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2 Sy s WellSky
Icons Used in this Manual

Tip
‘g Tips provide general recommendations on how to make it easier or more productive to
use the Harmony solution.

Caution

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

Note

Notes provide additional information of general interest about a specific function or
process of the Harmony solution.

IR

Example

Examples are provided to help you develop a better understanding of the subject area
and how the Harmony solution may be used in a specific scenario of relevance.

Learning Objectives

R
1. Search for existing clients

Create a client record

Update client demographics

Complete a resource search

Record an information only contact record

Record a referral contact record

Record an anonymous or incomplete contact record

Record a SHINE referral

. Record a screening referral

10. Record a referral to community resources

11. Complete screening referral 14 day follow up documentation

12. Complete community resource referral 14 day follow up documentation

©oNDUAWN
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13.
14,
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.

Add notes (assessment, contact attempt, narratives)

Complete the 701S Screening form

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

Record Caregiver and Associate People contact information
Generate letters and notices

Schedule appointments

Record program enrollments

Manage program enrollment status changes and enrollment providers
Assign clients to ADRC workers and/or Assessors

Search the Wait List queue

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

Add Provider referral records for billing

Record medications

Create Care Plans and complete 6-month reviews

Record billable units as activity records

Terminate enrollments

Close a record due to death

Run reports

1-855-WELLSKY WellSky.com
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Client Management

In the past, the Client record wasn’t created in CIRTS until the client was contacted to schedule the screening. In eCIRTS, the Client record is created first, then
then additional records can be associated to that client’s record, such as Contacts (Calls), Associated People, Services, and Assessments. A client record will be
created for every person in need of assistance. Client records will be created for information only calls and for those in need of a screening or referrals. The
client records created for the screening or referral calls will be more detailed than those created for the information only calls. If someone calls on behalf of the
person in need of assistance, the client record is created for the person in need, not the contact person. Client records will not be created for anonymous callers.
Once the client record exists, contact records can be created. The contact record houses the details of the call, the resource directory, and the resource
information provided to the caller. Anonymous calls will exist as contact records only in eCIRTS.

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

Use Cases: Client Records and Contact Records

NOTE

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

The I&R Specialists will access different parts of the Contact and/or Client record depending on what the client/caller needs.
The following use cases represent scenarios where the Client record vs. the Contact record would be created. A summary of the steps are provided for each, but
the user should reference the relative section in this manual for step by step instructions.

Person in need of assistance doesn’t exist in the system, needs information only.

1. Search for an Existing Client Record

Add a new Pre-Client Record

The Demographics page has been completed.

The Screening page is completed. Status: Screening Not Required
Contact record has been added

Resource Search has been completed; information provided.
Contact record is closed

NouswnN

Person in need of assistance doesn’t exist in the system, needs a referral to community resources.

1. Search for an Existing Client Record
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Add a New Client Record

The Demographics page has been completed.

The Screening page is completed. Status: Screening Not Required

Contact Record has been added

Resource Search has been completed

The Referrals to Providers page is completed. Status: Referral

Contact record is closed.

The 14-day Referral follow up tickler is triggered and will be documented as a note in eCIRTS.

Person in need of assistance doesn’t exist in the system, need a referral for screening.

1.

PN~ WN

Search for an Existing Client Record

Add a New Client Record

The Demographics page has been completed.

The Screening page is completed. Status: Screening Referral ADRC if you are I&R or Screening Referral if you are the ADRC
Contact Record has been added

Resource Search may have been completed

Contact record is closed.

The 14-day Screening follow up tickler is triggered and will be documented as a note in eCIRTS.

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

1.

2.
3.
4.

Search for an Existing Client Record

Contact Record has been added

Resource Search has been completed. Information provided.
Contact record is closed.

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

1.

oukwnN

Search for an Existing Client Record

Contact Record has been added

Resource Search may have been completed

The Referrals to Providers page is completed. Status: Referral

Contact record is closed.

The 14-day Referral follow up tickler is triggered and will be documented as a note in eCIRTS.

1-855-WELLSKY WellSky.com
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Person in need of assistance does exist in the system, needs a referral for screening.
1. Search for an Existing Client Record

Contact Record has been added

Resource Search may have been completed

The Screening page is updated. Status: Screening Referral ADRC if you are I&R or Screening Referral if you are the ADRC
Contact record is closed.

The 14-day Screening follow up tickler is triggered and will be documented as a note in eCIRTS.

ok wWwnN
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Search for an Existing Client Record

The first step for almost every action in eCIRTS is to search for an existing client record. If one doesn’t exist, a new client record will be added.

& Wellsk)

1. Click on the Client Chapter.

2. Use the Quick Search at the top of the page to search by one data element only: eCIRTS client ID, Last Name, First Name, SSN, Date of Birth, PSA or client
Home Phone.

Role
Welcome, Worker Test Advanced Sian Ot -
7728/2021 2155 PM W Search e DOEA Nein >/ W
File
Quick Search
Qncis " ADVANGED SEARCH
Pariicipating
R TACTS CLIENTS IENT GR AGE _T TILITIE AlS

a. Select the Search filter and enter the data. Click Search.

3. The most common way to search, by more than one filter, is to use the Advanced Search. Click the Advanced Search link, always at the top of the page.
Quick Search

I Clients M| | LastName h @ : ADVANCED SEARCH

[ Participating

CONTACTS ‘ CLIENTS CLIENT GROUPS AGENCIES PRCOVIDERS RESOURCES | REPORTS UTILITIES

a. The most frequently used search criteria is displayed, but the user can change any or all of them at any time, if needed.
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L\} Quick Search
Clients hd Last Mame hd ﬁ v ADVANCED SEARCH
O Participating -
MY WORK CONTACTS CLIENTS CLIENT GROUPS AGEMCIES PROVIDERS RESOURCES | REPORTS UTILITIES

(V)-Filters

Last Name ~ Contains A AND w x

Best Contact Phone » Contains hd AND » b

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

b. Select the filter(s) and enter the data. Click Search.

9 :

NOTE

Each search filter contains four parts:

Filter Field: the data point to search on

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

Value: the filter field answer to search on

Connector: the relationship between this filter and other filters in the search. AND tightens
your search: only returns records that meets ALL filter criteria. OR broadens your search:
returns records that meet ANY of the filter criteria.

Definition

Operator

Equal To

Returns records that match the entered criteria. For example, if <Last Name> is entered
as “equal to” a specific person’s name, the Member records assigned to that worker will
be returned.

1-855-WELLSKY
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Operator Definition

Begins With

Returns records that begin with the entered criteria. For example, if <Last Name> is
entered as “begins with” ‘T’ the system will return records assigned to the worker having
last names that start with ‘T’, such as Tester and Thomas.

Ends With

Returns records that end with the entered criteria. For example, if you search on <Last
Name> “ends with” ‘r’, you can retrieve records where a Member’s name ends in ‘r’,
such as Tester.

Not Equal To

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

Greater Than

Returns records that are dated later than the entered criteria. For example, if <DOB> is
entered as “greater than” ‘03/01/2015’, the system will return all records whose dates of
birth are after March 1, 2015.

Less Than

Returns records that are dated earlier than the entered criteria. For example, if <DOB> is
entered as “less than” ‘03/31/2015’, the system will return data for all records with a
birth date before March 31, 2015.

Contains

Returns records that contain the entered criteria. For example, if <Last Name> is entered
as “contains” specific values in the person’s name, the Member Record(s) assigned to
that worker with those values would be returned.

Blank

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

Non-Blank

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

4. If a match is not found, proceed to Add a New Client Record.

5. If a match is found, select the client’s name from the List View grid.
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21 Advanced Search rocord{s} etumaed - now viewng 1 inrough 15

10008
| 10029
1003

ACIRTS Chont 1D o

[ Lost Name
. wWhae

' Mamnans

' Véaters

[ Twirkla

First Name

| 55N
|
236-57-4733
12-34-5630

4

010-10-2010

Best Contact Phone

(250)744-2373

(B20)254-537%

6. The Demographics List page is the landing page when opening a client’s record.

1-855-WELLSKY
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Date of Barth

D1A0%/1240
010171935

D294

| amotnaes

Ciy

TALLAHASSEE
TALLAHASSEE

FORT LAUDERDALE

a8 WellSky

ZipCode |
32305
32301

33
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Add a New Client Record

Individuals seeking services may enter the community care service system by direct contact with an ADRC or another access point. An access point is a service
provider or other entity that performs one or more functions under an agreement with the ADRC. Access points include the Elder Helpline/I&R Specialists, DOEA,
Medicaid staff, ADRC, Lead Agency, OAA Providers, and Service providers. Any access point can/will create client records in eCIRTS if one doesn’t already exist.

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

2. The search results from the previous step will already be displayed, from the File menu select Add New client — Search Existing.
TIP

x New Clients cannot be added from the Quick Search results. Make sure you are on an existing
/ client record or have clicked the Advanced Search link at the top of the page. Then “Add New
Client — Search for Existing” option will be available in the File menu.

Welcome, Worker Test Advanced

ITL40LIM W Search e Ml 50
A Mew Clart - Segeh For Eastey l Tukck Sewrch
T : - :
Al
THENTS

il

. v b e v n

v +
(O )
CAQsgnceg Seqros recatiis| rananieg - sow varatag 1 theauan §
SORTS Ciant © Last Naowe Fust o asM Best Comact oo Deto of Bartn Ciy

i Cooe Home Praco Som Courny PEa

10059 BN L

3. The Demographic Search opens. The application requires a search for an existing client before a new one can be added. First and Last name are required
search filters. The remaining default filters can be removed by clicking the red X.
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Welcome, Jennifer Buck  Client - Search

ws2022 11532 w  For Existing

File
F Fllters
Last Name 1 Contains AND » X
First Name Containg OR v| X
Date of Birth EquaiTo v O R v %
County Cortains OR v x
Last Name +
.‘:9-—-' .f)‘.a‘

4. Add or change the search filters as desired then click Search. Results are returned below.

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

Fint Narme Last Name Oataof Beth  County | PSA | CllentiD | Homa Phone | SAN Stivot Streatz | Sote  ZipCode |
Harmony | Apchcation ' ' . ' ' 11200 Paza Amerco :\'A 0100 '
Provoer 10004 I

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

| Foank ' Aagones ' ADND Esplarace AWay lfL 1366

‘ Tawnya Marting I A0 Expanaos ‘Way . Fl e

‘ Caney Lt AMD Enplnace Ny [FL 1266
Joanne Qranpe 4040 Esplanace Nay K 110
Bach | Kuginr ADMD aplarace Ay [ )
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1.

NOTE

2.

search filter contains four parts:

Filter Field: the data point to search on

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

Value: the filter field answer to search on

Connector: the relationship between this filter and other filters in the search. AND
tightens your search: only returns records that meets ALL filter criteria. OR broadens your
search: returns records that meet ANY of the filter criteria.

Operator Definition

Equal To

Returns records that match the entered criteria. For example, if <Last Name> is entered as
“equal to” a specific person’s name, the Member records assigned to that worker will be
returned.

Begins With

Returns records that begin with the entered criteria. For example, if <Last Name> is entered
as “begins with” ‘T’ the system will return records assigned to the worker having last names
that start with ‘T’, such as Tester and Thomas.

Ends With

Returns records that end with the entered criteria. For example, if you search on <Last
Name> “ends with” ‘r’, you can retrieve records where a Member’s name ends in ‘r’, such as
Tester.

Not Equal To | Returns records that do not match the entered criteria. For example, if a name is entered

for <Last Name>, the system will return a list of records except those records for the name
provided in the search criteria.

Greater Tha

n | Returns records that are dated later than the entered criteria. For example, if <DOB> is
entered as “greater than” ‘03/01/2015’, the system will return all records whose dates of
birth are after March 1, 2015.

Less Than

Returns records that are dated earlier than the entered criteria. For example, if <DOB> is
entered as “less than” ‘03/31/2015’, the system will return data for all records with a birth
date before March 31, 2015.

1-855-WELLSKY
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Operator Definition

Contains

Returns records that contain the entered criteria. For example, if <Last Name> is entered as
“contains” specific values in the person’s name, the Member Record(s) assigned to that
worker with those values would be returned.

Blank

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

Non-Blank

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

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

6. If there is not a match, select Add New.

H}l) ER AFFAIRS ‘

File

) Filters

Last Name
First Name

Date of Birth v

Last Name v

Welcome, Jennifer Buck = Client - Search
4/8/2022 11:58 AM For Existing

Contains v Sm AND » X
Contains v Ja OR w X
Equal To v 01/01/1940 ] QR w x
+

7. The Demographics page opens. Proceed to the Demographics section.
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Add a Pre-Client Record

Pre-client records will be created in eCIRTS for information only calls or instances where documentation for a client is received before the client contacts the agency.
(i.e. 3008 Medical Certification forms from nursing homes) The steps to complete a Pre-Client records are the same as created a new Client record, it’s just that less
information is gathered. Later in the workflow when the Client is contacted, additional information will be added to the Pre-Client record making it a full Client
record.

1. Complete the Add a New Client Record section first.

2. When the Demographics page opens, complete the following required fields:
a. First Name
b. Last Name
c. Date of Birth

NOTE

’ _ Date of birth is a required field. When it is not known, select the DOB Unknown checkbox. The
DOB field is hidden and no longer required.

s

Basic Demographics

EMS Release Date )
Former CIRTS ID

First Name * Michele

Last Name * Keck

Middle Initial

AKA Name

Title

I DOB Unknown I

Age
Date of Death 3

d. Gender

1-855-WELLSKY WellSky.com Page 24 of 360


http://wellsky.com/

ELDER AFFAIRS \

jéasic Demographics
EMS Release Date
Former CIRTS ID

First Name *

Last Name *

[ Michele

Keck

Middle Initial
AKA Name

Title

Date of Birth *

DOB Unknown
Age

Date of Death
SSN

Pseudo SSN

Medicaid Number

Gender *

Female «

Marital Status
Number in Household
Head of Home
Disabled

Are you a veteran?

Veteran Status

sl WellSky

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

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

4. At minimum, the required fields must be answered before the page can be saved. From the File menu, select Save and Close Demographics.

1-855-WELLSKY
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5. The Screening page will open. Proceed to the Screening section.

Demographics

The Demographic page is the first to display when a new client record is added. From the Add a New Client Record and Add a Pre-Client Record sections you
learned a user must first search for an existing record before eCIRTS will allow them to create a new record. This section details all the data elements on the
Demographics page, not just the ones required to create a client record. Users may complete this information with the client on the phone or come back to it
later to complete.

You can edit Demographics from this same page. For existing clients, the Demographics summary page shows first and displays the most frequently referenced
Demographic fields. There are more Demographics data elements to view but the user must select the Edit Demographic page to view/edit them.
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Demographics
EMS Release Date
eCIRTS Client ID
Former CIRTS ID
First Name

Last Name

Middle Initial

AKA Name

Date of Birth

Date of Death

Contact Information
Address Type
Address Category
Street

Street 2

City

State

Zip Code

County

Rank
Priority Score

Assessment Date

Interpreter Services Used

020172021
10005

Ellen
White

1/1/1940
1172021

Mailing
Assisted Living Facility

123 Home 5t

TALLAHASSEE
FL

32305

LEON

5
50
06/01/2021

Yes

SEN

Pseudo SSN
Gender

Age

Race

Ethnicity

Primary Language

Other Language

PSA

Agency - populated by
places list?

Best Contact
Home Phone
Work Phone
Mabile Phone

Email

Demographics from the Edit menu. The Demographic Details page displays.

1-855-WELLSKY

WellSky.com

236-57-8788

Female

|

Asian, White

Non Hispanic or Latino

English

2
2B

(250) 744-8878

(850) 235.9774
(850) 3337777

. WellSky

1. To edit or add demographic information or see additional Demographic information not displayed on the Demographic Summary page, select Edit
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System

Prioeity Score

Assessment Date

Ellen White
Last Updated by
8t 5711/2021 10:14:19 AM
File Edit Tools Reports Ticklers View Contacts Word Merge
I » Egr ["IZ'Q‘_JESK&!:“ l
o -
Participatng
1K A CLIENTS ENT GROUPS
SSN 236.57 8780
DoB M40
Rank 5

White, Efen M (10005)
Caregvor'Care Recpant

Case Relations Authorizators  Activhes Medicatons

Demographics

StartiStop Screening  Referrais/Notficatons ~ Programs

EMS Release Date 02012029

Forms Servites Ward List Notes Appontments

2. The Demographic Details page is also the landing page when adding a new Client record. (Adding a New Client Record. Step 7.)

3. The Demographic Details page has several sections. The eCIRTS user may need to revisit this page several times to collect all the data from the client.
The only required fields that must be completed before the Demographics page can be saved are First Name, Last Name, Date of Birth and Gender.

Basic Demographics:

First Name: client’s first name

Last Name: client’s last name

Middle Initial: client’s middle initial

AKA Name: alias name for the client if applicable
Title: the client’s title

Date of Birth: client’s birthday

Age: client’s age
Date of Death: client’s date of death, if applicable

AT TSm0 o0 oo

1-855-WELLSKY

EMS Release Date: AHCA provides the EMS Release Date for a set number of clients.
Former CIRTS ID: the ID number for the client in the legacy CIRTS system

WellSky.com

DOB Unknown: use this field when the DOB is not known, and the DOB field will be hidden and no longer required.
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SSN: client’s social security number. The SSN in this field will populate in other places of the application like 701S and 701B assessments.

— NOTE
o In March 2022, DOEA approved the change to mask SSN in eCIRTS to comply with

requirements.

Only users with the eCIRTS SSN Manager role can see a full SSN. All other users can only see the

last 4 digits.

Users can still search by full SSN in the Quick Search or use the Advanced Search to search by

the last 4 digits.

NOTE

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

Pseudo SSN: Pseudo SSN for the client when a real SSN is not known. The Pseudo SSN does not populate on the 701B assessment.

Medicaid Number: Medicaid number of the client if applicable

Gender: client’s gender

Marital Status: the marital status of the client

Number in Household: The number of persons in the client’s household
Head of Home: Check if Yes. Leave blank if No.

Disabled: NAPIS/OAAPS required field that pulls from the Assessment
Are you a veteran?: Yes or No

Veteran Status: If Are you a Veteran: Yes, then answer this question.
Do you have Adult Cystic Fibrosis?: Yes or No

Race: client’s race. More than one can be selected.

Other Race: Free text field if the race of the client is not in the Race field
Ethnicity: client’s ethnicity

Primary Language: The primary language of the client

aa. Other Language: Use this field to record other languages for the client
bb. Other Communication Method: Other communication method used by the client

1-855-WELLSKY WellSky.com
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cc. Interpreter Service Used?: Check this box if services were used. This will be tracked for invoicing purposes.

dd. Client has limited ability reading, writing, speaking or understanding English: Yes or No

LM AN \Ill\\

File Toots

Michele Xeck

Demogomecs Ehoé Demegraghics

Mt Adcresses IS Relooss Date

Former CRTS 1D
s Frst Name

Las Nane

[Miaale itk

ANA Marme

Tule

Dwle of Brrm *

DOB Imkatwe

Age

Date of Daath

SN

Pseawao SSN
Modicaed Muniar
Catvdar

Mor ) Storun
Murrer i1 4 owd hosd
Diwadt of Hurme
Dreating

Are yuu & veteran?
Vetecan Ssatus

Do you have Asult Cysix Fiteoais?

Dnver fince

Eihmicity

Prunary Langaogs

Ol Largusgs

Dbt Coremmnic ston Mettod

Pretmrprnent Secvices Unnd?

L lisert Ay lireeied alzsaty rmadng, writing,
Apeating, or undeistanding Engllah

JOO0 XX-9103

M98
Femaw v

Mamed v

v

Amerncan ingan'Alasha Natra
daan

BlachAlcas Ameitan
Natvwe HanatanPacifc lslang
Cthe

Utiknown

White . Hisouaess

Noa Msganc of Latna v

Engish v

Contact Information:

a. Homeless?: Yes or No

1-855-WELLSKY

WellSky.com

Page 30 of 360


http://wellsky.com/

ELDER AFFAIRS \

TSm0 a0 o

“ 50T O 53

Address Type: Select Home, Mailing or Physical

Address Category: When Address Type is Physical, this field is visible and required.
Facility Name: Enter the facility name when applicable

Street: Enter the street address

Street 2: Enter the street address

City: Enter the city

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

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

Note

0 Several reports use the client’s County to display results so be sure to enter this field.

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

) Note
0 Several reports use the client’s PSA to display results so be sure to enter this field.

Agency: This field is populated by the places list with the Agency name.
Note

sl WellSky

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

. Best Contact: The best number to reach the Client. This could be the Home, Work or Mobile phone number.

Home Phone: The home phone number of the Client.

Work Phone: The work phone number of the Client.

Work Extension: The work phone number extension of the Client.
Mobile Phone: The mobile or cell phone number of the Client.
Email: The email address of the Client.

Address Note: This field is used for notes about the address. It was added so users would record real USPS address information in the street

fields instead of notes.

1-855-WELLSKY WellSky.com
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0 For the eCIRTS Go Live in December 2021, the ‘Current Physical Location’ phone number from CIRTS was migrated as the
‘Best Contact’ phone number in eCIRTS.

b

Additional Information:

a.

1-855-WELLSKY

Homeless?

Address Type

Address Category *

Facility Name
Street

Street 2

City

State

Zip Code
County

PSA

Agency

Best Contact
Home Phone
Work Phone
Work Extension
Mobile Phone

Email

Address Note

Contact Information

No w

| Private Residence hd

My Home Inc.

123 Home 5t

TALLAHASSEE 4 Clear |
= " —
32305 4] Clear |
LEON 4 Clear |
2 7 ——
- T
(259)744-8573

(850)235-9774

(850)333-7777

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

Rank: The Priority rank from the most recent assessment and is update every time a 701S, 701A or 701B is saved. It is read only.
b. Priority Score: The Priority score from the most recent assessment and is update every time a 701S, 701A or 701B is saved. It is read only.
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Assessment Date: The date of the most recent assessment and is update every time a 701S, 701A or 701B is saved. It is read only.
Eligible for SS Disability: Answer Yes or No.
Is Rural?: NAPIS/OAAPS required field that is populated automatically based on the zip code in the Places List.
Lives Alone?: NAPIS/OAAPS required field that pulls from the Assessment
In Poverty?: NAPIS/OAAPS required field that pulls from the Assessment
NSIP Meal Eligible: NAPIS/OAAPS required field that pulls from the Assessment
NSIP Eligibility Type: NAPIS/OAAPS required field that pulls from the Assessment
Below 150% Poverty Level: NAPIS/OAAPS required field that pulls from the Assessment
High Nutrition Risk: NAPIS/OAAPS required field that pulls from the Assessment
Cognitive Impairment: NAPIS/OAAPS required field that pulls from the Assessment
. ADL Score: NAPIS/OAAPS required field that pulls from the Assessment.
IADL Score: NAPIS/OAAPS required field that pulls from the Assessment
CoPay: Populate this field for client’s who have a copay

O3 3 T AT TSR MO Q0
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Additional Information

Rank
Priority Score
Assessment Date

Eligible for §% Disability

Census Tract (OAAPS reporting)

Is Rural?

LivesAlone?

InPoverty?

NSIP Meal Eligible

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

IADL Score

CoPay

2021-08-10

J
<
<<

] 1
II

4. When finished, from the File menu, select Save and Close Demographics.

a.
b.

1-855-WELLSKY

For new clients, the Screening page will display. Proceed to the Screening section.
For existing clients, the Demographics Summary page will display. The updates are complete.
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sl WellSky

Page 34 of 360


http://wellsky.com/

ELDER .-\FIT:‘\IRS\

1

1-855-WELLSKY

Note
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A WellSky

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

change in the header.

MY WORK CONTACTS CLIENTS LENT GROUPS AGENCIES PROVIDERS RESOURCES

SSN 235575768 Priority Score 50
008 1174940 Assesament Date
Rank 5 EMS Refonse Dats 0200
White, Ellen M {10005)

CaraghenCare Rat et

Cass Relatons = Authorzatons = Actwibes | Mecicatons

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

The contact record houses the details of a call, the resource directory, and the resource information provided to the caller. A contact record can be added
directly from a shortcut on the Client record or it can be added directly from the Contacts chapter. Only Anonymous and incomplete contacts will be added
directly from the Contacts chapter. An Incomplete call is one where the caller didn’t leave enough information to accurately match with an existing client record.
Anonymous calls will exist as contact records only in eCIRTS.

NOTE

0 For I&R Specialists, the ‘clock starts’ to record the duration of the call when the Contact Record
is opened. The ‘clock stops’ the last time the contact record was saved on the same day.
Durations and Reason for Contact are used to calculate billing units. Users can use the Contact
Record Data report to track this information. I&R staff will not use the Start/Stop Timer.

NOTE
0 This process may be revised in Phase 2.

1. The user will first search for an existing client record and add a new client record if one doesn’t already exist. With the client record open, select the
Demographics tab.

2. From the File menu, select Add Contact.

3. The Contact details page displays. Update the following fields:
a. Division: Required. Defaults to AG as is read only.

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

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

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

e. Agency: Required. Select your PSA from the list

f.  Entry Point: Required. defines the access point recording the contact information
e |&R
e DOEA

g. Contact Method: Required. defines how the contact was received
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h. Contact Type: Required. differs based on the Entry Point selected. The value selected at the beginning of the call may change by the time the call
has ended. This is an eCIRTS required field so the user must enter a value at the beginning of the call but can update it at the end of the call.

Contact Type Description

Information

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

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

Information: Caregiver I&R will use this contact type in some PSAs who track OA3B and OA3E. Other PSAs will ignore it.

Records with this contact type will be part of the monthly aggregate information billing units report.

Referral

I&R will use this contact type. Records with this contact type will be part of the monthly aggregate
referral billing units report.

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

Referral: Caregiver I&R will use this contact type in some PSAs who track OA3B and OA3E. Other PSAs will ignore it.

Records with this contact type will be part of the monthly aggregate referral billing units report.

Referral/Crisis

I&R will use this contact type.

Referral/Advocacy I&R will use this contact type.

Specific Program Use I&R will use this contact type when documenting a Transfer Call or a Return Call/No Answer.
Incomplete I&R will use this contact type when follow up is needed.

Notification to I&R DOEA will use this contact type.

1

NOTE

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

i. Contact First Name: Enter the first name of the contact person.
j.  Contact Last Name: Enter the last name of the contact person

1-855-WELLSKY
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k. Contact Person Phone: Enter the best contact phone number for the contact person

NOTE
£ ‘ By default, the client name and phone number are populated in the Contact name
; and number fields. If the contact is not the client, update these fields.

|.  Relationship: Enter the relationship of the contact person to the client

Anonymous?: check this box if the person wants to remain anonymous. The contact first name, contact last name, contact person phone and

relationship will remain blank.

Anonymous - City: search for and select the city of the anonymous caller if known. If this is not an anonymous contact, skip this question.

Anonymous - Zip: search for and select the city of the anonymous caller if known. If this is not an anonymous contact, skip this question.

Anonymous - Over 6 years old: Answer Yes or No if known. If this is not an anonymous contact, skip this question.

Interpreter Services Used: check this box if interpreter services were used on the call. Contact records with this field checked will be part of the

monthly billing report.

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

s. Notes: enter a summary of the call

3 h

£ 7T OS>

NOTE
£ The remaining fields on the Contact Details page can remain blank. The user will come
back to this page at the end of the call and answer them.
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Ellen White Contact
Last Updated by sk
ot QUIW72021 10125105 AM

Rescunces Proviced w' w
Cotrtact Date * 08300021
as Contact Time © w2
Teack Blabis Recered By * Bock, Janndar vi
Aguacy * Arsa Agency on Ageq of Pasco-Preli, e v | Ot
vy Pt AR ~f
Cantact Mettiod * Phoce Gl v
{Conltact Type * mformation vy
Contact First Name
(Contact Last Name
Conuact Parson Phens
feataticnasip ) v
Anampmaus?
Asomymeos - City . v

s - Zip Come
‘Asonymaus - Over 60 years okt
(T I P T Y

Cottmc Manei

Ot Cisasoor Detaen

COVID Tesnginfanmanon
COVID Vacone

Desaster - Environmantal
Dweaster - Fre

Dwsanter - Flood

D=aster - Hurcane
Daaster . Othes

=

- v

=]

Now Tant

4. From the File menu, select Save Contact.

CAUTION

1-855-WELLSKY

Select Save Contact, NOT Save and Close Contact to expose the subpages.
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welcome, Worker Test | Contact
7/30/2021 9:28 AM W

File Tools Reports

| 07/30/2021 |
et 0928 AM |
Close Contact | Test, Worker ~
Agency | Advantage Aging Solutions w | Details
Entry Point *

Contact Method Phone Call v

5. The page refreshes and additional subpages are displayed. To search the resource directory, select the Resources Provided subpage. Proceed to the
Resources Provided section.

™\ act 1D = 1040
FLDFER AFFAIRS Contact § 10400

Lant Upceted &y Jhuck

ot 7/30/3021 5:33:20 AN

File Tools Repons

m ";Conucl information

Resources Provaded »0nmon AB
7 Contact Date * L el
Sk Contact Tima 1025 AM
Track Stats Racerend By Buck_Jernrer v
" Agency ° Ares Agenty on Agng of Pasco Pioelas Ine v | Dutan
Entry Polmt * 18R vl
Contact Mathod Phore Cali v
Contact Type * Irdormaton v
Contact First Namn Etien
Contact Last Nams white
Contact Person Phone (2521744-8578
Relationahip v

6. See the Close a Contact Record section when the contact is complete.
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NOTE
0 The Client subpage is only used when a previously anonymous or incomplete contact is linked

to a client record. Otherwise, the I&R Specialist can ignore it.

If the contact record is created from the client record, eCIRTS will automatically add the client’s
information to the contact record on this subpage. eCIRTS will not allow the I&R specialist to
add any additional clients to this contact if one already exists.

FLDER ul\n‘w‘ Contact 1D = 10470
32021 9-24 FM

Flle Add Participant

| clare [ES——

1 Clisnt recond(s) returmsd - now viewing 1 tuough 1

Track Sutin

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

Elen Wine Prozpective Consume 2ejraLane JEORIEATTE AR 01011940

Vst Provous ™ 13 DO DO 15 Noxt Last

Anonymous and Incomplete Contacts

An Anonymous contact is one where the caller asked to remain anonymous and didn’t provide any contact information. An Incomplete contact is one where the
caller didn’t leave enough information to accurately match with an existing client record, but some contact information was collected (i.e. number but not
name.) Only Anonymous and incomplete contacts will be added directly from the Contacts chapter and not linked to a client record.

7. Select the Contacts chapter.

8. From the File menu, select Add Contact.
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9. The Contact Details page displays. Update the following fields:

Division: Required. Defaults to AG as is read only.
Contact Date: Required. defaults to today and is read only.
Contact Time: Required. defaults to now and is read only.
Received By: Required. defaults to the user adding the contact record.
Agency: Required. Select your PSA from the list
Entry Point: Select I&R
Contact Method: Required. defines how the contact was received
Contact Type: Select Information
Contact First Name: Enter if available.
Contact Last Name: Enter if available.
Contact Person Phone: Enter if available.
Relationship: leave blank
. Anonymous?: Check this box if the caller asked to remain anonymous.
Anonymous - City: search for and select the city of the anonymous caller if known
Anonymous - Zip: search for and select the city of the anonymous caller if known
Anonymous - Over 6 years old: Answer Yes or No if known
Interpreter Services Used: check if interpreter services were used
Contact Marker: skip. This does not apply.
Notes: enter a summary of the call

W QT OS3 T ATTSR D0 T
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v Elfen White Contact
ELDERL -\.I'IAIHS‘ Last Upfeted by jbuck

At 9/30/2032 10:25:08 AM

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

10. From the File menu, select Save Contact.
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CAUTION
Select Save Contact, NOT Save and Close Contact to expose the subpages.

11. The page refreshes and additional subpages are displayed. To search the resource directory, select the Resources Provided subpage. Proceed to the
Resources Provided section.

12. See the Close a Contact Record section when the contact is complete.

Link Anonymous or Incomplete Contacts to a Client

An Incomplete contact is one where the caller didn’t leave enough information to confidently match with an existing client record, but some contact information
was collected (i.e. number but not name.) That same caller may call back again, this time providing enough information to create a client record. PSAs review
incomplete calls in attempt to match them with an existing client record.

Incomplete contacts can be located by searching the Contacts chapter. See the Search Contact Record section for details.
1. Select the Contacts chapter.

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

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

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

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

P
Search
w0
a Apply Filter in Search w m Show Filter
& Filters
eCIRTS Client 1D ~ Blank v AND v o
Contact 1D A +

3. Click Search. Results are returned.
4. Add/remove additional filters to identify matches with an existing client record.

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

6. To reverse the status of the Contact records so it can be updated, from the File menu, select Reverse Disposition.

1 Frank Fountain Contact
FLDER Al Hlus\

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

File Tools Reports

History =
“mation
AG
08252021
12204 PM
Buck. Jennifer
Agency * Eider Source, The Area Agency on Agng of Northeast Fiorida tal
Entry Point * BR
Contact Method * Phone Call
Contact Type * Referrnl
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7. The page refreshes and the Contact Details page displays and is in Pending status. Select the Client subpage.

8. No records will display on this page until the contact is linked to a Client. From the Add Participant toolbar, select Client Participant.

ELDER AFF \'“‘\ Contact 10 « 10471

10/1/2021 &:38 PM

File Add Participant

Capnl Purtiipant

Contac

Festiame & +
Resoucws Provded

0 récord{s) sturned
Track Stadas

9. The fields on the page are read only. The I&R Specialist must complete a People search first before these fields will be editable.

Contact
Relationship
First Name
Last Name
Middie Initiai

Address Type

Street
Street 2
City - “
State v m
Zip Code = “

Home Phone
Work Phone
Work Extension
Moblle Phone

Email

10. From the Tools menu, select Search for Person.
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File Tools Reports

Upkead Phoio
Search For Person
Names Y nepon?
Caller Type
Addrosses
Last Name
Phones First Name

11. The People Search filters display.
TIP

p § eCIRTS has been configured with frequently used People Search filters. Because the People
¢ Search is required, these frequently used filters don’t display when the page opens. Select the
Reset button to display them.

12. Select the search criteria and enter the information. Click on Search to display potential matches.

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

LastName  Contains AND X

Last Name +

. WellSky

13. If no results for potential matches are returned, then continue by closing the Search tab/window. On the File menu, click Close People Search.
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%\'_;_f;- Search
7}
[ Apply Filter to Search w Show Filter
()-Filter
LastName ~  |Contains Joe AND X
First Name Contains Schmoe AV | x
Last Name +
Search Results for Harmony People
Last Name People ID First Name | Middle Name | Case No | DOB | Gendy
No records to display.
File
Print
pse P D
TIP

9 eCIRTS has been configured to require a People Search before adding new Participants. When
¢ on the People Search window, you MUST close using the File menu option, otherwise the

system will not record that the people search was done and the fields on the Contact form will
continue to be greyed out.

14. If aresult is returned, then click on the ‘+’ to expand the details about the potential match.
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TATE OF 1106

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

mm:’cm

Last Name :;J 4+

©

Bl L svoe P

Y| oo

V| Ema

Search Results for Harmoay People

mOV| %

(O

[T
mm{mn
Kadaka Amu'

| Bimal

mmlmn— c-un‘noe‘m‘lm‘u-un Datn of Death

| 295

aam WellSky

15. Review and verify if the result returned is a match based on Last Name, First Name, DOB and/or Gender. To select, click on Participant’s row.

1-855-WELLSKY
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V) Search
(7]
(77 Apply Filter to Search mm Show Fittss
) Filter
First Name E] Contains '_ﬂ Bimal mo:\ﬂ x

LastName v +

I I

Search Results for Harmony People-

[T

|| lastName | peoplelD | FustName | MiddieName | CessMo | DOB | Gendsr | Raco | Memberid | Dotwofeath |
g [k 770324 Tema ] Y 25

| MemoTye | Fisthame | Losthame | mmTN?M | um’o—'[ sunOme | EnaDwe | Disply? |

| Man | emat | Kadakia v v | 312019 ‘ v
Phones

| PhoneType  Phone | Extension  IsPrmay? | IsActve? | SunDae  EndOate | Display?

| No child records to display.

Unknown 782019

Unknown | 4410 SW 19 Sweet | | OkahomaCty | OK | 73108 | Okiahoma | (¥ % mae| | ¥
Emails

| EmaiType | EmsiAddress | lsPrimay? | IsActwe? | StrtDste | EndDate | Display?

‘Nochlldrmdslodlspuy.

{ Igentifiers

| MentfierType | deotfierVale | isPrimen? | IsActve? | StatDate | EndDate | Disploy?

No child records to display.

aam WellSky

16. Select Overwrite Participant Data because you want the demographic data already in the system for the client to overwrite anything you may have keyed in
when you opened the Client details page. This is because the Client details page was read only when you opened it, so you were not able to add any data on

that page, so there is no risk in overwriting it.
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Overwrite Participant Data: Data on the Add New Prospective Participant
Information record will be replaced with data from the selected people
record.

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

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

Contazt 1D - 10471 | Client

W1/2021 6:45 PM

| Client

Chlent ID
Flrst Nome
Middle tnitlal
Last Narme
Addvess Type
Streat

Streat 2

Ciry

Statn

Zip Code
Counmty
Home Phone
Wark Phone
Work Exsension
Mobile Prone
Emadl

Ganates

nos

Age

Numbes in Household

Huad of Home

Muhi Race

LAl

Amencan incdian and Alaska N l

Asian

Black ar Afncan Amencan

Native Hawaian and Facific 1s \
|

v

Other

- -

Urinawn

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

Ak WellSky

19. This once incomplete contact record has now been linked to a Client and will be listed in the View Contacts list on the Client’s record.
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VLR ARV .»:s\ Contacz 10 = 10471 | Client
1032031 8:30 P

File Add Participant

¥ty
Comtact
Pt Nave v +
fussotes Fronsed
1 Chent recordin] roremed - lvow viewlay T thioegh 1
Track Statan

¥l Marew Lani Marre Type Heamw St Witk 'hane £l Age DO
l Neh Nore=+ Pruspect v Sermurrm ®EST44-2835 (B T 06T £ NSl ]
Paxt  Fovouy  Fecordsporpage 15 0 Newt -t

20. Don’t forget to re-close the contact record. Select the Contact subpage. The Contact details page displays. Update the following fields:
a. Note: Append text to note of the update you are making

b. Status: Complete
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N3 R O O O R RS

Notes

New Text

Resources Provided v

Uamet Neods v
Arts, Cuture and Recreabon [ »
Clothing/PersonalHousehald 11| L2
Drsaster Services »

Reason for Contact Education g
Empdayment 4
Food'Meais «
Geneal lofaematinn =

Assignod To v

[ s |

Contact Complete Date "M’g"
21. From the File menu, select Save and Close Contact.

Resources Provided/Resource Directory
The eCIRTS worker can search the Resource Directory to look up provider and service information for the caller on the Resources Provided tab. The information
provided to the caller will be documented in the eCIRTS record as a Resource Provided record.
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NOTE
The I&R Specialist will add a Resource Provided record for EHEAP, SHINE and 701S screening
referral contacts.

1. From within the open contact record, select the Resources Provided subpage.

Contact ID = 10400

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

File Tools Reports

Caontact Contact Information

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

2. From the File menu, select Search Resources Provided.

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

File Reports

| Search Resources Provided

‘ Close Resources Provided -eturned

Track Status
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3. The Resource Search is displayed. The most frequently used search criteria is displayed, but the user can change any or all of them at any time, if
needed.

Y NOTE
0 For Phase 1 go live, the resource search will not be a proximity search. The user will enter the
Agency/program’s service area county, city and/or zip and matching results will be returned,
but they will not be sorted by proximity to the client’s zip code. For Phase 2 go live, the
Resource directory will be upgraded to include proximity search features.

Contact 1D = 10400 Resource
773002021 $:56 AN Search
File
SHarce
LY
Apply Fuber in Sedrch u u Ehow Fiter
Fillers -
ADRrcProgram Nams v sontars b e AND v x
Senves Avss Clly v Contars v AND v x
Sanwce Vea County v tars v g v -
s v tains v AND v x
sryce v rlae v AND v »
AgeesyProgram Name v +
e saaae Lkt
, TIP
3 It is fastest to use the Text Search at the top of the page when searching by one data element (i.e. Meals)

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

4. Select the filter(s) and enter the data. Click Search.
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0 Each search filter contains four parts:

1. Filter Field: the data point to search on

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

3. Value: the filter field answer to search on

Connector: the relationship between this filter and other filters in the search. AND tightens
your search: only returns records that meets ALL filter criteria. OR broadens your search:
returns records that meet ANY of the filter criteria.

Operator Definition

Equal To Returns records that match the entered criteria. For example, if <Last Name> is entered as “equal to” a specific
person’s name, the Member records assigned to that worker will be returned.

Begins With | Returns records that begin with the entered criteria. For example, if <Last Name> is entered as “begins with” ‘T’ the
system will return records assigned to the worker having last names that start with ‘T’, such as Tester and Thomas.

Ends With Returns records that end with the entered criteria. For example, if you search on <Last Name> “ends with” ‘r’, you can
retrieve records where a Member’s name ends in ‘r’, such as Tester.

Not Equal To | Returns records that do not match the entered criteria. For example, if a name is entered for <Last Name>, the system
will return a list of records except those records for the name provided in the search criteria.

Greater Than | Returns records that are dated later than the entered criteria. For example, if <DOB> is entered as “greater than”
‘03/01/2015’, the system will return all records whose dates of birth are after March 1, 2015.

Less Than Returns records that are dated earlier than the entered criteria. For example, if <DOB> is entered as “less than”
‘03/31/2015’, the system will return data for all records with a birth date before March 31, 2015.

Contains Returns records that contain the entered criteria. For example, if <Last Name> is entered as “contains” specific values
in the person’s name, the Member Record(s) assigned to that worker with those values would be returned.

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

Non-Blank Returns records where the selected field does have a value in the field.
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5. The resources are displayed in the list.
6. Click + to display the service information for the resource.

NOTE

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

ELOERAYY \m.\‘ Contact [D = 10430 Resource
W1772001 10:55 4% Search
File
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7. Review the search results and provide information to the caller.
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8. If the information displayed on the screen is not enough, you can open the Resource record to view additional details by selecting the flyout menu to
the right of the Resource name.
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9. The resource record opens. The user can either click through the tabs of the record to locate the additional details or the user can run the Resource Fact

Sheet report to display all data for the Resource in a PDF report that they can scroll through.
Maotoc Meals of Jacksanwie

Last Ustiated by Jbudk
o 10031 S48 A

Fie  Edit Reports

Motor Meals of )
m Openllinm | Worsoes  Serwmn  Comcddces | Limhad Hexosces
Basic Information
Reaouten (0 10034 Othes Mames |AKAY

R onircn Mot

2qency Typm
Actam for L 1D Masrrsae
Exchute Hom Oroptos L Owntvmw PO INSCrUIN Goes Terk atx] pou Cah MM AR v deldls Yy mand
Rasaiten Nane Wmar Magls of Jachsamilly
Certast Infarmation

10. To run the report, from the Reports menu, select Resource Fact Sheet.
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11. The report displays in a new window. Scroll through the report to find the additional information. Close the window when finished and return to the
Resource Search window.
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Resource Fact Sheet

As of cate 09172221

Resource Name Gothaen City Serwor Contes
Program Name vendars.category?
Agency Type Privats, Nom-proft
Fadilry Type Semior Centey

| Other Names (AKA)

| Overview

Notes

Masion

Streat Address 123 Main St.

City JACKSONVILLE
State Flotida

2ip Code 00602

Phone 1 (555)222-4444/Work
Phone 2

Phone 3

Phone 4

Phane 5

Emad CCSP et mor care. et
Websate www. GCSP.com
{Maiing Street 123 Main S,

| Mading Ciy FACKSONVILLE
[Mating State Flonda

{Mafing Zip Code 00602

A WellSky

12. Return to the Resource Search window and record the information you shared in eCIRTS. This is done by selecting the Service record(s) under each

Resource. Use the Select Service checkboxes.
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N
3 ktsource Search record(s) returned - now viewing 1 through 3

-—
| AgencyfProgram Name o Address 1 Street Phone Number | Do NOT select this box...!
51 | Guthan City Senior Canter 123 Main S1. JACKSONVILLE Florida 00502 | 123 Main St (B56)222-4444 ! .
! Select Service Tasomomy Teimd Service Nccuprs Males : Rocopts Fenales
) Congregats Maals/Nutnbon Siles
= | League of Seniors 123 Justice St MIAM! Florida 33150 123 Justee St (B98)560-5789 -
Home Delvered Meals
= Motor Meals of Jacksonwlle 123 Maale. Street Sute 403 Jacksonwlle Flonda 32034 123 Maple Street Sute 403 (504)539.8858 -
Taxonomy Term/Service Accepts Males Accepts Females
Meals Ready 1o Eat
= Home Defr/erad Meals
=’ Meal Defvery Volunteer Opportuntes
NOTE
7 Do not use the other check boxes on the right of the screen labeled, Do NOT select this box.
Once the service checkbox is selected in the step above, the application will automatically
check the required boxes in the Do NOT select this box field. The user should not select or
unselect any of the Do NOT select this box checkboxes.
N 3 Resource Search record(s) returned - now viewing 1 through 3
| r 1
Agency/Program Name o Address Street Phone Number Do NOT select this box__
® | Gotham City Senior Center 123 Main St. JACKSONVILLE Florida 00602 123 Main St. (555)222-4444 O -
# | League of Seniors 123 Justice St. MIAMI Florida 33150 123 Justice St. (B68)560-6789
H | Motor Meals of Jacksonville 123 Maple Street Suite 403 Jacksonville Florida 32034 123 Maple Strest Suite 403 (904)939-3888 ]

13. From the File menu, select Save and Close Resource Search. The page refreshes and a notification window displays noting the referral records have

been saved successfully.

Page 63 of 360

1-855-WELLSKY WellSky.com


http://wellsky.com/

ELDER AFFAIRS \

nssbntrl mediwate.com says

TIP

g The term ‘referral’ in this window is an eCIRTS term and is not a screening or referral to

community resources. The message is telling the users the resources have been tagged to the
contact record.

Remove a Resource

If a mistake was made and a resource needs to be un-tagged from a contact record, the user can do that from the Resource record.

1. With the Contact record open, select the Resources Provided subpage. Select the Resource record that needs to be removed from the list view.

Contact I = 10400 Resources
7/30/2021 1:54 PM Provided
File  Reports

~ Filsers

_ontact

Aasources Frovced

l b CATYRhA e £ Hasourcas Provided recerdis) istiurmed - now vieaing 1 mroegh J
Rusource Name . Worker £xclude From Report

Aging and Disabiity Resource Center of Srowang County, Inc Tost ‘Worker No -
Transponstion 5 Fun v*a-.' ANOrRr No -
Transportahon Provides Ing [?atf Honar NO - | I

First

Preaous  Reconds per page . 15 Nex  Last

2. The Resources Provided record displays and the fields are read only. From the File menu, select Delete Resources.
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Contact ID = 10400 Resources

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

File
History
Spell Check
07/30/2021
Save Resources : :
Transportation Providers Inc. Details

r
Delete Resources

Test, Worker

Save and Close Resources eport

Print

Close Resources

3. Click OK at the confirmation message confirming you want to delete the record. Click Cancel if you do not.

4. Clicking OK will display the deletion success message. The resource has been removed from the contact record.

Remove a Resource Service
If a service needs to be removed, but the resource should remain (i.e. Remove Home Delivered Meals but keep Congregate Meals for Meals R Us) you would not
remove the Resource in the previous section. Instead, you will just delete the service associated to that resource.

1. With the Contact record open, select the Resources Provided subpage. Select the Resource record that needs to be removed from the list view.
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Contact 1D = 10400 Resources
7/30/2021 1:54 PM Provided
File Reports
Flers
i"" .“‘f"'
E NasouIcas angud vucmﬂ?cl [Blmed _ now viesing 1 mluu:ﬂh J
Dato Rusource Nams . Worker £xclude From Report
TEO202Y 15431 7 Aging and Disabiity Resourcs Center of Srowang County, Inc Tost Worker No -
7302021 15432 M Trans0ortation b5 Fun | Tost Wvonear No =
l' 031 154 32 PY Transooration Providers Ing | Test Wonear No =1 I

First PIenous  Reconds per page 15

2. The Resources Provided record displays and the fields are read only. Select the Services subpage.
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Flle

Rssources Resource

i SRS

J

Serices

' ]Dnm'
Resource Name *

Worker *

Exclude From Report

3. The Services are displays. Select the checkbox to the right of the service that needs to be removed. From the Tools menu, select Delete Services.
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Contact ID = 10430 Resources

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

0972021
Motor Meats of Jacksonvilie
Buck, Jennifer

Datails

WellSky.com

Page 66 of 360


http://wellsky.com/

ELDER “,“‘F:F‘.“?S‘ ‘ WellS Ky

n.nru.«rr.uns‘ Contact ID = 10430  Services

9/17/2021 11:12 AM

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

Taxonomy Code Taxonomy Termi/Service « @

BD-5000.3500 Home Deliversd Meals | Ela! 7
8D-1800.8200-500 Maais Ready 10 Eat

First Pravious Recordsperpags 15 Nemt  Last

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

Resource List Report

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

1. From the Resources Provided subpage, select Reports > Resource List.

Contact 1D = 10400 Resources
7/30/2021 2:02 PM Provided

Conta

Mj 3 Resources Provided recordls) returmed - now viewing 1 thiough 3

Traek Status

.

Resource Name o Workes Exchuide From Report
3 THGE02t 20220 PM Adults Day Cented Tast ‘Wokear N -
TIANZ02Y 15651 P AZNg and Dsadity Resource Canter of Browara County, Ing Test ‘Womer Ne -
T30 15832 P Transportaton IS Fun Test. Worker No -
Fist Previxs Recordsperpage 35 Next | Last
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2. Thereport is displayed in a new window and includes all the selected Resources from the previous page. Print or export the report to PDF and provide to

3.

the caller.

a8 WellSky

Resource List

[Motor Meals of Jacksonville

IWebsite:

Agency Type:

Agency AKA:

Contact Address

123 Maple Street, Suite 403
Jacksonville, FL 32034

Mailing Address

Correspondence Address

Email :

Phone Number

Fax (904)898-9999
Phone (904)939-8888
Services

Service Name:

Home Delivered Meals

Service Description:

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

Jacksonville or surrounding area.

Eligibility:

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

dinner.

Application Process:

Services:

Fees:

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

Service Contact Phone Number:

Service Email:

Services Website:

1-855-WELLSKY

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

5. Select Exclude From Report from the flyout menu for the resource you want to exclude.

Contact ID = 10400 Resources
7/36/3021 2:02 PM Provided
Flie Reports
Filters
Contact » —

3 RESOUrces Provided mcord(s| ruturmed - now viewsng 1 thaoogh 3

Track Status

Date Resowrce Name o | Workar Exclude From Report
2 J0220PM Aguns Day Cantee TesL Workee No -
15451 7 Aging a0 Disalilty Recouite Canter of Broward County. Inc Test Worker NS -
15432 PM [ Transporation 1 Fun Test Workee No — T
) - GoTo Resourea
First Previous Hecorsspersage 15 Newt Last :
Exghucs Feom Ragod
Inckade i Repon .
g
6. The page refreshes and Exclude From Report changes from No to Yes.
Contact ID = 10400 Resources
7/30/2021 2:08 BM Provided
File Reports
Contact |~ -Filters
——— —
W 3 Resources Provided record(s) returned - now viewing 1 through 3
Track Status
Date Resource Name . ‘Worker Exclude From Report

73002021 2:02:20 PM Adulis Day Center Test, Worker No -

7302021 1:54:31 PM Aging and Disability Resource Center of Broward Counfy, Inc. Test, Worker No -

7302021 1:54:32 PM Transportation Is Fun Test, Worker I Yes -

First = Previous Records perpage| 15 | Mext  Last
7.

Run the Resource List report and this resource will not be listed.
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Close a Contact Record

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

NOTE

- For I&R Specialists, the ‘clock stops’ the last time the contact record was saved on the same
day. Durations and Reason for Contact are used to calculate billing units.

1. From the open Contact record, select the Contacts subpage.

Contact 1D = 10400
Last Updated by jbuck

at 7/30/2021 $:33:29 aM

File Tools Reports

k_w Contact Information

Resourtes Provided Lvsion as
Contact Dots * 073020214

Track Status -
Contact Time 09:28 AM
Recsived By * jgis!i'%'-r'..:kagi: v |
Agenty Advantage Aging Sokiions voets
Entry Point * 18R v’
Contact Method Phona Call v

2. The Contact details page displays. Update the following fields:
a. Contact Type: Required. differs based on the Entry Point selected. The value selected at the beginning of the call may change by the time the call
has ended. This is an eCIRTS required field so the user must enter a value at the beginning of the call but can update it at the end of the call.

Contact Type Description

Information I&R will use this contact type. Records with this contact type will be part of the monthly aggregate
information billing units report.
If ADRC provides information to a Client, they will not add a Contact record. They will record their notes
in the Client record and bill for their services directly on the Activities tab.
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Contact Type Description

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

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

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

Referral/Crisis I&R will use this contact type.

Referral/Advocacy I&R will use this contact type.

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

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

Notification to I&R DOEA will use this contact type.

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

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

d. Notes: enter additional details of the call
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Resources Provided =
Unmet Needs

Unmet Needs Reason *

Reason for Contact *

Assigned To
Status *

Contact Complete Date

=

A WellSk

\/

'

[No known provider for this service. ~|

Arts, Culture and Recreation  « Education a
Clothing/Personal/Household |
Disaster Services
Employment

Food/Meals

Health Care

Hrsino

SN

| v

|Complete |
091772021

Resources Provided: The values in this drop down are controlled by the value you selected in the Contact Type field.

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

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

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

If the user was able provide the resource information to the caller but that resource was not in the resource directory, select ODD.

If the Contact Type was Specific Program Use then the options to select for Resources Provided will be Transfer Call or Return Call/No

Answer.

Unmet Needs: this question notes if the resources that were provided met the caller’s needs.

Unmet Needs Reason: when Unmet Needs: Yes, the Unmet Needs Reason field is visible and required.

Reason for Contact: The values in this drop down are controlled by the value you selected in the Resources Provided question.
Resources
Provided

Reason for Contact

Yes Select NA. You do not need to select a Reason for Contact on this page because you selected Resources on the
Resources Provided page. The Reason for Contact is tied behind the scenes to those Resources and you do not need
to answer them again here.

No Select one or more Reasons for Contact. You did not select Resources on the Resources Provided page, so you need
to define the Reasons for Contact on this page.

Partial Select one or more Reasons for Contact. You were able to select some Resources on the Resources Provided page

but not all. For those you were not able to select, you need to define the Reasons for Contact for those on this page.

1-855-WELLSKY
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Provided
OoDD
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Reason for Contact

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

T -
Hassuriin Priveled 00D w

OO0 Rescurce Hars

D00 Reacance Aidisss

LU Aesourci P

Transfer Call

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

Return Call/No
Answer

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

1-855-WELLSKY

Assigned To: if this contact record requires follow up by the person creating the record, assign him/herself and it will display on the My Work
page. If this contact record requires follow up by someone else, assign his/her name and it will display on their My Work page.

0

NOTE

eCIRTS will display a message when the Assigned To field is used. This is a standard
application message meaning the contact record will now be displayed on the
Assigned To person’s My Work page and follow up tasks now belong to him/her. Click
OK.

Changing the Assigned To all outstanding tasks will be reassigned to
the new Assigned To. Do you want to continue?

— e—
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j.  Status: defaults to Draft and will be updated later in the call.

Status Description

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

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

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

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

Completed by Other Use this status when you created a contact record that requires follow up, but another user completes

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

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

contact record read only.

3. From the File menu, select Save Contact.

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

1. Select the Track Status subpage.

2. The Track Status list page opens and provides a quick snapshot of the history of this Contact record by status.
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File

Contact ID = 10420 |_Track Status

9/17/2021 11:52 &M

Contact

Resources Pravided

—

1-855-WELLSKY

——1 record(s) retumed

Status

Status Date

Last Updated By

Last Updated

Delete All

Dratft

DeAs2021 |

Admin

8/18/2021 2:05:11 PM
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Search Contact Records

I&R Specialists will manage their day to day workload from the My Work page. Any contact records assigned to the user for follow up will be listed on the My

sl WellSky

Work page. However, some may want to view contact records not assigned to him/her. (i.e. I&R Specialists covering for each other, supervisors monitoring the

work of their

staff.) Those users would use the Contact chapter search.

1. Select the Contacts tab. Default filters are displayed but can be updated as needed. There are 2 types of search options. Text Search and Field Search.

MY WORK CONTACTS

Search
@
() apply Filter in Search Bl Bl Show Fiter
()-Filters
Client DOB hd Equal To hd H AMND x

eCIRTS Client D w +

—— — o—

2. Itis most efficient to use the Text search at the top to search by:

a.

b
C.
d

1-855-WELLS

Client’s full or partial name. Select Search.

Contact person’s full or partial name. Select Search.

Client’s phone number. Enter the last four digits. Select Search.

Contact person’s phone number. Enter the last four digits. Select Search.

KY WellSky.com
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MY WORK CONTACTS CLIENTS

Search
L7
O Apply Filter in Search | Search § Reset | Show Filter
.',,_; Filters
Client DCB v Equal To v ] AND w ®

eCIRTS Client D » +

3. Itis most efficient to use the Field search to search by:
a. Client’s Date of Birth. Select Search. This is a default filter.

b. Agency

c. Received By

d. Assigned To

e. Status

f. Contact Type

g. Searching by more than one data element
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MY WORK | CONTACTS
Search
123 homs st. 7]
(] Apply Filter in Search w W Show Filter
-liliho-iﬂhwin, e T T Y TR
-Filters
Client DOB hd Equal To e El AND w x
eCIRTS Client 1D +
Caontact Date
Cantact First Name o "
‘ eset | Fide Fier |
| Contact Last Name w m
Client First Name
Client DOB record(s) returned - now viewing 1 through 15 -
Client Last Name
Client Phane 3 N
Contact Method lient ID Contact Date o Contact First Name Contact Uast Name
Contact Type 11/02/2020 u
Reason for Contact
Motes 11/03/2020 J
Status 12/01/2020 E
Agency
Agency Nams 12/01/2020 F
Entry Point
12/03/2020
Feceivad By
Assigned To 12/03/2020
Caller Phone
T I 12/04/2020 £
I | | AnnnE 43T NN Cll~rn AR+~

Ak WellSky

4. Matching results are displayed. Select the column headers to sort the results ascending vs. descending. Select a record to view additional details as

needed.
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Edit Contact Records

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

1. From My Work or by Searching Contact Records, open the contact record that needs to be edited.

2. If the contact that needs to be edited is in a Complete status, the I&R Specialist will need to reverse the status on the record before edits can be made. From
the File menu, select Reverse Disposition. The contact opens is editable, and the status is now Pending.

) Contact ID = 10469 - Ellen White |_Contact
ELDER AFFAIRS \

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

File  Tools Reports

History

nation
: Spell Check E
I_ Reverse Disposiion I 09/30/2021

Pt 10:18 AM

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

Relationship

3. Update the data as needed. This typically includes adding additional notes, updating contact types or reason for contact, performing a resource search,
updating the status to close the contact. See the Add a Contact Record and Resources Provided sections for additional details.

4. When the updates are complete, from the File menu, select Save and Close Contact.
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View Past Contacts

In eCIRTS, all callers, except anonymous ones, will have a Client record. Contact records will then be added from the Client record. This workflow allows users to
use the View Contacts queue in eCIRTS. The View Contacts queue is an easily accessible list of the client’s past contacts because knowing the details of previous
contacts may assist with the current contact.

Example
&" Searching for previous contact records is important when someone is calling back or returning a call. For example, Specialist
‘ #1 makes a contact attempt for Consumer A on Monday but must leave a message because he is not there. On Tuesday,

Consumer A calls back but Specialist #2 answers the phone. Specialist #2 will view past contacts for Consumer A to know the
current status and needs. Specialist #2 will view the details on the previous contact record for Consumer A but create her
own contact record. When Specialist #1 goes to make her second contact attempt, she will also view the past contacts for
Consumer A and see the contact already called back and his needs were met by Specialist #2. Specialist #1 will close her
contact record from Monday.

1. To view Past Contacts, search for an existing client record.

2. From any tab on the client’s record, select View Contacts from the top menu bar.
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File Edit Tools Reports Ticklers View Contacts Word Merge
% 1

Quick Search

Clients hd Last Name hd E

O participating

MY WORK CONTACTS CLIENTS CLIENT GROUPS AGEMNCIES PROVIDERS RESCURCES ‘
SSN 236-57-8788 Priority Score
DOB 11111940 Assessment Date
Rank 5 EMS Release Date

White, Ellen M (10005)

Caregiver/Care Recipient

Associated People ‘ ‘Wait List ‘ Appointments ‘ Medications ‘

Programs | Services ‘ Authorizations | Activities ‘

START-STOP TIMER m Screening ‘ Referrals To Providers ‘ Forms ‘ MNotes ‘

3. A summary view of the client’s past contacts displays.
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File

Filtars

Contact Dale v +

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

k. WellSky

Ellen White

/30023 3158 MM

h
I[ Contact Date « Entry Point Contact Metnou Contact Type Reasen for Cantact Status
1 W2TZ020 ! AD-RC I Vluhh | ReferralCras | Oisaster Ecr:tulécm:lcns,@ﬁmx:mv.!és AFNN w
1207:2020 |ADRC [ ot Inormanon In Frogress
oY 293021 &R . Fhona Cal Raleral ratacuat Family and Community Suppont In Frograss
Car1e2e21 1 Load AQency | Prone Cab 'Rn'n'r:l o ADRC for Scpaning and Wakhsi | 70ts ] In Frogress
' 0&")‘"2021 ADRC 7 [ | Incomprete | | Dratt
060172021 ADRC Incompigte Draft
| T o6r102021 AR | Pnone car Informanan "D
Toanan021 AR | Prone cat | Informason Pendry
.i _021‘15-'2021 .ILR Fnone Cal .Rerevrav ;':‘/.)‘w-v\;:sfwa'-‘-ws-:'boc Neads|Dessler SenveesiEoutation | Comgbes
oTR212021 AR Fhona Cal Informanan Drant
To212021 | ADRC [ "Incamete "Dt

Fiel" " Previccs Recomspercage’ 15 T Net T Last

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

visible.

1-855-WELLSKY

WellSky.com

Page 82 of 360


http://wellsky.com/

2,

EDER ATens aam WellSky

Ellen White
Lazt Updated by souck
#17/30/2021 3:53:34 PM
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1 g_c?ﬂ'ﬁ = T

5. When finished, the user can close the Contact record and close the Past Contacts window.
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Record Start and Stop Times

sl WellSky

ADRC staff will record the start and stop times of their interaction with the client. This information will be compiled into reports for billing, training, monitoring
and process improvement initiatives. The Start/Stop timer must be used for time-based functions that are billable. For example, ADRC staff will record the start
and stop times when completing a screening or performing EMS Release tasks. I&R staff will not use the Start/Stop timer. The opening and closing of the Contact

record serves as the Start/Stop timer for I&R staff and the durations are available in the Contact Record Data report.

1. From the Client record, select the START-STOP TIMER tab. Past Start-Stop time records are displayed in the list view.

Fountain, Frank (10253)
)
by
CaregrieriCare Rocgent

Assocatad Peapls Véan List Anpontments Medeators

Programs ~ Servces | Authonzabons  Activibes

START-SIOP JIMER | lDsmographics  Scrsenng  Referrals To Providers  Forms | Notes

Fliters

Stant v —-
! START.STOP TIMER racord{s) returned . now viewing 1 through 7
Start Stop Reason for Contact -

Waliist Release

2. To add a new Start-Stop time record, from the File menu, select Add Start/Stop.
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File Ticklers View Contacts

hﬁNowCthmhqummq

SSN Z)5.57-8788
poe 111940
Rank 5

White, Ellen M (10009)

Caregiver/Care Recipent

Associaled Peopia
Programs Ssrvces

Cient:

s

Appaintments
Authorzations  Activaes

Screenng

Elien White [_ START-STOP
TIMER

Last Updated by jbuck

M 7/29/2028 4:42:43 PM

v Last Name

AGENCES PROVIDERS

Prionty Score
Assessmant Date

EMS Release Date

Meckatons

Referrals To Proviées | Fomns  Notes

06012021

02012021

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

a. Division: defaults to AG

b. Type: defaults to Time Tracker
c. Start/Stop: defaults to Start

d. Date: defaults to today

e. Start Date: defaults to today
f. Start Time: defaults to now

g. Worker: defaults to self

h.

i.

1-855-WELLSKY

WellSky.com

Entry Point: defaults to ADRC. Change to Medicaid, Lead Agency or OAA Provider if applicable.
Reason for Contact: list will display for ADRC and Medicaid only. This value can be selected later, when the Timer is stopped when applicable.

Page 85 of 360


http://wellsky.com/

ELDER AFFAIRS \

ELDER AFFAIRS ‘

Frank Fountain
9/16/2021 4:20 PM

File
Division * AG
Type * Time Tracker Details
Start/Stop *
Date * 09/16/2021
Start Date * 09/16/2021
Start Time 04:20 PM
Worker * Buck, Jennifer
Entry Point |ADRC v [

Reason for Contact

SMMC LTC Education
7018

Waitlist Release

In-Home Screening
Medicaid Eligibility
Grievance and Complaint
Reassessment
Regaining Eligibility

4. From the File menu, select Save and Close Start/Stop.

5. A Start/Stop record is added with start information captured.
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Fountain, Frank (10259)

gl Wells

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

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

Filters

Start v +

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

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

6. Laterin the workflow when the work for this Client is finished, the user will return to the START-STOP TIMER tab and select the Start/Stop record.

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

Start/Stop: change to Stop

b. Stop Date: auto populates with today

c. Stop Time: auto populates with now

d. Reason for Contact: list will display for ADRC and Medicaid only. This value must be selected before stopping the timer.

L
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Frank Fountain Start/Stop
Last Updated by jbuck

at 9/16/2021 4:24:48 PM

File

‘ Start/Stop ‘ Division * AG

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

Stop Date *

Stop Time

D9r16/2021
04:27 PM

8. From the File menu, select Save and Close Start/Stop.

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

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

Programs | Services | Authorzatons | Acbvities

Demographics ~ Screenng  Referrals To Prowders  Forms | Notes
Flltars
Stan v ‘-
8 START-STOP TIMER record{s} returned - now viewing 1 through 8
I Stan ‘\' Stop Reason for Contact » Worker |
| DaNR202Y Waltlst Redaase TBuck. Jenreer ]
2 1ty : u :
' Buck, Jenrsfer ‘

0872772021 | 08372021
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Edit Start and Stop Times

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

gl Wells

1. From the client’s Start/Stop Timer tab, select the Start/Stop time record that needs to be edited.

2. From the File menu, select Reverse Disposition.

Start/Stop
FLDEN \I’I'\lkh‘ Last Updated by jhock
2t &78/202 256:34 PH
File
Mstory
AG
Adg Nots
Tims Trackar
Spal Chnta S0
SR Dkop baoa2a23
Save and Llose Starv'top 042022
Réverse Dagon o144 PM
Prex ADRC
Cose StardSiop X Watint Rleoze
Stop Date * 0a0s2022
Stop Time 0146 P

Duraton

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

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

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

 WellS!

File

| Start/Stop | Division * [aG |

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

6. From the File menu, select Save and Close Start/Stop.
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Screening

A Screening record serves as the ‘parent’ record in eCIRTS and one will be created for every client, whether they require a 701S or not. There can only be one
open screening record per client in eCIRTS.

The screening tab is used by the ADRC to track the completion of the INITIAL 701S and Significant Change screenings only. Annual screenings are tracked by
ticklers and notes, NOT on the Screening tab. When Providers complete screenings those are tracked on the Programs tab, NOT on the Screening tab.

When tracking the initial 701S, the &R Specialists and ADRC will change the screening status values as the client moves through the referral, contact and
screening process. Contact Attempts will be recorded on a Note. Once the initial screening has been completed, the screening tab won't be used again unless
there is a need for a Significant Change 701S screening. That process acts like the initial 701S screening process and the screening tab would be used again,
changing the screening status as the client moved through the significant change workflow documenting contact attempts in notes.

~ Example
“' If a client came in directly through the OAA provider, the OAA provider would have created the Client and Screening record.
The Screening record status would be “Screening Not Required” and the Generic Worker for the OAA Provider would be the
worker. Fast forward in time, and now the OAA case manager realizes the client needs to be screened other programs and
needs to be sent to the ADRC. The OAA Provider would create the program record with Status: Referral ADRC and assign the
ADRC person as the worker on that record. The Screening Record is not updated, the program record is.

Add a Screening Record
1. For new client and pre-client records, the Screening Details page will be the landing page once the Demographics page is saved for the first time.

2. The Screening details page displays. Complete the following fields:
a. Division: All client’s will be associated with the AG division
b. Status: In eCIRTS, a client will have only one open Screening record, but the user will change the Status to reflect the current state of the Screening.

Change the Screening Status to the correct value according to the table below.
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Pending This is the default value for all Screening records and should be changed. If you do not change it, the Division
field on several pages in the client record like forms, programs, referrals, etc. will be blank and you will not be
able to save the record.

Screening Referral Lead Agency/OAA Provider takes the call and/or will be the one completing the initial screening.
Screening Referral I&R takes the call and will not be the one scheduling the initial screening. I&R sends the screening referral to
I&R to ADRC the ADRC for assignment. The ADRC will schedule and complete the initial screening.

Assigned Screening The ADRC staff responsible for assigning screening referrals will use this status once the screening referral has
Referral been assigned to an ADRC screener.

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

Contact Successful An initial screening is required, and successful contact has been made but the client is unable to schedule at this
time.

Screening Not An initial screening is not required, and the Lead Agency/OAA Provider will complete the 701A or B assessment

Required instead.

This status is also used when a client record is created to document information only calls.
This status is also used when a pre-client record is created.

Screening Scheduled | An initial screening or screening for a significant change is required and has been scheduled. I&R or ADRC would
use this status.

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

Screening Not An initial screening or screening for a significant change is required but after contact attempts or being
Completed scheduled, has not been completed. (i.e. client declined)

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

Significant Change

Closed The Client record is closed to all programs.
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c. Status Date: This field is used to record the date for the status. It will update each time the Status value is changed.
d. Screening Referral Date: The date the screening referral was made and is a required field when the status contains the word “Referral.”
e. Created By: is assigned when the client record is first created and is listed as the person who created the record. It does not need to be changed.
It will be read only after saving the record the first time. This is NOT the field used to assign this case to a screener.
NOTE

' The person in the Created By field will have this record display on the My Work Page in the
Screening Queue. They don’t need to do anything with the record but just know it will display.
The only way to remove it from that worker’s My Work page is to assign the Generic Worker for
the PSA when the record is first created.

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

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

g. Special Instructions: This field will display special instructions the screener will need.
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s w‘ Screening
l“.].l)ll‘.,R“Al.- "'_J‘]R“’ Last Updated by System
at 4/8/2022 1:53:36 PM
File
Scresning ‘ Divison * AG
T = J - Details
Track Status Created By Buck, Jennifer [ | Clear g
Worker * DEFAULT-WORKER-PSA-01, DEF.nm Details
Status * [ Screening Referral ~ |
Status Date 04/08/2022
Screening Referral Date * 04/08/2022 |

B 7 U 16px ~ A~

Special Instructions

3. From the File menu, select Save and Close Screening.

Assign a Screening

In some PSAs, I&R Specialists schedule screenings. In other PSAs, I&R Specialists send the screening referral to the ADRC for scheduling. When the screening
referral is sent to the ADRC, the individual that will be completing the screening may not be known. The screening record is assigned to the worker responsible
for making the assignments. That individual will work their My Work > Screening queue and assign a screener to each record. That record will now display on the
My Work > Screening queue of the assigned screener. The screener then proceeds with their screening contact attempts.
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Note

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

1. To start the screening assignment process, in the previous section the I&R specialist has assigned the screening record to the ADRC by changing the
status to Screening Referral I&R to ADRC. The I&R specialist knows the name of the ADRC worker responsible for making assignments for their PSA.

2. Several times during the day the ADRC worker monitors the My Work > Screening queue for records with a status of Screening Referral I&R to ADRC.

L\\S ‘ MY WORK CONTACTS CLIENTS CLIENT GROUPS

CLIENTS

H Screening ‘

Screening Completed

[£%]

‘I Screening Referral 1&R to ADRC

‘ Programs ‘

‘ Referrals/Motifications ‘

3. Select the status to display a list of screenings that need to be assigned.
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File

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

2 Screening recoat|s) returmed . now viewang 1 throagh 2

Welcome, Worker Test Screening
8/2/3021 A:56PH v

Division Chent 1D Cliant Name o Scruemang Reforral Dats Status Date
— ——
YAG 10007 [ Jacrean Miehas! 10B022021
AG 10005 Whits, Elen 05162021
First Prowous ReCordzper0ade 15 | Next  Last
4. Select arecord from the list. The Client record opens in a new window. Select the Screening tab.
5. Select the record with a status of Screening Referral I&R to ADRC. The Screening Details page displays.
White, Ellen M (10005)
CaregiveriCare Recipient
Associated People | Wait List | Appointments Medications
Programs | Services | Authorizations | Activiies
START-STOP TIMER Demographic: Screening = [Referrals To Providers Forms | Motes
()-Filters
Status  w Mot Equal To w Closed A AND » x
Division v +
“":‘a Iill .l'i;'..-x.
1 Screening record(s) returned - now viewing 1 through 1
Division Status Primary Worker Secondary Worker

Screening Referral 1&R to ADRC

Test, Waorker
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6. Outside of eCIRTS, proceed with the assignment process to determine the worker that will be assigned to complete this screening. The name of that
worker will be added as the Worker on this screening record.

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

b. Status: Change to Assigned Screening Referral ADRC
W)

Hllik‘.\l}\lli\\

Screening

File
Scresnng Divison * AG
" Created B Buck, Jannifer >
rack Siatus d ' e
Worker * Roed Worca
Status * Assigned Screening Referral ADRC v
——
Stafus Date D222
Screening Referral Dote 04082022 E
B 7 U AT

Special Instructions

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

9. The worker selected in step 7 will monitor the My Work > Screening queue for screenings assigned to him/her. Proceed to Screening Contact Attempts.

Screening Contact Attempts

The ADRC must attempt to contact all individuals for whom they received a request for screening for waitlist placement or significant change within three
business days of receipt of the referral. For each contact attempt, the ADRC will change the status on the Screening Details page and add a Screening Contact
Attempt Note with the details of the contact attempt. One note is added per attempt. The ADRC must make at least three telephonic attempts within three
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business days to contact an individual to complete the screening process prior to mailing the no contact letter. If the 701S screening cannot be completed at
contact, the ADRC may schedule the 701S screening for a future date, not to exceed 14 business days from the date of the initial referral per the DOEA Programs
and Services Handbook.

If the ADRC is unable to make contact with an individual within three business days, the ADRC will send the No Contact Letter to the last known address of the
individual, and to any authorized representative listed for that individual, requesting the individual or their authorized representative contact the ADRC within
30 calendar days of the date of the notice.

1. Daily, the ADRC will monitor My Work for screening referrals assigned to him/her in the Clients > Screening queue. If the user is the Worker on the
client’s screening record, added in the previous section, then the screening referral will display on My Work.

Quick Search

v Contact Foeson Last Narw - w

MY WORK NTACT NTS ENT GR < NGENTES PROMICERS

CONTACTS CLIENTS AGENCIES PROVIDERS

Program Enre
g

Referrals

2. Select Screening Referral or Screening Referral I&R to ADRC or Assigned Screening Referral to ADRC to display the list of clients in need of a screening.
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Welcome, Jennifer Buck

Screening
3/2/2021 6:00 PM v

File
Filers
S1atus v Equal To v Screening Referral ADRC v AND » x
Status v +
[ESRSTOTERRTv——")
2 Screening record(s) returned - now viewing 1 through 2
Division Client 1D Client Name o Status Date Referral Date
AG 10029 Matthews,. Jameas 01202021
G 100 White Ellen G30172021
<ccFust < Precous Retneve 15 R Next Last >>

3. Select the name from the list to open the client’s record.

4. Contact the client and document the attempt in a note.

5. Select the Notes tab. The Notes list view page opens. Existing notes will be displayed.
6. To add a new note, select File > Add Note.

7. The Notes Detail page displays. Update the following fields:

il WellSk

a. Division: Will default to AG

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

c. Note Date: Will default to today

d. Note List: Select ADRC or Provider

e. Note Type: Select 701S Screening if you are the ADRC. Select Assessment if you are an OAA Provider making the contact attempt.
f. Note Sub-Type: Select Contact Attempt 1, Contact Attempt 2 or Contact Attempt 3.

g. Description: Select from the lookup. The values in this field are dependent on the Note Type selected.

h. Note: enter the details of the contact attempt

i.

1-855-WELLSKY WellSky.com
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j. Date Completed: When the Note Status equals Complete, the Date Completed field populates automatically and is read only.
k. Attachments: There will not be any attachments for the Contact Attempt Notes.

|.  Recipients: None. Screening contact attempts will be managed from the My Work, Screening queue instead of My Work Notes as you'll see in

other sections.

File Tools

| Notes J Notes
e — !lll waon *
Nole By *

Note Date *
Program

Note Typs *
Note Sub-Typs

Description

Note

Status ©

Date Completed

AG
Buck. Jeanifer

Contatt Atlemnpt 3 v
Contact Atternpt 3 successful v

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

New Toxt

Complele v

0729201

Attachmants

8. Select File > Save and Close Note when finished.
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For the initial screening, the user will also update the status on the Screening record to note the contact attempt that was made. This step will move the
record into a different queue on My Work described in step 14. Select the Screening subpage.
White, Ellen Susan (10005)

9.

CwegrenCare Recpent
Case Relssons  Authonzasons  Actvitns  Medcatons  Ehgbéity  Dagnoss

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

Domographics

10. Click on the Screening record in the list view grid.
White, Ellsn Susan (10005)
CaragueniCane Recipiert
Case Relations  Authorzalons | Adiviies | Medcatons  Eligbiy | Ciagnosis
Demographics m Reforals | Progam Enrcliments | Servees  Forms | Watlist — Notes | Appamiments
Filters

sas (v| NotEmalTo  v| Ciosed v ANV x

Drasion .Yl +

18 g record(s) d - now viewing 1 through 1

Division ‘ Status Primary Worker
AG Screenng Refenat Buck, Jenniler

11. The Screening details page displays.

Ellen White Screening
| Last Updated by jbuck
at 3/1/2021 9:53:24 PM

File
Msmoma | o~ e
e | Starus [Contact Attempt 1 v l
Status Date N
Track Status =y
Primary Worker * Buck. Jenniser .m Details
Secondary Warker -m
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12.

13.

14,

15.

16.

17.

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

When the Status = Screening Scheduled, in the Worker field, use the ellipsis to search for and select the worker who will be completing the initial or
significant change screening if it is different from the worker who made the contact attempts. Proceed to Schedule the Screening section.

If the contact was not successful, update the Status to reflect the Contact Attempt 1, 2 or 3.

From the File menu, select Save and Close Screening.

Daily, the user will monitor My Work and attempt to contact the client to schedule the screening if the first or second attempt was not successful.
Screenings with one contact attempt will be in the Contact Attempt 1 queue.
‘ MY WORK CONTACTS CLIENTS
CONTACTS CLIENTS
‘ Status ‘ ‘ Screening
Caontact Attempt 1 1 I
‘Ticklers ‘ [
Contact Attempt 2 1
. _ Screening Completed 1
‘ Inquiry Alert Notes List ‘ sening Lompiete
Screening Referral 3
Screening Referral ADRC 2
Screening Scheduled 1

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

MY WORK CONTACTS

CLIENTS

CLIENTS

Status

Ticklers

Screening

Contact Attempt 1

Contact Attempt 2

Inquiry Alert Notes List

Screening Completed
Screening Referral
Screening Referral ADRC

Screening Scheduled

. WellSky

19. Select the queue and the list of clients is displayed. Select the client name to open his/her record. Navigate to the Notes tab and repeat steps 5-13 until
the Screening is Scheduled or the No Contact Letter is sent.

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

File

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

1 Screening record(s) returmed - now viewing 1 through 1

Division Client 10 Client Nome o Status Oate Retermal Dote
| 110001 I Smpson, Martha | 22071
< Prawous Retneve 15  Records atatime  Next > Last >>

1-855-WELLSKY
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No Contact Letter

If it has been 3 days since the screening referral and contact has been unsuccessful, the ADRC will send the No Contact Letter to the client and save it to a Note
in eCIRTS. The letter will be printed from eCIRTS. Instructions for generating, editing, printing letters and saving them as a Note attachment in eCIRTS can be
found in the Word Merge section of this manual.

1. When the letter is generated as a word merge, it is saved to a Note. The Note Details page displays. Update the following fields:

a. Division: Defaults to AG

b. Note By: Defaults to self

c. Note Date: Defaults to today

d. Note Type: select Uploaded Forms

e. Note Sub-Type: Select No Contact Letter

f. Description: Select from the lookup. The values in this field are dependent on the Note Type selected.
g. Note: Enter details of the contact attempt.

h. Status: Select Follow Up

i.

Note Recipient: search for and select your worker record and this note will display on your My Work, Notes queue. Keep that note in the My
Work queue for 30 days. This note can help you track that.
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LR u.u?\‘ Frank Fountain Notes
File Yocls
Nots By Buck Jernser v
ate Date T
Agwory v
Progeas .
Nates | nt Provde: v
Nats Typm Updcasied Forms -
Nurte Seb Tppm Mo Contact Letyer
Dwazripmms v
BJ W A

! atempt - nO contac! et sent
WiE Open for 30 0ays 1N Case the chent cats

o
Statun Folaw LUp v
ADD A NOTE RECSIENT ADD A NOTE RECIPENT

Date Cormphetan

Attachments

Do urmont Description Canegory Action

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

3. When the no contact letter is generated and saved as an attachment to a note in eCIRTS, the user will keep that note on his/her My Work queue for 30
days. The client has 30 days to call back after receiving the No Contact Letter before the case is closed.

4. The user will monitor the My Work > Notes > Follow Up queue.
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| MY WORK 1 CONTACTS CLIENTS CLIENT GROUPS ‘
CLIENTS
‘ Screening ‘
‘ Programs ‘

‘ Referrals/Notifications ‘

‘ Notes ‘

Complete 1

|‘ Follow Up 6

i WellS

5. Filter the Notes Follow Up queue lists the Note Sub-Type. Clients that have been sent a No Contact Letter will have a No Contact Letter Note Sub Type.

You can further refine the list by Note Date, only following up on those open for more than 30 days.

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

7. Update the Screening record. Select the Screening tab on the client record. Select the screening record from the list view.

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

START-STOFP TIMER Demaographics Screening [Referrals To Providers Forms

Filters
Division » +
[ Search” | Reset |

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

Notes

Division Stzﬂs

Workar

Contact Attempt 3

Reed, Monica

First Previous Records perpage | 156 | Mext

1-855-WELLSKY
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8. The Screening details page displays. Update the following fields:
a. Status: change to Screening Not Completed

Screening
|[‘.m.u AFF un-‘ Last Updated by sbuck

File
Seeenng Divison AG
' Croatod 5y Buck. Js -
rack Stats > : s adubia)
I Status Scraening Not Co mpietad v I
—
Siotus Date o207
Scraeneng Reforral Date 0 202 5
B J U A
Speciyl Instrpctions

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

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

Schedule the Screening

Once the client has been reached, 701S Screening will be scheduled in multiple ways depending on the PSA. The transition from Refer and CIRTS to eCIRTS will
not change how screenings are scheduled. The only difference will be instead of adding the screening appointment date to CIRTS, it will be added to eCIRTS on
the Appointment tab of the Client record and the person responsible for completing the screening will be added as the Worker on the Screening tab. See the
Appointments section of this manual to add the date the screening is scheduled. The worker can monitor My Work for scheduled screenings.

1. To monitor My Work for scheduled screenings, locate the My Work > Screenings queue with status of Screening Scheduled.
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| MY WORK | CONTACTS

o ol
. L N74Y]
We ONY
P

CLIENTS CLIENT GROUPS ‘
CLIENTS
‘ Screening (>) ‘
Screening Completed 1
Screening Referral 1&R to ADRC 1
Scresning Scheduled 7|
Programs .

2. Select the Screening Scheduled status to display a list of screenings that have been scheduled.

8/2/2021 5:11PM v
File
Filtees
Seatus v Eoua To v

Screanng Schedued

v AND v x
Screanng Referral Date v +
2 Screening record(s) retlumed - now viewing 1 throogh 2
Division Client 1D Clisnt Nome o Scrasning Relerral Date Status Date
I TRe I"Soeds Simpsan, Marna ! eI
AG 10003 Scutn. Batry 0810272021
First  Prevous Records per page Next  Last

3. Proceed to Complete the Screening.
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To complete the screening, the ADRC or OAA Provider will complete the 701S form and update the status on the Screening record. The ADRC also must add a

note in eCIRTS.

1. The 701S Screening exists as a Form in eCIRTS. The ADRC or OAA Provider will add a 701S Screening form to the Client record and answer the questions

on the screen. See the Forms section of this manual.

2. There are questions in the 701S that trigger calculations and scores at the end of the form. The Priority score, rank and nutrition score are calculated
automatically based on responses to specific questions within the screening. There is a new section in the eCIRTS 701S form that gives the screener
guidance on program eligibility of the client based on responses to specific questions within the screening. The intent of this section is to take the guess
work out of memorizing the program eligibility ‘rules’ and enforce a consistent program offering methodology across all PSAs. This section does not
automatically enroll or add a client to the waitlist for any of these programs. That is still up to the discretion of the screener who consults with the client.

Alzhiemers Disease Initiative (ADI)
Community Care for the Elderly (CCE)

Home Care for the Elderly (HCE)

Statewide Medicaid Managed Care Long Term Care
(SMMCLTC)

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

Older Americans Act Title lIB Homemaker (llIB HMK)
Older Americans Act Title llIB Chore (IlIB CHO)

Older Americans Act Title B Adult Day Care (llIB ADC)

Older Americans Act Title IIC2 Home Delivered Meals (03C2
HDM)

Older Americans Act Title B Transportation (llIB TRS)

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

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

No

Yes

Yes

Yes

Yes

No

No

Yes

Yes

Yes

Yes

3. When the screening is complete, the user will also update the status on the Screening tab to Screening Complete. See the Form > Completing the 701S

Form section.

1-855-WELLSKY
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4. When the screening is complete, the user will add the program records in waitlist status. See Add a New Program Record section.

5. When the screening is complete and the waitlist program records have been added, the screener will send the Post 701S letters to the client. See the
Notices and Letters (WordMerges) section. The letter that was sent will be noted in the 701S Screening Note.

6. Finally, a reminder to complete the rescreening in 365 days is triggered when the user saves the 701S screening as complete. The reminder is assigned to
the eCIRTS Assignment Manager role and designated staff will assign each to a worker. See the Annual Rescreening/Reassessment section.

701S Screening Note
The ADRC is required to add a note summarizing the results of the 701S screening and other tasks completed.
1. From the Notes tab of the client records, select Add Note.

2. The Note Details page displays. Update the following fields:
a. Division: Will default to AG
Note By: Will default to the user creating the Note.
Note Date: Will default to today
Note Type: Select 701S Screening
Note Sub-Type: Select Screening Complete
Description: Select Contact Successful. Screening Complete.

~0oooT

Note

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

Note: enter the details of the 701S Screening

Status: Select Complete

Date Completed: When the Note Status equals Complete, the Date Completed field populates automatically and is read only.
Attachments: NA

Recipients: NA

~T — o

3. From the File menu, select Save and Close Notes.
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14 Day Screening Referral Follow Up

Screenings should be scheduled and completed within 14 days. eCIRTS will help manage this process by reminding the &R Specialist to follow up and make sure
the screening was completed. If follow up is not completed within 14 days, the contact needs to change from Referral to Information. The Handbook states I&R
will complete this follow up as they are the ones providing the referral service and completion of that follow up will be documented in a note in eCIRTS. DOEA
has okayed the screeners/intake staff to complete the I&R 14 day follow up tickler instead of I&R as long as the I&R Supervisor or ADRC Managers confirm the
follow up has occurred (via reports) before PSA can count the unit as a referral.

Note

0 The 14 Day Screening follow up tickler is assigned to the I1&R specialist when they send the screening referral to the ADRC.
In some PSAs, the I&R specialist completes the follow up and marks the tickler as complete.
In some larger PSAs the screener marks the tickler as complete. In these PSAs, I&R will reassign this tickler to the screener.
When I&R doesn’t know who the screener will be, they will reassign the tickler to the person responsible for assigning the
screener, then that person reassigns the same tickler to the actual screener.

1. When the Screening record status: Screening Referral I&R to ADRC, a Workflow Wizard will be triggered for the I&R Specialist who saved the Screening
record.

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

2. Daily, the I&R Specialist or screener will monitor My Work for new ticklers. Screening referral follow up tickers will be triggered 14 days from the date
the screening referral was made and are visible from My Work > Clients > Ticklers.
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P

Rol
Welcome, Jennifer Buck | My Work Sign Out e
12/31/2020 3:46 PFM W = Waiver Manager - ﬁ
File
Quick Search
Clients ¥ [ Lest Name v @ © | apvancep search
[ participating
MY WORK CONTACTS CLIENTS CLIENT GROUPS AGENCIES PROVIDERS | RESOURCES | REPORTS
CONTACTS CLIENTS AGENCIES PROVIDERS TASKS

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

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

4. Use the Search filters at the top of the page to narrow down your results if needed.
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Welcome, Jennifer Buck  Ticklers
1273172020 LSO PN v

Elle

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

Apply Alert Days Before Due

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

CaseNo Coasumer Name Tickier Name . “Date Created ‘Date Due ' Date Completed [ seatus
{ 1}367 ..z:s:cr Mihas! 14 Doy Referral Follow Up Remincer Document in a Note 11022020 | 1'5@.‘1.‘-20 | | New "
10005 | White, Ellan 14 Day Referra Follow Up Remincer Document in 2 Note | 11052020 i 1182020 | Nea e
10004 [ Whita, Etian 14 Cay Referral Follow Up Remincer Document in a Note 1INT2020 | VJ'B"'idDC- | . (XY | »
1 10005 [ Whits, Elian .-:lm' needs not mat Folow up 3gam and decument i 3 NS | 102772020 l 111102020 [ 'Mm 0
10010 [ sonnsan, Asson ;;:;v;“;eﬂft"‘oam?nm Comglete 14 037 fofow up and | y20a2020 [ 12182020 I e %
Clent sent for screenng. Comglete 14 day folow up and 2062020 1212272020 Now »

10047 ckson. Johnn
00 e e document in & nots

5. Each follow up will involve several tasks. The I&R Specialist or screener will document the follow up completion in a Note and possibly change the
Contact Type of the original contact from Referral to Information.

6. Select the Tickler to open the Notes page.

7. If you need to look up additional information on the client record before adding your note, use the flyout menu to the right of the tickler to select View
Client Record. This is a short cut to open the client’s record.
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VIR v

Fie

Froen
s v (ST - rr~ v MO v -
Coet I - -

Aoty Alwet Dirys Defiore Die

==

T Tihbaes IRCOIINL IRIRTRed - o wewwi) 16 Bwoagh %)
Chiert 0 | Ot Mve Thonser Nare | ey i

SO ST SIeenag COoMpiNg 14 Ay P g e
O AYEN N & ot

DawDoes | DewComumrind

ARNBON, JOey

» Cam Fan Usdste Dipicale o cament
e plan S Tt ye et Covgom e [

Ll ey wu
CARE Py DN |
14 Diry Serves Mty Podow L0 Mernadw - Cat Owt iy R - ———
verdy Nwmss Vet 230023 TV

10002 Al Clae

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

9. The Note Details page displays. The I&R Specialist or screener will confirm the 701S has been scheduled or completed, and document in a Note.
a. Note Type: 701s Screening Follow Up
b. Note Sub-Type: select a Sub-Type from the table below.

Sub-Type Use ‘

14-Day Follow Up The screening referral follow up has been completed within 14 business days.
Completed

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

c. Description: leave blank
d. Status: select Complete
e. Note Recipient: Leave blank
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Ellen White Notes

3/3/2021 1:13 #M
File Tools
Workflow Wizard Notes Details

Client sent for 7015 Division * AG v

screening, Complete 14 Note By * Buck. Jennifer v

day follow up and ==

document in 3 note, Note Date * 1 |
Agency
Program
Notes List 24
Note Type * [T01S Screening Follow Up v
Note Sub.Type 14-Day Follow Up Completed v

B J U 160« ~ A=
Note
e Complete v |
Date Comploted oVIN02Y
10. When finished, from the File menu, select Save Notes.
11. The tickler is marked complete. The Workflow Wizard window can be closed.
Welcome, Jennifer Buck Workflow
12/31/2020 4:05 PM W Wizard

File

Workflow Wizard
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12. The Note is visible on the client Notes tab.

START-STOP TWMER = Demographics = Screerwng = Referrals To Pronders.  Forms | Notes

2

Filters
Note Date v -

19 Notes recordis) returned - now viewing 1 through 15

0%27/2021 Buck. Jennder {7018 Screening Follow Up 14-Day Foliow Up Complsted Complete 0272772021

13. If the I&R Specialist or screener did not complete the follow up within 14 days, then 14-Day Follow Up Not Completed would have been selected as the
Note Sub-Type. When this happens, the I&R Specialist must also update the contact type on the Contact record that triggered the reminder, from
Referral to Information only.

Note
0 This process may be revised in Phase 2.

14. To open the Contact record for editing, select View Contacts from the toolbar on the client’s record at the top of the page.
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File Tools

Reports Ticklers I View Contacts
5 3

SSN
Dos

Rank

Fountain, Frank (10288)

Quick Search
Clierts

CONTACTS CLIENTS CLIENT GROUPS AGENCES
225648753
11945
CaregresCare Recoront
Assocated People  Wait List  Appomtmerts | Medications
Progaes | Senvces  Authorgmions  Activifes
START-STOP TIMER | Demographes | Streening | Rsfarals To Frovdens

Frank Fountzm
Last Updated by mresd
at 9/10/2021 3.35:53 MM

Priotity Scure
Assessment Date

EMS Reloase Date

Foms eE

WRCEE REPOARTS

ok

Notes

Jut DOEA Ma

. @

AQVANGED SEARCH

UTILITIES

52
06/ 52022
09082021

15. Locate the completed contact record with the Referral Contact Type from the list and click on it to open it.

16. The Contact Details page displays, but it is read only because the status is complete.

17. To reverse the status of the Contact records so it can be updated, from the File menu, select Reverse Disposition.

ELDER AFFAIRS \

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

File Tools Reports
History
l Sda Check “mation -
08252021
1204 PM
Closs Contact Buck. Jenniter
Agency * Eider Source, The Area Agency on Aging of Northeast Fiorida Details
Entry Point * &R ’
Contact Method * Phone Call
Contact Type * Referrnl
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18. The page refreshes and the Contact Details page displays and is in Pending status. Update the following fields:
a. Contact Type: Information
b. Note: Append text to note of the update you are making
c. Status: Complete

Contact Information

Division * AG

Contact Date * 06/25/2021

Contact Time * 12:04 PM

Received By * [ Buck, Jennifer M

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

Contact Method * ’m

Contact Type * [ Infarmation v [

Contact First Name ' Frank !

Contact Last Name Fountain

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

Track Status on a Screening

You can view a quick snapshot of the status history of a Screening record in eCIRTS. Any change to the status of a Screening record will be noted on the Track
Status Detail screen along with the date of the status change. The status and date of the status change are also part of custom reports that will be used for
monitoring screening contact attempts and screening scheduled dates are within the required timelines.

1. Open the Client record and select the Screening tab.
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}Fountain, Frank (10259)

Caregiver/Care Recipient ‘

Associated People

Wait List ‘ Appomlments Medications

Programs.

Services ‘ Authorizations | Activities

Notes

START-STOP TIMER ‘ Demographics Referrals To Providers ‘ Forms

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

START-STCP TIMER | Damoguaptses. m Roforals To Provders  Fomes | Noted
Filten
Suns v Not Egue = - Clcead . AND v -

DOrvsion v +

P ] Tt ]

1 Scrsnning recordin) retuimed - now viewing 1 through 1

AT Screaneng Completed Buck, Jonnder

3. Select Track Status from the left-hand navigation. The Track Status list view page opens.

‘ WeIISky Human Services Elen whte  Track Status

11/30/ 2020 3-33 M

File  Tools
Screening _'_ﬁﬂ!"mm
Nows BB

10077 Scmening Reterral || 1082020 0| fouct 1SS IATEM |

] Swos | swwsDue | End Date | Comments LastupsslesBy  Lastupsie | Duiato AN
\

m o074 smm»;taw 110472020 31 11052020 |4 Juck 1~.~4mmnosnwl
10073 | Cortact Soczmsstd | (11042020 Lo || 11042020 4 [ jbock 14402 110457 P |
10372 | Cortact Atempt | (1110412020 3,.11‘9-:2{120 i | sk 1447020 110423 FM |
10071 Conoet Mengt 1 | [ 11/042020 123 | (11042020 |- ' [ et 142020 110457 P |
10070, Samening Referral | (1104020 || 11042020 |4 jouck 1042020 110032 PM |
1000 Scrvenng iz | o | st |1 036 M |
100} Open | oz A1z 3 | [t | 1020 1 se |

4. Select File > Close Track Status when done.
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Referrals to Providers

There are several types of Referrals to Providers in eCIRTS. These referral records are added at different times during the workflow and by different roles, but all
are added under the same “Referrals to Providers” tab in eCIRTS. The process to add a referral record is the same but the statuses and providers selected will

differ.
1.

I&R: will add a PSA/agency referral record when the client record created. This enables the ADRC to bill for intake services. A Client can have more than
one PSA/agency referral record if needed. (i.e. if a client switches PSAs.)

I&R: may add referrals to community resources that require 14 day follow up. Screening referrals have a separate 14 day follow up requirement and are
recorded on the Screening tab, not the Referrals to Providers tab.

Lead Agency: will add a Lead Agency referral record when the client record is created by the Lead Agency, so the Lead agency can bill for services.
CM/Assessors: will add a service provider referral records after the assessment is completed so the service providers can bill for services.

SNAP, SHINE and PEARLS referrals will also be managed on this tab.

Add PSA/ADRC Referral Record

For the ADRC to bill for Intake services, a referral record must be added for the ADRC’s PSA. eCIRTS creates this record automatically. There is custom
automation in place to automatically add the PSA/Agency Referral record when a client record is created. If the user completes the Agency Name field on the
Demographics page when the client record is first created, the automation will create the record. If they user does not, the PSA/Agency referral record will need
to be manually created.
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.
3 Contact Information
Homeless?
Address Type
Facility Name
Street 124 Main St.
Street 2 PO Box 555
Cly 3] Cear
State FL A8 Clear |
Zip Code 32639 A8} Clear |
County Levy A Clear |
PSA 3 A Clear |
Agency Name | Elder Options I S &) Clear |
Best Contact [(259)744-8878 '
Home Phone (321)624-9574

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

1. Navigate to the Client record and click on the Referrals to Providers tab.
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White, Ellen M (10005)

Caregiver/Care Recipient
Associated People Wait List | Appointments Medications

Programs | Services | Authorizations | Activities

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

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

— —

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

2. From the File menu, select Add Referral Details.

File Ticklers View Contacts

Add New Client - Search For Existing Quick Search

" Add Referral Details

Clients

Print

Participating

MY WORK CONTACTS CLIENTS CLIENT GROUPS

3. The Referral details page will display. Update the following fields:

D oo T o

Division: This field will display AG and is read only

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

Referral Date: This date reflects when the referral was made and defaults to today.
Provider/PSA: The user must select if this is a Provider or PSA referral record. Select PSA.
Provider: Select the name of the PSA from the dropdown

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

DEFAULT.WORKER-PSA.01
DEFAULT-WORKER.PSA.02
DEFAULT-WORKER-PSA-O3
DEFAULT-WORKER-PSA-04
DEFAULT-WORKER-PSA-05
DEFAULT-WORKER-PSA.06
DEFAULT-WORKER.PSA.O7
DEFAULT-WORKER-PSA.08
DEFAULT-WORKER-PSA.09
DEFAULT-WORKER.PSA.10
DEFAULT-WORKER-PSA-11

a8 WellSky

LASTNAME

DEFAULT-WORKER-PSA.DT
DEFAULT-WORKER-PSA-02
DEFAULT-WORKER-PSA-03
DEFAULT-WORKER-PSA-D4
DEFAULT-WORKER-PSA-OS
DEFAULT-WORKER-PSA-06
DEFAULT-WORKER-PSA-O7
DEFAULT.WORKER-PSA-08
DEFAULT-WORKER-PSA.09
DEFAULT-WORKER-PSA.10
DEFAULT-WORKER-PSA-11

g. Status: This field displays the status of the PSA referral record and is either Active or Inactive.

Active PSA referral records will always be active unless the client has switched PSAs. Then, the new PSA
record would be active, and the original would be inactive.
Inactive When a client moves PSAs, the original PSA will be inactive.

h. Status Date: This field reflects the date of the status change.
i. Comments: This field will display notes if applicable.
j.  Provider Referred Services: This section does not apply to PSA referral records. Skip it.
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File

Michele Keck

4/12/2022 5:30 AM

Referral
Details

Division
Referred By
Referral Date
Provider/PSA *
Providar
Worker

Status *
Status Date

Start Date

Commants

AG

Buck

PSA

Area Agency (

uthwest Floada. Inc -. * ' Ds

Provider Referred Services

Primary Referred Service
Secondary Refetred Service

Tertlary Referred Service

4. From the File menu, select Save and Close Referral Details.

Client Changes PSAs

If the Client changes PSA’s the Referral record for the original PSA will need to be closed, to stop their access to bill services for the Client in eCIRTS. A new
Referral record for the new PSA will need to be opened, giving them access to bill services for the Client. There might be overlap where both PSA Referral
records exist for a client in eCIRTS. Clients can also change PSAs temporarily, in the case of a hurricane. Since the I&R and ADRC roles can access clients across

PSAs, no changes will need to be made to the client record to add the new PSA, unless that PSA needs to bill for services for the client.

1. Navigate to the Client record and click on the Referrals to Providers tab.
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White, Ellen M (10005)

Caregiver/Care Recipient

Associated People | WaitList | Appointments | Medications

Programs | Services | Authorizations | Activities

START-STOP TIMER | Demographics | Screening
()-Filters

Status A Mot Equal To N Closed N AND w »

Provider/Agency v +

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

2. Select the original PSA Referral record from the list.

Division Provider/Agency o
AG ADRC - PSA 10

Referrals To Providers

[Forms Notes

Status
Active

Referral Date
01012020

[N'. | Aging and Disability Resource Center of Broward Coundy, Ine

Active

1

AG VAN Servcon Provider

3. The Referral Details page will display. Update the following fields:
a. Status: select Inactive

b. Status Date: Enter the date the record is being inactivated.

c. Comments: This field will display notes if applicable.
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ELDER AFFAIRS Michele Keck Referral
\ 4/12/2022 9;30 AM Details

Flie

Division AG
Reforred By Buck Jennife o B
Referral Date M12/2022 i

Provideo ¥ SA PSA v

Providar Area Agency on Aging for Southwest FIonsa, e =.> ' wia
Worker DEFAULT-WORKER-FSA-05 [ ?-"— g s

Status

Stutus Date

Start Dote

Comments

4. From the File menu, select Save and Close Referral. The original PSA record is now closed.

5. To add the new PSA referral record, return to the Add PSA/Agency Referral Record section.

Add a Referral to Community Resources

Referrals to community resources can be made at any time, including before or after a screening is completed. I&R will note that a referral was made on the
contact record but jump over to the client’s Referrals to Providers tab in eCIRTS to add the referral record. Use the “Referral” status which triggers the 14 day
follow up for the I&R specialist.

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

1. Click on Referrals to Providers tab.
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White, Ellen M (10005)
Caregiver/Care Recipient
Associated People | Wait List | Appeintments | Medications

Programs | Services | Authorizations | Activities

START-STOF TIMER Demographics Screening Referrals To Providers JForms MNotes

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

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

2. From the File menu, select Add Referral Details.

File Ticklers View Contacts

Add New Client - Search For Existing Quick Search

" Add Referral Details

Clients

Print —
" [_I Participating

MY WORK CONTACTS CLIENTS CLIENT GROUPS

3. The Referral details page will display. Update the following fields:

a. Division: This field will display AG and be read only
Referred By: This field will display the worker who added the Referral record.
Referral Date: This date reflects when the referral was made and defaults to today.
Provider/PSA: The user must select if this is a Provider or PSA Referral record. Select Provider.
Provider: Search for and select the generic “Community Resources” provider record.
Worker: search for and select the Generic worker for your PSA according to the list below:

-0 oooT
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FIRSTNAME

DEFAULT.WORKER-
DEFAULT-WORKER.
DEFAULT-WORKER-
DEFAULT-WORKER-
DEFAULT-WORKER.
DEFAULT-WORKER-
DEFAULT-WORKER.
DEFAULT-WORKER.
DEFAULT-WORKER.
DEFAULT-WORKER.
DEFAULT-WORKER-

PSA.DN
PSA-02
PSA-03
PSA.O4
PSA-05
PSAD
SA.O7
PSA.08
PSA.09
PSA.10
PSA-N

Ak WellSky

LASTNAME

DEFAULT-WORKER-PS
DEFAULT-WORKER-PS
DEFAULT.-WORKER-PSA-03
DEFAULT-WORKER-PSA-D4
DEFAULT-WORKER.PSA.OS
DEFAULT.WORKER-PSA.06
DEFAULT-WORKER-PSA-07
DEFAULT.WORKER-PSA-08
DEFAULT-WORKER.PSA.0S
DEFAULT WORKER.PSA.10
DEFAULT-WORKER-PSA-1

N

»

QO
N

A
A

g. Status: select from the table below:

Referral

I&R will make the referral on behalf of the client. This will require a 14 day follow up to ensure
the client’s needs have been met.

Referral ADRC

The ADRC will make the referral on behalf of the client. This will NOT require a 14 day follow up.

Notification

This status is used in the SHINE referral process.

Referral Complete

Later in the workflow when the 14 day follow up is completed, if the client’s needs have been
met, the status will be changed to Referral Complete.

Referral Incomplete

Later in the workflow when the 14 day follow up is completed, if the client’s needs have not
been met, the status will be changed to Referral Incomplete.

Referral Not Needed

Used for Lead Agency and Service Provider referrals.

Closed

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

h. Status Date: This field reflects the date of the status. Backdate it when needed.
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i. Start Date: this field is the date the referral was made. This date will stay the same. The Status date may change.
j. Comments: This field will display notes if applicable.

g Wells

k. Referred Services: This section will display up to three services the client is seeking from the provider. These are optional fields if they apply to
the PSA. If not, leave them blank.

i. Primary: The primary service needed for the client.
ii. Secondary: The secondary service needed for the client.

iii. Tertiary: The tertiary service needed for the client.

Ellen White

3/20/2021 3:23 M

Flle
Division * AG
Referred By Suck. Jennifer (=T
Referral Date 03572072021 [
Provider/PSA * Provider v [
Provider * Meals R Us v
Pravider Worker Buck. Jennide -u
Status Referral -
Status Date 067202021

Start Date

Commonts

021 i

Provider Referred Services

Primary Referred Service
Secondary Referrod Service

Tertiary Referred Service

Home Delivered Meals

4. From the File menu, select Save and Close Referral.
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14 Day Follow Up for Referrals to Community Resources

Referrals made by I&R to community resources require a 14 day follow up. eCIRTS will help manage this process by reminding the I&R Specialist who created the
Referral record to follow up with the client to make sure the client’s needs were met. Only Referral records with statuses that equal “Referral" will trigger the
Workflow Wizard. I&R specialists will not create contact records to start/stop the clock for the 14 day follow ups. Referrals made by the ADRC do not require
follow up.

Note
@ This process may be revised in Phase 2.

1. When the Referral record status: Referral, a Workflow Wizard will be triggered for the I&R Specialist saving the Referral record. Referrals with Status:
Notification or Referral ADRC will not trigger the Workflow Wizard.

2. Daily, the I&R Specialist will monitor My Work for new ticklers. Service referral follow up tickers will be due 14 days from the date the referral was made
and are visible from My Work > Clients > Ticklers.

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

‘ Referrals/Notifications ‘

‘ Notes ‘

‘ Ticklers ‘

Ticklers 2

{Alen Notes l

3. Select Ticklers to display a list of ticklers currently due.
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Use the Search filters at the top of the page to narrow down your results if needed.

Welcome, Jennifer Buck  Ticklers

127312020 S0 PN v

-

Flitars
Satus v Equa To v New v AND v x
CaseNo v +

Apply Alert Days Before Due

Locate the 14 Day Follow Up Reminder for Referrals to Community Resources.
w

FLDER AT l.\lR.S‘ welcome, Jennifer Buck | Ticklers
10/28/2021 4:54 PM v

File

Filters
Stalus v Equal To v Newo v AND v x
Client IO v +

1 Apply Alest Days Betore Due

Seare? . .}u~v'
133 Ticklers record{s) retumed . now viewing 1 through 15
Chent 1D Clisnt Nome Tickier Name Status Date Created » Date Due Date Completed | Assigned To
110005 "Wiste, Ellen | 12 Day Folow Up Remnder for Referrais to Commursty Resowces | New 110282021 ITiri2021 Buck. Jarmifor v I

1 A%

Y VAMME; Y r ] . Y Y
signed and the CARES Staffing Foem = complete Vow 1025202 102522021 Buck. Jernifee "

110259 "Fountain. Frank
Select the Tickler to open the Notes page.

If you need to look up additional information on the client record before adding your note, use the flyout menu to the right of the tickler to select View
Client Record. This is a short cut to open the client’s record.
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ELDER Al l'MRS‘ welcome, Jennifer Buck = Ticklers
10/26/2021 4:54 P4 v

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

! Apply Aert Days Betore Due

e
133 Ticklers record{s) returned . now viewing 1 through 15
Client1ID | Client Name Tickler Name Status = Date Created » Date Due Date Completed Assigned To
10005 White, Ellen 14 Day Fokow Up Reminder for Referrals 10 Commundy Resowrces | New 10282021 11719720214
| grhci | ea | Ciose the CARES program tecced sfler the CARES €03 Form s | [P A
'VC<..* ‘hr.mtam Frank | signed and tha GARES Stafing Form 15 Compiste. ANN ' 10r252021 '|.l-z‘.~2{l.'1
Close the CARES program recoed afler !ie CARES 603 Form i 0y Ny
| 10001 | Sempaca. Marna skziod and iy ;mgsm@ Fomis complew (New | 10222021 10222021
10001 Simpeoc, Martha Cioss e CARES program racord aher e CARES 603 Form s New 10222021 102272021

signed and the CARES Stafing Form is complete

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

9. The Note Details page displays. Update the following fields:
a. Note Type: Community Referral Follow Up
b. Note Sub-Type: the I&R Specialist will select a Note Sub-Type according to the table below.

Sub-Type Use

14-Day Follow Up The referral follow up has been completed within 14 business days.
Completed

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

c. Description: leave blank
d. Status: Complete
e. Note Recipient: Leave blank

10. When finished, from the File menu, select Save and Close Notes.
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11. The tickler is marked as complete when the note is saved. The Workflow Wizard window can be closed.
12. The Note is visible on the client Notes tab.
13. The I&R Specialist must also update the status on the Referral page. Navigate to the Referrals to Providers tab and select the referral record.

14. Update the status according to the table below:

Referral Complete The 14-day Referral follow up was completed in 14 days.

Referral Incomplete The 14-day Referral follow up was not completed in 14 days.

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

Add a Lead Agency Referral Record
If a Lead Agency will serve as the provider of client specific or aggregate services, the Client must also be associated to the Lead Agency. This is also done by

adding a Referral record in eCIRTS for the Lead Agency. The Lead Agency typically adds this referral record in eCIRTS.

1. Navigate to the Client record and click on the Referrals to Providers tab.
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White, Ellen M (10005)

Filters
Status A Mot Equal To
Frovider/Agency +

Caregiver/Care Recipient

Associated People

Programs | Services

Appointments Medications

Activities

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

hd Closed

2. From the File menu, select Add Referral Details.

File Ticklers View Contacts

Add New Client - Search For Existing

Quick Search

" Add Referal Details

" Print

MY WORK

3. The Referral Details page will display. Update the following fields:

a. Division: This field will display AG and is read only
Referred By: This field will display the worker who added the Referral record.
Referral Date: This date reflects when the referral was made and defaults to today.
Provider/PSA: The user must select if this is a Provider or PSA referral record. Select Provider.
Provider: Select the name of the Lead Agency from the dropdown
Worker: select the name of the Generic Worker for the Lead Agency

~0oo0T

1-855-WELLSKY

| Participating

CONTACTS

AND » S

— —

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

Clients

CLIENT GROUPS

WellSky.com

Motes

s, WellSky
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g. Status: This field displays the status of the referral record. Select Referral Not Needed.
h. Status Date: This field reflects the date of the status.
i. Comments: This field will display notes if applicable.
j.  Provider Referred Services: This section can be completed by the Lead Agency if desired. If not, skip it.
ELDER AFFAIRS ‘ Michele Keck Referral
4/12/2022 9:30 AM Details
File
Division * AG
Referred By Buck, Jennifer [ - | Clear | Details
Referral Date 041212022 |CHl
Provider/PSA * [ Provider v |*

" % 1 J etaills
Provider CITRUS COUNTY SUPPORT SERVICES [ | Clear R
Worker * CITRUS COUNTY SUPPORT SE |l o1l Details
Status * | Referral Not Needed v |
Status Date 04/01/2022 i
Start Date 0410112022 | CHl
Comments

-

4. From the File menu, select Save and Close Referral Details.

Add a Referral to a Service Provider

sl WellSky

Once the assessment is completed and the client is active in a program, the providers who will deliver services to the client must have a referral record for the
client in eCIRTS. Otherwise, they will not be able to bill for services. These records are added by the Provider or Case Manager who completed the assessment
and adds the Service records. See the Services section for more details on adding service records in eCIRTS.

1. Navigate to the Client record and click on the Referrals to Providers tab.
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White, Ellen M (10005)

Caregiver/Care Recipient
Associated People | WaitList | Appointments | Medications

Programs | Services | Authorizations | Activities

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

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

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

2. From the File menu, select Add Referral Details.

File Ticklers View Contacts

Add New Client - Search For Existing Quick Search

Add Referral Details

Clients

Print

Participating

MY WORK CONTACTS CLIENTS CLIENT GROUPS

3. The Referral details page will display. Update the following fields:
a. Division: This field will display AG and be read only
Referred By: This field will display the worker who added the Referral record.
Referral Date: This date reflects when the referral was made and defaults to today.
Provider/PSA: The user must select if this is a Provider or PSA Referral record. Select Provider.
Provider: Search for and select the name of the Service Provider. The one that will be delivering the services to the client.
Worker: Search for and select the Default Worker record for the provider. Each Provider record has a generic Default Worker record associated
to their record.
g. Status: select Referral Not Needed.

ol
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h. Status Date: This field reflects the date of the status and will be the same as the Start Date for service providers.
i. Start Date: This is the date the provider can begin billing for services for this client. It must be before the first date the provider needs to bill
services for the client.
j. Comments: This field will display notes if applicable.
k. Referred Services: This section will display up to three services the client is seeking from the provider. These fields are optional and only used by
some PSAs.
i. Primary: The primary service needed for the client.
ii. Secondary: The secondary service needed for the client.
iii. Tertiary: The tertiary service needed for the client.

- Referral
HLDER AFF d&\‘
: 4/14/2022 136 PM Details

File

Divislon AG
Referred By Buck.Jennite ks
Referral Dote 04/14/2022

ProvideoPSA Prownder v |

Provider THE BEST MEDICAL MONITORING ﬂ. &
Workor MDESD CCPE MEAL PROVIC 75-.- e . ot

Status Referral v
Status Date O4/14/2022
Start Date 04/14/2022

adding referral record 50 prowdsr can bill services m gCIRTS
Comments

Provider Referred Services
Primary Referved Service Adult Day Care v
Secondary Referred Service v

Tertiary Reforved Service v

4. From the File menu, select Save and Close Referral.
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Track Status of a Provider Referral

You can view a quick snapshot of the status history of a Referral to a Provider record in eCIRTS. Any change to the status of a Referral to a Provider record will be
noted on the Track Status Detail screen along with the date of the status change.

1. Open the Client record and select the Referrals to Providers tab.

White, Ellen M (10005)
Caregiver/Care Recipient
Associated People Wait List | Appointments | Medications

Programs | Services | Authorizations | Activities

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

(v)-Filters
Status w Mat Equal To hd Closed w AND w x

Provider/Agency v +

“-;7: Iill .ii:.:':.

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

2. Select the Provider referral that you want to view from the list view grid.
“hlte. Ellen M (10005)

Caragrvw'Care Recowant

Associated Fecpia | WatUst | Appoistments | Medeations
Autramaions Altvelss
Demogragnes  Scrsanng | Retsrale ToProvidens | Forme | Notes
Fiiters '
Statos v v Close v AC v L]
Frovoeciagency v -

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

— SEERE N SAURY SO —
l A Tramsooriston Froviders bk Reterral $027/2020 ]
TAE T R BT TOGTTITY
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3. Select Track Status from the left-hand navigation.

a8 WellSky Human Services

File  Tools
Refarmal —3 recores) rebamed —————————— e
Status Status Date End Date

Prowier Workers

Relorral Neeos Met! | 141772020 o

@h& Relerral Complete | 110472020 4| 11777020 |4

Aeterral 027000 1! 11040 |4

The Track Status list view page opens.

Ellen White Track Status
1130/ 2020 3:37 MM

|Comments | LastUpcoted By | LastUpdaied Delete Al |
mesed 72020 748:46 PM ’
lltudc ‘11,4!2\:(20711!.\‘“ ' | ’
[jouck [ v0z72020 11:42:08 20| ’

4. Select File > Save and then File > Close Track Status when done.
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SHINE

Referrals for the SHINE program can be received by the Helpline/I&R Specialists or SHINE staff can receive a call directly from an interested client. Regardless of
the entry point, the process in eCIRTS will be the same. A referral record will be created for the SHINE program and the SHINE Data Form will be completed in
eCIRTS. The SHINE Liaison will be assigned as the worker. The SHINE Liaison will be responsible for assigning a SHINE Counselor and documenting their name on
the SHINE Referral record in eCIRTS. The SHINE Liaison will notify the SHINE Counselor and provide the SHINE Data form information. The workflows for the
SHINE Counselors will remain outside of eCIRTS. PSAs have the option to document unsuccessful contact with the client in eCIRTS if they choose.

Record the Contact

1. &R or SHINE Staff can receive calls for clients interested in the SHINE program. I1&R staff will record the call details on a Contact Record in eCIRTS and
create a referral record. SHINE Staff will just create the referral record. Skip to step 14.

Note
0 This process may be revised in Phase 2.

Note

0 A Client record must exist before a Referral record can be created. See the Adding a New Client Record or Search for an
Existing Client record section of this manual for more information.

2. Using the Role: I&R Specialist, navigate to the client’s record and select the Demographics tab.

3. The I&R Specialist with ‘start the clock’ by opening a contact record. From the File menu, select Add Contact.
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-:M-\n\m-\ Last Usdated by Ibuck

Martha Ssmpsan Demographics

File Edit Tools Reports Ticklers View Contacts Word Merge
A Nerw Clermi - Ssarct) fon Enang 7207 CLIENTS
Fnm
Prionty Scom
| s 1
Assosameot Uate gurnan

Hank

EMS Relosse Date

Simpson, Martha (10001)

Demographics

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

TOS3ITATITIORSO Q0T

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

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

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

Received By: Required. defaults to the user adding the contact record.
Agency: Required. Select your PSA from the list

Entry Point: Select I&R

Contact Method: Required. defines how the contact was received

Contact Type: Select Information.

Contact First Name: Defaults to the Client First name. No change are needed.
Contact Last Name: Defaults to the Client Last name. No change are needed.

Contact Person Phone: Defaults to the Client best contact phone number. No change are needed.

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

. Anonymous?: skip. This does not apply.

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

5. From the File menu, select Save Contact. Do not close the contact record.
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6. From within the open contact record, select the Resources Provided subpage.

= 10400 Contact
paated by 1buck

2021 $:44:25 AM

File Tools Reports

| Contact | Contact Information
Divisaon AL
Contact Date Q773002021

Track Status

Comact Tune 0828 AM
Recerved By * Tost Worker v
Mency Advamags Agng Solutons v
Entry Point AR v’
Contact Memog Phonea ,’;,3.] ~

7. From the File menu, select Search Resources Provided.

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

File  Reports

| Search Resources P ed

fint esct |

|\ Close Resources Provided -eturned

Track Status

8. The Resource Search is displayed. The most frequently used search criteria is displayed, but the user can change any or all of them at any time, if
needed.
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Contact 1D = 10400 Resource

19:56 AN Search
File
Sexch
w
Appty Filter in Seaech u [T Shony Fitae
Filtees
Agency S rogr ame v oty A [" AND v x
Sence Arsa v nim v AND v x
Senica Al C v Contan - AND v x
Service Avea 2o e Vv niam v WD v x
a SR v tan e AND v x
AQencProgram Name v +
(PO a r—)
, TIP
g It is fastest to use the Text Search at the top of the page when searching by one data element (i.e. Meals)

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

9. Select the filter(s) and enter the data. Click Search.

10. The SHINE resource is displayed in the list.

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

NOTE
0 The large + will display the service information for all resources in the list. The small + will
display the service information for one resource at a time.
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FLDER AFFAIRN Contact ID = 10470 Resource
‘ 10734/2021 32:40 PM Search
Flle
Search
I SHINE
_ Apply Fizer in Search Show Fites
v Fivers
AgencyFrogiam Name v Contans w AND v k)
Service Area City v Contans ~ AND v -
Serace Area County ~ Contans v AND v x
Servite Asea JpCose v Contans v AND » A
Taxonsory TermiSerce v Contans - AND ~ x

Agency'Program Name v +

Seorch ) rotumed - now viewing 1 hrough 1
u AgencyProgram Name Adcress Street Phone Number Do NOT select this bex
@ SHINE -
Senor Communty Sernce Employmen Sroglams |

12. Record the information you shared in eCIRTS. This is done by selecting the Service record(s) under each Resource. Use the Select Service checkboxes.
1 Resource Search record(s) fqtumod - now viewing 1 through 1

' 1 Agency/Program Name . Address 1 Street " Phone Number i Do NOT select this box.|
|E | SHINE .
) | Servor Community Serace Employment Programs
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. NOTE
O Do not use the other check boxes on the right of the screen labeled, Do NOT select this box. Once the service checkbox is
selected in the step above, the application will automatically check the required boxes in the Do NOT select this box field. The
user should not select or unselect any of the Do NOT select this box checkboxes.

.. 1 Resource Search record(s) retumed - now viewing 1 through 1
v

Agency/Program Name . Address Street Phone Number Do NOT select this box

® | SHINE ‘ >

13. From the File menu, select Save and Close Resource Search. The page refreshes and a notification window displays noting the referral records have
been saved successfully.

1sshntrl mediware com say

TIP
‘ g The term ‘referral’ in this window is an eCIRTS term and is not a screening or referral to

community resources. The message is telling the users the resources have been tagged to the
contact record.

14. Keep the contact record open and return to the open client record.

Add the Referral

1. Using the Role: eCIRTS Special Programs or I&R Specialist, navigate to the client’s record and select the Referral/Notification tab.

2. From the File menu, select Add Referral.
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Ticklers View Contacts

CLIENTS

3. The Referrals details page will display. Update the following fields:

a.

~0 oo T

._.T‘._'._'D'

1-855-WELLSKY

Division: This field will display AG and be read only

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

Referral Date: This date reflects when the referral was made and defaults to today.

Provider/PSA: The user must select if this is a Provider or PSA referral records. Select Provider.

Provider: Search for and select SHINE- SERVING HEALTH INSURANCE NEEDS OF ELDERS

Worker: Search for and select the name of the SHINE Liaison who will assign the SHINE Counselor. If the SHINE Liaison is not known, select the
Generic worker for your PSA.

Note

0 Some PSAs have the I&R specialists assign the SHINE Counselor. They would still add SHINE Liaison as the Worker and add
the SHINE Counselor name in the next field.

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

Status: Select Notification if the referral was assigned to a SHINE Liaison. Select Referral Complete if the SHINE Counselor is already known.
Status Date: defaults to today, the day the status was selected

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

Comments: use if needed

Provider Referred Services: this section does not apply to SHINE referrals. Skip it.
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am WellSky

Human Services

Elien White

33472021 11:1% AM

Referral

Ak WellSky

File
Division * AG
Reforred By Buck, Jennifer -m Deta
Referral Date D540 :
Provider/PSA * Prowder v [
Provider * SHINE - SERVING HEALTH INSURANCE NEE v | Detaibs
Provider Worker * Reed Monica .u Deta
SHINE Counselor Name
Status *
Swatus Dote D&/1472021
Start Date 05/14/2021 -_
Comments
Provider Referred Services
Primary Relerred Service v
Secondary Referred Service -
Tertlary Referred Service .

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

5. The SHINE Data Form is also completed in eCIRTS.

SHINE Data Form

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

1. Select the Forms tab. From the File menu, select Add Form.
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2. Select the SHINE Data Form. The content of the form displays.

3. Seethe Add a Form section for details on adding a form. In the Header, the Review type should be Initial.

| i WellSky Human Services

File

Pleass Select Type: | SHINE Data Form

Consumer Assessments
Division ~

Faviaw Date *
Statue

Completed By

SHINE Program Contact Information

AGwv

O70Y021

Draft

v

=

Review "
Worke: * Reed, Monka

Sarvice Provides

Comploted Date

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

(S

Client First Name
Client Last Name:
Client Street 1
Client Street 2
Client City:
Client State
| Client Zip Code:
Client Address Type:
Client County!
Client Home Phone;

Client Emai:

Elen

White

123 Home 32

TALLAMASEEE

anane

Ellen White Form

7/1/2021 2:01 "M

TR

4. Answer the questions in the form.

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

Consumer Assessments

Division * Review * [ Initial v

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

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

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

Close the Contact

1. If the I&R Specialist took the referral, he/she will close the contact record created in step 4 to ‘stop the clock.’

2. The I&R Specialist will return to the open Contact record and update the following fields:

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

3. From the File menu, select Save and Close Contact. The work of the I&R Specialist is complete.

Monitor Incoming SHINE Referrals

1. The SHINE Liaison, the person assigned as the Worker on the SHINE referral record, will monitor My Work for incoming SHINE referrals.
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Division * AG

Referred By Buck. Jennder .m Detaits

Referral Date 05/1412021 |

Provider/PSA * Provider v [

Provider * SHINE - SERVING HEALTH INSURANCE NEE v | Deta
vauvidu Worker * mn ] E—

SHINE Counselor Name

Status [Notification v

Status Date 0S40

Start Date 05/14/2021 3

2. Select Clients > Referrals to Providers > Notifications to display a list of incoming SHINE notification records.
MY WORK J CONTACTS CLIENTS CL

CLIENTS

Scraening
Programs

Referrats/Notifications

Acta

I Nobheabon f
ol Y

Refairal 10

Refatral Complete

Refesral Unmot Noeds
Notes
Ticklers

| Appomiments
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3. Select arecord from the list. Proceed to step 19.

8 WellSky Human Services

File

Filtees
Suats v Equal To v Notdcatca v AND v x
Status v +

—

5 MetarralsdNotiNications record(s) retumed - now viewing 1 IMough 5

UILIEN

Whise Elen

I 10CCs
Yoces

100Cs VWhas Elsn

Ve Evan TERINE - SERVING FEALTH INSURENCE NEEDS OF ELDERS

SHINE - SERVING HEALTH INSURANCE NEEDS OF ELDERS

SHNE - SERVING HEALTH INSURANCE NEEDS OF ELDERS

k. WellSky

weicome, Jennifer Buck [ Referrals/Notification:

571472021 2;42 A1

v

Lipe
Buck Jenndar Notife aton SIS2021 1200 00 AM

TBuek Janndar

Buck Jennder

NeaT At
Notitieaton

4. Any other worker on the SHINE record can also monitor incoming referrals from the SHINE Provider record.

TSV 17 00 00 AU =

SMER2021 120000 AM

—
MY WORK CONTACTS CLENTS CLIENT GROUPS AGENCIES J PROVIDERS
SHINE - SERVING HEALTH INSURANCE NEEDS OF ELDERS (1008¢)
Pronder ID Nambers | Linked Pronders = Dwectory info | Hours |~ Condeons | Service Area
Promdens  Divisions ‘}M“ Seratas  Refermls  Authorzasons  Forms  Contracts | Nosss  Cradentals
Filters
Membey 1D v +
“"?“’i‘ .'-.‘"”i,l
3 Workers record{s| returmed - now viewing 1 throogh 3
Il Worker Namo a Title Phone Number Work Phone Call Phane Active
iB..:- Jervatar Tros
| Chansed Anng Trus
Reed, Monica True

5. Select the Providers chapter. Search for and select the SHINE Provider record. Select the Referrals/Notification tab.
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CONTACTS CLIENTS CLIENT GROUPS AGENCIES

MY WORK

l?snms - BERVING HEALTH INSURANCE NEEDS OF ELDERS {10036) l‘

hons  Service Area

y "
Provider ID Numbees | Linked Provders

o JAuthorizations | Forms

Proyiders = Divesione | Wiekees | Seevice
Filters —
Status v Not Equal To v Ciosed v AND v~ x
Status v +
(S —
3 Refermals/MNotifications record{s) retumed - now viewing 1 through 3
Division Client ID Chient o Status
AG 10005 White Ellen Natification
AG 1005 White. E¥en Natfication
AG 10006 White, Elen Notificabon

Notes

Coniracts

Q5142021
snenaR

a8 WellSky

REPORTS
Cradentals | Agancies
Start Date View Record
Vi
View
Viera

6. A list of SHINE referral notifications displays. The user can filter the list for those assigned to their PSA’s SHINE Liaison by filtering by Enroliment Provider.

The List can be filtered further by searching for only those with a status of Notification.
C ‘1 _m“‘ HEsOURCEY

WY WORK SONTAGTS LUENTS CLIENT GREPS AGENTIES

Legacy v‘mum Locm
-
SHINE - Secving Heafth Inssranca Weeds of Elders (32260)
Sovien Ama

Brovder 10 Nymiseny Linkeg Poouses

Pezwiors  Ovmasnm | Aok Secvces “ Achcrzatoms  Cortracts | Metes | Agercies
' Pl
Eriment Pricde v Cartam - AND » x
Saus v Cottarn - AD > x
Enaiment Prosde v -
2501 RalerralaNSUBCataes rocoodln) inoinmd - sow shemrg | Biiegh 15
Ol

SOIRES Clent 10 Cevtalon Erestimarns Provider

7. Use the View link to view the client’s record.
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MY WORK CONTACTS CLIENTS CLENT GROUPS AGENCIES m RESOURCES REPOATS
SHINE - SERVING HEALTH INSURANCE NEEDS OF ELDERS {10096)

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

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

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

LSSy

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

© Owhion | Chmio [ Cilont a L st [ St Dute a Voew Recors |
AG 10005 Viute, Een Nets mson Vew
A3 | oos | Waste En Nethexven 0511417021 [ View
A | 1coos | Weeta 20 | Notseuscn |osrsaz02s ™
SHINE Counselor Assigned
1. Select the Referrals/Notification tab of the client record. Select the SHINE record from the list.
White, Ellen M (10005)
Cangver'Cars Hec gt
Case Refations | Adhorgations | Actwbied  Medeatons
StanSip  Demogaphes  Screaning m Programs  Foems | Seeizes | Watlist | Notss | Agpowtments
Filmrs
Statas v Not Egaal To v Closad - AND » *
Provdarniagency v +
15 ReferralsMNotifications record|s| returned - now viewing 1 through 15
| Oivision Providor/Agency Status Reterral Dsto
" SHINE - SERVING HEALTH INSURANCE NEEDS OF ELDERS [ Wetfeaton | 051472021 1
ooy ’ .
A ADRC -PSA Y0 Actve 01012020
'AG Transgornaton Frowders inc :Mrm { 102772020
AG A Services Provnder Referral 10272020
LAG Al Sersres Provde Refarrw W00
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2. The Referral Details page displays. SHINE Liaison or SHINE worker will assign the SHINE Counselor and document his/her name on the SHINE referral
record. Update the following fields:
a. SHINE Counselor Name: enter the name of the counselor in the text box.
b. Status: Referral Complete

Referral
s al
Flie
Reterr gt Direvsson A
Provider Workers Retaned By Suck. Jennite: S
Relercal Dot 1020 g
ack States
ProvidesPSA Providar v ©
Froaiche SHINE - SERVING HEALTH INSLURANCE NEEDS OF ELOERS
— —— —
SMINE  ounselor Neme
Status Referral Compiste
Saatis Dote oA
Saat Date L

Commesets

Provider Referred Services
Primary Releried Sarvice ~
Secondery Qefored Serwice ~

Tertiary Ratucred Service e

3. From the File menu, select Save and Close Referral.

4. The SHINE Liaison or SHINE Worker will send the SHINE Data Form data to the assigned Counselor. This can be completed by printing the SHINE Data
Form to a PDF and attaching it to an email, or via a data export using the SHINE Form Data Export report.
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weicome, Jennifer Buck | Reports 1y
A > u eTRTS_ADMIN " u

Ilhl.:\ll\'ll\‘ #/12/2022 11:37 &N v

File Reports

rep ety

Category DOEA Custorn

Chck an Run Report o view report.

nk for APCL Chess

5. The SHINE Counselor will contact client and record their progress outside of eCIRTS.

Tracking Unsuccessful Contact Attempts
For those PSAs that want to track unsuccessful contact attempts in eCIRTS, if the SHINE Counselor does not successfully contact the client after three

1.
attempts, he/she will send a No Contact Letter and inform the SHINE Liaison outside of eCIRTS.
— Note
@ In Phase 1 the SHINE No Contact letter will not be in eCIRTS. In Phase 2, the SHINE No Contact letter can be added to
eCIRTS. The SHINE Counselor would tell the SHINE Liaison about the unsuccessful content attempts, and the SHINE Liaison
would print the SHINE No Contact letter from eCIRTS and send to the client.
2. In eCIRTS, the SHINE Liaison will navigate to the Client’s record and select the Referrals to Providers tab.
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3. The SHINE Liaison will select the SHINE Referral record from the list.

4. The Referral Details page displays. Update the following fields:
a. Status: change from Referral Complete to Referral Incomplete
b. Comments: add the details of the unsuccessful attempts

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

Note

0 If the client calls back after changing the SHINE Referral to incomplete, a new SHINE referral record will be created instead
of updating the original.
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PEARLS
PEARLS workflows in eCIRTS are documented in the PEARLS Training Supplement document.

& WellSky

SNAP

SNAP workflows in eCIRTS are documented in the SNAP Training Supplement document.
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Program Records

This tab is used to capture information about all programs a client is associated to, whether active, terminated or on the waitlist. In eCIRTS, there will be one
program record that will go through several statuses, APCL to APPL to Active. This is different than CIRTS where each time the status changed, a new program
record was created.

Some of these programs go through a traditional waitlist and enrollment process like MLTC, CARES, ADI, CCE, HCE, LSP, OA3B while others like EHEAP and AC are
less formal and do not. After a screening is completed, the programs the client may be eligible to be placed on the waitlist are identified. ADRC staff will add
Program records for each of these programs the client is interested in. If there is not a wait list for one of the GR programs, the ADRC staff can make the client
Active in the program. ADRC Staff cannot make the client Active in the OAA programs, even if there is not a waiting list. That access is limited to Lead Agency and
OAA Providers only.

Later in the workflow these program records will be updated, when the clients come off the waitlist, go through the applicant process and become active. If a
client is no longer enrolled in a program, the program record will be updated with a Terminated status. Remember, in eCIRTS the same program record is
updated rather than creating a new program record each time the status changes.

There can also be generic programs used in the authorization and billing processes in eCIRTS. The generic programs is DOEA SERVICES. This program is
automatically added the first time a client record is created. A user does not manually add it and it must remain active on the client’s record in order to create
authorizations.

CAUTION

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

CAUTION

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

Add a New Program Record

1. To add a new program record, click on the Programs tab.
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2. From the File menu, select Add Program.

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

Michele Keck

4/12/2022 12:16 PM

Program

Division *
Referred From
Relerral Date

Program

Service

Status
Status Effective Date *
Historical Start Date/Billing Start Date *

Enroliment Provider

AG

ARC or ADRC
A 1272022

ADI - ALZHEIN

ADC

8AS|

CA

CHO

CcM

CNML

NEEPL

APCL Waitlist

=

MER'S DISEASE INITIATIVE v |l

34-02, DE (et g oo

a0 oo

1-855-WELLSKY

Division: This system-required field will display AG and is read only.
Referred From: This field will display who initiated the enroliment for this client.

Referral Date: This date reflects when the referral to the program was made and defaults to today. This date cannot be earlier than today.
Program: This system-required field where the user will search for and select the Program name.

WellSky.com

A WellS
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: Note
0 A new section has been added to the 701S, 701A and 701B assessments that lists the programs for which the client is
eligible to be added to the APCL waitlist.
The screener/assessor answers trigger questions within the screening/assessment that prompt the Yes or No value in this
section. These are the programs the screener/assessor should discuss with the client and if interested, the ones that will
become program records in eCIRTS.

Programs the Client is Eligible to be Placed on the APCL Waitlist

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

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

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

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

e. Service: This field lists the service (s) the client will be receiving under the respective program. Some PSAs place their clients on a waiting list by
Program and by service. For those PSAs that do not, leave this field blank. More than one service can be selected.
f. Status: This field is used to track the status of the client within the Program and will change over time. The list of statuses are in the table below:

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

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

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

APCR CARES Applicant Used by CARES. The ADRC will create the CARES record in Referral status and the CARES Staff will
change it to APCR CARES Applicant during the assessment and staffing process.

Pending This is the default value for all Program records and should be changed.

Referral Client is being referred to CARES or EHEAP.

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

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

Terminate — Billing This status is used when a client has been terminated from a program but providers may still be
entering billing.

Terminate — Active Client was active in the program when the enrollment was terminated.

Terminate — APCL Waitlist Client was on the waitlist for the program when the enrollment was terminated. The client may
have declined services.

Terminate — APPL Applicant Client was being released from the waitlist for the program when the enroliment was
terminated.

Terminate — APCR CARES Client had an active CARES Referral when the enrollment was terminated.
Applicant

g. Status Date: This field reflects the status start date and will change each time the Status is changed. The Track Status subpage is very helpful for
viewing a history of the statues.
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The client was placed on the CCE waitlist on 6/1/21. The CCE program record is created and the Historical Start Date/Record
Created Date is 6/1/21. The status of the CCE Program record in eCIRTS is APCL Waitlist and the status date is 6/1/21. 6/1/21
is the start date of the APCL Waitlist status.

On 9/1/21, the client is eligible to come off the CCE waitlist. The status of the CCE Program record in eCIRTS is changed to
APPL Applicant and the status date is changed to 9/1/21. 9/1/21 is the start date of the APPL Applicant status and the end
date of the APCL Waitlist status.

On 10/1/21, the assessment has been completed and the client becomes active in CCE. The status of the CCE Program record
in eCIRTS is changed to Active and the status date is changed to 10/1/21. 10/1/21 is the start date of the Active status and the
end date of the APPL Applicant status.

h. Enrollment Provider: Search for and select the Generic Worker for the enrollment provider. The enrollment provider may change depending on
the status. For programs like EHEAP and CARES, the name of the worker will be used. For all other programs, follow the table below:

Program Status Enrollment Provider ‘
GR APCL or APPL The default worker for the PSA or the Provider or lead agency

GR APPL or Active The default worker for the Lead Agency

OAA APCL or APPL The default worker for the Provider or Lead Agency

OAA APPL or Active The default worker for the Provider or Lead Agency

MLTC APCL The default worker for the PSA

MLTC APPL The ADRC worker responsible for the EMS Release tasks

MLTC Active The default worker for the Medicaid Plan. Assigned by the MLTC upload process.

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

1-855-WELLSKY
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Note
The Program tab enforces when billing can begin under this program for the client. The Referral to Providers tab enforces
when a provider can begin billing for the client. You don’t add the record until billing can begin.

j.  End Date: This field is used to record when the client is no longer receiving services in the Program. This field will be visible when the Status

contains Terminate.
k. Termination Reason: This field is used to record the reason for the disenrollment. This field will be visible when the Status contains Terminate.

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

~ Note
0 When Program: CARES, the CARES PSA field is displayed. See the CARES section for more information.
Ellen White Program
Updated by Jbock
9/2023 9:35:03 AM
File Tools
Program Division AG
— Refurred From ADRC v
- z Refurral Dats 2.
i lﬁ:ouum CARES - COMPREHENSIVE ASSESSMENT AND REVIEW FOR LONG TERM GA 7! |
Service v
Statis APCR CARES Appiicant v 7
States Date 52020
Stant Date 3423202 )
l-: ARES PSA [2A | |

Update a Program Record
Later in the workflow when the client’s status changes, for example moves from APCL Waitlist to APPL Applicant status, or from APPL Applicant to Active, the
ADRC or Lead Agency will open the existing Program record and update the status, instead of creating a new program enrollment record every time status

changes.

1. To update a program record, click on the Programs tab.
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2. Click on the Program record in the list view grid.
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3. The Program details page will display. Update the Status to one of the values in the table below.
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Status Use

Active Client is active in the program. Lead Agency and OAA Providers are the only ones who can
change the status of an OAA or LSP program to Active. ADRC staff can change the status of a
general revenue program to Active.

ADRC INSC ADRC INSC is used for billing only. This is replacing "Goal Achieved" status in CIRTS. You do not
add an additional enrollment if one already exists and is not in Terminate status. Doesn't matter
what the enrollment provider is.

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

APCR CARES Applicant Used by CARES. The ADRC will create the CARES record in Referral status and the CARES Staff will
change it to APCR CARES Applicant during the assessment and staffing process.

Terminate — Billing This status is used when a client has been terminated from a program, but providers may still be
entering billing.

Terminate — Active Client was active in the program when the enrollment was terminated.

Terminate — APCL Waitlist Client was on the waitlist for the program when the enrollment was terminated. The client may
have declined services.

Terminate — APPL Applicant Client was being released from the waitlist for the program when the enroliment was
terminated.

Terminate — APCR CARES Client had an active CARES Referral when the enrollment was terminated.
Applicant
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Encotmant Provider  RW1010ed Feom
Refarrad Dato
Track Status
Program

Program

AG
ARG or ADRC v
s B

ADs - ALZHEIMER'S DISEASE INITIATIVE Dotads

k. WellSky

ADC . l:
SAS) —
= = >
wrvice
an .
CNML I :

SEble -

Status * Actve v

Status Efective Date *

Mistodical Start Date/Billing Start
Data *

Active

APCL Waitlist
APPL Apphcant
ADRC INSC
Reterral

Referral ADRC
Referral Retumed
SEHO Services on Hold
Terminate - Active
Terminate - APCL Waithst
Terminate - APPL Appicant
Terminate - Biling

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

Changing Enrollment Providers on a Program Record

The Enrollment Provider has primary control over the client’s services in the program and is responsible for rescreening/reassessment the client annually when it
applies. Not all programs require an annual rescreening/reassessment. (i.e. EHEAP, PACE, AC) Once the Program record is saved the first time, if the Enrollment
Provider needs to change, it will be done from within the Program record. Select the generic worker record for the PSA, Lead Agency or Provider when adding an
Enrollment Provider, not a ‘real’ worker. The only exception is MLTC records. ADRC staff assign the MLTC program record to their worker record when working
EMS releases.

The enrollment provider may change depending on the status of the program according to the table below:

Enrollment Provider

Program Status

GR APCL or APPL The default worker for the PSA or the Provider or lead agency
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Program ‘ Status ‘ Enrollment Provider

GR APPL or Active The default worker for the Lead Agency

OAA APCL or APPL The default worker for the Provider or Lead Agency

OAA APPL or Active The default worker for the Provider or Lead Agency

MLTC APCL The default worker for the PSA

MLTC APPL The ADRC worker responsible for the EMS Release tasks

MLTC Active The default worker for the Medicaid Plan. Assigned by the MLTC upload process.

1. To change the enrollment provider of a program record, open the Client record and select the Programs tab.

SSN

DoB 1110
Prioeity Rank 5
White, Exien M (10006)
Filtwen
Suns v Nt Equal To v nacte

Progam « +

MY WORK CONTACTS ! m_ " CLIENT GROUPS | AGENCIES | PROVIDERS

Pronty Score 5
Asssssmunt Date

EME Roloase Date opov2021

CarsgivenCare Recpent

Cass Refabons  Autonzabons  Activites  Medcahons

——— |
Demographes  Screenng | ReferalsNoalicalions m oms | Senices  WalUst  Notes  Appoirtments
v' ane x

2. Select the Program that you want to view from the list view grid.
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3. The Program details page displays. Select Enrollment Providers from the left-hand navigation. The Enrollment Providers list view page opens.

FLDER AVFAIRS Enro ment
4/12/2022 4:52 ™M Provider

Flle Tools
Proaram Firers
I . Ervoliman Provder Name v 4
l Enralment Provasar
Trach Starn RS

1 Enroliment Provider record|s) returned - now viewing 1 through 1

Enrolimant Provider Name | Stan Dato End Date o Active Primary
CHARLOTTE COUNTY BOARD OF COUN. DEFALRT-\WORKER-PROV-51301 | 08/042021 1231201 Yes Yes
Frel Previous  Records perpage 15 Next  Last

4. Select File > Assign Enrollment Providers from the file menu. The Program Enrollment Providers page opens. Update the following fields:
a. Enrollment Provider Name: Search for and select the name of the enrollment provider. This may also be the generic worker record for the

provider enrollment provider.
b. Start Date: defaults to today. Update if needed.

o

End Date: leave blank unless you are changing the enrollment provider. If then, you would add an end date to the original enrollment provider.

d. Primary: The enrollment provider currently responsible for the program enroliment is marked as Primary. Previous enrollment provider records

would not have this field checked. The primary Enrollment Provider will see this Program on their My Work page
e. Active: the current enrollment provider is marked as Active. Previous enrollment providers are marked as inactive.
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ELDER m-‘:-‘ams‘ Enrollment
4/12/2022 4:53 PM Provider
File

Enrollment Provider

Enrollment Provider Name * | DEFAULT-WORKER-PSA-02, DE ;E Details
Start Date * 04/01/2022 H

End Date ]

Primary

Active

5. Select File > Save and Close Program Enrollment Provider when done.

Track Status of a Program Record

You can track status changes from within the Program record. This is the place to view the history of an enrollment record. Any change to the status will be noted
on the Track Status Detail screen along with the date of the status change.

1. Open the Client record and select the Program tab.

CLIENTS LIENT GROUPS AGENCIES PROVIDERS RESOURCES P
SSN Priorty Score 5
DOB 111540 Assessment Date
Priocity Ramk »n

EME Reloase Date UFU LI g]
White, Exien M (100085)

CarsgivenCare Retpert

Cass Relatons Authonzabons Actiites Mahcanons

Deamographes Screenny ReferalsWNoafcatos || Programs  fFoms Seraces Wal L Nodmy Appoirtments

Filtwen

St ~ ot Equal T v Vac e v' Aannw x

Program ~ 4

2. Select the Program that you want to view from the list view grid.
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3. Select Track Status from the left-hand navigation. The Track Status list view page opens and is read only.

ELDER }\FI-'.-\[RS\ by Track Status
TR 0 4/12/2022 4:59 PM

File Tools

Program 3 record(s) returned
1D Status Status Date End Date Comments Last Updated By Last
Enrollment Provider 5782667 | Active ’W‘E | | System 4712022
5638350 | APPL Applicant | [ 02/16/2022 |E] | 03/08/2022 |E] IHAYES@SCCMAIL.ORG 41712022
2453831 | APCL Waitlist || 03/21/2020 |E| | 02/14/2022 |E| System 4712022
3

4
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EHEAP functionality will not be in eCIRTS for the Phase 1 go live. The I&R Specialists who receive EHEAP requests will document in a Contact Record in eCIRTS,
but all other functionality including notifications, enroliment and applications will remain in CIRTS until Phase 2. EHEAP staff or Providers will not document

anything in eCIRTS in Phase 1 related to EHEAP.

Note

0 This process may be revised in Phase 2.

1. Using the Role: I&R Specialist, navigate to the client’s record and select the Demographics tab. If the client does not have a record in eCIRTS, a Pre-Client
record must be created first. See the Pre-Client record section.

2. The I&R Specialist with ‘start the clock’ by opening a contact record. From the File menu, select Add Contact.

ELER \|I\IH-\

File Edit Tools Reports Ticklers View Contacts Word Merge
AN Nerw Clermi - Ssarct) fon Enang 7207 CLIENTS
Fnm
Prionty Scom
Assosameot Uute onrma

Hank

EMS Relorsae Date

Simpson, Martha (10001)

STARTSTOP TMER | Dumogiaphien . Scimenng | Referrals Ts Providers  Foems | Notes

Demographics

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

a.

"m0 oo T

1-855-WELLSKY

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

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

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

Received By: Required. defaults to the user adding the contact record.
Agency: Required. Select your PSA from the list

Entry Point: Select I&R

WellSky.com

Martha Ssmpsan Demographics

Foode
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Contact Method: Required. defines how the contact was received
Contact Type: Select Information.
Contact First Name: Defaults to the Client First name. No change are needed.
Contact Last Name: Defaults to the Client Last name. No change are needed.
Contact Person Phone: Defaults to the Client best contact phone number. No change are needed.
Relationship: The contact person is the client, leave this field blank.
. Anonymous?: skip. This does not apply.
Interpreter Services Used: skip. This does not apply.
Contact Marker: skip. This does not apply.
Notes: enter a summary of the call

TOoS 3T AT o®

4. From the File menu, select Save Contact. Do not close the contact record.

5. From within the open contact record, select the Resources Provided subpage.
)

File Tools Reports

Contagt Contact Information
Divisaon AL

Contact Date

Comact Tme
Receved By a3t Worker -

Agency Advantage Apng Solutons v
E£ntry Pomnt AR v’

yiact Memog Phona Call v

6. From the File menu, select Search Resources Provided.
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Contact ID = 10400 Resources
7/30/2021 9:54 AM Provided

File  Reports

| Search Resources Provided

Print eset |
|\ Close Resources Provided -eturned

Track Status

7. The Resource Search is displayed. The most frequently used search criteria is displayed, but the user can change any or all of them at any time, if

needed.
Contact 1D = 10400 Resource
/30v2021 $:56 AN Search
File
Sewch
w
Appty Filter in Seaech u “ Shio Fitae
Fiftees
AgencySrogam Name v Contans v ['4‘ AND v x
Senice Acsa Cly v Contanm v AND v x
Cl & Al v Contans w AND v x
Servce Arma 2o Coce v Contam v AND v x
a e Salute v 1 - AND » x
Agen g Name v +
[TOUSUR R VY r—)
, TIP
._(,g It is fastest to use the Text Search at the top of the page when searching by one data element (i.e. EHEAP)

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

8. Select the filter(s) and enter the data. Click Search.
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9. The EHEAP resource is displayed in the list.

10. Click + to display the service information for the EHEAP resource.

NOTE
O The large + will display the service information for all resources in the list. The small + will
display the service information for one resource at a time.

@urce Search record(s) returned - now viewing 1 through 1
Address Street Phone Number

Agency/Program Name o

D] EHEAP ‘

11. Record the information you shared in eCIRTS. This is done by selecting the Service record(s) under each Resource. Use the Select Service checkboxes.

1 Resource Search record{s) returned - now viewing 1 through 1

o
Agency/Program Name ] Address Street Phone Number Do NOT selact this box

EHEAP \ ' =

“.H” ' - 'bxmy‘hmus.wiu. g ‘ Accepts Males [ Accepts Females
e !

Utility Services

NOTE
O Do not use the other check boxes on the right of the screen labeled, Do NOT select this box. Once the service
checkbox is selected in the step above, the application will automatically check the required boxes in the Do
NOT select this box field. The user should not select or unselect any of the Do NOT select this box checkboxes.
Li: 1 Resource Search record{s) retumned - now viewing 1 through 1
—
Agency/Program Name o Address Street Phone Number Do NOT select this box

EHEAP
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12. From the File menu, select Save and Close Resource Search. The page refreshes and a notification window displays noting the referral records have

been saved successfully.

tsshvtrl mediware com say

TIP

x The term ‘referral’ in this window is an eCIRTS term and is not a screening or referral to

community resources. The message is telling the users the resources have been tagged to the
contact record.

13. Select the Contact subpage. The Contact Details page displays. Update the following fields:

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

14. From the File menu, select Save and Close Contact. The work of the I&R Specialist is complete in eCIRTS.
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Wait List

The waitlist is a program-specific list maintained in the system when immediate enrollment in the MLTC is not available. The waitlist has many programs with
each program having many client’s associated with it. If a client is determined to need services which are not currently available, they are placed on the waitlist.

Clients can be placed on the wait list for one or more of the following programs:

e ADI e MLTC e 03C2
e CCE e OA3E e 03C1
e HCE e OA3B

e |SP e OA3ES

Clients on the Waitlist for the General Revenue programs are owned by the ADRC. Active clients and those on the waitlist for OAA are owned by the provider or
Lead Agency. The Waitlist records are visible on a client record on the Programs tab. This list can be filtered by status to only display the wait list records.

The master wait list for all clients is on the My Work page. The ADRC, Lead Agency or OAA Provider can filter the master waitlist for the programs they own. The
eCIRTS Wait List does not replace the Priority Ranking report.

1. Navigate to My Work and from the Tasks pane to the right, select Wait List.
MY WORK NTACTS CLIENTS CLIENT GROUPS AGENCIES PROVIDERS RESOURCES
CONTACTS CLIENTS AGENCIES PROVIDERS TASKS

Stalus Screemng nks
Neklers Programs My Management
nGuary Alent Notes List Referrals/Notfications

Nates gt

Ticklers

Appointments

Service Authorizations

My Files
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2. Update the filters at the top of the page to view the Program and services for which you are an enrollment provider. Program and Status are required
filters.

NOTE
0 There are A LOT of program records in eCIRTS. Make your filters as specific as possible. If you
search too many records, your search will likely time out and you’ll have to try again.

ELDER .\nw\nn\ Welcome, Jennifer Buck | Wait List
10/21/2021 3120 FM W
File
Filters

Program y Contans v oams] AND ™| g

Status . Segns W v APCL v AND v X

Servee - Equal o v v AND v x

Encoiment Frovider v Equal To v v AND v x

RCIRTS Copnt 10 v +

3. Select Search. Matching results are displayed.
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4. Selecting the record from the Wait List will open the Program record. This shortcut can be used when transitioning clients off the wait list and updating
the program status from APCL Wait List to APPL Applicant or Active.
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Coming off the MLTC Wait List/EMS Release

Monthly, the EMS release spreadsheet, generated from a custom report created by DOEA, is sent to AHCA outside of eCIRTS. The spreadsheet includes clients
currently on the MLTC wait list with ranks 1 and higher with intent to release clients ranked 5 and higher. AHCA responds with an approved number of slots for
release and the EMS Release Date for these clients. The EMS Release Date is documented in eCIRTS and the ADRC contacts each of the clients to confirm
interest. If interested, the ADRC proceeds with the MLTC Wait List release process which results in a referral to the CARES program for assessment and level of
care determination.

Add the EMS Release Date

1. Once AHCA provides the number of slots for release and the EMS Release Date, Department staff or designees will add the EMS Release date to the
client’s Demographic record in eCIRTS.

Note
@ This process may be revised in Phase 2.

2. Navigate to the Client record and select the Demographics tab.
3. From the Edit menu, select Edit Demographics.

4. The Demographic details page is displayed. Update the following fields:
a. EMS Release Date
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Ellen White Demographics
Last Updated by System
at 5/11/2021 10:14:19 AM

File Tools Reports

Demographics Basic Demographics

Client Addresses EMS Release Date 21172021 B

Former Client ID
Client Phones
First Name * Ellen
Last Name * White
Middle Initial M
AKA Name
Title
Date of Birth * 010111940 |&
Age 81.3

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

EMS Release Follow Up

The ADRC is required to complete follow up on an EMS release within 14 days. The tracking of this follow up is handled outside of CIRTS and mostly on
spreadsheets. These spreadsheets also play a part in the ADRC Assignment process. For the Phase 1 implementation of eCIRTS, the ADRC assignment process
and the tracking of the 14-day EMS Release follow up will remain outside of eCIRTS and on spreadsheets. For Phase 2, the eCIRTS Task Force will work to bring

both the ADRC assignment process and EMS Release follow up inside eCIRTS and the spreadsheets will no longer be used.

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

1-855-WELLSKY WellSky.com Page 182 of 360


http://wellsky.com/

ELDER A I-‘Iif‘\[R‘S‘ | - g "I\ Wel I kv

ADRC Assignment

Once the EMS Release Dates are entered, the Department emails the ADRC to run the Waiver Release Report. Each client on this report will be assigned to an
ADRC staff member. The assigned ADRC staff member will be added to the MLTC program record in eCIRTS.

1. The assignment process continues as it currently exists, outside of eCIRTS. Spreadsheets with ADRC worker assignments are distributed. For Phase 2, the
eCIRTS Task Force will work to bring the assignment process inside eCIRTS.

2. Each ADRC worker on the spreadsheet will assign themselves as the Enrollment Provider of the MLTC program record in eCIRTS.
3. From the client’s record, select the Program tab.

4. Select the MLTC program record with a status of APCL Waitlist from the list.

CaregrerCare Recovent

! Assocated People Waut List Apporgments Medabons
e
Progisms. Seraces  Authorzabions  Achvlies
START-STOP TIWER = Democgraphits  Screening  Referrnls To Providers  Forms | Notes
Fidtarn
Progran v 4
RERER
3 Programs record{s) mtumed . now viewing 1 throegh 3
Division Program Sorvice Cwnae Status « Status Date | End Date
IS MLTC - MANAGED LONG-TERM CARE | [Buck. Joneufer [ ARCL Wamist G001 [ |
IAG CARES - COMPREHENSNVE ASSESSMENT AND REVIEW FOR'LONG TERM CARE | [ Test Worker ' STFF CARES Staffrg [
AG MLTC .« MANAGED LONG TERM CARE Buck. Jennfor Termnate « APCL Wartist 07/082021 | 07/08:2021

5. The Program details page displays. Select Enrollment Providers from the left-hand navigation. The Enrollment Providers list view page opens.
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File Tools

Emoliment Provider Kome Stant Date End Dot o Active Primary

CHARLOTTE COUNTY BOARD OF COUN, DEFALLT-WORKER PROM-81301 PESH2021 13312001

Fest Pravous  He 83 e 51 Neat  Last

6. Select File > Assign Enrollment Providers from the file menu. The Program Enrollment Providers page opens. Update the following fields:
a. Enrollment Provider Name: Search for and select the name of the ADRC worker.
b. Start Date: defaults to today. Update if needed.
c. End Date: leave blank unless you are changing the enrollment provider. If then, you would add an end date to the original enrollment provider.
d. Primary: The enrollment provider currently responsible for the program enroliment is marked as Primary. Previous enrollment provider records
would not have this field checked. The primary Enrollment Provider will see this Program on their My Work page.
e. Active: the current enrollment provider is marked as Active. Previous enrollment providers are marked as inactive.

ELDIS .&I-‘I-'.J.Ill!-s‘ Enroliment
4/12/2022 5:10 PM Provider
File
Enrollment Provider
Enrollment Provider Name * Buck, Jennifer [ | Clear | Details
Start Date * 04/01/2022  |CH
End Date l
Primary
Active

7. Select File > Save and Close Enroliment Provider when done.
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8. The ADRC worker will complete the Pre-Release research tasks. Some PSAs complete the Pre-Release Research tasks before contacting the client to
confirm interest. Other PSAs confirm before they complete the pre-release research tasks. The order may differ across PSAs but the steps to complete in
eCIRTS are the same. Proceed to Complete Pre-Release Research tasks or Confirm Client Interest sections.

Confirm Client Interest

The ADRC worker on the MLTC Program record will make up to three contact attempts to confirm the client’s interest. For some PSAs this step happens before
the Pre-Release Research tasks. For other PSAs, the Pre-Release Research tasks come first. Regardless of the order, the steps to complete in eCIRTS are the
same.

TIP

x Remember to use the Start/Stop timer when making the contact attempts to confirm client
interest.

1. To confirm the client’s interest, the ADRC worker will contact the client up to three times and document each contact attempt in a note.
2. Open the Client record and look up the phone number on the Demographics tab. Attempt to contact the client.

3. Record each contact attempt as a separate note. Select the Notes tab.

Whine, Bllen M (15608)

Casa Radamons  Authorqutoss  Adiviles | Madcasons

StasSiop Demograpiecs Scroenng Qeberraim Notdhc abom Progrem Forma Serczas Watilm ﬂ:(nt‘,'\u']n

Note Date » Note By Note Type Note SabType Dwacription Sdatus Dute Camnpleted Attachment
2021 Bock, Jervter AAYMYY - Same orm of MedeadYes Fam 5200 3000 e Ve Merge Terplate Pantng
Contact Allwirgt Fullow Ug

Hoceeea Complate LS riirdl Mo

4. From the File menu, select Add Note.

5. The Note Details page displays. Update the following fields:
a. Division: Defaults to AG
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Note By: Defaults to self

Note Date: Defaults to today

Note Type: EMS Release

Note Sub-Type: Select Contact Attempt 1, 2 or 3

Description: Select from the lookup. The values in this field are dependent on the Note Type selected.

Note: Enter details of the contact attempt.

Status: If contact was successful, this note can be marked as Complete. If an additional contact attempt is needed, the status should be Follow

Up.

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

e. Note Recipient: If contact was successful, a Note recipient does not need to be added. If an additional contact attempt is needed, add yourself

as the Note Recipient so the note will display on your My Work page.

P T o0 T

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

7. If the contact was successful, skip to step 20.

8. If an additional contact attempt is needed, the note will appear on the ADRC worker’s My Work page under the Consumer > Notes queue. Select Follow
Up to display a list of Notes that require follow up.

9. Daily, the ADRC worker will monitor My Work and attempt to contact the client to confirm interest if the first or second attempt was not successful.

10. Cases that require follow up will be in the Notes > Follow Up queue. The Note Sub-Type tells you the last contact attempt that was made.
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‘ MY WORK CONTACTS CLIENTS CLIENT GROUPS
CONTACTS CLIENTS
‘ Status H Screening
‘ Ticklers H Programs

‘ Inquiry Alert Notes List

‘ ‘ Referrals/Notifications

sl WellSky

Notes
Complete 1
|
Follow Up 1

11. The ADRC worker will make another contact attempt and document it in a new note. The status of the note from the previous contact attempt can be
changed to complete.

12. If this was the third unsuccessful contact attempt, the ADRC will send the No Contact Letter to the client and save it to a Note in eCIRTS. The letter will
be printed from eCIRTS. Instructions for generating, editing, printing letters and saving them as a Note attachment in eCIRTS can be found in the Word

Merge section of this manual.

13. When the letter is generated as a word merge, it is saved to a Note. The Note Details page displays. Update the following fields:

a. Division: Defaults to AG

b. Note By: Defaults to self

c. Note Date: Defaults to today

d. Note Type: select Uploaded Forms

e. Note Sub-Type: Select No Contact Letter

f. Description: Select from the lookup. The values in this field are dependent on the Note Type selected.
g. Note: Enter details of the contact attempt.

h. Status: Select Follow Up

i.

ADD A NOTE RECIPIENT: This message displays when the status is Follow Up. It is a reminder to add this note to a worker’s My Work > Notes
queue for follow up.
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j.  Note Recipient: Add yourself as the Note Recipient so the note will display on your My Work page.

ELDER niun\ Frank Fountain Notes
10/3/2031 10:67 M

File Tools

Note Dy Buck Jenndes v
Norte Dare %
Agency v
Prugrom -
Notes Ust Provder v
Note Type Uphaaded Foms. 2
Note Sab.Type No Contact Leties v
Dencsiptaon -

DL B o s A

third unsuccassiul atlempt - no contact letser sant
Kesping this noss opan for 30 days In case tha chent calls

back
Note
Sune Foliow Lo v
ADO ANOTE RECUMENT ADD ANOTE RECPIENT

Date Complatnd

Anachmaents

Document Description Cotegory Action

Thece me no sachmants to display

Note Reciplents

ASs Nole Ratigeent g.- 1 .
Kot Date Sant Dato Road Scatus Dute Signed
Bk Jared {111 g Urreas

14. From the File menu, select Save and Close Note.

15. When the no contact letter is generated and saved as an attachment to a note in eCIRTS, the ADRC worker will keep that note on his/her My Work
qgueue for 30 days. The client has 30 days to call back after receiving the No Contact Letter before the case is closed.
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16. The ADRC worker will monitor the My Work > Notes > Follow Up queue.

MY WORK CONTACTS CLIENTS CLIENT GROUPS
CLIENTS
Screening
Programs

Referrals/Notifications

Notes

Complete 1

Follow Up 5]

17. Filter the Notes Follow Up queue lists the Note Sub-Type. Clients that have been sent a No Contact Letter will have a No Contact Letter Note Sub Type.
You can further refine the list by note Date, only following up on those open for more than 30 days.

18. Those open for more than 30 days can be closed. Add a note that the client did not call back and change the Note status to Complete.

19. Proceed to the Closure Process section.

20. If the client has been successfully contacted and their interest confirmed, the ADRC Worker will note it in the EMS Release Note and proceed with the
Pre-Release Research tasks.

21. If the client has been successfully contacted but the client is not interested in services at this time, the CARES referral is not made, the MLTC record is
closed and the ADRC worker will note it in the EMS Release Note. To update a program record, click on the Programs tab.
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22. Click on the MLTC Program record in the list view grid. It will be in APCL Waitlist status.
L
Carngroat Care Ricipeart
Azsocovin? Pacpie Wt et Agpomtments  Medcomone
M‘ Servas  Agtoczations | Actiiies
STARTSTOP TMER Dumdpraphis  Sowenng  Referal 5o Pravdan  Fore  Not
iy
Stas Date v GreswTanv  DIDANM S AN X
Frogram v +
il
1 Peoggrasis tocortin] ratitmet] - ncw vhewing 1 thesugh 7
O Program Sarvice Envolment Provides St - Tormination Ressen Status Deco End Dot
Al AN -ALIHENER'S DSEASE MITIATW Hogwvams, Worker Terrezate - Actve awSnIm ot
Al CARES - COMPREHENSIVE ASSESSUENT AND REVIEW) FOR LONS TERM CARE Buck Jurrvbat STFE CARES Stal¥erg 05QEHZ0N
[az MUTC - MANACED LONS-TERM CARE [SYMEE— TAPCL Veather ey
- - — S—
Y CHes TCAUS OO, Won TAPCT WV T0S 021

23. The Program details page will display. Update the following fields:
a. Status: Terminate - APCL Waitlist
b. Termination Reason: Lost Contact
¢. End Date: defaults to today but can be changed if needed
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lllvok\lnmx\ Last Upcat ir

File Tools

Program Division AG
Enrofment Provder Rebutied From ADRC - hd
Refermal Dote 05/M011/2021 e
Track Status
Program * MLTE - MARAGED LONG-TERM CARE
Adult Day Care .
Basic Subsidy *

:f: ase Alde l »

Service ase Management
hore 4
Congregate Meals l «
= " " il 4

[ staus Terminate - APCL Waillist v | |
— —

Status Effective Date 1" 2021

Hissonical Start DateiRecord 060172021

Croated Date i

Termination Reason Lost Contact v

End Date 190372021

24. From the File menu, select Save and Close Program. Proceed to the Add the EMS Release Note section.

Complete Pre-release Research Tasks
If the client is coming off the MLTC waitlist through the EMS release process several pre-release research tasks are completed before referring the client for a
CARES assessment. The completion of the tasks are recorded on forms in eCIRTS. These tasks assume the Client record and MLTC Program record already exists

in eCIRTS. The Pre-release Research Tasks include:

e Confirming the 3008 is on file
e Confirming if the LOC is on file
e Check Medicaid and DCF status

The ADRC staff will complete the pre-release research tasks and document their completion in the Med Waiver Timeline form and on an EMS Release note in
eCIRTS. After the pre-release research tasks are complete and the client’s interest confirmed, the ADRC staff will update the status of the MLTC Program record

to APPL Applicant and remain the enrollment provider.
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The pre-release research tasks are complete, and client’s interest is confirmed before the CARES referral is made. Also, some PSAs complete the pre-release
research tasks before contacting the client to confirm interest. Others confirm interest before completing the pre-release research tasks. Regardless of the
order, the steps to complete in eCIRTS are the same.

TIP

{ x Remember to use the Start/Stop timer when completing the pre-release research tasks.

Sending/Receiving the 3008 Medical Certification Form
Following a screening if a client is ranked as a five or is a Direct Referral, the ADRC will send the 3008 Medical Certification form to the Client for completion by
his/her physician. Once returned, the ADRC will verify it is complete and save it to a note in eCIRTS.

Later in the workflow when clients are coming off the MLTC waitlist, the ADRC may find the 3008 has already been completed, returned and on file. If not, the
ARDC would complete the steps below.

Finally, 3008 forms can be the first thing received for the client. In these cases, a Pre-Client record is created and the 3008 is saved as a Note. When the client
makes contact, the full client record will be created, and the client moved through the rest of the pre-research release tasks.

1. Navigate to the Notes tab of the Client record to confirm if the 3008 is already on file.

2. Ifthe 3008 has already been obtained and is complete, there will be a note with Note Type: Uploaded Forms and Note Sub-Type: 3008 Medical
Certification Form.
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3. If not, send the 3008 Medical Certification form to the client for completion by his/her physician. The 3008 Medical Certification form is not printed
from eCIRTS.

4, When the 3008 Medical Certification form is returned, it will be scanned and saved to a note in eCIRTS.
5. Navigate to the Notes tab. From the File menu, select Add Note.

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

a. Division: Defaults to AG

b. Note By: Defaults to self

c. Note Date: Defaults to today

d. Notes List: select Provider or ADRC, whichever applies

e. Note Type: Select Uploaded Forms

f. Note Sub-Type: Select 3008 - Medical Certification Form

g. Description: skip

h. Note: enter details about the 3008 and whether is complete or not

i. Status: If the form is complete, select Complete. If the form is incomplete, select Follow Up.

j.  ADD A NOTE RECIPIENT: This message displays when the status is Follow Up. It is a reminder to add this note to a worker’s My Work > Notes

gueue for follow up. The worker is added as a Note Recipient.
k. Note Recipient: If the status is Follow up, add yourself as the Note Recipient. If the status is Complete, a note recipient is not needed.
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|.  Attachment: Each version of the 3008 received will be added as an attachment to this note. Even if the 3008 is incomplete.

ELDER AFFAIRS ‘

File Tools

Frank Fountain
10/25/2021 9:17 PM

Notes

Notes Details

Division *

Note By * [ Buck, Jennifer v

Note Date * 102502021 |3

Notes List [Provider v |*

Note Type * [ Uploaded Forms v

Note Sub-Type | 3008 - Medical Certification Form v

Description
|B Z U 16 - A~
received 3008 form - it was complete
Note
status *
Date Completed 10/25/2021
Attachments
Add Attachment
Document Description Category Action

There are no attachments to display

Note Recipients

Add Note Recipient:

— —

7. From the File menu, select Save and Close Notes.
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8. When the form is incomplete, the AHCA 5000-3008 Return Fax Cover is sent to the Physician/PA/ARNP who signed to form to complete the missing
fields indicated on the AHCA 5000-3008 Return Fax Cover. The AHCA 5000-3008 Return Fax Cover can be printed from eCIRTS. See the Notices and
Letters (Word Merge) section for details on printing the fax cover.

= NOTE
@ The Client has 30 days to return the completed 3008 Medical Certification Form. If it is not returned, on the 31 day DOEA will
terminate the LTC and inform the client that the information has not been received. The Client can return to the APCL Waitlist if the
return the form within 5 months. (6-month total time to be reinstated to the waitlist)

9. The ADRC will document the 3008 is on file on the Medicaid Waiver Timeline form in eCIRTS. See the Forms section for details on adding Forms.

10. Update the following fields on the Medicaid Waiver Timeline Form:
a. 3008 Received: enter the date the 3008 was received.

File
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11. If the CARES Staff is completing the Pre-Release Research tasks, they will document the 3008 is on file in the CARES Intake Process form in eCIRTS.

See the Forms section for details on adding Forms. Update the following fields on the CARES Intake Process form:
a. 3008 or Equivalent: Select a value

1-855-WELLSKY
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Confirm if the Level of Care (LOC) is on File

For EMS Releases, the ADRC will confirm if the LOC is already on file and less than 90 days old.

1. For Phase 1, this task will be completed in CIRTS. The ADRC will review the client’s case in CIRTS to determine if the Level of Care is already on file
and current. In Phase 2, the LOC will be recorded in eCIRTS so the ADRC will check the client’s record in eCIRTS.

2. If aLOC does not exist or if a LOC does exist but is more than 90 days old, a CARES Referral is needed. Close the form and proceed to the Check
Medicaid and DCF Status section. Once that is done a CARES referral can be made.

3. Ifa LOC exits and is less than 90 days old, a CARES Referral is not needed. Close the form and document the LOC date on the Medicaid Waiver
Timeline form. See the Edit a Form section for details on updating the Medicaid Waiver Timeline form.

4. Update the following fields on the Medicaid Waiver Timeline Form:
a. LOC staffing Date: Enter the LOC Staffing Date from the CARES Staffing Information form.
b. LOC Effective Date: Enter the LOC Effective Date from the CARES Staffing Information form.
c. Status: remains Draft or Open
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MIDDLE NAME
LAST NAME

DOB

1. PSA

EMS Release Date

APPL Start Date

3008 Received

Date Referral Sent to CARES

701B Completed

Ellen

White

01/01/1340

B EEEE

LOC Staffing Date

E

2515 & LOC to DCF Date

E

Review *
Worker *
Service Provider

Completed Date

MEDICAID WAIVER TIMELINE

Buck, Jennifer

Ellen White
£/3/2021 2:02 BM

sl WellSky

5. From the File menu, select Save and Close Forms. Proceed to the Check Medicaid and DCF Status section. Once that is done a CARES referral can be

made.
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Check Medicaid and DCF Status

Whether a Client needs a CARES referral or not, the client’s Medicaid and DCF status will be checked and documented on a form in eCIRTS. If the client needs
assistance with the application process, the ADRC will and document the dates on the Medicaid Waiver Timeline form in eCIRTS.

1. The Medicaid and DCF status will be checked outside of eCIRTS and documented on the Medicaid Waiver Timeline form by ADRC staff.
2. The ADRC will document the details on the Medicaid Waiver Timeline form in eCIRTS. See the Forms section for details on adding Forms.
3. Update the following fields on the Medicaid Waiver Timeline Form:

a. DCF Appl Filed Date: enter date
b. Medicaid Approved/Denied Date: enter date
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4. From the File menu, select Save and Close Forms.

Send the Waitlist Release Notice

Based on the status of the 3008 Medical Certification Form, Level of Care status and Medicaid/DCF application status, the ADRC will send one of the following
waitlist release notices to the client. A copy of the notice is not saved in eCIRTS but the notice that is sent will be referenced in the Med Waiver Timeline and in
the EMS Release note by the ADRC. Waitlist release notices are not sent to clients who were referred directly (i.e. Nursing Home, PACE, family, etc.) Most PSAs
send these notices out in bulk, outside of eCIRTS. They can also be printed on demand, one by one in eCIRTS.

e 100YMYF - Some form of Medicaid/Yes Form 5000-3008
e 200NMNF - No Medicaid/No Form 5000-3008

1-855-WELLSKY WellSky.com Page 200 of 360


http://wellsky.com/

ELDER :\I-'lf:\lkss‘ - We” 0\

e  300YMNF - Some form of Medicaid/No Form 5000-3008

e  400NMYF - No Medicaid/Yes Form 5000-3008

e  500SSYF - SSI/Yes Form 5000-3008

e  600SSNF - SSI/No Form 5000-3008

1. To print the notice on demand in eCIRTS, navigate to the client’s record and select the Demographics tab.

2. From the Word Merge menu at the top of the page, select the notice.

3. See the Notices and Letters (Word Merge) section for details on creating and printing the notice.

4. The ADRC will update the Med Waiver Timeline form in eCIRTS with the waitlist release notice details. See the Edit a Form section for more details.

5. The ADRC will also add the EMS Release Note which includes details of the waitlist release notice that was sent. See the EMS Release Note section for
more details.

Add the EMS Release Note

Once the pre-release research tasks are completed for EMS releases, the ADRC will add an EMS Release Note in eCIRTS, summarizing the completion of the pre-
release research tasks and the waitlist release letter that was sent. This note is separate from the contact attempts to confirm the client’s interest.

1. The ADRC staff navigates to the client’s record and selects the Notes tab.
2. From the File menu, select Add Note.

3. The Note Detail page displays. Update the following fields:
a. Division: Defaults to AG

Note By: Defaults to self

Note Date: Defaults to today

Note List: Select ADRC

Note Type: EMS Release

Note Sub-Type: leave blank

Description: leave blank

Status: select Complete

Sm 0 o0 T
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i. Note Recipient: None needed.

Le‘
ELDER AYS \:u\‘ Frank Fountain Notes

0/1/2021 &:45 PM

File Tools

‘ Notes Detalls
Division * AGw
Note By Buck, Jennfer -
Note Date 160172031 4
Agency v
Progrom ~
Notes List Prownger v
Note Type * EMS Resease v’
Noge Sub.Type v
Description v
B4 H w0t - A
ADRC will add an EMS Release Note in eCIRTS
summarizng the completon of the pra-release esearch 1asks
and the waitiist release letter that was sent. This note is
! Node separate from the contact atempts to confirm the client's
interast)
|
|
Status Complete v
Date Completed 1001200

4. When finished, from the File menu, select Save and Close Notes.

Update the MLTC Program Record

Once the Pre-release research tasks are completed, the client’s interest has been confirmed and the EMS Release note has been added, the MLC program record
will be updated to move the client into the next stage of the release process.

1. To update a program record, click on the Programs tab.
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3. The Program details page will display. Update the Status to APPL Applicant.
Program.
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File Tools

Enrolment Provider

Track Status

4. From the File menu, select Save and Close Program. No changes are needed to the Enroliment Provider.
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Division *
Referred From

Referral Date

'AG
[ADRC v

0e012021 |

Frank Fountain lm

Last Updated by jbuck

at 10/3/2021 2:42:01 PM

Program * MLTC - MANAGED LONG-TERM CARE (1ot
Aduit Day Care <||»
Basic Subsady | ‘L !
Case Aide ‘ 'L \

Service Case Management
Chore |L
Congregate Meais ‘ l ol
——

Status * |APCL Waitiist vl

Status Date * 1

Record Created Date * 060172021
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CARES

Comprehensive Assessment and Review for Long-Term Care Services (CARES) is Florida’s federally mandated pre-admission screening program for nursing home
applicants. Federal law mandates that the CARES Program perform an assessment or review of everyone who requests Medicaid reimbursement for nursing
facility placement, or who seeks to receive home and community-based services through Medicaid waivers like Familial Dysautonomia Waiver, and Statewide
Medicaid Managed Care Long-Term Care Program. A registered nurse and/or assessor performs client assessments. A physician or registered nurse reviews each
application to determine the most appropriate level of care for the applicant. The assessment and the level of care is determined for clients coming off the MLTC
waitlist and Direct Referrals.

Note

0 These processes may be revised in Phase 2.

EMS Releases
For clients who are part of the EMS release process, the ADRC will complete the following EMS Release tasks before adding the CARES Referral record:

Add the EMS Release Date
Complete Pre-release Research Tasks

Confirm Client Interest
Update MLTC Program Record

W nNPRE

Once the tasks above have been completed, the ADRC creates the CARES Referral in eCIRTS and notifies the CARES staff outside of eCIRTS for Phase 1. In Phase
2, the CARES Referral added in eCIRTS will serve as the notification to the CARES Staff and an email will not be needed and all CARES functions will be in eCIRTS.

Create the CARES Referral

CARES Referrals are created after the pre-release research tasks have been completed for EMS releases, the client has confirmed interest and the MLTC Program
record has been created/updated. In Phase 2, a CARES Referral will be created for Direct Referrals too.
A CARES referral is not needed if a valid LOC that is not WHL or NHTP is already on file. In those cases, proceed to the ADRC Level of Care Tasks section.

1. To create the CARES referral, navigate to the Client record and select the Programs tab.

2. From the File menu, select Add Program. See the Program Records section for additional details for adding program records.

3. Forthe CARES program referral, update the following fields:
a. Referred From: select the applicable value (i.e. ADRC, MCO, PACE or Nursing Home)
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b. Program: CARES
Status: APPL Applicant

o

Ak WellSky

d. Enrollment Provider: Select the Generic worker for your PSA. This is a generic worker record because the actual CARES Assessor will not be

added in Phase 1.

CARES - COMPREHENSIVE ASSESSMENT AND REVIEW FOR LONG TERM CARE (10005)

Provider ID Mumbers Linked Providers | Service Area

Providers | Divisicns | Workers = Services | Referrals/Notifications | Authorizations | Forms | Contracts
Filters
Member ID A +
4 Workers record(s) returned - now viewing 1 through 4
Worker Name & Title Phone Number Work Phone Cell Phone Active
CARES, PSA02A True
CARES, PSA02B True
CARES, PSAD3A True
True

CARES, PSA 03B

e. CARES PSA: select a value
f. Comments: can leave blank.
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Ellen White Program

S27/2021 5:45 PM

File Tools

——
Division AG
Referred From PACE ~
Referral Dote 021 .’_
Program CARES - COMPREHENSIVE ASSESSMENT £ v
Service v
Status APCR CARES Applcanmt v |
Status Date 0872712021
Primary Owner Buck, Jenniter G ! Y
Start Date Trrdy 1 :.
CARES PSA A v

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

5. For Phase 1, the CARES Staff will not be monitoring the eCIRTS referral queue so the ADRC will also need to notify the CARES staff of the referral via
email as they do now with legacy CIRTS. In Phase 2, the CARES Staff will use the eCIRTS Referral queue as notification and the ADRC will no longer need
to send an email.

6. Tasks completed by CARES Staff in CIRTS for Phase 1 for EMS Releases include:
Searching for an existing client record, and adding new client records when needed in CIRTS.
Complete pre-release research tasks and document their completion in CIRTS.
Assign the CARES Assessor in CIRTS

Create the CARES Case in CIRTS

Schedule the CARES Assessment

Complete the CARES Assessment in CIRTS

Document Placement, Program and LOC Recommendations in CIRTS
Complete the Staffing Process to confirm the LOC in CIRTS

Obtain signed 603 Form. The Form will be generated outside of eCIRTS.
Nightly Level of Care export to AHCA from CIRTS

L

T Sm e ao0o
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CARES Direct Referrals

sl WellSky

Certain referral sources such as Nursing homes, MCOs, PACE, DCF or family can refer a client directly to CARES. CARES staff will continue to complete their tasks

in CIRTS for Phase 1. In Phase 2, the CARES Staff will complete their tasks in eCIRTS.

Tasks completed by CARES Staff outside of eCIRTS include:

e Searching for an existing client record, and adding new client records when needed in CIRTS.
e Complete pre-release research tasks and document their completion in CIRTS.
e Assign the CARES Assessor in CIRTS

e Create the CARES Case in CIRTS

e Schedule the CARES Assessment

e Complete the CARES Assessment in CIRTS

e Document Placement, Program and LOC Recommendations in CIRTS

e Complete the Staffing Process to confirm the LOC in CIRTS

e Obtain signed 603 Form. The Form will be generated outside of eCIRTS.

e Send the 603 form to DCF.

o Nightly Level of Care export to AHCA from CIRTS

e The Semi-Monthly import of MLTC enrollment data will import into eCIRTS.

The MLTC program Record will be added in eCIRTS for Direct Referrals and EMS Releases so the MLTC semi-monthly import into eCIRTS will work correctly. The

CARES referral record will be added to eCIRTS for EMS Releases in Phase 1 but not added for Direct Referrals until Phase 2.
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ADRC Level of Care Tasks

In Phase 1, daily

, the ADRC will run the Level of Care (LOC) report from CIRTS which lists cases where the staffing process has been completed and the LOC

determinations made for the EMS releases.

For each new LOC determination, the ADRC will update the Med Waiver Timeline form for the client in eCIRTS, fax the 2515 HCBS Waiver Eligibility Certification
form to DCF and document it was sent in a note in eCIRTS.

1. Daily, each ADRC will run the Level of Care report from CIRTS in Phase 1. The report will be run from eCIRTS in Phase 2.

2. Foreach client, the ADRC will fax the 2515 (HCBS Waiver Eligibility Certification Form) to DCF and save a copy as an attachment to a note in eCIRTS. See
the Notes section for details. On the Note Details page, update the following fields:

o

AT TSm0 a0 o

Division: Will default to AG

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

Note Date: Will default to today

Note Type: Uploaded Forms

Note Sub-Type: Select 2515 HCBS Waiver Eligibility

Description: leave blank

Note: enter any additional notes

Status: Select Complete

Date Completed: When the Note Status equals Complete, the Date Completed field populates automatically and is read only.
Attachments: attach a copy of the 2515 HCBS Waiver Eligibility Certification form to the note
Recipients: NA

3. The ADRC staff will also update the Medicaid Waiver Timeline form. Navigate to the client record and select the Forms tab. See Edit a Form for more

details.

4. Select the existing Medicaid Waiver Timeline form from the list. Update the following fields:
a. 701B Completed: enter the date
LOC Staffing Date: enter the date

The

remaining fields will be added later in the workflow and should remain blank for now.

a.
b. 2515 & LOC to DCF Date: enter the date
c
d

In the header, keep the form status as Open
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i psa

EMS Release Date
APPL Starnt Date
3008 Received

Date Referral Sent 1o CARES

7018 Completed
LOC Staffing Date

2515 & LOC to DCF Date

SSt

DCF Appl. Filed Date

Medicaid ApprovediDenied Date
APPL End Date

APPL Termination Reason

ACTV Start Date

Comments

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

Scheduled Exports and Imports

-

=3

-

=

A WellSk

\/

'

1. InPhase 1, there is a nightly export that pulls client Level of Care and program recommendation information from CIRTS. In Phase 2, the nightly export

will pull the same data from eCIRTS instead.

2. DOEA BIT will manually place this report on the AHCA SFTP site for AHCA to import.
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3. In addition, DCF receives the Level of Care information via the faxed 2515 form the ADRC. DCF uses the information on this form to determine financial
eligibility. DCF sends the financial eligibility information to AHCA.

4. Once AHCA has the LOC and program recommendation information from CIRTS and the financial eligibility information from DCF, AHCA will provide the
MTLC active dates two to three times a month via the ‘MLTC Upload’ file.

5. Two to three times a month, DOEA BIT staff will retrieve the MLTC upload file from AHCA’s SFTP site.
6. DOEA BIT will process the MLTC Upload file so it can be imported into eCIRTS.

7. DOEA BIT will create a support ticket with the WellSky Customer Support Team to have the file uploaded into the eCIRTS production environment.

Note
0 This will be a manual process for Phase 1. An automated interface will be built for Phase 2, eliminating the need for DOEA
BIT to manually place the LOC nightly export report on the AHCA SFTP site. In Phase 2, DOEA BIT will not need to retrieve
the MLTC upload file, process it, nor arrange for import with WS Customer Support.

8. When the MLTC Upload file is imported, the client’s MLTC Program record will be updated. The Status will be changed to Active and the Active/Start
Date will be populated. The Medicaid plan information will also be added as an enrollment provider on the client’s MLTC program record.

9. If the client name, SSN or Medicaid ID has been updated in the MLTC Upload file, the client’s data will be updated in eCIRTS on the Demographic page.

10. When the MLTC upload occurs, BIT will notify the ADRC to run the following reports in eCIRTS and terminate enrollments, if appropriate:

a. MLTC Enrollees Receiving Services in Another Program

ACTV PACE Clients who are ACTV, APPL or APCL in Another Program
Active MLTC Clients Who are ACTV, APCL or APPL in Another Program
Clients who are ACTV, APCL or APPL in the same program multiple times
ACTV, APPL, APCL Clients who have moved to Another PSA

© oo o

11. The ADRC will also update the ACTV date on the Medicaid Waiver Timeline form.
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Medicaid Approved/Denied Date 3
APPL End Date =
APPL Termination Reason

ACTV Start Date =

12. The ADRC staff will add a final note in eCIRTS, attaching the referral that is sent to the enroliment broker who will help the client chose the LTC Plan.

13. Select the Notes tab. From the File menu, select Add Note.

14. The Note Details page displays. Update the following fields:

o

AT TSm0 a0 o

Division: Will default to AG

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

Note Date: Will default to today

Note Type: EMS Release

Note Sub-Type: leave blank

Description: leave blank

Note: enter any additional notes

Status: Select Complete

Date Completed: When the Note Status equals Complete, the Date Completed field populates automatically and is read only.
Attachments: attach a copy of the referral sent to the enrollment broker to the note
Recipients: NA

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

MLTC Active — Annual MCO Recertification Process

Once the MLTC record is active, the MCO providers will manage the client’s case and complete the annual assessment. An annual review by the CARES staff is
also required regardless if the client was enrolled as an EMS Release or from a Direct Referral. The annual review process begins with the CARES staff receiving
the annual packet from the MCO provider which includes the completed 701B, on paper. The 701B will be keyed into CIRTS and the case will go through the
staffing process again. Any Level of Care updates will be sent to AHCA. This process repeats annually. This will be completed in CIRTS in Phase 1 and completed in
eCIRTS in Phase 2.
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Coming off the ADI, CCE, HCE, LSP Wait List

The process of coming off the waiting list for the general revenue program begins with funds being released, by program. The ADRC or Provider runs the Priority
Ranking report and requests a list of clients who will come off the waiting list from the Lead Agency. The list is sent back to the Provider who will contact the
client to schedule the assessment. Once the assessment has been completed, the client will be active in the program and start receiving services.

1. When funds are available, the ADRC or Provider will run the Priority Ranking report in eCIRTS and send to the Lead Agency outside of eCIRTS.

2. Insome PSAs, the Lead Agency will decide which clients on the list will be released. In other PSAs the ADRC or Providers decide which clients will be
released. When it is decided which client will be released, the ADRC or Provider will update the status of their program record from APCL Waitlist to
APPL Applicant.

Note

Not all PSAs use the APPL Applicant status for general revenue programs. APPL Applicant will be used always for MLTC
programs and can also be used for General Revenue and OAA programs, but it doesn’t have to be used.

3. From the client’s records, select the Program tab. Select the record of the program the client is being released from. The Program Details page displays.
Update the following fields:
a. Status: APPL Applicant
b. Status Date: updates to today automatically and is read only.

Michael Jackson Program
Last Updated by jbuck
at 4/28/2021 5:06:06 PM

Division * AG

Referred From

Referral Date 01/01/2020 il

Program * ADI - ALZHEIMER'S DISEASE INITIATIVE Details
Service | v

Status * [APPL Applicant ~J

Status Date ™ 0512172021 '

4. From the File menu, select Save and Close Program.
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5.

10.

11.

The Lead Agency or Provider will make three attempts to contact the client and schedule the assessment and document each contact attemptin a
separate note. See the Schedule the Assessment section for more details.

Once successful contact is made, if the client does not accept the service enrollment, the program record will be closed, and the Lead Agency or
Provider will not proceed with completing the assessment. Proceed to the Closure Process section.

Once successful contact is made, and the client accepts the service enroliment, the Lead Agency or Provider will complete the assessment with the
client. Proceed to the Forms section.

Note

Case Managed clients receive the 701B. Non-case managed clients receive the 701A. The 701C will be completed for clients
only receiving meal services or those in the OAAC1 program.

The Lead Agency staff or Provider may complete other forms/enrollment tasks and document their completion in eCIRTS.

Once the assessment and other enrollment tasks are complete, the Lead Agency staff or Provider will update the status on the Program record to
Active.

From the client’s record, select the Programs tab. Select the program in APPL — Applicant Status and update the Status to Active. See the Update a
Program Record section for more details.

Depending on the PSA and Program, the enroliment provider is either the Generic Worker for the PSA, Provider or Lead Agency when in APCL or
APPL status. By the time the record is active, the enrollment provider will be the Generic Worker for the Lead Agency. See the Changing Enroliment
Providers on a Program Record section for more details of changing the enrollment provider to the Lead Agency.
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Coming off the OAA Wait List

The process of coming off the waitlist for the OAA programs is the same as the General revenue programs in the previous section. The only difference is the Lead
Agency will run the Priority Ranking report to identify the clients available for release, not the ADRC or Provider.

1. When funds are available, the Lead Agency will run the Priority Ranking report in eCIRTS and identify the clients available for release. Depending on the
PSA and program, the list is sent to the Provider outside of eCIRTS or the Lead Agency keeps the list and takes the next step in the release process.

2. The Lead Agency or Provider will update the status of the client’s program record from APCL Waitlist to APPL Applicant.

Note

0 Not all PSAs use the APPL Applicant status for general revenue programs. APPL Applicant will be used always for MLTC
programs and can also be used for General Revenue and OAA programs, but it doesn’t have to be used.

3. From the client’s records, select the Program tab. Select the record of the program the client is being released from. The Program Details page displays.
Update the following fields:
a. Status: APPL Applicant
b. Status Date: updates to today automatically and is read only.

Michael Jackson Program
Last Updated by jbuck
at 4/28/2021 5:06:06 PM

Division * AG

Referred From

Referral Date 01/01/2020 il

Program * ADI - ALZHEIMER'S DISEASE INITIATIVE Details
Service | v

Status * [APPL Applicant ~J

Status Date ™ 0512172021 '

4. From the File menu, select Save and Close Program.
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5. The Lead Agency or Provider will make three attempts to contact the client and schedule the assessment and document each contact attempt in a
separate note. See the Schedule the Assessment section for more details.

6. Once successful contact is made, if the client does not accept the service enrollment, the program record will be closed, and the Lead Agency or
Provider will not proceed with completing the assessment. Proceed to the Closure Process section.

7. Once successful contact is made, and the client accepts the service enrollment, the Lead Agency or Provider will complete the assessment with the
client. Proceed to the Forms section.

Note

0 If the client is not receiving case management services, for the OAA programs the 701A will be completed instead of the
701B. OAA C1 clients also receive the 701C.

8. The Lead Agency staff or Provider may complete other forms/enrollment tasks and document their completion in eCIRTS.

9. Once the assessment and other enrollment tasks are complete, the Lead Agency staff or Provider will update the status on the Program record to
Active.

10. From the client’s record, select the Programs tab. Select the program in APPL — Applicant Status and update the Status to Active. See the Update a
Program Record section for more details.

11. Depending on the PSA and Program, the enrollment provider is either the Generic Worker for the Lead Agency or Provider during the release
process and when active. See the Changing Enrollment Providers on a Program Record section for more details.
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Schedule the Assessment

The client must receive an assessment before they are active in the general revenue or OAA programs and before a LOC can be determined for CARES. The
ADRC, Providers and/or Lead Agency will make contact attempts to schedule the assessment with the client. The scheduling attempts will be documented as
Notes in eCIRTS. One note is added per contact attempt. The actual assessment will be completed as an eCIRTS Form. Once on the waitlist for or active in a
program, a client will also receive an annual re-screening or assessment. The steps in this section are followed when scheduling reassessments too.

1. Open the Client record and look up the phone number. Attempt to contact the client.

2. Record the contact attempt as a note. Select the Notes tab.

Whine, Bllen M (18G03)

Casa Radamons  Authorqutass  Acthibes MdCasons
StwsSiop Demogrepncs Scroenng QeberrabnNotficabom Progrem Forrra Serczas Watlm 6:.-.n-~----|~

Note Date » Note By Note Type Note SabType Dwacription Status Dwte Campleted Attachment
Bock, Jeretey NYMYE . Same form of MedcadYes Fam 52003008 e Verd Marge Terplate
Rosd Mones T01S Scresmng Contact Attt Follow Us

3. From the File menu, select Add Note.

4. The Note Details page displays. Update the following fields:
a. Division: Defaults to AG

b. Note By: Defaults to self

c. Note Date: Defaults to today

d. Note Type: select Assessment if you are attempting to contact the client for his/her first assessment. Select Reassessment or Rescreening if you
are attempting to contact the client for his/her annual reassessment.

e. Note Sub-Type: Select Contact Attempt 1, Contact Attempt 2 or Contact Attempt 3, or Assessment Scheduled

f. Description: Select from the lookup. The values in this field are dependent on the Note Type selected.

g. Note: Enter details of the contact attempt.

h. Status: If contact was successful, this note can be marked as Complete. If an additional contact attempt is needed, the status should be Follow

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

j.  Note Recipient: If contact was successful, a Note recipient does not need to be added. If an additional contact attempt is needed, add yourself
as the Note Recipient so the note will display on your My Work page.

Ellen White Notes
3/5/2021 2:28 MM

Flle Tools

Notes Details
Divinion AG v
Note By ° Buck, Jenrfer v
Note Dane %
Nose Type Assessment | v
Note Sub Type v
Agency v
Program -
Description
B 7 1 A
Noee
Status Drah v

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

6. Daily, the user will monitor My Work and attempt to contact the client to schedule the assessment if the first or second attempt was not successful.

1-855-WELLSKY WellSky.com Page 218 of 360


http://wellsky.com/

ELDER :\I-'lf:\lkss‘ - We” 0\

7. Clients that need additional contact attempts will be in the Notes > Follow Up queue. Select the queue and the list of clients is displayed.

MY WORK CONTACTS CLIENTS CLIENT GROUPS
CLIENTS
Screening
Programs

Referrals/Notifications

Motes
Complete 1
Follow Up 6

8. The Notes Follow Up queue lists the Note Sub-Type. Clients with one contact attempt will have a Note Sub-Type of Contact Attempt 1. Clients with two
contact attempts will have a Note Sub-Type of Contact Attempt 2.

9. Select the client name to open the note. Review the notes from the previous contact attempt. Change the status of the Note to Complete.

10. From the File menu, select Save and Close Notes.
TIP

’ If you know you want to start the second contact attempt note at the time you are saving the
first note as complete, use the Save and Add Another shortcut in the File menu. This will save
your current note and open a new note detail page in one click.

11. Make the next contact attempt. Create a new note for each contact. From the client’s Notes tab, from the File menu select Add Notes.
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12.

13.

14.

15.

1-855-WELLSKY

TIP
x Use the View Record link on the My Work > Notes queue as a short cut to open the client’s record.
' EFREN A ».“ Wwelcome, Jeseifer butk: | Notes

File Tools

Faon

Chara 1) Wote Dt N Type Neto S Typm Sulsect Ve fuccrd

et Atterapt 3 Bk, vty Prbew Up

t
'

an Srah Cored D102 EHS Reman Cartact Sttampl | Bk Jemnde Fabwn Us
'

WA D Bk Moy

Repeat steps 3-5 to add a new contact attempt note.

Once the client has been reached, schedule the appointment and add it to eCIRTS. Proceed to the Appointments section.

If this was the third unsuccessful contact attempt, the Lead Agency or Provider will send the No Contact Letter to the client and save it to a Note in
eCIRTS.

If this is the second unsuccessful contact attempt for a CARES Assessment, the CARES Assessor will send the 612 letter to the client and save it to a Note
in eCIRTS.

The letter will be printed from eCIRTS. Instructions for generating, editing, printing letters and saving them as a Note attachment in eCIRTS can be found
in the Word Merge section of this manual.

When the letter is generated as a word merge, it is saved to a Note. The Note Details page displays. Update the following fields:
a. Division: Defaults to AG
b. Note By: Defaults to self
c. Note Date: Defaults to today
d. Note Type: select Uploaded Forms
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Note Sub-Type: Select No Contact Letter

Description: Select from the lookup. The values in this field are dependent on the Note Type selected.

Note: Enter details of the contact attempt.

Status: Select Follow Up

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

Note Recipient: Add yourself as the Note Recipient so the note will display on your My Work page.

ELDER nlllcn\

File Tools

Notes

Note Dy Buck Jenndes v

Norte (Lare %

Agency v

Prugram -

Notes Ust Provder v

Mot Type Uphoaded Foms. K

Note Ssb.Type No Contact Leties v

Danctipton -

B LB oA

third unsuccassiul atlempt - no contact letser sant
Kesping this noss opan for 30 days In case tha clent calls
back

Note

Suane Fobow Uo

ADO A NOTE RECIMENT ADD ANOTE BECEIENT

Dista Comphatund

Antachments

Document Description Cotegory Action

Thece mo no stachmants to display
Note Reciplents
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16. From the File menu, select Save and Close Note.

17. When the no contact letter is generated and saved as an attachment to a note in eCIRTS, the user will keep that note on his/her My Work queue for 30
days. The client has 30 days to call back after receiving the No Contact Letter before the case is closed.

18. The user will monitor the My Work > Notes > Follow Up queue.

MY WORK CONTACTS CLIENTS CLIENT GROUPS
CLIENTS
Screening
Programs

Referrals/Notifications

MNotes

Complete

Follow Up

19. Filter the Notes Follow Up queue lists the Note Sub-Type. Clients that have been sent a No Contact Letter will have a No Contact Letter Note Sub Type.
You can further refine the list by note Date, only following up on those open for more than 30 days.

20. Those open for more than 30 days can be closed. Add a note that the client did not call back and change the Note status to Complete.

21. Proceed to the Closure Process section.
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Appointments
1. Open the Client record and select the Appointments tab.
Caragrer/Care Recipient

Associaled Pecple I Appointments. | Meacatons

Prograg™ | Services | Authonzalions  Actties
—
START-STOPTIMER  Demographics  Screenng = Referrals To Providers Forms  Notes
View Style Filters
= List View Monthly Viaw o - ~ e
Status v Not Equat To v Complsts v AND v x
Da
Appontment Date v +

{} record(s) returned

2. From the File menu, select Add Appointments.

3. The Appointment Details page displays and contains the following data elements.
a. Division: Defaults to AG and is read only
b. Appointment Date: the date the appointment is scheduled
c. Start Time: the time the appointment is scheduled to start
d. End Time: the time the appointment is scheduled to end. This field defaults to 30 minutes after the start time and does not need to be changed
unless desired. If this field is not filled out, it causes an error when saving the appointment.
e. Type: the type of appointment.
e Annual Screening
e Assessment
e Care Plan Review
e |nitial Screening
e Significant Change Assessment
e Significant Change Screening
e Social Work Referral
f. Notes: details about the appointment
g. Status: Defaults to Scheduled. This status will be updated to Complete once the appointment is finished.
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File

Appointment Detail

Michele Keck Appointment
4/13/2022 2:20 PM

Division AG

Appointment Date * 04/13/2022 &

End Date 04/13/2022 3

Start Time P~

End Time

Type [Annual Screening v]
Notes

Status * Scheduled +

1-855-WELLSKY

When complete, from the File menu, select Save and Close Appointment.
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Notes

A lot of information is captured as a note in eCIRTS. In CIRTS, notes were referred to as “Narratives.” Notices and letters printed from eCIRTS are saved to a note.
Forms housed outside of eCIRTS are scanned and saved as attachments to notes. Each form has its own Note Type in eCIRTS. Screening contact attempts are
recorded as notes. Medicaid, CCE and I&R follow ups are recorded as notes. The method to add a note is the same for all these scenarios. The Note Type, Sub-
Type, Status and recipients will differ.

1. Open the Client record and select the Notes tab.
HT‘lite, Ellen M {10005}
Caregiver/Care Recipient
Associated People | Wait List | Appointments | Medications

Programs | Services | Authorzations | Activities

START-STOP TIMER. | Demographics | Screening Referrals To Providers F-::-rm{ Notes

2. From the File menu, select Add Notes. If you are editing a Note, the Note will display in the list view. Select it to open.

3. The Note Details page displays. Update the following fields:
a. Division: Defaults to AG
b. Note By: Defaults to self
c. Note Date: Defaults to today
d. Note List: Select All, ADRC or Provider to display a list of Note Types applicable to the user to add.

Note
O Restricting the Notes Types a user can add does not restrict their ability to see Notes created by others.

e. Note Type: select from the table below

Note Type

701S Screening Screening Contact Attempts. One Note per contact attempt
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Note Type

701S Screening Follow Up

Use

As part of the 14-day screening referral follow up process, the I&R
Specialist will confirm the 701S has been scheduled or completed, and
document in a Note

APS - High

Use for all APS — High cases

APS - Intermediate

Use for all APS — Intermediate cases

APS - Low Use for all APS — Low cases

Assessment Assessor documents the contact attempts to schedule the initial 701A,
701B or 701C Assessment in a Note in eCIRTS. Same note, Sub-Type gets
update after each contact attempt.

Care Plan When the user saves the form/notice as an attachment to a note in
eCIRTS, the name of the form/notice is selected as the Note Type.

CARES Used by CARES to document the 30, 60, 90 day follow ups after staffing is

complete and recommendations are finalized.

CARES Case Closure

CARES Staff create a Case Closure note if they've lost contact with the
client or if the client is not interested or when the CARES case is closed.

Case Management Narrative

Case Managers use this note type for several narratives including HCE
Monthly Contact, Home Visit, Telephone Contact, etc.

Community Referral Follow Up

As part of the 14-day referral to community resources follow up process,
the I&R Specialist will confirm the clients’ needs were met and document
in a Note

Complaint Used then documenting a complaint. The note recipient would be the
person responsible for following up on the complaint.

EMS Release

Medicaid These are note types the Medicaid eligibility staff would use in their day

to day.

1-855-WELLSKY
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Note Type Use

Other This is a catch all Note Type - if the user doesn't find one he/she needs,
Other is used.

Reassessment Assessor documents the contact attempts to schedule the annual 701A,

701B or 701C Assessment in a Note in eCIRTS. One note per contact
attempt.

Rescreening

Screener documents the contact attempts to schedule the annual 701S
Screening in a Note in eCIRTS. One note per contact attempt.

Services Assessors/CM will follow up with the client within 14 days of the service
start date to make sure services have been received and the client’s
needs have been met

SHINE Use this Note Type for the SHINE referral process.

Uploaded Forms

When the user saves the form/notice as an attachment to a note in
eCIRTS, the name of the form/notice is selected as the Note Sub-Type.

1-855-WELLSKY

— @ o

Note

Note Sub-Type: The Sub-Type will change depending on the Note Type that is selected

Description: lookup values that change depending on the Note Type selected.

Description: Select from the lookup. The values in this field are dependent on the Note Type selected.
Note: Enter details. This is a large field than can hold a lot of characters. If the user is adding a new note, this field acts as a regular text field.

B X H 1w0pt < A~

This 1S the orginal text In @ note

. WellSky

If the user is editing an existing note, the user will append text to the existing note by adding the new text into the note field then selecting

Append Text to Note

WellSky.com
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On 5/21/2021 at 18:47 AM, Jennifer Buck wrote:
This is the original text in a note

Note New Text

B 7 U wopt - A~

This Is additional text added to an existing note

The new text is added to section above, in addition to the original text.

TIP

18 Hit enter before adding additional text to space it out from the previous entered text. If a
correction is needed, it is added as appended text.

1-855-WELLSKY WellSky.com Page 228 of 360


http://wellsky.com/

ELDER A F_F.f\ﬁ?s‘ ‘ WellS ky

On 5/21/2021 at 10:47 AM, Jennifer Buck wrote:
This is the original text in a note

On 5/21/2021 at 10:48 AM, Jennifer Buck wrote:
This is additional text added to an existing note

Nole New Text

B I U iapx ~ A~

j.  Status: select from the table below.

Draft This is the default value of a note record. The user should change this value before saving the
record. A record should not be saved with status: Draft.

Follow Up This is the status used when the user has follow up to complete. The note remains opened and
will display in the Client > Notes section on the My Work dashboard for the note recipient.

Alert This status is used if this note needs to be seen by everyone. It will pop up for all users when they
first pull up the client’s record. It will continue to do this until the status is changed.
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There is also a separate Alert Notes section on My Work where these notes will be routed for any
note recipients.

MY WORK |  conTacTs CUENTS

CLIENTS

Screaning
| Programs
Referraia/Nobfcations

Notes

Tickiers

Appointments

Sennce Authonzations

Asert Notes

Unisad Alest Noles

Complete

This status is used when no additional follow up or action is needed on the note. The Complete
status will make the Note read only.

1-855-WELLSKY

WellSky.com

a8 WellSky

Page 230 of 360


http://wellsky.com/

ELDER AFFAIRS

a8 WellSky

Users with the correct role can Unlock the Record if it was closed by mistake. This will make it
editable again.
Efen Wnite
Last Updated by Jbuch
®LPINL 1S M
File Tools Reports
Hegtory
{ Speit Cheey
" AG
B =
. 3032021
Qoo rechet
W e TO1E Scresneg Fotow Up
Note Sub-Type Newos et

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

Status * Follow Up »

ADD A NOTE RECIPIENT | ADD ANOTE RECIPIENT

|. Date Completed: This field will auto populate with the date when the status is changed to Closed.
m. Add Attachment: Select Add Attachment and select the file that should be attached to this note, wherever it’s saved on your device.
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ELDE
Ellen White Notes

Last Updated by lbuck
at 4/8/2021 2:55:54 PM

Reports
N @ File Uplcad Form - Google Chrome !‘E.‘@“
8 Itssbhtrl mediware.com/flucirssandbox/Dialogs/FileUploadFarmasps IChaptedD=2044ViewType (]
File Choase Fila | Provider Activity . on 5-11-21 docx
File Name \‘g- trom uploaded file
creste new
Description My attachmaens
Categuey [ V]
Status *
Date Completed i
Note: Maximum size for attachment is set 1o 5.76 MBytes.
Attachments b =

|

Add Attachman!

Note
6 Each attachment must be under 5.76 MB. A note can have up to 10 attachments.

CAUTION
Do not include a comma or semi-colon in the file name of the attachment. You will not be able to open it and view the file.
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Note
@ The accepted file types include:

e Images: jpeg, gif and tif
e Documents: pdf, WORD
e Spreadsheet: EXCEL

s WellSky

n. Add Note Recipient: Search for and select the name of the recipient. The note will display on the My Work > Clients > Notes dashboard for
the note recipient(s.)

TIP

A user can remove a Note from his/her My Work dashboard by marking the note as read. This is
done from an open note record. From the Tools menu, select Mark as Read. This will remove
the Note from the recipient’s My Work page. Select Mark as Read and Close if you also want to
close the note record, after marking it as read.

Ellen White
Last Updated by jbuck
at 4/8/2021 2:55:54 PM

File Tools Reports

' - Mark as Read

‘ Notes

. Mark as Read and Close
Note By * Buck, Jennifer
Note Date * 03/07/2021 |
Note Type * [Services
Note Sub-Type Needs Met  ~
Agency |
Program |

. need to call back

Description

4. From the File menu, select Save and Close Notes.
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Forms

Many forms exist in eCIRTS, the most used being the 701S, 701A, 701B and 701C. Regardless of the form, the eCIRTS user will follow the same steps to complete
the form, it’s just that the questions on each form will be different.

TIP

/g Users can view an assessment history by adding a search filter on the Forms list view. Filter the
; list by Form name. When the results are returned, click on the Review Date header to sort the
list ascending/descending order.

START-STOP TWER = Demograghcs | Screenng  Referas To Povoss LEONMS. Notes
Formm v Conaing - TN AND v x
Drvsion - +

241 Forms record{s) returned - pow viewing 1 through 15

Dwvision Form Review | Review Date « Assessor Workee Status
AG 7018 Scresming Form Ints N TN ‘Y(-L' Stac

oy ATy Dratt

AG TO1A Assassment | EMS Rekass = TNsZ0e Test  Stacy Draft

AG T01S Screening Fom | Ntz . McGramn, Catharing ' Complats

A T01S Screening Form Signficant Cnangs NeGram Cathenng Compigts

AG TS Screaning Form Intia NcGram, Catharme v Compats

Add a Form
1. To add a Form, open the Client record and select the Forms tab.
White, Ellen M (10005)
Caregiver/Care Recipient
Associy_pd People | Wait List | Appointments | Medications
Programs Services | Authorizations | Activities
START-STOF TIME Demographics Screening Referrals To Provider Forms | MNotes
) Filtare
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2. From the File menu, select Add Form.

3. Inthe Select Type field, choose the form you wish to complete. A list of eCIRTS Forms and uses is below.
Form Type Use ‘

701A Assessment Shortened assessment instrument based upon the 701B Comprehensive Assessment to be administered face-
to-face for non-case managed clients in Local Services Program and OAA program

701B Assessment Comprehensive assessment that is administered face-to-face to assess all case-managed clients regardless of
the program in which they are enrolled.

701C Assessment Shortened assessment instrument used to assess individuals for congregate meals and nutrition counseling
services in the OAA Title C1 program.

701S Prioritization This form is administered over the telephone for the initial screening of applicants for long-term care
Assessment programs. It is also used as an enrollment management tool to re-screen individuals who are on a waiting list
and not active in any program.

701T Assessment Shortened assessment instrument for use by CARES staff for individuals residing in a nursing facility with no
intent to return to the community or for individuals residing in the community intending to enter the nursing
facility.

CARES Case Information Form | The CARES Assessor completes this form when opening a case. The recommendations are documented on this
form.

CARES Case Intake Process The CARES Assessor completes this form for Direct Referrals like the Med Waiver Timeline form completed by

the ADRC for EMS Releases

CARES Staffing Information The CARES Assessor completes this form for the Staffing meeting. The 603 Form will pull data from this form.

Client Evaluation Form for Used for OAA, LSP and CCE when applicable.
Cold or Frozen, Home-
Delivered Meals

Co-Pay Assessment Form Used for CCE and ADI.

HCE Financial Worksheet Used for HCE applicants and clients who ARE NOT recipients of SSI, QMB, or SLMB.
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Form Type Use ‘

HCE Notice of Case Action Form completed as part of the HCE Eligibility process
HCE Notice of Case Review Used to notify clients of the decision regarding review of their HCE case action

HCE Safety and Accessibility Form may be used to assist the case manager in evaluating the client’s environment.

Medicaid Waiver Timeline Used by the ADRC for EMS Releases
PEARLS Data Form Used by I&R for PEARLS referrals
SHINE Data Form This form is completed by I&R as part of the SHINE referral process

Silver Alert Services Referral Memory Disorder Clinics send this form to the ADRCs. It is included in the ADI contract for all 11 ADRCs
Form

SNAP Assist Program Used by I&R for SNAP referrals

Suicide Lethality Assessment | Suicide risk assessment used as applicable by I&R

Uniper Data Form Used by I&R for Uniper Care referrals

4. Fill out the remaining information in the header of the form. Update the following fields:
a. Division: Defaults to AG

Note

O If this field is blank. STOP. The screening record is not open for this client. None of the data you add to this form will save
until this field is populated. Close the form. Click on the Client’s Screening tab. Click the screening record and change the
status. It cannot be Pending or Closed.

b. Review Date: Defaults to today but is editable if needed
c. Status: Defaults to Draft and can be changed later in the workflow at step 6.
d. Review: select the applicable value. This is an eCIRTS required field.

1-855-WELLSKY WellSky.com Page 236 of 360


http://wellsky.com/

o,
v

Pe
- g

(¢
b

ELDER AFFAIRS \ ﬂ WellSkvy

Review Type Use ‘
APS Select this review type when completing a form for an APS referral
Annual Select this review type when completing the annual rescreening/assessment
EMS Release Select this review type if the assessment being completed is part of the EMS Release process.
Significant Change Select this review type when completing an assessment due to a significant change
Initial Select this review type when completing the first screening or assessment. This review type is also
used for most other one-time forms.
CARES Select this review type when completing a form for CARES
CARES - MCO Annual Select this review type when completing a form for the CARES MCO Annual review

e. Assessor/Worker: Defaults to self but can be changed if needed.

. Note
0 Data entry staff that key an assessment on behalf of another would change the Assessor/Worker field from themselves to
the Assessor/Worker who completed the assessment. When the data entry staff completes the form in eCIRTS, by changing
the status to complete, his/her name will populate as the Data Entered By worker and the date the form was saved in
complete status is populated as the Completed Date.

f. Completed Date: This will auto populate with the date the status was changed to Complete. It will remain blank until then.
g. Data Entered By: This will auto populate with the name of the worker who changed the status to Complete. It will remain blank until then.

SonsumerAssessments

Division * Review * [ Initial v

Review Date * 04/13/2022 __‘] Assessor/Worker * Buck, Jennifer -m Details
Status * Data Entered By

Completed Date
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With the form selected, the questions for the form will display on the screen. The eCIRTS user will answer the questions on the form.

Demographic fields on the form will pull from the Demographics page. If they need to be updated, the Assessor will update them on the form. Updating
the address on the form will NOT update the address on the Demographic page.

7. The assessor will answer the questions on the form. The Required questions are noted with a red asterisk.

Efian Whita Form
4712021 7130 PM
File
Please Sefoct Type: | 7015 Comprenenuive Assessment v
CONSUIMEE ASSRESMENtS
Devinco AG v Review Arroy v
Review Dane 010772021 -'i Worsur Butk -u
Satus Deaft - Appoves Dy

Approved Diste

Has the CRent been termmated for non.compliaace from ==
cCE?

Florida Department of Elder Affairs 701B Comprehensive Assessment
A. DEMOGRAPHIC SECTION

1, ASSESSORCM: What is D puiposs of s assessmeat?
2 Socisl Securtty numbes

Ja. First Namw

0. Maaddhe Ining

3c. Last Mame

4. Modicai numbaer

5 Phooe ssmber

8. The assessment forms have a new section at the bottom that lists the programs the client is eligible to be placed on the waitlist. These fields display Yes
or No depending on the responses to certain ‘trigger’ questions within the assessment.
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Alzhiemers Disease Initiative (ADI)

Community Care for the Elderly (CCE)

Home Care for the Elderly (HCE)

Statewide Medicaid Managed Care Long Term Care
(SMMCLTC)

Older Americans Act Title lIIE National Family
Caregiver Support (IlIE)

Older Americans Act Title lIE Homemaker (IIIB HMK)

Older Americans Act Title IB Chore (IlIB CHO)

Older Americans Act Title IB Adult Day Care (IlIB ADC)

Older Americans Act Title IIC2 Home Delivered Meals
(03C2 HDM)

Older Americans Act Title IB Transportation (1B TRS)

Older Americans Act Title IC Congregate Dining (03C1
CNNIL)

Older Americans Act Title lIB Emergency Alert
Response (OA3JB EAR)

Mo

Yes

Yes

MNo

Yes

MNo

Mo

Yes

Yes

Yes

Yes

Note

O One of the trigger questions in this section is Age. Age is a value eCIRTS calculates automatically based on the date of birth.
During the migration process from CIRTS, Age was not populated. The demographic record must be saved, just once before
being able to use this section on and assessment in eCIRTS. Saving the demographic record forces the auto calculation and
age is now populated in the database. Once it’s in the database, this assessment form can use the data to determine

Yes/No for each program in this section.

9. The screener/assessor will discuss the waitlists the client is eligible for with the client and then add program records for the ones they wish to pursue.

10. Once the questions in the form have been answered, the user should change the Status in the header of the form.
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Status Use

Draft This is the default status of a form. This is the only status that can be used if there are
unanswered required questions in the form.

Open At minimum, the user has answered all required questions in the form but wants to keep it
editable knowing responses in the form may change soon. (i.e. — Medicaid Waiver Timeline form)

Complete The user has finished with this form and all required questions are answered. No additional
changes can be made.

Pending This is used by CARES when a LOC is under review.

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

Ak WellSky

12. After completing the 701S, 701A, 701B or 701C assessment, a Workflow Wizard will trigger a reminder to complete the re-screening/reassessment in

365 days. Proceed to the Annual Rescreening/Reassessment section.

Completing the 701S Form
After the 701S is completed, several updates are made to the client record which include:

e Updating the status of the screening record
e Add an Assessment note

1. Click on the Screening tab.
White, Ellen M (10005)
% Caregiver/Care Recipient
Associated People | Wait List | Appointments | Medications
Programs | Services | Authorizations | Activities

START-STOP TIMER | Demegraphic Screening JReferrals To Providers | Forms

~Filters

Status  w Not Equal To v Closed v AND x
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2. Click on the Screening record in the list view grid.
START-STOF TIMER | Demographics | Screening = Referrals To Providers | Forms | MNotes

Filters
Status  w Mot Equal To A4 Closed w AND » *
Division +

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

Division Status Primary Worker

I AG Screening Scheduled Test, Stacy

3. The Screening details page will display. Update the following fields:
a. Status: change to Screening Complete.

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

7. Once the screening is completed, the Assessor will add a note in eCIRTS with the results. From the Notes tab, select Add Notes. The Note Details page
displays. Update the following fields:
a. Note Type: Assessment if you are a provider completing the 701S. Select 701S Screening if you are the ADRC completing the 701S.
Note Sub-Type: Screening Complete
Notes: summary of the assessment results
Status: Complete
Recipient: None

P oo g

8. From the File menu, select Save and Close Notes.
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Note

o If the screening is unable to be completed or the client was a no show for the screening appointment, a note will still be
added in eCIRTS, but a different Note Sub-Type will be selected. From the Notes tab, select Add Notes. The Note Details
page displays. Update the following fields:

a. Note Type: Assessment if you are a provider completing the 701S. Select 701S Screening if you are the ADRC
completing the 701S.

Note Sub-Type: Screening No Show or Screening Not Complete

Notes: details why the screening was not completed

Status: Complete

Recipient: None

o oT

Completing the 701A or 701B Form

After the 701A or 701B is completed, several updates are made to the client record which include:

Add the Caregiver information

Add an Assessment note

Assign the enrollment provider and change the program status to active

Add the Case Manager to the Screening tab as the Secondary Worker if the client will receive Case Management services.

If the form that was completed was a 701A or 701B, the user completing the screening will receive a reminder to add the Caregiver information from the
form to the Caregiver tab in eCIRTS. The data is required to be on this tab for the NAPIS/OAAPS export.
Note

0 In Phase 2 when the Business Rules engine exists, we will remove this reminder and create a Business Rule that will add the
Caregiver information from the form to the Caregiver tab on the Client record.
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FIDER AFH \”:‘ Weicome, Jennifer Buck | My Work

4/13/2022 2:51 F v
File

Workflow Wizard

Add Caregiver
Information on the
Caregiver Tab

Open
Cancel

Reassign
Complete

View Clients Record

2. See the Caregiver section of this manual to verify/add the Caregiver information. If the Caregiver information already exists, the Assessor will just
confirm the information is up to date and then mark the tickler as complete. If the Caregiver information doesn’t exist, the Assessor will add it on the
Caregiver tab then mark this ticker as complete.

3. Once the assessment is completed and caregiver information verified/added, the Assessor will add a note in eCIRTS with the findings of the assessment.
From the Notes tab, select Add Notes. The Note Details page displays. Update the following fields:
o Note Type: Assessment
e Note Sub-Type: Assessment Complete
o Description: 701A or 701B
e Notes: summary of the assessment results
e Status: Complete
e Recipient: None

4. From the File menu, select Save and Close Notes.
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Note

0 If the Assessment is unable to be completed or the client was a no show for the assessment appointment, a note will still
be added in eCIRTS, but a different Note Sub-Type will be selected. From the Notes tab, select Add Notes. The Note Details
page displays. Update the following fields:

o Note Type: Assessment

o Note Sub-Type: Assessment No Show or Assessment Not Complete
e Description: 701A or 701B

e Notes: details why the assessment was not completed

e Status: Complete

e Recipient: None

5. Once the assessment is completed, the program record status is updated to active, and the enrollment provider may be updated to the Lead
Agency/Provider responsible for the reassessment. See the Update a Program Record section to change the status to Active. See the Changing Enrollment
Providers on a Program Record section to update the Enroliment provider.

6. Once the assessment is completed, services are added. See the Services section.

Completing the 701C Form

The 701C will be completed for clients only receiving meal services or those in the OAAC1 program. The 701C must be completed by Congregate Meals staff.
Congregate meals staff will not be eCIRTS users. Clients will be given the contact information for the Lead Agency or OAA provider and contact them directly for
the 701C assessment. Once the 701C is completed, the Congregate Meals staff will send it to the ADRC, and it will be keyed into eCIRTS and an Assessment note
will be added.

1. The Congregate Meals staff will be notified to complete the 701C outside of eCIRTS.

2. The 701C will be completed on paper. It will be keyed into eCIRTS. See the Forms section for more details on completing the assessment. The worker will
be changed to the Congregate Meals staff who completed the assessment.

3. Once the assessment has been entered, the Assessment Note will be added. From the Notes tab, select Add Notes. The Note Details page displays.
Update the following fields:

a. Note Type: Assessment
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Note Sub-Type: Assessment Complete
Description: 701C

Notes: summary of the assessment results
Status: Complete

Recipient: None

-0 ooy

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

Note

0 If the Assessment is unable to be completed or the client was a no show for the assessment appointment, a note will still
be added in eCIRTS, but a different Note Sub-Type will be selected. From the Notes tab, select Add Notes. The Note Details
page displays. Update the following fields:

a. Note Type: Assessment

Note Sub-Type: Assessment No Show or Assessment Not Complete
Description: 701C

Notes: details why the assessment was not completed

Status: Complete

Recipient: None

~0oooT

5. Once the assessment is completed, services are added. See the Services section.

Edit a Form

Sometimes users will not have all the information from a client to complete a form in one sitting. It make take several contacts with the client and other
resources to know all the answers in a form. The user will save the form in a ‘like open’ status so they can come back to it later.

1. Navigate to the Client record and select the Forms tab.
2. Alist of all forms for the client display, complete and incomplete.
3. Select the form you wish to edit. The form details page displays.

4. Update the fields as needed.

1-855-WELLSKY WellSky.com Page 245 of 360


http://wellsky.com/

[il,[)l?.‘R {\ FI’.."\IRS \ ﬁl II W el I \,

5. When complete, change the status to one of the values in the table below:

Status Use

Pending The user is finished with the form, and all required questions are answered, but it requires a
supervisor review and approval before being completed. This only applies to CARES.

Open At minimum, the user has answered all required questions in the form but wants to keep it
editable knowing responses in the form may change soon. (i.e. — Medicaid Waiver Timeline form)

Complete The user has finished with this form and all required questions are answered. No additional
changes can be made.

Draft This is the default status of a form. This is the only status that can be used if there are
unanswered required questions in the form.

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

Duplicate a Form

When you are creating a new assessment record that is like a previous assessment, you can duplicate the existing assessment to create a new copy. It is an exact
copy except the Status and the Review in the header will change. This is helpful during the annual re-assessment process. The assessor can copy the 701B for
example from the previous year. The assessor will update any areas that have changed since the previous year in the copied version. This functionality in eCIRTS
is called Duplicate Assessment. A client’s ‘second chance’ entry into the EMS release process necessitates a new Medicaid Waiver Timeline form in eCIRTS. The
ADRC worker can use the Duplicate Assessment functionality to create the new Medicaid Waiver Timeline form.

o

1-855-WELLSKY

Note

You can use the Duplicate Assessment feature to copy a previous assessment. We will have an obstacle to overcome with
historical assessments. Historical assessments will migrate from CIRTS to eCIRTS but from a technical perspective, they will
be on a different form. The historical form looks like the assessment form but could not contain the automation that the
assessment forms have if added in eCIRTS. For the first reassessment in eCIRTS, you do NOT want to Duplicate the
migrated assessment, you will want to add a new assessment. You can copy/paste responses from the historical
assessment into the new assessment. For the second reassessment in eCIRTS and thereafter, you will use the duplicate
assessment feature.

WellSky.com Page 246 of 360


http://wellsky.com/

ELDER AFFAIRS ‘

1. Open the client’s record and select the Forms tab.
White, Ellen M (10005)

Caregiver/Care Recipient

AsS0C] People | WaitList | Appointments | Medications
Programs | Services | Authorizations | Activities
- ————
START-STOP TIMER Demographics | Screening Referrals To Providerg Forms | Motes
{"L_Filtars
2. Select the form from the list view to edit.
CaregwedCare Recomnt
Assocaled Paople  WetList Agpoimments | Meoicahons
Programs | Servces | Autorzaloes | Acivbes
START-STOP TIMER | Demographics Sctrsenng  Referrals To Srovcders m Naotes
Finers
Form v Cortans v 701 AND » x
Divtaian v +
23 Forms 1acord(s) returmad . now viewing 1 throegh 15
Division Form Raview Review Date » ASHRESO! Worker Status
| RS Y075 Stéaanivg Form it 0Tr2Y2021 TTest Staty oran 1
[ Tam TOTA Assesemant ENS Ralase 71572021 TTest | Stazy Drat |

3. The form opens. Select Duplicate Assessment from the File menu.
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Ellen White

Last Updated by jbuck
at 8/7/2021 8:42:54 PM

File Reports

History

_—
Duplicate Assessment

Delete Form
Review * Initial
Reverse Status
_ Assessor/Worker * Test, Stacy Details
Print
Service Provider
Close Form
Lidla ENLEIEU DY DUCK, Jennier Details Completed Date 08/07/2021

DEPARTMENT OF ELDER AFFAIRS

7015 Screening Form
Rule: 58-A-1.010, FA.C.

Preliminary Questions

Has a screening been completed within the
past month?

Does the client have an active LTC

enroliment? No

4. The new form opens. The original remains unchanged. Edit the form information.
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File

7015 Screening Form

Consumer Assessments
Division *
Review Date = 080772021 |H

Data Entered By

DEPARTMENT OF ELDER AFFAIRS

. 701SScreeningForm |

Review *
AssessorWorker *
Service Provider

Completed Date

70135 Screening Form

Rule: 58-A-1.010, FAC.

Preliminary Questions

Has a screening been completed within the
past month?

Does the client have an active LTC No ~
enroliment? e

Provider |D:

Provider Screener ID:

0 recordis) returned

Screener Name:

5. Select Save can Close Form from the File menu
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8/7/2021 8:44 PM

Buck, Jennifer

“m Details

v
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Services

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

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

Services/authorizations are not required for the following services:

e  APS Crisis Resolving Services e Powerful Tools for Caregivers (PTCG) e Medication Management Group and
e NDP services (optional) — OA3E OA3D Medication Management
e Information e Caregiver Training/Support (CTSG) Individual (MMG, MEMAG, MEMAI),
e Referral e Caregiver Support Groups (CSG) e Recreation (RECR), and
e Intake e Gerontological Counseling (GECO) e Telephone Reassurance (TERA,
e Screening and Assessment e Counseling (Mental Health/Screening) TERACV)
e Congregate Meals Screening (MHSG) e Legal Assistance (LEG)
o Al OA3D services. e Health Support (HSUG)
* Medication Management — Group e Education/Training (EDUCG),
(MMG) — CCE and LSP e Legal Assistance (LEG),
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- Note

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

General Information

Before the services can be added, some general information must be added first. This general information record serves as the parent record and the services
are the child records in eCIRTS. The general information record is referred to as a Plan record in eCIRTS. One Plan record will be created per year.

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

Associated People | Wait List | Appointments | Medications

Frogramd Services QAuthorizations | Activities

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

2. From the File menu, select Add Plan.

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

0 The DOEA Services program record was added automatically when the client record was created. It is a required field for
eCIRTS authorization functionality to work correctly, and DOEA will always select ‘DOEA Services.’
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c. Agency: This field will display the Agency associated with the selected Screening value.
d. Worker: This field will default to the worker creating the record and most of the time also be the one who completed the assessment. Update it
if it is not correct.

Note

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

I} | MY WORK 1 CONTACTS | CLIENTS | CLIENT GRCUPS |
CONTACTS CLIENTS
‘ Status (v)|| Screening (v)
‘ Inquiry Alert Notes List () || Programs (v)
‘ Ticklers (v)
Service Authorizations ()
‘ Alert Notes ()
[Sewice Plans ngl
Draft 2
Cpen 1
Pending 1

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

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

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

Care Plan 6 Month Review Date: When applicable, this is the date the Case Manager completes the six-month care plan review with the client.
Status: This field will display the status of the plan.

e R

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

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

j. Comments: notes about the plan record.

Frank Fountain General
FLDER ,\rv.\ms\ Last Updated by jbuck Information
a3t §/7/2021 13:07:31 AM

File Reports

] [
Suivices Division * AG
Program DOEA Services
Agancy [Edder Source, The Area Agency on Aging of No v Detals
Waorker rBu:KiJerlTx:'g{ 1 v
Stant Dats 0802029 o8
End Date D8/3172022 aC)
Care Plan Date 05042021 W]
Care Plan § Moath Roview Date 03042022 L
Status L\'an 7\'
Comments

4. From the File menu, select Save Plan. Select the Services subpage which is now visible on the left side of the screen.
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Frank Fountain General
FLDER AF} \m\‘ Last Upd v Ibuck Information

at 5/7/2021 11:07:31 AM

Flie Reports

Geoerai informatian Detalls

IS St Division AG

Program DOEA Sefvices
Agency Elder Source The Area Agency on Aging of No v
Worket Buck. Jennifer -

Start Date

End Date

Care Plan Date
Care Plan 6 Month Review Date 03/04/2022 i

Status Drafl v

Comments

Provider Services

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

Sometimes there is not a single provider service record that covers the date span on the client service record.

Usually this happens because there are 2 provider service records and together, they cover the data span on your service record.

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

eCIRTS will warn you when one of these issues exist and even offers to make the corrections for you.
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One or more unit cost changes exist for this service and provider between the specified starn
and end dates.

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

@) Manually adjust gates

{_ Save and automancally create one planned service for 2ach unit cost

———

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

: Example
&‘ Provider has 2 CSG OA3E services. First with a date range of 10/1/21 —12/31/21. The second with a date range of 1/1/22 —12/31/22.
i CSG CSG CAREGIVER SUPPORT GROUPS | OA3E 10/01/2021 [ 1213172021
{ CSG CSG CAREGIVER SUPPORT GROUPS OA3E 01/01/2022 | 12/31/2022

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

Add a Service

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

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

8/7/2021 8:59 PM

File Tools
Update Authonization(s)
L‘ Add Planned Service +
Create Authonzation(s)
Print ——
rned

Close Services

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

a.

~0oo0T

1-855-WELLSKY

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

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

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

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

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

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

Note

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

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

Service Service
Devision
Start Da

End Dat

Funding

Chient Ci
Progran'
Service

Service

Unit Typ
Units Pe
Units of
No of Ur
Providet

Provider

Service Code Search
Search By Sarvice Category v Search Text:
Servica Type
ServiceCodd suryvics Code ] Service UnitType
3 {

Secondary Code Counseling MHow
| Servica i Hour
| Dasergition Physical Tharapy | Howr

b —

97005 REFE i item
ca

97504 w0 hoew Mot
Congregat

ug92e N A Mes|
NS

3080 INO nformation tern

33082 TRS Transportaban Trip

99345 INSC ake Hou

953301 CA Case e How

99380 o SNE How
Mansgement

994N

Home Delivered

EndDate

 WellS!

Service

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

service code search.

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

code is selected from the service code search.

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

Note

@ Units Per and Units of Measure are used to indicate the frequency of service delivery. The data entered is left to the user’s

discretion and often, there are several combinations of data that will result in the same number of units.

WellSky.com
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I.  No of Units: This is a calculated field based on the Units Per and Units of Measure.

1-855-WELLSKY

Example

s, WellSky

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

units (365).

Example

A service that runs for an entire year for SCAS or CMV. 1 hour per month or 12 hours/year will both results in the same

number of units (12).
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m. Number of Periods: This is an eCIRTS required, read-only field that is calculated using the date range and the units of measure.

Example

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

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

0. Provider: This field displays the name of the Provider that will deliver the service.

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

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

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

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

Status Use

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

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

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

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

Note

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

details.

t. See Narrative: Each funding source will have its own service record. When services are split between 2 funding sources, it will be noted in the
Narrative. On the services page, the See Narrative field should equal YES as a trigger to check the Narrative record.
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u. Corresponding Auth No: This field will display the corresponding authorization number, when applicable. This is an eCIRTS generated

identification number for the authorization.

ELDER AFFAIRS \

File

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

| Service |I

Service
Division
Start Date

End Date

Funding Source

Program

Client County *
Service Code *
Service Description
Unit Type

Units Per

Units of Measure
HNo of Units
Number Of Periods
Provider D

Provider

Unit Cost

Max Amount

Comments

Service Status

See Marrative

AG
nei042021 |2
12312021 |

e

ndexCode Index Description | SubObject |

‘SubObject Description

GR Genersl Revenue ADl
ADI W

Charlotte

=2 [e—
CACASE AIDE

Hour
20.00

‘rear ot

Zra iy 7
CHARLOTTE COUNTY SEMIOR SERVIGES

$36.00)

3612.00

ALZHEIMER'S DISEASE

Service

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

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

s WellSky

Every provider who will deliver services for the client must have an active Referral to Providers record in eCIRTS. Do not add the Referral to Provider record until
you want to allow the Provider to bill for this client. When you close this Referral to Provider record, the provider will no longer be able to bill services for the
client. Navigate to the Referrals to Providers tab. See the_Add a Referral to Service Provider record section for more details.

Edit a Service

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

White, Ellen M (10005)

Caregiver/Care Recipient

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

Filters

Division w +
& Services record{s) returned - now viewing 1 through &
Division Start Date End Date Care Plan Review Date [\ Care Plan 6§ Month Review Date Status Worker
EH |AG 112002021 113012022 117212021 Diraft Test, Stacy I

2. The General Information page will display.

3. Click on Services subpage.
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a8 WellSky Human Services Flen Wike | Services
11/30/2020 5:36 P
File  Tools
General Informaton s

E— CeCanty V| 4
Rl i

2&«‘mMs)mud-mm1M2

0

. Pwiders  ClentCounty SurDae  EndDue  SevieCode Service | UnitType UnitCost  Units  MaxAmount  Planned Service Suts
# MeakRUs |LEON 1001200 | 063001 | 98500 Homs DebersdMeds | Meal  ($500 2730000 5163800 | Needes i
MeRUS |LEON 1120700 | 1170701 | 36500 Home Debrred Meds  |Meal (8300 TR20000 [MSI200  |Neetes ]

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

4. Click on the Service record in the list view grid.
2 Services record(s) returned - now viewing 1 through 2

Providers  ClientCounty ~ StartDate  EndDate  Service Code Service UnitType UnitCost  Units  MaxAmount Planned Service Status ||
& [MeasRUs | LEON (10012020 | 06302021 | 58500 HomeDefveredMeds  Medl 8600 2730000 (S163800  Nested 0
MeasRUs |LEON 1202020 | 11302021 | 56500 HomeDefveredMeads  Meal  |$800 7520000 |$451200 | Needed O

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

Example

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

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

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

Service 14 Day Follow Up

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

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

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

Quick Search

Clients V| | LestName h @ : ADVANCED SEARCH
(J Participating

MY WORK CONTACTS CLIENTS | CLIENT GROUPS AGENCIES PROVIDERS | RESOURCES | REPORTS

CONTACTS CLIENTS AGENCIES PROVIDERS TASKS

‘Status ' H Screening ' ‘ My Management

‘Ticklers ' H Program Enroliments ' ‘
‘ Inquiry Alert Notes List ' H Referrals ' ‘
‘ Ticklers ( ‘

Ticklers 12
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2. Select Ticklers to display a list of ticklers currently due.

A WellSky

' J

3. Use the Search filters at the top of the page to narrow down your results if needed.

Welcome, lennifer Buck = Ticklers
12/31/2020 S0 PN v
Elle
Filters
atus v Equs To a_g New v AND v =
CaseNo v +
Apply Alert Days Before Due

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

a8 WellSky Human Services

welcome, Jennifer Buck | Ticklers
3/7/2021 7:48 AN
File
Filters
Status v Equal To v New v AND v x
Clieat ID v +
Apply Alert Days Before Due

31 Ticklers record(s) returned - now viewing 1 through 15
Client 1D Client Name

Whits, Ellen

Tickler Name
Bant thal services

Status

Date Created »

Date Due Date Completed
Gy Sk g [ 03/07/2021 121042020 ’
10005 | White, Ellen 'r_M"“m‘ New [ 21872021
10005 Whita, Ellen

(12141262
14 Day Servce Raterral Folow Up Reminger - Call Chent to [
| venfy Nesds Met

Naw 031042021

5. The Note Detail page displays. Contact the client to follow up on the service. Use the tickler flyout menu as a shortcut to View Client Record and lookup
information to complete the follow up.
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File Tools
Workflow Wizard Notes Details
Confirm with the Client Division *
Note By *

started. Document in 3
note.

Program

Description

Ellen White

3/7/2021 7:52 AN

AG v |

Buck Jennifer v

03ar2021 :J

Services v
C—

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

7. Return to the open Workflow Wizard
a. Note Type: Select Services, A

Note Type

Services

window and complete the Notes detail page. Update the following fields:
PS-High or Case Management Narrative according to the scenarios below.

Use

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

Case Management
Narrative

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

APS-High

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

A WellSky

P

Notes

b. Note Sub-Type: The Assessor, Case Manager or OAA Provider will select a Note Sub-Type according to the table below.
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Sub-Type Use ‘
14-Day Follow Up Used when Note Type is Services or APS-High and the referral follow up has been
Completed completed within 14 business days.

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

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

c. Description: leave blank
d. Status: Complete
e. Note Recipient: Leave blank

8. When finished, from the File menu, select Save and Close Notes.
9. The tickler is marked as complete when the note is saved. The Workflow Wizard window can be closed.

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

Editing Migrated/Historical Services

The go live transition plan was to migrate services from CIRTS, knowing not all services that have to be in eCIRTS were entered into CIRTS. Services were not
recorded at the Provider level in CIRTS so all of them migrated under a generic “Historical Provider." These ‘historical plans’ were intended to be reference only
and not updated. You don't have to do anything with the historical plans until it's time for the client's reassessment. When that time comes, the historical plan
will be closed, and new plan will be created. Also, if any service in the historical plan needs to change before the client's reassessment date, the historical plan
will be closed and a new plan will be created.

1. To close the historical plan, select the Services tab on the client record.
2. Select the historical plan from the list. The General Information page displays. Update the following fields:

a. End Date: enter the date you are making the change
b. Status: select Complete
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.~ General
ELDER A""-*”"-"‘ % Last Updated by Admin Information
at 12/11/2021 12:00:00 AM

File Reports

General Information.  Details

T x
Services Divizion AG

Program [ Area Agency on Aging for Southwest Florida, Ir s | Details
Agency | |
Worker — —
Start Date s

I
End Date oars022 | 8
Care Plan Date [oamdrzozr |28
Care Plan & Month Review Date 3
Status Complete v

Closing histoncal plan - client needs new services befare the

Comments reassessment date

3. From the File menu, select Save and Close Plan. You do not need to update each service on that historical plan.

4. Complete the General Information and Provider Services section to add the new plan. If this new plan had to be created before the reassessment date, it
will have the start/end dates of the current reassessment year which may be the same as the historical plan. Just because you need to create a new plan
record in eCIRTS doesn’t mean the dates of the assessment year change.

1-855-WELLSKY WellSky.com Page 267 of 360


http://wellsky.com/

ELDER \ll\l?%‘ ‘ We" KV

Authorizations

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

Create Authorizations

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

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

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

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

5. From the File menu, select Create Authorizations.
Ellen White Services

2021 4:37 MM
Flle Tools

Update Authorizationis)

Add Planned Serica

[ PE—
prvices record(s) returned - now viewing 1 throegh 2
Clase Services
Provider . Program = ChentCounty = StartDate  EndDate | Service Code sarvice Unét Typa | Unit Cost Units MaxAmount | Planned Service Status
All Sarvces Frovise LEON T12020 | 11002021 | 7504 Chore Hor %5 00 7900000 | 5474000 Needea

Meals R Us HoE LEON 1020 (19302021 | 99smD Home Detwired Msals Ml $300 | 7900000 $2.370 06 Ry s4 1w
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6. A notification displays that the authorization was created and an eCIRTS assigned authorization number will be added to each service.

Note

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

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

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

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

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

4. Select the Service that needs to be updated and make your changes. See the Services section for additional information.
5. Click the checkbox next to each Service record that is ready to have its linked authorization updated.

6. From the File menu, select Update Authorizations.
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ELDEN .m'.u:s‘ lr;«.;v:jfo:ns(;:»" Services
File  Tools

w record(e) tumed  sow viewisg 1 through 3

1 ;i;vtu- ?mi Stant Dato | a._h s-m»cuo[ Service ‘Lmtyndi_cm Unite h_lnn-l ms—;iu_—_‘ Ll
| 10| Hogmans bne | AD | 02302021 06312022 | CHO | CHO CHORE Howr S£00 3010000 £1.204 [0 | Adcapted No
8| Hogwants Inc ADH 08002027 [ 0A0VE22 HDM MDA MOME DELIVERED MEALS | Nea! $6.00 | V50 0000 $24M .00 | Accepted No

5 Provder Acvdty Testng 1| ADI | DAOTO2Y | 8013022 RESP {RESP RESFITE 4 MOME Lt S0 40000 SRASL0 Accopred Yo

Frst  Prawous Recoowpergage 15 Nt Last

7. A notification displays that the authorization was updated.

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

2. On the Service details page, the Authorization number is visible.
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File
Service Service
Division l’\\ﬁ
Start Date
End Date

Funding Source

Program

Service Code *
Service Description
Unit Type

Units Per

Units of Measure
No of Units
Number Of Periods
Provider ID *

Provider

Unit Cost

Max Amount
Comments
Service Status

See Narrative

Ellen White Service
Last Updated by jbuck
at 3/7/2021 7:57:45 AM

AG

10020 |

0021 |

[ indexCode | IndexDescription | SubObject |  SubObject Description
Test Testd1

CCE  w

95361 —
Case Aide

Hour
4.00
1062
267.00

10037 2y Details
Case Aide For You

$15.00
$16,020.00
Task 1|Task 2

I Corresponding Auth No.

3. On the Services List view page, the Authorization number and statuses are visible by selecting the + expansion icon.
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ATATE OF NLORIDA

Ellen White
1/7/2021 4141 PM

aam WellSky

Services

ﬁku - mow g 1 through 2
«  Program  Cent County ‘Start Date

Unit Type UnitCost  Uaits  MaxAmount | Planned Service Status |

S o EndDote | Servica Code|  Service
upmau LEON 11012020 | 19302021 | 97404 Ghere
|

Hox  |S600  |7000000 |$474000 | Needed O
ey | 2 | Requssted
180 T HCE  |LEON | 11912020 | 117302021 22200 | Home Deveceo Memis |Meat (5300 (7900000 §227000  |Requested ]|
{ |7 | Reguested

1580.0000 $7.910.00

«<Frst «Previous Fatrave 15 Recorssatatme Next»  Lastw=»

4. The Authorization information is also visible on the Authorizations tab of the Client record.

1-855-WELLSKY WellSky.com

Page 272 of 360


http://wellsky.com/

ELDER AFFAIRS ‘

White, Ellen M (10005)

Caregiver/Care Recipient

. WellSky

Associated People | Wait List | Appeointments | Medications
Programs Services| Activities
START-STOP TIMER. | Demographice | Screening Referrals To Providers | Forms | Motes
Filters
Provider R -
414 Authorizations record(s) returned - now viewing 1 through 14
Divigion = Provider Status
= AG Transportation Providers Inc. Requested
Auth Service ID Start Date End Date Service Code Service Unit Type | Units Per Units of Measure Unit Cost | Units | Max Amount Status Auth Service EDI Status
17 1172072021 1/20/2022 | 99052 Transportation Trip 200 Business Day 511.00 [ 536 $5,896.00 | Requested
] AG Transportation Providers Inc. Approved
= AG Provider Activity Testing 1 Approved
Auth Service ID | Start Date End Date Service Code Service Unit Type | Units Per | Units of Meagure | Unit Cost | Units | Max Amount Status Auth Service EDI Status
72 06/01/2021 | D6/30V2022 | 92587 RESP RESPITE IN-HOME Units 15.00 Week §3.00 | 846 $2,535.00 | Approved Approved

Print Authorizations

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

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

2. Open the Client record and select the Notes tab.

ET‘I ite, Ellen M (10005)

Carsgiver/Care Recipient
Associated People | Wait List | Appeoinfments | Medications
Services | Authorizations | Activities

Programs
START-STOP TIMER | Demographics | Screening Referrals To Providers F-::-rml Notes
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3. From the File menu, select Add Notes.

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

Division: Defaults to AG

Note By: Defaults to self

Note Date: Defaults to today

Note List: Select Provider or ADRC

Note Type: select Uploaded Forms

Note Sub-Type: Service Authorization form

Description: lookup values that change depending on the Note Type selected.

Description: Select from the lookup. The values in this field are dependent on the Note Type selected.

Note: Enter details.

Status: select Complete

Date Completed: This field will auto populate with the date when the status is changed to Closed.

Add Attachment: Search for and select the electronic Service Authorization Form on your workstation.
. Add Note Recipient: None needed

3 AT TS@ 000 T
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Ellen White Notes
Last Updated by jbuck
at 6/%/2021 6:59:51 PM

File {E’}[ools Reports

| Notes | Notes Details
Division *
Note By * Buck, Jennifer
Note Date * oengzozt  |CE
Note List * All v
Note Type * [Service Authorization Form vl
Note Sub-Type
Agency [Aging and Disability Resource Center of Browz v | Details
Program [ v
Description [ |
Note M‘t

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

View Authorizations — Provider Record
1. For Providers, the Authorization information is visible on the Provider record on the Authorization tab.
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Al Sacvives Proveder (10024)
. Dw'sy L, I ITOSTN -
0 n o arecon fofe 2 Im Fonn wS | Netes = 1Y Nence o 3
F frer
e N v
Crres Gasna
3 Authortzations record(y) returned - now wewing 1 thiough 3
Case No Chert
000s e Elon
Auth Service © Start Dase End Dty Service Code Service Units Per Units of Measure Au Sve Sashin Auth Service EDf Status. Last Updaned
R (1o ROl oe Cyency Omy Recuested 24 0aF
B2 By
Auth Sereice 1D Stait Daw End Demw Satvice Code LT Uaits Pee Units of Muss s Adth Sec States Auth Swrvice E01 Sunus Last Updated
a0t ( 518 [ %0 Moo A v x
g e 0 - - 5
X, na
A Service 1D Start Dute End Dutn Sarvice Cote Sarvee T UmmaPer | UnesofMemsure  Auth Sur Stes Auth Seryeos EDI Sustuy Last Updema

0VR12021 23100:1 99000 Home Dedtvered Moan 5.00 fheos AZCrosed 17712031 55520 AN

Care Plans

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

1. All services the client is to receive will be entered on the Services tab of the client’s record. See the Services section for more information.
2. After the 701B is completed and it is determined the client will receive Case Management services, the Case Manager will complete the Care Plan and
attach a signed version to a note in eCIRTS. The Case Manager can use the 203 Care Plan Form outside of eCIRTS or can print a version of the 203 Care

Plan form out of eCIRTS.

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

1-855-WELLSKY WellSky.com Page 276 of 360


http://wellsky.com/

ELDER AFFAIRS \

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

Note

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

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

. Role
Welcome, Jennifer Buck [_Reports Sign Out
8/7/2021 9:45 PM W =19 ' DGEA Msin v @
File Reports
Activities Record Data ——————————
LIEMTS CLIENT GROUPS AGENCIES FROVIDERS RESOURCES REPORT3 UTILITIES CLAIMS
Contact Record Data =

Filter F  Intake Screening Billing Data and Event Log
MNote Record Data

Program Record Data Y i ———

Screening Record Data

17—
I Service Record Data I

1

6. Select the start and end dates in the report filters. Enter the client’s name.
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'Services Record Data/Care Plan

| o et J
r Start Date’

| End Date:

| Agency: A

| Client: Whio, Elen

| Case Manager: A

| Program: A

| Provider. Al

Care Plan  Carw Plan 6 Slutus Pragram

Date
10005 Ellen White 01017840 Monia Resd Norhwest Flonda Area Agency 00 Agng, Inc Pendng
10005 Elien While 01011640 Stacy Teat Ageg and Disabitty x"m‘:é Cente of Broward Drat ADI
10005 Ellon White D111Ba0 Stacy Tost Agrg and Disabity Rescurce Conter of Broward | 1172172021 Dratt Al
10005 Elles White 0017040 Sty Test Agey & m:n"U:mEde 122001 Deatt ADI
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| havdparticipated in developing this care plan through discussion regarding y assessed needs and the services and service providers available to help meet those needs. |

understand that the amount of assistance | receive is dependent upon my ability and preference. | understand | am entitled to a grievance review it my sarvices are reduced, changed,

of terminated. | authorized the provider to relsass information concaming the services | receive under all programs to the Floride Department of Elder Affalrs

Chent:

Camsgiver andlor Designes:

Date:

Case Manager:

Al

Data:

7. The Report displays. Export it to Excel so you can make the final edits before reviewing with the client.

a.

Delete the selected filter rows and any other columns that do not need to be displayed on the Care Plan.

8. Save a copy of the edited report to your workstation and print a copy for the client to sign.

9. The Case Manager will get the Care Plan signed or verbally signed by the Client.

10. Once the Care Plan has been reviewed and signed by the client, the Case Manager will save a copy to a Note.

11. Navigate to the client’s record and select the Notes tab.

12. From the File menu, select Add Note. The Note Details page displays. Update the following fields:

a.

b.
C.
d

1-855-WELLSKY

Note Type: Care Plan

Note Sub-Type: Signed Care Plan

Attachment: attach a scanned copy of the signed version of the Care Plan.
Status: Complete

WellSky.com
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1
FLDER AT¥ \m\\ Frank Fountain Notes
10y/3/2021 2:53 PM
File Tools
Notes Details
Division * AG v
Note By Buck, Jennifer v
Note Dato 10032021 i)
Notwes List Provades v
Note Type Care Plan v
Note Sub Type Swgned Care Plan v
Description v
B J U 600 ~ A=
reviewed care plan with client and wife. Signed version attached
Notw
Dote Completed 100201

13. From the File menu, select Save and Close Notes.
14. The Case Manager will also update the pertinent care plan dates on the Services tab. Select the General Information record for the current year. Update

the following fields:
a. Care Plan Date: enter the date the Care Plan was signed by the Client.
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File Reports

Genaral informatian Details

Serves

Divesdon *
Program
Agency
Worker
Start Date

End Date

Frank Fountain
Last Updated by jbuck
8t 9/7/2021 11:07:31 AM

AG
DOEA Services
ElderSource, The Area Agency on Agng of Noe v | Uetal

Buck, Jennifer -

Care Plan Date

Care Plan 6 Month Review Date .

GHE G

talus

LCommonts

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

. WellSky

General
Information

16. When the General Information page is saved with a Care Plan Date, a Workflow Wizard triggers a tickler for the Worker on the General Information page

(the Case Manager) to complete the 6-month Care Plan review. This tickler is not due right away so it will be visible in the Case Manager’s My Work >
Ticklers queue.

i WellSky Human Services

Fle
Fituin
Saatuy v Eqeal 7 b v AND v L
Char v
Apply At Days Bafore Deo
T4 Ticklarn secordln] seturmmsl - sow viewng 1 Sesegh 15
Client © Caent Name Tickber Narmw Stmtan Outw Crvated « Dte Dus
s - Ele DT T Y N R T M T T o)

N
phan them "Drapleats” 1D £16aM A6 pears Sl ol

deie b Moty Com Poer Revww Oocumert o 0 Note how New
2 i stersh Core Pias Be o
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Date Comgletae Asrignec 1o
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6 Month and Annual Care Plan Review

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

1. The Case Manager will monitor his/her My Work > Ticklers queue daily and work the ticklers due that day/week. Closer to when the 6-month review is

2.

3.

due, the Case Manager will open the tickler from My Work > Ticklers queue and locate the tickler.
Wedcome, Jennifer Buck

2110:38PH WV
File
fivery
Suatus v EquaiTo v New v MDwv "
Cheat ID v +
Apply Adert Days Before Due
84 Ticklers recort{n) teturned - now viewing 1 through 15
Chent 1D Ciseat Name Tickser Name Status Date Created Date Completed Assigned To
- —a g Compiete 3 Marth Care ;\nn Ravew Docurrent v a Vst Mot | vy — - '
ocay Souh. Bany Tyoe = & Month Caee Fian Revew few I D&2200C Buck. Jennife: .
000s Whie Shes T ew | Euck Jenrife I

Buck, Jennifer 4
BUCK. Jenne

000S Whie, Eles Comgiste TO1S Anrual for Vian List New
s wnie cies LOMDInE I 2010 PISN AN MIRSH & SGNE2 vErean 10 & NotS rew

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

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

Note By: Defaults to self

Note Date: Defaults to today

Note Type: Care Plan

Note Sub-Type: 6 Month Care Plan Review

Description: None

Note: Enter details of the 6-month care plan review.

Status: Complete

Note Recipient: None

o

ST oo0oT
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File Tools

Workflow Wizard

Compiete § Month Care
Plan Review, Document

in 2 Note. Nots Type =
Care Plan, Sub-Type =6
Month Care Plan Review

Frank Fountain

10/3/ 2021 2:56 PM

Notes

Notes Details
Division AG v |
Mote By * Surk' _lcnmfv,;v v
Note Date 10032021 5.
Notes List Provider v
Nots Type * Care Plan hd |
Note Sub-Type 6 Menth Care Plan Review v
Description v
B J U wpt ~- A~

G month care plan review compiend no chanpes needed
Note
Status * Complete v
Date Completed 100032029

4. From the File menu, select Save Note. The tickler is marked as complete.

File

Workflow Wizard

1-855-WELLSKY

Welcome, Jennifer Buck Workfiow
5/21/2021 7:01PM W Wizard

WellSky.com

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

This tab is used to capture information about the services a provider delivers to a client for billing. In eCIRTS, billable services are called Activities. If service
delivery information needs to be recorded for multiple consumers at once, the Activity Roster on My Work can be used. For larger service providers, the Activity
Import on My Work can be used to upload service details for multiple clients at once, fed from the provider’s system and exported into an eCIRTS formatted file.

This replaces the former ‘EDI Upload.” Before a provider can submit activities for a client in any of the methods described above, the provider must have an open
referral record for the client. See the Referrals to Service Providers section for more details.

Before you Bill

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

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

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

PROVIDERS
Legacy Provder . LOC 1D CCE
CCE - COMMUNITY CARE FOR THE ELDERLY (3214Y)
yoes (D Nuvpers Linked Provioers Senice Aved
PIoaens Onions Workes Sovices ReferralsNotfcatons Aronzators SONiracs Nows AgENies
Filters
- v Equal To v #* Yes ¥ v x
anves ~
EENER—
63 Services rocord(x) retumeod - now viewing 1 throagh 15
Service Code o Description Program Active Dale

ADC AJut D3y Cae CCE 0101200

:
.
AE - DAYS CCE 21012070
=
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3. Service: Is the service your billing active and under your Providers > Services tab and effective before you are trying to bill?

CHARLOTTE COUNTY SENIOR SERVICES (27211)

Provicss 1D Numbers  Linkad Frovicens

Proviciers | Daisions | horses M RefamasNothc stcas

Firars
Arires - Egual To v - Yes No AND v x
Garvee Co% v +
..,__.n . ..‘.,"
50 Services record(s) teturned - now viewng | thioogs 15
Service Code o Descnption
BAS! BASI BASIC SUSSIDY

<A CACAEE ACE

Sarvice Aea

HCE
A

A we

OBI3CQA22

03202022

Service £nd Date

4. Provider: Are you billing under the correct provider? In CIRTS, billing was under the ‘parent.” In eCIRTS you bill under the location/who delivered the

service. Each location has their own Provider record in eCIRTS.

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

1-855-WELLSKY

WellSky.com

Provider Name Provider ID Former CIRTSID .
CHARLOTTE COUNTY SEMIOR SERVICES 27211 81301-01
HOME HEALTH 27212 81301-02
ADT, LLC 27213 41301-03
ABETTER SCLUTION HOME CARE 27214 81301-04
FLORIDA RURAL LEGAL SERVICES 27218 81301-08
SUMMIT HOME RESPIRATORY 27219 81301-09
SENIOR FRIENDSHIF CENTERS 27220 81301-10
WITH AHEART, LLC 27221 81301-11
ALVIN DUBIN ALZHEIMERS RESOURCE 27223 81301-15
ASSISTING HANDS HOME CARE OF LEE AND CHARLOTTE COUNTIES 27225 8130117
ARCADIA HEALTH CARE 27226 4130118
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TATE OF N4

Aren Agoncy om Aging for Southwest Florida, inc. {12165)

Agerce: OpesCiose mmw;mm Nojlez  AreaPam
Filtess
Provces Name v Contans v Cranctts AND w x

o v .-

[FO—

B Agency Provders recortis) retumed . mow viewing 1 Bvough §

| ® Prowiaec Wanbur ] Provider Nas « ‘ Start Dat
725 (30117 | ABSISTING HANDS HOME CARE OF LEE AND CHARLOTTE COUNTIES | 07352000

aman (13001 | SHARLOTTE COUNTY SEMOR SERVICES | oanaren

[37208 T390r7s | ehanome AMAs T S |00

772 §10m17 | COUNGIL O AQNG OF CHARLOTTE COUNTY | vumaccor

137830 2300801 | SCF ADULT SERVICES CHARLOTTE Toaarien

mm |avo0002 |28 =087 HELPLNE cHARLOTTE |narevz002

[7718a T34000-01 | 3ERVICES IN CHARLOTTE CoUNTY [ 1230

6. Program: Is the program you’re adding on the Activity page under the Agency Program tab for the agency you are trying to bill under?
Aron Agency on Aging Jor Southwest Florida, Inc. {32185)

Agenties  CpenCuose  ‘Workars  Agency Providers m Notee | Area Plans

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

o Provider Name « [ Start Data
32128 AC - AVERICORRPS Q11990
e ADDGE - ADOGSE GRANT (PSA 11 a101/1899
32130 ADE - ALZHEIMER'S DISEASE WITIATIVE | 01141990
TALFSP - ASSISTED UVING FACRITY SPECIAL SUBSTY | memes
|30 | PROEOT - PRA 11 OALY .o.m.ma
232 AL - ASSISTED UVING WANVER | ova1/1990
Y, TARRY - AVERICAN RECOVERY AND REINVESTMENTAST |, -
7ak k] | FORO3CT Atrjvm.xm

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

CamgweriCare Racipant

Assccaied Poogla Agponiments  Medcaoons

m Sarvices | Autorzatons | Activites

START-STOP TIMER | Damographss | Screenng | Reterss Prowdess | Foms
< - Filtery
Status Efcove Date v |GessTanv| ovovaoos T fanDv|  x
Frogram v +

=
13 Programs r - now viewing 1 through 13

|| Division| Program T service| Encoliment Promder I

'vo | ADI-ALZWENER'S DISEASE
i | INITIATIVE
AG DOEA Services

{CHARLDTTE COUNTY BOARD OF

[CHARLOTTE COUNTY BOARD OF
COuN, DEFAL!

LT-WORKER-PROVE130Y

| COUN, DEFALILT-HORKER-PROV-31301 **"’“

‘th

rokes
- — T Sionear S = el
St | mhmlqsunnm Elhcm;@!_
{oeurz021 06942021
[ 12s10202s [v2rtu20ee

8. Referral to Providers: Does the client have a referral record for your Provider for a date before you are trying to bill?

1S (1412768)

Caregiver/Care Recipient ‘

Associated People | Appointments ‘ Medications ‘

Programs | Services ‘ Authorizations ‘ Activities ‘

START-STOP TIMER ‘ Demographics ‘ Screening m Forms ‘ Naotes |

Pt -
)-Filters

Status

A Mot Equal To g

Closed w

Frovider/Agency v L

AND v

x

=

——6 Referrals to Providers record{s) returned - now viewing 1 through 6

1-855-WELLSKY

Division ProvideriAgency Status Worker
AG GUARDIAN MEDICAL MCNITORING Active CHARLOTTE COUNTY BOARD OF COUN, DEFAULT-WORKER-PRCV-831301
AG CHARLOTTE COUNTY SENIOR SERVICES Active CHARLOTTE COUNTY BOARD OF COUM, DEFAULT-WORKER-PRCV-31301
AG HEALTH AID COMPANY, INC. Active CHARLOTTE COUNTY BOARD OF COUMN, DEFAULT-WORKER-PROV-81301
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For Aggregate Billing
Aggregate services are added to a Client Group, not an individual client record. Most of the same checks and balances exist for Client Group as we just
reviewed for Clients.

1.

w

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

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

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

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

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

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

MY WORK | CONTACTS | CLIENTS | CLIENT GROUPS | AGEMNCIES | PROVIDERS | RESOURCES | REPORTS UTILITIES | CLAIMS

AGGREGATE-CLIENT-03 (10975)

Details | Open Close | Programs @ Activities

~}-Filters
Disposition w Mot Equal To A A AND w x
Program - +

Skl

24 Programs record(s) returned - now viewing 1 through 15

Division Program Disposition »| Disposition Date | Enrolled Date| Discharge Date Worker

AG DOEA Services Active 1211172021 121142021 DEFAULT-WORKER-PSA-03, DEFAULT-WORKER-PSA-03

AG ADI - ALZHEIMER'S DISEASE INITIATIVE Active 01/01/2010 01/01/2010 BROWARD CTY ELDERLY AND VETERA, DEFAULT-WORKER-PROV-10015
AG CA3JB - COVID CARES ACT - QAA 3B Active 01/01/2010 01/01/2010 CKEECHOBEE SENIOR SERVICES, DEFAULT-WORKER-PROV-8400

AG CA3C - COVID CARES ACT - OAA3C Active 01/01/2010 01/01/2010 UNITED HOME CARE SERVICES, DEFAULT-WORKER-FROV-11800

AG CA3E - COVID CARES ACT - CAA 3E Active 01/01/2010 01/01/2010 MEALS ON WHEELS SOUTH FLORIDA, DEFAULT-WORKER-PROV-10021
AG CCE - COMMUNITY CARE FOR THE ELDERLY Active 01/01/2010 01/01/2010 MEALS ON WHEELS SOUTH FLORIDA, DEFAULT-WORKER-PROV-10021
AG COC2 - CORONAVIRUS CONSOLIDATED APPROPRIATIONS ACT | Active 01/01/2010 01/01/2010 CHARLOTTE COUNTY BOARD OF COUN, DEFAULT-WORKER-PROV-31301
AG COWVA CORONAVIRUS CONSOLIDATED APPRCPRIATICNS ACT | Active 01/01/2010 01/01/2010 UNITED HCME CARE SERVICES, DEFAULT-WCRKER-PROV-11800
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Add Billable Services for One Client

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

1. Open the Client record and select the Activities tab.

MY WORK COMTACTS CLIENTS CLIENT GROUPS AGENCIES PROVIDERS
SSN 236-57-8788 Priority Score
DOB 11171940 Assessment Date
Rank 5 EMS5 Release Date

White, Ellen M (10005)

Caregiver/Care Recipient

Associated People | Wait List | Appointments | Medications

" .
Programs | Services | Authorizationg] | Activilies

START-STOPTIMER | Demegraphics | Screening |"Referrals To Providers | Forms | Motes

2. From the File menu, select Add Activities.

3. The Activites Details page displays. Update the following fields:
a. Start Date: Enter the start date of the service delivery. The field defaults to today.
b. Start Time: leave blank. None of the services used by DOEA are time based so this field is not required.
c. End Date: Enter the end date of the service delivery. The field defaults to today.

Note

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

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

e. Auth ID: search for and select the authorization for the service being billed. eCIRTS has been configured to prevent a provider from billing
services if the Service/Auth doesn’t exist on the client record. Only services/authorizations with status: Approved will display in the list.

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

Division: This system-required field will display AG.

Type: Select Standard

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

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

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

Agency: The agency of the provider.

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

. Worker: This field defaults to the user.

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

Note: This field will display notes, if applicable.

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

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

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

If the authorization is associated to multiple services, the user must search for and select the service.

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

Units: Enter the number of units being billed

Total Cost: This field will auto populate when the service and units are entered. It can be edited if needed, especially if the service selected does
not have a default cost because it varies between client, like supplies. Those services will have a default cost of S0 and the user will need to
update the Total Cost to the actual amount.

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

Unit Type: This field will auto populate when the service is entered.
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Activity Times
Start Date * Start Time End Date * End Time Total Minutes
ezt JE 117302021 | [ Add |
b
Authorization
Auth ID Exception Yeg v
Activity Details
Division® AG Parent ProvideriLead Agency * [CHARLOTTE CQUNTY SENICR SERVICES w | Details
Type * Standard e Worker® CONTRALC, SUB [ | Clear | Details
Agency |E?;za:\gency on Aging for Southwest Florida, |rv| Status
Program |§SE|.= COMMUNITY CARE FOR THE ELDERL w | Note
o #
Service Provider GUARDIAN MEDICAL MONITORING | Detsils EDI Upload? e
Activity Services
Index/SubObject Indech:-d%lndex Description] SubObjeciSubObject Description|  Units * 0.00
GR General Revenue CCE COMMUNITY CAR...
EAR
Service * Total Cost $0.00

Activity Service Details

Unit Cost =

Unit Type

Emergency Alert Response

51.14

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

Add Activities for Multiple Clients — Activity Roster

i Cl, v,
A WellSky

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

process includes four main steps:

e Filter for the type of service and client location

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

e Record service units for each client

1-855-WELLSKY

WellSky.com

Page 292 of 360


http://wellsky.com/

ELDER .‘\I-'lf.'\l-lrs‘ ‘We" oy

Example

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

Note

The Activity Roster cannot currently be used for services with a $0 unit cost. Individual activities for clients must be added
for these types of services. The roster will be updated in Spring 2022 to allow for $0 unit cost services as well.

1. Navigate to My Work. From the Tasks queue on the right, select Activity Rosters.

Tickleey

Ingquiry Al

MY WORK NTACTS IENT ENT GROUPS AGENGIES PROVIDER RF RCES

CONTACTS CLIENTS AGENCIES PROVIDERS TASKS

jent Notes List Refarrala/Notbc abons

Frograms My Managerment

2. The Activity Rosters page displays. There are several sections to be completed. First, search for the group of like clients in the Delivery Grid Filters
section. Use the following filters to specify the type of service and find clients within specific geographic areas.
Type of Services: Required field. Depending on the service you are billing, select Authorized, Non-Authorized or Planned and Not Authorized.

Select Authorized to search for authorizations.

Select Non-authorized to search clients Screening, Program and Referral to Provider records. For a Client to be found with these filters, the
Clients status date for Program records, Referral to Provider records, and Screening record must overlap the delivery month and year that
you enter by at least one day.

Select Planned and Not Authorized to search the same as above, plus clients with Services that have not yet been turned into Authorizations.

City: select the city from the drop down or leave this field blank.
County: select the county from the drop down. This list will be filtered by the city selected in the previous field or leave this field blank.
Zip: select the zip code from the drop down. This list will be filtered by the city and county selected in the previous fields or leave this field blank.

1-855-WELLSKY
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Welcome, Jennifer Buck Activity
525/2021 10:22 AM Rosters
File
Save Fliter No previously saved filier found v Search Fites Save As Dedx S Ar
Deigw
Delivery Grid Fllters Assign to all Activities
Type of Servicss Authorized v Workes Buck, Jennder v
City States Pending v
County N * Daily Units
P dc - . - Toted Unizs
Batch No
Filter and assign to Activities
Dwvision - Parent Provider -
Delivery MonthYear ndex/SubObject a. i
Agency v Service —
Progsem ~
Provide: v ' I B I II

3. Use the Assign to all Activities section to select information that will be added to all client activity records created in this session. The information in this
section does not filter records. This information will be added to all the activity records that you create during this session. Update the following fields:
e Worker: You must have a worker selected before selecting “Get Matching Consumers” otherwise no results will be returned.
e Status: this defaults to Complete. You would change it to Pending only if you want all individual activity records created from the Activity Roster
to be editable. This would require you to edit each one on the client record to eventually change it to a complete status.

e Daily Units: Skip this field. If a value was entered, it would apply it to all matching clients for each day in the month. One activity record for each
day of the month is created for each client. You will enter daily units for some of the matching clients instead of all later in the workflow.
: Example
J‘ Enter 2 in this field and 2 units will be applied on 5/1, 5/2, 5/3, 5/4, 5/5, 5/6, etc.
[ )

Total Units: This field is optional. If entered, Total Units will be applied to all matching clients. One activity record that spans the month is
created for each client. You will likely skip this field and enter units for some of the matching clients instead of all later in the workflow.
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. Example
‘.' Enter 20 in this field and 20 units will be applied for May for each client.

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

Welcome, Jenmifer Budk Activity
52572021 10:22 AN W Rosters
File
Save Fiiter | Mo previously saved filter Sound v Search Filar Savs A Detaun [ W) .
Dot
Dulivery Grid Filters Assign 10 all Activities
Type of Sarvicus Authorized v Workn Buck, Jenrafer -
Ciy Statun Fendmg v
County - el Daity Units
Zip Code * Baad Total Units
Batch Ko xkl
Filter and assign 1o Activities
Wvision v Parent Provider v
Dolivery MosthiYost DA 1 Indwe/ SubObject - ead
R - SR -—
B
Program -
Provider v l- . | " ".

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

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

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

e Agency: The agency through which the service was provided. If the Unit Posting role is being used, the list of Agencies will be limited to only
those your Provider record is associated to (Agency Providers tab.)

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

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

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

e Service: This list will include Services that are active for the provider during the full delivery month/year for the selected I1SO on the service
record. Be sure to select the correct service for the Program you are billing for.

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

Nt s s

e/ SUbOhject

Sty o

DinlogVendorServiceSelectPopUp -

boarth By) o atee v Pemreh Tes

Sandead ot 4 sl ada i
101y 291190 A ASC ADULT DAY LARE
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Wwelcome, Jennder Buck Activity
525/2021 1022 A v Rosters
File
Save Filter | No previously saved filler found v Saaret Fita Save Az Dataut m
Deietn
Delivery Grid Fllsers Assign to ail Activities
Type of Seevicw Authoreed v Worker Buce. Jennder v
Coy Sty Pending v
Couonty LECN - m Ouidy Units
Zip Codu - u Tertad Unite
Batch No k3
Filter and assign 1o Activities
Division * AD v Parsot Provider Adults Dy Carder v s
Delivery Momah/'Yoar Q203 IndesfSab ejuct et Codulnes D gt oreScbtyect SidCtimet Dascrgtan
Tt Testin
4945 ADC ADULY DAY CARE
Apency * AQing and Dsabiity Resourte v L Serviae o
—
Program ADI - ALZHEINER'S DISEASEw | Thla
Pravide ' Aduts Day Center Cd ot

Ak WellSky

5. Select Get Matching Clients to retrieve consumer records that are eligible to receive services specified in the Filter and Assign to all Activities sections.

Matching client records will display in the service delivery grid at the bottom of the page.
Filer and ansign to Activities

Dhwim koo

Al v

Dwtveney ManihiYeur 1

Aywncy

Mugiam

Frowisee

Agng and Deateity Resource v '

ADLALDHEIME RS DISEAST »

Aduts Dury Conine -

Pavent osiide

mdosNubOtpecy

Servhin

Ackats Doy Conmime w

— s

Prataac g i s Owms W an e Otyoc t R yet | Dt igfenn
"l
] ADC ADULY DAY CARY .

o
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Note

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

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

additional date columns.

Note

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

7. You can enter units by day or Total Units Delivered for the month.

Filter ang s3nign tn Activites

Unsaved changes are highlighted in yellow.

Yo P [ Acuts Day Certey v
[mlinmry Mrommits Yoar Inebe e Sy 1 o P Dencrpier BaCher | b
Agency Agng ara Dvateoty Hesorte v Sar e -
ey mn ALY ALZHERER'S DnSEAN w
Freratber Acubs Dy Cortan - - 3 . -
L Ac aite bloas o admeadag 1 b ot L
Chhent
e Chowm 0 Sarviie  Servies Name  Unlt Tyge  Remalning Unes Fomal Unite Ontivwind " May 2 May ) May 24 My 08 Mey " May 0 May " May " May " My
ADC ADAN T
" ' X DAYCARE | Unies 000
540 o ) 200 000 0 00 900 500 (T I 000
Note

When you add units by day, the roster will create one activity record for each day for each client.

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

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

only.
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Chent

ClientiD = Service  Service Name | Unit Type Remaining Units = Total Units Delivered 01-Feb 02Feb 03-Fed 04.Fed 05.-Feb 0d-Feb 07-Feb 08-Feb
| RESP
1263518 RESP RESPITE IN Hour
HOME
RESP
1412763 | RESP RESPITE IN Hour 2300 400
HOME
RESP
1501101 RESP RESPITE IN. Hoor 4.00
HOME
RESP
S804 RESP RESPITE IN Howt
HOME

9. From the File menu select Save Activity Rosters or Save and Close Activity Rosters.

o

Note

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

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

o

1-855-WELLSKY

Note
Several enhancements to the Activity Roster are coming Spring 2022.

Search results will load faster.

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

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

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

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

1. To save afilter, you must first complete the Delivery Grid Filter section, the Assign to all Activites section, and the Filter and Assign to all Activities

section then click Get Matching Consumers.

Distivery Grid Fliters
Type of Services
Caty

County

Zip Code

Dreision

Daltvery MonthiYear

Agency

Program

Provicer

Non Authorzed -

Area Agency on Agng for Sou v

HCE - HOME CAREFOR TH v

CHARLOTTE COUNTY SENI »

Workes
Status
Daily Unnts

Batch No

Parant Provider *

Ingax SubObmct

Sarvics

Assign to all Activities

Buck. Jennifec v

Complate v

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

File

Save Fliter | NO previously saved Nker found v Swarch File

Dednte

Delivery Grid Filtars

3. Update the following fields:

a. Filter Name: Enter a name for the saved filter

SuiedeDabel

Asszign to Jli Activities

CHARLOTTE COUNTY SENI v
RESH RESP RESPITE IN-HONE
s
[ Gt Waithng mess |
_
welcome, Jemnifer Buck Actlvlty
§23/2021 10-222M W Rosters

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

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

Filter Name = HCE Charlotte Co RESF|

If Filter Name Exists,
Overwrite it

Save As Default D

“"-: "" .F—‘I'i‘—l

4. Select Save.

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

Note

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

Save Piltar | Chariotte Co - HCE -RESP 2 v | il el il Bl
<
Elther your Role Permissions or one or more of the Saved Filter criteria have been
changed and the saved search could not be completed. The Filter criteria which is no

longer valid has been removed from the filters below. Consider updating your Saved
Fiiter 10 no longer recelve this message

Note
0 After using a saved filter, if you change the Delivery Month/Year you will need to reselect your ISO and Service. You should
save this updated search as a new filter for the new delivery month/year.
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Add Aggregate Services (Non-Client specific)
Aggregate services are billed through a Client Group in eCIRTS. Client Groups allow providers to bill for services/create activities that are not identified by
individual clients. Some examples include an exercise class for senior citizens, telephone information and referral calls, legal assistance, or congregant meals.

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

Create Client Group

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

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

Jennifer Buck Advanced ‘ o

2112:40 91 W Search ‘ OOEA Wae v -
File
| A New Lleot Group Search I’ Quick Search
Prm bt Groups v l et Group Name v] w ADVANCED SEARCH
IRK SONTALTS UENTS CLENT GROUPS \GENCES FROVIDERS RESOURCES REPORTS

Fihers

ent Group Name~ | Bee 1 v AND v -

” gD v +

[T

2. Use the filters to search for an existing group. For example, you can search by Client Group Name.

3. If a matching group already exists, select it from the list to view the details. Make sure this isn’t a duplicate group of the one you want to create.
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szt w | _Group Search

Begr ' ~ g b~ x
aed Ging 10 - &
naLeTe v S v dl0) snturmmd  mow whewing | Seroegh 1
l Lega Ty Ach I
4 Prows  Recoeds L '

4. If no matching group already exists, click Add New.

Welcome, Jennifer Buck Consumer
vtz v | Group Search

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

welcame, Jennifer Buck | Details
5/25/2021 12:35 PM W

File

Clignt Group Name © HOM Home Delrverad Mea

Initial Diwision Al ~

6. Select Save and Close Details from the File menu.
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7. The Open Close record displays. A client group must be open to AG Division before activity records can be created for the group. Update the following
fields:

a. Division: Defaults to AG

b. Disposition: Select Open

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

Primary Worker: defaults to show the current worker, but you can use the search ellipsis to search for and select another worker, such as the
generic worker for the PSA.

N
ELDER AFY \m\\

File

Open Close

st 10/27/2021 10128138 FM

Coen Closs Open Close

Division

Track Disooston

Disposition

Disposition Date

Primary Worker ast. Worker

8. Select Save Open Close from the File menu.

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

Add Client Group Programs

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

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

3. From the File menu, select Add Program.
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File
AN Now

i Coep Seurch Quick Search

ADC Adult Day Care {10161)
Detais | Open Cloze § Programa
Filters
Dsgostor v Not Equal To v v AND v x
Program - +

0 1ecocd(s) miurnaed

Actider

ADC Adut Day care (10161) [ Programs] -

Lt Updsed by jbuck

4. The Program Details page displays. Update the following fields:

a.

-0 oooT

Division: Defaults to AG

2S/2028 12:53:28 PH

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

Disposition: Select Active

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

Enroll Date: defaults to today but can be changed if needed
Primary Worker: defaults to show the current worker, but you can use the search ellipsis to search for and select another worker.
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ADC Adult Day Care (10161) = Programs
5/25/2021 1:05 PM

[ File
Division * AG v
Program * HCE - HOME CARE FOR THE ELDERLY v | Uelais
Disposition [Active v

Disposition Date

Enroll Dste

Primary Workes Buck Jennifer o I

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

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

Program.
ADC Adult Day Care (10161) |_Programs
Last Updated by jbuck
at 5/25/2021 1:09:24 PM
File
Programs Division * AG
Program Workers Program * HCE - HOME CARE FOR THE ELDERLY Details
Disposition * |Acti\.-'e hd r
Track Disposition —
Disposition Date * 05/25/2021 i)
Eozlios 05252021 |

Add Aggregate Services for Client Groups

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

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

2. From the File menu, select Add Activities.

ADC Adult Day Care (10161)  Activities ‘ o3
(a8t Uodated by Puck ‘ vy
File
Add New Chent Gocup Search (Suick Search
Add Acv oz o Crouos v ot O10ud Name v -y ADNVANCED SEARCH
Pl

CLIENT GROUPS ACENCIES PROVIDERS RESOURCES

ADC Adult Day Care (10761)

0 record|s} returned

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

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

b. Start Time: leave blank

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

d. End Time: leave blank

e. Division: Select AG

f.  PSA: select the PSA

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

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

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

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

TIP

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

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

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

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

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

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

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

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

The remaining fields will auto populate.
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nsa Aliance for Ageg nx. v Coanry Mami-Dage - u
Prograem CCE - COMMUNITY CARE FOR THE ELDERI v Sarvice Arsa Serace Aica A v

Service Provide MEALS R US v Status Comglets v

Paront ProvidesLead A& :

Agency MEALSRUS ~ Nita

Activity Services

S Numibar-of
nden/ SubOhject IndexCodeinoex Den npboo SubCoRctSubonect Dyacoption Unduplicetes Chanm
Survnd YTD
+ Tl 5 |

S S CNML CONGREGATE LEALS —— Numbar of Clleots

- . Sarvod

Totwl Cost faan Unhs *

Secondary Code ChHML

Jnit Cont

Uwit Type e

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

Import Activities for Multiple Clients

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

Each provider is responsible for creating their own XML file. There are several data elements required in the XML file. Some are values supplied by the provider,
and others are eCIRTS generated data elements. A report exists in eCIRTS that provides the eCIRTS generated data elements. The provider or worker will upload

the file into eCIRTS on the My Work page. Any errors with the upload can be viewed by the provider/worker in eCIRTS. The provider will update the failed
records in the file and re-upload their file.
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Upload the XML File

1. Loginto eCIRTS.

sk WellSky

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

CONTACTS

Status

Tickiers

nguiry Alert Notes List

1-855-WELLSKY

=

MY WORK CONTACTS

Screening

Programs

Relenais/Notifcations

Notes

Tickiers

Apponiments

Seyvice Authonzanons

Alert Notes

CLIENTS

ASENCIES PROVIDERS

AGENCIES

WellSky.com

REPORTS

TASKS

Links

My Management

My Fees
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Note

The user will not be able to see the Upload option on My Work if access has not been granted. This access is defined at the
provider > worker level and typically managed by the service providers. Navigate to the Providers chapter. Search for and
select the worker’s Provider record. Select the Worker tab. Search for and select the applicable worker. Select the worker
record to open. Select the Providers subpage. Select the applicable Provider record > the Worker Provider details page
displays. Check the Upload HIPAA Files and Download HIPPA Files checkboxes. From the File menu, select Save and Close.
This worker can now upload and download files for this provider in eCIRTS.

Filn
Workers  Sece = A
ATEST Provow  Providers
Mooy (o2 1) AT IR
Filary Fim
- O Workee Actwe |V - -
ity

Yerrher

o Pamas v ’ e i i

A TEST Provder Worker Provider
< @ Provaters recantis) ) R (it I Bt

31 Worbers second(t ) rwharmed - now vivw b Al

[ % File
Tent Mo
Worber Marmw o
Mays Excop®one ' Sares Privies Worhar Provider

NG ATy 1

o ResCae For You " . T
R | Provide: Wame ot Provice
L - ! Aitva
ATEST Povder | Uploas HIFAA Pies L)
Camricad MPAA Fies W

Prusary Peoviom

3. The File Upload window displays. Update the following fields:
a. Provider: Select the provider that is uploading the XML file. Only the providers the worker is associated to will display.

b. File type: Activities Import

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

4. Click Upload.
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TATE OF 108

Provider: 12345 Sxample Droviser 9

FleTyPe: o rvities import 3

File: |C\Usersijennifer buck\Deskiop\#llli_mmer D523 Browse... FW

[Upload Directory: | 16941_PURIF\IN
Upicaded:

File Name Sae Time

5. Receive import success notification. Select OK.

Provider: | 13345 Bxampie Frovcer ||

FleTYDE:  scvimes impon :/_J

e |C Weersyennifer buck\Deskiopi slen _*® 00  Browse |m

Lk The file i successfully imported

e ]

Viewing the Activity Record
1. Navigate to the Client’s record that was in the XML file.
2. Select the Activity tab. From the list view, select the Activity record.
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MY WORK CONTACTS W CUENT GROUPS AGENCES PROVIDERS | RESOURCES REPORTS

S5N 2)6.57.8788 Priotity Scom w
Dow 1111940 Assessment Date
Rank 5 EMS Rulnane Daty 024172021
White, Edlen M (10005)

Carsghwen'Cara Recipant

Came Ralutons | Autherzatons

StaSip  Demogeageics  Screenvg | RateralsNotit Prog Forms | Services | Waillst  Notes | Appontments
Filtars
Date v +

10 Activities recordis) returned - now viewing 1 through 19

| Dotes 1 Agency | v . Progam ; Service Provider Service Code. Service Unis suuu Worker |
D5/1472021 | Ekdes Cptions | COE - COMMUNITY CARE FOR THE ELDERLY | Mests R Lis 99500 | HOM HOME DELIVERED MEALS [ 500 | Panving | {Laod. Casey |»

I 05'017021 Agmg and Disabinty Resoete Contar of Beoward County, e ‘Anl -ALZHEWER'S DISEASE INMATIVE . Mﬂl Day Camar . 55556 »\DC ADULT DAY CARE l w W\q 5«- Jerniter ‘i

! DIQZ’XD‘ M W DMM: RBMG Clmnl of Bm-:mi Coum, e CC£ COMMUNITY CARE FOR THE ELDERLY Mﬁﬂi RUs 595':0 l‘m P‘DME (‘LIVERSD MEN.S 100 mng Bo(.l Jarnite | b

T o2namms Aqm;.:m nm. Rasoweze Centar of Broward County loe | CCE - COMMUNITY CARE FOR THE ELDERLY | Meals R Us ) | HOM MOME DELIVERED MEALS | 300, | Pandng | Buck, Jenniler |» »
[0z | mwoum.n.m.c.mo«&a-mc«m I | CCE- couuunnvwasronmﬁanmv MosisRUs I'ses00 | HOM HOME DELIVERED MEALS | LCD | Paning | Buck. Serife | o
[ovorz01 | Aamu ard Disaboty Resouste Center of Browars County, ¢ LSP - LOCAL SERVICES PROGRAM ~| Servicas Provder 99500 | HOM HOME DELIVERED Mm 50 'pemn Buck, Jernifor | »

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

¢ If the status of the record is Pending, this page is still editable.
If the status of the record is Complete, this page will be read only.
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File Reports

Actraves

File Upload Errors

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

Last Upaated by [buck
3 10/3/2021 3:07:41 PM
Activity Times
Start Dote * Start Time End Date * End Time Total Minutes
(A2 2007 '7- v v v 0 { ™ v v . ‘
Authorizaton
Auth 1D 140652 Exception Na v
Activity Details
Otwlsbon AG Workar Buck, Jerrefer v
Type Standard v Status Pendry
Agency Elder Source, The Area Agency on Aging of No v Nore
Program ADI - ALZHEIMER'S DISEASE INITIATIVE v EDI Uplosd? EDI Uigicas
Service Provider Hogwants inc
Activity Services
mdeuSubObjact IncxCodifiaas Desc utoe Sublhpe St Descngdan Units
- 4 4
cHO
Setyice N Tots! Cont Sa oo
Activity Service Detatls
Unie Cost $40
Unie Type How

Some common file upload errors include:

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

a. How to Correct: The file name must match the required naming convention.

[Submitter ID] _ MMDDYYYY_HHMMAM or HHMMPM_ Activitieslmport.xml
Example filename: 16941 PURIF_20190902_1020AM_Activitieslmport.xml
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Message from webpage &
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! . Upload aborted. Incorrect file name.

2. Destination Folder: From the File Upload window, select Upload to upload the XML file > receive an error message about a missing destination folder. The
XML file is not uploaded, and the Activity records are not created in eCIRTS.

a. How to correct: Contact eCIRTS Support Desk. A SenderlD record needs to be created on the Provider’s record in eCIRTS which is done by DOEA IT staff.

lg Yy
Message from webpage @

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

—

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

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

l"\ Upload aborted. Incorrect SubmitterID for the selected provider.

-

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

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

g |
ssage from webpage g
Meisage hom webpage nene

Flle s successfully imported but with Emoey, plesse check the Error Log

l A Fie
Rewnew and rescived those emers and generate 2 new XML fie with just
the comected records and import again

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

1. From the My Work page, select Tasks > Download.

insisnilln

CONTACTS CLIENTS
Status Screemny
Ticklers Frograms
Inquiry Alert Notes List Referrals/Notficatons
Notes
Tekiors

Appaniments

Sarvice Authorizatons

Alert Notes

AGENCIES

AGENCIES

PROVIDERS RESOURCES

-
X

PROVIDERS TASKS

Links
My Management

My Files

= 1

2. Select the Provider who submitted the file. Multiple providers may exist in this list if the worker has access to Upload/Download files for multiple

providers. This access is controlled by the DOEA IT Department.
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% OF NORI

@ Fin Oowrbcad - Oeogle Cvare

& taxbhirLimedmere com s vt sy Diwogy SleOrmraint snpe

Vendor
=No vendor selected= T Refrosn
FileType
I\i‘l‘v’.lle‘_ 1'“,:‘7;7 v:
JE 5 10187 - Pravidar Actwity Testing 1 |
T 08 B RN P
4 L0 Activity Imgport Logs
¥ L Archive
d Assessments Import Logs
L) Notes mport Logs
d Submitted Files
10108 - Gotham City Sonior Phus
10199  Merropols flder Care
10110 - Provider Acsivity Testing 7
10111 - Provider Actvity Testing 3
10113 - Pravider Activity Testing 4
10113 - Provider Activity Testing 5
10114 - Provider Actwity Testing &
10115 - Provider Activity Teating &
18114 - Provider Acewity Tessng 7
10117 - Provider Activity Testing &
10118 - Provider Activity Testing 10
10119 - Star Ciny Sewior Care

CO00CO00CO0DG

a

3. Select the + next to Activity Import Logs to list the error logs
do not apply.

Vendor: 10107 - Provider Activity Testing 1

FileType [

Activties import |
2 3 10107 - Provider Activity Testing 1
L) 999 & 835 Files
TS D Activity Import Logs
] 10107 PROVI 05242021 0530PM _Activitiesimport.xmllog
W0 Archive
) Assessments Import Logs
) Notes Import Logs
) Submitted Files

1-855-WELLSKY
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. DOEA is not using any of the other imports at this time so most of the remaining sections
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Note

0 Error Logs will periodically move from the Activity Import Logs folder to the Archive folder in case they need to be reviewed

again.

4 &3 10107 - Provider Activity Testing 1

) 999 & 835 Files
% J Activity Import Logs

- Archive
1 [F) 10107 PROVI 05112021 0530PM Activitiesimport.xmliog
_[£) 10107 _PROVI 05182021 0530PM_Activitiesimport.xmliog
(¥} 10107 PROVI 05182021 D930AM Activitiesimport.xml.iog
71 [£] 10107 PROVI 05232021 0530PM Activitiesimport.xmliog

RO

*] 10107_PROVI 05232021 0540PM_Activitieslmport.xmllog

d Notes Import Logs
) Submitted Files

sk WellSky

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

Vendor:

FileType:

10107 - Provider Activity Testing 1

[Activities Import ]

=) 10107 - Provider Activity Testing 1

i1 999 & 835 Files

=L Activity Import Logs
1‘3 10107_PROVI_05242021_0530PM_Activitiesimport.xml.log

ve

) Assessments Import Logs

[ Notes Import Logs
() Submitted Files
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5. Review the details in the error logs. Update the XML file with the corrections and re-upload. Some common errors include:

TIP
The File Download window must be maximized/full size to view the Download button.
Click the Restore button in the top right corner of your browser window.

& Numtnl sedieare com )

Vesdar R0 - Pasnidat Az bty Testng 75 lbas
FrnFyim Actasen b -
O 10197 - Srovider Acteiy Tastng 1
o 909 & KI5 Faee
4 D Actiery Ivpart Lage
B0 L0007 FROVI URMAITL IEILPN Ackn adlepat el oy
5 1) Ardve
L3 Assssmants Yypont Loge
W Nt bevpect Logs
) Solverties ey
118 Swtram Oty Semir Mas
LAL93 - Mragoia Bde Core
WL Pravider Acwty Terting &
TOLLL - Frowidar Actwiy Tasting 1
VOLL2 - Srawider ARy Testing 4
L1 - Provider Acteiy Tasting &
BALIA - Pranidar Aoy Tasting &
LR Previder Aty Tonting &
LOLLS - Srovider Actwiy Tanting 7
VLAY Pravbier Ardainy Tastig ¢

LKL Srevider Aoty Tosting 10

goooopooocooCcd

BOLEY - Wi Oty Karbat Cane

‘_-..s.' I;.....

a. Example 1: One record in the file successfully imported and one was rejected and not imported.

MTVAITY. PRI Mg BETIVINY Fecarin seer Lag wITW STATIAg FRCAFEN] CMA0 MAUMEITL), BA0VICH Cade{MBRN), STAST BaTA(’ RS §ORIIO0 W), WO BALe(T G INES 4138000 M)

Ak WellSky

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

20,

t i
PPV B e

1-855-WELLSKY

ainesaiu lex

i

-~ Start Log for Caaeno: ALOO7 e
RCRpTion chJect raference Mt set 1o an instance of a0 oeject

11 OE 1SS, V8 1L P OME ST GOF L0 TERALTE 1711 1 SaCUpMItN | LACE 1918 TRRSHELEMI0N | SRLLEMOSE |, CASINO SASAND.
STt Te{STring Titeratn, 3tring F1lexame, STring TOGPAth, STring COMMCTION, INL32 Wserid)

| ¥ system v ETnefer
festmport ergine. varioat
TRROCT. Cy T EOgine. Fro

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

During the annual rescreening/reassessment, the services on the Services tab will be copied to a new record for the upcoming year, and a reassessment will be
completed on the Forms tab in eCIRTS, and the Care Plan will be reviewed for case managed clients. When a 701S, 701A or 701B is completed a Workflow
Wizard triggers a tickler for the eCIRTS Assignment Manager role to complete the reassessment 365 days later. Users with this role will monitor the ticklers daily
and assign each to an Assessor who is responsible for completing the annual rescreening/reassessment. The tickler will instruct the user to run the Assessment
Due report to identify which assessment is due and reassign the tickler to the Assessor.

Assessment Due Reminder

When the 701S is completed, a Workflow Wizard triggers a reminder 365 days later for the eCIRTS Assignment Manager role. Users with this role will monitor
the ticklers daily and assign each to an assessor who is responsible for completing the annual rescreening/reassessment. In that 365 days, the client could have
already come off the waiting list for a program and had a 701A or 701B assessment completed. In those cases, the 701S is not required, but a 701A or 701B is.
The reminder will instruct the user to run the Assessment Due report to determine which assessment is required for the client. If the 701A or 701B is required,
the user will cancel the 701S re-screening reminder and wait for the 701A, 701B annual reassessment reminder instead.

Similarly, when the 701A or 701B is completed, a Workflow Wizard triggers a reminder 365 days later to complete the re-assessment for the client. The reminder
will instruct the user to run the Assessment Due report to determine which assessment is required for the client. the eCIRTS Assignment Manager will cancel the
ticklers that are not needed and reassign the one that is due to an assessor.

1. Daily, eCIRTS users with the eCIRTS Assignment Manager role will monitor My Work for new ticklers. Annual rescreening and reassessment ticklers are
visible from My Work > Clients > Ticklers.
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Quick Search
Clients V| | LestName M @ ()| ADVANCED SEARCH
(J Participating
i MY WORK CONTACTS CLIENTS | CLIENT GROUPS AGENCIES PROVIDERS | RESOURCES | REPORTS
CONTACTS GLIENTS AGENCIES PROVIDERS TASKS
‘ Status (v) ‘ Screening () ‘ My Management ©)
‘Ticklers '; ‘ Program Enroliments ';_;1_':
Inquiry Alert Notes List (v) ‘ Referrals (v)
‘ Ticklers ()
Ticklers 12
2. Select Ticklers to display a list of ticklers currently due.
3. Use the Search filters at the top of the page to narrow down your results if needed.
Welcome, lennifer Buck  Ticklers

12312020 1:50 PN Vv

Eile
Filtars
Satus v Equa To v New AND v x
CaseNo v +
Apply Alert Days Betore Due
warch ) Vivset |
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4. Locate the Complete the Annual 701S Rescreening or the Complete the Annual 701A, 701B or 701C Reassessment tickler.
Welcome, Jennifer Buck

5/24/2001 5:50PM v

Flle

Fimers
Status v Equal To v New v AND v x
Cherst 1D v +

Apply Alert Days Before Due

BT Tickiets recordis) returned . nuw viewing 1 through 15

Clinnt ID Cleat Name Tickler Name Status Date Creatod v Date Due Date Completed Assigned To
10007 T 3ackeon, Michac! "Complcts he Annual T01S Rescraaning Neow pErxeNn 03B 1 1 aCiR?-S_A:s.qvna-n Manager L |
H007 Jackson, Michael Complete the Annual 7018 Reassessmant New 047222001 72022 [ V.'."_'IR'b_Az' moent Manager |

5. Click on the tickler name to open it. The tickler will prompt the user to run the Assessment Due Report.

6. After running the report, the eCIRTS Assignment Manager will know which assessment is due, the 701S, 701A or the 701B. If more than one tickler exists
for the client, the eCIRTS Assignment Manager will cancel the tickler(s) that are not due and reassign the one that is.

7. Inthe example below, the 701B is due so the eCIRTS Assignment Manager cancels the 701S tickler from the flyout menu on the right. Select Cancel.
welcome, lennifer Buck  Ticklers

I/24/2021 30 P &

File

Fikere
Status v Equal To v New v AND + x
Chem 0 v +

Appty Aleit Days Betore Due

87 Tickiwrs record(e] returned - now viewing 1 throogh 15

Client Name Tickler Name Status Dote Created v Date Due Oate Completed Assigned To

Jaciasn Michael Compiete P Acrual TO1S Rt reaneg New 052472021 .mms_/.g.,.;v-ut g I

Jackaon Mechass Compiste ?he cars plan and attach & signad varsen 10 3 note Naw 052472021 Buck: Jannite

t ~ 1 1 E e frm——— Reassgn

Jackson Michasd Complete the Acrual 716 Reassessment New 05242021 12022 eCIRTS_Assgnmen ’
Sy e o \ pre— - Chonts Recora
Complete the Arrual Care Paan Lipdate Complets $:a curent New 0a212021 W212022 Buck Jermite Mo

Wrile Elen . .
youae's plan then "Dupitate” 1o crests neal yed's plae
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8. The eCIRTS Assignment Manager will reassign the 701B tickler to the Case Manager/Provider who will complete the reassessment from the flyout menu

on the right. Select Reassign.

File
Filtwin
Status v Equal To v Nea v AND w x
Chent 1D - +
Apply Alen Days Sefore Due
,.;.....:Il ll --:.—'
0 Ticklers 1acord|s) resurmed - now viewing 1 throogh 15
Clwoe 1T Chem Newws Tickler Name
10007 Jackaon Mehael Complete the Annupl TO1S Rescresnng
10007 Jockson Mehael Complete the care plar ane aftach 3 signed verson % 3 note
10007 Jackson Michae! Comgiste the Anniual TOYE Reasseasment
| 10005 Whie Efen [ Complete the Aanusi Care Plan Update. Compiese the cument

year's plan hen Tipbcwe” o crests sext year's plan

New
Now
New

New

Date Creatad »
05742021
05222021

05242021

05021

9. Search for and select the name of the Case Manager/Provider and the tickler is reassigned.

Search by: Search Text: |worker

MEMBERID Worker Title User ID Active
201 Assessment Yes
200 ' WorkMsment' Yes
205 Worker, Provider Yes
214 Waorker, Provider 2 Yes
215 Waorker, Provider 3 Yes
217 Worker, Provider 4 Yes

-

welicame, Jennder Buck | Ticklers
5/24/2021 S50 v
Assigned To
sCIRTS_Asmgremen 7 .
eI Cance]
Buzh, Jermier
SCIRTS_Assigne
Buth, Jeender .

10. The Case Manager/Provider will monitor My Work for incoming ticklers and select the tickler from the list.
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CLIENTS

| Seresning
Programs
. Referrais/Notific atons

Nates

Tickiers

Tckers FF

Appolmments
Servce Authorizations
' Alert Notes

Welzame, Jennifer Buck

5/24/2021 600 PM W
File

Filters

Stus v Equal To ~ New v AND v x
Clet D v +

! Apply Alent Days Balore Dus

87 Tickders racord(s) retuned - now viewling 1 through 15

Cliem 1D Clhient Name | Tickler Name Status Date Croated « Date Dus Dete Completad Assignnd To
10007 Jackson Michas Complsts 1he Cara plan and attach 2 SIgned versian 10 a nate Now 052472031 061172021 Buek Janner *
Jrooo? T Jackson, Michas [ Complete tie Anevsl THE Ressssssment TNew 052472021 L 17 S TBuCk. Jennifer ]
T T - TUBMENE The ArnCE Tare Tar UDAat Lomeieta he conam TRE 1200, s ¥ ™
| 10005 .'-\ht. Elan | year’s pisn Bren "Dupicate” 1o creals nent year's pisn AN.- -C-n?1 2021 ' 2112022 - Buck Janniter
10005 Whits, Elans Complete tha care plan and attach a signed varsion 10 3 nata Haw 05212021 03192020 Buck Jannier »

11. The Case Manager/Provider can mark the tickler as complete once a reminder is no longer needed and the contact attempts have begun. From the
flyout menu, select Complete.
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& Ticklers
4 M v
File
Fine
LAt - 3 - - v AND » »
It -
Apply Alert Days Befcrn Due
[ESESTER.
B3 Ticklers recorals) returned - now viawing ¥ throagh 15
Client 1D Clsnt Name Tickler Nome Status Dt Crvated » ane Dus (lane Complmns Assigned To
10007 Jackoaon Meras Campiele ihe Anrun TD 1A Rassensmnrct New SINI02 B0 SCIRTS_Anagnmm Cuncel m
10007 achaon Mena Completa the Antua T01S Rescreanng New 52472021 b [ WOIRTS _Asshgnimed -
= Ragssgn
l Lomoets l
R CE R

12. The Case Manager/Provider will contact the client to schedule the assessment and record contact attempts in a note in eCIRTS. Each contact attempt
will be a separate note. See the Schedule the Assessment section for more details.

13. Once the client has been reached, add the Appointment date in eCIRTS. See the Appointments section for more information.

14. The Case Manager/Provider will complete the required assessment/screening with the client and add as a form in eCIRTS. The Case Manager/Provider
can copy the assessment/screening from the previous year into a new assessment/screening form and edit as needed. See the Duplicate a Form section
for more information.

Duplicate Services

After completing the annual rescreening or reassessment, the service needs for the upcoming year must be added to the Services tab of the client’s record.
eCIRTS has a ‘Duplicate’ shortcut to accomplish this.

1. From the Services tab of the client’s record, select the General Information record of the current year.
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MY WORK CONTACTS CLIENTS CLIENT GRCUPS AGEMNCIES PROVIDERS RESOURCES REPORTS

55N 125-87-93874 Assessment Priority Score 5
DOB 11111940 Assessment Date

Assessment Risk Score 50
White, Ellen M (10005}
CaregiveriCare Recipient

Case Relations | Authorizations | Activities Medications

Demaographics Screening Referrals Program Enroliments Forms Services Wait List Notes Appointments

(v)-Filters
Division ~ +
2 Services record(s) returned - now viewing 1 through 2
| Division Start Date End Date Status Worker
AG 11/20/2020 11/30/2021 Pending Buck, Jennifer

2. From the File menu, select Duplicate.

Ellen White General
Last Updated by mreed Information
at 11/20/2020 5:35:24 PM

Spell Check

AG
Save and Add Flanned Service

| Aging and Disability Resource Center of Browa v | Details

Save Plan

[ Buck, Jennifer v |

Save & Close Plan =
- 11/20/2020 —J]

istory -
11/30/2021 —J]

|B[ Hlsvai|

Print

Close General Infarmation

3. An exact copy of the General Information data and Service information is created. Authorization information will NOT copy.

1-855-WELLSKY WellSky.com Page 328 of 360


http://wellsky.com/

ELDER A I-'I"."\IR‘S‘ - "y Wel I ¢

4. The Case Manager/Provider will update the Start and End Date on the General Information tab to reflect the upcoming year. See the General
Information section of this manual for more details.

5. The Case Manager/Provider will update the Start and End Date as well as any provider or frequency information on each Service record. See the Edit
Services section of this manual for more details.

6. For case managed clients, the Case Manager will be the one completing the steps described above and responsible for creating a new Care Plan for the
new year. See the Care Plans section for more information.
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Medications

This tab is used to record information on the medications prescribed to the client. eCIRTS also has a tool where medications added on the 701B can be pulled
from or pushed to this tab.

Tip
3 If more than one medication is added for a client, the user can copy information, like

the prescriber name from one medication record and paste it to the second, third
medication record to save time.

Add Medications from the Medications Tab

1. Open the client record and select the Medications tab.
White, Ellen|M (10005)

Caregiver/Care Recipient

B
Azsociated People | Wait List | Appointments E Medications

Programs | Services | Authorizations | Activities |

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

2. From the File menu, select Add Medication.

3. The Medications details page will display.
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File
Medication Medication Detail
Division
Medication Name * WELLBUTRIN

Ellen White Medication
Last Updated by jbuck
at 4/8/2021 11:13:46 AM

Prescribed Dose

Prescribed Frequency

Taken As Prescribed |Yes ~]

Reason not taken as prescribed

Administration Method

Prescriber Name

Status *

4. The Medications Details page elements include:

TSm0 o0 T

5. Fromth

1-855-WELLSKY

Division: This field will display the Division that has an open status on the Screening page.

Medication Name: Enter the name of the medication as it appears on the label.

Prescribed Dose: This field will document the medication dosage.

Prescribed Frequency: This field will document how frequently the medication is taken (e.g. hourly, daily, weekly)
Taken as Prescribed: Yes or No

Reason not Taken as Prescribed: entered if Taken as Prescribed: No

Administration Method: This field is used to document how the medication is administered.

Prescriber Name: This field will document who prescribed the medication.

Status: This field will track the status of the medication: Active or Discontinued. This is a system-required field.

e File menu, select Save and Close Medication.

WellSky.com
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Add Medications from the Assessment

1. Open the Client record and select the Forms tab. Select the 701B assessment from the list if one already exists and is open. If not, add a new one. See
the Forms section for more information.

2. Inthe Medications section of the form, Medications documented in the Medications tab of client record can be added to the assessment without the
assessor re-typing the information by using the Search feature.

. MEDICATIONS & SUBSTANCE USE SECTION

98. Do you take three or more prescribed or over-the-counter
- . w
medications a day?

99. May | see all the medications you take, both regularly and
those taken only as needed? Also, please show me all types
of over-the-counter medications and any supplements that
you regularly take.

0 record(s) returned

ASSESSORI/CM: Check the original bottles in the medicine
cabinet, nightstand, and refrigerator, as well as non-
prescription drugs, over the counter drugs, sleep aids,
herbal remedies, vitamins, and supplements.
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CAUTION

Also, in the Medications section of the form, there is an Add New Medication option. To use
this feature, the Medication Name field on the Medication tab needs to be a lookup field. For
Phase 1, this field needed to be a text field so the text medication names in CIRTS could be
migrated over. In Phase 2, the eCIRTS Task Force is exploring the creation of a standard list of
medications so this field can change from a text field to a lookup field. When that happens, the
Add New Medication feature on the assessments can be used. Until that change, you cannot
use the Add New Medication feature.

. MEDICATIONS & SUBSTANCE USE SECTION

98. Do you take three or more prescribed or over-the-counter
. . W
medications a day?

99. May | see all the medications you take, both regularly and
those taken only as needed? Also, please show me all types
of over-the-counter medications and any supplements that
you regularly take.

0 record(s) returned

ASSESSORICM: Check the original bottles in the medicine
cabinet, nightstand, and refrigerator, as well as non-
prescription drugs, over the counter drugs, sleep aids,
herbal remedies, vitamins, and supplements.

s, WellSky

3. To add an existing medication from the Medication tab to the assessment, select Search and a list of medications from the medications tab of the client
record is displayed. Select a medication(s), the page refreshes and the assessment is populated with the medication information from the medication

tab.
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4. When the medications are pulled into the form, the Medication summary list looks misleading. Dosage is missing because DOEA doesn't use the actual
'Dosage’ field in eCIRTS. This is because the eCIRTS Dosage field is a lookup field but the CIRTS dosage field was a text. We had to use a different field for
Dosage in eCIRTS. Medication Unit is not a field used by DOEA but eCIRTS is not currently hiding it. Frequency is the same as Dosage. We are not using
the 'real' Frequency field in eCIRTS because we needed a text fields instead of a lookup field in order to migrate CIRTS data.

98. Do you take three or more prescribed or
over.the.counter medications a day?

99. May | see all the medications you take,
both regularly and those taken only as
needed? Also, please show me all types of
over.the-counter medications and any
supplements that you regularly take.

2 Medication record(s) retugned - now viewing 1 through 2
e

ASSESSOR/CM: Check the original bottles in
the medicine cabinet, nightstand, and
refrigerator, as well as non.prescription
drugs, over the counter drugs, sleep aids, A
herbal edi ins, and '

PP
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ZOLOF

SERAX

Medication Dosage

Medication Unit

Frequency
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5. Even though the Medication summary list looks like it is missing data, it's not. The data is visible to the user by selecting the medication from the
medication summary list to view the details.

Medication Dosage Madscation Unit Frequency

Eaakind a B " Edit Medication N

Medication Name

Stast Date pajoz /2001 .
End Date =
Status Actve v
Tokon As Proscribed No v

Heason nol taken as

prescribed he's not good sbout t
Prescribed Doss Boam serex
Prascribed Freguency frequency saras
Administistion Method o

Prescridar Name Dr: Selly James

6. The datais captured in the Assessment medication table where reports can find it.
Note

0 For Phase 2, we have submitted an enhancement request so the medication summary list can contain the same fields that
are being captured on the medication details page (per screenshot above)
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Associated People

s WellSky

This tab is used to record contact information for persons that support and are affiliated with the client’s care. The persons recorded on the Associated People
tab are those other than the Caregiver. The Caregiver information is not recorded on this tab. For OAPPS reporting purposes, the Caregiver information is
recorded on the Caregiver/Care Recipient tab and the Assessor will be reminded by a tickler to add it when they complete the 701A or 701B. Associated people
can be added to the client’s record at any time and could be known as early as contacts the I&R specialist has with the client. Associated people can also be
identified by a provider during the assessment. Screeners, assessors and providers should review this tab frequently and inactivate records as applicable.

Note

@ In CIRTS, any Phone or Address data that had relationship: SELF, was migrated to eCIRTS under the Associated People tab
as a temporary location. As Clients receive their annual rescreening/reassessment, the assessor should clean this data up.
He/she will inactivate the record on the Associated People tab and create new Client Phone or Address records on the

Demographics tab.

1. To edit an existing Associated People record, open the client record and select the Associated People tab.
a. Existing Associated People records are listed. Select one to open.
Fountain, Frank (10259)

CaregyerCare Raopent

Associsted Peopls  [Viatlist  Appointments  Madications

Programs | Services  Authonzasons | Activites

START-STOP TMER ~ Demographics = Screenng | Referals To Prowders | Forms | Notes

Filters

Relation D v +
Z Assoclated Peogple record{s) retumed - now viewing 1 through 2
Relation Primary First Last | Best
g . Comments Address City State  Zip | Contact Emall Active
D Relationship Name Name o | Phone
% A0 v e e wannamukeﬁnsbalbggefwaafoweﬁngmsgge«wanr' g o e oan 00 %&5 Y N~ s
10029  Attorney Lawyer | Johason |0 b e this bax b gaer want to make Jacksonvile FL 32205 { cooo frank@emaid com | Yes
10030 Sester Sally Sunshine Yes

b. The Associated People details page displays. Skip to step 6.
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2. To add a new Associated People record, open the client record and select the Associated People tab. From the File menu, select Add New Associated
People Search.

3. Enter search criteria to look for an existing record before adding a new one. Click Search.

FLDER AFF \ll(\\ Frank Fountain Associated
N v w51 People Search

Flle

Fiarn
Last Nama v Contans v s ARD v -
First Name v Contuns v m OR v x
Bast Contact Phone v Equal To v (852)M5.6748 OR v x
Last Name v “+

4. If a match is found, results will be listed in the grid. Select one to display the Associated People Details page. Skip to step 7.

g Frank Fountan Associated
¥ er\l!\lh'\‘ s | People Search

File

Flees
Last Narrer v ontaes v » D v "
Fust Name v Contans v m A v -
Hent Cortact Phone v Tl To - (85213050748 o v x
Lavt Narrw v +

P ASscciaing Twosle Suarch incorllal raturned _nuw viewiss 1 Biouuh 19

I Laat Nmwe . | First Marmm | Sesvat " Suwst? | Cay " ZipCods | Best Comtact Phene | Work Phose | Mobile Phose | CaseNo | Contact®) | Musber Ylﬁ
il Cam larres A4 Eeplanache Way Trirpyren SR 1084 2 |
—.:m.u-- Worma 444 Yatsta Datitu Dire TALLAHASSEE (3505434321 10544 10208 ‘
| Frost Enma 123 Frosy L» Madspon 067 10435 i
| Gusrmasy Matthes &340 Enplanade Way T asien 1037C 267 |
| Hurrsteracn [rpe— )60 Explanade Way Trlisaveem 10062 74 |

5. If a match is not found, select Add New.
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6. The Associated People Details page displays. Update the following fields:

Primary Relationship: Select the primary relationship of this case relation to the client.

Active: yes

Comments: if this is an associated person that you should NOT share information with, note it in the comments field

Last Name: Enter the last name of the case relation

First Name: Enter the first name of the case relation

Title: enter if applicable

Street: Enter the street address of the case relation

Street 2: Enter the apartment number, suite number, etc. of the Associated People

City: Enter the city of the case relation

State: Enter the state of the case relation

Zip Code: Enter the zip code of the case relation

Best Contact Phone: Enter the best contact phone number for the case relation. This field is required.
. Work Phone: Enter the work phone number for the case relation

Extension: Enter the extension for the case relation

Mobile Phone: Enter the mobile/cell phone number for the case relation

Email: Enter the email for the case relation.

TOS3ITATITORSOQ0 T
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FLDF lh\l ums\ Frank Fountain Associated
10/3/2021 3:54 PM People

File

Associated People Detail
Primary Reletionship * Daughter v
Active

Commants

' Demographic Information

Last Name * Simpson

First Name ° Janet

Tithe

Street 123 Jaspet Ln

Street 2

City Padm Beach - m
State FL s u
Zip Cote 33480 ey Ciear |
Best Contact Phone * (B52)365.7987

Home Phone

Work Phone

Extension

Moblle Phone

Email |anet@emad com|

7. From the File menu, select Save and Close Associated People
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Caregiver/Care Recipient

This tab is used to record information Caregiver or Care Recipient for the client. When adding the Caregiver/Care Recipient, the system adds them as a Client
record by default.

The Caregiver information is also captured on the 701A and 701B; however, it must be entered on this tab too to be included in the NAPIS/OAAPS export. The
user completing the assessment will receive a reminder to add the Caregiver information from the form to the Caregiver tab in eCIRTS. Caregiver information is
also captured on the 701S however it is not required to be added to the Caregiver/Care Recipient tab in eCIRTS until the client is active and receiving services
and the 701A or 701B has been completed. The screener will not receive a reminder to add the Caregiver information after completing the 701S.

VIDER AR \”T\‘ Weicome, Jennifer Buck My Work

4132022 2:51 P
File

Workflow Wizard

Add Caregiver
pomiene B
Cancel
Reassign
Complete
View Clients Record
) Note
0 In Phase 2 when the Business Rules engine exists, we will remove this reminder and create a Business Rule that will add the

Caregiver information from the form to the Caregiver tab on the Client record.

1. To add caregiver information, open the client record and select the Caregiver/Care Recipient tab. From the File menu, select Add Caregiver/Care
Recipient.
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Fountain, Frank (10259)

Caregiver/Care Recipient

Associated People | Wait List Appointments | Medications
Programs | Services | Authonzations | Activities

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

2. The Caregiver/Recipient Details page will display. Update the following fields:

a. Type: This field will display the value of either Caregiver or Care Recipient. This is a system required field.
b. Caregiver: Search for and select the Caregiver by name.

e |f the Caregiver already exists in the system, select his/her name from the search results. Skip to step c.

e If the Caregiver does not exist in the system, after executing the search, select Add New. The Demographics Details page displays. In eCIRTS,
Caregivers must have a basic client record because they can also be recipients of services. See the Add a Pre-Client Record section for more
information on adding a pre-client record for a Caregiver. The Screening record must also be added. Once the record is saved, the Caregivers
name will populate in the Caregiver field on the Caregiver/Recipient details page. Proceed to step c.

Caregiver client ID: This field will automatically be system generated when the Caregiver Client record is created.

Caregiver Relationship to Care Recipient: This field will display the Caregiver/Care Recipient relationship to the client.

Primary: This field will indicate if this Caregiver/Care Recipient is the primary caregiver.

Start Date: This field will display the date the Caregiver/Care Recipient started caring for the client.

End Date: This field will display the date the Caregiver/Care Recipient ended caring for the client.

Comments: This field will be used to document any comments about the caregiver/care recipient.

S 0o
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Frank Fountain  Caregiver/Care
10/3/2021 3:57 PM Recipient

CaregiveriCare Recipient

Type * | Caregiver v

Caregiver -u
{Caraglver Client ID

Caregiver Relationship to Care Recipient v
Primary

Start Date *

i

End Date

Comments

3. From the File menu, select Save and Close Caregiver/Recipient.
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Notices and Letters (Word Merge)

Word Merges are notices and letters that will be printed from eCIRTS and be auto populated with client data. Word Merges are setup by the System
Administrator and made available for printing from within eCIRTS. Statewide notices and letters will be printed from eCIRTS. PSA specific notices and letters will
not be printed from eCIRTS but may be scanned and saved as attachments to Notes in eCIRTS.

1. The Word Merges are located on the Demographics tab of the Client record.

2. From the Word Merge menu, select the word merge document from the list. It will open in a preview window and include data from the client record.

ELDER \H-'\llih‘

File Edit TYools Reports  Ticklers  View Contacts] Word Merge

| 100vMYF - Sotme toem of Msdicmd'Ves Eom 5000-3000
J0ONMNE - No MedicadNo Form £000-2004 .
ID0YMNF - Somw form of MadcadNa Fomy S000-3008
SCONMYT - No Medicaid/Yes Farm S000-3006

M O N AGESYE - BStVas ¥ cem S000-3008 omsainits
SSN 236.57.8788 SCOSSNF - SSINo Foem S000-3008
DOB 11414940 AMCA E000-3000 Retum Fax Cover
Rank 2 MCO Annaal Retum Cover Sheet
White, Elten M (10005) No Cortact Legiar

No Contact Letier SPANISH

Assocated Peops ADDOraTErts Medcatons
Programs = Serwces | Autorzabons | Achwilies

START-STOF TIMER | Demwogiaphics. Scieening | Retamals To Frovicses

Demographics

EMS Release Date 213031
eCIRTS Chent 1D 10005
Former CIRTS 1D 1001700255

3. From the word merge preview, you can choose to open the document, save it to a note, or upload an edited version and save it to a note.
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K Johnson Denial of
5672019 3.05 PM Enroliment

File

Preview (read-only)

This is a preview of your merge document and Is not editable
Generate Merge D t
Click the "Open Document” button

10 open the Marge Document for
e
Denial of Enrollment for Services
Save to Note
If no changes have been made 1o
the Merge Documant, click “Save ¥
1o Note™, The current word merge May 6, 2019
template will be uploaded to a note
record with the merge fields
i
: 22595 Shaw Rd.
S Virginia
Upload and Save to Note soiin ol
If changes were made fo the
Merge Document, click "Upload Dear K Johnson:
and Save to Note” 1o select the
saved file and upload that Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec pellentesque est a purus
document fo a note record. Don't tincidunt aliquam_ Nullam sed erat eu orci congue dignissim_ Aliquam hendrerit aliquet
forget ':“m the shavod sagittis. Ut non dictum erat. Fosce vitae nunc eget ipsum elementum bibendum. Nam
docue you have sliached dignissim blandit est at convallis

Upkand devd Sitve s dhatn

Duis sit amet ipsum cursus magna cursus blandst pellentesque sed dolor. Mauris facilisis

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

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

gg When the Word Merge preview page opens, by default the option to save the document

displays. This is the same window that displays if you were to select the Open Document link in
the Word Merge preview menu.

ST i | Pt
File

Praview {read-anly)

TAG S & prwiew (F yOUT MSTDE ACCLITENT M 1 N SOLROM

= WordMegePOfPrewes asts

FLDER AFI \IRN\

NOTIFICATION OF LEVEL OF CARE

1 From CARES PSAWerker Joanifc HBuck To DCF CacunRegion

SSN: 23688

e s Ty | Wt Wand Cacammat

6. Edit the Word Merge Document as necessary

7. When finished with editing the Word Merge Document, click File > Save as to save the updated Word Merge to a specified folder on the user’s
workstation.
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8. Return to the open Word Merge preview window in eCIRTS. Select Upload and Save to Note.

Upload and Save to Note

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

9. Browse to where the document was saved and select the file name. Click Open and then click OK on the pop-up message box.

= Dhoose Fie 1o Ulosd %"

h-/\\ - - N - -

(J\_J M Deskicp » vlbo ll S s 2
Organize > New foldet SR ey W

Favorites Ubrasies
L

B Destop peiem Fokde
.

B Downloacs

«» Recent Places ' a Homegroup

& OneDrive

|

Maonica Reed
, Libranes R IR

Decurents

& Musc Computer

' Videos

Network r
o} Homegroup i e §), Document was successtully saved to Note with NotelD=11892 !

W (oo Dascar TV

File name - | Files 40 -

/ [ “Op'n Cancet S———— lL‘

10. The Note details page displays. Update the following fields:
a. Division: Select AG
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b. Note By: Defaults to self
c. Note Date: Defaults to today
d. Note Type: select Uploaded Forms
a. Note Sub-Type: select the name of the form or Other if it’s not listed
b. Description: Leave this blank
e. Note: Enter a brief description of the form that is attached.
f. Status: select Complete. Some workflows in this manual use the Follow Up status so the note remains on the users My Work page. For example,
the No Contact Letter.
g. Note Recipient: None needed if the status is Complete. Select yourself if the status is Follow Up.
h. Attachment: the word merge document is attached. Click the link to view the PDF document.
e | DS Fha | Notes
llll: Toois ==
Notes Detais
Dieision YR
Note By Back Jonnts v
Note Date
Modes Lint Pronder v |
Note Type Upladed Forma v
D J U A
Attachments
(LRI
Document Descnption Category Action

11. From the File menu, select Save and Close Notes.
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Closure Process

A case can be closed because the client has moved out of state and no longer seeking or receiving services or the client is deceased and will be closed to all
programs. When a client is no longer seeking or receiving services for a program, the status on the individual program record will be changed to Terminate. This
will not impact the status of any other program enrollments. When a case is closed due to a death, the provider who is informed of the date of death will update
it on the client demographics record. This record will be officially closed through the DOEA archive process. When you close a client record the status of the
Screening record will be closed and eCIRTS will automatically close all of the program enrollments too.

Terminate Program Enrollments

A client would be closed to the CARES program when the staffing process is complete. A client would be closed to the HCE program if they decline services when
coming off the waiting list. A client would be closed to the ADI program after being active and receiving services, when they move out of state. There are other
scenarios where program record will be closed, but steps in eCIRTS are the same.

1. To close a program record, click on the Programs tab.
2. Click on the Program record in the list view grid.

3. The Program details page will display. Update the following fields:
a. Status: This field will be set to ‘Terminate Active’ ‘Terminate — APCL Waitlist’ or ‘Terminate — APPL Applicant.

Note

0 If providers still need time to submit billing, select Terminate — Billing as the status. This status will still allow providers to
bill but for reporting purposes, still treat the client as terminated. When Terminate — Billing is used, the user will receive a
reminder in 60 days and another in 75 days reminding them to report all services and change the program status to
Terminate — Active within 90 days. When the status is changed to Terminate — Active, the provider will no longer be able to
bill for services for the client.

b. Status Date: This field will default to today’s date as read only so that the client is closed to the Program Enroliment.
c. Termination Reason: This field will display the reason the client is no longer enrolled with the Program.
d. End Date: This field will display the effective date of the termination.
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File Tools

Frank Fountain
Last Updated by Buck
at 10372021 2:42:01 71

Program

lm Division *
I-n-r:ll'nml Bro 3_‘ Reterred From
Reterral Date
Track Status
Program

Seevice

Seatus

States Datw *

£nd Daw *

Record Created Date *

Termination Renson *

AG
ADRC v

eor2021 |2

MLTC - MANAGED LONG-TERM CARE
Aouh Day Care v
Basi Subsidy lL
Case Aude l »
Case Managament ez
Chore li
Cargregate Meals l .
Counseana (Gemntclonical Gr 7 LS
ferminate - Active vl

10932021
06012001

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

Ak WellSky

5. When Terminate — Billing is used, the user will receive two reminders to add all services within 90 days. These reminders are visible in the My Work,

Ticklers queue.
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| MY WORK 1 CONTACTS CLIENTS

CLIENTS

Screening

Programs

-

Ticklers

Ticklers

Alert Notes

Ak WellSky

6. Select the queue to view the reminders. There is one due 60 days from the day the Terminate — Billing status is selected and a second due 75 days from

the day the Terminate — Billing status is selected.

&
FLDER AFFAIRS
File
Fitars
Statis v Equal To - Nen v AND v x
Chant 1D v .

Apply Alert Days Belore Due

3 Ticklees record(s) returned - now viewing 1 through 3

welcome, Jennifer Buck | Ticklers
413202251120

Client 1D Client Name Tickles Name Status Date Created Date Completed Assigned To
'J&T{»ﬁ Kack Mchale Add Caragiver Mionngts ( 1 Evﬁh Jenrfers »
- 30 10rg8t 10 # . WelorR Mo ing the » -
1412768 | Keck Mchele i gl bl New 04132022 Buck, Janfer ,
First Previous  Recowds per page Next  Last
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7. Select the tickler and the following message displays: Don’t forget to report all services before moving the enrollment to Terminate status. 60 day

reminder.

ltssbhtrl.mediware.com says

Don't forget to report all services before moving the enrollment to

Terminate status. 60 day reminder.

If all services have been reported, mark the tickler as Complete. Use the flyout menu to the right of the tickler and select Complete.

8.

Finers
Status v Eoqual To - New v AND v x
Status v +

Apply Alert Days Belore Due

SOV V-
J Ticklers record(s) returned - now viawing 1 through 3
Assigned To Tickder Nama (ate Due Date Creaced Dot Comploted Starus
Buck. Jeerster o s 60 e e Y VG (NS SRS 0gy1210022 132022 New
Frat Previous  Recocds por page Next  Last
9. If all services have been reported, update the status on the Program record. Complete steps 1 — 4.

Note
O The 75 day reminder tickler is already in your tickler queue. You will not need that reminder so you can cancel the tickler.

Locate it in your tickler queue. Use the flyout menu to the right of the tickler and select Cancel.

10. If all services have NOT been reported, you can Cancel the ticker. You will get another reminder in 15 days. Use the flyout menu to the right of the tickler

and select Cancel.
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3 Tickioen tocnet(n) retirnd - now viewing 1 threugh 3
Assigned To Tichlar Name Date Due Oats Created Date Complated Status

Dont Srget 1 report @l servces belorn moving the snmément to
" po ort ? AT At YIS
Buck Jorniter Tarmiircate stitn. G0 day 1herr: DI 272002 4/t NI022 New

Fust Previous  Recosds per puge 14 Noxt  Last

11. It has been 15 days and you are monitoring your tickler queue. The 75 day reminder displays.
12. Select the tickler and the following message displays: Don’t forget to report all services before moving the enrollment to Terminate status. 75 day
reminder.

Itssbhtrl.mediware.com says

Don't forget to report all services before moving the enrcllment to

Terminate status. 75 day reminder.

13. If all services have been reported, mark the tickler as Complete. Use the flyout menu to the right of the tickler and select Complete.

2 Ticklors tecord(s) retummed - now viewing 1 ihrough 2
Assigned To Tickier Name Date Dun Date Croated Date Complated Status

Don't forget 1o repent 3l services batore mowng the envodment o
Terminate status 75 day remnder

Firmt Prevvious Rotords parpage 9 Next Last

14. If all services have been reported, update the status on the Program record. Complete steps 1 — 4.

Buck. Jennder BQ1I022 Janvaaz Naw

15. If all services have NOT been reported, you cannot mark the tickler as complete. Leave it in your queue. You have 15 more days until the 90 day limit has
been reached. Follow up with the provider with instructions to enter services.

16. After 90 days, all services have been entered and it is time to close the program enroliment. Update the status on the Program record. Complete steps 1
-4,
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Note

9 The Wait List queue on My Work can be used to monitor the records in the Terminate - Billing status. Filter by program,
status equal to Terminate — Billing and Status Date over 90 days ago.

FLDER AFF m:\‘ welcome, Jennifer Buck | Walt List
47542022 1D PM N
File
Fillars
Program Contans v HCE AND ~ X
Statun Bagns With v Terminats - Bilng v" AND v X
tatus Dab -~ Geaatr Than v 1114731 AND v x
SORTS Chia v
i WS

17. Open your tickler queue. Locate the 75 day reminder tickler. Use the flyout menu to the right of the tickler and select Complete.

2 Ticklors tecord(s) retummed - now viewing 1 ihrough 2

Assigned To Tickier Nome Date Dun Date Croated Date Completed Status
Don't forget 1o repert 3kl services batore mowng the enrodment ko 957172022 nar Va3 Naw

Buck. Jennder T
iuh o Terminate status 75 day remnder Cancel

Closure Due to Death

Screening records serve as the parent record in eCIRTS. Once a client has a screening record, child records such as referrals, services, programs, forms can be
added. When you close a client’s screening record, you are closing all programs for that client too. The screening record would be closed only if a client was
deceased. Other times, the program enrollments will be closed, but the screening record will remain open. DOEA will perform regular archive functions to close
cases due to death.

1. To close the client record and all program records, the status on the Screening tab will be updated.

2. Onthe client record, select the Screening tab.
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White, Ellen M (10005)

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

Programs | Services | Authorzations | Activities

T

START-STOPTIMER | Demog raphil:sFl&f&rraIs To Providers

Forms Motes

Filters
Status W Mot Equal To W Clozsd w AMD W x
Division +
1 Screening record(s) returned - now viewing 1 through 1
Divigion Status Primary Worker
AG Sereening Completed Test , Stacy

3. Click on the Screening record in the list view grid.

4. The Screening details page displays. Update the following fields:
a. Status: select Closed
Status Date: This field will display the date of the status change

b
c. Close Date: This field will display the date the client is closed. (No longer receiving services)
d

Close Reason: This field will display the Close Reason
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File

Frank Fountain
Last Updated by jbuck
at 8/27/2021 3:52:43 PM

Screening

‘ Screening ‘
Notes

Track Status

Divison *

Primary Worker *
Secondary Worker
Status *

Status Date

Special Instructions

Close Date *

Close Reason

AG
Buck, Jennifer [ | Clear [REEIE
i ————
[ Closed ~|
10/03/2021

B 7 U opt ~ A~

client is deceased. Closing record.

10/03/2021

5. From the File menu, select Save and Close Screening.
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Reports

Reports are used to manage several workflow and timeline requirements in eCIRTS. ADRC staff who assist with assignhing screening referrals to screeners can use
the Screening Record Data report for a list of screening records awaiting assignment if they filter by Status = Screening Referral I&R to ADRC. I&R call durations
are calculated on the Contact Record Data report. Information only units are also available on this report.

You can access reports using the Reports chapter, through the Report menu within a chapter or page, or through a Workflow Wizard that is triggered as part of
the business workflow.

To generate a report from the Reports chapter
1. Open the Reports chapter. The Reports page displays. You will use the filter buttons to find a report.
2. Use the Type dropdown to select a report type. Use the Category dropdown to select a category. The report categories are specific to each report type.

For example, the image below shows the list of report categories available for the provider report type

Role

N Weu Human Services '::’;I;i:r;e;;;e:mha Adiison | Reports | sign out WellSky System Admin v @ 8
File
Quick Search
MY WORK CONSUMERS | CONSUMER GROUPS PROVIDERS RESOURCES AGENCIES INQUIRIES CLAIMS INCIDENTS SCHEDULER
UTILITIES | REPORTS |

Filter Report By

WPE |Providers V| Categor}‘ e m

sessments
Enroliments
Foster Homes
General
Ticklers

v
Note

0 If you do not specify a report type and category, all reports are returned when you click Retrieve.
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3. Click Retrieve to display a list of reports.

‘WeIISky Human Services e oona Addson | RePOItS | sign Out ¢, tem s 0]

Role

File
Quick Search
Consumer Groups GConsumer Group Name ﬁ o) | ADWANCED SEARCH
MY HARMONY | COMSUMER GROUPS ‘ CONSUMERS ‘ PROVIDERS ‘ AGENCIES ‘ RESQURCES ‘ INQUIRIES | CLAIMS | INCIDENTS ‘ SCHEDULER UTILITIES [ REPORTS
Filter Report By
Type |Providers v| Category [General v Retrieve
Report Name Description
0 Encumberad Services by | Provides information regarding the service contracts attached to Providers. Information included here is: Consumer/Provider MNames, PO#,
Provider SubObject/Service Codes, Amount Authorized, Check Date, Max Units Allowed, and Units Paid by date range.
O ITn;Fi:;ems by Provider and Report Report of counts of completed incidents by type by provider in a date range.
O Provider And Services Listing 312';“;5[{::' providers (including mailing addresses, contact names, tax 1D, etc.) in the selected fund code along with summary descriptions of the services
| Provider Contracts
O/ Provider ID
| Provider Information Shows provider setup.
O zzzwlgi;LSLevel Senvice Codes Shows all Provider Level Service codes (active and inactive) and a history of the rates and how they changed over time.
O Provider Ov . A summary list of all Providers in the selected fiscal year who have fewer licenses than current active contracts. Shows Provider, # licensed for, total active
rovider Qvercapacity contracts, and overcapacity.
O RCS Case Management | This is a summary report based on the Provider Assessments fitled "RCS Case Mgmnt Monitoring TA Form” that have a *Date of Review” within the given
Monitoring TA Report date range.
O gz[:?_?:t Provided by Site and This report details the providers, their sites and services for which activities have been delivered to clients within a specified timeframe.
O Units of Service Summa Summary report of clients and units for all services offered by a given provider.
ry ry rep yag P

vE.312

About

4. Click the radio button next to a report to select it.
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5. Complete any requested parameter information required to run the selected report. The parameter information may change from one report to
another. Use these parameters to determine the scope of the data in the report

Filter Report By
wee 0 v caegoy 000000 v Rl
FundiCode * v
FiscalYear » | v
Program * | v
Chek on Run Repaort 10 view repodt.
Bepoo Muune - Desctiption
& | Authonzed Urits Pad and Remanng *Raports suthonzed units pad and remaining. groupad by Consumer, with authonzabon. pnor authonzation, units bdled and remaining. stan and end date I
1| Cansus Report Lists Consumar anrcliment by program
1 | Consume: Listing by Fund Code

Lists consumers and some consumer informabion by salacied fund code
Currant Enroimants Exceading 6 Months

List of Consumer anrafments n which leagth of stay = greater than six months
Under Over Utilzatan Report

Shows haw much services were pad for each month on each authonzed servee

J | Workar Evant Log Repan Workar Event Log Rapert

6. Click Run Report to view the report selected.
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7. Use the menu bar options to print or export the report in various formats.
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g a8 WellSky Human Services
“ Intakes by Intake Worker by Report Date
Canecmec By Mary Yowsd o0 DOZR2OM 1141 AM
From: 112012 To: 292014 Rogion: (All) Fund Code: (Al
Status: (AR County: (AIl)
onake Workes: Adams, Saa Primary Superasor: Yowss, Mary
ntake 1D Report Date  Afleged Victm Do8 Age m Race Getet Mar s Vit able Incatent County  Report
Name Intake Status Condtion Status
kx - noYen Bankon County  Penadng
las 3002013 Smim, Mary TS0 E26 Feman ExforiyFrat Complete
kL) 03062013 Jonas, George oUO 2% B Mak Widowed EldertiyFrasl Adar County  Complaie
99 O302013 Simmons, Geace oD = Wento Femam  Maved EdertyF ol Adar County  Complete
Propsicaity Desaniad
4a2 DA252013 Crocker, Batly OIISM010 $002 Amoncan indan  Femae Widosed EldenyFratl Pendng
and Aliska
Natve
488 DAONVI013 Heery | Do wriseeez B8 Wene Wiastengton Pendng
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Service Start Date L/3/2018 12-00.00 AM | Service End Date | 10/4/021 12:00:00 AM

oy drtage sgea Seutns, Ao o1 Mogam ADi- ALTEBENS DisEASE MITL [y
Inchode Lirind Providers | Mo v Srovidher ADRE - P58 10, Mduks Day Caster, |4
Chent Service ADC ADUKCT DAY CARE (3051, Case |

Depurtment of

ELDER AFFAIRS

STATE OF FLORIDA

Activities Record Data
Fliters:

W (1ertimie deknred)
FOF

| MISTML [ archive
[
T e

Ward

1 > ‘
, the wath report data

[ View Rapert |

Sarvea Starl Date

1012048 1200 AM

a8 WellSky

Sarvica End Date

10V42021 12 00 AM

Agency Advaniage Aging Solutons. Aging and Disabhity Resource Canter of Broward County, Inc., Aréa Apancy on AQing of Pasco.Pinedas, Inc, Eldar Options, E

Program ADI - ALZHEIMER'S DISEASE INITIATIVE, CCE - COMMUNITY CARE FOR THE ELDERLY, HCE - HOME CARE FOR THE ELDERLY, INTAKE PROGR

Provider ADRC - PSA 10, Adults Day Canter, Aging &nd Disabilty Rescurce Cenler of Broward County, Inc.  AE Sarvicas Prowder. Ciirus County Suppor Semices

Linked Provider Unchecked

Chant “not specified >

Sefvice ADC ADULT DAY CARE (3053) Case Management (3347) CHO CHORE (3042) CHO CHORE {3058), HDM HOME DELNVERED MEALS {3040), HDM
Agency Program Provider who deliversd the service on the activity record Parent Provid

Advantage Aging Sokitions CCE - COMMUNITY CARE FOR THE ELDERLY  |Adults Day Contor

Advantage Aging Sokitons CCE - COMMUNITY CARE FOR THE ELDERLY  |Adults Day Center

Advantage Aging Solutions CCE - COMMUNITY CARE FOR THE ELDERLY  |Adults Day Canter
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