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I. Viewing Participant Records as Assigned or Pending MDC Provider 
As the system of record, LTSSMaryland captures and maintains records for participants. Medical 
Day Care Providers have access to these records within LTSSMaryland. In this section, we will 
review the sections of a participant’s record that may be accessed as the Assigned or Pending 
MDC Primary and/or Additional Provider. 

MDC Provider Admin, MDC Provider Staff, MDC Provider Intake, and MDC Provider Nurse roles 
that are associated with the Assigned or Pending MDC Provider Location have access to the 
following modules within the participant’s record. 

A. Participant Search 
1. Login to LTSSMaryland.org 
2. Select the Clients tab at the top navigation header of the landing page 
3. Enter known participant data to search for and then access the Client Summary 
4. Once the desired search criteria are entered, upon selecting Cases, the system will display 

the following information columns for participants that meet the search criteria: 

 

Figure 1-Participant Search 

 Client ID 
o Unique identification number associated with the participant in LTSSMaryland 

 Last Name 
o Last Name of the participant as of the current system date 

 First Name 
o First Name of the participant as of the current system date 

 Date of Birth 
o Participant’s DOB in MM/DD/YYYY format 

 Jurisdiction 
o Jurisdiction to which the participant is associated as of the current system date 

 Facility 
o If the participant’s Current Address is a facility as of the current system date, the 

name of facility is listed 
 SSN# 

o Last four digits of the participant’s Social Security number in ***-**-xxxx format 
 Current MA# 

o MA number selected as the Current MA # within the Client Profile 
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 Primary Phone # 
o Phone number selected as the Primary within the Client Profile 

 Program Enrollment 
o Program and/or Waiver(s) in which the participant is enrolled as of the current 

system date. 
 Actions 

o Hyperlink that re-directs the user to the Client Summary page 

B. Client Name 
1. Once the desired participant has been found within the Client search, the user may select 

the Client Summary hyperlink to navigate to the participant record. 
2. Select the expand arrow icon         within the Client Name header to view the following data 

elements: 

 

Figure 2-Client Name header 

 Client ID 
o Unique identification number associated with the participant in LTSSMaryland 

 Date of Birth 
o Participant’s DOB in MM/DD/YYYY format 

 MFP Eligible 
o Displays participant’s eligibility status for Money Follows the Person (MFP), based 

on the MFP Questionnaire 
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 CO Waiver Registry Applicant 
o Displays only if the participant has applied for the Community Options Waiver 

 MA# 
o MA number selected as the Current MA # within the Client Profile 

 Primary Language 
o Participant’s primary language 

 Phone # 
o Phone number selected as the Primary within the Client Profile 

 Facility Name 
o If the participant’s Current Address is a facility as of the current system date, the 

name of facility is listed 
 Jurisdiction/County 

o Jurisdiction to which the participant is associated as of the current system date 
 Address 

o Current Address of the participant as of the current system date 
 Support Planning Agency 

o Assigned SPA as of the current system date 
 Support Planner 

o Assigned Support Planner staff as of the current system date 
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C. Client Profile 
1. Once the desired participant has been found within the Client tab search, the user may 

select the Client Summary hyperlink to navigate to the participant’s record. 
2. Select the expand arrow icon         within the Client option on the left navigation. 
3. Select Profile to view the following data elements: 

 

Figure 3-Client Profile 

 Client Demographics 
o Displays Client Information, Additional Client Information, and Advanced Directives 

NOTE: Assigned Primary MDC Providers may Edit this section of a Client Profile 
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Figure 4-Client Demographics detail view 
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 Medicaid # 
o Displays Current Medicaid # Information, Coverage Group, and span 

NOTE: Assigned Primary MDC Providers may Manage this section of a Client Profile 

 

Figure 5-Medicaid # summary view 

 Phone # 
o Displays Phone # Information 
o MDC Provider users may select Manage to view all Phone numbers associated with 

the participant. 

 

Figure 6-Phone # summary view 
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Figure 7-Phone # list view 

 Address 
o Displays Current Address, Type, Description, and whether it Meets Definition of 

Community Setting 
o MDC Provider users may select Manage within this section to view the addresses 

associated with the participant. Upon selecting View, the user may view more 
details about the address. 

 

Figure 8-Address summary view 

 

Figure 9-Address list view 
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Figure 10-Address detail view 

 Representatives 
o Displays the participant’s representatives’ information 
o MDC Provider users may select View within this section to view more details about 

the participant’s representatives.  

NOTE: Assigned Primary MDC Providers may Add or Edit this section of the Client Profile 

 

Figure 11-Representatives list view 
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Figure 12-Representatives detail view 
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D. Client Summary 
1. Once the desired participant has been found within the Client tab search, the user may 

select the Client Summary hyperlink to navigate to the participant’s record. 
2. Select the expand arrow icon         within the Client option on the left navigation. 
3. Select Client Summary to view the following data elements: 

 

Figure 13-Client Summary 

 Eligibility Information 
o Displays Medicaid Eligibility, Level of Care, and MFP Eligibility 
o MDC Provider users may select the View Coverage Group Details or View Special 

Program Code Details buttons to be re-directed to a .pdf version of the “Quick 
Reference Guide to Medical Care Program Coverage Groups and HealthChoice 
Eligibility” or “Special Program Code List” 

Figure 14-Eligibility Information summary view 
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 Current Assignments 
o Displays active Agency Assignments and Staff Assignments 
o MDC Provider users may select the View History hyperlink to see the details of the 

Agency Assignment. From that view, the user may select the View hyperlink to see 
details of the Provider assignment. 

 

Figure 15-Current Assignments summary view 

 

Figure 16-Agency Assignment History view 
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Figure 17-Provider Assignment detail view 

 Current Enrollment 
o Displays Program(s) in which the participant is actively enrolled and their 

corresponding Annual Med/Tech/LOC Due Date and Waiver Financial 
Redetermination Due Date 

 

Figure 18-Current Enrollment summary view 

 Program Snapshot 
o Displays the Recent Program History and Additional Program Information 
o MDC Provider users may select the View Eligibility Spans button to view more detail 

about the programs of enrollment; or select the View History button to view more 
detail about program decision history. 
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Figure 19-Program Snapshot summary view 

 

Figure 20-Eligibility Span detail view 

 

Figure 21-Program Decision History view 

 

 

 

 

 

 



 

15 
 

MDC PROVIDER ACCESS TO PARTICIPANT RECORDS 

E. Case Management 
1. Once the desired participant has been found within the Client tab search, the user may 

select the Client Summary hyperlink to navigate to the participant’s record. 
2. Select the expand arrow icon         within the Case Management option on the left 

navigation. 
3. Within the Case Management module, MDC Providers will be able to access the following 

features and functions: 
 

 Alerts 
o A consolidated list of participant-specific alerts that have been sent to the MDC 

Provider location associated with the logged-in user. 
o By selecting the hyperlink of the Subject, the user will be re-directed to the related 

form. 

 

Figure 22-Alerts list view 
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 Agency Selection 
o Displays detailed information and history of the participant’s Primary Medical Day 

Care Provider Assignment and Additional Medical Day Care Provider Assignment 
o By selecting the View hyperlink, users may view assignment details. 

NOTE: Assigned Primary MDC Providers may Assign an Additional MDC Provider 

 

Figure 23-Agency Selection list view 

 

Figure 24-Provider Assignment detail view 

 

Figure 25-Additional MDC Provider Assignment page 
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 Voluntary Consent to Transfer 
o Displays a list of Voluntary Consent to Transfer forms 
o By selecting the View hyperlink, the user will view form details; and, by selecting the 

Print hyperlink, the user will be able to print the form. 
o See also the Medical Day Care Provider Guide located within 

https://www.ltsstraining.org/user-guides for more detail on the Voluntary Consent to 
Transfer form. 

 

Figure 26-Voluntary Consent to Transfer list view 

 Community Settings Questionnaire 
o Displays a list of Day Community Settings Questionnaires 
o By selecting the View hyperlink, the user will view form details; and, by selecting the 

Print hyperlink, the user will be able to print the form. 
o See also the Community Settings Questionnaire webinar located within 

https://www.ltsstraining.org/webinars for more detail on the Community Settings 
Questionnaire. 

NOTE: Assigned Primary MDC Providers may Add a Community Settings Questionnaire 

 

Figure 27-Community Settings Questionnaire list view 

 

https://www.ltsstraining.org/user-guides
https://www.ltsstraining.org/webinars
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 Progress Notes 
o Displays Progress Notes that have been entered by the MDC Provider location to which 

the user is associated, and where MDC Provider user may Add Progress Notes for their 
participant. 

o See also MDC Provider April Release Guide located within 
https://www.ltsstraining.org/user-guides for more detail on the Progress Notes module. 

 

Figure 28-Progress Notes 
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 Client Attachments 
o MDC Provider Admin, MDC Provider Staff, and MDC Provider Nurse user roles may 

access the following Client Attachments categories: 
• Application 
• Exceptions Forms 
• Financial Documents 
• Guardian of Person 
• Guardian of Property 
• Housing Documents 
• Medicaid Card 
• Medical Day Care Services 

• Medical Documentation 
• Other 
• Power of Attorney 
• Power of Attorney (for 

Medical Decisions) 
• Power of Attorney (Other) 
• REM Documents 
• Social Security Card

 

 

Figure 29-Client Attachment list view 
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o To add an attachment for the participant’s record, select Add New Attachment 
o Select Choose File and select the desired file from the local PC 

 

Figure 30-Choose File 

 

Figure 31-File selection 
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o Select the applicable category to which the document belongs, then select Save 

 

Figure 32-Attachment Categories 

o Once saved, the document may be accessed by any LTSSMaryland user that is authorized for 
the category under which the document has been saved, as long as they are authorized to view 
the participant’s record. 
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F. Programs 
o Once the desired participant has been found within the Client tab search, the user may 

select the Client Summary hyperlink to navigate to the participant’s record. 
o Select the expand arrow icon         within the Programs option on the left navigation. 
o Within the Programs module, MDC Providers will be able to access the following features 

and functions: 
 MDC Discharge Planning  

o Displays a list of Discharge Planning forms, and where the MDC Provider may Add a 
new form for their participant and View and Print existing forms.  

o See also the Medical Day Care Provider Guide located within 
https://www.ltsstraining.org/user-guides for more detail on the Discharge Planning 
form process. 

 

Figure 33-MDC Discharge Planning 

 MDC MDH 257B  
o Displays a list of MDC MDH 257B forms, and where the MDC Provider may Add a 

new form for their participant and View and Print existing forms.  
o See also the Medical Day Care Provider Guide located within 

https://www.ltsstraining.org/user-guides for more detail on the MDC MDH 257B 
form process. 

 

Figure 34-MDC MDH 257B 

 

 

https://www.ltsstraining.org/user-guides
https://www.ltsstraining.org/user-guides
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 Applications 
o Here, MDC Providers may access the MDC Freedom of Choice Forms where they 

can Add a new form for their participant, and View and Print existing forms. 
o Additionally, this module is where the MDC Provider will access the MDC 

Enrollment Packet to Add a new packet for their participant and view the Details of 
existing packets. 

o See also the Medical Day Care Provider Guide located within 
https://www.ltsstraining.org/user-guides for more detail on the MDC Freedom of 
Choice form and MDC Enrollment Packet process. 

NOTE: Additional MDC Providers do not have access to this section of the participant’s record 

 

Figure 35-MDC Freedom of Choice and MDC Enrollment Packet 
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 Assessment & Plan of Care 
o Here, MDC Providers may access the Assessment & POC Requests, interRAI 

Assessment, and Plan of Care. 
o Additionally, this module is where the MDC Provider will access the ADCAPS to Add 

a new ADCAPS (Assessment and Care Plans) for their participant and view the 
Details of existing ADCAPS that have been created by their location. 

o See also the Medical Day Care Provider Guide located within 
https://www.ltsstraining.org/user-guides for more detail on the ADCAPS process. 

 

Figure 36-Assessment & POC Request 

 

Figure 37-interRAI Assessment list view 

 

Figure 38-Add interRAI Assessment 

NOTE: Assigned Primary MDC Providers may Add an interRAI Assessment for clients that are not 
enrolled or pending in Community First Choice (CFC). 

 

https://www.ltsstraining.org/user-guides
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Figure 39-Plan of Care 

 

Figure 40-ADCAPS 

 Level of Care 
o Here, MDC Providers may access the Level of Care Request, NF Level of Care, and 

CPAS Level of Care 
o By selecting the View hyperlink, users may be re-directed to the detail view of the 

related form. 

 

Figure 41-Level of Care list view 
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 Financial & Overall Decision 
o Here, MDC Providers may access the Overall Decision forms for the MDC Waiver 

Program. 
o By selecting the View hyperlink, users may be re-directed to the detail view of the 

related form. 

 

Figure 42-Overall Decision list view 

 Letters 
o Here, MDC Providers may access formal letters and notifications that have been 

generated and sent to the participant. 
o By selecting the View hyperlink, users may be re-directed to a .pdf version of the 

formal letter. 

 

Figure 43-Letters list view 
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II. Viewing Participant Records as Unassigned MDC Provider 
As the system of record, LTSSMaryland captures and maintains records for participants. Medical 
Day Care Providers have access to these records within LTSSMaryland. If the MDC Provider is no 
longer actively assigned to a participant, they will retain access to forms that were created by 
their MDC Location over the duration of their active assignment. 

MDC Provider Admin, MDC Provider Staff, MDC Provider Intake, and MDC Provider Nurse roles 
that are associated with an MDC Provider Location that is unassigned from a participant will 
have access to the following modules within the participant record. 

A. Participant Search 
1. Login to LTSSMaryland.org 
2. Select the Clients tab at the top navigation header of the landing page 
3. Enter known participant data to search for and then access the Client Summary 
4. Once the desired search criteria are entered, upon selecting Cases, the system will display 

the following information columns for participants that meet the search criteria: 

 

Figure 44-Participant Search 

 Client ID 
o Unique identification number associated with the participant in LTSSMaryland 

 Last Name 
o Last Name of the participant as of the current system date 

 First Name 
o First Name of the participant as of the current system date 

 Date of Birth 
o Participant’s DOB in MM/DD/YYYY format 

 Jurisdiction 
o Unavailable to the unassigned MDC Provider user 

 Facility 
o Unavailable to the unassigned MDC Provider user 

 SSN# 
o Last four digits of the participant’s Social Security number in ***-**-xxxx format 

 Current MA# 
o MA number selected as the Current MA # within the Client Profile 

 Primary Phone # 
o Unavailable to the unassigned MDC Provider user 
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 Program Enrollment 
o Unavailable to the unassigned MDC Provider user 

 Actions 
o Hyperlink that re-directs the user to the Client Summary page 

B. Client Summary 
1. Once the desired participant has been found within the Client tab search, the user may 

select the Client Summary hyperlink to navigate to the participant’s record. 
2. Select the expand arrow icon         within the Client option on the left navigation. 
3. Select Client Summary to view the following data elements: 

 

 

Figure 45-Client Summary 

 Eligibility Information 
o Displays Medicaid Eligibility, Level of Care, and MFP Eligibility 
o MDC Provider users may select the View Coverage Group Details or View Special 

Program Code Details buttons to be re-directed to a .pdf version of the “Quick 
Reference Guide to Medical Care Program Coverage Groups and HealthChoice 
Eligibility” or “Special Program Code List” 
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Figure 46-Eligibility Information summary view 

 Current Assignments 
o Displays active Agency Assignments and Staff Assignments 
o MDC Provider users may select the View History hyperlink to see the details of the 

Agency Assignment. From that view, the user may select the View hyperlink to see 
details of the Provider assignment. 

 

Figure 47-Current Assignments summary view 
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Figure 48-Agency Assignment History view 

 

Figure 49-Provider Assignment detail view 
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C. Case Management 
1. Once the desired participant has been found within the Client tab search, the user may 

select the Client Summary hyperlink to navigate to the participant’s record. 
2. Select the expand arrow icon         within the Case Management option on the left 

navigation. 
3. Within the Case Management module, MDC Providers will be able to access the following 

features and functions: 
 Alerts 

o A consolidated list of participant-specific alerts that have been sent to the MDC 
Provider location associated with the logged-in user. 

o By selecting the hyperlink of the Subject, the user will be re-directed to the related 
form. 

 

Figure 50-Alerts list view 

 Agency Selection 
o Displays detailed information and history of the participant’s Primary Medical Day 

Care Provider Assignment and Additional Medical Day Care Provider Assignment 
o By selecting the View hyperlink, users may view assignment details. 

 

Figure 51-Agency Selection list view 
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 Voluntary Consent to Transfer 
o If the MDC Provider user’s location submitted a form in the past, this can be viewed. 
o By selecting the View hyperlink, the user will view form details; and, by selecting the 

Print hyperlink, the user will be able to print the form. 
o MDC Providers that are not currently assigned to a participant may Add a new Voluntary 

Consent to Transfer form. 
o See also the Medical Day Care Provider Guide located within 

https://www.ltsstraining.org/user-guides for more detail on the Voluntary Consent to 
Transfer form. 

 

Figure 52-Voluntary Consent to Transfer list view 

 Community Settings Questionnaire 
o Displays a list of Day Community Settings Questionnaires 

 

Figure 53-Community Settings Questionnaire list view 
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 Client Attachments 
o MDC Provider Admin, MDC Provider Staff, and MDC Provider Nurse user roles may access 

the following Client Attachments categories: 
• Application 
• Exceptions Forms 
• Financial Documents 
• Guardian of Person 
• Guardian of Property 
• Housing Documents 
• Medicaid Card 
• Medical Day Care Services 

• Medical Documentation 
• Other 
• Power of Attorney 
• Power of Attorney (for Medical 

Decisions) 
• Power of Attorney (Other) 
• REM Documents 
• Social Security Card 

 

Figure 54-Client Attachment list view 

o If the MDC Provider user’s location uploaded an attachment in the past, it may be viewed 
here, regardless of their MDC Location’s assignment status. 
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D. Programs 
o Once the desired participant has been found within the Client tab search, the user may 

select the Client Summary hyperlink to navigate to the participant’s record. 
o Select the expand arrow icon         within the Programs option on the left navigation. 
o Within the Programs module, MDC Providers will be able to access the following features 

and functions: 
 MDC Discharge Planning  

o If the MDC Provider user’s location submitted a form in the past, this can be viewed. 
o By selecting the View hyperlink, the user will view form details; and, by selecting the 

Print hyperlink, the user will be able to print the form. 

 

Figure 55-MDC Discharge Planning 

 MDC MDH 257B  
o If the MDC Provider user’s location submitted a form in the past, this can be viewed. 
o By selecting the View hyperlink, the user will view form details; and, by selecting the 

Print hyperlink, the user will be able to print the form. 

 

Figure 56-MDC MDH 257B 
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 Applications 
o If the MDC Provider user’s location submitted an MDC Freedom of Choice form or 

MDC Enrollment Packet in the past, they may be viewed. 
o By selecting the View hyperlink, the user will view form details; and, by selecting the 

Print hyperlink, the user will be able to print the form. 

 

Figure 57-MDC Freedom of Choice and MDC Enrollment Packet 

 Assessment & Plan of Care 
o If the MDC Provider user’s location submitted an ADCAPS in the past, it may be 

viewed. 
o By selecting the Details hyperlink, the user will view form details; and, by selecting 

the Print hyperlink, the user will be able to print the form. 

 

Figure 58-ADCAPS 
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