename the saved search, click the Properties tab and enter a new name.

4. Click Save Search. The search is saved, and the Search Criteria tab is displayed.
To delete a search:

1. Click the Delete icon. A dialog box appears asking to confirm the deletion.

Are you sure you want to delete this saved search (Enrollment Segment Report with Star/End Dates)? This action cannot be undone.

Figure 10-20 Deletion Confirmation Dialogue Box
2. Click OK.

3. The search is deleted and the My Saved Searches screen refreshes.
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11 Reporting

The Entellitrak system provides extensive reporting capabilities using a standard set of reports. Reports
can be accessed from your dashboard or by navigating to the Reporting tab. The Reporting screen
contains the My Reports and Shared Reports tabs.

Note: Report building is covered in the Entellitrak Administrator Guide.

11.1 Viewing Shared Reports

An Administrator can create and share saved reports. Depending on your role, you may have shared
reports.

1. Position the cursor over the Reporting tab and click the Shared Reports menu option.

HOME TRACKING INBOX SEARCH REPORTING

Home = NEW REPORT »
ADR INTAKE OFFICERS MY SAVED REPORTS
SHARED REPORTS
Formal: 1
DASHBOARD OPTIONS
Informal: 1
ADR INFORMATION REPORTS
From Date | | To Date | | Run Reports |

Figure 11-1: Home Screen with Reporting Tab Menu Expanded

2. On the Shared Reports screen, click the name of the report or the Run Report (&) icon. The
Reporting screen is refreshed with Report Parameters and Display Options for the report.

HOME TRACKING INBOX SCAN SEARCH REPORTING ENTELLISQL PAGES ADMINISTRATION CONFIGURATION 'u

Reporting » Shared Reports »
——

My Saved Reports Shared Reports Dashboard Options

Name Description Shared By ~ Business Key
# B FEligibility Exiracts Report Eligibility Extracts Report administrator report.administrator eligibilityExtractsReport

# B Dala Dictionary Data Dictionary administrator report administrator dataDictionary

ugrensipas Rpagrigar Oge.l

Figure 11-2: Reporting >My Shared Reports

-

3. Choose the report parameters if they exist for the selected report.

4. Select the appropriate display options for viewing the report.

_____________________________________________________________________________________________________|
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HOME TRACKING INBOX SEARCH REPORTING

Reporting » Report Settings (Test Case Report) =

DISPLAY OPTIONS
(@ Standard (HTML)
O MS Word

O MS Excel

Run Report

Figure 11-3: Report > Report Settings

5. Click Run Report. While the report is generated, the Report Status screen is displayed briefly,
followed by the report.

€3 entellitrak’
>
-

Running Report

Figure 11-4: Report Status Screen

Active Case Entry Date Case Number Due Date Individual Name
1 04/25/2016 2016-00007 07/24/2016 Daisy Aday

] 04/25/2016 2016-00009 07/24/2016 Lilly Ofthevalley

1 03/09/2016 2016-00012 06/06/2016 Tulip Tiptoe

0 02/26/2016 2016-00013 05/26/2016 June Summerfun
1 04/27/2016 2016-00014 07/26/2016 Bert Stone

1 02/12/2016 2016-00019 05/12/2016 Johhny Appleseed
1 05/03/2016 2016-00020 08/01/2016 May Weather

Figure 11-5: Sample Report Results

Note: When the report is received from the server, it is displayed in a separate browser window. When finished
reviewing the report, close the separate report window.

Reports may be viewed in a variety of display options. If viewing a report in a format other than single-
page HTML in your browser, you will need to have access to the program used to view the report, such
as Adobe Reader, Microsoft Word, or Microsoft Excel.
|
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Note: For security purposes, your browser may require you to confirm that you want to download the file from the
Report Status screen. Click the yellow bar at the bottom of your screen and then click Download File.

€3 enteliitrak’

&

Report Generation Complete

Close Window

Do you want to open or save Test Case Report_564.xls from mp-cges-dev2-315ui.entellitrak.com? Open Save |7 Cancel

Figure 11-6 Save a Report
A dialog box will open allowing you to select whether you want to open or save the file.

If you select Save, a Save As dialog box opens, allowing you to save the file to your machine. If open is
selected, the report opens in the appropriate program.

11.2 Dashboard Options

In the Dashboard Options screen, an administrator can select reports to be listed as hyperlinks or with
displayed results on the Home screen. Reports under My Saved Reports and Shared Reports can be
listed and/or displayed on the Home screen.

Reports can be selected for viewing in the Home screen using the following steps.
1. Click the Reporting tab.
2. Click the Dashboard Option tab.

3. Select reports for List and/or Display by clicking the check boxes to the right of each report.

In the example below (Figure 11-7), one report is selected to be listed in the My Reports section of the
Home screen, while the other report is selected for display.
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HOME TRACKING INBOX SCAN SEARCH REPORTING ENTELLISQL PAGES ADMINISTRATION CONFIGURATION Q
Reporting » Dashboard Options »
-
My Saved Reports Shared Reports Dashboard Options
Mame ~ Description List Display
Data Dictionary Data Dictionary i} [}
Data Model Report Report for the Data Model B B
Eligibility Extracts Report Eligibility Extracts Report 1}
Provider Restrictions Provider Restriction Report O
Suspensions report Suspensions Report [} B
Suspensions Report for All MCls Filtered by From and To Date Suspensions Report for All MCls Filtered by From and To Date 1} [}
Suspensions Report for One MCI Filtered by From and To Dates Suspensions Report for One MCI Filtered by From and To Dates [} B

Figure 11-7 Reporting>Dashboard Options
4. When all selections are made, click Save.

5. To view your selections on the Home screen, click the Home tab. In the example below (Figure
11-8), the Complaints Report is listed as a link in the My Reports section located in the left side of
the Home screen and the Test Case Report is displayed as a result set on the right side of the
Home screen. The listing and display options are reflective of the preferences selected in
Dashboard Options (Figure 11-7).

" MY REPORTS X uID Provider Type Service

_ . Adult Day Care (15
o Eligibility Extracts Report providerRestriction_service. S5100.433364 Organization Minutes)
=+ New Report \ Report Listed
providerRestriction_service. OneTimeExpense 55165.433258 Organization (HE.; Tﬁ)MOdmcamn
Q MY SEARCHES X
Vehicle Modification
(Each)

providerRestriction.service. OneTimeExpense. T2039.433259 Organization

o No saved searches

providerRestriction service. OneTimeExpense T5999 433260 Organization C"Stpm'zed Good or
Service (Each)

P, O, S, e, S e, S, S, e, e e S e, S e S e, e, e, e, S, S S, e, e, e e e e, e e e, S e e e B e, S e, S, e, e 8

Figure 11-8 Home Screen with My Reports Listed and Displayed Report

_____________________________________________________________________________________________________|
WISITS USER GUIDE 223



Wisconsin 2/5/5

C
Department of Health Services < /e e

| Self-Direct

12 Using the Help Module

The Help module provides searchable help topics to Entellitrak users and administrators. Help pages
contain an overview of the basic Entellitrak functions, such as navigating, searching, and data entry. You
have the ability to navigate the Contents tree as well as to open, read, and search for Help content. For
information on editing Help content, see the Entellitrak Administrator Guide.

To navigate to the Help module, click the Help link at the top of the screen, as shown in Figure 12-1.
@ My Account @ Sign Out

Home »

QQ Dashboard Searching

Participant Search by Last Name

Last Name

Figure 12-1: Help Link

12.1 User Interface
The Help module is divided into two panels:
B Left Panel contains Contents and Search tabs.
B Right Panel: contains an opened tab for viewing Help topic pages.

The left panel contains the Contents tab for browsing, and the Search tab for full-text searching. Each
selected topic page displays in the right panel as a new tab. Additional information on navigating the
Help user interface is addressed in the following sections.
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Help - WISITS 2.0.0.14 - Mozilla Firefox

@'ﬂ https://etkdev.wisits.org/entellitrak/help.do
Help - WISITS 2.0.0.14

| Contents “ Search | Welcome H About entellitrak “‘

O A
= About entellitrak
ﬂiwhﬂfS Covered in this Guide
B whatthis guide covers entelitrak is an enterprise level Commercial Off-The-Shelf (COTS) product that provides essential functionality to assist with
= I System Users record processing and tracking. entelitrak allows the definition of unique processing rules and timelines to efficiently and
I Avout enteliitrak effectively manage data within an office or agency environment.
H System Roles and Hierarchies

H Log In and Out of entellitrak
B Passwords and Account Preferenc, » Complete set of data elements and on-screen formatting for data tracking

entellitrak is a web-based system that provides a range of features including:

B Home sereen and Tracking Inoox  Platform-independent architecture (incuding Windows and UMDX)
B Navigating within a Record
n Using the Display Path for Navigati » Broad database compatibiity, including Oracle and MS SQL Server
n Tools and Buttons

n Printer Friendly Format
B File Upload * User-friendly navigation

= Browser-based (MS Internet Explorer, Firefox) access requiring no software to be installed on the user's desktop

B Data Enty i emsiitrak » Low system maintenance requirements
n Assignments
n Search NOTE: To log into entelitrak, you must first be assigned a username and password by the entelitrak administrator who wif
‘ Running Reports ako provide you with a url (web address) for the system you will be using, which you can then save as 3 bookmark through

ur browser.
_-d=system Administrators ye

Figure 12-2: Help Window

12.2 Searching Help
To perform a search within the Help menu, use the following steps.
1. Click the Search tab in the left panel.
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WISITS USER GUIDE 225



Wisconsin : 75/5

Department of Health Services o) st
| Self-Direct
Help - WISITS 2.0.0.14 - Mozilla Firefox L= (=28 X
— e
G}ﬂ https://etkdev.wisits.org/entellitrak/help.do 90%
Help - WISITS 2.0.0.14
Contents I Search I Welcome About entellitrak “|| Tools and Buttons &% |
| fields xR I Tools and Buttons o |
Use the search field above to search
avaizble Help topics and pages. Several tools and options are included to help with business process implementation and data-entry integrity.

J Field Types

In entelitrak, business required fields are designated with an icon and an error message wil be displayed i the field is left
blank:

Dependent Drop-down Menus

Some drop-down menus may be dependent on a selection made from another drop-down menu. This allows large lists to
be broken down into more manageable categories.

If a set of drop-down menus is dependent the second drop-down menu wil not be populated until a selection is made
from the first drop-down menu.

Once a selection is made it will trigger the second drop-down menu to be populated and allow a selection to be made from
the dependent drop-down menu.

Comparison Operators for Search

There are three types of data entry fields in the entellitrak system: Text, Pick List, and Date.

When using the Search function in entellitrak each field type i displayed with a set of Comparison Operators. The
default is EQUAL TO for all field types.

Spell Check T

The spel check function is available in entelitrak on any screen containing text fields. Clicking the Spell Check button
opens a Spell Check window, allowing you to review and correct speling mistakes in any text fields on that screen.

entellitrak Calendar

Nafe fields in entellfrak are accomnanied bv a calendar inon.

Figure 12-3: Help Search tab.
2. Enter the text for the search criteria.

Tip: Entering more than one word in the search box will return results containing any of the words.

3. Click the Search icon or press Enter. The results display in the left panel.

4. To view a topic page, click the text link at the top of the result you wish to see. The topic page
selected displays in the right panel.
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Contants || Search Welcome Home Screenand T... |#

Home S8 Home Screen and Tracking Inbox
Home Screen and Tracking Inbox

= itrak F‘“’“de_s (a entellitrak provides several features to help you spesdily and easily navigats the system.
saveral features to help you speedily and easily navigate

the system. When you first log into entellitrak you will se: When you first log into entellitrak you will se= the Home screen which lists up to the first ten records which are assigned

the Home screen which lists u... to you. A record is assigned to you either by ancther user or by you having created it. Depending on your role and

User Preference Update privileges you may also s2e a My Reports section which will display quick links for any saved reports.

Add Users to a Group The Preferences option is used to

configure @ user's Home scresn, Users whao have the If you have more than ten records assigned to you, navigate to the Record Tracking Inbox to view all your Records, The
proper permission can configure the Home screen Tracking Inbox allows you to sort your Records in ascending or descending order by clicking any Column header.

themselves; however, if your organization req...

In the example below, the Records are sorted by the Name column:

Group Preferences

Add Preferences to a Group The Preferences option is
used to configure a user's Home screen. Users who have
the proper permission can configure the Home screen

themselves, However, if your organizatio... Tracking Inb

Max Page Size for Tracking Inbox and Search Tracking Inbox Sample Record Tracking System - JohnDoe {Analyst)
Results

Max Page Size for Tracking Inbox and Search Results

When a user logs onto entellitrak, the Home soreen is & contad & Record & Planned Projects

displayed and lists up to the first 10 items assigned to the

user, To sea a larger listing of... ) Mew i 4 Page|t |oft b B Display 50 perpage g9 PPt | Displaying 1- 27 0f 27 &1l Asignments  [+]
Manage Groups Record ID Humber  Hame™ Vendor Name  Contract Confract Awarded Percent  Contract  Notification
Manage Groups Groups are created to allow mare than AwardDate  EndDate  Amount Complete  Value

one person to have access to the same i.nFormation in the 343243 A0-001 Arandal Jenesi  ACME. hc. 5000 0% $0.00

.system. For |n.siz.n_ce, if @ Case were assigned to a Group 757833-REZ-040  Becker, Flavia ZPriners 5200000 30% $2,000.00 Mo
instead of an individual, everyon... STATURD002  Deer Josmhana s Contractors 10012010 09/3072011 520,000.00 10% 52000000  Yes

Update Organizational Unit for Users
Update a User's Organizational Unit You can change 45ERE OFPO04 Fraer, George ABC Co 100012010 09/30/2011 $800,000.00 100% £B00,000.00 Yes

Figure 12-4: Help Search Results
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13 Administrator Type Roles Only

Other than the Entellitrak system administrator, there are two other administrator roles with WISITS with
access beyond those required to create, read, or update data to Participants’ and other system records:
an Agency Administrator and DHS Administrator. Contact a system administrator to get details on each
roles access within the system.

13.1 Participant Status History

The Participant’s Status History tracks the various statuses a Participant’s records may transition through
as they participate in IRIS. See Table 4-2 Status From and To Transitions.

As Participant records are added and updated, the Participant’s status is tracked in the system as Intake
Specialists, Consultants and other roles change the Participant’s status. Each status transition triggers
various events within the system, such as alerts, work requests and assignments.

Only the Administrator role can update the Participant Status from the Participant Status History to
change the status outside of the usual workflow and business rules. See Table 4-2 Status From and To
Transitions for the list of statuses. Other roles can view the Participant Status History.

From the Participant record, add Participant Status History data.
To create a new Participant Status History record, follow these steps.

1. Hover over Participant Status Change and select New Participant Status Change.

Note: This section will use the Draft to Referred as an example workflow.

Tracking Inbox Participant » Participant Status History Listing = Assignment: No Assignment]
Participant
P Bas Buckshot, Bob | Status: Referred | MCI1:3187431431 | DOB:02-01-1957 | AGE:60 | Target Group: Frail Elder |
Change Home Phone Number: (206) 555-8456 | County of Residence: Ashland
Buckshot - Spouse/Partner

Participant Status Mew Participant Status
History History Consultant FEA Create Work Request
P TTDHS \CA& Shefford, Judy ILife
Participant Phone (
Participant Email + New B Print BEcsv Column Filters (QFF) B
Eligibility Start Date ~ End Date Status Reason for Status Change Reason Other Specify
ErEreds 02/08/2017 02/14/2017 Draft

02/14/2017 Referred
Participant Contact

Figure 13-1 New Participant Status History
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2. Enter required data fields.

(/~

SRS
) s

Tracking Inbox  ®

articipant  *

Participant Status History Listing * Participant Status History

History

Participant Status

Ebone, Twentynine | Preferred Name: | Status: Referred | Status Effective

County of Responsibility: Dane

3 (mmiddfyyyy) @

B (mmiddiyyyy)

ICA Consultant
TMG Hellen, Billie
Start Date 02/15/2021
End Date
Status Rafarred

Reascon for Status Change
Reason Other Specify

Document the fraud/mismanagement mitigation strategy

Has IC created a fraud/mismanagement mitigation strategy? O ves O No
\Waiver Extract Initiated Status Change Cifes ® No

ve

W

Figure 13-2 New Participant Status History Record

3. Enter Optional data fields, as needed.

Note: Waiver Extract Initiated Status Change defaults to ‘No.” If MMIS sends a file to update the
Participant Status, then the system will set this element to ‘Yes.’

4. Click Save. The Participant Status History Listing displays.

+ New Bprint ECSV  Column Filters (OFF) b

Process Actiod  Status  ©  Time Framé Effective Daté Reason for Status Changel  Reason Other Specify  Fraud Mismanagement Strategy.  Is Fraud Strategy Created:  Waiver Extract Initiated.  Created By: Created Date ~ Updated By: Updated Date -
» Processed Refered Immediate  02/15/2021 No sandy.reiner  02/15/2021 10:27 AM  sandy.reiner 02/15/2021 10:27 AM
» Processed Enrolled Immediate  02/15/2021 Ne sandy.reiner 02115/2021 03:18 PM  sandy.reiner 02/15/2021 03:18 PM
» Processed Suspended Immediate  02/17/2021 Ineligible Living Seffing Ne sandy.reiner 02117/2021 11:14 AM  sandy.reiner 027172021 11:14 AM
» Processed Enrolled Immediate  02/22/2021 Ne sandy.reiner 02/22/2021 01:43 PM  sandy.reiner 02/22/2021 01:43 PM

Figure 13-3 Participant Status History Listing

Note: Click on the breadcrumb trail to return to the main record or click Home to return to the dashboard.
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13.2 Participant Audit Log

The Participant Audit Log tracks every new, read, updated, or deleted record within the Participant main
record. The audit log shows the data object name, the data element, which user account accessed the
record with a date and timestamp. The log shows if the record was read, newly created and if updated,
what the previous value was and the new value after the update.

Only a user with an administrative type of role can view this part of the system.

| Preferred Name: | Status: Enrolled | Status Effective Date: 09/29/2017 | MCI:

Age:64 | Target Group: Physically Disabled | Preferred Phone Number: | County of Re
ICA Consultant FEA SDPC Status
TMG Costello, Lillian iLIFE SDPC Enrolled

SDPC Nurse Create Work Request Find Work Requests Documents Console

k Create Work Request Find Work Requests Create Participant Document

Audit Log

| Participant Audit Log

Create Plan IRIS Start

Create SDPC Referral 09/29/20

Figure 13-4 Participant Audit Log button

13.3 Participant Contact Status History

The available statuses for a Participant’s Contact are Pending, Active and Inactive and are determined
by the state. A Participant Contact can only be added to a Participant’s main record one time to prevent
duplication of records for the same contact. There can only be one Primary Participant Contact record; if
a new record is marked as Primary, the older records will be reset as non-Primary.

From the Participant > Participant Contact record, add Participant Contact Status History data.
To create a new Participant Contact Status History record, follow these steps.
1. Select Participant Audit Log button and audit log history displays.
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Audit Log x
~
Audit Log
MM 4 Pae 1 of127 p P Dispay 20 perpage £y Refresh Displaying 1-20 of 2523

Data Object Data Element User Account Timestam Event Previous New Value
Name Name Name P Type Value
Documents Document Date Jaclyn.nikolaus 07/29/2019 05:17 Create 07/29/2019
Documents File Name jaclyn.nikolaus 07/29/2019 05:17 Create Smith, T OV 07-29-19.pdf
Documents Type jaclyn.nikolaus 07/29/2019 05:17 Create Owersight Forms
Documents Category Jaclyn.nikolaus 07/29/2019 05:17 Create SDPC
Documents Document Name jaclyn nikolaus 07/29/2019 05:17 Create Oversight Visit
Notes Note Date jaclyn.nikolaus 07/29/2019 05:09 Create 07/29/12019
Notes Note Text Jaclyn.nikolaus 07/29/2019 05:09 Create RN emailed IC to provide update

after oversight visit and to obtain

collateral contact as part of annual

SDPC process
Notes Communication Type  jaclyn.nikolaus 07/29/2019 05:09 Create Decumentation
Notes Education Provided jaclyn.nikolaus 07/29/2019 05:09 Create Ne

PM
Motes Note Category jaclyn_nikolaus 07/29/2019 05:09 Create SDPC Mote Types
P

Notes Note Type jaclyn.nikolaus 07/29/2019 05:09 Create RN SDPC Contact

Figure 13-5 New Participant Contact Status History. Click Save. Participant Contact Status History
Listing displays.

13.4 Work Request Audit Log

The Work Request Audit Log tracks every new, read, updated, or deleted record within the Work
Request main record. The audit log shows the data object name, the data element, which user account
accessed the record with a date and timestamp. The log shows if the record was read, newly created
and if updated, what the previous value was and the new value after the update.

Only a user with an administrative type of role can view this part of the system.
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13.5 Employee

An Employee Record can only be added by a user with an administrator or system administrator role.
The Employee tracked object is used to create new user’'s system account and to add organization
(agency) assignment data.

WARNING: Only use the Employee tracked object to add system users to the project. The system will auto-
generate the new user’s account from the new Employee record. If the new user is created using the
Administration > Manage Users > New User path, the user will not be assigned to an organization. Only the
Employee record provides organization assignment needed for records access within the system.

From the Tracking Inbox, add Employee data.

Note: Required fields are marked with red circle (@) icon. Records cannot be saved unless all required fields are
completed.

To create a new Employee, follow these steps.

1. Hover over Tracking Inbox and Employee; then select New.

HOME TRACKING INBOX SCAN SEARCH REPORTI
Tracking | AGENCY »
AGENCY ALERT
- TEMPLATE ¥ it Template Agency Reminder ]
AGENCY REMINDER ,
TEMPLATE
+ h |of1 M Display|50
AGENCY WORK ,
Las| REQUEST TEMPLATE Suffix JobTile  Work "
Nan ALERTS , Phone PH
Col Consultant (222}
CONTACTS v Ees 1236
EMPLOYEE § NEW
FEA TRANSFER ] [

Figure 13-6 Create New Employee Record

Note: It is recommended that before a new Employee record is created, the existing Employee main
records are searched. If the Employee record already exists, it can be opened for editing and not
duplicated.

2. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.
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Tracking Inbox » New Employee
Last Name o
First Name (R )
Middle Mame
Suffix
Referance
Job Title (R )
‘Work Phone (i) R (R ]
Mobile Phone () s
Email Address i.e. abc123@abc123.com Q
Manager Q
Agency [ AdvocatesdU - ICA
[] Connections - ICA
] Consumer Direct - ICA
[J First Person Care Consultants - ICA
[] GT Independence - FEA
L] MetaStar - Call Center - Call Center
[[] Midstate Independent Living Choices - ICA
E Outreach Health Services - FEA
Username (R}
Accessibility OYes ONo @
Hierarchy v | @
Groupis) [J Advocates4U Consultant Supervisor Group
] Connections Consultant Supervisor Group
[] Consumer Direct Consultant Supervisor Group
[ DHS Administrators

Figure 13-7 New Employee Record

Note: When the record is saved, the Employee number will be auto generated by the system.

3. Enter optional data fields as needed.

Note: It is recommended to enter as many data fields as possible.

4. Click Save. The user’s account is created in WISITS.
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13.6 Agency

This tracked object is used to add new Agencies to the system. These new records are added to the
Agency reference data object. When a new Employee record is created, the agencies are provided to
associate the Employee with that agency.

From the Tracking Inbox, add Agency data.

Note: Required fields are marked with red circle (@) icon. Records cannot be saved unless all required fields are
completed.

To create a new Agency, follow these steps.

1. Hover over Tracking Inbox and Agency; then select New.

HOME TRACKING INBOX SCAN SEARCH R
Tracking If AGENCY _NEW |
AGENCY ALERT §
& B | TEMPLATE * lrt Template ency Remi
AGENCY REMINDER
TEMPLATE
+ ne E| § Fiter  Column Fily
AGENCY WORK R
| REQUEST TEMPLATE
0 Ad filter
ALERTS »

Figure 13-8 Create New Agency Record

Note: It is recommended that before a new Agency record is created, the existing Agency main records
are searched. If the Agency record already exists, it can be opened for editing and should not be
duplicated.

2. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.

_____________________________________________________________________________________________________|
WISITS USER GUIDE 234



Wisconsin t 7&/5

| Self-Direct

Department of Health Services o) s

Tracking Inbox  » New Agency

Name Q
Code Q
Order

Start Date B (mm/ddlyyyy)
End Date &) (mm/ddiyyyy)
Type v @
Related Organization ~
Agency Reference (R]

Participant LetterHead

Participant Letter Templates

[JTMG_Header

| CONNECTIONS_Letterhead_Template
[] DHS_Letter Head

[I MILC_Letterhead

] Annual_Plan_Update_Letter

[ BA_Request_Approval_letter

] CONNECTIONS_ Welcome_Letter
I MILC_Welcome_Letter

[T o i Lot

Provider LetterHead

Provider Letter Templates

Provider Form Templates

ICM ID
DHS Encounter ID
Payer ID

Agency Enumeration ID

LI TMG Header

O CONNECTIONS_Letterhead_Template
[1 DHS_Letter Head

[ MILC_Letterhead

[] Annual_Plan_Update_Letter

1 BA_Request_Approval_letter

] CONNECTIONS_Welcome_Letter
[ MILC_Welcome_Letter

] OTE_Request_Approval_letter

[ ] TMG_Back-Up_Plan_Letter

[ TMG_IRIS_Welcome_Letter

[] Critical Incident Report
[ DHS F01854

Figure 13-9 New Agency Record

Note 1: Agency Type data field is used for permissions.

Note 2: Logo selected will appear on Budget Statement forms created from the Participant record.
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3. Enter optional data fields as needed.

Note: It is recommended to enter as many data fields as possible.

4. Click Save. The record is saved and refreshes so a Default IRIS Consultant can be added.

Tracking Inbox__» _Agency
Agency
Agency Contact
Name WI Department of Health Services @
Assignments
Code agency.ica.dhs
Order
Start Date 06/19/2014 | (3 (mm/ddfyyyy)
End Date m (mmldd.‘yyyy)
Type ICA
Related Organization DHS R
Agency Reference agency.ica.dhs (R]
Search Consultant
Default IRIS Consultant DHS Wisconsin Department of Health Services
Participant LetterHead C1TMG_Header
] CONNECTIONS_Letterhead_Template
DHS_Letter_Head
[IMILC_Letterhead

Figure 13-10 Add Default IRIS Consultant
Click Search Consultant. The Employee Search pop-up window displays.
Enter search criteria and click Search.

Select the employee’s record and click Select. The search window closes.

® N o O

From the Agency record, click Save.

13.7 Agency Work Request Template

This tracked object is used to create a Work Request template for use for a particular Agency.

From the Tracking Inbox record, add Agency Work Request Template data.

Note: Required fields are marked with red circle (@) icon. Records cannot be saved unless all required fields are
completed.

To create a new Agency Work Request Template, follow these steps.
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1. Hover over Tracking Inbox and Agency Work Request Template; then select New.

HOME TRACKING INBOX SCAN SEARCH REPORTING EN

Tracking If AGENCY »

AGENCY ALERT

4= ate TEMPLATE ¥ late ‘Agency Work Request Template

AGENCY REMINDER

TEMPLATE | I e d—
+ Nel ( . wmn Filters (OFF) b
AGENCY WORK JNEW ‘
.| REQUEST TEMPLATE I S
Aq jate objects found for
ALERTS 3
CONTACTS »

Figure 13-11 Create New Agency Work Request Template Record
2. Enter required data fields.

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Tracking Inbox » New Agency Work Request Template »

Agency Wisconsin Department of Hei E‘

Business Object Key Agency Work Request Templ E‘

RF State Active (participantContact.sta E‘

Work Request Category | Work Request E‘

Work Request Type Add Letter E‘

Priority High Priority E‘ o

Completetion Days 30 [R]

Day Type Business Days E‘

Instructions Send letter to active participants reminding of upcoming

holiday closing hours.

Assign to Consultant ) ¥es @ No @

Assignment Type Group E‘ Q
Group Wisconsin Department of He: E‘ ®
Role Agency Admin E‘ Q

Figure 13-12 New Agency Work Request Template Record
3. Enter optional data fields as needed.

4. Click Save. The record is saved and refreshed so the Assigned User can be added if need.

holiday closing hours.
Assign to Consultant ) Yes @ No @
Assignment Type Group E| (R}
Assigned User Q@
Group Wisconsin Department of He; E| (R] \
Role Agency Admin E| (R]

Figure 13-13 Add Assigned User
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13.8 Alerts

Alerts and Work Requests are prioritized High, Medium, and Low and can also be viewed on the Home
Tab at the bottom of the screen in the Work Queues Inbox Group Selection “Alerts.”

On the Home Tab, in the Work Queues Administrators can see Alerts “Assigned to Me,” “Assigned to my
groups,” and “Status changed failed Alerts.” The Alerts visible are controlled by role permissions.

~ Work Queues

Inbox Group Selection Inbox Selection
Alerts v Alerts Assigned to Me (2) ~

Alerts Assigned to Me (2)
Alerts Assigned to My Groups (0) Alert

L Status Change Failed Alerts (771) |
WICT SNy 101 Ut

MCI has been modified for participant. Se

You have been matched with this individual. Review the person's record and begin processing_the record as soon as possible.

Showing 1 to 2 of 2 entries

Figure 13-14 Work Queues Alerts

The Alert will advise what action has occurred for validation and or what next step if any is necessary. In
addition to the notification via the Home Tab and Tracking Inbox some Alerts also have an email
notification sent. The user can clear the alerts and work requests individually or they can clear multiple or
all alerts and work requests at once.

Clearing Alerts and Work Requests.

A checkbox exists the first column of each row in the list displayed in the work queues. Any that are
checked by the user, may be deleted by clicking a button at the bottom of the list "Delete All Selected".

A checkbox in the heading allows the user to select the whole page of alerts. It toggles all checked/all
unchecked Alerts that are to be cleared.

Upon completion of deleting/clearing alerts, a message is displayed stating "Process Complete — x
number of Alerts Deleted" where x is the number that were selected and deleted. The queue is
automatically refreshed after the delete operation.

All Alerts Enhanced Inboxes have been modified to allow the bulk dismissal of Alerts and Work
Requests:

e Alerts Assigned to Me alert.assignedToMe

o Alerts Assigned to My Groups alert.assignedToMyGroups
o Status Change Failed Alerts inbox.alerts.failedStatChange
e Completed for Work Request Enhanced Inbox(es)
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Alerts v Alerts Assigned to Me (12) v
O Alert

—» 0 You have been matched with this individual. Review the person's record and make an initial phone contact as soon as possible. 1
@] You have been matched with this individual. Review the person's record and make an initial phone contact as soon as possible. p
@] You have been matched with this individual. Review the person's record and make an initial phone contact as soon as possible. 1
a Faye Edelburg has been transferred to Judith Hefner . 1
@] Chong Pao Vue has been transferred to Judith Kosharek . 1
@] You have been matched with this individual. Review the person's record and make an initial phone contact as soon as possible. q
@] You have been matched with this individual. Review the person's record and make an initial phone contact as soon as possible. q
@] Barbara Shannon has been transferred to Judith Hefner . 1
@] Mary Paul has been transferred to Judith Hefner . y
a Rhonda Longtine has been transferred to Judith Hefner . p
]} Participant has been disenrolled 4
a Pamala Pounds has been transferred to Mai Lee . d
Showing 1 to 12 of 12 entries

Figure 13-15 Enhanced Inbox Bulk Dismissal Option to Clear Alerts.

Alerts are only created by a system administrator. To view current alerts, go to Administration > System
Data & Settings > Reference Data Lists > Alerts Description.
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HOME TRACKING INBOX SCAN SEARCH ENTELLISQL PAGES ADMINISTRATION CONFIGURATION 'ﬁ'
Administration » Reference Datalists » Alerts Description Listing
+ Mew MM 4 Pagel1 |of1 P M Display| 18 perpage 4£JRefresh  Displaying 1 -18 of 18
Name Code Order Start Date End Date
SDPC Referral Saved as Intake Criteria Unmet alertDescription.srsaicu 40
Automated Participant Plan status change failed alertDescription_participant planStatusChangeFailed
Complete Outstanding Work alertDescription_status.completeCutstandingWork 50
Justification for Suspension alertsDescription status_suspension justificationAlert 60
Participant FEA Has Been Transferred alertDescription_participantTransferfea 10
Participant ICA Has Been Transferred alertDescription_participantTransfer.ica 10
Participant IRIS Consultant Has Been Transferred alertDescription_participantTransfer.ic 10
Participant Plan status has changed. alertDescription_participant planStatusChange
Participant SDPC Nurse Has Been Transferred alertDescription_participantTransfer sdpcNurse 10
Participant Status Change Failed Alert alertsDescription_participant statusChangeFailedAlert 50
Participant has been Suspended. alertDescription_participant status.suspended 70
Participant has been suspended from the SDPC Program. alertDescription sdpc status suspended 90
Participant is no longer suspended. alertDescription_participant.status.nolonger.suspended 80
Participant's current Plan is nearing the End Date. alertDescription_plan.endDate\Window 10
SDPC Intake Submitted alertsDescription sis 30
SDPC Referral Saved as Referral Criteria Unmet alertsDescription srsasu 20
SDPC Referral Submitted alertsDescription.srs 10
SDPC Status Change Failed Alert alertsDescription sdpc_statusChangeFailedAlert 100

Figure 13-16 Alerts Reference Data Listing

13.9 Agency Alert Template
This tracked object is used to create a new Agency Alert.

From the Tracking Inbox, create an Agency Alert Template.

Note: Required fields are marked with red circle (@) icon. Records cannot be saved unless all required fields are
completed.

To create a new Agency Alert Template, follow these steps.
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1. Hover over Tracking Inbox and Agency Alert Template; then select New.

HOME TRACKING INBOX SCAN SEARCH REPOR
Tracking If AGENCY 3 l "
AGENCY ALERT | NEW |
- TEMPLATE ¥t lemplate gency Reminde|
AGENCY REMNDER |
TEMPLATE =
== Ne| E‘ Y Filter Column Filters (|
AGENCY WORK .
Ag REQUEST TEMPLATE s found for this filter
ALERTS >
CONTACTS »

Figure 13-17 Create New Agency Alert Template Record

2. Enter required data fields.

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Tracking Inbox » Agency Alert Template »

Agency Alert Template Assignments

Agency E‘

Business Object SDPC Referral E‘ Q
RF State Referral Criteria Unmet (sdpc E‘ Q
Type Motification E‘ Qo
Description SDPC Referral Saved as Referral Criteria Unmet E| Q
Priority High E‘ (R}
Instructions New SDPC Referral must be created.

Assign to Consultant @ Yes ©) No @

Assignment Type Individual E‘ Q
Employee Search
Assigned User Q

Figure 13-18 New Agency Alert Template Record
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Enter optional data fields as needed.

If Assignment Type is Individual, click Employee Search. The Employee Search pop-up window
displays.

Enter search criteria and click Search.
Select the employee’s record and click Select. The search window closes.
If the Assignment Type is Group, select the Group and Role.

S R

From the Agency Alert Template record, click Save.

13.10 Agency Reminder Template
This tracked object is used to create Agency Reminder Templates.

From the Tracking Inbox record, add Agency Reminder Templates data.

Note: Required fields are marked with red circle (@) icon. Records cannot be saved unless all required fields are
completed.

To create a new Agency Reminder Templates, follow these steps.
1. Hover over Tracking Inbox and Agency Reminder Templates; then select New.

HOME TRACKING INBOX SCAN SEARCH REPORTING ENTE
Tracking If AGENCY »
AGENCY ALERT
- TEMPLATE * It Template & Agency Reminder Template

AGENCY REMINDER J_“EW |

TEMPLATE )
4 Ne E| Y Filter COMgOn Filters (OFF) B
AGENCY WORK

| REQUEST TEMPLATE " |, . e
Agd pbjects found for this filter
ALERTS »

Figure 13-19 Create New Agency Reminder Templates Record

2. Enter required data fields.

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.
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WISITS USER GUIDE 242



| Self-Direct

o (/=
Wisconsin C
m Department of Health Services < // E R/p$

Tracking Inbox » Agency Reminder Template »

Agency Reminder Template Assignments
Agency First Person Care Consulting E|
Business Object Key | Agency E| Q
RF State Active (participantContact.sta E| (R]
Priority High E| (]
Completion Days 23 Q@
Day Type Business Days E|
Subject eqe (R}
Instructions
Assign to Consultant ) Yes @ No (r]

Employee Search
Assigned User Bul Kogi

Figure 13-20 New Agency Reminder Templates Record
Enter optional data fields as needed.

If Assignment to Consultant is selected, click Employee Search. The Employee Search pop-up
window displays.

Enter search criteria and click Search.
If assignment to employee is needed, click Employee Search.
Enter employee search criteria and click Search.

Select and highlight the employee’s record and click Select. The search window closes.

© ® N o O

From the Agency Reminder Template record, click Save.

13.11 System Wide Broadcasts

The System Wide Broadcast feature enables a user with an administrative type of role to make an
announcement about the system that will be sent to all users of the system. When users first log in, the
broadcast will appear at the top of their home inbox.

A System Wide Broadcast can be sent to all system users, to users with a specific role or to users of
multiple roles in the system. Broadcasts can be set up to have a start and end date, as needed.

From the Tracking Inbox, add a System Wide Broadcast data.

Note: Required fields are marked with red circle (@) icon. Records cannot be saved unless all required fields are
completed.

To create a new System Wide Broadcast, follow these steps.
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1. Hover over Tracking Inbox and System Wide Broadcast; then select New.

@ Wy Accounl ¥ Lhanoe Bole—_ J® Sign Out © T 55 2005 - sgiordano (Administ]
AGENCY »

AGENCY ALERT
TEMPLATE

[l SCAN SEARCH REPORTING ENTELLISQL

AGENCY REMINDER '
TEMPLATE

- |+ AGENCY WORK , [lers SDPC Nurse Transfer & System Wide Broadcast
REQUEST TEMPLATE

| ALERTS »
Ne b Filter Column Filters (OFF) b
+ | CONTACTS » | Y
Sy EMPLOYEE » [cts found for this filter,

R L e N e N S N

SUPC RS »

TRANSFER I (
SYSTEM WIDE JHEY

BROADCAST

Figure 13-21 Create New System Wide Broadcast Record
2. Enter required data fields.

Note 1: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

Note 2: When some data field values are selected, conditional data fields may display as additional data
will be needed.

Tracking Inbox » New System Wide Broadcast »

Title Type Information B

Title System Down for Maintenance

Content Bsewe @D R @B BEEB «~]/QA% 5 @@ o000 Dn
BIUsxxLlz:=+%»uBlzz=Mfueg|lle m
HOoHE=0 Q=4
Styles - Normal o Font - Size - i' E' :: =.ﬂ ?

The system will be down for maintenance from Friday at 10 PM CST until Saturday 6 AN CST. We apologize for any inconvenignce. We will
announce when the system will become available again.

body p

4
File
Roles L AUWaUT SUpTIUS S
Call Center :
¥ consuttant El
Consultant Supenisor T
Order
Start Date 05/01/2017 (mmiddfyyyy)
End Date 0S/06/2017 (mmiddfyyyy)

Figure 13-22 New System Wide Broadcast Record

WISITS USER GUIDE 244



Wisconsin t 2/5/5

Department of Health Services ) s

3. Enter optional data fields as needed.

Note: It is recommended to enter as many data fields as possible.

4. Click Save. The broadcast will be sent by the system effective immediately (no Start Date) or
based on the selected Start Date.

Note: The broadcast will be effective until the record is updated with an End Date.

13.12 PDF Template File
Only a user with an administrative type of role can upload a new PDF Template File.
From the Tracking Inbox, add a PDF Template File.

Note: Required fields are marked with red circle (@) icon. Records cannot be saved unless all required fields are
completed.

To create a new PDF Template File, follow these steps.
1. Hover over Tracking Inbox and PDF Template File; then select New.

VY Account =¥ [ Tianoe Bole % Sign Ot L ? R
AGENCY 3

AGENCY ALERT
TEMPLATE |l SCAN SEARCH REPORTING ENTE

Tracking I AGENCY REMINDER ,
TEMPLATE

AGENCY WORK , | Load Provider Restrictions £ PODF Template File
REQUEST TEMPLATE

ALERTS

4= ansfer

b
+N F| Y Filter Column Filters (OFF) b
»

g
| CONTACTS

Pl EMPLOYEE » Jund for this filter
rr-sr-r- sl

<AL kb N

POF TEMPLATE FILE o NEW

DADTICIDAMT

Figure 13-23 New PDF Template File

2. Enter required data fields.

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.
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Tracking Inbox » New PDF Template File »

PDF Template File Configuration - Where an AE configures what parameters map to in a PDF Template

Name o

Code o

Order

PDF Template File L@

Use PDXFA For Parameter Mapping ) Yes @ No @
Strip PDXFA Data DYesONo@
Remove Edit Restrictions OvYes O No @

PDF Parameter Configuration Section
Last Updated Date
Last Updated By

Figure 13-24 New PDF Template File Record
3. Enter optional data fields as needed.

Note: The Use PDXFA for Parameter Mapping data field recommended setting is defaulted to No.
4. Click Save.

13.13 Work Request / Alert Email opt out.

Employees are able to view a list (with Checkbox) of all Alerts and Work Requests. They will be able to
check and/or uncheck items (check will mean "opt Out") when saved.

From the Tracking Inbox, add a new employee and then select that employee.

Note: Required fields are marked with red circle (@) icon. Records cannot be saved unless all required fields are
completed.

To view & update the Work Request / Alert Email opt out options, follow these steps.
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1. Hover over Work Request/Alert Email opt Out; then select New.

HOME TRACKING INBOX SCAN SEARCH REPORTING ADMINISTRATION
Tracking Inbox » Employee
Employee Last Name @
Work Request/Alert First Name Q
Email Opt Out
Middle Name
Assignments Suffix
Reference
Job Title Q
Work Phone () S Q
Mobile Phone () ettt
Email Address ie abc123@abc123 com @
Manager Q
Agency [J Advocates4U - ICA
[[]Agency One - ICA
I Connections - ICA
[[] Consumer Direct - ICA
I First Person Care Gonsultants - ICA
[ GT Independence - FEA
[[] MetaStar - Call Center - Call Genter
|_] Midstate Independent Living Choices - ICA

Figure 13-25 New Work Request/Alert Email opt Out.

5. Enter required data fields and save.

Note: See section 2.8 Menus, Fields, and Options in this document for details of each data field's
functionality.

6. Here is an example of the types that could be selected.

User Work Request and Alerts Email Opt Out

Work Request Email Opt Out Selection

| selects | unselect a1

Complete Criticial Incident Report
Mail Cost Share/Spend Down Letter
Mail Final My Cares

Obtain Signature Page

Provider Updated

SDPC Annual Assessment

SDPC Mail request

SDPC Referral

Verify Cost Share

Alert Email Opt Out Selection

Complete Outstanding VWork

Parficipant Contact Pending Alert

Participant FEA Has Been Transferred

Participant has been suspended from the SDPC Program
Participant has been Suspended.

Participant IRIS Consuitant Has Been Transferred
Provider Status Change Alert

Provider Status Change Authorization Effected Alert

Figure 13-26 Examples Work Request/Alert Email Options
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14.2 WISITS Quick References

This section contains descriptions for acronyms and terminology used within this user guide.

14.2.1 Acronyms

The following are acronyms used within this document or within the system.

Acronym Description

ADL Activities of Daily Living

ADRC Aging & Disability Resource Center

CARES Client Assistance for Reemployment and Economic Support (system)
CMS Centers for Medicaid and Medicare Services
CVS Comma-separated Values

DAD Disabled Adult Children

DD Developmental Disability

DHS Department of Health Services

DLTC Division of Long-Term Care

DOB Date of Birth

EBD Elderly, Blind or Disabled

FE Frail Elders

FEA Fiscal Employment Agency

FPL Federal Poverty Level

HCBS Home and Community-Based Services
HCBS Home and Communicate-Based Services
IADLS Instrumental Activities of Daily Living

IBA Individual Budget Allowance

IC IRIS Consultant

ICA IRIS Consultant Agency

ICF-IID Intermediate Care Facility for Individuals with Intellectual Disabilities
IM Income Maintenance Agency

IRIS Include, Respect, | Self-Direct

WISITS Wisconsin IRIS Self-Directed Information Technology System
LOC Level of Care

LTCFS Long-Term Care Functional Screen

MAPC Medicaid Personal Care Agency

MAPP Medicaid Purchase Plan

MCI ID Master Customer Index Identification Number
MCOs Managed Care Organizations

NPI National Provider Identification
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| Self-Direct

Acronym Description

ORCD Office of Resource Center Development
PACE Program for All-Inclusive Care for the Elderly
PD Physical Disability

PDF Portable Document Format

PHW Participant Hired Worker

PIR Provider-Individual Reimbursement

QDWI Qualified Disabled and Working Individuals
QMB Qualified Medicare Beneficiary

RF Rules Framework

SDPC Self-Directed Personal Care

SDS Self-Directed Supports

SLMB Specified Low Income Medicare Beneficiary
SSI Supplemental Security Income

SSI-E Supplemental Security Income Exceptional Expense
SSN Social Security Number

Wi Wisconsin
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14.2.2 Term Definitions

The following are definitions of terms used within this document or within the system.

Authorization: Is defined as an IRIS waiver service or IRIS SDPC service authorized on a Participant’s
individual support and service plan in which the funding source, service category, provider, service,
number of units, unit type, frequency, cost of unit (rate), rate type and time frame (authorization period)
are defined.

Funding Source: Is defined as the resource the good or service is being paid for or supplied from. There
are eight (8) funding sources in Core ISITS; DVR, Family/Community Support, IRIS One-Time Expense,
IRIS SDPC, IRIS Waiver, Medicaid Card Service (LTC), Medicaid Card Service — Acute and Primary,
and Medicare.

DVR: is defined as a service funded by the Division of Vocational Rehabilitation. This service is not paid
for by the FEA and does not come out of the Participant’s IRIS budget.

Family/Community Support: Is defined as a good or service that is supplied naturally within in the
participant’s life. This is commonly referred to as a natural support. These goods and services are
provided at no cost to the participant.

IRIS One-Time Expense: Is defined as a good or service that has been approved through the IRIS One-
Time Expense approval process (IRIS Policy 5.8). These goods and services are paid for by the FEA
and are paid from the Participant’s IRIS budget or One-Time Expense approval.

IRIS SDPC: Is defined as self-directed personal care services funded through the IRIS 1915(j) waiver.
These services are paid for by the FEA but are not paid from the Participant’s IRIS budget.

IRIS Waiver: Is defined as goods and services paid for by the IRIS 1915(c) Home and Community
Based Services waiver. These goods and services are paid for by the FEA and are paid from the
Participant’s budget.

Medicaid Card Service (LTC): Is defined as a service paid for through the Wisconsin Forward Health
Medicaid program that relates specifically to the participants long term care. This service is not paid for
by the FEA and does not come out of the Participant’s IRIS budget. These services are commonly
referred to as Card Services.

Medicaid Card Services — Acute and Primary: Is defined as a service funded through the Wisconsin
Forward Health Medicaid Card and is most commonly related to medical and/or preventative care or
prescriptions drugs. This service is not paid for by the FEA and does not come out of the Participant's
IRIS budget. These services are commonly referred to as Card Services.

Medicare: Is defined as a service provided through the federal Medicare program. This service is not
paid for by the FEA and does not come out of the Participant’s IRIS budget.

Service Category: Is defined as a general classification of a services available in the IRIS program.
There are multiple services associated with each service category. Reference the IRIS Funding Source /
Service Category / Long Description Crosswalk to reference the relationship between the service
category and the services (Long Description) within each service category.
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Provider: Is defined as the person or organization (agency) providing the support or service to the
Participant. There are three (3) provider types in Core ISITS, Participant Hired Worker (PHW),
Organization, and Individual/Reimbursement.

Individual: Is defined as the provider type in which the Participant or their PHW are directly reimbursed
for services or goods. The common examples of these are one-time purchases, such as, Over-the-
Counter items purchased directly by the Participant or PHW or mileage reimbursement for the PHW.
Service authorizations with an Individual provider identified and all other required authorization
information will be transmitted nightly to the FEA for future processing of payment reimbursements.

Organization: Is defined as the provider type in which the service or good is provided by an organization
or agency not directly employed by the Participant. Services authorizations with an Organization provider
identified, and all other required authorization information will be transmitted nightly to the FEA for future
processing of payments rendered.

Participant Hired Worker: Is defined as the provider type in which the provider is directly employed by
the participant and the participant is the employer of record. Services authorizations with a PHW provider
identified and all other required authorization information will be transmitted nightly to the FEA for future
processing of payments rendered.

Generic Provider: Is defined as a provider place holder to build an Individual Support and Service Plan
(ISSP) because the provider is unknown at the time the authorization is being entered. Generic provider
should be used as a place holder only for ISSP building purposes. Service authorization with generic
provider identified will not go to the FEA and for processing. Only Service authorizations with an
Individual, Organization or Participant Hired worker provider identified are transmitted to the FEA for
future payment of services.

Service Long Description: Is defined as the long description of the service that includes the service
description, the unit of measure for the service, and if the service is provided on an individual basis or in
a group setting. Reference the IRIS Funding Source / Service Category / Long Description Crosswalk for
a list of service categories and their relationship to the long description. The list of long descriptions is
also available in Appendix A of the IRIS Service Definition Manual
https://www.dhs.wisconsin.gov/library/p-000880.htm.

For IRIS Waiver Services, IRIS SDPC Services and IRIS One-Time Expense Services, the following
authorization sentence appears after the user has identified the Funding Source, Service Category, the
Service Provider (Organization, PHW, Individual), and the Service Long Description. ltems appearing in
{Brackets} need to be completed by the IRIS Consultant and are defined below.

| need {Numeric}, {Unit Type}, every {Freqguency}, at {Dollar Amount} per {Rate Type}.

Numeric: Is defined as the number of units of the good or service required by the participant.

Unit Type: Is defined as what the unit {Numeric} is measured in. There are five (5) unit types available in
the IRIS program; Miles, Hours, Days, Nights, and Each.

Frequency: Is defined has how often the units are used in each time frame. There are four (4)
frequencies available in the IRIS program; Weekly, Monthly, Annually, and Each. For the conversion to
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Core ISITS all services frequencies should be entered using the frequency of annual except for IRIS
SDPC services which must use a frequency of monthly.

Dollar Amount: Is defined as the cost of the individual unit. This is commonly referred to as the rate. For
Participant Hired Workers the wage paid to the worker should be entered and when applicable the apply
tax check box should be checked.

Rate Type: Is defined as the dollar amount entered (or rate) relevant to the unit type. There are five (5)
rate types available in the IRIS program; Mile, Hour, Day, Night, and Each. Core ISITS includes built in
responsive disclosure, meaning that based on the Unit Type selected the Rate Type is predefined to
match (i.e. if the service plan requires 60 days of respite annually because the unit type is entered in
days the only selection available under rate type is day).

Below is an example of what the authorization sentence will look like once completed.

| need {Numeric}, {Unit Type}, every {Frequency}, at {Dollar Amount} per {Rate Type}.

| need {60}.,{Days}, every {Annually}, at {$45.00} per {Day}.

To Auth End Date: Is defined as the day the service authorization starts. This date must be within the
Participant’s current plan year.

From Auth End Date: Is defined as the day the service authorization ends. This date must not exceed
the Participant’s current plan year end date.
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14.3 Referral and Enroliment Required Data

Requirements to transition statuses for Participant records

For a Participant to move from 'Draft’ to 'Referred’ status, the user must populate the following
information for the Participant:

Table 14-1 Participant Transition to Referred Status

Participant Main Record Participant Address
e Last Name e Residence Type Address
e First Name e ZIP Code
e SSN o Street 1
e« MCIID e City
« DOB e State
o Gender
o Date Referred to IRIS Eligibility
o Date Referral Received at ICA « Date of Medicaid Eligibility
e Target Group
e Race
« Ethnicity Care Team
« Primary Language » ICA Assigned _
« County of Responsibility e IRIS Consultan.t Assigned
« County of Residence « IM Agency Assigned
« Current Enrollment In » ADRC Assigned

_____________________________________________________________________________________________________|
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For a Participant to move into an 'Enrolled’ status, the Participant must have all the required fields
from the Referred Status plus the following information for the Participant must be populated:

Table 14-2 Participant Transition to Enrolled

Outcome
e At least one Outcome

Strategy
e At least one Strategy

Plan
e An Active Plan

Authorization
e Atleast 1 Authorization whose funding
Source is an IRIS Waiver Funding Source
with a non-generic Provider

Care Team
e FEA Assigned

Financials
e |IRIS Monthly Budget Amount > 0
e Marital Status

Participant Main record
e Current Enroliment In
e Current Living Situation

Participant Phone
e At least one Phone Number

Authorizations and Budgeted Amounts
e Amount of Authorizations < Annual Budget
Amount)
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14 .4 Status Transitions and Actions

Participant records move through several transitions across various roles within the system. This section
provides details on how the records transition between statuses.

Participant Statuses in WISITS

( Draft H Referred ]
h, 4

. = +
g i B o«
Referral
L Deceased 1 | Withdrawn Enrolled 1
A * / o
: v 3 3
{ o ' i %
Involuntary Voluntary
Sl orciess 1 | peceass Disenrollment Disenrollment
\ A
'{ '( { kL b ¥
-~ - “ - -
Voluntary Involuntary
( Deceased W Lnisenmllmzn{} Disenrollment Enrolled Referred Referred
\ / J

Figure 14-1 Participant Statuses in WISITS

The following tables provide details of how each status is updated in the system.

14.4 .1 Draft Status

A Draft status can only be transitioned to Referred.
Current Status: Draft

New Status: Referred

Actions:

New Participant record status when first created. All required information for Participant must be entered
before the status can transition to Referred.

When the status is changed to Referred, the system will auto-generate the following Work Requests:
- Welcome Call

- Initial Visit

- Mail Welcome Packet

A Plan and Authorizations can be created for a Participant with a Referred status.
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14.4.2 Referred Status

The Referred status can only be transitioned to Enrolled, Referral Withdrawn, or Deceased.
Current Status: Referred

New Status: Enrolled

Actions:

All required information for Participant must be entered before the status can transition from Referred.

System will auto-generate Work Requests to assigned IC to complete required paperwork and Service
Authorizations

The system will set the IRIS Start Date on Participant record to Effective Date of the Status change.

If Medicaid Group Indicator is B or C, the system will generate a Work Request for IC to mail Cost Share
and/or Spend down letter to Participant.

Current Status: Referred
New Status: Referral Withdrawn
Actions:

User must provide reason for withdrawn referral. Available reasons are:
- Miscommunication/misunderstanding of responsibilities

- Decided to go with a different program.

- Ineligible living Setting

- Deceased

- Eligibility change

The system will auto-generate a Work Request assigned to the Participant’s current IRIS Consultant to
“Create Withdrawal Letter.”

The system auto-generates an alert for the IC; all outstanding work for Participant must be completed
within 30 days.

If there is an active or pending plan, the system sets the Plan End Date to the Effective Date of the status
change and Plan becomes Inactive. All Authorizations end and end dates are updated to Effective date
of status change.

Any SDPC Referral status with MET is updated to UNMET status (most recent referral status only).

Thirty days after status change, the system transfers the Participant from current IC to DHS case-owner.
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Current Status: Referred

New Status: Deceased

Actions:

System will auto-generate Work Requests to assigned IC to complete a critical incident report.

System will auto-generate Alerts to each Care Team member (includes FEA and pending SDPC, if
applicable) and each has 30 days to complete any outstanding work.

System sets the Plan End Date to the Effective Date of the status change and Plan becomes Inactive. All
Authorizations end and end dates are updated to Effective date of status change.

Any SDPC Referral status with MET is updated to UNMET status (most recent referral status only).

Thirty days after status change, the system transfers Participant from current IC to DHS case-owner.

14.4.3 Enrolled Status

The Enrolled status can only be transitioned to Involuntary Disenrollment, Voluntary Disenrollment,
Suspended or Deceased.

Current Status: Enrolled
New Status: Involuntary Disenroliment
Actions:

User must provide reason for Involuntary Disenroliment status. Available reasons are:
- Health and Safety

- No Contact

- No Service Utilization

- Fraud

- Failure to Pay Cost Share

Note: An Involuntary Disenrollment status update can also be initiated from MMIS via the Waiver Member Extract
job that is processed daily. Alerts are sent for successful and unsuccessful updates.

System will auto-generate Alerts to each Care Team member (includes FEA and pending
SDPC if applicable) and each has 30 days to complete any outstanding work.

System sets the Plan End Date to the Effective Date of the status change and Plan becomes Inactive. All
Authorizations end and end dates are updated to Effective date of status change.

Thirty (30) days after status change, the system transfers Participant from current IC to DHS case-owner.

Current Status: Enrolled
|
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New Status: Voluntary Disenroliment
Actions:

User must provide reason for Voluntary Disenroliment status. Available reasons are:
- Dissatisfied with cost share.

- Difficulty finding or retaining providers.

- Needed add’l support in coordinating services/support.

- Unable to secure all needed services or hours of service.
- Services did not meet expectations.

- Not able to use provider of my choice.

- Dissatisfied with care team/IRIS consultant.

- Customer service issues with the IRIS FEA

- Customer services issues with the IRIS ICA

- | have found other ways to meet my needs.

- Other — Please describe (Use Other; Specify field)

Note: A Voluntary Disenroliment status update can also be initiated from MMIS via the Waiver Member Extract job
that is processed daily. Alerts are sent for successful and unsuccessful updates.

System will auto-generate Alerts to each Care Team member (includes FEA and pending SDPC if
applicable) and each has 30 days to complete any outstanding work.

System sets the Plan End Date to the Effective Date of the status change and Plan becomes Inactive. All
Authorizations end and end dates are updated to Effective date of status change.

Thirty (30) days after status change, the system transfers Participant from current IC to DHS case-owner.

Current Status: Enrolled
New Status: Suspended
Actions:

User must provide reason for Suspended status. Available reasons are:
- Ineligible Living Setting

- Hospitalized

- Incarcerated

- Institutionalized

System will auto-generate Alerts to each Care Team member (includes FEA and pending SDPC if
applicable) and each has 30 days to complete any outstanding work.

If Suspended Effective date is future date, Authorizations (except Support-Retainer Payments) are ended
as of the Suspended Effective immediate date.

Ninety (90) days after status change, the system sends Alert to IC to send justification to DHS QA Team
as to why Participant stays in Suspended status or to begin the Involuntary Disenroliment process.
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Current Status: Enrolled

New Status: Deceased

Actions:

System will auto-generate Work Requests to assigned IC to complete a critical incident report.

System will auto-generate Alerts to each Care Team member (includes FEA and pending SDPC, if
applicable) and each has 30 days to complete any outstanding work.

System sets the Plan End Date to the Effective Date of the status change and Plan becomes Inactive. All
Authorizations end and end dates are updated to Effective date of status change.

Any SDPC Referral status with MET is updated to UNMET status (most recent referral status only).

Thirty (30) days after status change, the system transfers Participant from current IC to DHS case-owner.

14.4.4 Referral Withdrawn Status

The Referral Withdrawn status can only be transitioned to Draft.
Current Status: Referral Withdrawn

New Status: Draft

Actions:

This transition will reset the following:
- IC Assignment

- Functional Screen Eligibility date
- Medicaid Eligibility Date

- Date Referred to IRIS

Any SDPC Referral status with MET is updated to UNMET status (most recent referral status only).

14.4.5 Involuntary Disenrollment Status

The Involuntary Disenrollment status can only be transitioned to Draft.
Current Status: Involuntary Disenroliment

New Status: Draft

Actions:

This transition will reset the following:

- IC Assignment

- Functional Screen Eligibility date

- Medicaid Eligibility Date

- Date Referred to IRIS
|
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Any SDPC Referral status with MET is updated to UNMET status (most recent referral status only).

Current Status: Involuntary Disenrolliment

New Status: Enrolled

14.4.6 Voluntary Disenroliment Status

The Voluntary Disenroliment status can only be transitioned to Draft.
Current Status: Voluntary Disenroliment

New Status: Draft

Actions: This transition will reset the following:
- IC Assignment

- Date Referred to IRIS

- Date of IRIS Functional Screen Eligibility

- Date of Medicaid Eligibility

Any SDPC Referral status with MET is updated to UNMET status (most recent referral status only).

14.4.7 Suspended Status

The Suspended status can only be transitioned to Draft.
Current Status: Suspended

New Status: Enrolled

Actions:

IRIS Enrolled Date retains the IRIS Start Date when Participant was initially enrolled.

Current Status: Suspended
New Status: Involuntary Disenrollment
Actions:

User must provide reason for Involuntary Disenroliment status. Available reasons are:
- Health and Safety

- No Contact

- No Service Utilization

- Fraud

- Failure to Pay Cost Share

- Note: An Involuntary Disenroliment status update can also be initiated from MMIS via the Waiver Member
Extract job that is processed daily. Alerts are sent for successful and unsuccessful updates.
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System sets the Plan End Date to the Effective Date of the status change and Plan becomes Inactive. All
Authorizations end and end dates are updated to Effective date of status change.

System will auto-generate Alerts to each Care Team member (includes FEA and pending SDPC, if
applicable) and each has 30 days to complete any outstanding work.

Thirty (30) days after status change, the system transfers Participant from current IC to DHS case-owner.

Current Status: Suspended

New Status: Deceased

Actions:

System will auto-generate Work Requests to assigned IC to complete a critical incident report.

System will auto-generate Alerts to each Care Team member (includes FEA and pending SDPC, if
applicable) and each has 30 days to complete any outstanding work.

System sets the Plan End Date to the Effective Date of the status change and Plan becomes Inactive. All
Authorizations end and end dates are updated to Effective date of status change.

Any SDPC Referral status with MET is updated to UNMET status (most recent referral status only).

Thirty days after status change, the system transfers Participant from current IC to DHS case-owner.

14.4.8 Deceased Status

The Deceased status can only be transitioned to Draft.
Current Status: Deceased

New Status: Draft

Actions:

System retains the Participant’s original value for Date Referred to IRIS.

14 .5 IRIS External Workflows

The following diagrams provide details for external workflows that include adding data with WISITS.

Note: Click on the icon within each of the following sections to open a PDF of the workflow.
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14.6 SDPC Referral

The needed criteria for an SDPC Referral to become active are:

Part One of Questions (Referral):

Has an IRIS start date established? (If yes, criteria pass. If no, answer next question. Yes or No
If Iris Start date is populated when referral is created, this question does not show and

defaults to yes.)

Does the person’s circumstance warrant a Start Date Coordination Request? (only Yes
shows if prior question is No)

Needs hands on care as evidenced by the LTC-FS (1?s or 27s) Yes

Is under Fraud or Misappropriation Investigation? No

Is involved with APS related to provision of cares? (Self-neglect, worker neglect, etc.) No

Is residing in an RCAC? No

Is residing in an AFH owned by Blood relatives? Yes or No
Has workers identified to provide cares and paperwork has been submitted to FEA? Yes

Has a back-up plan that addresses SDPC requirements with people identified that can Yes
complete personal cares if the primary worker is unavailable?

Will the guardian or POA-HC be providing paid SDPC services? (If answer is Yes, you No

will get another drop down list, but it does not meet criteria.)

Preferred Contact for SDPC Intake: Selection
Part Two of Questions (Intake):

Validity of referral has been verified? Yes
Person has 24-hour Private Duty Nursing? No
Person has skilled nursing under Medicare part A? (per “35” rule)? No
Person has hospice services? Yes or No
Person has a prequalifying condition? (If previous question is Yes, this question shows) Yes
Welcome call has been made and person has agreed to enroll in SCPC? Yes

If person is using MAPC, they agree to discontinue once SDPC begins? Yes
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14.6.1 SDPC Referral Statuses

The following are statuses that pertain to an SDPC Referral:
B Draft Referral

Referral Criteria Met

Intake Criteria UNMET

Referral Criteria UNMET

Approved

14.6.2 IRIS Cost Share

]

IRIS Cost Share
Workflow.pdf

14.6.3 IRIS Program Authorizations

]

IRIS Program
Authorizations Workfl
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14.6.4 Adding a Provider

Y'
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14.6.5 SDPC Enroliment

SDPC Enrollment Workflow
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WPS Call Center Delegating Task to FEA

WPS Fielding Calls Regarding Financial Issues
Phase
= Calls in with a
2 question
8
Answerthe
‘questien. Check ROI the
ifa contact is the No—— upoy
caller. Review Case FEAZ
MNotes.
g
=
i
5 Logs in to WISITS. Exacutes Work Completes Work
Sees Work Raquest Request, calls Request Saves Case
— outstanding. jparticipant. Mote.
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14.6.7 MetaStar Case Notes
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