New Jersey Division of Devel

iRecord 3.0 User Guide

DDD IT Department
Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 1

Application:  iRecord Version: 1.1






ll?" New Jersey Division of Developmental Disabilities
=

Table of Contents

ABOUT THIS GUIDE .......cccuiiiiiniiiiienniiiieeiiiensisisnssesisnssssisnsssssssssesssnsssstsnsssstsnsssssssssssssnssssssnssssssnsssssansssssansssssnnsssssnne 7
PURPOSE OF THIS GUIDE ...vvtteuvteeestteeesstteessausaeessuseeessausessssussesssssaeesssssesssssssesssssssessnssesssssssesssnsseessnssesessssseesssseessssseeesnnns 7
TYPOGRAPHICAL CONVENTIONS ...ceteuvteeesuureeessurreessseeessssseeesssneessssseessnssesssssssssssssssesssssesesssssesssssseessnssssessssssessnssesssnssseesnnns 7
HOW TO GET IN TOUCH ..t ettttee et e ettt e e ettt e e e e e sttt et e e e s e s ba et e e e e e e sasbetteeeeee s asbsbeaeeeee s aasabaaeeeeesannssbeaaeeeesennnreaaeas 7

[0 o YotV [a g T=d gk (oL A (o] AN YV o] o Lo L o SRS 7
SUDDOIT oottt ettt ettt et et et et et et et et et et et et et et et ararararaaaes 8

1 INTRODUCTION .....cuuiiiiiiiiiiiiiiiiiiiisisisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 9

2 GETTING STARTED ..ciiiiiiiiiiiiiiiiiiiiiiiniiiniiiisisissssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnns 10
2.1 LOG INTO IRECORD ..uuvveeiiurieeeseresesauseesenuseesasssesesnsssesessaeesasssssesasssessssseesenssesesssssessssssnesssssessssnseesssnsseessnnseeesnnsnes 10
A U 1 1 (o | -1 PSR TPR 18
2.3 USER INTERFACE ..eteeuutteeeiutteeestteeesauseesessseesanssesesnsssessssseesanssesesssssesssssssessnssessssssessssssnessnssessssnseesssnsenessnssseesnnsnes 18

2.3.1 100 k4] oo Lo | O USSP 18
D B oo [ (o] oo [ 1 {=Tole ] 4 SRR 19
2.3.3 LY L=T T = 1o | N 20
2.3.4 o XN 21
R @1\ N (o -SSP 22
28 T 1T o U PSSR 23

3 7] o 1210 Y 0 25

K R A B 11 I SO OO O T P P P OO P PP PPPRROPPPPRROP 25
3.1.1 DUC-LIST THl@...oveeenveeeeeee e et e ettt e e et e e ettt e e et a e ettt e e e aatstaeasseaeetsesaeastsaseesssaesassasasasssenananes 26
B B O TV T B L A YOk Y A Y G 27
3.1.3  DUE-LISt = SWAC/WAC ...ttt ettt et te et e et et et e e e ate s atasatastaeasseatsesseestaess e taeateesesnsasasasres 29
N 1V 10 o1 [=3 D=1 ol =X SRS 31

K T8 VI 13 LT O TSP UP PP 32
2 B V11 X3 I -SSR 32
I V1= R L Y A Y GO 33
3.2.3  AIBIES = SWAC .ottt ettt et e e ettt e et e e e et be e e e aatt e e e bt e e entbeaenans 34
B.208  AIBIES = FI & SFl..neeeeeeeeeeeee ettt ettt ettt s e e ettt e e e e et e e et e e et aeeetbeeeeans 36
IRV, (o] o | (=0 D=1 Lol 1 SRR 37

R T 7Y (ol PSP P PRSP PROP 38
I Y- o | o I ISP 38

Bu4  REPORTS uitteeuttesuttesutee sttt esuteesutee s st e subeesuseesuteesas e e sa s e e sateesabeenae e e sab e e st e e sa b e e ae e e sabeesaeeesabeebeeesnbeeneeenseeeseeennnesnneean 47
O I 60 LY-1 [o o To [ 2 {-=1 o] SO USE 48
SR B & 1o T IR Y 0 [ AV 3 2 U=] ¢ Lo ] o AU UPR 49
o B o [0 T 1=V 1LV a{=] o Yo ] o S UPR 50
SR/ Y Yol o3V =To I o o o N 2 1=T o Yo L OO U UUR 52
3.4.5  Self-Directed EMPIOYEE REPOIT ...t eeeeettttea e e e e ettt a e e e e e ettt e e e e e sstassaaaeeesssssssanaaas 53
R N I 011 14 - 01 il ) BT Y ol =X U SUPRP 54
N A V=T 1t Moo o [l 211 o oY o A0SR 55
3.4.8  CUITENT EVENTS REPOIT ...t sess s e s ss s s s s s s s s s s s s ss s s sssssssssssssssasasssssnsssssssssssssssssasssssnsens 56
3.4.9  LAtE EVENE-LOAA REPOI ...ttt e ettt e e e e ettt a e e e e e ettt ata e e e e st assssasaaeesssssssanaeas 57

3.5 IMIESSAGE OF THE DAY ...t tie ettt ettt e e e e ettt e e e e e s e bbbttt e e e e saaanbe e et eeeae s anbebeeeaeeesaanbabbeeeeeesannnseeeeas 58

3.6 PATCH NOTES. . itttieee e e ettt e e e e e ettt et e e e e e ae bttt e e e e e e s s ba et e eeeee s s se e eeeeeee s e ansbee et eeeae s nnbeeeeeeeeesannbabaeeeeeesannnnreeeeas 59

Author: DDD IT Department Date: 10/16/2015

Title: User Guide Page: 3

Application:  iRecord Version: 1.1



ll?" New Jersey Division of Developmental Disabilities
=

3.7 RESOURCES & EVENTS ..vtiutieriieesiieesteesiteesiteesiteesiteestteesuaeessteesaseesabaessseessbeessseessseessseessseenseeesssesnsseesssesnsesenssesnsees
4 PARTICIPANT RECORD ....ccccoiiueeeriniissssssnneesssnssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssssssssssssssnssssssssss
R 4o 1\ Y 1T | N SRR
4.1.1 POTTICIDANT ...ttt ettt e ettt e e e ettt et e e e s ettt e e e e e e e sttt e e e e e eesassseseeaeeanaas
4.1.2  SUPPOIE COOPINALION.......eeeneeieiieiiieeeet ettt ettt ettt ettt ettt et e et e e st e eteeenneeeane
4.1.3  CUITENT PIAN INFO ..ottt ettt ettt ettt ettt se e et e enaeeeans
G.1.4 ASSESSIMENTS .ttt ettt e et e e e e ettt e e e e ettt e e e e e et e e e e e s rnreeeens
4.1.5 (0001 oot X3P PPPPPRPPPN
B2 PERSONAL.c.utteeuteeentteeteesteestesesseesstesassesaseesssessseessseesasessssaesasessnseessseessssesasessnseesasessnseesnsessnseesnsessnseesnsesensessnses
4.2.1 INGIMIC.......eeeeeeeeeeeee et ettt ettt e e e ettt e e e sttt e e e s et e e e s e e e s nnnneeeeeeenaas
.22 CONEACE INFO ettt ettt ettt ettt et e bt et e ettt e sate et eeseeeteeenaeeeans
B B 1= [0 (=1 a1 (o 1YY Lo [ =X ORI
4.2.4  MGAIING AGUIESS ..ottt ettt ettt ettt ettt et e ettt et e ettt e nate et essteebeeenseeeans
R 111 ¢ 1 1 (o TSSO UURUSRE
B RV 10T = |1 ) o OSSR USRS
I T |V o] [ OO OO U PSP
4.3.1 Primary CAre PRYSICIAN .........ccoccuveeeeeieieeeieeeeeeee e et e ee e e e ttte e e ettt e e s esaa e et tsasaeatsaaeesssaasssssasasssesananes
4.3.2  Primary Care PRYSICIAN ACGIESS ........ccueeeuieiieeiiesieeeit ettt ettt ettt st aeeesineenaee e
4.3.3  Preferred HOSPILAL ........cc..ooeeeeeieieieieeeeeee ettt ettt ettt ettt e 101
4.3.4  Administrative Services Organization (ASO) ..........ccueeeueeiiuieeieeesiieesieesisesiteesisesissesiseeesseesseeesseesases 105
4.3.5  Managed Care Organization (IMCO) ...........cccueveeseesieeieeiesiiesiiesiee e eieeetestesiee st e ssesssestesasessaesieesses 108
4.3.6  PrIVOTE INSUIGNCE .....cooeeeaeeeee et ettt e e e ettt e e e e ettt e e e e et eeeeeessnnnneeeens 111
v/ R AR D] [+ [+ | [o X PSSP PPTTPP 113
4.3.8  MEAICALION ...ttt ettt ettt e ettt e e ettt e e et e e e sasb e e e st e e antteeensbaeeeaseneans 115
A4 SAFETY & SUPPORTS .. .uttttetieeiutittteeeessaatuettaetesssasusteaeeesssasastetaeeessesassasteeessssasssssteaeesssasssssaaesesssnsasssseaeesessnnnses 120
B 17| 0 o Yo ] A Y=1 1 1 To KU PPPPRPP 120
4.4.2  COMIMUIICATION ......eeeoseieeeeiiieeetee ettt e et e e ettt e st e e st e s ettt esaasneessanseeeasneeesaanneesnnneeeans 124
4.4.3  Religious/Cultural INFOrMATION .........c.ccoveeeeeeeirieereeiteecieeeeeesteesteeeeeeteeeaeeaeeaeeseeeseesseessesseessesssessees 128
4.4.4  Mobility/AdQPtiVE EQUIPIMENT ..........ccceueeeeeeesieeeeeeesieeeeeeesteeeaeestveeeaeestssesssessseesssessseesssesssesssssesases 132
4.4.5  BeRAVIOI/SENSOIY NEEUS .......eecvveeeeeetieeetee ettt eeeeettteeeteeettseeeaeettveeetseestssessseesssseesssesasessissesaseseisseeases 138
4.5 INUTRITION & HEALTH. . ettiiiitieeeititee ettt e st te e e sttt e s sttt e stbteeesabteeeeabeeesasaeessabbeeeenbeeesausaeesaabbeeeanbaeesansaaessanseaenn 146
o B V| 1= o =X PSR 146
A D -1 1+ | PSR SPPPPP 151
4.5.3 HEQIR HAZAIAS/CONCEINIS ..ot eeeete st ae e ettt teseeaeasreateassenetasssstassssaseassaseesnas 157
N Y- | 0o | -SSR 162
.6 EMPLOYMENT cetetieiuttttteeeeeaauttetteeeeeesanae et teeeeeaaaneeeeeeeeeaaanebe e e eeeeaaaannbae e e eeeeesaansseeeeeeeesansnbeeeeeeesannnnranneeeesesnnnnen 169
4.6.1 EMPIOYMENT HISTOIY . oottt e ettt e e e e e ettt e e e e e e e et aaaaeeessstaaseaaaeesssssssseeaas 169
4.6.2  PAEAWGAY ASSESSIMENT ccccieeeeeeeeeeeteeee e ettt e e e e e ettt et e e e ee st baeaaaeeessstssseaaeeesssstssseaassesssssssseesens 177
N S V(o [ 1o IO RSP 182
8.7 CONTACT et eutteeuteeeteeeteesteeeuteesabte s beeeseesabee s s tesabeesaseesabeeeaseesabeeeaseesabeesaseesabeeeaseesabeeenseesabeesaseesabeesnseesabeennseena 185
4.7.1 (00001 Tor i Vo 1Y 1o To 1 1 oY ¢ OO U SURRR P 186
4.7.2 INGIMIG.......eeeeeeeeeee ettt ettt e ettt e e e sttt e e e st e e e s e snnnneeeens 187
B B o 1o Lol ol | ) o T PR 191
4.7.4  RESIAENTIAI ACUIESS ......eeeeeeeeeeeeee ettt ettt ettt sttt e ettt e e st e e sttt e e s sttesssasaaassssseaeans 192
RV, 1o ] [T o I Yo Lo [ =X 3SR 194
B.7.6  MOFE INFO oot e et e ettt e e ettt e e e et e e et a e et a e e et e e e trb e e e ataaeaatbaaeeataaaearraaans 195
4.7.7  EMEIGENCY CONTACT ... s s s e s s e s s s s s s s s s s s s s s s s sssssssssssssssssssssssssssssssssssssssssnsnsnns 196
4.7.8  CONLACE ALLIIDULES ...c...eeeeeeeeeeeieeeee ettt ettt ettt ettt et e bt et e e bt e e ste e bt e esateeateesaneeanes 200
Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 4

Application:  iRecord Version: 1.1



E‘F New Jersey Division of Developmental Disabilities
=

5 PLANS ...ciiiiitttteeieeetteeeeeeneseeeteeessnssssssseeessnssssssssssssssssssssssssssssnsssssssssssssnnssssssssesssnnssssssssesssnnnssssssssesnnnnnssnnns 206
5.1 ENROLL tuvvereieeeeeiutreeeeeeeeesitraseeeeeeesaassaseeeseessasssaseesseessesissrssesesesesssssssssesesesasstasseeeesesanssasssesessssssssssseseessenssnreseses 206
o A O Y] = N 2 AN (] Y= 1 PPNt 207
5.3 OUTCOMES OBLIGATED ..iettitteieieieeeieteeeeeeeteeeteeeeeeeeeeeeeeereseeeeeseeeresessesseeeeseseseeeseeeeeseseeeeeseseeeseeereeteeeerereremerererermn 211
5.3.1 (071 (oo 0 =23 1 =2 211
oI O 1V} oo LY 1 PPNt 212
54.1 3 ol o) [0 KON 212
5.5 EXPENDITURE ..eeeeuutveeteeeeeeiiutreeeeeeeeeiessssseeeseeesessssseeeseessesisssssesesssessssssssseessesasstssseesesesasssassseseessessssssssseessemsnsssnees 225
I B o5 ( o Y=Tq Lo [ 10 =2 I =SSN 225
5.5.2  POSt EXPONGILUIE ...t e et e et e e ettt e e e et e e e et a e et aaeaatseaeasseaaeassesanantsesseanseassassenaans 233
553 VIBW EXDENAITUIE ...ttt ettt ettt ettt ettt ettt ane et e nineeaes 238
55,4 Delete EXPENUITUIE.......cc..eeeeeeeieieeeeeee ettt ettt ettt ettt ettt e aae e 240
o T T Yot 1 (] N PRSPPIt 243
5.6.1  CRANGE PlON SEATLUS ......eeeeeeieeeee et tea e ettt e e ettt e e et a e et sae e e st eaeasssaeeaassaeaatsaseesssasasassenaans 244
5.6.2  PlANNING TEOMN ...t ettt e et e e ettt e e ettt e e et a e e tsaa e e e ts e e eaasssaeesssaeaatssseeasssaasassenaans 253
N R -1 1o [ = [+ T BT R 257
5.64 DOCUMEINTE REVIBW ...ttt te e e e e ettt ttte e e e e e ettt e e e e e e eesaataeaaeaessssstaeaesessssssnanneesssssssnnans 259
6 DOCUMENTS ...coeiieiitieeeennrceeeeeeeeensseeeseesennsssssssssssssnsssssssessssssnsssssssssssssnnssssssssssssnnssssssssesssnnnssssssssssnnnnnssnnns 265
[0 R 0 To Y U] /1N i - PR 266
6.2 DOCUMENTS SCREEN ...eeeieiiuutreeieeeeessesteeeeeseessasasseeesesssasssasssesesssessssssssesssesssssesseesssessssesssessssssmsssssessssssnssaseseses 268
6.2.1 GIIO COIUMNS...ee s s sasssssssssssssssssssssssssssssnsssssnsssssnssssnsnnns 269
6.2.2 = L0 =X 270
(o320 IR Vo) (oo T B 0 lo Yol 11 T=1 1 1 USRS 272
6.2.4 12T D Lo Tl [ T=1 1 | SRS 276
6.2.5  FiltI DOCUMENT(S) .eecvveeeueeeeieeeieeeieeeie e sttt e ettt e st e st e st e et e s teeeseesteasaseasteasasessassasaseasaseasasesssaasasenns 277
(I R Y=o To [l D Lo Yol [ £ T=J 4 SO RO 279
6.2.7 =2 A Lo =X NS 281
7 NOTES.....ciiiiteetenreeeeeeeeeeensseeeeeerennssssseserssnnnssssssssssssnsssssssssesssnnssssssssssssnnnsssssssssssnnnsssssssssssnnnnsssssssssnnnnnnnnnnns 282
0 R T =12 1 [0 11 1SS 283
2% A o 1 X N\ T 1 =SSR 284
8 ABOUT IRECORD .......uuiiiiiiiireeeiietiiterresessesseesssasssssssseesssssssssssssesssssssssssssesssssssssssssesssssssssssssssssnnsssssssssssnnnnns 286
9 USER PRIVILEGES ......cceeeeuuieeereeteeennneeeteeeennnssseeseseseenssssssessssssnsssssssssssssnnssssssssssssnnssssssssssssnnssssssssssssnnnnsnnnns 287
GLOSSARY ... ciiiieeeenneeeeeeeeeenssseeeeeeennsssssssesessssassssssesessssnssssssssesssnnssssssssssssnnssssssssesssnnsssssssessssnnnssssssesssnnnnnssssssssnne 297
APPENDIX ... iieeeeenieeereeeeeeenneeeeteeeennssseeeeeeesssnnssssesssessssnssssssssessssssssssssssssssnnssssssssssssnnssssssssssssnnnssssssssessnnnnnsssssssnnns 302
SUPPORTS PROGRAM ENROLLIMENT ...vvveeeeeeeieitrreeeeeeeseausseeeseessesissesssesesesssssssssesssessssssssessesesasssssssssesssessssssssseessensnseseees 302
Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 5

Application:  iRecord Version: 1.1






E‘F New Jersey Division of Developmental Disabilities
=

About this Guide

Purpose of this Guide

The iRecord user guide lists the features and provides instructions on carrying out daily
operational tasks within the application.

Typographical Conventions

This guide complies with the following typographical conventions:

Typeface Meaning

Hyperlink References | References to hyperlinked topics within or outside this guide.

Menus and menu options, input fields, radio buttons, check boxes,

Bold drop-down lists, tabs, buttons and messages displayed on the screen.

CAPS Keys on the keyboard.

Note Additional information that supports the understanding, functioning
or flow of the concerned topic.

Italic Enter the exact text at the requested location.

How to Get In Touch

The following sections provide information on how to obtain support for the documentation and
the application.

Documentation Support

For any questions, comments, or suggestions on the documentation, you can contact us by
e-mail at DDD.ITREQUESTS@dhs.state.nj.us

Please begin the Subject of the e-mail with Documentation: to let us know that this is for

documentation support.

Author: DDD IT Department Date: 10/16/2015
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Support

If you have any questions, comments, or suggestions regarding this version of iRecord, or if you
have problems with the application, contact us by e-mail at DDD.ITREQUESTS@dhs.state.nj.us.

While contacting support, be ready with the following information:
e Your name, e-mail address, phone number, and fax number.
e Your company name and address.

e A description of the problem and the steps that were performed prior to encountering the
problem with all the pertinent error messages.

Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 8
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Introduction

The New Jersey Division of Developmental Disabilities (DDD), the state agency responsible for
providing and funding services for adults with developmental disabilities, is in the process of
system transformation. There are changes taking place with the service delivery system. These
changes include a shift from reimbursement of contracted services to a fee-for-service system.
During this transition, the Interim program implements the practices governing service delivery.

iRecord is an electronic health record (EHR) system that enables the Supports Program and
Community Care Waiver. iRecord 3.0 is a complete revamp of the existing application,
developed by the Information Technology (IT) team at DDD. The application, currently, supports
the Interim program, and expected to support the planned implementation of the fee-for-
service system.

Support Coordination agencies can request access to iRecord. These agencies manage the
Support Coordination services for the participant through their team of Support Coordinators.
The application facilitates the Support Coordinators to provide these services. It is a repository
of the participant information, and aids the Support Coordinator to enter and review outcomes.
It provides coordination of services and monitors the progress towards the identified outcomes
in accordance with the DDD’s principles.

The web application delivers a secure enhanced user interface and a consistent experience,
applicable across any device. It categorizes and records the participant information, displayed
according to the role of the user. Also, there are many additional enhancements to the different
user roles of the application.

DDD IT Department Date: 10/16/2015
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Title:

Getting Started

iRecord 3.0 is designed to deliver advanced features to the user in a friendly and efficient
manner. The application categorizes information to help the user manage the participant
records.

Before you start the application, you need a connected device with a browser. For a better
experience, use one of the following browsers:

* Internet Explorer 10.0.9200 and higher
* Motzilla Firefox 30.0 and higher

e Google Chrome 42.0.2311 and higher

» SafarioniOS

Some of the browser requirements are:

* Enable JavaScript
e Flash plugin
« Disable pop-up blocker

Other requirements:

*  Microsoft Word to view .doc/.docx file formats
e Microsoft Excel to view .xls/.xlsx file formats
* PDF Reader to view .pdf file formats

Log in to iRecord

iRecord provides secure access to the users of the application. The instructions below indicate
the procedure followed to access iRecord and manage password.

To log in to iRecord

1. Enter the following URL within the address bar of the browser and then press ENTER.
https://irecord.dhs.state.nj.us/
View the iRecord Login dialog box.

DDD IT Department Date: 10/16/2015
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2. Enter the provided User ID and Password and then click the ° button.

Field Description

Enter your login id with the domain name in the format shown below.
The domain name for SC, SCS, SC-VO, Fl, SFI, and FI-VO is CO.
The domain name for SWAC, WAC, and VO-TS is DDD.

User ID
Format: <domain name>\<login id>
Example: Enter co\alex for an SC with login id alex; enter ddd\matt
for a VO-TS with login id matt.

Password Enter your password within the text box.

3. iRecord recognizes your user role based on the entered credentials, and displays your
Dashboard (Home screen).
With multiple user roles, select the role from the Select Role drop-down, shown below, and
then view the Dashboard of the selected role.

Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 11
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To manage the password

1. Click the Change password? link on the iRecord Login dialog box, indicated in the following

figure.
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2. View the following screen on a new tab or a new window. Select your domain from the

Domain drop-down list.

@Y iewm—

Locate Account
Yo locate your account, enter part of your first andfor last name or logn name, and then click Search,

Domain:
| == N
| co.dhs._state.nj.us v

Enter your first, last, partial, or logon name:

Enter the characters you see on the picture:

Author: DDD IT Department Date: 10/16/2015
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3. Enter your login name, or all or part of your name in the Enter your first, last, partial, or
logon name: text box.

4. Enter the characters exactly how it appears on the image above in the Enter the characters
you see on the picture: text box.

5. Click Search to view the following screen.
If you enter part of your name, it displays a list of names matching the search criteria. Select
your name from the list to display the following screen.

® english (Selac

Welcome,
Register with Password Manager by cresting your Questions and Answers profile and use the tools balow to manage your passwords and unfock your
account

Register with Passw If you are & new user, you must register with Password Manager,
Manager

If you have not registered with Password Manager and forgot your password, chdk here to create your
(“ﬂ 1 Have a Passcode Questions and Arswers profile using your passcode.

= Disabled Tools

6. Click Register with Password Manager and view the following screen.
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® english (

Enter Your Password
Steps to complete: To proceed, enter your password,

B Identity Verification
: co.dhs. state.nj.us

7. Enter the provided password in the Password text box.

8. Click Next and view the following screen.

Lnganpe of Qunsniam g sawen g
¥ Mt oy o o morty urpises

uesern
5 W Ry e yous b

e

Coardom wvverer

e
VIR 5 o faverte color?
e

WISt s e nae of o whemertony | pemary sehool?

pr—

oot e e

Mok (e el ramtin f e st
WL 8 or Verficanon Woans (orseton, mother's misden s, otz )

At st Asvvmrod (gt st o ry b oo ot Vi ¢ asves | s )

Credoms wwre

9. Enter the answer for the question and re-enter the same to confirm. For future reference,
make an exact note of the questions and answers.
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10. Click Finish to submit.
The following screen displays the confirmation with You have successfully registered with
Password Manager, as shown.

A

11. Click the Go to Home Page link and view the following screen.

rd Manager by creatng your Questions 87 Answers profile 8nd use the toois Delow 10 manage your pass:

S your New DOSEVNS Dy 8nawenng & senes of Drvate GuaRons.

IF you know your cument password, you can seaurely change al your passwonds,

Configure your personsl Questions and Arswers profle that wil slow you I reset your forpoen
pammord or unkodk your sccourt inthe.

Sclect everts that you want 10 be notfed about, sich a5 when your Saseword was changed o your
aconurt was jocked.

|
I
|
|

¥ vou have ret ragaterad with Passnord Marager and forpet your passwond, dk here 8 creste your
Questons and Answers profle LSing your ceseoode.

A

12. Click Manage My Passwords and view the following screen.

Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 16
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Enter New Password

Your new password must comply with the password policy

Nk possoed:

Confrm new password:

Firesh

S

13. Enter the new password in the New password text box and re-enter the same password in
the Confirm password text box.

14. Click Finish.
The following screen displays the confirmation with Your password has been successfully
changed, as shown.

?Q Manage My Passwords

@ Your password has been successtully changed

Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 17
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2.2

2.3

23.1

Author:

Title:

User Roles

The user roles for the iRecord application are:

e SWAC — Supervisor of Waiver Assurance Coordinator
e WAC - Waiver Assurance Coordinator

e SCS - Support Coordination Supervisor

e SC-—Support Coordinator

e SC-VO — Support Coordinator - View Only

VO - View Only

e VO-TS — View Only - Troubleshoot

e SFI—Supervising Fiscal Intermediary

e Fl—Fiscal Intermediary

e FI-VO — Fiscal Intermediary - View Only

User Interface

iRecord 3.0 brings you a new tile-based interface for a refined experience to the users of the
application. It delivers consistently across any device connected to the internet via a browser.
The application offers an identical user experience across the recommended browsers, giving
you an option amongst the mainstream browsers.

Dashboard

iRecord displays the dashboard after you log into the application. It is the home screen for all
user roles, but displaying information relevant to you based on your user role. The dashboard
interface can be divided into the following three parts (left, center, and right) for all user roles:

* Reports (left)
¢ Due-List, Alerts, Search (center)
* General Resources (right)

The figure below displays a typical interface of the Dashboard.

DDD IT Department Date: 10/16/2015
User Guide Page: 18

Application:  iRecord Version: 1.1
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Reports

Due-List, Alerts,
Search

General Resources

2.3.2 Participant Record

Due-List Search Other Due-Lists —4m]
D - Name Due Date Plan ID Status Action Required
< & i 101112 | sewes sy bm | 08/14/15 1.00 RV Revise Plan
| " B acive 101112 Bleia Paiille LS | 08/14/15 2.00 w Author Plan
‘: 101267 = 04/13/15 1.00 w Author Plan
o wm we W | l 101277 L. | 04/13/15 | 1.00 w Author Plan
Feb  Mar  Apr May Jun Jul 101279 Bomn [ome o 04/13/15 1.00 w Author Plan
s 101304 e 07/22/15 1.00 w Author Plan
ZUIE
Plan Status Alerts _o Patch Notes
B Patch300-622/2015
This release offers a variety of new improvements
ul 17, including a user-friendly design, a new dashboard,
sz 5 ™ Work-in-Progress No Alerts. updated security features, browser compatibility,
intuitive navigation, and much more
) Paich Note Archive
r Plan Review Report Search = Resources & Events
:2 = Late DDD ID or Name Filter by v] L (% Your resource for iRecord events, training, and
20 technical assistance!
q b~ [ UpcomingEvents €& SPManual
B ® Video Tutorials B cDs Direct Login
o (7 Resource Archive [® Provider Database
Feo M Apr May un
P M scroms @ DHSSCInfo
2014.2015 A

The Participant Record is the most common interface on the iRecord application. This is the
interface for managing the participant information. To get to this screen, you have to select a

participant. Your user role determines the options that appear within the interface elements.

The figure below displays a typical interface for participant records.

Program :
SSN:
Medicaid ID: & = =
Medicaid Type : Not Available

Eligibility:  Age
.

Author:
Title:
Application:

User Guide
iRecord

DDD Status : Eligible For DDD Services

Medicaid
.

DDD IT Department

Menu Bar

[ Left Navigation

s s

SAFETY & SUPPORTS HEALTH & NUTRITION

Contact Info

Main Toolbar

EMPLOYMENT CONTACT

Residential Address

(908.253.0478 )

(25 Division st

(912:567.8989 )

C Address Line 2

Work - (908.685.1444 )

[Somerville

E-mail - |jharmony@abc.com

RO —

Mailing Address

(Po Box 32

Birth Info

Date of Birth :  |07/28/1967

( Address Line 2

(Commerce

[Somervrlle

(United States Of America | (Tx )

W) s )

More Info

05/15/2030

Gender
Marital Status.

GC Expiration

NJ Resident Since ©  [03/15/1995

Informant - ()

Workspace

Date: 10/16/2015
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Version: 1.1
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Interface Elements

The table below provides an overview of the interface elements that appear within the
participant record screens.

Interface Element Actions

Access the menu options, change role or log out from iRecord. Also,
M B view the name and the current role of the user logged into iRecord.

enu Bar
View the copyright information and the recent patch notes from the

iRecord logo.

Access the options for each participant.
The options are:

e Demographics
Main Toolbar grap
e Plans
¢ Upload Documents

* Notes

o View the relevant participant information and, also, provide quick
Left Navigation o )
navigation options.

Workspace Add, view or modify the details within the iRecord application.

2.3.3 Menu Bar

The Menu Bar is common across all interfaces of the application. The Menu Bar options change
with the roles of the user.

B=ss00 - T

The table below provides an overview of the Menu Bar.

Icon Action

-@ Return to the dashboard of the current user.

p Quick Search to access the participant details.

{é)} Management options based on the user role.
Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 20
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@ Access the help options — User Guide and provide feedback.
igu Change user role for users with multiple roles.
m—> Log out from iRecord.
Displays the name of the user logged into iRecord.
User Name . .
The example shown in the above menu bar is Jane Doe.
Displays the current user role.
Role

The example shown in the above menu bar is an SC.

Click to view the About iRecord tile.
This tile contains:

@ e Copyright

e Version number

¢ Link to the patch notes

2.3.4 Icons

iRecord 3.0 has many icons throughout the application. The icon may perform an action and in a
few cases, provides a visual representation of certain information.

Action

The table below serves as a reference to the common action icons.

Icon Action
v Save or confirm
x Cancel the action

Clears the text box (appears with entry of

X data)

+ Add data

|Z| Edit data

] Delete data
Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 21
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Eﬂ Print a report or tile-related information
e Search

[& Export the results to an Excel file
Y4 Filter results

9 Close the tile

_ Minimize

O Maximize

Restore

"/,;\’ Next

) Previous

Information

The table below serves as a reference to the information icons.

Icon Information

A Ascending order sort

v Descending order sort

@ Employment related outcome

2.4 Change Role
The Change Role option appears on the Menu Bar for a user with multiple roles.

To change user role

1. Onthe Menu Bar, click ig)

Author: DDD IT Department Date:
Title: User Guide Page:
Application:  iRecord Version:

10/16/2015
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2. The multiple user role dialog box appears, as shown below. Select the appropriate role from
the Select Role drop-down list.

-- Select Role --

3. View your Dashboard for the selected role.

2.5 Logout

To log out from iRecord

1. On the Menu Bar, click m_).

2. You are now logged out from iRecord and the browser displays the iRecord Login dialog box,
shown below.

Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 23
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Title:
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Dashboard

Dashboard is the home screen of the application. You can access the Dashboard from any screen

by clicking @ on the Menu Bar.
The Dashboard displays the following tiles:

* Due-List (based on your user role)

e Alerts (based on your user role)

» Search (for all user roles)

« Reports (the report tiles vary based on your user role)
* Message of the Day (for all user roles)

» Patch Notes (for all user roles)

« Training & Events (for all user roles)

For more information, refer to User Privileges.

Due-List

Due-List displays the individual plan information summaries and the required activities that
need to be performed.

The Due-List tile is on the Dashboard and the application displays the due-list items based on

your user role. Refer to User Privileges to check whether your user role displays a due-list.

& i Y T

0 D - Name DueDate  PlaniD  Statis  Action Required
i i 101112 | v, B 08/14/15 1.00 RV Revise Plan
q« - B scive 101112 R 08/14/15 2.00 w Author Plan
1 101267 - —— 04/13/15 1.0 w Author Plan
P m = mmm | 101277 = 04/13/15  1.00 w Author Plan
v | v | por | by | nm | 101279 Fe—— 041315 1.00 w Author Plan
& e 101304 07/22/15 w Author Plan ||
Plan Status I} Rlerts —_o

Patch 3 00 - 6/22/2015

This release offers a variety of new improvements
including a user-friendly design, a new dashboard,
= Work-in-Frogress No Alerts. updated security features, browser compatibility,
intuitive navigation, and much more.

M Palch Note Archive

T Plan Review Report Search —_ Resources & Events
4 o L ( DDD 1D or Nz Filter by Your resource for iRecord events, training, and
s o | | i ) ( = )@@ technical assistancel
" S [ UocomingEvents € SPManual
’Z ® Video Tutorials B cDs Direct Login
° [ Resource Archive [@ Provider Database
Feb  Mar  Apr M Jun Jut
= M scroms @ DHSSClnfo
. 2014-2015 . .’
DDD IT Department Date: 10/16/2015
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3.1.1 Due-List Tile

By default, you can view a maximum of the first six line items. You have a scroll bar to view the
remaining items. Click — icon to minimize the tile to its header. Click O to maximize the tile
and display the complete due-list items. In minimized or maximized mode, view the icon.

Click icon to restore the tile to its default size.

The tile displays No Due-List when you do not have any items. With multiple line items in the
grid, you can sort the grid from any column. Click the column header and view the 4 for an
ascending order sort. Double-click the column header and view the W for a descending order
sort. The 4 or W displays to the right of the sorted column header, as shown in the figure
below for the ID column.

Click L® (on the extreme left of the tile header) to export the Due-List to an Excel sheet.

The tile includes an autocomplete search that allows you to view the due-list of another user,
based on your permissions. Refer to the following table to view the due-list view permissions.
You can enter the user within the autocomplete text box, highlighted in the figure below.

) Due-List " x| o
ID = Name Due Date Plan ID Status Action Required
665243 - 03/15/14 1.00 W Author Plan
311598 = == 04/02/15 1.00 W Author Plan
311458 i | 04/02/15 1.00 W Author Plan
101173 o 04/01/15 2.00 W Author Plan
101165 " B 04/02/15 1.00 W Author Plan
100821 B 04/02/15 1.00 w Author Plan
User Role Due-List View Permission
SCS Any SC and SCS within the same agency
SC Any SC within the same agency
SWAC Any WAC assigned to the SWAC
WAC Any WAC assigned to the same SWAC
SFI/FI Not Applicable
VO None
Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 26
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VO-TS All

3.1.2 Due-List - SCS/SC

o The following figure displays a sample due-list tile.

Iy Due-List " X _n
ID = Name Due Date Plan ID Status Action Required
665243 - 03/15/14 1.00 W Author Plan
311598 u LEn 04/02/15 1.00 w Author Plan
311458 i | 04/02/15 1.00 W Author Plan
101173 " 04/01/15 2.00 W Author Plan
101165 " IR 04/02/15 1.00 W Author Plan
100821 1 04/02/15 1.00 W Author Plan

e View the message No Due-List when there are no pending cases for you.

e The tile lists your due-list items. The table below serves as a reference to the information on
the Due-List tile.

Column Description

ID View the DDD ID of the participant.

View the name of the participant.
Name For trimmed names, hover and view the full name on a tooltip.
Format: <Last Name>, <First Name>

Plan ID View the plan ID for the participant.

You have to perform an action on this item before the due date,
Due Date which is calculated based on the event assignment date.
Format: MM/DD/YY

Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 27
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View the plan status. The options are:
« A
*« R
Status TRV
* RR
* RI
* SR1
* SR2
View a brief description of the action that needs to be performed.
Hover displays the full message on a tooltip. The options are:
e Author Plan
Action Required ¢ Revise Plan
e Review Plan
e Assign Case(s)
e Assign Supervisor(s)

e C(Click on a due-list line item anywhere to be directed to the appropriate screens to view or
perform an action. The scenarios are:

e Individual plan record for a plan related item.
* Caseload management for case assignment.
* SCS management for SC assignment.

e Foran SC, the table below serves as a reference for inclusion and removal of a due-list line
item.

Display Removal

Any plan in W status.
Change the plan to R status.

Any plan in RV status.

e Foran SC, you may have two active plans from the same participant on your due-list.
Example: A participant with Plan ID 1.5 in RV status and an auto-generated Plan ID 2.0 in W
status.

e For an SCS, the table below serves as a reference for inclusion and removal of a due-list line

item.
Display Removal
Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 28
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Any plan in R status for your | Change the plan to RV, SR1 or
SCs. A status.

Any SCin the agency not .
. Assign to an SCS.
assigned to an SCS.

Any unassigned cases. Assign to an SC.

3.1.3 Due-List - SWAC/WAC

o The following figure displays a sample due-list tile for the SWAC or WAC user role.

B Due-List | | _o
1D hd Event Type Event Status Due Date Action Required
472235835 SA Open 04/03/15 State Approval Req..
472235835 SA Open 05/19/15 State Approval Req..
472235835 SA Open 06/15/15 State Approval Req..

o View the message No Due-List when there are no pending cases for you.

e Thettile lists your due-list items. The table below serves as a reference to the information on
the Due-List tile.

Column Description

View the DDD ID or Provider ID.

D Hover and view the name of the participant or provider on a tooltip.
Event Type View the type of event.
Event Status View the status of the event.

You have to perform an action on this item before the due date,
Due Date which is calculated based on the event assignment date.

Format: MM/DD/YY

. . View a brief description of the action that needs to be performed.
Action Required .
The options are:

Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 29
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State Approval Required

State Approval Required: Resubmitted <#>
Plan Review Required

Contact Agency

Review Monthly Monitoring Tool
Review Quarterly Monitoring Tool
Review Annual Monitoring Tool
Initiate Corrective Action

Initiate TA and Training

Review Bump-Up Request

Assign Supervisor

e C(Click a due-list line item anywhere on the row to be directed to the appropriate screens to

view or perform an action. The scenarios are:

e Individual plan record for plan approval events.

e Event-load management for plan approval events where the status is SR1 or RI.

« Eventinformation for all events not related to plan approval.

e SWAC management for SWAC or WAC assignments.

e For a WAC, the table below serves as a reference for inclusion and removal of a due-list line

item.

Display

Removal

Any assigned event with an
Open or In Progress status.

Close the assigned event.

e For a SWAC, the table below serves as a reference for inclusion and removal of a due-list

line item.

Display

Removal

Any assigned event with an
Open or In Progress status.

Close the assigned event.

Any WAC not assigned to a
SWAC.

Assign to a SWAC.

Any agency not assigned to a

Assign to a SWAC.

SWAC.
Author: DDD IT Department
Title: User Guide
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e Fora plan event with a status change from SR1 to SR2, the event is removed from the
WAC's due-list and automatically assigned to the appropriate SWAC (based on the assigned
agency).

3.1.4 Mobile Devices

e The Due-List tile on mobile or one-column display devices shows only three columns within
the table. The following figure displays a sample SWAC due-list.

F oy
Due-List Lwr
ID 4« Event Type Action Required
472235835 SA State Approval Req..
472235835 SA State Approval Req..
472235835 SA State Approval Req..
b d

e View the message No Due-List- when you do not have any pending activities.

e The default state of the tile shows maximum of 6 line items. You have a scroll bar when
there are more items.

- . . ) .
e Click ™ to minimize the tile. Click *>’ to expand the tile to the default state.
e The three columns for the SWAC user role are:

« ID
e Event Type
e Action Required

e The three columns for all other user roles are:

« ID
* Name
e Action Required

Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 31
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Alerts

The Alerts tile displays the relevant cases that require an action performed by another entity.
These cases are pertinent for you but you cannot effect any change to the item. It has to be
acted upon by another role before it is taken off your Alerts tile.

The Alerts tile is typically displayed on the Dashboard below the Due-List tile, as shown in the
figure below. In case you do not have a Due-List, the Alerts tile is on top. Refer to User Privileges
to check whether your user role displays an Alerts tile.

J::QPCI)

Caseload Report @

Due-List Message of the Day
Are you comfortable with the new fee-
for-service system? Visit the N.J DOD

wabsiie to subscribe to email updates
and register for informational {...)

........

No Due List

20142015

Plan Status

Jul 20,
2015

B Review-to-inactive

[

1D

Due Date

Q90009

Alert

100821
100821
684808
684808

07/10/15
07/10/15
02/11/14
02/11/14

LR+11
SR+11
LR+525
SR+525

Patch Notes

This release offers a variety of new improvements
including a user-friendly design, a new dashboard,
updated security features, browser compatibility,

intuitive navigation, and much more.

N Plan Review Report Search == Resources & Events

Your resource for iRecord events, training, and
technical assistance!

B Ukommobuens &

@ oussci

Late
Rpprovals

™ prans SP Manua
“« v Approved Manu:

2014.2015

3.2.1

Alerts Tile

By default, you can view a maximum of the first six line items. You have a scroll bar to view the
remaining items. Click — icon to minimize the tile to its header. Click O to maximize the tile
and display the complete due-list items. In minimized or maximized mode, view the icon.

Click icon to restore the tile to its default size.

The tile displays No Alerts when there are no available alerts for you. Click the column header
and view the 4 for an ascending order sort. Double-click the column header and view the ¥
for a descending order sort. The & or ¥ displays to the right of the sorted column header, as
shown in the figure below for the ID column.

Click [® (on the extreme left of the tile header) to export the Alerts to an Excel sheet.

Author:
Title:
Application:

DDD IT Department
User Guide
iRecord
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3.2.2 Alerts - SCS/SC

o The following figure displays a sample Alerts tile for the SCS or SC user role.

El Alerts =

ID - Name Plan Status Due Date Alert

100049 = = - SR2 05/15/15 SR+67 |
100821 RI 07/10/15 SR+11
407518 - Hai w 07/20/15 PAD-2
432208 = . RV 07/20/15 PAD-2
432208 i . RV 07/20/15 PAD-2

L 684808 " RI 02/11/14 SR+525 4

o The tile lists your alert items. The table below serves as a reference to the information on

the Alerts tile.

Column Description
ID View the DDD ID of the participant.
View the name of the participant.
N For trimmed names, hover over the name to view the full name on a
ame
tooltip.
Format: <Last Name>, <First Name>
Plan Status View the plan status.
View the due date of the plan. The due date is 30 days from the
Due Date assigned date.
Format: MM/DD/YY
View the alert for the particular participant. The alert codes are :
¢ SR (State Review) - plan status in RI, SR1, SR2
* LR (Long Review) - plan status in review for more than 5 days
e PAD (Plan Approaching Due) - plan not approved in 27 days of
creation
Alert . .
* PO (Plan Overdue) - plan not approved in 30 days of creation
* NAD (Notes Approaching Due) - monthly contact notes not
entered in the last 27 days
* NO (Notes Overdue) - monthly contact notes not entered in
the last 30 days
Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 33
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The codes are also followed by + or - and a number.

+ indicates that the Due Date has passed and - indicates that it is
approaching. The number represents the days passed (+) or
approaching (-) from/ to the due date.

e Hover over an alert on the Alerts column and view the full alert on a tooltip.

e For an SC, the table below serves as a reference for inclusion and removal of an alerts line
item.

Display Removal

Any plan in Rl status.

Any plan in SR1 status.

Any plan in SR2 status. Plan status changed by the
appropriate role.

Any plan in RR status.

Any plan in R status for more
than 5 days.

e For an SCS, the table below serves as a reference for inclusion and removal of an alerts line
item.

Display Removal

Any plan in Rl status.

Any plan in SR1 status.

Any plan in SR2 status.
yp Plan status changed by the

Any plan in RR status. appropriate role.

Any plan not in the A status
after exceeding 27 days from
plan generation.

3.2.3 Alerts - SWAC

e The following figure displays a sample Alerts tile for the SWAC user role.

Author: DDD IT Department Date: 10/16/2015
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El Alerts =
ID a Event Type Event Status Due Date Alert
109693 State Approval Open 05/20/14 SR+426
215297 State Approval Open 07/23/14 SR+362
216056 State Approval Open 04/18/14 SR+458
656400 State Approval Open 05/20/14 SR+426

e Thettile lists your alert items. The table below serves as a reference to the information on
the Alerts tile.

Column Description

D View the DDD ID for an event pertinent to the participant.
View the FEIN for an event pertinent to the provider.

Event Type View the type of event.

View the status of the event. The options are:
¢ Open

Event Status

e Re-opened

¢ In Progress

View the due date of the event.

Due Date
Format: MM/DD/YY
View the alert for the event. The alert codes are :
¢ SR (State Review) - plan status in RI, SR1, SR2
¢ LR (Long Review) - plan status in review for more than 5 days
« PAD (Plan Approaching Due) - plan not approved in 27 days of
creation
¢ PO (Plan Overdue) - plan not approved in 30 days of creation
Alert * NAD (Notes Approaching Due) - monthly contact notes not
entered in the last 27 days
* NO (Notes Overdue) - monthly contact notes not entered in
the last 30 days
The codes are also followed by + or - and a number.
+ indicates that the Due Date has passed and - indicates that it is
approaching. The number represents the days passed (+) or
approaching (-) from/ to the due date.
Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 35
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3.24

e Hover over an alert on the Alerts column and view the full alert on a tooltip.

e The table below serves as a reference for inclusion and removal of an alerts line item.

Display

Removal

Any event with a SWAC that
has an SR1 plan status of 5
days or more.

Any event with a SWAC that
includes a plan not in A status
after exceeding 35 days from
plan generation.

Plan status changed by the
appropriate role.

Any plan with a SWAC that
has had an approval, not
inactive and has had no
Monthly Contact Note
uploaded greater than or
equal to 5 days after the
expected timeframe.

Monthly Contact Note is
uploaded by an SC.

Alerts - Fl & SFI

e The following figure displays a sample Alerts tile for the SFl and Fl user role.

‘@I‘ Alerts _ O

ID - Name Due Date Alert
100006 [ B T 06/08/15 +47
100041 u 06/08/15 +47
100068 - = 05/10/14 +441
100092 " - 06/08/15 +47
100835 - - 05/20/15 +66
100840 = = 06/13/15 +42

e Thettile lists your alert items. The table below serves as a reference to the information on

the Alerts tile.

Column Description
Author: DDD IT Department Date: 10/16/2015
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ID View the DDD ID of the participant.

View the name of the participant.

N For trimmed names, hover over the name to view the full name on a
ame

tooltip.

Format: <Last Name>, <First Name>

View the date before which the task needs to be completed. The due
Due Date date is the fifth day from the plan approval date.
Format: MM/DD/YY

Alert View the alert with the number of days.
er
The codes shown as + and then the number of days.

3.2.5 Mobile Devices

e The Alerts tile on mobile or one-column display devices shows only three columns within
the table. The following figure displays a sample SWAC alerts.

. —2Y
Alerts f/V\'
1D Event Type Alert

109693 State Approval SR+407
215297 State Approval SR+343
216056 State Approval SR+439
656400 State Approval SR+407

h y

e View the message No Alerts when there are no alerts.

e The default state of the tile shows maximum of 3 line items. You have a scroll bar when
there are more items.

e Click ™ to minimize the tile. Click > to expand the tile to the default state of 3 line items.

e The three columns for the SWAC user role are:

Author: DDD IT Department Date: 10/16/2015
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Title:
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« ID
¢ Event Type
o Alert

e The three columns for all other user roles are:

« |ID

¢ Name

e Alert
Search

iRecord provides the users with multiple options to search for participant records. The user
permissions decide the search results. The Search tile is typically located below the Due-List and
the Alerts tile on the dashboard, as highlighted in the figure below. In case the Due-List and/or

the Alerts tile are not shown, based on user role, the Search tile then moves up the screen.

E Due-List

{ Search Other Due-Lists -0 Message of the Day

0 D - Name Due Date Plan 1D Status. Action Required
3 B i 101112 e ey b 08/14/15 1.00 RV Revise Plan ul
PR P 101112 s el ta 08/14/15 2.00 w Author Plan
1o 101267 - —— — 04/13/15 1.00 w Author Plan
; — l 101277 LE AL = L ) 04/13/15 1.00 w Author Plan
Feb  Mar Apr  May  jum i 101279 Boww om o 04/13/15 1.00 w Author Plan
20142015 101304 - —— — 07/22/15 1.00 w Author Plan
* Plan Status = Alerts
Patch 3 00 - 6/22/2015
This release offers a variety of new improvements
Jul 17, No Al including a user-friendly design, a new dashboard,
2015 = Work-in-Frogress 0 Alerts. updated security features, browser compatibility,
intuitive navigation, and much more.
M Patch Note Archive
T Plan Review Report * Search —_ Resources & Events
’f o e l DODD 1D or Name ] Filter by vJ D x Your resource for iRecord events, training, and
2 i 2 technical assistancel
-
« Soptores [ UocominoEvents & SPManual
% ® Video Tutorials CDS Direct Login
° [ Resource Archive [@ Provider Database
Feb Mar Aot Mey  Jun  ul
s M scroms @ DHSSClnfo
. 2014-2015 . .

Search Tile

o The Search tile displays two fields to locate the participant records. You may use one of the
fields or a combination of the two to search for the desired participant record. The tile

header displays the label Search and — icon. Click — icon to minimize the tile to its

header. In the minimized mode, the tile displays the O icon. Click O to maximize the tile.
By default, the tile is as shown below.
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Search

s 's ~\
DDD ID or Name ] Filter by v p »

\ J

o The following table serves as a reference for the search permissions based on the user role.

User Role Search Permission

SCS

SC Any individual within their agency.

SC-vO

SWAC tAhng/niqr.1dividual within an agency assigned to

WAC Any individual assigned to their supervisor.

VO All individuals in iRecord.

VO-TS All individuals in iRecord.

SFI Any individual within an approved plan where
at least one of the service payment types is

FI FI.

e The table below describes the controls on the Search tile.

Controls Description

Enter the DDD ID or Name within the text box. This field has an

autocomplete feature. It displays a list of up to 10 suggestions that
DDD ID or Name .
contain the entered characters.

Press ENTER and you select the first suggestion on the list.
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Select the appropriate filters from the drop-down list. The drop-down
list depends on your user role. The available categories of filter
options are:

« SC

* SCS

Filter by e Waiver Program

* SC Agency (not shown for SC/SCS)
Click the category and expand the list of options that fall within.
Select the check box(es) and add the option(s) to the filter. Once the
option(s) is selected, you may select the filters in the other categories
by following the same process.
Displays the results in a grid format that matches the search criteria
within DDD ID or Name or the selected options for Filter by. It is also
possible to filter results using a combination of the two fields.

L The columns on the grid results depend on your user role.
View the message No results found when there are no results for the
search criteria.
X Clears the fields and resets the tile to the initial state.

e The table below describes the controls that appear with the search results, displayed in a

grid format.

Controls

Description

Prints the results that appear on the grid.

Copies the results that appear on the grid.

Exports the results that appear on the grid to an Excel file.

Exports the results that appear on the grid to a PDF file.

Enter the appropriate filter within the text box.

Filter View an instant update of the grid results based on the filter criteria.
The grid displays the results that contain the typed characters.
. The button clears the Filter text box and displays the complete search
Clear Filter
results.
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Show/Hide columns

Click the button and view the additional grid column options.
Select the column check box(es) to add the column(s) to the grid
results. Clear the check box(es) to remove the column(s) from the grid
results.
DDD ID is not available within the grid column options, and it cannot
be removed from the results.
The available column options are (based on user role):

* Name

¢ Waiver Program

e SCAgency

* Active Plan Allocated

e Active Plan Budget

e Active Plan Expended

e Active Plan Version

e Address

e Age

« Contact Phone

» Date of Birth

e E-mail

e SC (Support Coordinator)

e SC Agency Phone

e SC E-mail

e SCS (Support Coordination Supervisor) E-mail
e Status

¢ County

e Current Plan Allocated
e Current Plan Budget

e Current Plan

e Current Plan Status

e Due Date

e Current Plan Version

* Functional Criteria Met
* Gender

e Last Assessment Date
e Last Monthly Contact
e Medicaid Eligibility

¢ Medicaid End Date

¢ Medicaid ID
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¢ Medicaid Program Status Code

To view the grid results with all the available columns, select the
Select All check box. Clear the Select All check box and the grid
defaults to the initial columns.

Note: SFI, Fl and FI-VO roles do not have the following column options on the search results grid: County,
Current Plan Allocated (Total), Current Plan Budget (Total), Current Plan Due Date, Current Plan Status,
Current Plan Version, Functional Criteria Met, Gender, Last Assessment Date, Last Monthly Contact,
Medicaid Eligibility, Medicaid End Date, Medicaid ID, Medicaid Program Status Code.

e The table below describes the column controls.

Controls Description
Click the column and the icon appears, indicating that the grid
information is sorted in the ascending order of this column.

— Double-click on a column and the icon appears, indicating that the

grid information is sorted in the descending order of this column.

Filter the grid information based on the column.

Click the icon on the appropriate column and Select Options pop-up
appears, as shown. You have the option to filter the details with the
Filter text box. Select the check box(es) and filter the grid information
with the selected entities.

Select options

Enter keywords

i James
|:| James

|:| James o mm

[l James W
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To search for a participant

1. On the Search tile, enter the DDD ID or Name of the participant. The field displays a
maximum list of 10 suggestions depending on the characters entered within the box. You
can select the appropriate participant on the list.

And/or
On the Search tile, select the appropriate filters from the Filter by drop-down list.

Search

s ™
( DDD ID or Name ] L Filter by v L0 X

2. Click P . The Search tile expands and a grid appears with the results, as shown in the figure

below.
Search _
James J | Filter by v] L X
‘ @ ‘ @ | ™ ‘ (@ ‘ Filter ‘ Clear Filter | Show [ hide columns
« DDDID 57 Name 57 Waiver Program 7 5C Agency 7
100011 James=rEem Interim I e -
100116 James Ccw Legacy
100221 James sessmm— Legacy
100405 James mm m Interim L N EEE .
100418 James tessmw Legacy
100596 James « m Legacy
100822 James wum moan Interim N EENEEN EEEN  CED BN BN BN
100881 James = Ccw Legacy
101217 James "o w Cew Legacy
101267 James Interim
Showing 1 to 10 of 690 results i

3. You can select a participant on the grid by clicking anywhere on the line item. This directs
you to the selected participant's Demographics screen.
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To generate a report

1. On the Search tile, select the appropriate filters from the Filter by drop-down list.

Search

' ™y
DDD ID or Name ] Filter by v
( \ , L x

2. Click P . The Search tile expands and a grid appears with the results. The figure below
displays the results with the selection of Interim for Waiver Program for the Helping Hands
(example) agency.

-
Search _
( DDD ID or Name ] :Waiver Program(1), SC Agency(1) v\ p b4
‘ = =] ‘ E] - [z Filter Clear Filter | Show / hide columns
4 DDDID %/ Name 57 Waiver Program %7 SC Agency 7
100068 PR = Interim Helping Hands
100210 el Interim Helping Hands
100358 N . Interim Helping Hands
100808 ™ Interim Helping Hands
100812 . Interim Helping Hands
100821 - Interim Helping Hands
101165 el ™l Interim Helping Hands
101173 " Interim Helping Hands
106420 Im ol [ Interim Helping Hands
106955 u Interim Helping Hands
showing 1 to 10 of 39 results [’:;‘-/j )

3. Click the Show/hide columns button and select the columns that you would like on your
report. Scroll down to view all the column options.
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@ . |
Search

[ DDD ID or Name J [Waiver Program(1), SC Agency(1) y] p x /
| =2 I =2 ‘ E] | [ | | Filter | Clear Filter | Show / hide columnsﬂ
I

[] Active Plan Allocated

- oe Y nemey Hatver frogram'y A 1) setect ’JI (o]
100068 [ —=1 = Interim Helping Hands ‘ T =
100210 Bl L el Interim Helping Hands V| Name t
100358 Comeom = Interim Helping Hands =
100808 i1 L Interim Helping Hands /I Waiver Program ‘
100812 | Epmeemg S Interim Helping Hands
100821 | M Ml Interim BN T| | cur Pun st _ t
101165 i "l Interim Helping Hands [] sc Name L
101173 ——m Interim Helping Hands T —
106420 Thes  pell®em [ Interim Helping Hands V1 sc Agency t
106955 —— . Interim Helping Hands x _h

L Showing 1 to 10 of 39 results

4. The following options are available for the results:

e Click E‘] to generate a report in the Excel format.

Search _
{ DDD ID or Name ] [Waiver Program(1), SC Agency(1) v p »x
J
‘ = ‘ = ‘ E] | [z ‘ Filter ‘ Clear Filter | Show [ hide columns
« DDDID 7 Name 57 Waiver Program 57 SC Agency 7
100068 e B Interim Helping Hands
100210 el | Interim Helping Hands
100358 e RN Interim Helping Hands
100808 i1 L= Interim Helping Hands
100812 = Interim Helping Hands
100621 = mom - Interim Helping Hands
101165 el ™l Interim Helping Hands
101173 T oE. Interim Helping Hands
106420 hem o o omonlm [ Interim Helping Hands
106955 ) Le Interim Helping Hands
Showing 1 to 10 of 39 results ':‘;.;:
e Click to generate a report in the PDF format.
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Search _
[ DDD ID or Name ] fWaiver Program(1), SC Agency(1) vj p b4
‘ = ‘ = ‘ E] | [z ‘ Filter Clear Filter | Show / hide columns
4 DDDID 7 Name 57 Waiver Program 57 SC Agency 57

100068 e I Interim Helping Hands

100210 o Interim Helping Hands

100358 R . Interim Helping Hands

100808 1 L= Interim Helping Hands

100812 . Interim Helping Hands

100821 m mm = Interim Helping Hands

101165 el ™l Interim Helping Hands

101173 LR R Interim Helping Hands

106420 | SRt | Interim Helping Hands

106955 ) o Interim Helping Hands
Showing 1 to 10 of 39 results f;'

e Click @ to copy the report and paste it to the document of your choice.

Search _
'S \
[ DDD ID or Name ] Waiver Program(1), SC Agency(1) v p »
‘ @] ‘ %‘j ‘ E] | [oa ‘ Filter Clear Filter Show / hide columns
4 DDDID 7 Name 57 Waiver Program 57 SC Agency 57
100068 e I Interim Helping Hands
100210 o Interim Helping Hands
100358 LR R Interim Helping Hands
100808 1 L= Interim Helping Hands
100812 . Interim Helping Hands
100821 = mom = Interim Helping Hands
101165 el ™l Interim Helping Hands
101173 " oEw Interim Helping Hands
106420 | SRt | Interim Helping Hands
106955 ) o Interim Helping Hands
Showing 1 to 10 of 39 results {;'/;
e Click @ to generate a hard copy report.
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Search _
( DDD ID or Name ] :Waiver Program(1), SC Agency(1) v\ p b4
== Y Filter Clear Filter | Show / hide columns
4 DDDID 7 Name 57 Waiver Program 57 SC Agency 57

100068 PR = Interim Helping Hands

100210 o Interim Helping Hands

100358 N . Interim Helping Hands

100808 ™ Interim Helping Hands

100812 . Interim Helping Hands

100821 - Interim Helping Hands

101165 el ™l Interim Helping Hands

101173 " Interim Helping Hands

106420 Im ol Interim Helping Hands

106955 u Interim Helping Hands
showing 1 to 10 of 39 results [’E};

5. Follow the step below for each of the options:

* For Excel or PDF, save the file at the appropriate location for future reference (e-
mail or documentation purposes) using the system dialog box.

« For hard copy, the Print View of the report appears and a message instructs you to
use the Print option on your browser.
Press ESC to return to the application screen.

* For copy, paste the report on the document of your choice at the appropriate
location.

3.4 Reports

These reports are available on the Dashboard, based on your user role.
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3.4.1 Caseload Report

Author:
Title:
Application:

30
25
20

[T T Y |

Caseload Report

Inactive

| Active

Jan Feb Mar Apr May Jun

2014-2015

Caseload report is the top tile on the left of the Dashboard interface for the SC, SCS and SC-

VO.

The report displays the active cases (all plans except Al or RR) and the inactive cases (Al and

RR) for each month in the form of a bar graph.

Active cases appear in blue and inactive in orange.

By default, the graph displays the last 6 months from the current date. You can see up to a

maximum of the last 12 months from the current date.

Click ¥ to view the preceding 6 months. Click P to view the next 6 months.

With zero caseload, the graph displays No Caseload Available.

Hover on each month displays the number of active cases, inactive cases and the total cases.

30
25
20

=Ty B = T

DDD IT Department
User Guide
iRecord

Caseload Report

Inactive
Inactive Cases : 0 B active
Active Cases - 5
- Total Cases : 5 q?
Jan Feb Jun
2014-2015
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3.4.2 Plan Status Report

Author:
Title:

Application:

F ™
Plan Status

B work-In-Progress

Actual Report

Plan Status

mWorkin Progress

= Revigw

= Revision

u Approved

B Ravigw to Inactive

= Approved to Inactive
= 5tate Review

= Higher Level State Review

Plan Status: Approved Review to Reinztate
Total: 52

Percentage : 42%

Illustration

Plan Status report is the middle tile on the left of the Dashboard interface for SC, SCS and
SC-VO.

The report displays the current cases under different statuses in a Doughnut graph for SC
and SCS.

The report displays the agency’s current cases under different statuses in a Doughnut graph
for SC-VO.

Current date is displayed in the center of the graph.

With zero caseload, the graph displays No Information Available.
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e Hover on each color code and view the plan status for the selected color code, total number
of cases in the selected plan status, and the percentage of the total number of cases in the
selected plan status.

r =
Plan Status

Plan Status : Work-In-

Progress
Total : 5

B work-In-Progress

e i
3.4.3 Plan Review Report
F ™
Plan Review Report
30
B Late
25 Approvals
20
B plans
‘ 15 Approved
10
5
1]
Jan Feb Mar Apr May  Jun
e 2014-2015 d
Actual Report
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Author:
Title:
Application:

New Jersey Division of Developmental Disabilities

Plan Review Report =

=]
5]

Late Approvals

M Plans Approved Written

35883838

2014 - 2015

Illustration

Plan Review report is the bottom tile on the left of the Dashboard interface for SC, SCS and
SC-VO.

The report displays the total number of plans approved and total number of late plansin a
month in a bar graph for SC and SCS.

The report displays the SC agency’s total number of plans approved and total number of late
plans in a month in a bar graph for SC-VO.

By default, the graph displays the last 6 months from the current date. You can see up to a
maximum of the last 12 months from the current date.

Click ¥ to view the preceding 6 months. Click P to view the next 6 months.
With zero caseload, the graph displays No Information Available.

Hover on each month displays the number of plans in A or Al status, number of plansin A or
Al status greater than 30 days from the date of assighment, and the total number of cases.

F ™
Plan Review Report

30 .
ate
25 Approvals
20
] B plans
‘ > Approved
10 Late Approvals : 0
5
o Plans Approved : 0
Jan F Total Plans : O |un
% 2014-2015 d
DDD IT Department Date: 10/16/2015
User Guide Page: 51
iRecord Version: 1.1



E’r“J New Jersey Division of Developmental Disabilities
=]

3.4.4 Approved Plan Report

Author:
Title:
Application:

4 Y

Approved Plans @

o
o

ag — === Approved plans
@ Fl Action
30

Completed

20 Fl Action C :30

Approved Plans : 23

T T T T
16-Feb 23-Feb 2-Mar 9-Mar
2014-2015

Illustration

Approved Plan report is the top tile on the left of the Dashboard interface for the Fl, SFl and
FI-VO.

The report displays the cumulative total of the approved plans and Fl action completed by
the FlIs for the current week and the preceding 4 weeks. Each week is considered from
Sunday through Saturday.

Approved plan is the most recent plan of a participant in Approved status where at least one
of the services has an Fl payment type. This is represented by the blue line.

Fl Action completed indicates that the Fl action has been completed on an approved plan,
represented by the orange line.

With approved plans greater than completed, the area between is in blue.

With Fl action completed greater than assigned, the area between is in orange.

With no available information, the graph displays No Information Available.

Hover on a data point on the orange line to view the number of Fl Action Completed.

Hover on a data point on the blue line to view the number of Approved Plans.
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3.4.5 Self-Directed Employee Report

Author:
Title:
Application:

Self-Directed Employees

20
16
12 u Approved Plan
1 . SDE

4 n . )
. M & ~ o

Jan Feb Mar Apr May  Jun

2015

Self-Directed Employee report is the middle tile on the left of the Dashboard interface for
the FI, SFl and FI-VO.

The report displays the total number of approved Self-Directed Employee (SDE) and total
number of approved plans (with one Fl payment source) in a month on a combination graph
for a period of the previous 12 months from the current date.

Approved Plan is the most recent plan of a participant in Approved (A) status where at least
one of the services has payment type as Fl. Total approved plans in a month are represented
by blue columns.

Self-Directed Employee services indicate that the service is being provided through a Self-
Directed Employee selected by the participant. Total number of Self-Directed Employee
services is represented by orange line.

View the last 6 months data from the current month on the chart by default. The preceding
6 months is available by clicking < _Click ® to view the next 6 months.

With no approved plan and Self-Directed Employee service, view No Information Available
on the report.

Hover displays the number of approved plan (with one FI payment source) for each blue
column. Hover on a data point on the orange line displays the number of approved SDE
service in a month.
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20
16
- Approved Plan : 7 | approved pian
‘ sDE
8
o - - - - A ‘
Jan Feb Mar Apr May Jun
- 2015 y
r -
Self-Directed Employees
20
16
12 L u Approved Plan
« SDE:1 | osm
4 = W
NN B S
Jan Feb Mar Apr May Jun
b 2015 y
3.4.6 Current Fl Services
r |

Current Fl Services

B Habilitation
B ndividual Supports
B pcsistive Technology
Transportation
Jun 27, B pespite
2015

B supported Employment
Emvironmental Modification

B pecreation
N pers
B others
b l
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e Current Fl Services is the bottom tile on the left of the Dashboard interface for Fl, SFI, and

FI-VO user roles.

e Current Fl Services report displays total number of active services in the most recent

approved plan payable through Fl in a doughnut graph, grouped by their service name.

e Doughnut graph consists of 10 sectors where 9 sectors represent 9 different services with

the highest total number of Services in approved plans. The 10" sector aggregates the

remaining services.

e With no services payable through FI, view No Information Available on the report.

o Hover displays the service name, total number of services in that category, and percentage

of the same category.

e View the current date in the center of the graph.

-
Cu
Jun 27,
2015
|-

3.4.7 Event-Load Report

rrent Fl Services
Service T Individual
Supports
Total - 27
Percentage : 15.3%
Respite

B supported Employment
Environmental Maodification
B Recreation
PERS
B Others

Ve

200

Event-load Report

180

o

160

o
poa

140

&

Completed 180
Event-load hours

7

120
100

—— Assigned

80

Assigned 121
Event-load hours

Completed

r

60
40 -//

T T
18-Jan 25-Jan

11-Jan
2014-2015
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Event-Load report is the top tile on the left of the Dashboard interface for the WAC and
SWAC user roles.

Event-Load report displays the event-load assigned to you compared to event-load
completed in a Cumulative Line Graph.

Event-Load report displays cumulative event-load assigned to and completed by you for the
current week and the preceding 4 weeks. A week is considered from Sunday through
Saturday.

Event-load assigned represented in blue and event-load completed shown in orange.
When event-load assigned is greater than completed, the area between the lines show blue.

When event-load completed is greater than assigned, the area between the lines appear in
orange

The data points (marks) represent the cumulative total event-load starting the first day of
the first of the four weeks.

With zero event-load hours assigned or completed, view No Event-load available on the
report.

Hover on a data point on the blue line displays the cumulative event-load assigned on the
date.

Hover on a data point on the orange line displays the cumulative event-load completed on
the date.

3.4.8 Current Events Report

Author:
Title:
Application:

Current Events

B Quality Assurance
® Quality Improvement

State Approval

Illustration

Current Events report is the middle tile on the left of the Dashboard interface for the WAC
and SWAC user roles.
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3.4.9

Author:

Title:

e Current Events report displays the different status of event-load as of the current date on a
doughnut graph.

e Event-load is the total of the weight in terms of hours.
e With zero event-load currently, view No Information available on the report.

e Hover on a data point on the blue line displays the cumulative event-load assigned on the
date.

e Hover on a sector displays the total event-load hours with due date greater than 7 days
from the current date, total event-load hours with due date 7 days from the current date,
total even-load hours with due date less than the current date, and total event-load hours in
a sector in the doughnut chart.

Late Event-Load Report

F ™
Late Event-Load
10
B a
6 ]
. #- Late Event-Load

4 ®

2 L]

0 L L ]

26-Fab | 27-Fab | 28-Fab | 01-Mar ' 02-Mar! 02-Mar ' 04-Mar

. |

e Late Event-Load report is the bottom tile on the left of the Dashboard interface for the WAC
and SWAC user roles.

e Late Event-Load report is a line graph that displays the event-load completed beyond the
event’s pre-defined timeframe.

e Event-load is the total of the weight in terms of hours.

e By default, view the last 7 days data including the current day on the graph. A week is
considered from Sunday through Saturday.

e With zero event-load, view No Information available on the graph.

o The following is defined as Late Event-load hours:
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e Eventsin closed, where status date is greater than pre-defined timeframe of the
event.

e Events in status other than closed, where assigned date is greater than pre-defined
timeframe of the event.

e Hover on a data point displays the total event-load hours in Closed where status date is
greater than pre-defined timeframe of the event or Event is in Open, In Progress or
Reassigned status for more than pre-defined timeframe of the event.

Late Event-Load

g L]
& )
Y Event Load: 2
4 P #- Late Event-Load
2 %
i L ]
26-Fab | 27-Feb | 28-Fab | D1-Mar| 02-Mar| 03-Mar' 04-Mar
b |

3.5 Message of the Day

iRecord 3.0 adds a new feature that displays the five most recent messages. The messages hold
information pertinent to the users of the application.

The Message of the Day tile is positioned on the Dashboard, as indicated in the figure below.

The tile displays the five most recent messages on a rotating banner. There is an icon

]

representation for each message. The icon changes color from *  to w with the displayed
message. Click the icon for the corresponding message and you can view the message. In case
the message displays an ellipsis (...), click the ellipsis to view the full message on a pop-up tile.
Click the close button or press ESC to close the pop-up tile.
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Author:
Title:

@ Due-List Search Other Due-Lists _o

D - Name Due Date Plan ID Status Action Required
101112 e by b 08/14/15 1.00 RV Revise Plan

20 ® inactive
" e ncure 101112 Bl Vol NE 08/14/15 2.00 w Author Plan
'2 101267 - — — 04/13/15 1.00 w Author Plan
o wm we W | l 101277 LE AL L 04/13/15 1.00 w Author Plan
Feb  Mar  Apr May  jum i 101279 Ros w om o 04/13/15 1.00 w Author Plan
20142015 101304 - —— — 07/22/15 1.00 w Author Plan
Plan Status = Alerts —o

Paich 3 00 - 6/22/2015
This release offers a variety of new improvements
No Alert including a user-friendly design, a new dashboard,
® Work-In-Progress 0 Alerts. updated security features, browser compatibility,
intuitive navigation, and much more
MR Palch Note Archive

Plan Review Report Search — Resources & Events
30
™ e DDD 1D or Name Filter by v x Your resource for iRecord events, training, and

3 o | ) ( , )

2 A technical assistancel
4« - Rortovea [ Uocoming Events & sPManual

0 =

5 ® Video Tutorials CDS Direct Login

a [J Resource Archive [@ Provider Database

Feb  Mar  Apr  May  jun o
M scroms @ DHSSCInfo

| § 2014-2015 A &

Patch Notes

The Patch Notes list the feature changes from the previous version of iRecord. All users of the
application have access to view the patch notes. The Patch Notes tile is located on the
Dashboard.

The Patch Notes tile displays the patch notes link to the current version and, if available, two
previous versions. There is an additional link to the patch notes archive.

The figure below displays the Patch Notes tile on the Dashboard.

Due-List
D - Due Date Plan ID
2 [ 101112 amwe, Py bm | 08/14/15 1.00 RV Revise Plan
4« - - 101112 Blais Veiilla L& 08/14/15  2.00 | w Author Plan
’: 101267 - —— — 04/13/15 1.00 w Author Plan
o wm e Wom W . 101277 | 1|, e e 04/13/15 1.00 w Author Plan
Feb  Mar  Apr May  jun  Jul 101279 Boaw om o 041315 1.00 w Author Plan
20102015 101304 . — 07/22/15 1.00 w Author Plan
e
Plan Status = Alerts _o
Paich 3 00 - 6/22/2015
This release offers a variety of new improvements
including a user-friendly design, a new dashboard,
 Work-in-Progress No Alerts. updated security features, browser compatibility,
intuitive navigation, and much more
M Patch Note Archive
Plan Review Report Search —_ Resources & Events
3
» Lue DDD 1D or Name Filter by v x Your resource for iRecord events, training, and
:Z Sosfots [ ] { = ] £ technical assistancel
« " = Ucoming Events &SP Manual
,: ® Video Tutorials B cDs Direct Login
o [J Resource Archive [@& Provider Database
b Mar Aer 0
iladkals M scroms @ DHSSCInfo
[- 2014.2015 \ &
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3.7 Resources & Events

Explore a variety of iRecord events, training and technical assistance resources. All users have

access to this information.

The Resources & Events tile provides a link to:

¢ Upcoming Events

* Video Tutorials

* Resource Archive

¢ SCForms
* SP Manual

e CDS Direct Login

e Provider Database

* DHS SC Info

Click the appropriate link and you are directed to a separate web page that holds the respective

information.

The figure below displays the Resources & Events tile on the Dashboard.

B

D -

Due-List
Due Date

Plan ID

4 e 101112 TrE Py b 08/14/15 1.00 RV Revise Plan
" i 101112 R e ] 08/14/15 2.00 w Author Plan
10 101267 o 04/13/15 1.00 w Author Plan
101277 LE - L _J 04/13/15 1.00 w Author Plan
il 101279 Boaw o 04/13/15 1.00 w Author Plan
101304 - . — 07/22/15 1.00 w Author Plan
= Alerts _o
Pafch 3 00 - 62212015
This release offers a variety of new improvements
including a user-friendly design, a new dashboard,
& Work-in-Progress No Alerts. updated security features, browser compatibility,
intuitive navigation, and much more.
M Patch Note Archive
T Plan Review Report Search — Resources & Events
;: o Lae [ DDD 1D or Name J [ Filter by v] D % Your resource for iRecord events, training, and
5% technical assistancel
-
« " ool [ Uocoming Events & sPManual
b ® Video Tuforials B cos Direct Loain
° (3 Resource Archive [@ Provider Database
Feb  Mar Aer Mey Jun | Jul
M scroms @ DHSSCinfo
| 2014.2015 A 'S
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4  Participant Record

The participant record refers to the interface that manages the relevant participant information
within the application. This information includes the details that are pertinent to provide
services to each participant. The interface displays the details on tiles, which are then grouped
together on a tab.

Before we delve further into participant records, we would like to bring an important feature
added to this application to your attention. This is the Quick Search feature.

Quick Search

The Quick Search tile provides you an option for quick search of a participant. The figure below
displays the quick search controls that appear with the selection of the option.

To perform a quick search

1. Onthe Menu Bar, click p The Quick Search pop-up controls appear as shown below.

®

Quick Search

( )

2. Enter the participant’s DDD ID or name within the text box. It has an autocomplete feature
that displays a list of up to 10 available results, based on the typed characters.
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@
Quick Search

101

101176:
101267
101270:
101275:
101277
101278:
101279
101283
101285:
101304:

)

JuZEe - —
Jars E =

The = |
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Mal
Peas

Gew m
Jos
Mic
Jarm= m

3. You can either select from the list or continue typing the complete name or DDD ID. Click

° or press ENTER.

4. You are now directed to the Personal tab of the selected participant.
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4.1

Left Navigation

View the following tiles on the left navigation of the participant record interface:

¢ Participant

e Support Coordination
* Current Plan Info

e Assessments

* Contacts

4.1.1 Participant

Author:

Title:

iRecord 3.0 displays Demographics with the selection of a participant record. The left navigation
tiles allow quick viewing of the pertinent participant information and also provide quick access
to multiple actions.

The participant information tile is indicated in the figure below. This is the first tile to the left of
the participant screen. It serves as a reference for the iRecord participant information.

James Harmony Demographics Plans =

b {

1D : 101304
Age : 47 PERSONAL MEDICAL SAFETY & SUPPORTS HEALTH & NUTRITION EMPLOYMENT
DOB : 712811967

Name Contact Info Residential Address

County : Somerset
Program : Interim
ssN:mr-wogag0 @

\rla mes

)

Home  [908.253.0478 ) [25 Division 5t )

MedicaldlD: - = - [ wiadie | [ \ Coll: (912.567.8989 ) ( Address Line 2 )
Medicaid Type : Disability-CN Medicaid Only-NMP
DDD Status : Eligibe For DDD Sevices [Harmony Work: (908.685.1444 ] (Somerville )

Eligibility:  Age  FC  Medicaid
@ # L]

| Hobbes E-mail jharmony@abc.com | NI (08876 ] [Some(se\
EleNEE] Maiing Address

[Po Box 32

(_)same Birth Info More Info

Date of Birth - [07/28/1967 Gender -

[ Address Line 2 J [Commerce : Marital Status - [Single

[Somuvllle ]

E 08876

[umedsmes Of America ] ™ ] GC Expiration [05:15:2030

NJ Resident Since © [03/15/1995 Assessment Informant - ()

Participant Tile

The Participant tile displays the details of the participant with respect to iRecord. By default, the
participant displays the masked SSN. Your user role determines the permission to unmask the
SSN. The tile displays a three-toned status indicator to the right of the header. The tile also
displays the status for the eligibility based on the following factors: Age, FC, and Medicaid.
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James Harmony I

ID : 101304
Age : 47

DOB : 7/28/1967
) County : Somerset
: : Program : Interim
¢/ SSN: = _= _g300 (&)
Medicaid ID :
Medicaid Type : Disability-CN Medicaid Only-NMF
DDD Status : Eligible For DDD Services
Eligibility : Age FC Medicaid
L L L

| -

The table below serves as a reference for the Participant tile.

Field Description

Participant Name View the name of the participant on the header of the tile.

Photo View the photo of the participant, if available.

D View the DDD ID of the participant. This is a unique number provided
for the participant on iRecord.

Age View the age of the participant as per the current date.

DOB View the date of birth of the participant.

County View the county of residence of the participant.

Program View the program type of the participant, which is the program that

the participant has enrolled.

Hover over the Program information and view the last enrollment
Last Enrollment Date .
date of the participant.
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The tile displays a masked Social Security Number (SSN) of the
SN participant. You can view the last 4 digits of the SSN.
The lock icon adjacent to the SSN allows you to view the unmasked
SSN, based on permissions. The procedure is discussed below.
Medicaid ID View the unique Medicaid ID of the participant.
Medicaid Type View the type of Medicaid for the participant.
View the status of the participant at the Division of Developmental
DDD Status el
Disabilities (DDD).
The eligibility of the participant is based on the following three
factors. The factors are:
e Age
« FC
Eligibilit
& y * Medicaid
The status indicator on each of these criteria indicates whether they
have been met or not. Blue indicates criteria met and gray indicates
unavailable information.

Status Indicator

The Participant tile displays a three-toned status indicator on the right of the header. The
indicator serves the purpose of informing the user that all the vital information of the
participant has been captured. Follow the table below for information on the status indicator
and tooltip information on hover.

Note: For multiple conditions that include red and yellow statuses, view the red status indicator. Hover
displays a list of the multiple conditions.

Indicator | Condition Hover

The participant information is available )
Green Information up-to-date.
and current.

The participant has not been enrolled in | Participant has not been enrolled in a

a Program. Program.
Yellow g g
DDD status is at intake. DDD status is at intake.
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Medicaid eligibility end date falls within
60 days from the current date.

Medicaid eligibility ends on <End Date>.

DDD status is at DCF.

DDD status is at DCF.

Any of the following Medicaid detail is
not available:

* Medicaid ID

e Medicaid Type

<Medicaid Detail> information is not
available.

Medicaid eligibility end date is less than
the current date.

Medicaid eligibility ended on
<End Date>.

One or more of the following
participant detail is unavailable:
* Name (First Name or Last
Name)
+ Date of Birth
» Birth Country
* NJ Resident Since
* Gender
Red * None of the participant's phone
number is available
* E-mail address
e Primary Diagnosis Code
* County

No NJ residency information available
(for unavailable NJ Resident Since
detail).

No <Participant Detail> information
available (for all others).

Allergy information unavailable.

No allergy information available.

Self-care needs unavailable.

No self-care need information available.

Dietary information unavailable.

No dietary need information available.

Health hazards/concerns information
unavailable.

No health hazards/concern information
available.

Mobility and adaptive equipment need
unavailable.

No mobility and adaptive equipment
need information available.

Behavioral or sensory need information

No behavioral or sensory need

unavailable. information available.
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Voting information unavailable. No voting information available.

To unlock the SSN

Note: Based on user permissions, you can unmask the SSN.

1. On the Participant tile, click @l adjacent to the SSN indicated in the figure below.

James Harmony I

ﬂ ID: 101304
Age : 47
DOB : 7/28/1967
County : Somerset
“ Program : Interim
SSN: - 5390 |

Medicaid ID :
Medicaid Type : Disability-CN Medicaid Only-NMP
DDD Status : Eligible For DDD Services
Eligibility : Age FC Medicaid
L L L
b il

2. An Unmask SSN dialog box appears as shown below. Enter the appropriate notes, which are
required, to unmask the SSN within the box. There is a limit of 1000 characters.

®
Unmask SSN
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3. click ¥ .View the unmasked SSN on the participant tile with the El icon.

Note: It is advisable to mask the SSN after viewing the information. Click @ icon to mask the SSN.

4.1.2 Support Coordination

The Support Coordination information of the participant is always available on the left
navigation once you are on the Participant Record interface.

Support Coordination Tile

e The Support Coordination tile, shown below, displays the information referenced in the
following table. Click the icon, indicated below, to minimize or maximize the tile. In
minimized mode, the icon appears below the Participant tile. The icon displays a status
indicator in both modes.

-
Support Coordination I
Helping Hands
5C:
SCS:
P: 800.458.8795
E : support@helpinghands.com
e >
Maximize
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James Harmony I

ID : 101304
n Age : 47
DOB : 7/28/1967
count}' : Somerset
‘ Program » Interim
SSN: -+ _g390 (D)

Medicaid ID :
Medicaid Type : Disability-CN Medicaid Only-NMP
DDD Status : Eligible For DDD Services
Eligibility : Age FC Medicaid
L L L

&l O =] (2]

Minimize

Field Description

View the name of the Support Coordination Agency. It is the first
detail on the tile, and displayed in bold.

Click the name and a pop-up tile appears with the agency
information.

Agency Name

View the Support Coordinator (SC) of the participant.
SC Click the name and view a pop-up tile with the Support Coordinator
information.

View the supervisor of the participant's Support Coordinator.

SCS Click the name and view a pop-up tile for the Support Coordination
Supervisor.
P View the phone number of the Support Coordination Agency.

View the e-mail address of the Support Coordination Agency.
Click the e-mail address and you are directed to your e-mail client, if

E . . . .
configured. The address automatically appears in the To field of the e-
mail client.
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e C(Click the Support Coordination Agency name and a pop-up tile appears, as shown below.
The following table discusses the controls on the pop-up tile.

Helping Hands @
Assigned/Capacity
SCon Staff: 19
800.458.8795 support@helpinghands.com
Author: DDD IT Department Date: 10/16/2015
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Field

Description

Agency Name

View the Agency Name on the header of the tile.

Assigned/Capacity

[ 39/250

)

View a bar that displays the number of individuals assigned versus the

Assigned/Capacity total capacity of the agency. An example is as shown in the figure,
39/250, where 39 denotes the assigned individuals and 250 refers to
the total capacity.

A yellow line on the bar represents 90% of the total capacity. For the
assigned below the 90% capacity, view a green bar. At 90% or above,
the bar appears in yellow. If it is beyond capacity, the bar shows red.

SC on Staff View the number of Support Coordinators working with the agency.

Agency Phone

gency View the contact phone number of the agency.
Number
Agency E-mail
gency View the e-mail address of the agency.
Address
Author: DDD IT Department Date: 10/16/2015
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View a color coded map that displays the counties within New Jersey.
An orange shaded county indicates that the agency provides services.
Hover and view tooltip information of the individuals and their
programs within that county. The information shown are:

¢ Individuals Assigned

¢ Interim Program

e Supports Program

« CCW
A white shaded county indicates that the Agency does not provide
Approved County services.
Hover on an orange shaded county to view the following figure.

Ocean
Individuals Assigned:
Interim Program:
Supports Program:
CCW:

o T s R oV B T

e C(Click the SC name or the SCS name and a pop-up tile appears with the relevant details of the
SC or SCS, as shown below. The following table discusses the controls on the pop-up tile.

®

Jemmm Lo | SC

H Agency : Nii mome fmom
il
Case Load : 11
Overdue : 3

Start Date © 11/21/2014
Last Login : 3/14/2015

111.111.1111
JE =@ = LUS
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Field Description
SC/ SCS Name View the Name of the SC or SCS on the header of the tile.
Role View the role on the header of the tile.
Photo View the photo or an avatar of the SC or SCS.
Agency View the Agency of the SC or SCS.
Case Load View the total number of cases assigned to the SC or SCS.
Overdue View the total number of plans that are overdue.
View the date that the SC or SCS was given access to the iRecord
Start Date o
application.
. View the date that the SC or SCS last logged in to the iRecord
Last Login o
application.
Phone View the contact phone number of the SC or SCS.
E-mail View the e-mail address of the SC or SCS.

Status Indicator

The tile displays a three-toned status indicator on the right of the header. Follow the table

below for information on the status indicator and the tooltip information with hover.

Note: For multiple conditions that include red and yellow statuses, view the red status indicator. Hover
displays a list of the multiple conditions.

Indicator | Condition

Hover

Green None of the below conditions. Information up-to-date.

The participant has not been assigned

Yellow <SC or SCS> has not been assigned.
to an SC or SCS.
The participant has not been assigned
Red P P & SC Agency has not been assigned.
to an SC agency.
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The most recent monitoring tool is Monthly contract notes missing for the
overdue for the participant. <Period> contact period.

4.1.3 Current Plan Info

The current plan information of the participant is always available on the left navigation once
you are on the Participant Record interface.

Current Plan Info Tile

e The Current Plan Info tile, shown below, displays the information referenced in the
following table. Click the icon, indicated below, to minimize or maximize the tile. In
minimized mode, the icon appears below the Participant tile. The icon displays a status
indicator in both modes.

r b |
Current Plan Info CD |:|
Version : 1.00 Status : W
Due Date : 3/6/2015 Start Date :
Interim
(C 23801648 )
A > |
Maximize
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James Harmony I

ID: 101304
Age : 47
DOB : 7/28/1967
County : Somerset
Program : Interim
SSN:=*_*_g3g0 (B

Medicaid ID : ®

Medicaid Type : Disability-CN Medicaid Only-NMP

DDD Status : Eligible For DDD Services
Eligibility : Age FC Medicaid
. . .

(&l (@ El (2]

Minimize

Field

Description

Version

View the version number of the current plan.

Due Date

View the date by which the plan needs to be approved.

A future due date and on hover displays a tooltip with the number of
days left to reach the due date.

A past due date and on hover displays the tooltip with Plan overdue
by <the number of> days.

Status

View the status of the plan.
Hover displays the full status of the plan on a tooltip.

Start Date

View the start date of the plan.
Hover displays the plan term, start and end date.

Interim

View a bar that displays the budget obligated versus the budget
allocated.

An example is as shown in the figure, 2380/16480, where 2380
represents the budget obligated and 16480 refers to the budget
allocated.
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bar.

The threshold is the yellow line on the bar and it represents 80% of
the budget allocated. If the budget obligated is below the yellow line,
the bar is shown in green. At 80% or above, the bar appears in yellow.
For budget obligated higher than the budget allocated, view a red

Bump-Up

in the Interim budget bar.

You have the same set of conditions for the Bump-Up budget bar as

e Click the Interim or Bump-up budget bars and the respective pop-up tile appears, as shown

below. The following table discusses the controls on the pop-up tile.

Interim Budget Details

®

Budget $16,480.00
Obligated $2,380.00
Buffer $14,100.00
Expended $0.00
Balance $16,480.00
Field Description
Budget View the total allocated budget.
Obligated View the obligated budget amount.
Buffer View the buffer for the allocated budget with the obligated budget.
View the total expenses of all the services that fall within the budget
Expended
type.
Balance View the remaining balance on the allocated budget.
Author: DDD IT Department Date: 10/16/2015
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Status Indicator

The tile displays a three-toned status indicator on the right of the header. Follow the table
below for information on the status indicator and tooltip information with hover.

Note: For multiple conditions that include red and yellow statuses, the red status indicator is shown.
Hover displays a list of the multiple conditions.

Indicator | Condition Hover
Green None of the below conditions. Information up-to-date.
Yellow The planis not in A or Al status. Plan is in <Plan Status> status.
The plan is overdue. Plan Overdue.
Red
The plan is in Al status. Plan Status is Approved-to-Inactive.

Note: Initial plan is due to be completed within 30 days from date of assignment to SC Agency. All
subsequent plans are due to be completed 30 days from the date when plan status is set to W or RV for
the first time. Annual Plan is due to be completed within 30 days from date of plan generation.

4.1.4 Assessments

The assessment information of the participant is always available on the left navigation once
you are on the Participant Record interface. This tile is unavailable for the Fl, SFI and FI-VO user
roles.

Assessments Tile

e The Assessments tile, shown below, displays the information in the grid format. For more
information on the controls, refer to the following table. Click the icon, indicated below, to
minimize or maximize the tile. In minimized mode, the icon appears below the Participant
tile. The icon displays a status indicator in both modes.
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11/26/2012

Maximize
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James Harmony I

ID : 101304
Age : 47
DOB : 7/25M967
County : Somerset
Program : Interim
SSN:**_*_g390 (B

Medicaid ID :
Medicaid Type : Disability-CN Medicaid Only-NMP
DDD Status : Eligible For DDD Services
Eligibility : Age FC Medicaid
L . L

(=] @ E] 2]

Minimize

Field Description

Performed View the dates that the assessments were performed.

FCA View the FCA score from the assessment tool.

s S represents Self Care.

View the Self Care score from the assessment tool.
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B represents Behavioral.

View the Behavioral score from the assessment tool.

M represents Medical.

View the Medical score from the assessment tool.

Action

¢ View Document

Click 2% icon and view the following option:

Click View Document to view the assessment in the PDF format.

Status Indicator

The tile displays a three-toned status indicator on the right of the header. Follow the table
below for information on the status indicator and the tooltip information on hover.

Note: For multiple conditions that include red and yellow statuses, view the red status indicator. Hover
displays a list of the multiple conditions.

Indicator | Condition Hover

Assessment information is available,

complete, indicates the individual has
Green an FCA of 1 or has been overridden and | Information up-to-date.

the last assessment date within the last

5 years.

The last assessment was 4 years, 6 <Field Name> information is not

months or more prior to today’s date. available.

Assessment type is DDRT and is . . .

) ) <Field Name> information is not
Yellow incomplete (i.e. all the scores are not .

_ available.

available).

The participant does not have a current | No Assessment Informant has been

Assessment Informant. selected yet.

All the scores are available and FCA <Field Name> information is not
Red score is zero. available.

Participant has no assessment. <Field Name> information is not
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available.

The last assessment date is 5 years or <Field Name> information is not
more from the current date. available.

4.1.5 Contacts

The emergency contacts of the participant are always shown on the left navigation of the
Participant Record interface.

Contacts Tile

e The Contacts tile, shown below, displays the list of active emergency contacts. Each contact
is shown as a record on the tile. For more information on the controls, refer to the following
table. Click the icon, indicated below, to minimize or maximize the tile. In minimized mode,
the icon appears below the Participant tile. The icon displays a status indicator in both

modes.
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e

Contacts ] |
James Harmony | Self
912 .567.8989
S
jharmony@abc_com
Rosy Fowler |Biological Mother H
412 569.9754 E
S
rosy flower@abc _com 1
Thomas Smith | Other H
800.123 4567
)
tom_smith@xyz_com 2
Tony Brown |Friend
800.987 6543 E
S
tony_brown@def com 3
H = HIPAA E = Emergency # = Priority py

DDD IT Department

Maximize
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ID: 101304
Age : 47
DOB : 7/28/1967
County : Somerset
Program : Interim
SSN:=*_*_g3g0 (B

Medicaid ID :
Medicaid Type : Disability-CN Medicaid Only-NMP
DDD Status : Eligible For DDD Services
Eligibility : Age FC Medicaid
L . L
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Minimize
Field Description
Name View the name of the contact.
Relationship View the relationship of the contact to the participant.
Phone Number View the phone number of the contact.
E-mail Address View the e-mail address of the contact.

H represents HIPAA.
H This signifies that the contact holds HIPAA authorization to the
participant information.

E represents Emergency Contact.

This signifies that the contact is an emergency contact for the
participant.

By default, all contacts on this tile must display E.
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the participant.

# represents priority number.

The value signifies the priority number of the emergency contact to

1 has the highest priority, followed by the sequential order.

e Click 2% icon on any contact and you are directed to the Contacts tab. The tab displays the

information of the selected contact.

Status Indicator

The tile displays a three-toned status indicator on the right of the header. Follow the table

below for information on the status indicator and the tooltip information with hover.

Note: For multiple conditions that include red and yellow statuses, view the red status indicator. Hover
displays a list of the multiple conditions.

Indicator | Condition Hover
The contact information is available and )
Green Information up-to-date.
current.
A contact has not provided the e-mail <E-mail> information is not available for
address. <Contact Name>.
vell A contact has not provided the <Relationship> information is not
ellow
relationship to the participant. available for <Contact Name>.
A contact has not provided any of their | <Contact Phone> information is not
contact phone numbers. available for <Contact Name>.
The participant does not have an . .
Red Emergency contacts must be identified.
emergency contact.
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4.2

4.2.1

Author:

Title:

New Jersey Division of De

Personal

The Personal tab displays the following tiles:

* Name

» Contact Info

* Residential Address
¢ Mailing Address

« Birth Info

* More Info

We discuss each of these tiles below. The order of discussion for these tiles is from left to right
and then down. The following figure below displays the Personal tab on Demographics.

It is important to let you know that the tiles and the fields may be unavailable to certain user
roles. Refer to User Privileges for more information.

James Harmony Demographics = Upload Documents

ID: 101304
Age: 47 PERSONAL SAFETY & SUPPORTS HEALTH & NUTRITION

DOB : 7/28/1967

County : Somerset Name Contact Info Residential Address
Program : Intenm .
ssN:ov.gsen @ [1ames Home  [908.253.0478 ) 25 Division st )
Meckcakd ©0 S ) [ Middle Ir. ) cell: [912.567.8989 ) ( Address Line 2 )
Medicaid Type : Disability-CN Medicaid Only-NMP " J

DDD Status : Eligible For DOD Services [Harmony Work [903.535.1444 ] [Somewius |
Eligibility : ~ Age  FC  Medicaid - N
- - anhhe; E-mail Jjharmony@&abc.com fNj 08876 | | Somerset

@J m Mailing Address (1 same Birth Info More Info

(Po Box 32 ) Date of Birth : [07/28/1967 Gender :
( Address Line 2 ] [Commerce ) Marital Status : [Single )

[Umt!d States Of Amarica ] [Tx ] GC Expiration * [DS;ISFZDSD ]

NJ Resident Since - [03/15/1995 Assessment Informant - ()

(Somerville )

N | (08876 )

Name

The Name tile records the name details of the participant. The details on this tile provide the
name information to the participant tile.

The figure below displays a blank Name tile. By default, you will always find the name details of
the participant on this tile. The following table discusses the controls on the Name tile.
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[ Middle ][Jr.

m |
b —

[HDbbES ]
ke 4

Field Description
Add, view or modify the photograph of the participant. View a default
image without a photograph.
Click the icon on the bottom right of the default image or
photograph to add or modify a photograph.
The default picture displays a male or female avatar based on the
gender of the participant.
Mandatory/Optional: Optional
View or modify the first name of the participant.

. Click the text box and the controls appear for you to modify the first

First Name o
name of the participant.
Mandatory/Optional: Mandatory
Add, view or modify the middle name of the participant.

M Click the text box and the controls appear for you to modify the

’ middle name of the participant.

Mandatory/Optional: Optional
Add, view or modify the suffix of the participant.
Jr. represents Junior and Sr. represents Senior.
Click the box and view the controls with the suffix options. The

Suffix options are:

e Junior
e Senior
Mandatory/Optional: Optional
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View or modify the last name of the participant.
Click the text box and the controls appear for you to modify the last

Last Name .

name of the participant.

Mandatory/Optional: Mandatory

Add, view or modify any alternative name of the participant.
AKA Click the text box and the controls appear for you to modify the

alternate name of the participant.
Mandatory/Optional: Optional

To add a photograph

The instructions below discuss the procedure for adding a photograph for a participant. The
procedure is the same for changing the photograph. Here, we discuss the scenario for the
Windows desktop OS (Operating System). For another system, the screens change but the
procedure remains similar.

1. Click the icon on the bottom right of the default image or photograph, as shown, to add
or modify a photograph.

Name
H [James \
([ Middle ] (Jr. |

S \
i - ™
(Harmorw

N

[HDbbES

2. The controls appear to upload a photograph, as shown below. Click the Browse... button.

Select the Image

Browse...
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3. Choose File to Upload dialog box appears (for Windows desktop OS) for you to upload the

appropriate photograph file.
For other systems, the appropriate upload controls appear for you to select the picture file.

{22 Choose File to Upload
@le » Libraries » Pictures » Sample Pictures tures

Organize v New folder =~ 0 @

-

¢ Favorites Pictures library
Bl Desktop Sample Pictures
& Downloads

Arrange by: Folder v
1= Recent Places
p———

ares e P
Sl [LE ~
.~ Libraries § A A
%) Documents 2 A AR

,J’ Music Chrysanthemum. Desert.jpg Hydrangeas.jpg Jellyfish.jpg Koala.jpg Lighthouse,jpg Penguins.jpg

k= Pictures irg
E Videos

1% Computer
&, Local Disk (C:)
5# Forms (\\ddd-co
¥ jecherian (\\ddd-
¥ IS (\ddd-co-fpl;
¥ video (ddd-co-fr ™

Tulips.jpg

File name: - (AII Files (*.) V]

{ Open ] { Cancel l

4. View the Select the Image controls shown below. The controls include a simple editing tool

that allows you to crop the image. By default, the selection is 100 * 100 pixels from the top
left of the image. Click and drag the square selection to the choice of area on the
photograph. You can also drag the corners for a larger square.

DDD IT Department Date: 10/16/2015
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Select the Image ‘

Please select which part of the
uploaded image you wish to use.

v X
A A

5. click ¥ .iRecord resizes the photograph to 250 Kb, when greater.

6. View the new photograph on the Name tile.

4.2.2 Contact Info

The Contact Info tile records the contact phone numbers of the participant.
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The figure below displays the Contact Info tile. The following table discusses the fields within
the tile.

Contact Info

Home : | Home Phone |

Cell :

Cell Phone |

Work © | Work Phone ]

E-mail : |, E-mail Address |

Field Description

Add, view or modify the home phone number of the participant.
Home Click the text box and the controls appear for you to add or modify
the home phone number of the participant.

Mandatory/Optional: Mandatory

Add, view or modify the cell phone number of the participant.

Cell Click the text box and the controls appear for you to add or modify
e

the cell phone number of the participant.

Mandatory/Optional: Optional

Add, view or modify the work phone number of the participant.

Work Click the text box and the controls appear for you to add or modify
or

the work phone number of the participant.

Mandatory/Optional: Optional

Add, view or modify the e-mail address of the participant.

E-mail Click the text box and the controls appear for you to add or modify
-mai

the e-mail address of the participant.

Mandatory/Optional: Mandatory

4.2.3 Residential Address

The Residential Address tile records the home address of the participant.
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The figure below displays the Residential Address tile.

Residential Address )
j?Bﬁ ESTATES BLVD “
Address Line 2
[MERCERVILLE
N ] (08619 | [Mercer

h 4

To add the residential address

1. Click any of the text boxes within the Residential Address tile and the controls appear, as
shown below.

| Address

Address Line 2

City

Rt
S S N —

New Jersey - Zip

Not Answered v

v x

2. Enter the details within the respective fields. For more information, refer to the table below.

Field Description

Enter the first line of the participant's address.
Address )
Mandatory/Optional: Mandatory

. Enter the second line of the participant's address.
Address Line 2 ) )
Mandatory/Optional: Optional
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cit Enter the city of the participant's address.

i

y Mandatory/Optional: Mandatory
New Jersey is the default state.

State For any other state, select the state from the drop-down list.
Mandatory/Optional: Mandatory

1P Enter the ZIP of the participant's address.
Mandatory/Optional: Mandatory
Select the county from the drop-down list.

County .
Mandatory/Optional: Mandatory

3. Click v . An address verification process takes place with the USPS web service. Based on

this verification, view the suggested options or an Override Address option.

4. Select the appropriate address from the Recommended Address option(s).
or
Select the Override Address option to retain the entered address.

5. click ¥ .

6. View the address on the Residential Address tile.

To edit the residential address

1. Click any text box and the controls appear.
2. Modify the field that you wish to modify and/or any other associated field(s).

3. Follow the steps from 3 to 6 for addition of a residential address.

4.2.4 Mailing Address
The Mailing Address tile records the mailing address information of the participant. It is possible
that the mailing address is the same as the residential address.

The figure below displays the Mailing Address tile.
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|
Mailing Address () same

[au RUCKMAN RD

Address Line 2

[
[HILLSDALE

'NJ (07642 ]

A

b

To add the mailing address

e For a mailing address identical to the residential address, click the Same check box on the
right of the tile header. The fields are populated with the respective details of the
Residential Address tile.

To enter an address, follow the instructions for addition of the residential address.

4.2.5 Birth Info

The Birth Info tile records certain birth information details of the participant.

The figure below displays the Birth Info tile. The following table discusses the fields within the

tile.
r .|
Birth Info
Date of Birth - [10/02/1973 )
( Birth Place ]
'United States Of America [NJ
L A A
NJ Resident Since : | NJ Resident Since |
4
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Field Description

View the date of birth of the participant.

Date of Birth )
Mandatory/Optional: Mandatory

View or modify the birth place of the participant.

. Click the text box and the controls appear for you to modify the birth
Birth Place o
place of the participant.

Mandatory/Optional: Mandatory

View or modify the birth country of the participant.

Click the text box and the controls appear for you to modify the birth
country of the participant.

Mandatory/Optional: Mandatory

Birth Country

View the birth state of the participant.

Birth State ]
Mandatory/Optional: Mandatory

View the date that the participant became a resident of New Jersey.

NJ Resident Since .
Mandatory/Optional: Mandatory

4.2.6 More Info

The More Info tile records additional details of the participant.

The figure below displays the More Info tile. The following table discusses the fields within the

tile.
r |
More Info
Gender : | Male '
Marital Status : | Single
GC Expiration : | Date
Assessment Informant : v/
ke A
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Field Description
Gender View the gender of the participant.
Marital Status View or modify the marital status of the participant.

View or modify the date that the Green Card (GC) of the participant
GC Expiration expires.
Hover displays the expiration date of the GC.

Select the check box to indicate that the participant is the
assessment informant.

With an existing assessment informant, a pop-up message appears
Assessment Informant . . .
that informs the change in the assessment informant to the
participant. You have to enter notes to effect the change. The notes

cannot exceed 1000 characters.

Note: It is required for the participant to have an assessment informant (either the participant or a
contact).

4.3 Medical

Medical tab categorizes the medical related information of the participant.
Medical displays the following tiles:

e Primary Care Physician

e Primary Care Physician Address

* Preferred Hospital

e Administrative Services Organization
¢ Managed Care Organization

e Private Insurance

¢ Diagnosis

¢ Medication

4.3.1 Primary Care Physician

A primary care physician is an important point of contact for any health related concerns of the
participant. The details must be accessible at any point in time and it is for this reason that the
information is maintained on iRecord.
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Your user role determines the permissions on this tile. Refer to User Privileges for more
information.

The figure below displays the Primary Care Physician tile on the Medical tab.

James Harmony Demographics Plans = Upload Documents m

ID: 101304 —
Age: 47 PERSONAL MEDICAL SAFETY & SUPPORTS HEALTH & NUTRITION EMPLOYMENT

DOB : 7/28/1967
iy St Primary Care Physician ‘ Primary Care Physician Address Preferred Hospital

Program : Interim )
SSN:™v.=.6300 @ Physician - (John Smith ) (2 N Commerce Sq ) [James White Manor

Medicaid ID : == = Phone - [609.240.1018 ) ( Address Line 2 ] Address: 515 g S

Medicaid Type : Not Available =
DDD Status : Eligibie For DDD Services At [936.240.1019 ) [Hamilton ] Has- S
Eiigbility:  Age FC  Medicaid = = = Phone: o7% £ T
Email. D™

» . ‘fjohmsmilh@xyz.(om (N J ;{08691 ] :Mel(er

m [g] I Administrative Service Organization (ASO) I Managed Care Organization (MCO) @# Private Insurance

[ane Health Systems [Healthcare Services & Solutions J [Acme Insurance
Care Manager - |James Cooper ) Care Manager |Jane Spelling ) Contact#: |609.240.1018 \
(987.456.1234 ) 789.999.1234 ) Member # - (756456098

{Jame&coope(@phs.com [jane.spell@hss.com Group#: (756786 ]
Diagnosis Medication(s)

Primary : [ Q99.2 - Fragile X Syndrome | Name: 7?;
DOSBQO at

Secondary Secondary Diag. List Frequency: Seasonal Or Whenever Feel Lik.

Name: Synthroid
Dosage: 75 Mg
Frequency: 1 Per Day

Primary Care Physician Tile
o The Primary Care Physician tile does not permit adding any other details before entering
the name of the physician.

o The Primary Care Physician tile links with the Primary Care Physician Address tile. You
cannot enter the address details before you add the primary care physician. Similarly, delete
the primary care physician and the address details are automatically deleted.

To add the primary care physician details

1. On the Primary Care Physician tile, click the Physician text box highlighted in the figure

below.
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Primary Care Physician

Physician : [ Physician Name )
Phone : [ Phone # ﬁ|
Alt : [ Alternative Phone # )

E-mail Address

2. iRecord displays the primary care physician controls, shown below. Enter the appropriate
details for the given fields. For more information on the fields, refer to the following table.

r

&

—,

First Name

Last Name

Phone#

—,

E-mail Address

v x

Field Description

Enter the first name of the primary care physician.
First Name Mandatory/Optional: Mandatory

Maximum limit: 50 characters

Enter the last name of the primary care physician.
Last Name Mandatory/Optional: Mandatory

Maximum limit: 50 characters

Enter the work phone number of the primary care physician.
Phone #

Mandatory/Optional: Mandatory

DDD IT Department
User Guide

Application:  iRecord
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Enter the e-mail contact address of the primary care physician.
. Mandatory/Optional: Mandatory

E-mail Address )
Format: Standard (Example: test@email.com)

Max limit: 100 characters

3. Click v to save and close the controls.

4. View the details on the Primary Care Physician tile with the Alt text box blank.
To add the alternate phone number of the primary care physician, click the Alt text box and
record the detail using the inline controls.

To edit the primary care physician details

Note: Do not edit the details for a new primary care physician of a participant. Delete and then add the
new primary care physician.

1. On the Primary Care Physician tile, click the text box of the field that you want to modify.

2. Modify the appropriate detail with the inline controls. For more information, refer to the
field in the preceding table.

3. View the edited details on the tile.

4. Repeat the steps to modify another field, if required.

To delete the primary care physician details

1. On the Primary Care Physician tile, click @ (available on the tile header with an existing
primary care physician).

2. A confirmation message appears as shown below. Click ¥ and confirm delete.

Are you sure you would like to remove
John Smith as a Primary Care Physician?

v x
3. View the blank Primary Care Physician tile.
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Note: iRecord automatically deletes the information on the Primary Care Physician Address tile with the
deletion of the primary care physician.

4.3.2 Primary Care Physician Address

The address of the primary care physician is maintained on iRecord on a separate tile to the
primary care physician information. The address tile is linked to the primary care physician.

Your user role determines the permissions on this tile. Refer to User Privileges for more

information.

The figure below displays the Primary Care Physician Address tile on the Medical tab.

1D: 101304
Age: 47
DOB : 772811967
County : Somerset
Program : Interim
SSN:vt.v.6300 @
Medicaid ID : == =
Medicaid Type : Not Available
DDD Status : Eligibie For DDD Services
Eligibility:  Age FC  Medicaid
. . .

Primary Care Physician

SAFETY & SUPPORTS HEALTH & NUTRITION

Primary Care Physician Address

EMPLOYMENT

Preferred Hospital

Physician [John Smith

|2 N Commerce Sq

|James White Manor

Phone : (609.240.1018

Address Line 2

At (936.240.1019

[john.smith@xyz.com |

Hamilton

(v ) (08691 | [(Mercer

—4-

[ Address: 51n g (—
Nesall & wmm
Phone: 97% i[9
Email. D™ eSS

Administrative Service Organization (ASO) @

Managed Care Organization (MCO)

Private Insurance

Lane Health Systems
Care Manager - (James Cooper

(987.456.1234

‘L]ame's.mopev@phs:mm

HealthCare Services & Solutions
Care Manager - | jane Spelling
(789.999.1234

jane.spell@hss.com

Diagnosis

Primary - [Q99.2 - Fragile X Syndrome |

Secondary Secondary Diag. List ‘

Primary Care Physician Address Tile

Medication(s)

Name: Allegra
Dosage: 1 Tablet

Frequency: Seasonal Or Whenever Feel Lik

Name: Synthroid Z
Dosage: 75 Mg

Frequency: 1 Per Day

[Acme Insurance
Contact# (609.240.1018
Member #:  |756456098

Group#: (756786

e The Primary Care Physician Address tile links to the Primary Care Physician tile. You cannot

enter the address details before you add the primary care physician information. Similarly,

delete the primary care physician and the address details are automatically deleted.

To add the primary care physician address

Note: You cannot add the address before you add the primary care physician information.

1. On the Primary Care Physician Address tile, click any text box and iRecord displays the

primary care physician address controls shown below.
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Address

Address Line 2

City

NEW JERSEY v Zip

L -

NOT ANSWERED v

v X

2. Enter the appropriate details for the given fields. For more information on the fields, refer to
the following table.

Field Description

Enter the first line of the primary care physician address.
Address Mandatory/Optional: Mandatory
Maximum limit: 50 characters

Enter the second line of the primary care physician address.
Address Line 2 Mandatory/Optional: Optional
Maximum limit: 50 characters

Enter the city for the given address of the primary care physician.
City Mandatory/Optional: Mandatory
Maximum limit: 50 characters

Select the state from the drop-down list for the given address of the
State primary care physician.
New Jersey is the default selection.

Enter the zip for the given address of the primary care physician.

Zip .
Mandatory/Optional: Mandatory
Select the county from the drop-down list for the given address of the
County primary care physician.
Mandatory/Optional: Mandatory
Author: DDD IT Department Date: 10/16/2015
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3. click ¥ .iRecord verifies the address with the USPS web server and then displays the
address options. An example is shown below.

f5 Commerce Way

Address Line 2

Hamilton |

New Jersey v |:[1869] )

Mercer v

Recommended Address

(®) 5 COMMERCE WAY , HAMILTON ,
NJ , 08691 , MERCER

@j Override Address

@ -

4. Select the appropriate address from the Recommended Address option(s).
or

Select the Override Address option to retain the entered address.

5. View the details on the Primary Care Physician Address tile.

To edit the primary care physician address

1. Onthe Primary Care Physician Address tile, click any text box and the address controls
appear with the given address.

2. Modify the address within the appropriate text box(es). For more information, refer to the
preceding table.
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Author:
Title:

3. click ¥ .iRecord verifies the address and then displays the address options, as shown in
step 3 of the preceding section (to add the primary care physician address).

4. Select the appropriate address from the Recommended Address option(s).
or
Select the Override Address option to retain the entered address.

5. View the edited details on the Primary Care Physician Address tile.

To delete the primary care physician address

e You cannot delete the primary care physician address without deleting the primary care
physician.

Note: iRecord automatically deletes the information on the Primary Care Physician Address tile with the
deletion of the primary care physician.

Preferred Hospital

iRecord includes a provision to record the participant's preferred hospital information.

You can view the preferred hospital details on the Medical tab in Demographics, as shown. Your

user role determines the permissions on the tile. Refer to User Privileges for more information.

James Harmony i mographics ~ Upload Documents

ID: 101304 s
Agu: 47 m SAFETY & SUPPORTS HEALTH & NUTRITION EMPLOYMENT
DOB : 772811967
County : Somerset Primary Care Physician @ Primary Care Physician Address Preferred Hospital
Program : Interim )
SSN:™v.=.6300 @ Physician = [John Smith ) (2 N Commerce Sq ) [James White Manor
Medicaid ID : = ( 2 ( — ——
.240. Address Line
Madicaid Type - Not Availabie Phone : [609.240.1018 ( ddress Line 2 } Address 51-&—,
DDD Status : Eligible For DDD Services At [936.240.1019 ) [Hamilton | "“'“_ - -
Eiigibiity:  Age  FC  Medicaid = - = Phone: O7% il T¥I
. @ . [john.smith@xyz.com ) [N ) (08691 | (Mercer ) Email. DW S ! |
m @ I Administrative Service Organization (ASO) [m Managed Care Organization (MCO) @ Private Insurance
[ane Health Systems | {Healtncare Services & Solutions ] [Acme Insurance [
Care Manager - (James Cooper ) Care Manager - [Jane Spelling ] Contact#: [609.240.1018 )
(987.456.1234 (789.999.1234 ] Member #: (756456098 )
(1ames.cooper@phs.com ] (jane.spell@hss.com ] Group#: (756786 )

Diagnosis Medication(s)

prmary (@952 Frage X syniome | ‘ - 7 ‘
= Dosage: 1 Tablet
Secondary Secondary Diag. List | Frequency: Seasonal Or Whenever Feel Lik.

f Name: Synthroid )

‘ Dosage: 75 Mg

L Frequency: 1Per Day
DDD IT Department Date: 10/16/2015
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Preferred Hospital Tile

e The Preferred Hospital tile displays the preferred hospital of the participant. Initially, the
preferred hospital displays No Information Available. iRecord maintains a list of hospitals
and their details.

e For a hospital that does not appear on the list, click | to add. An e-mail is sent with the
entered details to request the addition of the hospital to the list.

To add or modify a preferred hospital

1. Onthe Preferred Hospital tile, click the Preferred Hospital text box and the controls
appears as a pop-up, shown below.

4

2. Enter the preferred hospital within the text box. The text box has an autocomplete feature
that displays a list of up to 5 hospitals. To narrow down the selection, you can continue
typing until you locate the hospital. Click and select the preferred hospital. The figure below
displays a sample of the autocomplete feature.

3. click ¥ .

4. On the Preferred Hospital tile; view the selected hospital's name, address, phone and e-mail
details.

To add an unlisted preferred hospital

Note: Before you add a hospital, check the name and spelling.
Example: Check that the hospital has St. or Saint.

1. On the Preferred Hospital tile header, click + The Request to Add Hospital pop-up tile
appears, as shown.
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®
Request to Add Hospital

[ Name Of Hospital :
[ Address J
[ Address Line 2 )
[ City
New Jersey - [ Zip ]

[ Contact # W
Email :

v

2. Enter the details within the tile. For more information, refer to the following table.

Field Description

Name Enter the name of the hospital.

Enter the first line of the hospital address.
Address Mandatory/Optional: Mandatory
Maximum limit: 50 characters

Enter the second line of the hospital address.
Address Line 2 Mandatory/Optional: Optional
Maximum limit: 50 characters

Enter the city for the given address.
City Mandatory/Optional: Mandatory
Maximum limit: 50 characters

Select the state from the drop-down list for the given address of the
State hospital.
New Jersey is the default selection.
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21p Enter the ZIP of the given address for the hospital.
Mandatory/Optional: Mandatory
Enter the contact number of the hospital.

Contact . .
Mandatory/Optional: Optional

E-mail Enter the contact number of the hospital.

-mai

Mandatory/Optional: Optional

3. click ¥ .The system verifies the address with the USPS web server and displays the

Recommended Address option(s) and the Override Address option, shown below.

®
Request to Add Hospital

[St Peters

254 Easton Avenue

Address Line 2

[
[New Brunswick

New Jersey . [UBQD] ]
[ Contact # W
Email )

Recommended Address

(® 254 EASTON AVE , NEW BRUNSWICK ,
NJ, 08901 , MIDDLESEX

|@ Override Address

4. Select the appropriate address from the Recommended Address option(s).

or

Select the Override Address option and retain the entered address.
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Author:
Title:

5. Click ¥

6. iRecord sends an e-mail with the request to ddd.itrequests@dhs.state.nj.us.
If successful, view the message Request to Add Preferred Hospital sent successfully.
If unsuccessful, view the message Sending e-mail to ddd.itrequests@dhs.state.nj.us failed.
Please try again.

7. click® to close the message.

Administrative Services Organization (ASO)

iRecord has a provision that records the participant's Administrative Services Organization (ASO)
details.

You can view the ASO details on the Medical tab in Demographics, as shown. Your user role

determines the permissions on this tile. Refer to User Privileges for more information.

Upload Documents

o

SAFETY & SUPPORTS HEALTH & NUTRITION EMPLOYMENT

DOB : 7/28/1967
County : Somerset Primary Care Physician [ﬁ[ Primary Care Physician Address Preferred Hospital
Program : Interim | ;
SSN:™v.=.6300 B Physician = | John Smith J |2 N Commerce Sq ] | James White Manor
Medicaid ID : ( 3 -
e s Phone - (609.240.1018 ( Address Line 2 ] Address 51-*—.: —
DDD Status : Eligible For DDD Services At [936.240.1019 ) | [Hamilton | prpe ot
Eiigibiity:  Age  FC  Medicaid = ', - Phone: o7% il I
. ™) [john.smith@xyz.com ) N | (08601 | (Mercer ) Email: DW SRS |
Administrative Service Organization (ASO) # Managed Care Organization (MCO) @ Private Insurance
Prime Health Systems [ | HealthCare Services & Solutions ] [A(me Insurance JT
Care Manager - (James Cooper ) Care Manager - [Jane Spelling ) Contact #  (609.240.1018 )
[987.456.1234 J |789.999.1234 J Member # (756456098 )
‘Ljames.coopev@phs.com [jane.spell@hss.com ] Group#: (756786 ]

Diagnosis

Primary © | Q99.2 - Fragile X Syndrome

Secondary Secondary Diag. List l

Medication(s)

Name: Allegra [/
Dosage: 1 Tablet
Frequency: Seasonal Or Whenever Feel Lik.

Name: Synthroid 7
Dosage: 75 Mg
Frequency: 1 Per Day

ASO Tile

e The ASO tile displays the participant's ASO details. It is not necessary for the participant to
have an ASO. In such a case or if the participant has not provided the ASO information, this
tile remains blank.
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e With a blank ASO tile, you have to first enter the name of the ASO before entering any other

information.

Administrative Service Organization (AS0Q) @

LHeaIth Systems

Care Manager - [john Doe

[ﬁng.az 5.9680

[thn.dDe@xyz.com

To add an ASO

1. On the ASO tile, click the Name text box and the pop-up controls appear, as shown below,
for entering the details of the ASO.

[ ASO Name

Care Manager:

[ First Name

[ Last Name

[ Contact #

[ Email Address

v X
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2. Enter the information within the fields. For more information, refer the following table.

Field Description

N Enter the name of the participant's ASO.
ame
Mandatory/Optional: Mandatory

Care Manager

First Name Enter the first name of the participant's care manager at the ASO.
i
Mandatory/Optional: Mandatory

Enter the last name of the participant's care manager at the ASO.
Last Name .
Mandatory/Optional: Mandatory

Enter the contact number of the participant's care manager at the
Contact # ASO.
Mandatory/Optional: Mandatory

. Enter the e-mail address of the participant's care manager at the ASO.
E-mail Address i
Mandatory/Optional: Mandatory

3. click ¥ .

4, View the information on the ASO tile.

To edit an ASO

e Onthe ASO tile, click the field that you would like to modify. Inline pop-up controls appear

for each field. Edit the field and then click

To delete an ASO

1. Click @ icon on the ASO tile header.

2. Adialog box appears confirming the delete, as shown.
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Are you sure you would like to remove
Health Systems as an Administrative
Service Organization?

3. click ¥ .

4.3.5 Managed Care Organization (MCO)

iRecord has a provision that records the participant's Managed Care Organization (MCO) details.

You can view the MCO details on the Medical tab in Demographics, as shown. Your user role
determines the permissions on this tile. Refer to User Privileges for more information.

James Harmony Demographics Plans = Upload Documents m
1D : 101304
Age : 47 MEDICAL SAFETY & SUPPORTS HEALTH & NUTRITION EMPLOYMENT CONTACT

DOB : 7/28/1967 ¥
County : Somerset Primary Care Physician [ﬂ[ Primary Care Physician Address Preferred Hospital

Program : Interim
SSN:™v.=.6300 B Physician ‘\lohn Smith ) (2 N Commerce Sq ] Uames White Manor

Medicaid ID : s s 7 3 > ——
Medicaid Type : Not Available Phone - |609.240.1018 ( Address Line 2 ) Address 51—4—.: —

DDD Status : Eligible For DDD Services At (9363401019 vl Neasn 8 g
¢ = { Phone: 97% i 9

J
Eligibility : Age FC Medicaid S S —
- . [john.smith@xyz.com ) [N ) (08691 | (Mercer Email. DN S |

Administrative Service Organization (ASO) I Managed Care Organization (MCO) Private Insurance

Prime Health Systems 1 | HealthCare Services & Solutions [Atme Insurance J

Care Manager - |James Cooper ) Care Manager ‘uane Spelling Contact#: [609.240.1018 )

987.456.1234 J |789.999.1234 Member #: |756456098 )
( 2|

[James.coopev@phs.com ] jane.spell@hss.com Group#: 756786 )
Diagnosis Medication(s)

Primary : Q99.2 - Fragile X Syndrome Name: Allegra
Dosage: 1 Tablet

Secondary Secondary Diag. List Frequency: Seasonal Or Whenever Feel Lik.
Name: Synthroid
Dosage: 75 Mg
Frequency: 1 Per Day

MCO Tile

e The MCO tile displays the participant's MCO details. It is possible that the participant may
not have an MCO. In such a case or if the participant has not provided the MCO information,

the tile remains blank.
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e With a blank MCO tile, you have to first enter the name of the MCO before entering any
other information.

Managed Care Organization (MCO) ]ﬁ[

[Prime Health Management

Care Manager : [john Smith

[6{}9.825.968[]

S

[john.smith@abc.com

To add an MCO

1. Onthe MCO tile, click the Name text box and the pop-up controls appear, as shown below,
for entering the details of the MCO.

[ MCO Name ]

Care Manager :

[ First Name ]
[ Last Name ]
[ Contact # ]
[ Email Address ]
v x
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2. Enter the information within the fields. For more information, refer the following table.

Field Description

N Enter the name of the participant's MCO.
ame
Mandatory/Optional: Mandatory

Care Manager

First N Enter the first name of the participant's care manager at the MCO.
irst Name
Mandatory/Optional: Mandatory

Last Name Enter the last name of the participant's care manager at the MCO.
Mandatory/Optional: Mandatory

Enter the contact number of the participant's care manager at the
Contact # MCO.
Mandatory/Optional: Mandatory

Enter the e-mail address of the participant's care manager at the
E-mail Address MCO.
Mandatory/Optional: Mandatory

3. click ¥ .

4. View the information on the MCO tile.

To edit an MCO

e Onthe MCO tile, click the field that you would like to modify. Inline pop-up controls appear

for each field. Edit the field and then click

To delete an MCO

1. Click @ icon on the MCO tile header.

2. Adialog box appears confirming the delete, as shown.
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Are you sure you would like to remove
Prime Health Management as a Managed
Care Organization?

3. click ¥

4.3.6 Private Insurance

iRecord has a provision that records the participant's Private Insurance details.

You can view the Private Insurance details on the Medical tab in Demographics, as shown. Your
user role determines the permissions on this tile. Refer to User Privileges for more information.

James Harmony ] ogra Plans = Upload Documents ~ Notes
ID: 101304 . == -
Ag':47 P O MEDICAL & PPO O PLO O
DOB : 7/28/1967 g
County : Somerset Primary Care Physician [ﬂ[ Primary Care Physician Address Preferred Hospital +
Program : Interim
SSN:™v.=.6300 B Physician ‘\lohn Smith ) (2 N Commerce Sq ] Uames White Manor
Medicaid ID : = = s ( S p - -
¢d Type :Not Avalable Phone - [609.240.1018 ( Address Line 2 ] Address 51—4—.: ——
D00 Seatus : EXgiole For DDD Services At (936.240.1019 ) [Hamilton J o sﬂul.lvl = ‘: =
Eiigibiity: ~ Age FC  Medicaid =4 —— =S
. » . [john.smith@xyz.com )| (N ) (08691 | (Mercer D L
@l I Administrative Service Organization (ASO) @ Managed Care Organization (MCO) Private Insurance E
Prime Health Systems 1 | HealthCare Services & Solutions ] [Atme Insurance J
Care Manager - |James Cooper ) Care Manager ‘uane Spelling ) Contact#: [609.240.1018 )
987.456.1234 J |789.999.1234 \ Member #: | 756456098 )
[James.coopev@phs.com ] [jane.spell@hss.com ] Group#: (756786 ]
Diagnosis Medication(s) +
Primary © | Q99.2 - Fragile X Syndrome { Name ?’:’9’; Z ’
DOSBQ@ al

S

Secondary Secondary Diag. List Frequency: Seasonal Or Whenever Feel Lik.
Name: Synthroid
Dosage: 75 Mg
Frequency: 1 Per Day

Private Insurance Tile

e The Private Insurance tile displays the participant's insurance details. It is possible that the
participant may not have private insurance. In such a case or if the participant has not
provided the private insurance information, this tile remains blank.
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e With a blank Private Insurance tile, you have to first enter the name of the insurance before

entering any other information.

Private Insurance @ '

i

Acme Insurance

L.

Contact# - [609.852.9680

LY FAEAN

Member# - (999999999

—

Group#: (987654

To add Private Insurance

1. On the Private Insurance tile, click the Name text box and the pop-up controls appear, as
shown below, for entering the details of the insurance.

Name

Contact #

Member #

| —

Group #

v x

2. Enter the information within the fields. For more information, refer the following table.

Field Description
N Enter the name of the participant's private insurance.
ame
Mandatory/Optional: Mandatory
Contact # Enter the contact number of the participant's private insurance.
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Mandatory/Optional: Mandatory
Enter the member number of the participant's private insurance.

Member # i
Mandatory/Optional: Mandatory

Group # Enter the group number of the participant's private insurance.

u
P Mandatory/Optional: Mandatory
3. click ¥ .

4. View the information on the Private Insurance tile.

To edit Private Insurance

e On the Private Insurance tile, click the field that you would like to modify. View inline pop-

up controls for each field. Edit the field and then click

To delete Private Insurance

1. Click ]E icon on the Private Insurance tile header.

2. Adialog box appears confirming the delete, as shown.

Are you sure you would like to remove
Acme Insurance as a Private Insurance
Provider?

3. Click

4.3.7 Diagnosis

The purpose of the Diagnosis tile is to record the diagnosis information. It is important for a
participant to have the primary diagnosis information.
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You can view the diagnosis details on the Medical tab in Demographics, as shown.

Your user role determines the permissions on this tile. Refer to User Privileges for more

information.

Demographics Plans =

e | s
ID: 101304 i
Age: 47 MEDICAL SAFETY & SUPPORTS HEALTH & NUTRITION EMPLOYMENT CONTACT

DOB : 7/28/1967 2
Primary Care Physician m Primary Care Physician Address Preferred Hospital

County : Somerset
Program : Interim
SSN: ™. =.6300 (A Physician [lohn Smith (2 N Commerce 5q ) [James White Manor )

Medicaid ID : == = = = - TSI N -

T RECh Phone - (609.240.1018 | ( Address Line 2 ) Address 51—-05: —
DOD Status : Efigible For DDD Services A [936.240.1019 ) | [Hamilton ] HAm— S

Eiigibiity:  Age FC  Medicaid “ ; Phone: 974 £ T5
» . [johmsmilh@xvz.(om J NJ 08691 ] | Mercer Email. D™ b s 2k "

Administrative Service Organization (AS0) [ Managed Care Organization (MCO) W Private Insurance
[ane Health Systems ] | HealthCare Services & Solutions J [Acme Insurance
Care Manager - [James Cooper J Care Manager [Jane Spelling Contact# [609.240.1018 )
987.456.1234 | 789.999.1234 J Member #: |756456098

'LjamesAcoopet@phs.com

)

llane.spell@hss.(om

Group#: (756786

Diagnosis Medication(s)

Primary © (Q99.2 - Fragile X Syndrome Name: Aleqe
Dosage: 1 Tablet
Frequency: Seasonal Or Whenever Feel Lik. ..

Name: Synthroid [7
Dosage: 75 Mg
Frequency: 1 Per Day

Secondary Secondary Diag. List

Diagnosis Tile

o The Diagnosis tile displays the primary diagnosis and lists the secondary diagnosis of the
participant. You cannot edit the diagnosis information. For more information, refer to the
following table.

e You can scroll down to view the list of secondary diagnosis information.

Diagnosis

Primary : [QB?.G — Acmcephalnsvndacty...]

Secondary - | £71 529 - Adrenaleukodystr...

E75.22 - Gaucher's Disease

| D82.1 - DiGeorge Syndrome

DDD IT Department Date: 10/16/2015
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Field Description

View the participant's primary diagnosis code and the description.

Primar
y Mandatory/Optional: Mandatory
View the participant's secondary diagnosis information. This field
Secondary contains a list of the secondary diagnosis, code and description.

Mandatory/Optional: Optional

4.3.8 Medication

iRecord allows you to keep track of the participant’s medication information. It is helpful that
the medication details are available to the user with the appropriate permissions.

You can view the Private Insurance details on the Medical tab in Demographics, as shown. Your
user role determines the permissions on the tile. Refer to User Privileges for more information.

James Harmony I ogra Plans = | Upload Documents Notes

: 101304
.47 MEDICAL & SUPPO & 0 0 ONTA

: 712811967
</ Somarset Primary Care Physician @] Primary Care Physician Address Preferred Hospital +

 Interim

Medicaid ID : = =
Medicaid Type : Not Available
DDD Status : Eligible For DDD Services
Eligibility:  Age
.

[=]) () El (2]

Medication Tile

i.r630 @

Physician [John Smith

2 N Commerce Sq

|James White Manor

Phone : [609.240.1018

Address Line 2

At [936.240.1019

|john.smith@xyz.com |

Hamilton

(v ) (08691 | Mercer

[ Address: 515 g
Néwad & vl
Phone: 97% 0 L9
Email: D™ SRS

Administrative Service Organization (ASO) @

|Prime Health Systems
Care Manager \‘lames Cooper
(987.456.1234

‘Dames.mopev@phs.(om

Managed Care Organization (MCO)

Private Insurance o

HealthCare Services & Solutions
Care Manager = |jane Spelling

(789.999.1234

jane.spell@hss.com

Diagnosis
Primary © | Q99.2 - Fragile X Syndrome

Secondary Secondary Diag. List ]

Medication(s)

Name: Allegra
Dosage: 1 Tablet

Frequency: Seasonal Or Whenever Feel Lik

=

Name: Synthroid
Dosage: 75 Mg

Frequency: 1 Per Day

=

[Acme Insurance
Contact# [609.240.1018
Member # (756456098

Group # ['7567}‘;6

e The Maedication tile displays each medication as a separate record. The record for each
medication displays the name, dosage and frequency. The records are arranged in the
alphabetical order of the name. At any point, the tile displays a maximum of two medication
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records. For more than two, use the tile scroll bar and view the remaining medication
records.

Medication(s) +

MName: Insulin @
Dosage: 6 Units
Frequency: 3 Times Daily

MName: Naproxen @
Dosage: 500mg
Frequency: Daily

To add a medication record

1. On the Medication(s) tile header, click + The New Medication pop-up tile appears, as
shown.

®

New Medication

() self Medicate

Name of Medication ]

Dosage

!
\, AN

Frequency

Notes

2. Enter the details within the respective fields using the table below.

Field Description
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. Select the check box to indicate that the participant does not require

Self Medicate . . s

supervision or assistance to take the medication.
N Enter the name of the participant's medication.

ame

Mandatory/Optional: Mandatory

Enter the dosage of the medication.
Dosage .

Mandatory/Optional: Mandatory

Enter the frequency of the medication.
Frequency .

Mandatory/Optional: Mandatory

Enter any relevant notes for the medication.
Notes Mandatory/Optional: Mandatory

Max limit: 1000 characters
3. click ¥ .

4. View the medication record on the Medication(s) tile.

In case a record of the medication exists, iRecord displays the message.

New Medication

Self Medicate @

Ativan is already listed for James Harmony
with the following details:

Name - Ativan
Dosage : .5mg
Frequency : 2 Times A Day

v
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To edit a medication record

1. On the Medication(s) tile, locate the record that you want to edit and click |Z, An Edit
Medication pop-up tile appears, as shown.

®

Edit Medication

(] self Medicate

b 4

|(ativan
5

|.5mg

|_r2 times a day

A

:;j[} not exceed 5 pills in 24 hours

o .

2. Edit the information within any particular field on this tile. For more information, refer to

the preceding table.
3. click ¥ .

4. View the medication record on the Medication(s) tile.

To delete a medication record

1. On the Medication(s) tile, locate the record that you want to delete and click |Z’ An Edit
Medication pop-up tile appears.

2. Click @, indicated in the figure below.
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®
Edit Medication
(] self Medicate
[ati'-.ran J
[.Smg J
[2 times a day J
do not exceed 5 pills in 24 hours l
0 ‘
3. A confirmation message appears, as shown.
Are you sure you want to remove
Medication - ativan detail from James
Harmony record?
v X
4. Click v and confirm delete.
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4.4 Safety & Supports

Safety & Supports tab categorizes the support related information of the participant.
Safety & Supports displays the following tiles:

e Support Settings

* Communication

» Religious/Cultural Information
*  Mobility/Adaptive Equipment
» Behavior/Sensory Needs

4.4.1 Support Settings

The support settings refer to the support that the participant may require at home, work or
within the community. iRecord maintains these needs of the participant on the Support Settings
tile. Your user role determines the permissions on the tile. Refer to User Privileges for more
information.

The figure below displays a sample Support Settings tile on the Safety & Supports tab.

e Hmmony| © Upload Documents
1D : 101304
Age: 47 SAFETY & SUPPORTS HEALTH & NUTRITION EMPLOYMENT CONTACT
DOB : 7/28/1967 " |
ity St Support Settings + Communication Religious/Cultural Information
Program : Intenm (
i Community = = Cultural [7
SSN:m w630 B | - Requires addional support Z ] [/ Non-verbal I/ ASL { « Will only visit female doctors
Medicaid ID: « = = = 2. 5
Medicaid Type : Not Available Home 7] W || Limited verbal ‘ Religious
DDD Status : Eligible For DDD Services + Needs minimal help in own home * Attends church on sundays
Eligibility:  Age :: Meﬁuid Work Z Primary Language: (English Spiritual @
o + Requires assistance or transportatio.. « The participant is very spintual
OIE] = Mobility/Adaptive Equipment + Behavior/Sensory Needs
Crutches Aggression : Others Z
+ James prefers crutches to move aro. « The participant bites others.

{ Wheelchair Z

Aggression : Self
+ James needs a wheelchair or additio. ..

« The Participant Hits Self

( Elopement
+ Runs away or wanders off without notice

Support Settings Tile

e The Support Settings tile displays No Support Settings Information Available before you

enter the details or with unavailable information. There is a warning PN icon on the tile
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header to notify you about this status. You can also view the same status after you delete all
support setting records.

A Support Settings +

No Information Available

e The Support Settings tile displays No Reported Support Setting Needs for a participant that
does not have support needs. You can select this status from the Type of Need drop-down
list while adding the first support setting record.

Support Settings +

No Reported Support Setting Needs.

e The Support Settings tile may contain a single record or multiple records. For each record,
view the type of need and the need-related note.
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Support Settings +
Community @
* Requires additional support .
Home @
* Needs minimal help in own home
Work |

» Assistance needed with social gather .

To add a support settings need

1. On the Support Settings tile, click + to add a self-care record. iRecord displays a New
Support Settings Need pop-up tile, shown below.

®
New Support Settings Need

MNotes

v

2. Enter the appropriate details for the given fields. For more information on the fields, refer to
the following table.

Field Description

Select the support settings need of the participant from the drop-
down list. The options are:

¢ Community

Type of Need . Home
*  Work
* No Reported Support Settings Needs
Author: DDD IT Department Date: 10/16/2015
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Select No Reported Support Settings Needs for a participant that
does not have any needs.
Mandatory/Optional: Mandatory

Enter any appropriate notes for the selected type of need within the
text box.

Notes You do not have to enter any notes for the No Reported Support
Settings Needs option.
Mandatory/Optional: Mandatory

Maximum limit: 1000 characters

3. click ¥ tosave the details and close the New Support Settings Need pop-up tile.
4. View the record on the Support Settings tile.

5. Repeat the steps from 1 to 4 to add another support settings need.

Note: The Type of Need drop-down list will not display No Reported Support Settings Needs with an
existing need on the tile.

To edit a support settings need

1. On the Support Settings tile, locate the record and click |Z, An Edit Support Settings
pop-up tile appears with the details, as shown below.

®

Edit Support Settings Need

Community -

( Requires additional support

1l v

2. Click the Notes (user entered) text box and add or modify the notes. You have a maximum

limit of 1000 characters.
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3. click ¥ tosavethe changes and close the Edit Support Settings pop-up tile.

4. View the edited record on the Support Settings tile.

To delete a support settings need

1. Onthe Support Settings tile, locate the record that you want to delete. Click |Z, on the
record and an Edit Support Settings pop-up tile appears.

2. Click ‘@ A confirmation message appears as shown below.

Are you sure you want to remove
Support Settings need -
Community detail from James
Harmony record?

vy x

3. Click v and confirm delete.

4.4.2 Communication
iRecord captures the communication requirements of the participant. Your user role determines
the permissions on the tile. Refer to User Privileges for more information.

The figure below displays a sample Communication tile on the Safety & Supports tab.

Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 124
Application:  iRecord Version: 1.1



,lf’ New Jersey Division of De

James Harmony Demographics Upload Documents
1D : 101304 =
Age: 47 SAFETY & SUPPORTS HEALTH & NUTRITION
DOB : 7/28/1967 -
County : Somerset Support Settings Religious/Cultural Information
Pm o B Community 7] Culenl
— + Requires additional support « Will only visit female doctors
Medicaid ID : = = = =
Medicaid Type : Not Available Home Religious
DDD Status : Eligible For DDD Services  Needs minimal help in own home « Attends church on sundays
Eligibility : A.ge :c Meﬂuld Work spi
+ Requires assistance or transportatio.. » The participant is very spintual

Mobility/Adaptive Equipment

Crutches
« James prefers crutches to move aro..

{ Wheelchair

Aggression : Others
+ The participant bites others

Aggression : Self

+ James needs a wheelchair or additio. + The Participant Hits Self

Elopement
* Runs away or wanders off without notice

Communication Tile

e The Communication tile displays A icon to inform the user that the communication
details are required and unavailable.

Communication

|_| Non-verbal |-| ASL

/| Limited verbal

Primary Language: [Spanish ]

e The Communication tile includes the following information:

* Non-verbal

¢ ASL (American Sign Language)
* Limited Verbal

¢ Primary Language

e The user can select only one of the following two options: Non-verbal or Limited Verbal.
With the selection of one, the other is unavailable.
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e NJ CAT responses of a participant populate the information on the tile. There is a system
generated note associated with certain responses. For more information, refer to the table

below.
Type of Need System Notes
NJ CAT reference: NJ CAT response: Yes
#23 Al <Participant Name> does not use simple words, signs, or picture
Limited Verbal symbols to communicate.
NJ CAT reference: NJ CAT response: No
#23 Al <Participant Name> does not use simple words, signs or picture
Non-verbal symbols to communicate.
NJ CAT response: Yes
NJ CAT reference: . . . .
#23 B1 <Participant Name>'s primary language is English.
. NJ CAT response: No
Primary Language . L .
<Participant Name>'s primary language is <language>.

To add communication information

1. Onthe Communication tile, select the appropriate check boxes. For more information, refer
to the table below.

Field Description

Select the check box to indicate that the participant communicates
Non-verbal
non-verbally.

L. Select the check box to indicate that the participant has a verbal
Limited verbal o
limitation.

ASL Select the check box to indicate that the participant communicates
using ASL (American Sign Language).

Select the primary language of the participant from the drop-down
Pri L list.

rimary Language
y ranguag You can also enter within the text box and the autocomplete feature

narrows the list.

2. For Non-verbal, Limited verbal or ASL; a Communication pop-up tile appears as shown

below. Enter the appropriate notes within the Notes box.
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Communication

:Non—VerbaI

The participant cannot communicate
verbally.

] v

Communication

'Limited Verbal

hhe participant can communicate A
verbally, but in a limited manner.

Cannot articulate clearly with long
sentences.

] v

v

Communication

‘American Sign Language (ASL)

‘The Participant Uses ASL Language for
communication

] v
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3. click ¥ .

Note: With the selection of Non-verbal or Limited verbal, the other becomes unavailable.

To edit communication information

e On the Communication tile, edit the notes for the mode of communication or delete (delete
icon on the bottom left) the selection entirely.

4.4.3 Religious/Cultural Information
The Religious/Cultural Information tile records the religious and cultural
preferences/restrictions of the participant.

You can add, modify or delete the information on this tile based on your user role. Refer to User
Privileges for more information.

The figure below displays the position of the tile on the Safety & Supports tab in Demographics.

s s | s
1D : 101304 —
DOB : 7/28/1967
oty St Support Settings + Communication Religious/Cultural Information
Program : Intenim ( (
s Community = = Cultural 7
ssw:r o ‘ + Requires additional support @ J ) Norwmbal WiAst « Will only vsit female doctors
Medicaid ID: « = = = — = =
Medicaid Type : Not Availabl Home Z l || Limited verbal Religious
DDD Status : Eligible For DDD Services + Needs minimal help in own home + Attends church on sundays
Eiigibiity:  Age  FC  Medicaid | [ oo Primary Language: (English )
[/ — J Spiritual
o ® L4 + Requires assistance or transportatio.. » The participant is very spintual
O E][= Mobility/Adaptive Equipment + Behavior/Sensory Needs

Crutches Z Aggression : Others. Z
+ James prefers crutches to move aro. + The participant bites others
Wheelchair Z Aggression : Self Z
+ James needs a wheelchair or additio. + The Participant Hits Self

‘ Elopement Z

* Runs away or wanders off without notice

Religious/Cultural Information Tile

e The Religious/Cultural Information tile displays No Information Available before you enter
the details or with unavailable participant information.
Author: DDD IT Department Date: 10/16/2015

Title: User Guide Page: 128
Application:  iRecord Version: 1.1



E’r") New Jersey Division of Developmental Disabilities
/|

Religious/Cultural Information +

Mo Information Available

e The Religious/Cultural Information tile displays No Reported Religious/Cultural Preference
or Restriction for a participant that has not reported any preferences or restrictions.

Religious/Cultural Information +

No Reported Religious/Cultural Preference or Restriction

e The Religious/Cultural Information tile may contain a single record or multiple records. For
each record, view the type of preference or restriction and the note entered by a user.

Religious/Cultural Information +

Cultural I
« Will only visit female doctors

.

s "Bless your heart” is an insult and tak..

A

4
Religious @
4

Religious
» Attends church on Sundays
L™ #
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To add religious or cultural information

1. On the Religious/Cultural Information tile, cIick+ to add a religious/cultural preference or
restriction. iRecord displays a New Religious/Cultural Info pop-up tile, shown below.

&

New Religious/Cultural Info

Notes

s
L.

o4

2. Enter the appropriate details for the given fields. For more information, refer to the table.

Field Description

Select the participant's preference or restriction from the drop-down
list. The options are:
¢ Religious

e Cultural
Type of Preference/ * Spiritual
Restriction e Other

* No Reported Preference or Restriction
Select No Reported Preference or Restriction for a participant that
has not reported any such criteria.
Mandatory/Optional: Mandatory

Enter any appropriate notes within the text box.
Notes Mandatory/Optional: Mandatory
Maximum limit: 1000 characters

3. Click d to save the details and close the New Support Settings Need pop-up tile.

4. View the record on the Religious/Cultural Information tile.
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5. Repeat the steps from 1 to 4 to add another support settings need.

Note: The Type of Preference/Restriction drop-down list does not display No Reported Preference or
Restriction with an existing record on the tile.

To edit religious or cultural information

1. On the Religious/Cultural Information tile, locate the record and click |Z, An Edit
Religious/Cultural Info pop-up tile appears with the existing details, as shown below.

®
Edit Religious/Culfural Info

Cultural v

Will only visit female doctors

@ v

2. Click the Notes (user entered) text box and edit the notes. You have a maximum limit of
1000 characters.

3. Click ¥ tosavethe changes and close the Edit Religious/Cultural Info pop-up tile.

4. View the edited record on the Religious/Cultural Information tile.

To delete religious or cultural information

1. On the Support Settings tile, locate the record and click |Z, View the Edit
Religious/Cultural Info pop-up tile.

2. Click @ (appears on the lower left). A confirmation message appears as shown below.
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Are you sure you want to r

3. Click and confirm delete.

emove Religious
Cultural Info Religious detail from James H.
Harmony record?

4.4.4 Mobility/Adaptive Equipment

The Mobility/Adaptive Equipment tile records th
participant.

You can add, modify or delete the information on

Privileges for more information.

e mobility or adaptive requirements of the

this tile based on your user role. Refer to User

The figure below displays the position of the tile on the Safety & Supports tab in Demographics.

James Harmony I ograp Plans = © Upload Documents Notes
1D : 101304
Age : 47 PERSONAL MEDICAL
DOB : 7/28/1967 3 =
oty St Support Settings + Communication Religious/Cultural Information +
Program : Interim ( (
i Community = == Cultural 7
ssN:-mg30 B ‘ « Requires additional support Z J /| Non-vertal /I AsL « Will only visit female doctors
Medicaid ID: = = = = e 2 —
Medicaid Type : Not Available Home Z 1 || Limited verbal Religious Z
DDD Status : Eligible For DDD Services  Needs minimal help in own home « Attends church on sundays
Eligibility : Age FC Medicaid Work Primary Language: |English 1
[/ J Spiritual
o ® L4 + Requires assistance or transportatio.. » The participant is very spintual Z
(@]} ©) | Mobility/Adaptive Equipment + Behavior/Sensory Needs +
( Crutches Z Aggression : Others Z
« James prefers crutches to move aro. + The participant bites others
Wheelchair Z Aggression : Self Z
+ James needs a wheelchair or additio. + The Participant Hits Self
( Elopement Z
* Runs away or wanders off without notice

Mobility/Adaptive Equipment Tile

the details or with unavailable participant in
header that informs the user of unavailable

DDD IT Department
User Guide
iRecord

The Mobility/Adaptive Equipment tile displays No Information Available before you enter

formation. Notice the & icon on the tile
information.
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A\ Mobility/Adaptive Equipment +

Mo Information Available

e The Mobility/Adaptive Equipment tile displays No Reported Mobility/Adaptive Equipment
Needs for a participant that has not reported any such requirements.

Mobility/Adaptive Equipment 1

No Reported Mobility/Adaptive Equipment Needs

e The records on the Mobility/Adaptive Equipment tile may have a system generated note
and a user-entered note. The system generated notes are taken from the NJ CAT participant
responses. These are known as NJ CAT driven records.

e The Mobility/Adaptive Equipment tile may contain any number of records. For each record,
view the type of preference or restriction and a note. It is the system generated note that
you view on the Mobility/Adaptive Equipment tile for a record that includes the two types
of notes, system generated and user-entered.

Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 133
Application:  iRecord Version: 1.1



Eﬁ New Jersey Division of Developmental Disabilities

Mobility/Adaptive Equipment +

Cruiches z \I

* Requires crutches during certain tim...

Walker Z]

+ Occasionally needs assistance _
Wheelchair Tﬂ

* Uses motorized wheelchair for long d..

e For an NJ CAT driven record, the user cannot edit or delete the Type of Need or the system
generated notes.

e NJ CAT responses of the participant populate information on the tile. There is a system
generated note associated with such responses. For more information, refer to the table
below.

Type of Need System Notes

NJ CAT reference: #17 | NJ CAT response: 2
Walker/Crutches <Participant First_Name> <NJ CAT selection for #17>

NJ CAT reference: #18 | NJ CAT response: 1 or 2
Wheelchair/Electric <Participant First_Name Last_Name> uses <NJ CAT selection for
Scooter #19> or electric scooter at all times.

NJ CAT response: b orcord

NJ CAT reference: #31 | <NJ CAT selection for #31> - adaptive equipment has been used by
Walker/Crutches/Other | <Participant First_Name Last_Name> at any time in the last three
months.

To add a mobility or an adaptive equipment need

1. On the Mobility/Adaptive Equipment tile, cIick+ to add a mobility or adaptive need.
iRecord displays a New Mobility/Adaptive Equipment Need pop-up tile, shown below.
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®

New Mobility/Adaptive Equipment

i

Notes

v

2. Enter the appropriate details for the given fields. For more information, refer to the table.

Field

Description

Type of Need

L]

Select the participant's mobility or adaptive equipment need from the
drop-down list. The options are:

Select No Reported Needs for a participant that has not reported any
such criteria.
Mandatory/Optional: Mandatory

Crutches

Other

Walker

Wheelchair

No Reported Needs

Enter any notes within the text box.

Notes Mandatory/Optional: Mandatory
Maximum limit: 1000 characters
3. Click to save the details and close the New Mobility/Adaptive Equipment pop-up tile.
4. View the record on the Mobility/Adaptive Equipment tile.
5. Repeat the steps from 1 to 4 to add another record. The records are placed on the tile in the
alphabetical order of the type of need and then by the reverse chronological order.
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Note: The Type of Need drop-down list will not display No Reported Needs with an existing record on the
tile.

To edit a mobility or adaptive equipment need

1. On the Mobility/Adaptive Equipment tile, locate the record and click |Z’ An Edit
Mobility/Adaptive Equipment pop-up tile appears with the existing details, as shown
below.

* NJ CAT driven record

Edit Mobility/Adaptive Equipment

Crutches v

James walks independently with
crutches

N -

[James prefers crutches

b -

* Not driven by NJ CAT record
Edit Mobility/Adaptive Equipment

Wheelchair v

Uses motorized wheelchair for long
distances

o -

fu] v

2. Click Notes (user entered) text box to edit the notes (maximum limit of 1000 characters).
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3. click ¥ tosavethe changes and close the Edit Mobility/Adaptive Equipment pop-up tile.

4. View the edited record on the Mobility/Adaptive Equipment tile.

To delete a mobility or adaptive equipment need

1. On the Mobility/Adaptive Equipment tile, locate the record and click |Z’ View the Edit
Mobility/Adaptive Equipment pop-up tile.

* NJ CAT driven record

Edit Mobility/Adaptive Equipment

Crutches v

James walks independently with
crutches

N -

[James prefers crutches

b -

* Not driven by NJ CAT record

Edit Mobility/Adaptive Equipment

Wheelchair v

Uses motorized wheelchair for long
distances

o -

fu] v
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2. Click @ A confirmation message appears as shown below.

Are you sure you want to remove
Mobility/Adaptive Equipment need -
Wheelchair detail from James H. Harmony
record?

Note: You cannot delete an NJ CAT driven record.

W
3. Click and confirm delete.

4.4.5 Behavior/Sensory Needs

The Behavior/Sensory Needs tile records needs based on the participant's behavior or any
sensory issue.

You can add, modify or delete the information on this tile based on your user role. You do not
have the permission for an action with disabled or unavailable controls.

The figure below displays the position of the tile on the Safety & Supports tab in Demographics.

James Harmony Demographics Upload Documents m
1D : 101304 =
DOB : 7/28/1967 Y
County : Somerset Support Settings + Religious/Cultural Information
Program : Intenim (
ST Community = = Cultural
ssN:-mga0 B t « Requires additional support Z ] /| Non-verbal /I AsL « Will only visit female doctors
Medicaid ID: « = = = 2
Medicaid Type : Not Available Home ] || Limited verbal Religious
DDD Status : Eligible For DDD Services. + Needs minimal help in own home 1 + Attends church on sundays
Eligibility : Age FC Medicaid Work Primary Language: |English
[/ Spiritual
o ® L4 + Requires assistance or transportatio.. » The participant is very spintual
O EN =] Mobility/Adaptive Equipment + Behavior/Sensory Needs +
( Crutches Z Aggression : Others Z
+ James prefers crutches to move aro. + The participant bites others
Wheelchair Z Aggression : Self Z
+ James needs a wheelchair or additio. « The Participant Hits Self
Elopement Z
* Runs away or wanders off without notice
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Behavior/Sensory Needs Tile

e The Behavior/Sensory Needs tile displays No Information Available before you enter the

details or with unavailable participant information. Notice the A icon on the tile header

that informs the user of unavailable information.

& Behavior/Sensory Needs +

Mo Information Available

e The Behavior/Sensory Needs tile displays No Reported Behavior/Sensory Need for a
participant that has not reported any such requirements.

Behavior/Sensory Needs +

No Reported Behavior/Sensory Need.

e NJ CAT driven records refer to any record captured on the tile from the response of the

participant.

e Certain responses on NJ CAT generate a note, known as system generated notes. For more

information, refer to the table below.
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Type of Need

System Notes

NJ CAT reference :
#27 Al
Elopement

NJ CAT response: 1

<Participant Name> runs away or wanders off without you knowing

NJ CAT reference:
#27 A3
Behavior

NJ CAT response: 1
<Participant Name> eats or mouths inedible objects

NJ CAT reference:
#27 A4
Aggression - Self

NJ CAT response: 1

<Participant Name> scratches own body to the point of causing harm

NJ CAT reference:
#27 A5
Aggression - Self

NJ CAT response: 1
<Participant Name> hits his/her own body

NJ CAT reference:
#27 A6
Aggression - Self

NJ CAT response: 1
<Participant Name> hits his/her own face or head

NJ CAT reference:
#27 A7
Aggression - Self

NJ CAT response: 1
<Participant Name> bangs his/her head

NJ CAT reference:
#27 A8
Aggression - Self

NJ CAT response: 1
<Participant Name> bites self

NJ CAT reference:
#27 B3
Aggression - Others

NJ CAT response: 1
<Participant Name> hits or punches others

NJ CAT reference:
#27 B4
Aggression - Others

NJ CAT response: 1
<Participant Name> kicks others

NJ CAT reference:
#27 B5
Aggression - Others

NJ CAT response: 1
<Participant Name> uses objects to harm others
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NJ CAT reference:
#27 B6
Aggression - Others

NJ CAT response: 1
<Participant Name> bites others

NJ CAT reference:
#27 C3
Behavior

NJ CAT response: 1
<Participant Name> smears feces

NJ CAT reference:
#27 C7
Behavior

NJ CAT response: 1
<Participant Name> takes clothes off in public

NJ CAT reference:
#27 C8
Behavior

NJ CAT response: 1
<Participant Name> masturbates in public

NJ CAT reference:
#27 C9
Behavior

NJ CAT response: 1
<Participant Name> sexually touches others

NJ CAT reference:
#27 C10
Behavior

NJ CAT response: 1
<Participant Name> displays sexual predatory behavior

e The Behavior/Sensory Needs tile may contain any number of records. It is the system
generated note that you view on a record that includes the two types of notes, system
generated and user-entered.

Behavior/Sensory Needs +
Aggression : Self ﬁ
» Self-aggression especially when anxiou. _.
Elopement @ |
* Runs away of wanders off without infor... _
Fears/Phobias g
* Terrified of pink puppies

e Foran NJ CAT driven record, the user cannot edit or delete the Type of Need or the system
generated notes.
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To add a behavior or sensory need

1. On the Behavior/Sensory Needs tile, click + to add a behavior or sensory need. iRecord
displays a Behavior/Sensory Need pop-up tile, shown below.

&

New Behavior/Sensory Needs

Notes

v

2. Enter the appropriate details for the given fields. For more information on the fields, refer to
the following table.

Field Description

Select the participant's behavior or sensory need from the drop-down
list.
The options are:
e Aggression
e Behaviors
¢ Elopement
Type of Need » Fears/Phobias
* Interactions
e Sensory Issue
* No Reported Behavior/Sensory Need
Select No Reported Behavior/Sensory Need for a participant that has
not reported any such criteria.
Mandatory/Optional: Mandatory

Enter notes for the need within the text box.
Notes Mandatory/Optional: Mandatory
Maximum limit: 1000 characters
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Aggression

Target of Aggression

Select Aggression on the Type of Need drop-down list and view this
field.
Select the target of aggression from the drop-down list.
The options are:
o Self
e Others
Mandatory/Optional: Mandatory

Type of Aggression

With the selection of Target of Aggression, this field appears.
Select the type of aggression from the drop-down list. The options
depend on the selection of Self or Others above.

For Self, the options are:

* Bites Self
* Scratches Self
e Hits Self

For Others, the options are:

* Bites Others

e Grabs/Scratches Others

e Hits Others

e Kicks Others

¢ Uses Objects against Others
Mandatory/Optional: Mandatory

Behaviors

Type of Behaviors

Select Behaviors on the Type of Need drop-down list and view this
field.
The options are:
« Eats or mouths inedible objects
e Smears Feces
» Takes Clothes off in Public
e Masturbates in Public
¢ Sexually Touches Others
e Sexual Predatory Behavior
e Other
Mandatory/Optional: Mandatory
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Interactions

Type of Interactions

Select Interactions on the Type of Need drop-down list and view this

field.

The options are:

Adults (Same Sex)
Adults (Opposite Sex)
Children

Pets

Strangers

Other

Mandatory/Optional: Mandatory

Sensory Issue

Type of Sensory Issue

Select Sensory Issue on the Type of Need drop-down list and view
this field.
The options are:

L]

L]

Lights
Proximity/Touch
Scent

Sounds
Temperature
Other

Mandatory/Optional: Mandatory

3. Click

to save the details and close the Behavior/Sensory Needs pop-up tile.

4. View the record on the Behavior/Sensory Needs tile.

5. Repeat the steps from 1 to 4 to add another record. The records are placed in the

alphabetical order of the type of need and then in a reverse chronological order.

Note: The Type of Need drop-down list will not display No Reported Behavior/Sensory Need with an

existing record on the tile.
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To edit a behavior or sensory need

1. On the Behavior/Sensory Needs tile, locate the record that you want to edit and click |Z,
An Edit Behavior/Sensory Needs pop-up tile appears with the existing details (shown below
for Aggression).

Edit Behavior/Sensory Needs ®
Aggression v
Self v
Hits Self v

belf—agg ression especially when anxious
or excited

'@‘ v

2. Click the Notes (user entered) text box and edit the notes. You have a maximum limit of
1000 characters.

3. Click ¥ tosavethe changes and close the Edit Behavior/Sensory Needs pop-up tile.

4. View the edited record on the Behavior/Sensory Needs tile.

To delete a behavior or sensory need

1. On the Behavior/Sensory Needs tile, locate the record that you wish to delete. Click |Z, on
the same record and an Edit Behavior/Sensory Needs pop-up tile appears.

2. Click @ (bottom left of the pop-up tile). A confirmation message appears as shown below.
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Are you sure you want to remove
Behavior/Sensory Need - Aggression detail
from James Harmony record?

@

3. Click v and confirm delete.

4.5 Nutrition & Health

Nutrition & health tab categorizes the health related information of the participant.
Nutrition & Health displays the following tiles:

« Allergies

¢ Dietary

e Health Hazards/Concerns
« Self Care

4.5.1 Allergies

iRecord keeps a record of the participant allergies. It is maintained on Nutrition & Health tab, as
shown below. Your user role determines the permissions on the tile. Refer to User Privileges for
more information.

The figure below displays the Allergies tile on the Nutrition & Health tab.
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James Harmony Demographics Upload Documents m
1D : 101304 i
Age: 47 PERSONAL SAFETY & SUPPORTS HEALTH & NUTRITION EMPLOYMENT CONTACT
DOB : 7/28/1967
County : Somerset Dietary + Health Hazards/Concerns +
e . B Environmental 7 Food Prep (Diet) : Pureed Choking |
P * Allergic to dry erase board markers « All food must be pureed +NJ CAT driven note J
MedicaidID: = = = =
Medicaid Type : Not Available Food Z Special Diet Constipation
DDD Status : Eligible For DDD Services +Allergic to almonds, pecans , and gro.. » Hates peas, carrots, squash & many... « Foods with high salt content creates i.
Bty A."' :: ““:"“’ Medication Tube Fed Dehydration 7
« Pencillin « The participant is tube fed « Often does not remember to drink lig....

Self-Care

Adjusting Water Temperature
+ Take extra care when agitated

[N

Dressing
+ Has no problems in putting on or taki..

Dressing
+ Needs assistance getting dressed

=

Allergies Tile

o The Allergies tile displays No Information Available before you enter the details or with

unavailable information. There is a A icon on the tile header to notify you about this
status. You can also view the same status with the deletion of all participant allergies.

& Allergies +

No Information Available

o The Allergies tile displays No Reported Allergies for a participant that has not reported any
allergies. You can select this status from the Type of Need drop-down list.
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Allergies +

Mo Reported Allergies

e The Allergies tile may contain any number of records. A scroll bar appears on the right with

additional records.
Allergies +

Environmental z I
» Allergic to dry erase board markers
' ™y
Food 3
L Shrimps and need to identify others. . .
i R’
Food z
| » Allergic to almonds, pecans, and wal. .. )

To add an allergy

1. On the Allergies tile, click =+ to add a record. iRecord displays a New Allergy pop-up tile,
shown below.
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®
New Allergy

Notes

v

2. Enter the appropriate details for the given fields. For more information on the fields, refer to
the following table.

Field Description

Select the participant's type of allergy from the drop-down list.
The options are:

e Environmental

*  Food

Type of Allergy * Medication
* No Reported Allergies

Select No Reported Allergies for a participant that has no allergies or
has not reported any allergies.
Mandatory/Optional: Mandatory

Enter notes related to the selected allergy type.

You do not have to enter any notes for the No Reported Allergies
Notes option.

Mandatory/Optional: Mandatory

Maximum limit: 1000 characters

v
3. Click to save the details and close the New Allergy pop-up tile.
4. View the record on the New Allergy tile.

5. Repeat the steps from 1 to 4 to add another allergy record.
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Note: The Type of Allergy drop-down list will not display No Reported Allergies with an existing record on
the tile.

To edit an allergy

1. On the Allergies tile, locate the record that you want to edit and click |Z, An Edit Allergy
pop-up tile appears, as shown.

®
Edit Allergy

Environmental -

{}Allergic to dry erase board markers

] v

2. Click the Notes (user entered) text box to modify the allergy related note. You have a
maximum limit of 1000 characters.

3. click Y tosavethe changes and close the Edit Allergy pop-up tile.

4. View the edited record on the Allergies tile.

To delete an allergy

1. Onthe Allergies tile, locate the record that you want to delete. Click |Z, and an Edit Allergy
pop-up tile appears.

2. Click @ (bottom left of the pop-up tile). A confirmation message appears as shown below.
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Are you sure you want to remove Allergy -
Environmental detail from James H.
Harmony record?

v
3. Click and confirm delete.

4.5.2

Author:
Title:

Dietary

The participant may have dietary preferences or restrictions. The dietary needs of the
participant are managed on iRecord through this tile.

The permissions on the tile are based on the user role. Refer to User Privileges for more
information. The figure below displays the position of the tile on Nutrition & Health tab.

James Harmony Demographics Upload Documents

1D : 101304
Age: 47 SAFETY & SUPPORTS HEALTH & NUTRITION EMPLOYMENT CONTACT
DOB : 7/28/1967
County : Somerset Allergies Dietary
Program : Interim
Lo Environmental 7 Food Prep (Diet) : Pureed (7 Choking 7
ssh:ov-ga0 B [ « Allergic to dry erase board markers [ « All food must be pureed +NJ CAT driven note

MedicaidID: « = = =
Medicaid Type : Not Available
DDD Status : Eligible For DDD Services
Eligibility:  Age FC  Medicaid
-

=

4]

{' Special Diet

« Hates peas, carrots, squash & many... + Foods with high salt content creates |

Food
« Allergic to almonds, pecans , and gro..

Medication
+ Pencillin

N

Tube Fed
« The participant is tube fed + Often does not remember to drink lig....

Self-Care

Adjusting Water Temperature
+ Take extra care when agitated

(SN

« Has no problems in putting on or taki

Dressing
+ Needs assistance getting dressed

L Dressing

=

Dietary Tile

e The Dietary tile displays No Information Available and A icon on the tile header to inform
the user that the participant’s dietary information has not been provided.
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A Dietary +

Mo Information Available

e The Dietary tile displays No Reported Dietary Needs for a participant that has not reported

any dietary requirements.
Dietary +

No Reported Dietary Needs

e NJ CAT driven records refer to any record captured on the tile from the response of the
participant.

e Certain responses on NJ CAT generate a note, known as system generated notes. For more
information, refer to the table below.
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Type of Need System Notes
NJ CAT response: 1
NJ CAT reference : #30 (j) and NJ CAT response: 0
NJ CAT reference : <Participant First_Name> has not eaten any food by mouth in the last
#30 (i) 3 months.
Tube Fed NJ CAT reference : #30 (j) and NJ CAT response: 1
<Participant First_ Name> has eaten some food by mouth in the last 3
months.
NJ CAT reference: NJ CAT response: 1
#30 (n) <Participant First_Name> requires special food preparation such as
Food Prep - Diet pureed or chopped in the last 3 months.
NJ CAT reference: NJ CAT response: 1
#30 (o) <Participant First_Name> had some special dietary foods or
Special Diet restrictions in the last 3 months.

e The Dietary tile has a scroll bar to the right, when the records exceed the tile size.

Dietary 4

Food Prep (Diet) : Pureed @ I
+ All food must be pureed

o

Special Diet Z

» Hates peas, carrots, squash & bottle. .. _

Tube Fed g
- Soluble medication administered in t... )

e Itis the system-generated note that you view on the tile for a record that has both types of
notes (system-generated and user-entered).

To add a dietary need

1. On the Dietary tile, click + toadda dietary need. iRecord displays a New Dietary Need
pop-up tile, shown below.
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®
New Dietary Need

Notes

2. Enter the appropriate details for the given fields. For more information on the fields, refer to
the following table.

Field Description

Select the participant's dietary need from the drop-down list.
The options are:

¢ Food Prep-Diet

e Food Prep-Liquids

e Special Diet

e  Tube Fed

* No Reported Dietary Needs
Select No Reported Dietary Needs for a participant that has not

Type of Dietary Need

reported any such criteria.
Mandatory/Optional: Mandatory

Enter notes related to the dietary need within the text box.
Notes Mandatory/Optional: Mandatory
Maximum limit: 1000 characters

Food Prep - Diet

Select Food Prep - Diet on the Type of Dietary Need drop-down list

and view this field.

. Select the Type of Preparation from the drop-down list.

Type of Preparation .

The options are:
e Chopped

* Ground
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e Pureed
e Regular

Mandatory/Optional: Mandatory

Food Prep - Liquid

Select Food Prep - Liquids on the Type of Dietary Need drop-down
list and view this field.
The options are:

¢ Honey-Thick

* Nectar-Thick

e Pudding-Thick

* Thin/Regular

Type of Preparation

Mandatory/Optional: Mandatory

3. Click v to save the details and close the New Dietary pop-up tile.
4. View the record on the Dietary tile.
5. Repeat the steps from 1 to 4 to add another record. The records are placed in the

alphabetical order of the type of need, and then by the reverse chronological order.

Note: The Type of Need drop-down list will not display No Reported Dietary Needs with an existing
record on the tile.

To edit a dietary need

1. On the Dietary tile, locate the record and click |Z, An Edit Dietary pop-up tile appears with
the existing details.
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®
Edit Dietary Need

Food Prep (Diet) v

Pureed v

All food must be pureed

fu] v

2. Click the Notes text box and edit the notes. You have a maximum limit of 1000 characters.

3. Click v to save the changes and close the Edit Dietary Need pop-up tile.

4. View the edited record on the Dietary tile.

To delete a dietary need

1. On the Dietary tile, locate the record that you wish to delete. Click |Z’ and an Edit Dietary
pop-up tile appears.

2. Click ‘@ (bottom left of the pop-up tile). A confirmation message appears as shown below.

Are you sure you want to remove Dietary
need - Food Prep (Diet) : Pureed detail from
James Harmony record?

v x
. u" .
3. Click and confirm delete.
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4.5.3

Author:
Title:

e/

Health Hazards/Concerns

iRecord captures the health hazards or concerns of the participant.

The user role determines the permissions on the tile. Refer to User Privileges for more
information. The figure below displays the position of the tile on Nutrition & Health tab.

st s ramens | s
1D : 101304 .
Age: 47 SAFETY & SUPPORTS HEALTH & NUTRITION EMPLOYMENT CONTACT
DOB : 7/28/1967
o e Allergies Dietary Health Hazards/Concerns +
P"’“;“s: Fern o Environmental " | Food Prep (Diet) : Pureed [ choking |
it « Allergic to dry erase board markers * All food must be pureed *NJ CAT driven note J
Medicaid ID: « = & = > p
Medicaid Type : Not Available Food ‘ Special Diet 7] Constipation
DDD Status : Eligible For DDD Services. +Allergic to almonds, pecans , and gro.. « Hates peas, carrots, squash & many. « Foods with high salt content creates i
Eligibility:  Age FC  Medicaid (
P ° ° Medication Tube Fed Dehydration
« Pencillin « The participant is tube fed + Often does not remember to drink lig...

m I Self-Care

Adjusting Water Temperature
+ Take extra care when agitated

@
@

« Has no problems in putting on or taki

Dressing Z
+ Needs assistance getting dressed

L Dressing

Health Hazards/Concerns Tile

e The Health Hazards/Concerns tile displays No Information Available and & icon on the
tile header to inform the user that the participant's health hazards or concerns have not
been provided.

& Health Hazards/Concerns +

Mo Information Available

&

e The Health Hazards/Concerns tile displays No Reported Health Hazards/Concerns for a

participant that has not reported any health hazards or concerns.
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Health Hazards/Concerns

+

No Reported Health Hazards/Concerns

e NJ CAT driven records are those hazards or concerns captured directly on iRecord from the

participant's assessment response.

e Certain responses on NJ CAT generate a note, known as system generated notes. For more

information, refer to the table below.

Type of Need

System Notes

NJ CAT reference :

#30 (1)
Choking

NJ CAT response: 1

<Participant First_ Name> <NJ CAT Answer>

<Participant First_Name> has eaten some food by mouth in the last 3
months.

NJ CAT reference:

#10 (j)
Seizures

NJ CAT response: 1
<Participant First_Name> <NJ CAT Answer of #10(j)> and <NJ CAT Answer of
#10(k)>. <Participant's First_Name> <NJ CAT Answer of #10(l)>

NJ CAT reference:

#28 (d)
Swallowing
Disorder

NJ CAT response: 1
<Participant First_Name> <NJ CAT Answer>

NJ CAT reference:

#28 (c)
Bowel Impaction

NJ CAT response: 1
<Participant First_Name> <NJ CAT Answer>

Auth
Title:

Application:

e The Health Hazards/Concerns tile has a scroll bar to the right, when the records exceed the

tile size.
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Health Hazards/Concerns +
Choking g I
* NJ CAT driven note
| Constipation Z
» Foods with high salt content creates 1. .
Dehydration g
» Often does not remember to drink lig. .

e |tis the system-generated note that you view on the tile for a record that has both types of
notes (system-generated and user-entered).

To add a health hazard or concern

1. On the Health Hazards/Concerns tile, click + to add a health hazard or concern. iRecord
displays a New Concern pop-up tile, shown below.

®

New Concern

Notes

f
L.

v

2. Enter the appropriate details for the given fields. For more information on the fields, refer to
the following table.

Field Description

Select the participant's concern from the drop-down list.

Type of Concern The options are:
e Choking
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¢ Constipation

e Dehydration

e Falling

e Seizures

« Swallowing Disorder
e Other

* None

Select None for a participant that has not reported any such criteria.
Mandatory/Optional: Mandatory

Enter notes related to the hazard or concern within the text box.
With selection of None for Type of Concern, the box displays No
Notes Reported Health Hazards/Concerns.

Mandatory/Optional: Mandatory

Maximum limit: 1000 characters

3. click ¥ tosave the details and close the New Concern pop-up tile.
4. View the record on the Health Hazards/Concerns tile.
5. Repeat the steps from 1 to 4 to add another record. The records are placed in the

alphabetical order of the type of need, and then by the reverse chronological order.

Note: The Type of Need drop-down list will not display None with an existing record on the tile.

To edit a health hazard or concern

1. On the Health Hazards/Concerns tile, locate the record and click |Z, An Edit Concern pop-
up tile appears with the existing details.
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®
Edit Concern
Dehydration v
Often does not remember to drink
liquids

] v

2. Click the Notes text box and edit the notes. You have a maximum limit of 1000 characters.

3. click Y tosavethe changes and close the Edit Concern pop-up tile.

4. View the edited record on the Health Hazards/Concerns tile.

To delete a health hazard or concern

1. On the Health Hazards/Concerns tile, locate the record that you wish to delete. CIicklZ, to
display the Edit Concern pop-up tile with the existing information.

2. Click ‘@ (bottom left of the pop-up tile). A confirmation message appears as shown below.

Are you sure you want to remove the
Concern Dehydration detail from James
Harmony record?

v x
. u" .
3. Click and confirm delete.
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4.5.4 Self-Care

Self-care refers to the needs for the general well-being of an individual. iRecord manages the
self-care needs of the participant on the Self-Care tile. Your user role determines the
permissions on the tile. Refer to User Privileges for more information.

The figure below displays a sample Self-Care tile on the Nutrition & Health tab.

s s s | s
1D : 101304
Age: 47 SAFETY & SUPPORTS HEALTH & NUTRITION EMPLOYMENT CONTACT
DOB : 7/28/1967 =
oty Sorindt Allergies + Dietary Health Hazards/Concerns +
P’“';‘;’: e . Environmental Food Prep (Diet) : Pureed Choking 7 |
T « Allergic to dry erase board markers « All food must be pureed « NJ CAT driven note J
Medicaid ID : = = = 4 b
Medicaid Type : Not Availabie Food ‘ Special Diet Constipation
DDD Status : Eligible For DDD Services « Allergic to almonds, pecans , and gro.. » Hates peas, carrots, squash & many... « Foods with high salt content creates i
Eligibility:  Age FC  Medicaid Medication Dehydration
o . L4 « Pencillin ] « The participant is tube fed + Often does not remember to drink lig.... a
o) El =] Self-Care +
Adjusting Water Temperature
« Take extra care when agitated
Dressing Z
« Has no problems in putting on or taki

Dressing Z
+ Needs assistance getting dressed

Self-Care Tile

e The Self-Care tile displays No Information Available and A icon on the tile header before
the user enters any details or with unavailable self-care information. The tile reverts to the
same status with delete of all the self-care needs.

A Self-Care +

I%D Information Available
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e The Self-Care tile displays No Reported Self-Care Needs for a participant that does not have
any self-care needs. The user must select this status from the Type of Need drop-down for a
participant that has not reported any self-care needs.

Self-Care +

Mo Reported Self-Care Needs

e The records on the Self-Care tile may have a system generated note and a user-entered

note. The system generated notes are taken directly from the NJ CAT participant responses.
These are known as NJ CAT driven records.

e Certain responses on NJ CAT generate a note, known as system generated notes. For more
information, refer to the table below.
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Type of Need

System Notes

NJ CAT reference : #26 A (12)
Adjusting Water Temperature

NJ CAT reference : #26 A (11)
Blowing Nose

NJ CAT reference : #26 A (3)
Chewing & Swallowing

NJ CAT reference : #26 A (2)
Drinking on Own

NJ CAT reference : #26 A (1)
Feeding Self

NJ CAT reference : #26 A (4)
Toileting —Bladder

NJ CAT reference : #26 A (5)
Toileting — Bowel

NJ CAT reference : #26 C (5)
Using Microwave

NJ CAT reference : #26 C (4)
Using Stove

NJ CAT reference : #26 A (8)
Washing Hands

NJ CAT response: 0

<Participant First_Name> <NJ CAT Answer> : <Type of Need>
Example: James has not done (had no opportunity or is not
able): Blowing Nose.

NJ CAT response: 1

<Participant First_Name> needs <NJ CAT Answer> for <Type
of Need>

Example: James needs lot of assistance (requires lots of
hands on) for Using Stove.

NJ CAT response: 2

<Participant First_Name> needs <NJ CAT Answer> for <Type
of Need>

Example: James needs Mainly supervision (requires mainly
verbal prompts) for Washing Hands.

NJ CAT response: 3

<Participant First_Name> is <NJ CAT Answer> while <Type of
Need>

Example: James is independent (starts and finishes without
prompt or help) while Feeding Self.

e The Self-Care tile may contain a single record or multiple records. For each record, view the

type of need and the need-related note. It is the system generated note that you view on

the Self-Care tile for a record that includes both types, system generated and user-entered

notes.
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Self-Care +

Adjusting Water Temperature g I
* NJ CAT driven note
p. -
Dressing g
.+ Needs assistance getting dressed
Drinking on own g
* Manages drinking on own but require. .

L =

e For an NJ CAT driven self-care record, you cannot edit or delete the Type of Need and/or
system generated notes.

To add a self-care need

1. On the Self-Care tile, click+ to add a self-care record. iRecord displays a New Self-Care
Need pop-up tile, shown below.

®
New Self-Care Need

Notes

i
b

v

2. Enter the appropriate details for the given fields. For more information on the fields, refer
the following table.

Field Description

Select the appropriate need of the participant from the drop-down
Type of Need list. The options are:
e Adjusting Water Temperature
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¢ Blowing Nose

¢ Chewing & Swallowing
e Dressing

e Drinking on own

e Feeding Self

e Toileting - Bladder

* Toileting - Bowel

¢ Using Microwave

¢ Using Stove

e Washing Hands

* No Reported Self-Care Needs

Select No Reported Self-Care Needs for a participant that does not
have any self-care needs.
Mandatory/Optional: Mandatory

Enter any appropriate notes for the selected type of need within the
text box.

Notes You do not have to enter any notes for the No Reported Self-Care
Needs option.
Mandatory/Optional: Mandatory

Maximum limit: 1000 characters

3. click ¥ tosave the details and close the New Self-Care Need pop-up tile.
4. View the record on the Self-Care tile.

5. Repeat the steps from 1 to 4 to add another self-care need.

Note: The Type of Need drop-down list will not display No Reported Self-Care Needs with an existing
need on the tile.

To edit a self-care need

1. On the Self-Care tile, locate the record that you want to edit and click |Z, An Edit Self-Care
Need pop-up tile appears according to the following two conditions:

* NJ CAT driven record
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®

Edit Self-Care Need

Adjusting Water Temperature v

James needs Mainly supervision for
Adjusting water temperature

L. -

Take extra care when agitated

%, A

e Not driven by NJ CAT record
Edit Self-Care Need

Dressing v

Has no problems in putting on or
taking off clothes

@‘ v

2. Click the Notes (user entered) text box and add or modify the notes. You have a maximum
limit of 1000 characters.

Note: You cannot edit the Type of Need or the system generated Notes. You cannot leave the user
entered Notes blank for a record not driven by NJ CAT.

3. Click d to save the changes and close the Edit Self-Care Need pop-up tile.

4. \View the edited record on the Self-Care tile.
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To delete a self-care need

1. Onthe Self-Care tile, locate the record and click |Z, An Edit Self-Care Need pop-up tile
appears according to the following two conditions:

* NJ CAT driven record

®

Edit Self-Care Need

Adjusting Water Temperature v

James needs Mainly supervision for
Adjusting water temperature

L. -

Take extra care when agitated

L A

* Non-NJ CAT driven record
Edit Self-Care Need

Dressing v

Has no problems in putting on or
taking off clothes

] v

2. Forarecord not driven by NJ CAT, click @ A confirmation message appears as shown

below.
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Are you sure you want to remove Self-Care
Need - Dressing detail from James H.
Harmony record?

Note: You cannot delete an NJ CAT driven record.

3. Click v and confirm delete.

4.6 Employment

Employment tab categorizes the employment related information of the participant.
Employment displays the following tiles:

¢ Employment History
* Pathway Assessment
e Voting

4.6.1 Employment History

iRecord has an option that captures the participant's current employment and the employment
history, if applicable. Your user role determines the permissions on the tile. Refer to User
Privileges for more information.

The figure below displays the Employment History tile on the Employment tab.
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James Harmony Demographics Plans = Upload Documents m
1D : 101304 -
Age : 47 | PERSONAL MEDICAL SAFETY & SUPPORTS HEALTH & NUTRITION EMPLOYMENT CONTACT

DOB : 7/28/1967
Employment History Voting

County : Somerset
Program : Interim
SSN:-v.6390 (B
Medicaid ID : =
Medicaid Type : Not Available
DDD Status : Eligible For DDD Services
Eligibility : Age FC Medicaid
- - L

Acme Computers
09/10/2014 - Present
Administrative Assis... @ $20.00/hr

Employed 7
06/22/2015

g to vote?
Do you want to register?
Planning to vote?
Need supports when voting?

AtoZ Education
01/15/2013 - 08/31/2014
Data Entry @ $17.00/hr

©®®®0
[oNeNONOR ;

(@l @) ET 2]

Employment History Tile

e The Employment History tile displays No Reported Employment History for a participant
that does not have any employment records or unavailable information, as shown.

Employment History +

No Information Available

e The Employment History tile displays each employer as an individual record.
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Employment History +

Acme Computers @ I
09/10/2014 - Present
Administrative Assis... @ $20.00/hr

- E
AtoZ Education E
01/15/2013 - 08/31/2014
Data Entry @ $17.00/hr

L o

e  With multiple employment records, the employers are listed in chronological order of their
end dates.

To add an employment record

1. On the Employment History tile, click =+ iRecord displays an Employment Information
pop-up tile, shown below.
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Employment Information
[ Company Name ]
|‘ Industry Type v J
[ Role/Title ]

[ Start Date ][ End Date ]Presenﬂj

Wages & Benefits

perweek@ $00.00 [ Wage... |v|

Benefits () 401k/Retirement ()
Address
( Address )
[ Address Line 2 ]
( City )
| New Jersey v Zip )
[ B
(Notes |
v

2. Enter the appropriate details for the given fields. For more information on the fields, refer to
the following table.
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Author:
Title:

Application:

Field

Description

Company Name

Enter the name of the company or individual employing the
participant.
Mandatory/Optional: Mandatory

Industry Type

Select the appropriate industry of the company or individual from the
drop-down list.

You can also filter the list by entering search criteria within the text
box.

Mandatory/Optional: Mandatory

Role/Title

Enter the role or job title of the participant at the company.
Mandatory/Optional: Mandatory

Start Date

Enter the start date of employment.

or

Select the start date from the pop-up calendar controls.
Mandatory/Optional: Mandatory

End Date

Enter the end date of employment

or

Select the end date from the pop-up calendar controls.
Leave the field blank for current employment.

In all other cases, this field is mandatory.

Present

Select the check box to indicate that the participant is currently
employed at this position.
For current employment, it is mandatory to select the check box.

Wages & Benefits

Hours

Enter the total number of hours worked per week within the text box.
Mandatory/Optional: Mandatory

Enter the wages in dollars within the text box. The format allows up
to two decimal units.
Mandatory/Optional: Mandatory

per unit

Select the wage units from the list box. The options are:
e perhour

DDD IT Department
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e per week

e per month

* peryear
Mandatory/Optional: Mandatory

Benefit Select the check box to indicate that the employment included health
enefits
benefits.

. Select the check box to indicate that the employment included 401K
401K/Retirement . )
or retirement benefits.

Address

Add Enter the first line of the employer's address within the text box.
ress
Mandatory/Optional: Mandatory

. Enter the second line of the employer's address within the text box.
Address Line 2 ] ]
Mandatory/Optional: Optional

Enter the city of the employer's location within the text box.

Cit
y Mandatory/Optional: Mandatory

Enter the state of the employer's location within the text box.

State By default, New Jersey is selected.
Mandatory/Optional: Mandatory

21p Enter the ZIP of the employer's location within the text box.
Mandatory/Optional: Mandatory

Count Select the county for an NJ location of the employer.

oun
y Select Out of State for a location outside NJ.

Enter any employment-related notes for the participant.

Notes Mandatory/Optional: Optional

Max limit: 5000 characters

3. Click ul . iRecord verifies the address with the USPS web server and displays the address
options. A sample is shown below.
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Address

[Michael Mccoristin

[ Address Line 2

[Hamilton

. New Jersey | v [DBGQD

R S S . T W

| Atlantic v

Recommended Address

(o
@

1 MICHAEL MCCORRISTIN RD , I
HAMILTON , NJ , 08690 , MERCER

2 MICHAEL MCCORRISTIN RD
HAMILTON , NJ , 08690 , MERCER

MICHAEL MCCORRISTIN RD
HAMILTON , NJ , 08690 , MERCER

MICHAEL MCCORRISTIN RD
HAMILTON , NJ , 08690 , MERCER

MICHAEL MCCORRISTIN RD
HAMILTON , NJ , 08690 , MERCER

— Ir'“‘\ Fa—

O

() Override Address

Quick learner. Very comfortable at the
workplace.

] v
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4. Select the appropriate address from the Recommended Address options.
or
Select the Override Address option to retain the entered address.

5. Click ¥ .

6. View the record on the Employment History tile.

To edit an employment record

1. Onthe Employment History tile, locate the record that you want to edit and click |Z, An
Employment Information pop-up tile displays with the existing details.

2. Edit the field on the pop-up tile. For more information, refer to the preceding table.
3. click ¥ .

4. View the edited record on the Employment History tile.

To delete an employment record

1. On the Employment History tile, locate the record that you want to delete and click |Z’ An
Employment Information pop-up tile displays with the existing details.

2. Click @ on the bottom left of the tile. A confirmation message appears as shown below.

Are you sure you want to remove this entry
from James H. Harmony record?

v x
. vy .
3. Click and confirm delete.
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4.6.2 Pathway Assessment

The Pathway Assessment tile is used to determine where a participant is on their pathway to
employment. The pathway information needs to be captured before plan approval. Your user
role determines the permissions on the tile. Refer to User Privileges for more information.

The figure below displays the position of the Pathway Assessment tile on the Employment tab.

James Harmony

1D : 101304
Age: 47
DOB : 7/28/1967
County : Somerset Voting
Program : Intenim ‘

EMPLOYMENT CONTACT

Acme Computers Employed
09/10/2014 - Present 06/22/2015 g tovote?
Administrative Assis... @ $20.00/hr

SSN:-v.6390 B
Medicaid ID : = «
Medicaid Type : Not Available Do you want to register?
DDD Status : Eligible For DDD Services AtoZ Education Planning to vote?
Eligibility: ~ Age  FC  Medicaid 01/15/2013 - 08/31/2014 Need supports when voting?
- - L Data Entry @ $17 00/hr

(@l 0 ET 2]

Pathway Assessment Tile

o The Pathway Assessment tile displays No Reported Pathway Assessment and A icon (on
tile header) when information is unavailable, as shown below.

& Pathway Assessment +

No Information Available
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e Prior to approving any plan, it is required to complete the pathway assessment. You cannot
change a plan status to R (Review) without completing a Pathway Assessment within the last
30 days (approximately once a year).

e The Participant tile on Left Navigation displays a red status indicator for a plan in W (Work-
in-Progress) or RV (Revision) status and pathway assessment that has not been completed
within the last 30 days.

e The Pathway Assessment tile displays the pathway name and the completion date, as

shown.
Pathway Assessment +
Employed @
06/19/2015

e When there are multiple pathway assessment records, they are displayed in the reverse

chronological order.

To add pathway assessment

1. On the Pathway Assessment tile, click =+ iRecord displays an Add Pathway Assessment
pop-up tile, shown below.
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Add Pathway Assessment

2. Enter the appropriate details for the given fields. For more information on the fields, refer to
the following table.

Field Description

Select the pathway assessment from the drop-down list.
The options are:
¢ Employed
Path Selection * Unemployed - Experience/Training
* Unemployed - No Experience/Training
¢ Unemployed - Not Pursuing

Mandatory/Optional: Mandatory

Employed

Select Employed on Path Selection and view the following fields.

Select the appropriate Yes or No radio button for the following
queries:

e Making enough money...?

(Are you making enough money to meet your living

Queries expenses?)
e Working the hours you want...?

(Are you working the amount of hours you want to work

during the week?)
e Satisfied with the job...?
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Hover d
each.
Mandat

(Are you happy/satisfied with the job you have?)
Want to stay with this job...?

(Do you want to stay where you are working now?)
Get to try different tasks...?

(Do you get the opportunity to try all the different jobs/tasks
you'd like at work?)

Happy with employment services...?

(Are you happy with the employment services you are
currently receiving/SE provider?)

Happy with the job coach...?

(Are you happy with the job coach?)

isplays the complete query, in the parentheses above for

ory/Optional: Mandatory

Select from jobs
currently employed
at:

Select the current employer(s) via the check box(es) on the drop-

down list options.

You may have more than one selection.

Mandat

ory/Optional: Mandatory

Or add new employer
information

Click + to add new employer information.

The Employment Information pop-up appears. Follow the steps in To

add an employment record.

Notes

Enter any notes that add information to the selected path.

Mandat

ory/Optional:-Optional

Unemployed - Experience/Training

Select Unemployed - Experience/Training on Path Selection and view the following fields.

Select the appropriate Yes or No radio button for the following

queries:

Know what kind of desired job...?
(Do you know what kind of job you want?)

Queries * Applied for jobs...?
(Have you applied for any jobs?)
* Hasaresume...?
(Do you have a resume?)
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Hover displays the complete query, in the parentheses above for

each.

Mandatory/Optional: Mandatory

Notes

Enter any notes that add information to the selected path.
Mandatory/Optional: Optional

Unemployed - No Experience/Training

Select Unemployed - No Experience/Training on Path Selection and view the following fields.

Select the appropriate Yes or No radio button for the following

queries:

Want to learn a new skill...?

(Do you want to learn a new skill?)

Thought about what you're good at...?

(Have you thought about something you are really good at
and how that could become a job or business for you?)
Know what you need for employment...?

(Have you thought about what information you need in order
to help you consider employment?)

Will life change if you have more money...?

(Have you thought how your life might change if you had
more money to spend on things you want?)

Queries « Will life change if you're more involved...?
(Have you thought how your life might change if you were
more involved with the community?)
¢ Would you like to get paid to work...?
(Would you like to get paid to do work in the community?)
e Taken work-related training or classes...?
(Have you ever taken work-related training, education, or
classes?)
e Had any job experiences...?
(Have you had any job experiences in school or as an adult?)
Hover displays the complete query, in the parentheses above for
each.
Mandatory/Optional: Mandatory
Notes Enter any notes that add information to the selected path.
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Mandatory/Optional: Optional

Unemployed - Not Pursuing

Select Unemployed - Not Pursuing on Path Selection and view the following fields.

Select the reason for not pursuing employment from the drop-down
list.
The options are:
* Retirement (65+): This option is available once a participant is
Reason for Not
Pursuing above 65.
*  Medical
* Behavioral
e Other
Mandatory/Optional: Mandatory
Notes Enter any notes that add information to the selected path.
Mandatory/Optional: Mandatory
3. click ¥ .

4. View the path selected on the Pathway Assessment tile.

To edit pathway assessment

1. On the Pathway Assessment tile, click |Z, and view the Edit Pathway Assessment pop-up
tile with the populated details.

Note: The z, icon appears only on the most recent pathway assessment.
2. Edit the field on the pop-up tile. For more information, refer to the table in add pathway

assessment.

3. click ¥ .

4.6.3 Voting

iRecord captures the voting preferences of the participant.
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You can view the Voting tile on the Employment tab. Your user role determines the permissions
on the tile. Refer to User Privileges for more information.

James Harmony

1D: 101304
Age: 47
DOB : 7/28/1967

County : Somerset Fenploymen: History
Program : Interim
SSN:v-.6300 B
MedicaidID: = « = =
Medicaid Type : Not Available
DDD Status : Eligible For DDD Services
Eligibilty:  Age FC  Medicaid
L - Ld

EMPLOYMENT CONTACT

Voting

Acme Computers [/
09/10/2014 - Present
Administrative Assis... @ $20.00/hr

Employed 7
06/22/2015

Registered to vote?

Do you want to register?
Planning to vote?

Need supports when voting?

AtoZ Education
01/15/2013 - 08/31/2014
Data Entry @ $17 00/hr

©®®®0
000O®¥

Voting Tile

e Voting displays & icon on the tile header when information is unavailable, as shown. This
informs the user with the appropriate permission that the voting preferences of the
participant need to be recorded.

& Voting

Yes No
Registered to vote? O O
Planning to vote? O O

e Hover on the label to view the complete question on a tooltip.
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To add or modify voting preferences

1. On the Voting tile, select the appropriate radio button(s) using the following table for
reference.

Field Description

Select the appropriate radio button that indicates the participant's
Registered to vote? voting registration.
Mandatory/Optional: Mandatory

This field appears with the No option for Registered to vote?

Do you want to Select the appropriate radio button that indicates the participant's
register? willingness to register to vote.

Mandatory/Optional: Mandatory

Select the appropriate radio button that indicates whether the
Planning to vote? participant plans on voting.
Mandatory/Optional: Mandatory

This field appears with the Yes option for Planning to vote?
Need supports when | Select the appropriate radio button that indicates whether the
voting? participant needs supports for voting.

Mandatory/Optional: Mandatory

2. A confirmation message appears, as shown, after the selection of the available radio
buttons.

Do you want to save your edits?

v x
3. Click ul to save.
Note: The & icon clears with record of voting information.
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4.7 Contact

New Jersey Division of D

Contact tab categorizes the contact related information of the participant.

Contact displays the following tiles:

« Contacts (on Left Navigation)

¢ Name

» Contact Info
* Residential Address
e Mailing Address

* More Info

 Emergency Contact
« Contact Attributes

The following figure displays the Contact tab.

James Harmony

1D : 101304
Age : 47
DOB : 7/28/1967
County : Somerset
Program : Interim

Medicaid ID :
Medicaid Type : Not Available

Eligibllty:  Age  FC
.

Contacts

SSN:vv.=.ga90 B

DDD Status : Eligible For DDD Services

ElRIEIE]

‘Thomas Smith : Other

Demographics

Plans =

MEDICAL

Upload Documents

SAFETY & SUPPORTS HEALTH & NUTRITION

Contact Info

EMPLOYMENT CONTACT

Residential Address

|
e
|
|

|
J
|
|
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|| Legal Guardian || Inactive
W/ HIPAA | | Assessment

(Rosy ) Home ~ [965.245.1236 66 State Route 36
u —) L
( Middile ][ suffix Cell - [412.569.9784 ) ( Address Line 2 )
{Fowler ) Work -~ (732.747.3577 ) [Eatontown )
E-mail {rosy.ﬂower@ab(.(um \\ NJ 07724 Monmouth
Mailing Address () same More Info Emergency Contact
| Po Box 32 ] Gender [Female J\ 4 Emergency Contact
> 2 Thomas Smith - Other
( Address Line 2 | Contact Type - | Biological Mother J Rosy Fowler  Biological Mother
B - Tony Brown - Friend
{’Eamnmwn ] @ Priorky
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4.7.1 Contacts Navigation

iRecord maintains a tile interface for quick navigation of the contacts of the participant. It
appears on the left navigation of the Contacts tab with the Contacts tile header. The

permissions on the tile depend on your user role.

James Harmony I Demographics Upload Documents m
1D : 101304
Age: 47 SAFETY & SUPPORTS HEALTH & NUTRITION EMPLOYMENT CONTACT
DOB : 7/28/1967
County : Somerset Name Contact Info Residential Address
Program : Interim . —
SSN: w500 @B [Rosy ) Home - [(965.245.1236 ) (66 state Route 36 )
Mochonic )4 ([ Middie | [ suffix Cell- [412.569.9784 ) ( Address Line 2 ]
Medicaid Type : Not Available = —— : £
DDD Status : Eligible For DDD Services [Fowler ) Work~ (732.747.3577 ) [Eatontown ]
Eligibility : Age FC Medicaid — — ~ — —
Y E-mail - [rosy.flower@abc.com ) [N‘ 07724 J ﬁdonmoulh
Mailing Address () same More Info Emergency Contact
S S| (rosox32 ) Gender - (Female ) 4 Emergency Contact
= ' Thomas Smith - Other
( Address Line 2 | Contact Type = [Biological Mother ) Rosy Fowler - Biological Mother
Thomas Smith : Other - S—————— Tony Brown * Friend
(Eatontown ) & priority
(N (07724 )
t Rosy Fowler : Biological Mother
Contact Attributes
‘ Tony Beown - Fdand J || Legal Guardian || Inactive
{ l | HIPAA

Contacts Tile

o The Contacts tile displays each contact and their relationship with the participant. View the
emergency contacts before the other contacts. The tile lists the emergency contacts in their
priority order followed by the other contacts in the alphabetical order of their last name.
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r ~
Contacts Ej

John Harmony : Brother

Tony Harmony : Biclogical Father

Frida Doe : Doctor

Matheny School : Agency

New Contact

. =’
[ o

e C(Click the appropriate contact and view the details on the Contacts tab.

e C(Click + button to add a new contact for the participant. The button now displays New
Contact. Save the name and the button changes to the name of the contact. Once you save
the Contact Type, the relationship also appears on the button.

Note: You cannot add a new contact when the tile displays a New Contact button.

e Click @ to print a report that contains the details of all the contacts for the participant.

4.7.2 Name

The Name tile records the name of the contact

The figure below displays a blank Name tile. By default, you will always find the name details of
the contact on this tile. The following table discusses the controls on the Name tile.
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Name
"Rosy ]
Middle ] [ Suffix
LN r
'Fowler ]
Field Description

Add, view or modify the photograph of the contact. View a default
image without a photograph.

Click the icon on the bottom right of the default image or
photograph to add or modify a photograph.
Mandatory/Optional: Optional

View or modify the first name of the contact.

. Click the text box and the controls appear for you to modify the first
First Name
name of the contact.

Mandatory/Optional: Mandatory

Add, view or modify the middle name of the contact.

Click the text box and the controls appear for you to modify the
middle name of the contact.

Mandatory/Optional: Optional

Add, view or modify the suffix of the contact.
Jr. represents Junior and Sr. represents Senior.
Click the box and view the controls with the suffix options. The
Suffix options are:
e Junior
e Senior
Mandatory/Optional: Optional
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View or modify the last name of the contact.

Click the text box and the controls appear for you to modify the last
name of the contact.

Mandatory/Optional: Mandatory

Last Name

To add a photograph

The instructions below discuss the procedure for adding a photograph for a contact. The
procedure is the same for changing the photograph. Here, we discuss the scenario for the
Windows desktop OS (Operating System). The procedure is not very different, if using a different
system.

1. Click the icon on the bottom right of the default image or photograph, as shown, to add
or modify a photograph.

Name

:Rosy ]

Middle J[ Suffix

LY

;Fowler J

2. The controls appear to upload a photograph, as shown below. Click the Browse... button.

Select the Image

Browse...

x

3. Choose File to Upload dialog box appears (Windows desktop OS) for you to upload the
appropriate photograph file.
For other systems, the appropriate upload controls appear for you to select the picture file.
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(=2 Choose File to Upload |25+
@Qvl » Libraries » Pictures » Sample Pictures v | 5 | | Search Sampl pel |
Organize ¥ New folder =~ 0 @

X Favorites ~ Pictures library Sngely: Pl =
Bl Desktop Sample Pictures ;

& Downloads

| Recent Places

—_——
3 Libraries
"= Documents 2

J\ Music Chrysanthemum. Desert.jpg Hydrangeas.jpg Jellyfish.jpg Koala.jpg Lighthouse,jpg Penguins.jpg
=/ Pictures Jrg
E Videos

1% Computer N
&, Local Disk (C:)

& Forms (\\ddd-co Tulips.jpg
® jecherian (\\ddd-
9 1S (\ddd-co-fpl]

V' video (ddd-co-fr ™

File name: ~  [AllFiles ) -

[ Open ] [ Cancel l

4. View Select the Image controls shown below. The controls include a simple editing tool that
allows you to crop the image. By default, the selection is 100 * 100 pixels from the top left
of the image. Click and drag the square selection to the choice of area on the photograph.
You can also drag the corners for a larger square.
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Select the Image

Please select which part of the
uploaded image you wish to use.

v X
h »

5. click ¥ .iRecord resizes the photograph to 250 Kb, when greater.

6. View the new photograph on the Name tile.

4.7.3 Contact Info

The Contact Info tile records the contact phone numbers of the contact.
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The figure below displays the Contact Info tile. The following table discusses the fields within
the tile.

Contact Info

Home : | Home Phone |

Cell -

Cell Phone |

Work © | Work Phone |

E-mail : |/ E-mail Address |

Field Description

Add, view or modify the home phone number of the contact.

H Click the text box and the controls appear for you to add or modify
ome

the home phone number of the contact.

Mandatory/Optional: Mandatory

Add, view or modify the cell phone number of the contact.

cell Click the text box and the controls appear for you to add or modify
e

the cell phone number of the contact.

Mandatory/Optional: Optional

Add, view or modify the work phone number of the contact.
Work Click the text box and the controls appear for you to add or modify
the work phone number of the contact.

Mandatory/Optional: Optional

Add, view or modify the email address of the contact.

E-mail Click the text box and the controls appear for you to add or modify
-mai

the e-mail address of the contact.

Mandatory/Optional: Mandatory

4.7.4 Residential Address

The Residential Address tile records the home address of the contact.
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/|
The figure below displays the Residential Address tile. The following table discusses the fields
within the tile.
. B
Residential Address
736 ESTATES BLVD )
Address Line 2 )
MERCERVILLE |
N |[08619 | (Mercer ]
h 4

To add the residential address

1. Click any of the text boxes within the Residential Address tile and the controls appear, as
shown below.

Address

Address Line 2

City

New Jersey v [ Zip

Not Answered :

v b

2. Enter the details within the respective fields. For more information, refer to the table below.

Field Description

Enter the first line of the contact's address.

Address )
Mandatory/Optional: Mandatory
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. Enter the second line of the contact's address.

Address Line 2 ) .
Mandatory/Optional: Optional

Cit Enter the city of the contact's address.

i
y Mandatory/Optional: Mandatory

New Jersey is the default state.

State For any other state, select the state from the drop-down list.
Mandatory/Optional: Mandatory

1P Enter the ZIP of the contact's address.
Mandatory/Optional: Mandatory
Select the county from the drop-down list.

County .
Mandatory/Optional: Mandatory

3. Click d . An address verification process takes place with the USPS web service. Based on

this verification, view the suggested options or an Override Address option.

4. Select the appropriate address from the Recommended Address option(s).
or
Select the Override Address option to retain the entered address.

5. click ¥ .

6. View the address on the Residential Address tile.

To edit the residential address

1. Click any text box and the inline controls appear.
2. Modify the field that you wish to modify and/or any other associated field(s).

3. Follow the steps from 3 to 6 for addition of a residential address.

4.7.5 Mailing Address

The Mailing Address tile records the mailing address of the contact. It is possible that the
mailing address is the same as the residential address. In such a case, the mailing address is a
duplicate of the residential address.
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The figure below displays the Mailing Address tile.

Mailing Address () same

[an RUCKMAN RD

[ Address Line 2 :
[HILLSDALE
(N | (07642 ]

B

To add the mailing address

e For a mailing address identical to the residential address, click the Same check box on the
right of the tile header. The fields are populated with the respective details of the
Residential Address tile.

To enter an address, follow the instructions for addition of the residential address.

4.7.6 More Info

The More Info tile records any additional details of the contact.

The figure below displays the More Info tile. The following table discusses the fields within the
tile.

To add more information of the contact

e Enter the details for the respective fields using the table below, for reference.

Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 195
Application:  iRecord Version: 1.1



’B New Jersey Division of Developmental Disabilities

More Info

Gender : r Gender

Contact Type : r Contact Type
LY

Field Description

Select the gender of the contact from the drop-down list.

Gender . .

Mandatory/Optional: Optional

View the relationship of the contact to the participant from the
Relationship drop-down list.

Mandatory/Optional: Optional

4.7.7 Emergency Contact

iRecord maintains the emergency contact(s) of each participant. In case of more than one
emergency contact, a priority number is assigned to them. The highest priority contact has a
priority number of 1. On all tiles, the emergency contacts are listed with the highest priority on
top of the list and then in decreasing priority.

The figure below displays the Emergency Contact tile on the Contacts tab.
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s s s
Age : 47 HEALTH & NUTRITION EMPLOYMENT CONTACT
DOB : 7/28/1967
Colidy S Name Contact Info Residential Address
Program : Interim B s
SSN:-=_gag0 (B [Rosy ) Home - [965.245.1236 ) (66 State Route 36 )
Medicaid 1D : =% = (" Middie ) suffix | Cell- (412.569.9784 ) ( Address Line 2 )
Medicaid Type : Not Available = - \ /
DDD Status : Eligible For DDD Services | Fowler 1 Work = (732.747.3577 ) [Eatomown |
Eligibllity :  Age FC  Medicaid : — S ——————
. . . E-mail {rosy.ﬂower@ab(4(om ) fNJ f07724 [Monmoulh
Mailing Address () same More Info Emergency Contact
Eri @| (osox3z ) Gender - (Female ) 4 Emergency Contact
b > 2 Thomas Smith - Other
(. Address Line 2 | Contact Type - | Biological Mother ‘ Rosy Fowler - Biological Mother
Thomas Smith : Other e — Tony Brown - Friend
| Eatontown |
N @7724 ]
Rosy Fowler : Biological Mother &
O Contact Attributes
Tony Brown : Friend (| Legal Guardian (| tnacti
+ I/ HIPAA | | Assessment
" Informant

Emergency Contact Tile

o Aselected Emergency Contact check box indicates that the contact is an emergency
contact.

o The display box lists the active emergency contacts in decreasing priority order.

Note: An emergency contact with the Inactive contact attribute is not listed in the display box.

To add an emergency contact

1. For an existing contact, select the appropriate contact from the Contacts tile on the left
navigation.
For a new contact, add the Name tile details.

2. Select the Emergency Contact check box on the Emergency Contact tile.
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Emergency Contact

@Ermarg:_]t-::nr:g.ur Contact

@l Priority:

b, o

|

3. The contact is now an emergency contact of the participant. The contact appears at the
bottom of the list within the box that displays the emergency contacts, as highlighted in the
below figure.

r 3
Emergency Contact

@' Emergency Contact

[ Thomas Smith : Other

Tony Brown : Friend

@I Priority: |Rosy Fowler : Biological Mother]|

To change the priority order

1. Select the appropriate emergency contact from the Contacts tile on the left navigation.

2. Onthe Emergency Contact tile, click @l . The tile appears as shown in the below figure.
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Emergency Contact

(v/) Emergency Contact

El Priority:

[ Thomas Smith - Other
Tony Brown : Friend
Rosy Fowler : Biological Mather

New Jersey Division of Developmental Disabilities

|

3. You can now change the priority order of any of the contact within the box that displays the

emergency contacts. Drag the contact(s) and to the appropriate priority.

4. Click El . The figure below displays the contacts with the changed priority order.

r

Emergency Contact

@ Emergency Contact

@l Priority:

( Rosy Fowler : Biological Mother
Thomas Smith : Other
Tony Brown : Friend

-

|

5. The @I icon indicates that the new priority of the emergency contact has been saved.

To remove an emergency contact

1. Select the appropriate emergency contact from the Contacts tile on the left navigation.

2. Onthe Emergency Contact tile, clear the Emergency Contact check box.

3. The box that displays the emergency contacts removes the contact. The option to change

the priority order is also unavailable.
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4.7.8 Contact Attributes

The contact attributes tile consists of:

e Legal Guardian

* HIPAA

¢ Inactive

* Assessment Informant

New Jersey Division of Dey

Legal Guardian

James Harmony l Plans = Upload Documents Notes
ID: 101304 >
Age: 47 MEDICAL 0
DOB : 7/28/1967
ol S Name Contact Info Residential Address
Program : Interim —
SsN:w-=_g30 B [Rosy ) Home - [965.245.1236 ) (66 state Route 36 )
Medicaid ID : “m % o 5 Middle | Suffix | Cell- (412.569.9784 ) ( Address Line 2 |
Medicaid Type : Not Available - i { /
DDD Status : Eligible For DDD Services [Fowler ) Work~ (732.747.3577 ) (atontown )
Eligibllity : ~ Age FC  Medicaid = - % e - —_———
. . E-mail {“roisy.ﬂowel@abn(om ) [rjj 07724 ) LMonmoulh .J
Mailing Address () same More Info Emergency Contact
Contacts @| (rosox3z ) Gander - (Female Ewaany Coatect
> % 3 Thomas Smith - Other
( Address Line 2 | Contact Type - | Biological Mother Rosy Fowler - Biological Mother
‘Thomas Smith : Other Tony Brown - Friend
| Eatontown | @ Priodly;
(N (07724 ]
Rosy Fowler : Biological Mother
G Contact Attributes
Tony Beown: Edend J || Legal Guardian || Inactive
-+ f{ HIPAA | | Assessment
 Informant

A Legal Guardian is a contact with legal authority to manage the affairs of the participant.

HIPAA

HIPAA stands for the Health Insurance Portability and Accountability Act. HIPAA mandates the
protection and confidential handling of certain health information. This attribute represents that

the contact has HIPAA authorization for the participant.

Inactive

Inactive are contacts that do not interact with the participant any more.
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Assessment Informant

An informant is a contact that manages the participant's assessment information.

To add Legal Guardian status

1. On the Contact Attributes tile, select the Legal Guardian check box. A dialog box appears, as
shown.

®

ilC:‘gUs.ers\,jec herian.DDD'\Desktop  Browse... ;

Court Approval Date :
Jun |« || 22 |+ | 2015 | =

%
(=)

2. Click or tap the Upload button to locate and select the appropriate document, which shows
the contact as a court appointed legal guardian.

3. Select the date of approval of legal guardianship from the court, using the Court Approval
Date check boxes. You cannot select a future date of approval.

4, Click v to save the contact as a legal guardian. The Contact Attributes tile, now, shows
the Legal Guardian check box selected.

To remove Legal Guardian status

1. On the Contact Attributes tile, clear the Legal Guardian check box. A confirmation dialog
box appears, as shown.
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®

Are you sure you want to remove ROBERT
B. MARTIN as James Harmony ’s Legal
Guardian?

2. Click v to remove the contact as a legal guardian.

To add HIPAA authorization status

1. On the Contact Attributes tile, select the HIPAA check box. A dialog box appears, as shown.

®

!ll Browse...

E
ol

DocumentDate: | Jun + | 22 + 2015

v x

2. Click the Upload button to locate and select the appropriate document, which shows the
HIPAA authorization for the contact.

3. Select the HIPAA authorization document date, using the Document Date check boxes. You
cannot select a future date.

4. Click or tap v to save the HIPAA authorization of the contact. The Contact Attributes tile,
now, shows the HIPAA check box selected.
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To remove HIPAA authorization status

1. On the Contact Attributes tile, clear the HIPAA check box. A dialog box appears, as shown.

®

Are you sure you want to waive HIPAA for
ROBERT B. MARTIN ?

2. Click or tap ¥ to remove the HIPAA authorization of the contact.

To add Inactive status

1. On the Contact Attributes tile, select the Inactive check box. A dialog box appears, as
shown.

&

Note: When the contact is an assessment informant, you cannot select Inactive before another contact
becomes an assessment informant.

2. Enter notes for changing the status of the contact to an inactive contact.
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3. Click or tap v to confirm inactive status. The Contact Attributes tile, now, shows the
Inactive check box selected.

To remove Inactive status

1. Add the contact as a new contact.
2. iRecord then prompts you with a message that the contact exists as an inactive contact.

3. You have to confirm that the contact is the same.

E

The contact then becomes an active contact.

To add Assessment Informant status

1. On the Contact Attributes tile, select the Assessment Informant check box. A dialog box
appears, as shown.

®

Are you sure you want to change the
assessment informant from Tony Brown to
Thomas Smith ?

Note: When you change the assessment informant, view an appropriate message confirming the change
from the previous assessment informant to this contact.

2. Enter notes to change the assessment informant.

3. Click or tap v to save the contact as an assessment informant. The Contact Attributes
tile, now, shows the Assessment Informant check box selected.
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To remove Assessment Informant status

1. On the Contact Attributes tile, clear the Assessment Informant check box. You have to
select a different assessment informant before clearing the attribute.

2. Click or tap il to remove the contact as an assessment informant.
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5 Plans

Plans on the Main Toolbar manage the plan related information of the participant.

Once a participant is assigned to an SC Agency, view the == icon. Click to view the
Plans menu options, which are:

e Enroll

¢ SC Agency Assignment
* View Change Log

e Plan History

There are two tabs, which are:

* Plans
¢ Actions

View the Outcomes tile on left navigation, which displays a list of the obligated outcomes for
the current plan.

5.1 Enroll

The iRecord interface handles enrolling consumers into programs. You, based on user
permissions, can enroll a participant to a program provided the participant is assigned to an SC
Agency and the eligibility conditions have been met.

For permissions, refer to User Privileges.

The tile below displays a typical Enroll interface on the iRecord application.
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Enroll I

SP v

l Browse...

Motes

Field Description

Select the program name from the drop-down list.

These are the only two options that appear based on the eligibility:
Program Name
e Supports Program

¢ CCW (Community Care Waiver)

Select the participant agreement file signed by the participant. The
Participant signed document is made available electronically by the support
Agreement File coordination agency and uploaded to DDD. Select the signed
document to begin the upload.

Notes Enter the notes about the enrollment.

. . The status indicator indicates the status of enrollment.
Status Indicator (right o ) o
Hover on status indicator displays the conditions for enrollment on a

side of tile header) .
tooltip.

5.2 SC Agency Assignment

Each participant is assigned to an SC agency. iRecord assigns a participant to a Support
Coordinator with the SC Agency Assignment interface. The interface is available only to the
SWAC user role.

In addition to assigning an SC agency, it is also possible to reassign a participant to another

agency.
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iRecord allows agency assignment or reassignment once the following conditions are satisfied:

e Participant has a valid county of residence.

e Participant has an assessment with FCA as 1 or has an override date.
e Participant has an ICD10 with supporting documentation

e Participant is Medicaid eligible.

Refer to the following table for the fields within the SC Agency Assignment tile. The two figures
below display the SC Agency Assignment with Auto Assign Agency check box clear and selected.

®
SC Agency Assignment
1__ Auto Assign Agency ? aiver Program =
Primary SC Agency Preferred v 1 Browse... |
|" Preferred SC At Primary SC Agency ) Assignment Form Completion Date Date )
Secondary SC Agency Preferred v [ Notes
[ Preferred SC At Secondary SC Agency ]
vy
SC Agency Assignment
AT A
W/ Auto Assign Agency ?
S
| Browse... |
Assignment Form Completion Date Date
L%
Notes '
A
v
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Field Description

Select the check box for an automatic agency assighnment.

iRecord displays Preferred Agency Assignment view with a clear check
Auto Assign agency box.

iRecord displays Auto Agency Assignment view with a selected check

box.
Primary Agency Select an SC agency as a participant’s primary preference from the
Preferred drop-down list.

Preferred SC at

. Enter the preferred SC at the primary SC agency within the text box.
Primary SC Agency

Secondary Agency Select an SC agency as a participant’s primary preference from the
Preferred drop-down list.

Waiver Program Select a waiver program from the drop-down list.

Preferred SC at Enter the preferred SC at the secondary SC agency within the text

Secondary SC Agency | box.

Click the button and select the file using the Choose File to Upload

Browse .
dialog box.

Select assignment form completion date using the calendar controls
or enter the date.
Format: MM/DD/YYYY

Assignment Form
Completion Date

Enter any relevant notes for agency assignment.
Notes Mandatory/Optional: Optional
Max limit: 1000 characters

Conditions

e iRecord verifies the conditions on the tile for agency assignment as follows:

* Inthe event of primary SC agency meeting the assignment requirements, participant
is assigned to the primary SC Agency.

e Inthe event of primary SC agency not meeting all of the assignment requirements
and a secondary SC Agency has been selected by the user, iRecord verifies whether
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the secondary SC Agency meets the assignment requirement. The participant is then
assigned to the secondary SC Agency if it meets the assignment requirement.

e Inthe event of secondary SC agency that does not meet the assignment
requirements; participant is assigned to the next available SC agency by using an
auto assign algorithm.

e Inthe event of primary SC Agency that does not meet all of the assighnment criteria
and not selected a secondary agency, participant is then assigned to the next
available SC agency by using an auto assign algorithm.

e iRecord displays a confirmation message with successful assignment or reassignment.

e An adequate system generated note includes the condition for a successful assignment or
reassignment to a particular agency.

e With agency reassignment, iRecord performs the following functions based on the status of
a plan and the future plan cycle.

Plan Status Function

iRecord reassigns the participant to the new agency under Plan ID
w 1.00 and W status in the new agency with the outcome and services
written by the previous SC, if any.

iRecord reassigns the participant to the new agency with the same
plan version in W status.

R, RV A Plan Note is generated when a plan in W status is reassigned to
another agency:

Plan Status changed to Work In Progress as a result of agency

reassignment.

iRecord reassigns the participant to the new agency with the same
plan version under W status and update the related event status to
Plan Work In Progress (PW) status that closes the event.

RI, SR1, SR2 .
A Plan Note is generated:

Plan Status changed to Work In Progress as a result of agency

reassignment.

iRecord reassigns the participant to the new agency with the same
RR plan version under RR status with the outcome and services written
by the previous SC, if any.
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iRecord assigns the participant to the new agency and generate a new
micro plan under W status.

Al iRecord assigns the participant to the new agency and generate a new
macro plan under W status.

5.3 Outcomes Obligated

iRecord maintains a tile interface for quick navigation to the obligated outcomes on the current
plan. It appears on the left navigation of Plans with Outcomes on the tile header. Your user role
determines the permission on the tile.

I Demographics Upload Documents
1D: 101304
- EEENETTE

DOB : /2811967
County : Somerset Outcome 1 Plan Info
Program : Interim
ssh:.o6300 B James needs to be provided with training to help him with workplace interactions. ] Version : 1.00 Status : W
Medicald ID: ~ = = = Due Date : 7/22/2015  Start Date :
Medicaid Type : Disability-CN Medicaid Only-NMP
DDD Status : Eligible For DDD Services Interim

Eligibility . Age  FC  Medicaid 2760/16480 |
- L L J

@] E Service 1: Habllitation 2@

Procedure : One-on-One Training Provider : Community Interactions Start Date : 4/2/2015 Rate : $100.00
Code : T20155 Location : Home End Date : %/3/2015 Total Units : 24
Reference : Assessment Unit Type : Day(s) Total Cost : §2.400.00
Claims : Fi(Agency) Frequency : Weekly Expended : $0.00
Balance : $2.400.00

5.3.1 Outcomes Tile

o The Outcomes tile lists the outcomes in increasing numerical order with their obligated
amounts. Click an outcome to view the details of the outcome on the workspace.

e The @ icon on an outcome indicates that it is an employment related outcome.

e You can add an outcome only when the planis in W or RV status. With this status, view the

+ button on the tile. Click + for the add outcome pop-up tile to appear on the
workspace.

e The @ icon displays on an outcome when you have the option of deletion. The option
depends on these conditions:
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e For an approved outcome, the plan must be in W or RV status and the services in
the outcome must have a future approved date.
* For an unapproved outcome, the plan must be in W or RV status.

e Click @ and a confirmation message appears, as shown. Click ¥ and delete the
outcome.

Delete Qutcome 1 ?

e View @ icon on the tile header. This is unavailable with no outcomes. CIick@ to printa
report that contains the details of all the outcomes on the current plan.

5.4 Outcomes

An outcome represents the change that the participant hopes to achieve within a plan. A plan
may have multiple outcomes; each outcome working towards implementing positive action
steps for the participant. In order to add an outcome to a plan, it is mandatory for the plan to be
either in Work-In-Progress (W) or Revision (RV) status. These are the main points that should be
kept in mind while adding an outcome:

e Note the participant's desired achievement

e Write in future tense

e Add one outcome per outcome

e Include at least one employment related outcome

e Individualize the outcomes

5.4.1 Exceptions

Exceptions are a term that refers to the participant requiring a change in the service from the
normal pattern for any particular week during the course of the plan. The Exceptions follow
these rules:

e The week starts on a Sunday and ends on a Saturday, irrespective of the start or end date,
for all weeks in the exception calendar.
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e For astart date or end date that falls in between the week range, you have a system
enforced exception. In both these cases, iRecord calculates the units based on the
percentage of available days in that week range. The same percentage is then applied to the
average units and then rounded off to the higher value.

e For an exception with the selection of Exclude Weekends and the start of the service on a
Monday or end of the service on a Friday, you do not have a system enforced exception.

e With the selection of the Exclude State Holidays check box, the Average Units may not fit
into a particular week. In this case, you have a system enforced exception.

e You can edit a system enforced exception, but only to a lower unit.

e You cannot delete a system enforced exception.

To add an Outcome

1. Click the + button on the Outcomes tile displayed on the left navigation of the Plan tab,
indicated in the figure below.

Note: To add an Outcome, the Plan status must be either in W (Work-In-Progress) or RV (Revision).

r ~
Outcomes Eﬂ
@ Qutcome 1 : $2,400.00 @
Outcome 2 : $360.00 @

+

k A

2. A pop-up tile appears, as shown below, to add the outcome details. View the appropriate
outcome number on the header. Enter the details on this tile. For more information, refer to
the following table.
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Outcome 2

i [1

Plan Info
®
Outcome3 Servicet

[Outcome 2 O ° @ Version : 2.00 Status : W

Due Date : 5/2/2015 Start Date :

Interim Bump-Up
( e26/27620] ) ([ o500 )

= = e
Procedure : N/A [tart Date : 4/16/2015 Rate : N/A
Code : N/A End Date : 4/30/2015 Total Units : 7
Reference : AAF Jnit Type : Hour(s) Total Cost : N/A
Claims : NATURAL rfequency : Weekly Expended : N/A
D @ Balance : N/A

Il
[y
®

test

Procedure : Environmental Modifications |tart Date : 6/18/2015 Rate : $1.00
Code : S5165EM-0000 End Date : 9/15/2016 Total Units : 66
Reference : Assessment Jnit Type : 15 Min Total Cost : $66 00

Claims : FI(AGENCY) lequency : Weekly Expended : 50 00

H . Balance : 566.00

Enter an appropriate description for the outcome. It is important to
Enter outcome note that the description must be written in future tense.
description Mandatory/Optional: Mandatory

Maximum limit: 500 characters

E Select the check box to indicate that the outcome is an employment
related outcome.

3. Click @ and the service controls appear on the tile, as shown below. The header displays
Service 1, since it is the first service for a new outcome. For subsequent services, the service
number takes the numerical order.
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Outcome 2 = Plan Info
- ®
Outcome3 Servicel Provider
[Outcome 2 @u ° O Q @ Version : 2.00 Status : W
Due Date : 5/2/2015 Start Date :
-Se - .
it Bump.Lp
(-Payment Source- ( e26/276a0] ) [ /5000 )
-Need Reference-| 1
— - ==
= = @
Procedure : N/A tart Date : 4/16/2015 Rate : N/A
Code : N/A Znd Date : 4/30/2015 Total Units : 7
Reference : AAF Init Type : Hour(s) Total Cost : N/A
Claims : NATURAL equency : Weekly Expended : N/A
Balance : N/A
test
Procedure : Environmental Modifications tart Date : 6/18/2015 Rate : $1.00
Code : S5165EM-0000 Znd Date : 9/15/2016 Total Units : 66
Reference : Assessment Init Type : 15 Min Total Cost : $66.00
Claims : FI{AGENCY) equency : Weekly Expended : 50 00
|| g Balance : $66.00

Note: Click @ on the tile header to edit the previous controls.

4. Enter the appropriate details of the service. For more information, refer to the following

table.

Service

based on the participant's program type.
Mandatory/Optional: Mandatory

Select the service from the drop-down list. The service options are

Payment Source

The complete list of options are:

Select the payment source from the drop-down list. The options that
appear depend on the particular service.
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Mandatory/Optional: Mandatory

Select the reference document for the particular service. The options
are:

* Assessment

* PCPT

e Other

Need Reference

Mandatory/Optional: Mandatory

This field appears only with Other for Need Reference.
Select the reference document from the drop-down list.
Mandatory/Optional: Mandatory

Reference Document

5. Click @ and the Provider controls appear on the tile, as shown below.

m Upload Documents Notes
[ e | s |

Demographics

Outcome 2 L,'jp ® Plan Info
Servicel Provider Details
‘Outcome 2 |® o ( ) o @ Version : 2.00 Status : W
Due Date : 5/2/2015  StartDate :
Provider .

[ ] Interim Bump-Up
(-Procedure- (626/27620] ) (__ o/5000
[—Locat\on—

= D Share medication information with service provider?

Procedure : N/A tart Date : 4/16/2015 Rate : N/A
Code : NJA =nd Date : 4/30/2015 Total Units : 7

Reference : AAF
Claims : NATURAL

Total Cost : N/A
Expended : N/A
Balance : N/A

Init Type : Hour(s)
requency : Weekly

test

Procedure : Environmental Modifications tart Date : 6/18/2015 Rate : 51.00
Code : S5165EM-0000 =nd Date : 9/15/2016 Total Units : 66
Reference : Assessment Init Type : 15 Min Total Cost : 566.00
Claims : FI(AGENCY) equency : Weekly Expended : 50.00

Balance : 566.00

6. Enter the appropriate details of the provider. For more information, refer the following
table.
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Field Description

Enter the provider within the text box.

Provid You can also select the provider from the list that appears as you type
rovider

into the box.

Mandatory/Optional: Mandatory

Select the procedure from the drop-down list. The options that
Procedure appear depend on the selected service, payment source and provider.
Mandatory/Optional: Mandatory

Select the location from the drop-down list. The options shown are
. the locations provided by the service provider for the approved

Location .
services.

Mandatory/Optional: Mandatory

o This field provides the participant an option to share the medication
Share medication . . . .
. . ) information with the provider.
information with L . . .
. . Select the check box to indicate that the participant permits sharing
service provider? . . . i
the medication information with the provider.

This field provides the participant an option to share the PCPT

Share PCPT with information with the provider.

service provider? Select the check box to indicate that the participant permits share of
PCPT with the provider.
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To view this field, the following conditions need to be met:

¢ Payment source is Fl

* Provider is Easter Seals

e Self-directed employee available for the procedure
The provider has to meet certain conditions to be hired as a
self-directed employee.
Select the check box for self-directed employee. In case the
procedure has been already identified to a self-directed employee,
the check box is automatically selected and unavailable to the user.

®
- Service2 Provider Details _
9 O 9o¢
. \'Easter Seals NJ 1
Self-Directed ,_ i
H20161SE-Individual Supports v
Employee |- J

|j.-Locat\on- ﬂ

/] Share medication information with service provider?

|_) Share PCPT with service provider?

Wage |

|Self-Directed Employee Name ] + ||

This field appears with the selection of the Self-Directed Employee
Wage check box.

Enter the wage for the self-directed employee provider.

This field appears with the selection of the Self-Directed Employee

check box.
Self-Directed Enter the name of the provider hired by the participant.
Employee Name Click + to add a self-directed employee provider. The provider is

then shown below.

Select the self-directed employee provider and click @ for deletion.
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7. Click @ and the Details controls appear on the tile, as shown below.

Demographics

m Upload Documents Notes

Outcome 2 ® Plan Info
Provider Details
Outcome 2 @ O O Version : 2.00 Status : W
- Due Date: 5212015 [Yfart Date :
[06118!2[)15 ] to [091‘1 52016 ] Interim Bump-Up
. (e26/276a0] ) ( o/5000 )
—_— () Exclude Weekends o v’#
— L
() Excluge state Holidays (7)
Procedure : N/A ; . tart Date : 4/16/2015 Rate : N/A
Code : N/A R ey Uik B RIS D znd Date : 4/30/2015 Total Units : 7
Reference : AAF Init Type : Hour(s) Total Cost : N/A
Claims : NATURAL Total Cost equency : Weekly Expended : N/A
Balance : N/A
Exceptions
= [ 7 [ ~vv1
test
Procedure : Environmenial Modifications tart Date : 6/18/2015 Rate : $1.00
Code : S5165EM-0000 =nd Date : 9/15/2016 Total Units : 66
Reference : Assessment Init Type : 15 Min Total Cost : $66.00

Claims : FI[AGENCY)

equency : Weekly Expended : 5000

Balance : $66.00

8. Enter the appropriate details on the provided screen controls. For more information, refer
to the following table.

Field Description
Select the start date of the service from the calendar that appears
Start Date when you click within the box.
Mandatory/Optional: Mandatory
End Dat Select the end date of the service from the calendar that appears
nd Date
when you click within the box.
Enter the rate of the selected service.
Rat For a self-directed employee with Wage, iRecord calculates the rate
ate
based on a formula and the field cannot be edited.
Mandatory/Optional: Mandatory
Unit Type Select the unit type from the drop-down list for defining the rate of
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the selected service. The options are:

¢ 15 min
¢ 30 min
*  Hour

« Day

e Service
e Trip

«  Mile

Mandatory/Optional: Mandatory

Exclude Weekends

Select the check box to exclude weekends for the selected service.

Exclude State

Select the check box to exclude state holidays for the selected service
between the start and end dates.
This field is available only with the selection of Day for the Unit Type.

Holidays ®
Click to view the list of state holidays between the start and end
dates of the service.
Average Weekly Enter the number of weekly units planned for the service. You cannot
Units exceed a number beyond the total number of available units.
Total Unit View the total number of units for the service. This field takes into
otal Units
account of the regular weekly units and the exception units.
Total Cost View the total cost of the service.
Exceptions

Exception Week

Select the weeks that the participant plans to have an exception for
the service. The exception includes any change in the service for a
particular week. The week starts on a Sunday and ends on a Saturday,
irrespective of the start or end date.

The drop-down list displays the weeks extending from the current
date to the end of the plan term. For a plan term that is not set, the
week range extends from the current date up to 455 days.

Select the check box adjacent to the displayed week to include the
same week for the exception. For identical units, you may either add
the exception week one at a time or together. With different units,
you have to add those exception weeks separately.
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Enter the appropriate units for the selected exception week(s).

Click + and add the selected exception details. Each exception week
and the respective units are then displayed below in a grid in the
chronological order. The grid displays the week number, the start and
Units end date of the week, and the number of units.

Locate and click the exception on the grid. The week and the units
appear within the Exception Week and Units box. To edit, enter the

new units and then click + To delete, click @ You cannot delete a
system enforced exceptions.

Note: Use @ or @ on the tile header to browse through Outcome, Service, Provider and Details
information. You can edit the fields before saving the outcome.

9. Click to save the Outcome.

Note: You cannot save the outcome once the budget exceeds the total allocated budget.

10. To add another service, click the new outcome on the Outcomes tile on the left navigation.
The Outcome information appears on the workspace.

11. Click +, indicated in the figure below.

o=
ID: 101304 B
w47 PLANS ACTIONS
DOB : 7/28/1867
County : Somerset Outcome 1 Plan Info
Program : Interim
ssN:-oga0 @B (James needs to be provided with training to help him with workplace interactions. Version : 1.00 Status : W
Medicald ID : S Due Date : 7/222015  StartDate :
Medicaid Type : Disabilty-CN Medicaid Only-NMP
DDD Status : Eligible For DDD Services. Interim
Eligibility: ~ Age  FC  Medicaid 2760/16480 )
. - .
(=[] (o ] (=]] = Service 1: Habilitation 2
Outcomes =] Procedure : One-on-One Training Provider : Community Interactions Start Date : 8/2/2015 Rate : $100.00
Code : T20158 Location : Home End Date : 91372015 Total Units : 24
E @ Reference : Assessment Unit Type : Day(s) Total Cost : $2.400 00
Outcome 1 : $2,400.00 Claims : Fi(Agency) Frequency : Weekly Expended : $0.00
Balance : $2,400.00
‘ Outcome 2 : $360.00 W J

12. The service controls for the appropriate outcome appears as a pop-up tile. The header

displays Service 2. Follow the steps from 4 to 9.
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Author:
Title:
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To edit an Outcome

1. Click the appropriate outcome on the Outcomes tile on left navigation, indicated in the
figure below. The information for the selected outcome appears on the workspace.

Note: To edit an Outcome, the Plan status must be either in W (Work-In-Progress) or RV (Revision).

James Harmony

I Demographics Plans = Upload Documents

ID: 101304
Age: 4T
DOB : 712811867
County : Somerset
Brogram - Interim
SSN:.=.g300 B
Medicaid ID : 502005354201
Medicaid Type : Disabilty-CN Medicaid Only-NMP

Plan Info

Version : 100 Status 1 W
Due Date : 7/22/2015  Start Date :

DDD Status : Elgible For DDD Services Interim
Eiigibility:  Age FC  Medicaid 2760/16480 |

A

= Service 1: Habilitation ]

Outcomes Procedure : One-on-One Training Pravider : Community Interactions Start Date : /3/2015 Rate : $100.00

Code : T20155 Location : Hame End Date : %/3/2015 Total Units : 24
Reference : Assessment Unit Type : Day(s) Total Cost : $2,400 00
@ Outcome 1 : $2,400.00 m Claims : Fl(Agency) Frequency : Weekly Expended : 5000
Balance : $2 40000

2. You can edit the Outcome Description by clicking within the box, indicated below, and then
make change.

James Harmony

1D: 101304
Age: 47
DOB : 7/28/1967
County : Somerset
Program : Interim
ssN:m.m630 B (James needs to be provided with training to help him with workplace interactions.
Medicaid ID 1« «
Medicaid Type : Disability-CN Medicaid Only-NMP
DDD Status : Eligible For DDD Services
Eligibility:  Age  FC  Medicaid
. - -

Demographics Upload Documents

Plan Info

Version : 1.00 Status : W
Due Date : 7/22/2015  StartDate :

Interim

@I q) I = Service 1: Habilitation =

Outcomes ﬁ Procedure : One-on-One Training Provider : Communty Interactions Start Date : 8/3/2015 Rate : $100.00
Code : T2015S Location : Home End Date : 9/3/2015 Total Units : 24
Reference : Assessment Unit Type : Day(s) Total Cost : $2 400 00
{ = Outcome 1 : $2,400.00 Claims : FitAgency) Frequency : Weekly
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3. Click = on the tile header of the appropriate service, indicated below, and then click the
View/Edit Service option.
To edit only the exceptions within the service, click the View/Edit Exceptions option.

James Harmony i Upload Documents

1D : 101304
Age: 47
DOB : 7/28/1967
County : Somerset Outcome 1 Plan Info

Program : Interim |

Version : 100 Status : W
Due Date : 7/22/2015  Start Date :

ssN:-moea0 B (James needs to be provided with training to help him with workplace interactions.

Medicaid ID : B mms
Medicaid Type : Disability-CN Medicaid Only-NMP
DDD Status : Eligible For DDD Services Intefim

Eligibility:  Age FC  Medicaid
.

ECIEN =] = Service 1: Habilitation 20

l|[* View/edit Service

: Pne-on-One Training Provider : Community Ineractions Start Date : /312015 Rate : $100.00
Lottt : 20158 Location : Home End Date : 97272015 Total Units : 24

View/Edit Exceptions : Assessment Unit Type : Day(s) Total Cost : $2,400.00
—mujz Fi(Agency) Frequency : Weekly Expended : $0.00
Balance : $2,400 00

4. For the View/Edit Service option, the pop-up tile appears with the relevant information. Use

@ or @ on the tile header to browse through Outcome, Service, Provider and Details
information and edit the appropriate details.

For the View/Edit Exceptions option, the pop-up tile displays the Details of the service.
For more information on the fields, refer to the appropriate section in To add an Outcome.

5. Click on Details to save the edited information.

To delete an Outcome

e C(lick r@Iadjacent to the Outcome, as shown in the example below, on the Outcomes tile on
the left navigation.
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Plan Info

MedicaidID: ~ =« =
Medicaid Type : Disability-CN Medicaid Only-NMP
DOD Status : Eligible For DDD Services
Eligibility : Age FC  Medicaid
-

: 101304
Age: 47 i
DOB : 7/28/1967
County : Somerset Outcome 1
+ Interim
ssN:v-oga00 B qames needs to be provided with training to help him with workplace interactions.

Version : 1.00

Due Date : 7/22/2015  Start Date :

Status : W

Interim

27601648q )

Service 1: Habilitation

=0

. .
(=]} (o} E]] (=] =
Outcomes ﬁ Procedure : One-on-One Training
p Code : T20158
Refe: : Assessment
{e Outcome 1 : $2,400.00 ’ Cx: Fi(Agency)

Provider : Community Interactions
Location : Home

Start Date : 8/32015
End Date : 9/32015
Unit Type : Day(s)

Frequency : Weekly

Rate : $100.00
Total Units : 24

Total Cost : $2.400.00
Expended : $0.00
Balance : $2,400.00

Note: To delete an Outcome, the Plan status must be in W (Work-In-Progress) or RV (Revision). An
additional condition with an approved outcome is that all services must have a future start date.

To delete a Service

e Click = on the tile header of the appropriate service, indicated below, and then click the

Delete Service option.

James Harmony

1D : 101304
Age: 47
DOB : 7/28/1967

Medicaid ID : s s
Medicaid Type : Disability-CN Medicaid Only-NMP
DDD Status : Eligible For DDD Services

Eligibility:  Age FC  Medicaid
.

Service 1: Habilitation

2 e

[ View/Edit Service

' Delete Service I - T20158
View/Edit Exceptions ; Assessment
Claims : Fi(Agency)

One-on-One Training

Provider : Community Interactions
Location : Home

Rate : $100.00
Total Units : 24
Total Cost : $2,400.00
Expended : $000
Balance : $2,400 00

Author: DDD IT Department
Title: User Guide
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5.5.1

Author:

Title:

Note: To delete a Service, the Plan status must be in W (Work-In-Progress) or RV (Revision). An additional
condition with an approved outcome is that the service must have a future start date.

Expenditure

Expenditure is a new feature on iRecord. It provides the Fl or SFl to post expenditure for a
service. The option to post expenditure depends on the status of the plan and the payment
source of the service. Expenditure is available for an approved plan (most recent macro plan and
any of its approved revisions) and a service with the Fiscal Intermediary payment source.

Refer to User Privileges to view the available permissions for your user role.

Expenditure Tile

The Expenditure pop-up tile is available from the menu options of the appropriate service on an
approved plan, shown in the following figure.

The tile is divided into 3 sections.

James Harmony I Demographics

1D : 101304
e
DOB : 8/20/1986
County : Somerset Outcome 2
Program : Supports Program
SSN: - B James needs to be provided with equipment training for mobility in and around the home.
Medicaid ID : i s
Medicaid Type : Disability-CN Medicaid Only-NMP
DDD Status : Eligible For DDD Services
Eligibility : Age FC Medicaid
L . .

Plan Info

Version : 1.07 Status : A
Due Date : 9/19/2015  Start Date : 7/21/2015

Interim

Service 1: Individual Supports

; ESESERTR Lo : Individusl Supports Provider : AddCare, inc Start Date : 7/27/2015
View Service  oge : H2016ISE Location : Home End Date : 9/1872015 Total Units : 18
nce : PCPT Unit Type : Hour(s) Total Cost : $360.00
) [ Expenditure | 360
Outcome 1 : $1,840.00 Claims : Fl(Agency) Frequency : Weekly Expended : $200 00

‘ Outcome 3 : $0.00 J
Outcome 6 : $3,940.00 J
‘E Outcome 6 : $4,750.00 ‘
DDD IT Department Date: 10/16/2015
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Service Details

o The Service Details is self-explanatory and lists the basic information of the service, as
shown in the following figure. For a service provided by an SDE (Self-Directed Employee),
this section also displays the name of the provider.

Service 2 : Assistive Technology

Service Details
Procedure : Individual Supports L J
Code : H2016ISE

Provider : AddCare, Inc. Units (s20
. A . A
Location : Home
E, L ] | CIEET AL ) Description
Dare Units Total Post Date Post By
09/16/15 1 $20.00 10/14/15 JERE LR
09/0915 1 $20.00 10/14M15 JE
09/02/15 1 $20.00 10/14/15 JEmmmsemem——"
08/26/15 1 $20.00 10/14M15 JE Notes
081915 1 $20.00 10/14/15 JER -
08M2M1s 1 $20.00 10/14M15 JE
08/05/15 1 $20.00 1013115 JEN W o
Showing 1 to 7 of 8 entries ,-’;':
D
Expenditure Grid

o View the message, shown in the following figure, for a service that does not have any
posted expenditure.
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Service 2 : Assistive Technology
Service Details
Procedure : Individual Supports [ Service Delivery Date ]
Code : H2016ISE
Provider : AddCare, Inc. [ Units ] [ Rate ]
Location : Home
$0.00
Description
No expenditure has been posted for this service.
Notes
QD
[ S * |

e For a service with posted expenditure details, view the grid as shown in the following figure.
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Service 2 : Assistive Technology

Service Details

Procedure : Individual Supports [
Code : H2016ISE

Provider : AddCare, Inc. [ Units \| [520 )

Location : Home

E] L Clear Filter ) Description
Dare Units Total Post Date Post By

09/16M15 1 $20.00 10/14M15 JEN B EEEEEE

09/09/15 | 1 $20.00 101415 JE

09/02M15 1 $20.00 10/14M15 JENEESSEE——

08126115 1 $20.00 101415 JE Notes

08/19M15 1 $20.00 10/14M15 JER -

081215 1 $20.00 101415 JE L]

08/05M15 1 $20.00 1011315 JENTE SEE -

Showing 1 to 7 of 8 entries ,/';':

Q

e By default, the grid displays a maximum of 7 rows. At the bottom of the grid, view the total

number of entries. Click @1 to view the next 7 entries. Click 9 to view the previous 7
entries (when applicable).
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Service 2 : Assistive Technology

Service Details

Procedure : Individual Supports L

Code

- H2016ISE

Provider : AddCare, Inc.

N ~

lSEO
. A A
Location : Home
E [ ] | e ) Description
Dare Units Total Post Date Post By
091615 1 $20.00 1014115 JEW B rEme
08/09/15 1 $20.00 10/14/15 JE
09/02/15 1 $20.00 1014115 JEmrm - omem—
08/26/15 1 $20.00 10/14/15 JE Notes
08/19/15 1 $20.00 1014115 JEN -
081215 1 $20.00 10/14/15 JE
08105115 1 $20.00 101315 JENIE nEm mmmm

IShowing 1 to 7 of 8 entries {

v

S|

e Sort the grid from any column in ascending or descending order. By default, the grid is
sorted in the descending order of Date. View w or 4 adjacent to the column header that
sorts the grid (the grid is sorted according to the column that displays the icon). w
represents a descending order sort and 4 denotes an ascending order sort.
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Service 1: Individual Supports

Service Details

Procedure : Individual Supports [ Service Delivery Date J
Code : H2016ISE
Provider : AddCare, Inc. [ Units ‘l [820 )
Location : Home g
S ¥  —
E] | Enter Keywords J | Clear Filter J ' Description
Date[¥] Units  Tomal Post Date Post By
081615 1 $20.00 1011415 JEEEEE e
09/09M15 | 1 $20.00 1011415 JE
09/02115 1 $20.00 10114115 JE —
08/26/15 | 1 $20.00 10/1415 JE u Notes
081915 1 $20.00 1011415 JEm— L]
081215 1 $20.00 1011415 JE
08/0515 1 $20.00 10M1315 JE -
Showing 1 to 7 of 8 entries ,/';":

@

e Export the grid details to an Excel file using the Eﬂ icon. Click Eﬂ and iRecord opens the
Save As dialog box on your device.
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Service 2 : Assistive Technology

Service Details

Procedure : Individual Supports [
Code : H2016ISE

Provider : AddCare, Inc. [ Units \| [520 )

Location : Home

Dare Units Total Post Date Post By
09/16M15 1 $20.00 101415 JEN B EEEEEE
09/09/15 | 1 $20.00 10/14M15 JE
09/02M15 1 $20.00 101415 JENEESSEE——
08126115 1 $20.00 10/14M15 JE Notes
08/19M15 1 $20.00 101415 JER -
081215 1 $20.00 10/14M15 JE L]
08/05M15 1 $20.00 1011315 JENTE SEE -
Showing 1 to 7 of 8 entries ,/';':

Q

e Filter the grid using the text box. The grid displays the line items containing the characters
entered within the box. Click the Clear Filter Button to clear the text box and the filter.
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Service 1: Individual Supports

Service Details

Procedure : Individual Supports [ service Delivery Date

Code : H2016ISE

Provider : AddCare, Inc. [ Units \| [820 )
Location : Home g :
g S 7 3
E] | Enter Keywords J | Clear Filter J ' Description

Date v Units  Total Post Date Post By

081615 1 $20.00 1011415 JEm om

09/09M15 | 1 $20.00 1011415 JE

09/02115 1 $20.00 10114115 JE —

08/26/15 | 1 $20.00 10/1415 JE u Notes

081915 1 $20.00 1011415 JEm— L]

081215 1 $20.00 1011415 JE

08/0515 1 $20.00 10M1315 JE -

Showing 1 to 7 of 8 entries ,/';':

View or Post Expenditure

e To view the expenditure details, select a line item on the grid and it is available in the
section shown in the following figure.
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Service Details

Service 2 : Assistive Technology

Procedure : Individual Supports
Code : H2016ISE
Provider : AddCare, Inc.
Location : Home
[& [ ] | Clear Filter
Dare Units Total Post Date .Pust By .
09/16/15 1 $20.00 101415 JER LR
02/09/15 1 $20.00 101415 JE
09/02/15 1 $20.00 101415 JEmsmsmm—
08/26/15 |1 $20.00 101415 JE
0819/15 1 $20.00 101415 JE -
08112115 1 $20.00 101415 JE
08/05M15 1 $20.00 1011315 JERE v -

Showing 1 to 7 of 8 entries

Units

1 (520

Description

Notes

S|

Click 9 to remove the selection and/or clear the expenditure details within the section.

Post the expenditure details (by the appropriate role) within this section.

5.5.2 Post Expenditure

Post expenditure is permitted for Fl and SFl user roles of the most recently approved macro plan
and any of its approved revisions. You can post expenditure only for services with the Fiscal
Intermediary payment source.

The instructions below discuss the procedure to post expenditure for a service.

To post expenditure

1. Click == for an appropriate service and view the menu options, shown in the following
figure.
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James Harmony

1D : 101304
Age:29
DOB : 82011686

County : Somerset

ACTIONS

Plan Info

Program : Supports Program
SSN:: - B

Version : 1.07
Due Date : 9/19/2015

James needs to be provided with equipment training for mobility in and around the home.

Status : A
Start Date : 7/21/2015

Medicaid ID: =« o o
Medicaid Type : Disability-CN Medicaid Only-NMP
DDD Status : Eligible For DDD Services
Eligibility : Age FC Medicaid

72712015
End Date : 9182015
Unit Type : Hour(s)

+ Weekly

: PCPT
Outcome 1 : $1,840.00

Total Units : 18
Total Cost : $360.00

Outcome 2 : $360.00

|

|
B
|

|
—

Outcome 6 : $4,750.00 }

2. Click Expenditure and view the expenditure pop-up tile, as shown in the following figure.

Demographics Notes

“m I
il

Qutcome 2 @ Plan Info
- Version : 1.07 Status : A
James needs to be provided with equipment training for mobility in and around the home. ‘ Due Date : 9/19/2015  Start Date : 7/21/2015
@ Interim

Service 2 : Assistive Technology

1089021648'5

- - \

Service Details

= @

Procedure : Individual Supports [ Service Delivery Date J
Code : H2016ISE N
- E Provider : AddCare, Inc. [ Units ] [ e ]
— Location : Home
ate : 7/27/2015 Rate :
[s0.00 ate : 9/18/2015 Total Units :
- rpe : Hour(s) Total Cost :
ey : Weekly Expended
Bl ) Balance :
Description

:$0.00

$20.00
18
$360.00

$360.00

No expenditure has been posted for this service.

—

Enter the details within the fields. For more information, refer to the following table.
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Field

Description

Service Delivery Date

Select the date that the service was delivered to the participant.

© jun v|2005 v| ©
Su Mo Tu We Th Fr S

d
1] 2] 3| a sn
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27

28 29 30

Select the month and year from the drop-down lists on the top
section. Click and select the date.

Mandatory/Optional: Mandatory
Date format: MM/DD/YY

Enter the number of units provided on the selected date.
The units cannot exceed the number planned for the service on that
particular week. For a day service, this field displays 1 and it is

Units
disabled.
Mandatory/Optional: Mandatory
The unit rate of service is either defined or does not exceed a
maximum value.
For a service with a defined rate, the field displays the appropriate
value and it is disabled.
Rate
For a service with a maximum value, enter the unit rate below the
maximum value.
Mandatory/Optional: Mandatory
Author: DDD IT Department Date: 10/16/2015
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Field Description
This field appears when the service is provided by an SDE.
. Select the time that the service started on the selected date.
Time In
Mandatory/Optional: Optional
This field appears when the service is provided by an SDE.
. Select the time that the service ended on the selected date.
Time Out
Mandatory/Optional: Optional
This field appears for the Transportation service.
Parking Enter the amount paid for parking.
Mandatory/Optional: Optional
This field appears for the Transportation service.
Enter the amount paid for tolls.
Tolls
Mandatory/Optional: Optional
This field appears for the Transportation service.
Public Trans Enter the amount paid for public transportation.
Mandatory/Optional: Optional
Total View the total amount for the service delivered on the selected date.
ota
Total = Units * Rate + Parking + Tolls + Public Trans
Enter the description of service delivery on the selected date.
Description Mandatory/Optional: Optional
Max limit: 500 characters
Enter any relevant notes related to service delivery on the selected
date.
Notes
Mandatory/Optional: Optional
Max limit: 500 characters

4. Click ¥ ,shown in the following figure, to save and post the expenditure.
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Application:
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Demographics

PLANS ACTIONS

Documents

Service Details
Procedure : Individual Supports
Code : H2016ISE
Provider : AddCare, Inc.

Location : Home

James need

1

Service 1: Individual Supports

=

[07/29/201 5

Plan Info

7 Status : A
9/2015

Start Date : 7/21/2015

) [s20

(s20.00

Proce

Refe

]

No expenditure has been posted for this service.

lequipment.

Individual Supports provided to James at Home.
ames is shown basic features of the new

service.|

This is the first expenditure posted for this

&)

Rate :

Total Units :
Total Cost :
Expended :

Balance :

$20.00
18
$360.00
$200.00
$160.00

5. View the posted expenditure on the grid.

Demographics

PLANS ACTIONS

Documents

Service Details

ames needs
J Procedure : Individual Supports

Code : H2016ISE

Service 1: Individual Supports

=

(

Service Delivery Date

Plan Info

I's Status : A
9/2015

Start Date : 7/21/2015

Showing 1 to 1 of 1 entries

w

L

Provider : AddCare, Inc. [ Units ] [320
Location : Home
- — [ Total
- -
Proce K] ‘ Enter Keywords [ Clear Filter ] Description
Rete Date v Units  Total Post Date  Post By
c omens 4 5000 oens  JERM

EI)

Rate :

Total Units :
Total Cost:
Expended :

Balance :

$20.00
18
$360.00
$200.00
$160.00

Note: Select the line item on the grid and edit the fields to modify the expenditure detail.

DDD IT Department
User Guide
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5.5.3 View Expenditure

All user roles are allowed to view the expenditures of an approved service. Many of the features
of the grid are mentioned in the Expenditure Grid.

The following instructions discuss the procedure to view an expenditure entry.

To view an expenditure entry

1. Click === for an appropriate service and view the menu options, shown in the following

figure.

James Harmony

1D: 101304
Age: 28
DOB : 820/1986
County : Somerset Plan Info
Program : Supports Frogram Version : 1.07 Status : A
ssN:-vogi0 B James needs to be provided with equipment training for mobility in and around the home. Due Date : /192015  Start Date : 7/21/2015
Medicaid ID: =« = Intenm
Medicaid Type : Disability-CN Medicaid Only-NMP
DDD Status : Eligible For DDD Services
Eligibility : Age FC Medicaid
. . L
[ o) E] (=] % Service 1: Individual Supports @O‘
r
Outcomes View EXCepHons vy ; Indvidual Supports Provider : AddCare Inc Start Date : 72772015 Rate : $20.00
— View Service o 44 - HO016ISE Location : Home End Date : 9/18/2015 Total Units : 18
| Expenditure | nee: PcPT Unit Type : Hour(s) Total Cost : $360.00
B Oulcomat #7808 Claims : Fl(Agency) Frequency : Weekly Expended : 5000
Balance : $360.00

‘ Outcome 2 : $360.00

‘ Outcome 3 : $0.00

’ Outcome 5 : $3,940.00

Le Outcome 6 : $4,750.00

2. Click Expenditure and view the expenditure details of the service, as shown in the following

figure.
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Demographics m Documents | Notes

PLANS ACTIONS

Outcome 2 Plan Info
L o7 Status : A
James nee Service 2: Assistive Technology 9/19/2015  Start Date : 7/21/2015
[ Service Details [
( )| 8480 )
Procedure : Individual Supports
Code : H2016ISE
Provider : AddCare, Inc. [ Units ] [520 ]
*_- Location - Home *
[ Total J
Pr¢ 15 Rate : $20.00
15 Total Units : 18
Re [ [ ] ( Total Cost : $360.00

& [ Clear Fiter ] Description Expended : $130.00

Davxe Units Toral Post Date Post By Balance : $120.00
0916115 1 $20.00 101415 JEN mommmmm
090915 1 $20.00 101415 JEN B Em m—
0902115 1 $2000  10M45 JEmem emememm =
02026115 |1 $20.00 10114115 JERL *_ Notes
0819115 1 $20.00 1014115 =8 ]
0812115 |1 $20.00 101415 JER B Ememem
0808115 1 52000 10315 JEmm -
howing 1 to 7 of 8 entries L BN

T} 2 v

3. Locate and click the appropriate line item to view the details of the posted expenditure.
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Demographics m Documents Notes
e [ |

Outcome 2 @ I Plan Info
. —®o7 Status : A
James nee Service 2: Assistive Technology 9/19/2015  Start Date : 7/21/2015
r ¥z N
Service Details L
Procedure : Individual Supports [08',26”5 J 'ﬂa

Code - H2018ISE

Provider : AddCare, Inc. $20.
Location : Home [] ) [2000 }

= @
(s20.00 )

Prc 15 Rate : $20.00
15 Total Units : 18

Re| [:] | 10 Total Cost : $360.00
E Description r Expended : $180.00
Total Post Date Post By

Dave Units Balance : $180.00

"1

031615

$2000 101415 e o ]
§2000  [10/14H5 JETE e

03/0915

1
1
1 .| 101415
1
1
1

Notes
10M4H5
08M2M5 520,00 10M4H15 JER = mm
08/0515 1 $20.00 1011315 JEnm mam
Showing 1 1o 7 of 8 entries )L )

5.5.4 Delete Expenditure

The SFl user role has the permission to delete an expenditure entry.

The following instructions discuss the procedure for deletion.

To delete an expenditure entry

1. Click === for an appropriate service and view the menu options, shown in the following

figure.
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Author:
Title:

1D : 101304
PLANS

Age: 29
DOB : /20/1985
County : Somerset B ote
Program : Supports Program Version : 1.07 Status : A
SSN: - B James needs to be provided with equipment training for mobility in and around the home. Due Date : 9/19/2015  Start Date : 7/21/2015
Medicaid ID: =« w == nterim
Medicaid Type : Disability-CN Medicaid Only-NMP
DDD Status : Eligivie For DD Services
Eligibility:  Age FC  Medicaid
L .
(2 % Service 1: Individual Supports 20
Outcomes View EXCeptions . . ndividual Suppots Provider : AddCare Inc. Start Date : 712772015 Rate : $2000
View Service e : H2016ISE Location : Home End Date : 9/1812015 Total Units : 18
nce : PCPT Unit Type : Hour(s) Total Cost : $360.00
=) Outcome 1 : $1,840.00 Claims : Fl(Agency) Frequency : Weekly Expended : $200 00
Balance : $160.00

Outcome 5 : $3,940.00

[@ Outcome 6 : $4.750.00

2. Click Expenditure and view the expenditure details of the service, as shown in the following
figure.

Demographics m Documents Notes

Outcome 2 % Plan Info
- L —®o7 Status : A
James nee Service 2: Assistive Technology 9/19/2015  Start Date : 7/21/2015 i
Service Details i IN:
648E
Procedure : Individual Supports [_ J
Code : H20161SE
Provider : AddCare, Inc. [ Units ] [320 ]

Location - Home

= e

Total
Pr ) - )15 Rate : $20.00
\ J\ /) N5 Total Units : 18
Re [ [: : 1) Total Cost : $360.00
& - Description [ Expended : $180 00
e M Uon =} o= R B o<t Disve Fost By, Balance : $130.00
|ugn6{15 |1 $2000  10/415 |JE_
0oimens |1 52000 1001415 JER'E cEm
|ugm2n5 |1 $20.00 10/14/15 IJ“
026115 |1 52000 101415 JER-E  cmeliel Notes
|UBﬁ9{15 I1 $2000  10/415 IJE_
0812115 |1 52000 1001415 JEN B mmememn
|uslu5{15 |1 $2000  10/1315 IJE'.+
Showing 1 to 7 of § entries - ) J

[}
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3. Locate and click the appropriate line item for deletion.

Demographics m Documents
PLANS ACTIONS

Qutcome 2 @ Plan Info
L -~ ®or Status : A
James nee Service 2: Assistive Technology 9/19/2015  Start Date : 7/21/2015
P P
Service Details L
0 )
Procedure : Individual Supports [_08[26" 15 J m
Code : H2016ISE
Provider : AddCare, Inc. [
' 1 | [s20.00 )

>___ Location - Home
= =@

(s20.00 )
Prg )15 Rate : $20.00
L \ s Total Units : 18
Re [ [:] ( ) Total Cost : $360.00
e Description r Expended : $180.00
Dave Units Total Post Date Post By Balance : $180 00
091615 1 $20.00 101415 JES T FEm_gm
0%/09ns 1 $20.00 1011415 JEN'E mEm Em
08/0215 1 $20.00 1011415 J S
Notes
081915 1 $20.00 1011415 Ji
081215 1 $20.00 10415 JER ET e .
08055 1 52000 10H3H5 JEm m mem
Showing 1 to 7 of 8 entries i o [
(0] 9

4. Click @ (available only for the SFI) to delete the expenditure entry, highlighted in the
following figure. The entry is now removed from the grid.
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Demographics m Documents Notes
PLANS ACTIONS

Outcome 2 @ Plan Info
. —®o7 Status : A
James nee Service 2: Assistive Technology 9/19/2015  Start Date : 7/21/2015
( Service Details ( D
.
Procedure : Individual Supports [08',26/ 1> J 'ﬂa

Code - H2018ISE

Provider - AddCare, Inc. [] ) [}20_00 -]

>_ — Location : Home

LSZ0.00 |
Prc 15 Rate : $20.00
L )15 Total Units : 18
Re [ G [: ( ) Total Cost : $360.00
Description r Expended : $180.00
Daxe Units Total Post Date Post By Balance : $180 00
09/16H5 1 $20.00 101415 JEu_gm e pm
03/0915 | 1 $20.00 1011415 JERE mEmEm
0%/0215 1 $20.00 101415
2 |2 - Notes
081815 1 $20.00 1011415
081215 1 $20.00 1011415 JES———
080515 1 $20.00 101315 JER'ET .
Showing 1 to 7 of § entries -

5. A confirmation message appears, as shown below. Click ¥ to confirm deletion of the
expenditure entry.

Do you want to delete?

5.6 Actions

The Actions tab has the following three pages within the application:
e Change Plan Status

e Update/Review Documents

e Planning Team

e Send Plan
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5.6.1

Author:
Title:

e/

Change Plan Status

Plans are an integral part of iRecord. The plans may have multiple statuses from initiation to
approval.

The figure below displays the tile on Actions tab in iRecord. There are certain conditions to
change the status, which is described in the next section.

James Harmony | Upload Documents

1D : 101304 _
Age: 47 ACTIONS

c‘::x il A Document Review i Plan Signature Planning Team +
Program : Interim
Mss“ g @ Review Assessment @ ‘ ?SCS - Nicholas Literacy Center, LLC Z W
Medicaid 1D e () This assessment has been reviewed and is up-to-date § p —— -
"';?stm ::;:::i:jgon Senvices [ Review ECER J =] [ Unond Hew R = ‘ + SC - Nicholas Literacy Center, LLC J
Eligibility : A.ge FC  Medicaid C R ‘ '3:: I:g m » J
(=] Y =] =] Change Plan Status & | Send Plan
(Work-In-Progress | Send Plan To
“ Notes

Conditions

Current Plan Status: W (Work-in-Progress)

Prior Status: none
Change to: R, RI
Controller: SC
E-mail Alert: SC, SCS
Due-List: SC
Conditions:

e |Initial Plan Status for plans automatically assigned to active participants with no active plan
within the last year, or a new plan is auto-generated for an active participant in W status 30
days prior to the end of the plan term of an approved plan.

e Plans may not leave from W to R status unless the following condition(s) have been met:
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e Status indicator on Participant card, Support Coordination, Assessments and
Contacts is not red.

e Current Plan Info card tool status indicator is red (The following requirement for
Current Plan Info card status indicator is ignored for change status to status
indicator: plan is overdue)

* Assessment is reviewed.

e PCPTis reviewed

e Pathway to Employment has been completed within the last 30 days.

* NEW signed NJISP to be uploaded or retrieved electronically.

e At least one outcome in the plan is employment related

e When these conditions have not been met, the following message is displayed when user
attempts to change the plan status from W to R status:
Change Plan Status criteria(s) not met.

e Plan status can be changed from W to Rl upon entering notes.

Current Plan Status: R (Review)

Prior Status: W, RV
Change to: A, SR1, RV
Controller: SCS
E-mail Alert: SCS
Due-List: SCS

Conditions:

e Any plan completed by an SC must be submitted first for approval through the SCS in this
status.

e SCS of an agency with Self Approval authority has the ability to approve the plans.
e Plans may not leave from R to A status unless:

e Status indicator on Participant card, Support Coordination, Assessments and
Contacts is not red.
¢ Current Plan Info card tool tip is red (The following requirement for Current Plan
Info card status indicator is ignored for change status to status indicator: plan is
overdue)
« System verifies that the budget is not over obligated (for micro plan)
Author: DDD IT Department Date: 10/16/2015
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e Plan status can be changed from SR1 to RV by entering notes.

Current Plan Status: RV (Revision)

Prior Status: R, SR1, SR2, RR
Change to: R, RI

Controller: SC

E-mail Alert: SC

Due-List: SC

Conditions:

e Any plan returned by an SCS, WAC or SWAC or SU requiring changes prior to status-change
approval have this status.

e Plans may not leave from RV to R status unless:

e Status indicator on Participant card, Support Coordination, Assessments and
Contacts is not red.

e Current Plan Info card tool tip is red (The following requirement for Current Plan
Info card status indicator is ignored for change status to status indicator: plan is
overdue)

* NEW signed NJISP to be uploaded or retrieved electronically.

e Pathway to Employment has been completed within the last 30 days.

e At least one outcome in the plan is employment related.

« System verifies that the budget is not over obligated (for micro plan)

e When these conditions have not been met and the following message is displayed when
user attempts to change the plan status from RV to R status:
Change Plan Status criteria(s) not met.

e Plan status can be changed from RV to RI by entering notes.

Current Plan Status: A (Approved)

Prior Status: R, SR1, SR2
Change to: RI, RV

Controller: SC
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E-mail Alert: SC, FI

Due-List: none

Conditions:

e Any plan that is approved to be carried out will have this status

e When a plan status changes from A to RV or RI, it will generate a new micro plan.

e User can change the status of an approved plan when the plan end date is in the future.

Current Plan Status: Rl (Review-to-Inactive)

Prior Status: A, RV, W
Change to: Al, RV, SR2
Controller: WAC, SWAC
E-mail Alert: SC, SCS
Due-List: WAC
Conditions:

e Participants who will be ineligible to receive services, expired, or are not expected to receive
service delivery for 90 days or more should be placed into this status by a support
coordinator.

e Participants who are confirmed to be inactive.

e Plan status can be changed from Rl to RV, Al or SR2 by entering notes.

Note: SWAC can change plans in this status when the WAC is not present.

Current Plan Status: Al (Approved-to-Inactive)

Prior Status: RI, SR2
Change to: RR
Controller: SC

E-mail Alert: SC, SCS, FI

Due-List: none
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Conditions:
e Participants who are confirmed to be inactive.

e Plan status can be changed from Al to RR by entering notes.

Current Plan Status: SR1 (State Review 1)

Prior Status: R

Change to: RV, A, SR2

Controller: WAC, SWAC

E-mail Alert: WAC

Due-List: WAC

Conditions:

e Plans requiring state review receive this status.
e Plans may not leave from SR1 to A status unless:

e Status indicator on Participant card, Support Coordination, Assessments and
Contacts is not red.

e Current Plan Info card tool tip is red (The following requirement for Current Plan
Info card status indicator is ignored for change status to status indicator: plan is
overdue.)

« System verifies that the budget is not over obligated (for micro plan)

e Plan status can be changed from SR1 to RV or SR2 by entering notes.

Note: SWAC can change plans in this status when the WAC is not present.

Current Plan Status: SR2 (State Review 2)

Prior Status: SR1, RI, RR
Change to: A, RV, Al, W
Controller: SWAC
E-mail Alert: SWAC

Due-List: SWAC
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Conditions:
e Plans requiring high-level state review by an SWAC receives this status (i.e. Bump-ups)
e Plans may not leave from SR2 to A status unless:

e Status indicator on Participant card, Support Coordination, Assessments and
Contacts is not red.

e Current Plan Info card tool tip is red (The following requirement for Current Plan
Info card status indicator is ignored for Change status to status indicator: plan is
overdue.).

« System verifies that the budget is not over obligated (for micro plan).

e Plan status can be changed from SR2 to RV or Al or RR by entering notes.
e System generates a new macro plan when the status changes from SR2 to W.

e System closes the events associated when the plan leaves SR2 status.

Current Plan Status: RR (Review-to-Reinstate)

Prior Status: Al

Change to: W, Al, SR2
Controller: WAC, SWAC
E-mail Alert: WAC
Due-List: WAC
Conditions:

e Plans which have been made inactive and require Reinstatement because the individual has
returned for service

e When a plan status changes from RR to W, system creates a new macro plan and closes the
associated event.

e Plan status can be changed from RR to W, Al, or SR2 by entering notes.

Note: SWAC can change plans in this status when the WAC is not present.
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Change Plan Status Tile

e View the Change Plan Status tile, which is as shown below. The tile does not display the @
icon for a macro plan. The table below describes the available controls on the tile.

Change Plan Status @ I

LWGrk—In—Progress |

Motes
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Control

Description

This icon is unavailable with a macro plan (the initial plan drawn out
for each plan cycle).

With a micro plan (revisions to the plan within the plan cycle), view
the icon.

Hover on the icon and tooltip displays View Change Log.

Click the icon and view a report that shows all the changes within the
plan cycle.

The status icon displays green when the following conditions are
satisfied for a plan in a particular status.
The conditions for Plan in W status are:

e Status indicator on Participant card, Support Coordination,
Assessments and Contacts is not red.

* Current Plan Info card tool tip is green (The following
requirement for Current Plan Info card status indicator is
ignored for change status to status indicator: plan is
overdue.)

e Assessment is reviewed.

e PCPTis reviewed.

e Pathway to Employment has been completed within the last
30 days.

e NEW signed NJISP to be uploaded or retrieved electronically.

¢ At least one outcome in the plan is employment related.

¢ Allocated budget of a plan is greater than or equal to the
obligated budget.

The conditions for Plan in W status are:

e Status indicator on Participant card, Support Coordination,
Assessments and Contacts is not red.

e Current Plan Info card tool tip is green (The following
requirement for Current Plan Info card status indicator is
ignored for change status to status indicator: plan is overdue)

¢ NEW signed NJISP to be uploaded or retrieved electronically.

e Pathway to Employment has been completed within the last
30 days.

¢ At least one outcome in the plan is employment related.

* Allocated budget of a plan is greater than or equal to the
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obligated budget of a micro plan.
The conditions for Plan in other than W and RV are:

e Status indicator on Participant card, Support Coordination,
Assessments and Contacts is not red.

e Current Plan Info card tool tip is green (The following
requirement for Current Plan Info card status indicator is
ignored for Change status to status indicator: plan is
overdue.)

e Allocated budget of a plan is greater than or equal to the
obligated budget of a micro plan.)

I The status icon displays red when the conditions for green are not
met.

Select the change to the status from the drop-down list. The drop-
Current Plan Status down list options depend on the conditions described above for each
status.

Enter any relevant notes for the change in status.
Notes Mandatory/Optional: Mandatory
Max limit: 1000 characters

e With an attempt to change status without meeting the desired conditions, the following
message displays Change Plan Status criteria(s) not met.

e Hover on the status indicator displays the message according to the following table.

Indicator | Condition Hover
All pre-conditions for plan approval
Green When all conditions are satisfied. P P PP
have been met.
Participant card status indicator is red. Participant card status indicator is red.
Support Coordination card status Support Coordination status indicator is
indicator is red. red.
Red
Assessments card status indicator is Assessments card status indicator is
red. red.
Contacts card status indicator is red. Contacts card status indicator is red.
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Current Plan Info card tooltip is red.

Current Plan Info card tooltip is red.

Assessment has not been reviewed.

Review assessment and confirm it is up-
to-date.

PCPT has not been reviewed.

Review PCPT and confirm it is up-to-
date.

Pathway to Employment has not been
completed within the last 30 days.

Pathway to Employment must be
updated.

No NJISP uploaded or retrieved
electronically.

Upload signed NJISP before changing
status of the plan.

No employment related outcome in the
plan.

No employment related outcome in the
plan.

Obligated budget is greater than the
allocated budget of a plan.

Budget is over obligated.

5.6.2 Planning Team

iRecord maintains a Planning Team tile, which appears on the Actions tab. These are the

individuals that helped create the plan.

The permissions on the tile depend on your user role. For more information on the permissions,

refer to the User Privileges.
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James Harmony I Demographics | Upload Documents

1D : 101304 "
Age: 47 PLANS ACTIONS

DOB : 7/28/1967
County : Somerset VAN Document Review Planning Team
|

Program : Interim

Chirar Wi
ssN:mm-mogi0 B Review Assessment @ ‘ +SCS - Nicholas Literacy Center, LLC
Medicaid ID : = = () This assessment has been reviewed and is up-to-date (
Medicaid Type : Not Available t Review PCPT J @ Upload New NJISP
DDD Status : Eligible For DDD Services
Eligibility:  Age  FC  Medicaid
-

[P—
+ SC - Nicholas Literacy Center, LLC

C Upload New PCPT ) ‘ Roky Fauer
* Biological Mother

@ @l Change Plan Status i l

Planning Team Tile
o The Planning Team tile displays a record of each individual that helped create the plan. The
records are placed on the tile in alphabetical order of their names.

e By default, the tile displays the record of the participant (self) and the SC. The user has the
option to edit or delete the default records.

e This tile must be completed before submitting a macro plan for review. To be considered
complete, it must have at least three team members.

e Ascroll bar appears (on the right) when the records exceed the tile size.

e The option of edit is available only until the macro plan is approved. Once approved, the tile
information is locked and the information carries over to all associated micro plans.

e With incomplete information and the plan in W or RV, the status indicator on the
Participant tile displays red. Hover on status indicator and the tooltip displays No Planning
Team information available.

o The tile displays No Information Available and A icon for a blank tile.
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& Planning Team +

No Information Available

To add a team member

6. On the Planning Team tile, click =+ iRecord displays an Add Team Member pop-up tile,
shown below.

®
Add Team Member

( Contact Name ]

Phone Number ]

~

7. Enter the appropriate details for the given fields. For more information on the fields, refer to
the following table.

Field Description

Enter the name of the contact within the text box.

The auto-complete feature is available within this text box, listing up
Contact Name to 10 members that contain the typed characters.

You can either select from the list or continue typing the name.
Mandatory/Optional: Mandatory
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Select the relationship of the contact to the participant from the
drop-down list.

Type within the search box on the drop-down to narrow down the
Relationship list.

This field populates with the required information for a contact
already on iRecord. You have the option to change the relationship.
Mandatory/Optional: Mandatory

This field appears with selection of Support Coordinator, Support
Coordination Supervisor or Agency for the Relationship field.
Agency Name Select the agency from the drop-down list.

This field automatically populates for a contact already in iRecord.
You cannot change the agency name.

Enter the phone number of the contact.

Phone Number .
Mandatory/Optional: Mandatory

8. Click v to save the details and close the Add Team Member pop-up tile.
9. View the record on the Planning Team tile.

10. Repeat the steps from 1 to 4 to add another team member.

To edit a team member

1. On the Planning Team tile, locate the team member and click |Z, An Edit Team Member
pop-up tile appears with the existing information.

2. Make the changes within the appropriate field.

Note: With approval of macro plan, this tile cannot be modified.

3. Click ¥ tosavethe changes and close the Edit Team Member pop-up tile.

4. View the edited record on the Planning Team tile.
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Author:

Title:

New Jersey Division of Devel:

To delete a team member

1. On the Planning Team tile, locate the team member and click |Z, View the Edit Team
Member pop-up tile with the existing details.

2. Click ‘@ (appears on the lower right of the tile). A confirmation message appears.

Note: You cannot delete with approval of the macro plan.

3. Click v and confirm delete.

Send Plan

iRecord permits users with the appropriate permissions to print the associated plan's NJISP
report. Certain users also have the option to e-mail the report to the concerned service
providers, the participant, and the participant's HIPAA contacts. For more information on the
permissions, refer to User Privileges.

The Send Plan tile is on Actions tab.

Upload Documents

James Harmony I Demographics

ID: 101304 [
Age 47 ACTIONS

DOB : 7/28/1967

Coiy - St N Document Review i Plan Signature Planning Team
Program : Interim -
Chim. s
ssN:m--ga0 B Review Assessment @ ‘ + SCS - Nicholas Literacy Center, LLC Z
Medicaid ID : =% = () This assessment has been reviewed and is up-to-date
Medicaid Type : Not Available Upioad New NJISP. ) ‘ Mu e e o 7
DOD Status : Elgible For DDD Senvices ( Revey el ) 8 ( 2 '8 * SC - Nicholas Literacy Center, LLC

FC Medicaid

Eligibility :  Age - T— s

. ( Upload New PCPT ) "‘;g;gm . 7]
@ [g] Change Plan Status (=0 | Send Plan
(work-ln-Progress ] Send Plan To

“ Notes

Send Plan Tile

o The tile has a simple interface. The following table serves as a reference to the available
functionality on the tile.
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Control Description

Eﬂ Print the NJISP report.

Click the box and the drop-down list appears. Select the check box of
the entity (or entities) for sending the NJISP report.

Send Plan To

Other (available for Click the box and view the Add/Edit E-mail Addresses pop-up that
Fl, SFl and VO-TS) enables addition of e-mail addresses.

E E-mail NJISP report to the selected entity (or entities). View a
confirmation message with successful e-mails.

e The Send Plan To field displays a drop-down list of the available entities. Each entity has a
check box available for selection. The entities are determined by the payment sources for all
services in all outcomes of the associated plan. The following table categorizes the drop-
down list according to the payment source. The figure below displays a sample expanded
drop-down list.

Send Plan E‘]

Send Plan To v
Alpine Learning Group, Inc.

James Gudgell

Mike Johnson : Other

Payment Source Drop-down List Items

¢ Corresponding service provider names

Fl, Medicaid, o
e Participant's name
Contract .
e HIPAA contacts of the participant
Natural, Generic, e Participant's name
DVRS * HIPAA contacts of the participant

e Foraplan thatis not in Approved status, the e-mail or print of the NJISP report displays
DRAFT watermark on all pages.
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o The Other field permits addition of e-mail addresses, available for Fl and SFI user roles.

.
Send Plan 'Ei]
Send Plan To w
( Other
&7
b u o

e (Click the Other box and the Add/Edit E-mail Addresses pop-up controls appear, as shown

below.
®
Add/Edit E-mail Addresses +
v
Control Description
-I— Click to add an additional e-mail address.

Enter E-mail Address | Add the e-mail address of the entity for sending the NJISP report.

@ Click to delete the e-mail address. This icon appears with two or more
Enter E-mail Address fields.

Click to save and close the Add/Edit E-mail Addresses pop-up.
View the e-mail addresses within the Other field on the Send Plan tile.

5.6.4 Document Review

The Assessment and PCPT documents are integral to plans on iRecord. It is necessary to review
the Assessment, PCPT and the previous ISP (if available) to write a new ISP.
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James Harmony
ID: 101304

Age: 47 ACTIONS
DOB : 7/28/1967

oy < Sorauet VO Document Review Plan Signature Planning Team

Program : Interim
ssN:m-oaa0 B Review Assessment =)
Medicaid ID : % = () This assessment has been reviewed and is up-to-date

Medicaid Type : Not Available Review PCPT Upload New NJISP ) Mu o -
DDD Status : Eligible For DDD Services { } @ L: @ ‘ * SC - Nicholas Literacy Center, LLC

Eligibility : Age FC Medicaid p — (
° ( Upload New PCPT | ‘

Chirar Wi
+ SCS - Nicholas Literacy Center, LLC

Rosy Fowler
* Biological Mother

(Work-In-Progress

Notes

Document Review Tile

Author:
Title:
Application:

The Document Review tile display A icon (on tile header) for a macro plan in W (Work-in-
Progress) status until the documents (Assessment and PCPT) have been reviewed by an SC.

Without any existing documents, the tile displays Review Assessment (unavailable) and
Upload PCPT buttons (for the user role with the permissions).

View an unavailable Review Assessment button without an assessment document or the
Plan is other than W (Work-in-Progress) status.

Upload PCPT button changes to Review PCPT and Upload a New PCPT button appears once
an existing PCPT appears in the database.

With an available document (Assessment and/or PCPT) for a participant in the database, @
icon appears adjacent to the button. This icon allows the user to view the respective
document. Hover on icon displays the message

<Date> of the <assessment/PCPT> document related to the plan ID or if document not
available, most recent <assessment/PCPT uploaded> date.
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& Document Review
f ™
| Review Assessment | @
F ™
| Upload PCPT |
e d

e Click Upload PCPT or Upload a New PCPT button opens controls to upload PCPT.

®

Upload

-

Document Date : L MM/DD/YYYY

i

Notes

E\ -/ LR —
PN S \

e A check box appears below the button with review of each document by the user (shown
below for Assessment and PCPT).

& Document Review
i )
| Review Assessment | @
L -
Cl This assessment has been reviewed and is up-to-date
i )
| Review PCPT | @1

4

LN
Cl This PCPT has been reviewed and is up-to-date
-

-

| Upload New PCPT |

b o
e _J
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e Select the check box to indicate that the document has been reviewed. Once selected, the

user cannot reverse the action and the button becomes unavailable (cIick@ to view the
document).

To upload a PCPT document

1. Onthe Document Review tile, click Upload PCPT or Upload New PCPT (appears with an
already existing PCPT) button and view the pop-up controls.

Upload

( MM/DD/YYYY )

L. r

Document Date :

Notes

()

2. Enter the information within the respective fields. For more information, refer to the
following table.

Field Description

Click the button or the box and the Choose File to Upload dialog box
opens.

Upload Locate and select the file to close the Choose File to Upload dialog
box.

You can view the file within the selection box.

Enter the date in the format shown below or select the date on the
Document Date
calendar pop-up, shown below.
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d

1 2 3 4 5
7/ 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27

28 29 30

Select the month and year using the drop-down list on the header.
Click and select the date.
Date format: MM/DD/YYYY

Notes box.

Enter any relevant notes for the uploaded document within the text

Max limit: 1000 characters

3.

click ¥ .

To review Assessment/PCPT document

1.

On the Document Review tile, click the respective button for the document that you choose
to review.

Note: View Review Assessment and/or Review PCPT button(s) with available document(s).

2.

Author:
Title:
Application:

The file is in Downloads of your respective browser. Use the shortcut key CTRL+J to open
the browser's View Downloads dialog box.

Open the file and review it.
or
Save the file to the location of your choice and then review the file.

With a click of the review button, a check box control appears below the respective button
(the following sample figure displays the check box controls for Assessment and PCPT).
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Select the check box for the appropriate document to indicate that the document has been
reviewed and it is up-to-date.

Note: It is not possible to reverse the check box selection.

Document Review

Review Assessment @
@ This assessment has been reviewed and is up-to-date
Review PCPT El

@ This PCPT has been reviewad and is up-to-date
p

-

| Upload New PCPT |

\ J
e _J
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6 Documents

An exciting update is now available on iRecord. As part of an ongoing process, we are pushing
forward with a completely redesigned interface to manage the documents relevant to the
participant’s support coordination services. This is available from Documents on the Main
Toolbar.

The interface offers intuitive navigation and additional features, matching the user experience
of the other screens on iRecord. The main feature of Documents is the responsiveness,
providing a similar interface and a near identical experience on any device. The documents are
available on a grid layout, which displays the total number of available documents. The grid
layout of the documents provides a cleaner interface and faster navigation.

Some of the new features include:

« Filter grid

e Sort grid

* Export grid to a file

« Upload additional file types
¢ E-mail documents
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6.1

Author:
Title:

Document Types

iRecord defines the documents based on the document type. The available types are:

e NIJISP

e PCPT

e AGRMT
e AAF

e HIPAA

e Legal Guardian
e Monthly Contact

e Other

NJISP

NJISP is an acronym for the New Jersey Individualized Service Plan.

The NJISP is developed through a Person-Centered Planning Process. Once assigned, the Support
Coordinator plans with the participant and his/her identified team members through regular
contact and communication. Through the use of information provided from the NJ
Comprehensive Assessment Tool (NJ CAT), the Person-Centered Planning Tool (PCPT), and any
other discovery tools that have been utilized, the Support Coordinator builds an NJISP.
Development of the NJISP drives the outcomes and services implemented in order to meet the
needs of the individual.

PCPT

The Person-Centered Planning Tool (PCPT) is a mandatory discovery tool used to guide the
person-centered planning process and assist in the development of the NJISP. The Support
Coordinator facilitates the development of the PCPT with input and guidance from the identified
team members.

AGRMT

This is the document type for the participant enroliment agreement. To enroll into a Waiver
Program, the Support Coordinator must obtain a signed enrollment agreement from the
participant or guardian. The Support Coordinator explains the enrollment agreement before
obtaining the signature.
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AAF

AAF is an acronym for the Agency Assignment Form.

The participant or one of his/her representative completes the form and sends it to DDD before
assigning the participant to an agency. The user at DDD uploads this form with Support
Coordination Agency assignment.

HIPAA

The participant’s written authorization for release of information must be obtained before any
protected health information can be shared. To meet with HIPAA compliance, it is mandatory to
obtain this authorization from the participant for a contact. HIPAA type refers to these
documents. The document name is appended with the last name of the contact.

Legal Guardian

Legal Guardian is the official documentation required to show that the contact is the legal
guardian of the participant.

HIPAA authorization must be obtained separately even for a legal guardian.

Monthly Contact

Monthly Contact is conducted within 30 days of NJISP approval and within every 30 day
timeframe thereafter. This involves a personal meeting with the participant or, in certain
acceptable cases, a telephone contact. Any other mode of communication is not accepted to
meet the mandatory monitoring requirements. Information gathered or observed must be
documented.

Other

This is the category for any additional documents that are relevant to the participant’s support
coordination services.
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6.2 Documents Screen

Documents on the Main Toolbar provide the options to upload a document and/or view any
document that was uploaded previously. There are additional options available with each

document as well.

The documents are available on a grid layout. The Documents screens are shown in the

following figures.

No available documents

s

Documents

DOB : 10/13/1963
County : Mercer
Program : Legacy
SsN:ovaes B
Medicaid ID : Not Avaiable
Medicaid Type : Not Avaiable
DDD Status : Ehgble For DDD Services
Eligibility : Age FC  Medicaid
® O o

Available documents

o

ii "\ 2

No Documents Found

= |

oS

Documents

James Harmony

1D : 431005
Age: 23
DOB : 972/1962
County : Mddesex

Upload Document [

-8

P Siggiony PR Type Name Upload By DocDate  ~  UploadDate More
SSN:vvoo620 NJISP NJISP_200 R e e i 00/28/2015 092812015 &

Medicaid ID : MONTHLY CONTACT | MONTHLY CONTACT_09252015 | M. = 09252015 0252015 | &%
ek o o | i wns | oms ©

migibilty:  Age FC  Medicaid PCPT PCPT_9.00 [——— 092472015 092472015 &
. PCPT 'PCPT_1000 002412015 oo24n015 |

PCPT PCPT_7.00 [—— 09232015 09232015 &
PCPT 'PCPT_8.00 Remmwyramews | 00232015 09232015 | &

MONTHLY CONTACT | MONTHLY CONTACT_09232015 - | oen3n015 09232015 | &

OTHER TestDoc08 I 00232015 00232015 %

MONTHLY CONTACT | MONTHLY CONTACT_09232015 Hemmen e 09232015 09232015 | &

Showing 1 10 10 of 89 results P
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6.2.1 Grid Columns

The table below describes the columns on the Documents grid.

Column Description
View the type of uploaded document. The type of document is one of
the following:
* NIJISP
* PCPT
T e AGRMT
e
vp . AAF
e Monthly Contact
¢ Legal Guardian
* HIPAA
e Other
View the name of the document. The name of the document is the
type of document appended with the document identifier.
An example of the name for each document type:
¢ NIJISP document for Plan 1.00 displays as NJISP_1.00.
¢ PCPT document displays it in the numerical order of the PCPT
Name upload, such as PCPT_2.00 (for the second uploaded PCPT).
¢ Monthly Contact displays the document completion date,
such as MonthlyContact_07062015.
e Legal Guardian and HIPAA display the last name of the
contact, such as HIPAA_Harmony.
¢ AGRMT and AAF are shown likewise, without any identifier.
e The user enters the name for the Other document type.
Upload By View the user that uploaded the document.
Doc Date View the date of document completion.
Upload Date View the date that the document was uploaded to iRecord.
Click {é} to view the following options for each document:
More * View/Download
e Send Doc
¢ View Notes
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6.2.2 Features

The features available on the grid are:

e By default, the grid displays a maximum of 10 rows. At the bottom of the grid, view the total

number of results. Click @ to view the next 10 results. Click =® to view the previous 10
results (when applicable).

Demographics Plans =
(& Documents -0
= Filter Upload Document 5]
Type Name Upload By Doc Date - Upload Date More
NJISP NJISP_2.00 R s » mmem-mm n 09/28/2015 0972812015 @}
MONTHLY CONTACT 'MONTHLY CONTACT_09252015 Hidl=l = 09/25/2015 09/25/2015 {é‘}
OTHER Abc Hemmn mem 0972412015 092472015 2
PCPT PCPT_9.00 Ramsms ¢ mmm 09/24/2015 09242015 {é‘}
PCPT PCPT_10.00 Rty g 092412015 00/24/2015 &
PCPT PCPT_7.00 Remsms 8 commm 09/23/2015 0972372015 {é‘}
PCPT PCPT_8.00 Ragm— g s 092312015 0912312015 &
MONTHLY CONTACT 'MONTHLY CONTACT_09232015 H m 09/23/2015 0972372015 EJ}
OTHER TestDoc09 Hl " & "= 09/23/2015 092372015 {g}
MONTHLY CONTACT 'MONTHLY CONTACT_09232015 Hemn s 09/23/2015 0972372015 {é}
Showing 1 to 10 of 59 rasults 3

e Click — to minimize the tile or click [_] to maximize the tile. At the minimized or
maximized state, click to restore the tile to the default state. The figure below displays
the tile in the minimized state with (restore) and [_] (maximize) buttons.

I T W

e Sort the grid from any column in ascending or descending order. By default, the grid is
sorted in the descending order of Doc Date. View w or 4 adjacent to the column header
that sorts the grid (the grid is sorted according to the column that displays the icon). w
represents a descending order sort and 4 denotes an ascending order sort.
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LDemographi(s r Plans =
,B] ==
[E Filter J \ [ Upload Document 53 J
Type Name Upload By Doc Date El Upload Date More
NJISP NJISP_200 Ra o mmn o § 097282015 09/28/2015 i)
MONTHLY CONTACT |MONTHLY CONTACT_09252015 Hilla k. s 09/25/2015 09/25/2015 &
OTHER Abc Himn o 092412015 097242015 &
PCPT PCPT_9.00 [ S— 092412015 09/24/2015 &
PCPT PCPT_10.00 Rggm— g opms 092412015 09242015 &
PCPT |PCPT_7.00 | e | 0912372015 | 092312015 | &
PCPT PCPT_8.00 Ry cpms 09/23/2015 09232015 &
MONTHLY CONTACT |MONTHLY CONTACT_09232015 [T E———— 0972312015 0972312015 &
OTHER TestDoc09 HEEE L. "S- 0912372015 09232015 &
MONTHLY CONTACT |MONTHLY CONTACT_09232015 Hemm=n = 092312015 09232015 &
Showing 110 10 of 80 results ' T ®

e Export the grid to an Excel file using the Eﬂ] icon. Click Eﬂ] and iRecord opens the Save As
dialog box on your device as shown in the following figure (for the Windows OS).

—““ o =Y =ANYS
Demographics Plans = | Documents Notes
E T ——— -0
( = Filter ] ) [ sampie + [ %3 |[ earch Sample 2| [ Upload Document (=5 ]
Type Organize ¥ New folder #= v @ pDate > Upload Date More
MONTHLY CONTACT MONTHLY - D : Detemodficd  Type |[B/2015 o520t B
MONTHLY CONTACT | MONTHLY B Deskiop R B12015 091232015 &
| MONTHLY CONTACT MONTHLY ot pormineee 2015 09232015 &%
MONTHLY CONTACT |MONTHLY, 372015 09/23/2015 %
MONTHLY CONTACT 'MONTHLY 5 porumerts 12015 0911612015 &
MONTHLY CONTACT |MONTHLY o Music b2015 092212015 &
MONTHLY CONTACT MONTHLY g o - | i ] v 12015 002372015 &
MONTHLY CONTACT | MONTHL PR . crteorchRsults co <015 092412015 &
MONTHLY CONTACT MONTHLY Save astype: Microsoft Excel Comm Separated ValuesFile ~) hrots 0912372015 &
MONTHLY CONTACT |MONTHLY| . o 2015 | o9zez01s | &
Showing 1 to 10 of 33 results (filtered froj ;
5 AC

e Hover over an ellipsis within the grid and view a tooltip that displays the complete details.
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6.2.3 Upload Document

There are three types of documents that you can upload using the Upload Document:

* Monthly Contact
e Other
* PCPT

The remaining document types are uploaded either on Plans (NJISP, AGRMT, AAF) or
Demographics (HIPAA, Legal Guardian).

The following instructions detail the procedure to upload Monthly Contact, PCPT or Other.

To upload a document

1. Click the Upload Document button, shown in the following figure.

2 wmad
James Harmony i Documents
1D : 431005
Age: 23
= T
DOB : 972/1982 | Upload Document (=3 |
County : Middiesex
Program : Supports Program DocDate  ~ Upload Dat
SsN:.v.o620 B ¢ i 002812015 0912812015
Medicaid ID : — MONTHLY CONTACT | MONTHLY CONTACT_09252015 09252015 09252015
DOD Status : Eligbie For DDD Services e e ! ! Lz | Ess
migibilty:  Age FC  Medicaid PCPT PCPT_9.00 . 002472015 092422015
e o . PCPT PCPT_10.00 - 08242015 092472015
PCPT PCPT_7.00 " 00232015 09232015
PCPT PCPT_8.00 - 002322015 09232015
MONTHLY CONTACT | MONTHLY CONTACT_09232015 09232015 09232015
OTHER TestDoc08 I 00232015 09232015
MONTHLY CONTACT | MONTHLY CONTACT_09232015 00232015 09232015

Showing 1 to 10 of 89 results

Medicaid Type : Categoncally Needy Dsabilty As

YBBEB BB GG oS E

2. The Upload Document pop-up controls appear, as shown in the following figure. Enter the
details for each field, refer to the next table.
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Demographics Plans = Notes
3' Documents 0O
Type me Upload By Doc Date - Mol
N 7
= ® 4 4
T T Upload Document 2472015 4
- e Upload ‘ fie to upload |
T T |
v
Field Description

Select file to upload

L]
.

Click Select file to upload box and your system dialog box appears to
browse the file. Locate the appropriate file and then select it.
The document must have one of the following file extensions:

DOC
DOCX
TXT
TIF
PG
JPEG
PNG
GIF
PDF

iRecord does not permit you to upload the file and displays an error
message (while saving) with any of the following conditions:

Incompatible file extension (see aforementioned extensions)
File size exceeds 4 MB
File name exceeds 150 characters

Mandatory/Optional: Mandatory
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Field

Description

Type

Select the appropriate type of document from the drop-down list.
The options are:

* PCPT

¢ Monthly Contact

e Other
Select Other and the Name field appears on the Upload Document
pop-up controls.

Mandatory/Optional: Mandatory

Document Date

Enter the date of document completion within the text box.

or

Select the date of document completion using the calendar controls,
shown below.

© jun v[2005 v| ©

Su Mo Tu We Th Fr S

d
1 2] 3 2 sn
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27

28 29 30

Select the month and year from the drop-down lists on the top
section. Click and select the date.

Mandatory/Optional: Mandatory
Date format: MM/DD/YYYY
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Field Description

This field only appears with the selection of Other for the Type drop-
down list. The Name field with the selection of Other is shown in the

figure below.
®
Upload Document
[ Upload | select file to upload |
Other . [ ocument Date
—_— | MName
Name
v
Enter an appropriate name for the document within the text box.
Mandatory/Optional: Mandatory
Max limit: 50 characters
Enter any relevant notes related to the uploaded document.
Notes

Mandatory/Optional: Mandatory
Max limit: 5000 characters

3. Click ¥ tosave and close Upload Documents. View the Documents screen and the grid
displays the saved document.

Note: An error message is shown when you click ¥  without meeting the conditions discussed in Select
file to upload. An example is shown in the following figure for an unsupported file type.
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Upload Document

Upload sample.abc ]

Selected file type is not supported. Please select
DOC, DOCX, TXT, TIF, PDF, JPG, JPEG, PNG or GIF
file type to upload.

| PCPT '+ [09/09/2015 )

Notes

6.2.4 View Document

Once any document is uploaded to iRecord, the document is available for viewing (based on
your user role). The grid displays only those documents that your role permits you to view.

To view a document

e You can view a document from the grid in one of the following two methods:

e Click a line item anywhere on the row and view the document.

* Click {E} and view additional options. Click View/Download to view or download
the document.

Demographics Plans = Documents

2 -0
[E Filter ] ( Upload Document (5 |
Type Name Upload By Doc Date > Upload Date More
NJISP NJISP_2.00 R g w o 0972812015 09/28/2015 &
MONTHLY CONTACT |MONTHLY CONTACT_09252015 Hems n oo 09/25/2015 09/25/2015 {§}
PCPT PCPT_9.00 Rl s i w i 09/24/2015 09/24/2015 {§}
PCPT PCPT_10.00 R s s ommn 0912412015 0972472015 e
OTHER Abc He wion B B 09242015 09/24/2015 {§}
PCPT PCPT_7.00 Remmmm moows 09/23/2015 09/23/2015 {é}
PCPT PCPT_8.00 Rt mn oo w 0 09/232015 0972372015 {§}
PCPT PCPT_4.00 Hemmaw s 09/23/2015 09/23/2015 {§}
MONTHLY CONTACT MONTHLY CONTACT_09232015 Ha mmom e e 09/23/2015 09/23/2015 =
OTHER Sample Document Hrm=g =5 09/23/2015 09/23/2015 £ \::::/Z:mload
Showing 1 to 10 of 88 results View Notes
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6.2.5

Author:

Title:

Note: In most cases, your browser opens a dialog box to open or save the document on your device
(however, this depends on your device and browser).

Filter Document(s)

The three available options to filter documents are:
e Type
e Upload By
e User Defined
You can either filter by one of the options or use a combination to view the desired results. The

grid displays the results instantly.

To filter for document(s)

1. Click the Filter button and view the available filter options, indicated in the following figure.

ERWwe

. Demographics Plans =
&

==

( = Filter ) [ Upload Document ﬂ}
( ») Name Upload By DocDate  ~ Upload Date More
Clear Filters 7 100 Ruvems = wacm om0 09282015 09/28/2015 i
S » 1Y CONTACT 09252015 [T ——— 09/25/2015 0912512015 &
Upload By < Heemmr—= = 0912412015 092412015 &

PCPT PCPT_9.00 [ —— 09/24/2015 092412015 &

PCPT PCPT_10.00 Rl "l 0972412015 092412015 &

PCPT PCPT_7.00 [ —— 0912312015 092312015 &

PCPT PCPT_8.00 Rigial®.0 "Bl 097232015 092312015 &
MONTHLY CONTACT | MONTHLY CONTACT_09232015 Hems = 09/23/2015 092312015 &
OTHER TestDoc09 [[E= =% = 097232015 09/23/2015 &
MONTHLY CONTACT | MONTHLY CONTACT_09232015 Hem = 091232015 092312015 &
Showing 1 to 10 of 89 results 3

2. You can filter the document(s) in one of the following methods:

« Enter the characters within the text box. The grid displays the line items containing
the characters entered within the box.
The following figure displays the line items that contain the characters mon
(irrespective of the case).
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Clear Filters
Type
Upload By

U Hils B "

U Rgm==,

T e et
| MONTHLY CONTACT
MONTHLY CONTACT
MONTHLY CONTACT
MONTHLY CONTACT

Showing 1 to 10 of 33 results (filtered from 89 total entries)

§ LY CONTACT_09252015
» LY CONTACT_09232015
M Y CONTACT_09232015

LY CONTACT_09232015

UJ Resm ootiomin ' & s | Y CONTACT_09162015

munanlY CONTACT_09162015
'MONTHLY CONTACT_09012015
| MONTHLY CONTACT_09012015
'MONTHLY CONTACT_09012015
| MONTHLY CONTACT_09012015

—IE]

( Upload Document (=3 ]

Upload By DocDate ~  UploadDate More
—— 0972572015 09/25/2015 i
[ 0912312015 09232015 | &%
e 0972322015 0972312015 @
| 0912312015 0912312015 )
—y ey 091672015 0911612015 &
il R 09/16/2015 00222015 | &
| ey g 09/0172015 0972312015 %
oo = u e 09/01/2015 09242015 | &%
— = 00/0172015 09232015 | %
emmew e 09/0172015 092312015 | &
3

« Click Type and view the options to filter based on the type of document. Select

check box(es) to apply the filter. The grid displays the document(s) with the selected

type(s).
“AWMVe ——uu TaRMWMYe
[ Demographics Plans = Documents Notes
|
& Documents
(= Filter )
( ») Name Upload By
Clear Filters & 100 e
Y CONTACT_09252015 Huualhuiie i
) AGRMT Hemy .
O HiPaa 00 P —
() MONTHLY CONTACT e =
CINJisP 8 }l_l L~ i-®
[JOTHER 00 Rusmme ww -
& Other 00 RS WA 5
el LY CONTACT_09232015 Hommrm w
|_J undefined - 1
Hinlle § G
Upload By » 09 I
MONTHLY CONTACT 'MONTHLY CONTACT_09232015 Hommmn oy
Showing 1 to 10 of 89 results

-
( Upload Document (3 J

Doc Date - Upload Date More
09/28/2015 09/28/2015 %
0912572015 09252015 | &%
092472015 09242015 | &
0912412015 092472015 | &%
092412015 09242015 &
0912312015 092312015 &
09/23/2015 09/23/2015 i
0912312015 092312015 &
092312015 09232015 | &%
092312015 09232015 | &%

3

* Click Upload By and view the options to filter based on the uploaded user. Select
check box(es) and the grid displays according to the selected user(s).
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L = Filter ] [ Upload Document @]
( £ Name Upload By DocDate  ~ Upload Date More
Clear Filters 7 100 RAm = == u = o 0972812015 0912812015 &
SEon » LY CONTACT_ 09252015 T — 09/25/2015 0912512015 &
Hira =~ 097242015 092412015 )
T 00 Rajmmscn oy = 0972412015 097242015 &
B R ——— {00 Raj i T 0972412015 0912472015 &
RPN S 0 Rajm— 0912312015 0912312015 &
PCPT PCPT_8.00 | Rej i —— | 0972312015 0972312015 &
MONTHLY CONTACT | MONTHLY CONTACT_09232015 Himss = 0912312015 0972312015 &
OTHER TestDoc09 [ —— 09/2312015 0972312015 &
MONTHLY CONTACT |MONTHLY CONTACT_09232015 Him v 0912312015 0972312015 &
Showing 1 to 10 of 89 results 3

* Use a combination of the aforementioned options and apply a custom filter.

Note: You can also export the filtered grid to an excel file with the @] icon.

6.2.6 Send Document

iRecord provides the option to e-mail documents to multiple entities. The entities listed in
alphabetical order include the participant, HIPAA contacts and the participant’s current plan
providers.

The e-mails are sent out from the following e-mail address:
ddd.irecord@dhs.state.nj.us

To send the document

1. Click {‘3} of the appropriate document and view additional options:

* View/Download
* Send Doc
¢ View Notes

2. Click Send Doc and iRecord displays the Send Document pop-up tile, as shown in the
following figure.
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E =
| E Filter Upload Document d |
| Type Name Upload By Doc Date = Upload Date More

OTHER TEST123 Homen = om— 08/10/2015 08/10/2015 @}
PCPT PCPT_22p : " m 08/10/2015 08/10/2015 {E}}
OTHER TESTO82 SendDocument Nl "= 08/06/2015 08/20/2015 {t}}
HIPAA HPAA H: [ Send Document To v ) | 08/05/2015 08/06/2015 &
NJISP NJISP_3 = gl 08/04/2015 08/19/2015 {é}
Legal Guardian Guardian - = 08/04/2015 08/06/2015 {‘é}
Other AAF A ST 08/04/2015 08/2412015 {§}
HIPAA HIPAA | A4 | — 08/04/2015 08/05/2015 {5}
HIPAA HIPM_GiI\Ien TEE 08/0422015 08/05/2015 {é}
Other AAF Viem—_— - 08/03/2015 08/13/2015 {9‘}

Showing 11 to 20 of 634 results 3¢

3. Click Send Document To and view the list of available options. Scroll down to view

additional options, if required.

S
@ Documents = |
= Filter Upload Document [=3 |

Type Name Upload By Doc Date v Upload Date More

OTHER TEST123 Hie i 0810/2015 08/10/2015 &

PCPT PCPT_22 S — o 08/10/2015 08/10/2015 &%

OTHER TESTOB2A i1 - e 08/06/2015 0872072015 £

hd

HIPAA HIPAA H [ Send Document To J 7 08/05/2015 08/06/2015 by

NJISP se ad L) Adem e Grandfather I el 08/0472015 08/19/2015 by

Legal Guardian | Guardian: [ Advosery of New Jersey Inc. - 08/0412015 0810672015 &

Other AAF (] Are ot Ocean County Ine. 1 /u n - 0810472015 0812412015 &

HIPAA HIPAA_ [) B [l : Friend Jomm 08/0472015 08/05/2015 &

HIPAA HIPAA_Gillen TE i 08/04/2015 08/05/2015 &

Other AAF v = 08/03/2015 08/1372015 &%

Showing 11 to 20 of 634 results $3

4. Select check box(es) and then click [¥].

5. View a confirmation message, as shown in the following figure.

-

E-mail has been sent successfully.

Author: DDD IT Department Date: 10/16/2015
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6.2.7 View Notes

There is a system generated note for every uploaded document. It is also possible that the user
entered a note during the document upload process. iRecord displays both of these notes with
the View Notes option.

To view the notes

1. Click {é} of the appropriate document and view additional options:

* View/Download
« Send Doc
¢ View Notes

2. Click View Notes and iRecord displays Notes, as shown in the following figure.

Demographics Plans = Notes

:i Documents S E
Type Name Upload By Doc Date Upload Date ~ More

£r i Notes

= Date: 09/21/2015
Agency Assignment Notes
Post By: H

* ystem Generated Note *Assigned to primary
Othe AAF agency preferred Brain Injury Alliance Of Nj Inc 44 08/24/2015 08/24/2015
. "User Note:* ly R

Author: DDD IT Department Date: 10/16/2015
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7 Notes

The Notes on the Main Toolbar display the notes of the participant.

The following figure displays a screenshot of the Notes for a participant.

James Harmony I Demographics Plans = Upload Documents
1D : 101304
Age 47 Bote Entered By ¢ Entered On ¢ Category ¢ PlanVer# ¢ Notes 2 A" pote pate Range:
DOB : 7/28/1967 Date ot Dt Tange:
County : Somerset 7/16/2015 e ey 7/16/2015 General Notes Notes From: To:
Program : Interim 06/01/2013 ) (7172015
SSN:=*_*_g50 B 7/10/2015 [k 7/15/2015 HV-Home Visit Notes Notes — - - -
Medicaid ID : &5 s 7/9/2015 gy ——p 7/9/2015 Doc Upload - PCPT Notes Notes
Medicaid Type : Not Available ()
DDD Status : Elgibie For DD Services 71812015 L 7/15/2015 General Notes Notes O v rorriiac
Eligibility:  Age FC  Medicaid 6/26/2015 e 6/26/2015 General Notes Notes. ) Ceneravoes
. . . 6, D HV-Home Visit Notes
126/2015 LT ] 6/26/2015 safety and Supports Notes Notes a
@' R | 6/25/2015 IR Wer 6/25/2015 Nutrition and Health Notes Notes. () satety and Supports Notes
6/25/2015 e ey 7/16/2015 Nutrition and Health Notes Notes
6/25/2015 IRE WEr 6/25/2015 Nutrition and Health Notes Notes
6/25/2015 R WRr 6/25/2015 Nutrition and Health Notes Notes ¥
howina 1 to 10 of 38 entries Previou:Next

Please Note: Fields marked with * are required

Entered By: || JEX ;' 7'i;; ) :::: \r Category: ':Séiect‘ V"

Note:

(Maximum characters: 5000)

You have (5000 | characters left.

Author: DDD IT Department Date: 10/16/2015
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7.1 Filter Notes

e Filter notes for a date range using the section indicated in the following figure.

Demographics Plans = Upload Documents m

Note Date Entered By Entered On Category Plan Ver # Notes FILTER BY:

- - - = s s Note Date Range:
6/26/2015 u N E— 6/26/2015 General Notes Notes (X! From: Ta:
6/26/2015 "o c——— 6/26/2015 Safety and Supports Notes Notes &
6/25/2015 B "Rllen | 6/25/2015 Nutrition and Health Notes Notes & )

6/25/2015 | W - . 6/25/2015 Nutrition and Health Notes Notes &
6/25/2015 e — 6/25/2015 Nutrition and Health Notes Notes K
6/25/2015 e 6/25/2015 Nutrition and Health Notes Notes &
6/25/2015 e —— 6/25/2015 Nutrition and Health Notes Notes &
6/25/2015 e —— 6/25/2015 Safety and Supports Notes Notes &
6/25/2015 e — 6/25/2015 Safety and Supports Notes Notes &
RI25/20015 Lo R L ] BI25/2015 Safetv and Sunnarts Nates [O—

Display All Notes Filter
Clear

e Filter notes based on type using the section in the in the following figure.

Demaographics Plans = Upload Documents m

Note Date Entered By Entered On Category Plan Ver # Notes FILIAEGETE
= - & == s s Note Date Range:

6/26/2015 u N m— 6/26/2015 General Notes Notes %) From: To:

6/26/2015 e — 6/26/2015 Safety and Supports Notes Notes 5

6/25/2015 e 6/25/2015 Nutrition and Health Notes. Notes &)

6/25/2015 [y —— 6/25/2015 Nutrition and Health Notes Notes &

6/25/2015 e — 6/25/2015 Mutrition and Health Notes. Notes &

6/25/2015 = e 6/25/2015 Nutrition and Health Notes Notes 5

6/25/2015 e 6/25/2015 Nutrition and Health Notes. Notes &)

6/25/2015 e = 6/25/2015 Safety and Supports Notes Notes &

6/25/2015 e 6/25/2015 Safety and Supports Notes Notes &)

6I25/2015 L o 612512015 Safetv and Sunnorts Nates FO— )

Display All Notes  Filter
Clear
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7.2 Add Note

You can add a note using the section indicated in the figure below. For more information, refer
to the following table. Once you are done providing the details, click the Submit button. View
the entered note included as a line item on the grid.

Demeographics Plans = Upload Documents

Note Date Entered By Entered On Category Plan Ver # Notes A
hé < < < = % Note Date Range:

6/26/2015 N e— 6/26/2015 General Notes Notes &) From: To:

6/26/2015 o m— 6/26/2015 Safety and Supports Notes Nates & (672772015 )

6/25/2015 B “mm e 6/25/2015 Nutrition and Health Notes Notes &) —

6/25/2015 [T 6/25/2015 Nutrition and Health Notes Notes &) D) Agemey Assigorment Nores

D General Notes

6/25/2015 o —— 6/25/2015 Nutrition and Health Notes Motes X! () Nutrition and Heaith Notes

6/25/2015 e 6/25/2015 Nutrition and Health Notes Notes & () sarety and supports Notes

6/25/2015 " e cwewem 6/25/2015 Nutrition and Health Notes Notes &)

6/25/2015 e 6/25/2015 Safety and Supports Notes Notes &

6/25/2015 L 6/25/2015 Safety and Supports Notes Notes |,

BI25/2015 m mEE BIZ2572015 Safetv and Sunnorts Nates [Up——

Please Note: Fields marked with * are required

ADD CASE NOTES

Entered By: || Doe John g:t: [:] Category: [—Sele(t— ﬂ"

(Maximum characters: 5000)

Note: You have characters left

I

Field Description

Entered By View your name within this field.

Enter the note date in the format given below, or select the date on

Note Date
the calendar pop-up, shown below.
Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 284
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© jun  v|[2015 v| ©

Su Mo Tu We Th Fr S

d

1 2 3 4 5
7/ 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27

28 29 30

Select the month and year using the drop-down list on the header.
Click and select the date.

Date format: MM/DD/YYYY

Mandatory/Optional: Mandatory

Category Select the category of Notes from the drop-down list options.

Enter the note within this box.
Note Max limit: 5000 characters
Mandatory/Optional: Mandatory

Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 285
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8 AboutiRecord

About iRecord is available on the @ logo of the application header. Click @ to view the tile,
shown below.

The tile provides the following information:

e Copyright information
* Version number
* Patch Notes link

About iRecord

©@ 2013-2015 NJ Division of Developmental Disabilities
Version 3.00
Recent Patch Notes

Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 286
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9  User Privileges

The table indicates the user role permissions on each tile within the interface.

Feature ‘ SWAC ’ WAC ’ SCS ’ SC ’ SC-VO ’ VO ’ VO-TS ’ SFI ’ Fl ’ FI-VO
Dashboard

Search J J J J J J J J J J
Due-List J J J J J J

Alerts J J J J J

Message of the
Day

Patch Notes J J J J J J J J J J

Training & Events J J J J J J J J J J

Caseload Report J J J

Plan Status Report J J J

Plan Delivery
Report

Approved Plan
Report
Self-Directed
Employee Report

Current FI
Services Report

Event-Load
Report

Current Events
Report

Late Event-Load
Report

Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 287
Application:  iRecord Version: 1.1



Feature ‘ SWAC ‘ WAC ‘ SCS ‘ SC ‘ SC-VO ‘ VO ‘ VO-TS ‘ SFI ‘ FI ‘ FI-VO

Left-Navigation

Participant J J J J J J J J J J
Unmask SSN J J J J J J J J J J
Z:F;Fr)g i:ation / / / / / / / / / /
Current Plan Info J J J J J / J J J J
Assessment J J J J J J J
Override
Assessment
Contacts J J J J J J J J J J
View Name J J J J J J J J J J
Edit Name J J J J
Contact Info
View / J J J J J J J J J
Add or Edit J J J J
Residential Address
View J J J J J J /
Edit / J J J
Mailing Address
View J J J J J J J
Edit / J J J
Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 288
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Feature ‘ SWAC ‘ WAC ‘ SCS ‘ SC ‘ SC-VO ‘ VO ‘ VO-TS ‘ SFI ‘ FI ‘ FI-VO
Birth Info

View J J J J J J J

Edit J J J J

More Info

View J J J J J J J

Edit (Gender

excltfded) / / / /

Primary Care Physician (PCP)

View PCP J J J J J J J

Add PCP J J J J

Primary Care Physician Address

View J J J J J J J

Edit / J J J

Preferred Hospital

View J J J J J J J

Edit J J J J

Request to add

a J N A J

hospital

ASO

View J J J J J J J

Edit J J J J
Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 289
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Feature ‘ SWAC ‘ WAC ‘ SCS ‘ SC ‘ SC-VO ‘ VO ‘ VO-TS ‘ SFI ‘ Fl ‘ FI-VO
MCO

View J J J J J J J

Edit J J J J

Private Insurance

View J J J J J J J
Edit J J J J

Diagnosis

View J J J J J J J

Medication(s)

View J J J J J J J

Edit J J J J

Safety & Supports

Support Settings

View J J J J J / /

Add or Edit J J J J

Communication

View J J J J J J J

Add or Edit J J J J

Religious/Cultural Information

View J J J J J J J

Add or Edit J J J J
Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 290
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Feature ‘ SWAC WAC‘ SCS ‘ SC ‘ SC-VO ‘ VO ‘ VO-TS ‘ SFI ‘ FI ‘ FI-VO

Mobility/Adaptive Equipment

View J J J J J J J

Add or Edit J J J J

Behavior/Sensory Needs

View J J J J J J J
Add or Edit J J J J

Allergies

View J J J J J J J
Add or Edit J J J J

Dietary

View J J J J J J /
Add or Edit J J J J

Health Hazards/Concerns

View J J J J J J J
Add or Edit J J J J

Self-Care

View J J J J J J J
Add or Edit J J J J

Employment

Employment History

View J J J J J J J
Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 291
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Add or Edit J J J J

Pathway Assessment

View J J J J J J J
Add or Edit J J J J

Voting

View J J J J J J J
Add or Edit J J

Contacts Navigation

View J J J J J J J
Add J J J J

Name

View J J J J J / /
Add or Edit J J J J

Contact Info

View J J J J J J J

Add or Edit J J J J

Residential Address

View / J J J J J /

Edit J J J J

Mailing Address

View J J J J J J J
Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 292

Application:  iRecord Version: 1.1



Feature ‘ SWAC ‘ WAC ‘ SCS ‘ SC ‘ SC-VO ‘ VO ‘ VO-TS ‘ SFI ‘ FI ‘ FI-VO

Edit J J J J

More Info

View J J J J J J J
Add or Edit J J J J

Emergency Contact

View J J J J J J J

Add or Edit J J J J

Contact Attributes

View J J J J J J J

Add or Edit J J J J
e

Enroll J J

SC Agency J

Assignment

View Provider J J J J J J J J J J

View Outcomes® J J J J J J J J / /

Add Outcomes’ J / /

oo T

Expenditure

View Expenditure J J J J J J J J J J

Post Expenditure J J J

Edit Expenditure J J J
Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 293

Application:  iRecord Version: 1.1



New Jersey Division of Developmental Disabilities

Feature SWAC WAC SC-VO VO VO-TS FI-VO
Delete
Expenditure
Actions
Document Review
Review
Assessment J J J J J J J
button
Review
Assessment check J
box
Review
. J J J J J J J
Assessment icon
Upload PCPT
P J J
button
Review PCPT
J J J J J J J
button
Review PCPT J
check box
Review PCPT icon J J J J J J J
Upload New PCPT J J
Planning Team
View J J J J J J J
Add or Edit J
Change Plan Status
View J J J J J J J
Edit J J J J
Send Plan
Print J J J J J J J J J J
Author: DDD IT Department Date: 10/16/2015
Title: User Guide Page: 294
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E-mail J J J J J J
View All
oW J J ;o J J J
Documents
View NJISP, PCPT
& Other / / /
Upload Monthly
Contact, PCPT & J
Other
Upload Other J J J J J J

1. SWAC, WAC, SCS, SC, SC-VO can view all plan statuses. SFl, Fl, FI-VO can view plans with an Approved status.
2. VO-TS can add, but not save.

Author: DDD IT Department Date: 10/16/2015
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Glossary

A
A: Approved

Al: Approve-To-Inactive
ALA: Alternate Living Arrangement
AR: Accounts Receivable

ASO: Administrative Services Organization

B
BRATS: Budget Reconciliation and Tracking System

C

C2C: Contribution to Care

CBS: Client Banking System

CCP: Community Care Provider

CCR: Community Care Residence

CCW: Community Care Waiver

CFAU: Consumer Financial Assessment Unit

CFS: Consumer Financial Services

CIMU: Critical Incident Management Unit

CIS: Consumer Information System

CMIS: Consumer Management Information System
CMS: Centers for Medicare and Medicaid Services
CMW: Comprehensive Medicaid Waiver

COLA: Cost of Living Adjustment

COMPSTAT: Comparative Statistics

CPI: Consumer Price Index

CSR: Consumer Service Recording

Author: DDD IT Department
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CSV: Comma Separated Value

CWA: Communication Workers of America

D

DB: Database

DC: Developmental Center

DCF: Department of Children and Families

DDD: Division of Developmental Disabilities

DDPI: Developmental Disabilities Planning Institute
DDRT: Developmental Disability Resource Tool

DDS: Division of Disability Services

DHS: Department of Human Services

DMAHS: Division of Medical Assistance and Health Services
DMHAS: Division of Mental Health and Addiction Services
DOB: Date of Birth

DOR: Division of Revenue

DP: Day Program

DVRS: Division of Vocational Rehabilitation Services

E

EFT: Electronic Fund Transfer
ELP: Essential Lifestyle Plan

ES: Easter Seals

F

FC: Functional Criteria or Fiscal Conduit

FCA: Functional Criterial Assessment

FEIN: Federal Employer Identification Number
FFS: Fee for Service

Fl: Fiscal Intermediary
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FMS: Family Maintenance Standard

FTP: File Transfer Protocol

H

HCBS: Home and Community Based Services

HCPCS: Healthcare Common Procedure Coding System

I

ICF/MR: Intermediate Care Facility for Persons with Mental Retardation
ICSS: Individualized Community Supports and Services

IDT: Interdisciplinary Team

IHP: Individualized Habilitation Plan

K

KPI: Key Performance Indicator

L
LRR: Legally Responsible Relative

M

MCO: Managed Care Organization

MCS: Medical Cost Standard

MMIS: Medicaid Management Information System
MR: Mental Retardation

N

NJ CAT: New Jersey Comprehensive Assessment Tool
NJISP: New Jersey Individualized Service Plan
NJIT: New Jersey Information Technology

NPI: National Provider Identifier
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(o)
OT: Occupational Therapy

P

PASS: Plan to Achieve Self Support

PCPT: Person-Centered Planning Tool
PETS: Provider Enrollment Tracking System
PNA: Personal Needs Allowance

POC: Plan of Care

PRT: Personal Review Team

PT: Physical Therapy

PTF: Patient Trust Fund

R

R: Review

R&B: Room and Board

RFP: Request for Proposal

RHCF: Residential Health Care Facility (licensed by Department of Health and Senior Services)
RLC: Real Life Choices

RR: Railroad Retirement Benefits

RV: Revision

S

SC: Support Coordinator

SC-VO: Support Coordinator - View Only
SCR: Special Circumstance Request

SCS: Support Coordination Supervisor
SDDS: Self-Directed Day Service

SFI: Supervising Fiscal Intermediary

SFY: State Fiscal Year (July 1 through June 30)

Author: DDD IT Department Date: 10/16/2015
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SP: Supports Program

SPA: Supervisor of Patient Accounts

SPC: Special Program Code

SSA: Social Security Administration

SSDI: Social Security Disability Insurance

SSN: Social Security Number

ST: Speech Therapy

SU: Super User

SVES: State Verification and Exchange System

SWAC: Supervisor of Waiver Assurance Coordinator

U

UIR: Unusual Incident Report
UIRMS: Unusual Incident Reporting and Management System
USPS: United States Postal Service

Vv

VA: Veteran Affairs

VO: View Only

VO-TS: View Only - Troubleshoot

W

WAC: Waiver Assurance Coordinator
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Appendix

Supports Program Enrollment

The Participant Enrollment interface handles enroliment of the participant into a Waiver
program, such as the Supports Program. On iRecord, the interface leads the user through
selecting a participant, a program, and assuring all information is available for a successful
enrollment. Once validated, iRecord initiates the generation of a participant plan. At this point,
the participant is said to be ‘soft enrolled’ into the program. The soft enroliment is the time
period between creating the enrollment in DDD and having the plan approved.

The Support Coordinator facilitates enrollment of the participant on iRecord into the Supports
Program. The following procedure demonstrates the steps to enroll a participant on Interim into
the Supports Program.

To enroll a Participant into the Supports Program

1. LogintoiRecord

)
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3. View Plans menu options

Click to view Plans menu

James Harmony Demographics Upload Documents m
ID : 100500
Age:35 PERSONAL _ SAFETY & SUPPORTS HEALTH & NUTRITION EMPLOYMENT
Name

DOB : 4/30/1980
County : Somerset Contact Info Residential Address

Program : Interim

SSN: o= 0ga3 (B James. ) (s08.234.0011 ) (65 Highland Ave )

Weciouid 10 : M- Middle Suffix ( Cell Phone ) ( Address Line 2 )
Medicaid Type : Disability-CN Megicaid Only-NMP

DDD Status : Eligible For DDD Services [Harmony : Work Phone ) [Peapack )

Eligibility : ~ Age FC  Medicaid ——
vy T R (O] —

Mailing Address ) same Birth Info More Info

[65 Highland Ave ] Date of Birth - (04/30/1980 Gender : [Male
\ae )

[ Address Line 2 [Texa; Marital Status Single

Peapack United States Of America ™ GC Expiration :
( ( ) ]

E] 07977 NJ Resident Since © (02/07/1996 Assessment Informant -

4. Click Enroll on the Plans menu

James Harmony

1D : 100500
Age:35
DOB : 4/30/1980
County : Somerset
Program : Interim
SsN:momo0033 @
Medicaid ID - o w me
Medicaid Type : Disability-CN Medicaid Only-NMP
DDD Status : Eligible For DDD Services
Eligibility - Age FC Medicaid
- . .

I Demographics
y| Click Enroll |

i Upload Documents

Plan Info

Please add outcome

Version : 100 Status : W
Due Date : 8/7/2015 Start Date :

Interim

(omaso [ )

Author: DDD IT Department Date: 10/16/2015
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1D : 100500
Age: 35
DOB : 4/20/1580
County : Somerset
Program : Interim
ssN:m .03 B
Medicaid ID = » . wue
Medicaid Type : Disability-CN Medicaid Only-NMP
DDD Status : Eligible For DDD Services
Eligibility : Age FC Medicaid
. - -

Please add outcome

6. Hover status indicator

[ Program Type

James Harmony | Demographics Upload Documents ~ Notes
1D : 100500 Enroll
DAOO;::’SWHQBD — Sc Agency Assignmant
County : Somerset | e Showie g > D
Program : Interim Plan History > A >
SSN: w0033 @ PP T Hover on litmus to view Nackion- 10 W
Medicaid D« ¢ eligibility for enroliment DueDate: 372015  StartDate:
Medicaid Type : Disability-GN Medicaid Only-NMP
DDD Status : Elgible For DDD Services J Interim
Eigibiiy:  Age FC  Medicaid T ﬁ (opazso [ )
= bt = [ < Tobe digihie to enroll in the CCW, DDD must select
] i [Program Type l.v‘u-mn:.m:m:wm
l Bmwse.“._
Notes
+
Author: DDD IT Department Date: 10/16/2015
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Plan Info

Please add outcome ] Version : 1.00 Status : W
Medicaid iD= =« Due Date: 572015  StartDate:

Medicaid Type : Disability-CN Medicaid Only-NMP

DDD Status : Eligible For DDD Services Interim
Eiigibility:  Age FC  Medicaid 0/34280 | )
- - -

@ o2 jsl

Upload Documents

1D : 100500
Age:35
DOB : 4/30/1980
County : Somerset
Program : Interim
SsN:_»_0a33 B
Medicaid ID: » -
Medicaid Type : Disability-CN Medicaid Only-NMP

Plan Info

Please add outcome

Version : 1.00 Status : W
Due Date: 872015 Start Date :

DDD Status  Elgibie For DDD Services Interim
Eiigibility:  Age FC  Medicaid 0/34280 | )
Rl L K3

[Suppons Program

Click Browse and upload the

Participant Agreement file

Author: DDD IT Department Date: 10/16/2015
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9. Enter Notes (optional) (limit: 1000 characters)

Program : interim

Plan Info

SsN:m.v.oma3 B
MedicaidID: « .«
Medicaid Type : Disabilty-CN Medicaid Only-NMP
DDD Status : Eligible For DOD Services
Eligibility:  Age FC  Medicald

Please add outcome

Version : 1.00 Status : W
Due Date : 8/7/2015 Start Date :

Interim

l Supports Program

I

ip\l’articipamAgreement.pdf Browse...

‘ ‘ Notes

|

10. Click save

Program : Interim

@)

Plan Info

SsN:m.v.0g3 B
Medicald ID =« wu
Medicaid Type : Disability-CN Medicaid Only-NMP
DDD Status : Eligible For DDD Services
Eligibility : Age FC Medicaid
- -

Please add outcome

Version ; 1.00 Status : W
Due Date : 87/2015  Start Date :

Interim

(opaso] )

[ Supports Program

I

'p\PmicipamAgreement.pdf Bm«se...]

Notes

Author: DDD IT Department
Title: User Guide
Application:  iRecord

@ | click and save

Date: 10/16/2015
Page: 307
Version: 1.1



11. View confirmation message

James Harmony

1D : 100500
Age: 35
DOB : 4/30/1980
County : Somerset
Program : Interim
SsN:wv-w.0gas @
MedicaidID: = =%
Medicaid Type : Disability-CN Medicaid Only-NMP
DDD Status : Eligible For DDD Services
Eligibility .~ Age  FC  Medicaid
- . .

ACTIONS

Plan Info

Version : 100
Due Date : 8/7/2015

Status : W
Start Date :

Please add outcome

Intenim

(o280 [ )

Soft-enrollment has completed
successfully.

View confirmation message

12. Click close

James Harmony

D : 100500
Age: 35
DOB : 4/30/1880
County : Somerset
Program : Interim
ssN:vv-+.0pa3 @B
Medicaid 1D = =
Medicaid Type : Disability-CN Medicaid Only-NMP.
DDD Status : Eligible For DDD Services
Eligibility:  Age FC  Medicaid
. .

Plan Info

Version : 1.00 Status : W
Due Date : 8/7/2015  StartDate :

Please add outcome

Intenim

(_o/34280 [ )

Soft-enroliment has completed
successfully.

| Click and close confirmation message

13. The participant is now soft-enrolled into the Supports Program and a plan is generated. On
plan approval, the participant is considered to be enrolled into the Supports Program.

DDD IT Department Date: 10/16/2015
User Guide Page: 308
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Note: Abort Enrollment option is available during the period of soft-enroliment (until plan approval).
For the Abort Enroliment screen, click Enroll on the Plans menu.

Abort Enrollment

R oo s

Age: 35 PLANS | ACTIONS
DOB : 4/30/1980
County : Somerset
Program : Interim
ssN:m.m 0033 B
Medicaid ID: » % -
Medicaid Type : Disability-CN Medicaid Only-NMP
DDD Status : Eligible For DDD Services
Eiigibility:  Age FC  Medicaid 3 STTETYYE IR
. o . ‘ Abort Enroliment View Abort Enrollment
Program: Supports Program screen with selection of Enroll
Enrollment Requested: 07/13/2015 on Hanl menu. mn
Enrollment option is available
until a plan is approved. Enter
Notes (optional) and click

save (icon).

Notes

Abort Enrollment confirmation

Owsenot
=—He ro
James Harmony | Demographics m Upload Documents ~ Notes

Outcome

Plan Info

Program : Interim
ssh:veonooem 8 Please add outcome

Status : W
Start Date :

Version : 200
Due Date : 8/12/2015

Medicaid ID

ficaid Only-NmP

Emp/Day Supports

(/33000 [ ) (C_onsooo [ )

q Services
Eligibility : Age FC Medicaid
.

| Eenroliment into Supports Program will be
aborted. Aborting enroliment Supports Program
will result in the participant plan for Supports
Program being deleted. The deletion cannot be
undone. Do you want to continue?

| .

i T J

4
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