MDC PROVIDER: FAQ

MDC PROVIDERS: FREQUENTLY ASKED QUESTIONS

How do | gain access to LTSSMaryland.org?

= Stepsforadding a new user to the system:

1. A new userJohn Smith joins an agency

2. Admin enters staff profile for John Smith in LTSS

3. The supervisor emails LTSS Help Desk (LTSSHelpDesk@LTSSMaryland.org) with John Smith’s
details.
LTSS Help Desk creates a login entry for John Smith

5. LTSS Help Desk informs John Smith of his user ID (via email)

6. John Smith tells his supervisor of the user ID

Sample email format:
The supervisor sends an email to LTSSHelpDesk@feisystems.com requesting a new staff person
receive access to the system
The email includes:
e Supervisor name: Anna Scott
e  Supervisor email: Anna.Scott@agency.com

e  Supervisor Phone Number: 410-111-2233 o Agency: Sample agency o New User
name: John Smith

o New User email: John.Smith@agency.com
e New User phone: 410-222-3344
e A statement that this email serves as authorization to add this new user John Smith
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= Password
If you know that you have an active username within LTSSMaryland, but cannot remember your
password, select the “Forgot Password” link within the Login page.

LTSS Maryland

User name
Password

* Forgot password? Change password

Forgot username?

Sign In

The password reset link will be sent to the email that is associated with your username.

Where do | access Enrollment Forms for Initial or Annual MDC
Enrollment?

= MDC Freedom of Choice Form
Users with the MDC Provider Admin, MDC Provider Staff, and MDC Provider Nurse roles associated with
their Staff Profile may View, Add, and Edit the MDC Freedom of Choice Form.

1. From the Client Profile, select the Programs banner on the left navigation.
Select Applications.

3. You may view a client’s MDC Freedom of Choice forms by expanding the MDC Freedom of Choice
Forms banner.

4. You may Add a new MDC Freedom of Choice form by selecting the Add button within the MDC
Freedom of Choice Forms banner.

12} Home

&4 Clients: | i= My Lists ‘ A Alerts | @ Dashboard ‘ & Assignments ‘ [ Reports ‘ @z Client Details

MDCClient755 TS Applications — List
¥ |D: 2659275DM505120 DOB: 06/25/19 ——
MFP Eligible: NIA Collapse All

* Client » Application

* Case Management * MDC Freedom of Choice Forms

~ Programs Last Modified , | Created By | LastModified b o | gionanie status
Date s -

Enrollment Packet . « | Client | Provider
Agency ¥ | Agency = isi Bl

Decision 5 ¥ | Consent Y Selected S Actvelccive & Acyons

MDC Discharge Planning

Submitted HCBS
Setting

05/26/2019

MDCLocation76_1 MDCLocation76_1  Signad and paper
copy on file

Accepted MDCLocation76_1 Active View

MDC MDH 2578

Applications
* MDC Enroliment Packet

DDA Eligibility

See Section 3: MDC Freedom of Choice Form within the MDC Provider Guide for more details.
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= MDC MDH 257B Form
Users with the MDC Provider Admin, MDC Provider Staff, and MDC Provider Nurse roles associated with

their Staff Profile may View, Add, and Edit the MDC MDH 257B.

1. From the Client Profile, select the Programs banner on the left navigation.
Select MDC MDH 257B

3. From here, you will see a list of a client’s MDC MDH 257B forms that have been processed by your
center and may View or Print the individual form.

4. You may Add a new MDC MDH 257B form by selecting the Add link in the upper right corner of the

list view.

2t Home ‘ 4 Clients. ‘ = My Lists | A Alerts | @ Dashboard ‘ 44 Assignments | [ Reports ‘ ®z Client Details

MDCClient755 TS MDC MDH 257B - List
¥ ID: 2659275DM505120 DOB: 06/25/195!

MFP Eligible: N/A
+ Client Last Modified Date ¢ | Last Modified By ci'lype & | Activelnactive & | Status c‘An:iionE
» Case Management 05/28/2019 Duvall, Amy Initial Active Submitted (Accepted) | View Print |
e (05/29/2019 MDCS5taff378, MDC5taff378 Discharge Inactive Pending MDH Review View Pnnt

~ Programs

MDC Discharge Planning

MDC MDH 2578

See Section 5: MDC MDH 257B Form (Initial) and Section 12: MDC MDH 257B Form (Discharge) within
the MIDC Provider Guide for more details.

= MDC Enrollment Packet
Users with the MDC Provider Admin, MDC Provider Staff, and MDC Provider Nurse roles associated with
their Staff Profile may View, Add, and Edit the MDC Enrollment Packet

1. From the Client Profile, select the Programs banner on the left navigation.
Select Applications.

3. You may view a client’s MDC Enrollment Packets by expanding the MDC Enrollment Packet banner
and selecting the Details hyperlink.

4. You may Add a new MDC Freedom of Choice form by selecting the Add button within the MDC
Freedom of Choice Forms banner.

4} Home | 4% Clients ‘ i= My Lists | A Alerts ‘ A% Assignments | [ Reporis ‘ @ Client Details ‘

MDCClient755 TS Applications — List
¥ D 26592750M505120 DOB: 0625195
MFP Eligible: N/A

Collapse All

¥ Client » Application

¥ Case Management » MDC Freedom of Choice Forms

Rmrans - MDC Enroliment Packet
MDC Discharge Planning

Enrolied In 4 | Last Modified Date ¢ | Last Modified By c|EnmIImentType 4 | Primary MDC Provider Agency 4 | Status clAcﬁm}s

MDC MDH 2578

MDCLocation76_1 Accepted Detalls

s 05/28/2013 Duvall, Amy Initial

DDA Eligibility

See Section 6: MDC Enrollment Packet within the MDC Provider Guide for more details.
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What forms require Attachments and how do | add them to the
form?

= MDC Freedom of Choice Form Attachment

MDC Providers are required to upload a signed copy of the MDC Freedom of Choice Form in order to
Submit the form for MDH Review.

The users may Print the form once they have Saved the form with all applicable selections and
required fields completed. Once printed and signed by the client, the user can upload a scanned copy
to the MDC Freedom of Choice form module.

1. Select Manage within the FOC Attachments banner of the clients MDC FOC Form view page.

gwen.clinton  (On behaifof: MD
¢ ocs DG Provide: Default A isdi s e

£ Home | 4 Clients | = My Lists | A Aleris ‘ A8 Assignments | [l Reports | ®a Client Details

Glenda MDC Test MDC Freedom of Choice Staus In Progress [ view |
¥ ID: 1419467LG759100 DOB: D4/01/1994 7

MEP Eligible: /A Back to List | Supmit | | Deiete | | CollapseAll |
» Client Medicaid Program and for n-‘ursing facility services i B ° ’ ! =

3) | choose neither option.

» Case Management
¥ Programs Client Details

MDCDischans Blavoling Client Name: Glenda MDC Test MA# 13765432089

MDC MDH 2578

~ Applications

MDC Freedom Of Choice Sigantine
DDA Eligibility Form Signed By Client
Assessment & Plan of Care = Authorized Representative
Level of Care
Authorized Representative: Mary Mack
DDA Worksheets
Bl A Vit Tacison Signature Status: Signed and paper copy on file
e #! | confirm that a signed copy of dlient's Freedom af Chice form has been uploaded to the FOC Attachments section
» Global Referrals Date of Signature: 05/0522019
# ATTESTATION: | do hereby attest that the information is true, accurate, and complete to the best of my knowledge. | also attest that this form was
completed in the presence of the participant and/ or their authorized ive, wha, by their attached signature, agrees with the content
Staff Name: MDC1, mdcprovideradministrator]
Agency. MDC Provider 1 (Default All Jurisdictions)
Date Submitted 05/05/2019
FOC Attachments Manage
|
Created Date & | Created By P | Description 4 | Filename Py

No data available in table

Date. &

By & ‘ From Status £ | To Status. & ‘ Comments

<

18872.2 s | No data available in table
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2. Upon selecting Choose File, a screen will pop-up that allows the user to select the appropriate
form from their local PC.

MDC Freedom of Choice - Attachments Manage
Back to View

New Document
File Name: * | Choase F_1€| No file chosen
Description:

A
¥ Add Attachment
EEiiiiiii i i
Created Date % Created By & Description % Filename & Actions

Mo data available in table

3. Select the desired form and click Open.

€ Open x
1+ W Thi§ PC » Desktop v O Search Desktop o)
Crganize = Mew folder f== = [ 9
i Mame Date modified Type
3 Quick access .
[ MDC FOCF A3572019 55 PM PDF Fil
B Desktop b 4 i i EE
* Downloads #
@ Documents o
=] Pictures +
J’ﬁ Music
Snagit
i Videos
d@ OneDrive
3 ThisPC
oF Metwork gt >
File name: | MDC FOC Farm v| Al Files v
*l Open | | Cancel
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4. Once afile is selected, users may enter any applicable text to the Description field.

New Document

File Name  Choosa File | MDC FOC Form.pdf
Description:
MDC FOC Form

Created Date ¢ Created By ¢ Description ¢ Filename ¢ Actions

Mo data available in table

5. Once the user has selected Add Attachment, the uploaded attachment will appear in the FOC
Attachment list with the following information:

Attachment

New Document

File Name | Choose File | No file chosen

Description:

P
¥ Add Attachment

Attachments

Created Date < Created By ¢ Description % Filename % Aciions
[ 0510512019 MDCH, MDC FOC Form MDC FOC Form pdf Dalete '

mdcprovideradministrator
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6. Once the hard copy with signatures has been uploaded to the FOC Attachment section the user may
select Submit within the MDC FOC form view page.

Location: MDE Provider 1 (Default All Jurisdictions)

£} Home A4 Clients | =My Lists | A Alerts ‘ 24 Assignments  [E Reporis ‘ @& Client Details

LTSSMaryland FEl\gwen.clinton (On behalf of: MDC1, mdcprowkderadministrator1) Menu ez

Glenda MDC Test MDC Freedom of Choice Siatus: In Progress

View

¥ ID. 1419467L.G759100 DOB: 04/01/1994
WMFF Efigible: NA Back to List q Submit | | Delete | | Gollapsean |

» Client

Freedom of C| e

» Case M; 18 =
et Client Consent *
~ Frogeauns 1)1 choose o receive home and community- based services under the Medical Day Care Services Walver as an alternative to instituional
MDC Disch F— long-term care services in a nursing facility. | further understand that in order to qualify and continue to qualify for the waiver program, | must
FRrheRTiE Rt meet all eligibility criteria of the Maryland Medicaid Program and the Medical Day Care Services Waiver
MDC MDH 257B | have received a list of enrolled Medicaid Providers and undersiand that | have the right to select which licensed adull medical day care center |
N would like to attend | understand that | may change medical day care centers if | decide to do cc and thal there are altemative services for
58 bt which | am eligible, including services in a nursing facility. | have identified and selected the following Medicaid provider to render the medical
MDC Freedom Of Choice: day care service:
DDA Eligibility Provider: MDC Provider 1 (Default All Jurisdictions)
Assessment & Plan of Care 2} | choose 1o receive long-term care services ina nursing facility, rather than through alternative services which have been explained to me. |
further understand thal in order to qualify and continue to qualify for Medicaid coverage in the nursing faciiity, | musi meet all eligibility criteria of
Level of Care the Maryland Medicaid Program and for nursing facility services
DDA Worksheets 3) | choose neither option
Financial & Overall De:
Letters _ .
Client Details
¥ Global Referrals
Client Name Glenda MDC Test MA# 13765432089
Form Signed By Client
* Authorized Representative
Authorized Representative Mary Mack
Signature Status: Signed and paper copy on file
# | confirm that a signed copy of clien's Freedom of Choice form has been uploaded to the FOC Aftachments section
Date of Signature: 05/05/2019
« ATTESTATION: | do hereby aitest that the information is true, accurate, and compieie to the best of my knowledge. | also attest that this form
was completed in the presence of the panticipant and/ or their authorized representative, who, by their attached signature, agrees with the
content
Staff Name: MDC1, mdcprovideradministrator
Agency. MDC Provider 1 (Default All Jurisdictions)
Date Submitted: 05/05/2019
FOC Manage
Created Date 2 } Created By 2 | Description % | Filename &
05/05/2019 MDC1. mdcprovideradminisirator MDC FOC Form MDC FOC Form.pdl
|— 05/05/2018 MDC1, mdcprovideradministratort Authonzed Representative Signature pdf
512.4 ns |

See Section 3: MDC Freedom of Choice Form within the MDC Provider Guide for more details.
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=  ADCAPS Attachments

In most scenarios, MDC Providers are required to upload a Signature Page and the most recent Medical
Order in order to Submit the ADCAPS.

The users may Print the Signature Page form from the ADCAPS module or they may use their own form.

Once printed and signed by all required parties, the user can upload a scanned copy to the ADCAPS
module.

1. Select Manage within the Attachment banner of the ADCAPS Summary.

2. Click Choose File, navigate to file location and select the file location and filename from your local PC
documents.

Attachment

New Document

File Name: * | Choose File | No file chosen
Category. ™ \ Y
Description:

(¥ o

New Attachments
Category ¢ Description ¢ Created Date ¢ Created By ¢ Filename ¢ Actions

No data available in table

Imported Attachments

Category % Description & CreatedDate & Created By % Filename £ Actions
Medical Order 05/06/2019 MDC2, mdcprovidernurse1 MDC FOC form.pdf Edit Delete
Signature Page 05/06/2019 MDC2, mdeprovidernurse1 MDC FOC form pdf Edit Delete

3. Select the Category.

New Document

File Name: * | Choose File | No file chosen

Category * i /
Description Medical Order

Signature Page

Medication Administration Record
Behavioral Treatment Plan =

Hospital Discharge Summary
Other

(o [

New Attachments
Category ¢ Description ¢ CreatedDate ¢ Created By % Filename % Actions

No data available in table

Category ¢ Description ¢ Created Date ¢ Created By ¢ Filename & Actions
Medical Order 05/06/2019 MDC2, mdcprovidernurse1 MDC FOC form.pdf Edit Delete
Signature Page 05/06/2019 MDC2, mdcprovidernurse1 MDC FOC form.pdf dit Delete
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NOTE: When adding an Initial, 120 Day, Significant Change, or Transfer ADCAPS, the Medical Order and
Signature Page attachment categories are required for the submission.

4. Select Add Attachment to import the document to the New Attachments section.

Attachment

New Document

File Name: * | Chogse File | No file chosen
Category: * | Medical Order v
Diescription

— LY e |

New Attachments
Category & Description ¢ CreatedDate & Created By % Filename % Actions

s

No data available in table

Category < Description ¢ Created Date ¢ Created By ¢ Filename ¢ Actions
Medical Order 05/06/2019 MDC2, mdcprovidernurse1 MDC FOC form. pdf Edit Delete
Signature Page 05/06/2019 MDC2, mdcprovidernurse1 MDC FOC form pdf dit Delete

NOTE: Once an Initial ADCAPS has been submitted, those attachments will display in subsequent ADCAPS
Revisions in the Imported Attachments (Attachments added in the last active ADCAPS) section; and, the
addition of attachments in the new ADCAPS type will be captured under the New Attachments section.

New Document

File Name:* [ Choose File | No file chosen
Category:* M
Description

EZm)| e |

New Attachments

i ¢ D ipti ¢ Created Date ¢ Created By ¢ Filename ¢ Actions

This table contains aftachments that have been N data avalbbic intble

imported from the previous ADCAPS.
Imported Attachments
Category % Description ¢ Created Date ¢ Created By £ Filename % Actions
Medical Order 05/06/2019 MDC2, mdcprovidernurse 1 MDC FOC form.pdf Edit Delete
Signature Page 05/06/2019 MDC2, mdeprovidernurse1 MDC FOC form pdf Edit Delete
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New D it

File Name:* | Choose File | No file chosen
Category.* —‘ 7
Description:

Note ~ Add Attachment \ Cancel |

This table contains newly uploaded documents.
New Attachments
Category ¢ Description ¢ Creatsd Date & Created By ¢ Filename < Actions

No data available in table

Imported Attachments
Category & Description & CreatedDate & Created By =

¢ Filename & Actions
Medical Crder 05/06/2019 MDC2, mdcprovidernursel MDC FQC form pdf Edit Delete
Signature Page 05/06/2019 MDC2, mdcprovidernurse MDC FOC form pdf dit Delete

5. The user may view, download, or print the attachment by clicking the hyperlink that is displayed with the
filename.

ADCAPS - Attachments
Back fo Summary

Attachment

New Document

Fila Name: ® | Choose File | No file chosen

Category:™ | v

Description

4 o v T

Category % Description ¢ Created Date & Created By % Filename % Actions
Medical Order 04/22/2019 MDC1, mdcprovidernurse1 Medical Order pdf Edit Delste
Signature Page 04/2212019 MDC1, mdcprovidernurse1 Signature Page pér Edif Delste

See Section 4: ADCAPS within the MDC Provider Guide for more details.
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= MDC Enrollment Packet Attachments
While not required for approval, the user may upload any other relevant documentation that may be
required to facilitate MDH’s decision process.

NOTE: Required attachments for the MDC Freedom of Choice form and ADCAPS are uploaded within the
respective forms.

1. From the Client Profile, select the Programs banner on the left navigation.

Select Applications.

2
3. Select the 'icon next to MDC Enroliment Packet to expand and view.
4

Select the Details link next to the packet that is “In Progress”.

FERamy.duvall (On behalf of MDG4, mdcprovideradminisiraior1) Menu

LTSSMaryland Looation: MOC Provider 4 (Defait Al Jurisdctions) Account

@ Home A Clients ‘ £= My Lists ‘ A\ Alerts | 44 Assignments [ Reports ‘ Wi Client Details

Test PEDS | Applications — List
¥ 1D: 2110724ET151200 DOB- 01/01/1947

MFP Eligible: NiA

Collapss All

» Client » Application

» Case Management » MDC Freedom of Choice Forms

s T MDC Enroliment Packet
MDC Discharge Planning
MDC MDH 2578

EncollmentType £ | Primary MOC Provider Agency 4 | status.

Encoissin | Losthodited Dte | Lastouteay -

> MDC 032172019 MDC4, mdcprovideradministratort Initial MDC Provider 4 (Default All Jurisdictions) I In Progress I Details

Applications

5. Select Manage within the Additional Attachments banner.

FENamy.duvall (On behalf of. MDC4, mdcprovideradminisiratort) Menu

LTSSMaryland Losstion: MDG Provider 4 (Defoult Al Jurisdictions) Account

£} Home 44 Client A Aeits ‘ a8 Assignments (£ Reporis ‘ i Client Details

£= My Lists

Test PEDS MDC Enroliment Packet Status: in Prograss View
¥ D 2110724ET151200 DOB- 011011947 e
IMFP Efigible: NIA Backto List submit | | petete | | Expandan |

+ Client Overview Information

» Case Management

Enroliment Checklist

= e Additional Attachments & Manage
MDC Discharge Planning

MDC MDH 2578

Workflow History

v Applications

MDC Enroliment Packet - Details >

6. Upon selecting Choose File, a screen will pop-up that allows the user to select the appropriate form
from their local PC.

MDC Enroliment Packet - Additional Attachments

Back to Summary, | Done

New Document

File Name:* * | cnoose File | Nofile chosen

Description;

¥ Add Atiachment [EECETEH]

11
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7. Select the desired form and click Open.

FENamy.duvall (On behatf of: MDCA, mdcprovideradminisiratorT)
LTSSMaryland Location:MDG Proviter 4 et Al srtictansy Menu  Account

@ Home & Clients | i=My Lists | A Alerts | &8 Assignments  [E Reports | & Client Details

Test PEDS MDC Enroliment Packet - Additional Attachments =3
¥ ID: 2110724ET 151200 DOB: 01/01/1947 ——
MFP Eligible: NiA @ Open X l ‘—n““ |

» Case Management Organize ¥ New folder ™ @

~ Programs & OneDiive ~ Name Date modified Type
MDC Discharge Planning T 95 Enroliment Packet User Manual Microsoft Word D...
= This
MDC MDH 2578 g P User Role Matrix Microsoft Excel W...
S A cabions 2 30 Objects hysician's Orders 3/22/2019322PM  Adobe Acrobat D... |
i 1B Deskeop A
MDC Enroliment Packet - Manage )
Altachments 8 Documents
DDA Eligibility & Downloads
Assessment & Plan of Care J’ Music
Level of Care =] Pictures
DDA Worksheets . Videos
Fi ial & Overall Decisis
Letters % Actions
5 LTSS (1) | =
* Global Referrals e > |dministratort Edit Delete
0 AR— ¥
File name: | Physician's Orders | |aities |

ol Conce

8. Once afile is selected, users may enter any applicable text to the Description field.

New Document

File Name:™ | Choose Eile ] Physician's Orders.pdf

Description:

# Add Attachment

See Section 6: MDC Enrollment Packet within the MDC Provider Guide for more details.

Cancel |
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= Voluntary Consent to Transfer Form Attachment

MDC Providers are required to upload a signed copy of the VCT Form in order to Submit the form for
MDH Review.

The users may Print the form once they have Saved the form with all applicable selections and required
fields completed. Once printed and signed by the client, the user can upload a scanned copy to the
Voluntary Consent to Transfer module.

1. Select Manage within the VCT Attachments banner

LTSSMaryland FElyolanda.newbill (On beha¥ of MOC, mdcprovideradminisirater)

Locaion: MDC Provider 1 (Defat Al krisictions)

&} Home ‘ & Clients | = My Lists | A Aerts l & Assignments l [ Reports ‘ i Client Details ‘

UAT Billing Client 3 Voluntary Consent to Transfer Status: in Progress m
* 1D: 1779025AU317110 DOB: 07/17/1678 ]
WFP Exgibie: NA BacktoList submit | [ Delete | | Coliapse i
* Cli
Chent MDC Voluntary Consent to Transfer Edit
Client
Client Name: UAT Biling Clent 3 Provider Transterring From: MDC Provider 2 (Default Al
Jusisdictions)
- Client MA # 30582746183
Provider Transferring To MOC Provider 1 (Detault Al
D Jurisdictions)
Que
¥ Programs Anticipated Start Date 0110272019
Signature
¥ The Client' signature is required forthis VCT form to be submitted to MOH for reviewiapproval. By selecting this checkbox. | am confirming that
| have attached the signed VCT form along with this electronic submission.
ClentRepresentative Signature Status Signed copy uploaded
Signature Date: 01/12/2010
Requesting MOC Provider Signature Status: Signed copy uploaded
Signature Date 0110572010
VCT Attachments Manage
Created Date ¢ Cretedy 2 | Description ) $
01072010 MOC1, mdcprovideradministrator
orkflo 0
Date s|ey 4| From Sttus 4| To status | Conments s
No data avaiable in table
502.4

13
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2. Upon selecting Choose File, a screen will pop-up that allows the user to select the appropriate form
from their local PC.

Voluntary Consent to Transfer m

Back to View

Attachment

New Document

File Name Chaose File | Mo file chosen

Deseription:

Add Attachment

Created Date & Created By % Description ¢ Filename % Actions

MNa data available in table

3. Select the desired form and click Open.

Voluntary Consent to Transfer m
Back to View
€ Open x l
« v » ThisPC » Desktop » MDC 5 v | O Search MDC -l _
Organize v MNew folder - | e
S
& OneDrive "~ Name Date modified Type
B PG DPF 2/11/201871:35 AM  File folder
= This
= § ver 2/11/2019 1221 PM  File folder -
- " 4
T 30 Objects = CFC Billing Manual 7.1.12 1/28/20192:53PM  Adobe Acrobat D...
I Desktop LOE Estimates 1317201 1:42PM  Microsoft Excel W..
b MDC LTSS Product Backlog Status 20190...  1/25/2018 11:16 AM  Microsoft PowerP... [
; Downloads @ MDC Phase Il Dev Product Roadmap 1/31/2019 1:06 PM Microsoft Visio Dr...
J, Music £ MDC Training 2/1/2018 3:37PM Microsoft Word D..,
] Pictures -J:‘_ MDCSW-FAQs-3-2011 1/28/2019 2:53 PM Adobe Acrobat D.. —
i i "L VCT Transmittal No. 66 271172015 1:57 PM Adobe Acrobat D.. foo
ideos
Windows (C:)
= LTS5 (1) L
i il ¥ L >
File name: |VCT Transmittal No. 66 | ANFiles v
* I Open | | Cancel |

14
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4. Once afile is selected, users may enter any applicable text to the Description field.

New Document

File Mame: | Choose File | VCT Transmi... Mo. 66.pdf

Description:

& Add Attachment

See Section 10: Voluntary Consent to Transfer within the MDC Provider Guide for more details.

Where can | access information about a participant’s
enrollment?

= Client Summary
MDC Providers may view any client’s Current Enrollment regardless of their center being the client’s

current Primary or Additional MDC Provider.

1. From the Client Profile, select the Client banner on the left navigation.

2. Select Client Summary.
3. You may view a client’s current enrollment information (Program, Enroliment Date, and Annual Due

Date, etc.) within the Current Enrollment banner.

¥ Home &8 Clients ‘ £= My Lists ‘ A Alerts | Ed Reports | @i Client Details |

Amy MDC Test Client Summary

¥ ID: 1549311MATIS110 DOB: 05/14/1983
WMFP Eligible: NIA Expand All

Eligibility Information

Current Assignments

» Case Management
Current Enroliment

» Programs

ia
ro s ue ¢ P i toes & | Astions
iz e Status Dal s
s Medical Day 0411712019  04/01/2020 Receiving MOC services
Care Waiver as a part of the MDC

Waiver

Program Snapshot

Waiver Registry Information

NOTE: The Spenddown population can be identified by the fact that they have a Medicaid Eligibility
Coverage Group the ends in “99” (i.e. S99, L99, F99, G99, T99), MDC Providers will have the ability to
Manage Client records for both Spenddown and Non-Spenddown populations, if they are the assigned
MDC Provider. Users can note the client’s status within the Eligibility Information banner.

15
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See Section 2: Clients and Section 9: MDC Annual Enrollment within the MDC Provider Guide for more
details.

= Alerts: Alerts Tab

MDC Provider users will receive alerts when MDH approves Initial and Annual Enrollment forms that
their center submitted. Additionally, active assigned centers receive alerts when their client’s annual
enrollment is due. LTSSMaryland users should regularly access the Alerts tab to ensure that they are
effectively facilitating the clients’ enrollment and subsequent participation in the MDC Waiver Program.

1. Select the Alerts tab in the top navigation.
2. Here, the users may view notifications regarding client’s that are assigned to their location.
3. By selecting the alert message hyperlink, the user will be re-directed to the applicable form.

£} Home &% Clients ‘ =My Lists l A Alerts Ilm Reports

Created From Date: Created To Date: Accepted From Date: _ Accepted To Date:
05182019 @] [osr182019 ®| [osn712019 )| [osr182019 ®| I Show Accepted
Client ID: Last Name: _ First Name:

| Fiter |

Subject s ‘ From ¢ | Received 2 | Accept?
1 1 1

Test, A1 (23690991A669110) - Baltimore

MDC Enroliment Packet has been accepted h DHMH, dhmhmdcadministrator1 05/31/2019
Test, Ad (23690414A129110) - Allegany.

MDC Enroliment Packet has been accepted DHMH, dhmhmdcadministrator1 05/20/2019

Clarification Requested for MDC Enroliment Packet DHMH, dhmhmdcadministrator1 05/202019

16
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= Alerts: Case Management
MDC Provider users may also view alerts and the alerts history that are specific to an individual client.

1. From the Client Profile, select the Case Management banner on the left navigation.
2. Select Alerts.

£ Home \ 48 Clients | = My Lists ‘ A Alerts | [ Reports | @ Client Details

Amy MDC Test Client Alerts

* ID: 1549311MA118110 DOB: 05/14/1983
MFP Eligible: N/A ‘

> Client Created From Date: Created To Date Accepted From Date: Accepted To Date:

017282013 m| |oensr2019 i) 06/17/2019 m 06/18/2019 £ how Filter |
~ Case Management B B @] [os @] - showAccepted |
Rlerts DAl subiect < | From & ‘ Received ¢ | Accept?
Agency Selection . - .
et MDC Envoliment Packel has been accepled. S Admin, MDH MDC 0413012019

See the Alerts sub-sections of each module within the MDC Provider Guide for more details.

= My Lists: MDC Enrollment Packet

MDC Provider users may track the workflow of clients that are assigned to their center through My Lists.
Here, they can view clients in various statuses for each MDC form. Specifically, for tracking enrollment
progress of a client, the user will want to monitor Form Names, “MDC Enrollment Packet” and “MDC
Annual Enrollment”.

Select the My Lists tab in the top navigation.

Select My Client List, then MDC.

Under Form Name, select MDC Enrollment Packet.

You may then select the Type: All, Initial, or Annual.

Then select the desired Show Me option of: Clients In Progress, Clients with Clarification
Requested, or Clients Pending MDH Review.

6. Once you select Filter, a list of clients that are in the status selected will populate.

vk winN e

A Alerts | [ Reports ‘

~ My Client List MDC My List

Assessments

MpC
—— Lsrone’ |
oy otfhes Suestonsie MOC Enroliment Packet v A v | | Select an ftem.. v

» Global Referrals

Select an iem...

My Clients with In Progress

My Clients with Clarification Requested
1My Clients with Pending MDH Review

17




MDC PROVIDER: FAQ

My Lists: MDC Annual Enroliment

Select the My Lists tab in the top navigation.

Select My Client List, then MDC.

Under Form Name, select MDC Annual Enrollment.

Then select the desired Show Me option of: All Annual Enrollments in Progress or All Annual
Enroliments Overdue.

5. Once you select Filter, a list of clients that are in the status selected will populate.

& s | g |

= My Client List MDC My List

PON e ow

Assessments

MDC —_— P

Community Settings Questionnaire

» Global Referrals

v | [Selectanitem
Selectan item...

All Annual Enroliments In Progress,
All Annual Enroliments Overdue

MDC Annual Enrollment

See the My Lists sub-sections of each module within the MDC Provider Guide for more details.

18




MDC PROVIDER: FAQ

ADCAPS

= What sections of the ADCAPS will copy over to future ADCAPS?
Once a client’s first ADCAPS Assessment is completed within LTSSMaryland, all sections (A through
V) of the Assessment will automatically prepopulate from the most recent “Active” ADCAPS into the
new Assessment for the subsequent ADCAPS type (120 Day or Significant Change). The MDC
Provider Nurse must review the contents of each section to update where necessary and thoroughly
complete each section for accuracy of the patient’s current medical status.

REMINDER: Revised ADCAPS will display the most recent assessment and only comments can be
added to it. Therefore, Nurses do not need to re-attest when revising the ADCAPS.

Once the updates and necessary edits are made, the user may select “Yes” to the confirmation
statement at the bottom of the section.

ADCAPS Assessment [ view |m

Back to Summary. Cancel “ | Save & Next | | Save |

-

-

3. Environmental

List all environmental allergies below:
test

Comments

Comments

test

Please confirm that you have reviewed the prepopulatad information and that it appropriately reflects the
individual's current status. ™

) Yes O No

Once this selection has been made and the user Saves, the specific section will be marked as
Complete.

See Section 4.4: Assessment within the MDC Provider Guide for more details.
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How can | compare the InterRAI to the ADCAPS?

The MDC Provider Nurse may view the Triggered CAPS (Clinical Assessment Protocols that have been
triggered by the InterRAI Assessment) or the InterRAI Diagnoses that already exist in the client’s
record to complete the Problems section of the ADCAPS.

REMINDER:

1. Select Manage from Problems banner of the ADCAPS module.
2. Onthe By Diagnosis tab, select View Triggered CAPS.

N |

| 2 View Trigger=d CAPS || o View InterRAI HC Diagnosis || Add Disgrosis |

Problem(s)

By Diagnosis By Problem |

Diagnosis | Imported

Edit
Diagnosis:

Source of Concern:  Personal Goals
Problem Oniset Data

Long Term Goal Additional Comments

No data to display.

3. A pop-up window will appear where the user will view the Triggered CAPS from the client’s most
recently submitted InterRAI Assessment.

4. On the By Diagnosis tab, select View InterRAI HC Diagnosis.

Problem(s)

By Diagnosis By Problem |

 View Trignered CAPS || T View InterRAl HC Diagnosis || Add Diagnosis |

Diagnosis | Imported Edit
Diagnosis:
Source of Concern:  Personal Goals

Problem Oniset Date

Long Term Goal Additional Comments

Mo data to display.

5. A pop-up window will appear where the user will view the list of Diagnoses from the client’s
most recently submitted InterRAI Assessment.

See Section 4.5: Problem(s) within the MDC Provider Guide for more details.
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= How do | link Diagnosis to Problems and Problems to Care Plans?
Each Care Plan must address one or more Problems within the ADCAPS. Each Problem must be
associated with one or more Diagnosis within the ADCAPS.

DIAGNOSIS

Each Diagnosis has a Source of Concern

A client must have a Source of Concern of at least

one of the following types:

PROBLEM

Each Problem must be linked to a Diagnosis

CARE PLAN

Each Care Plan must address one or more
Problems

ADCAPS ASSESSMENT

Imports Diagnosis entered within the
Assessment section

PERSONAL GOAL

A Medical or Nurse Diagnosis not required to
create a personalgoal.
This can be related to a Diagnosis; but it the
user may also enter any relevant text within
the field.

SOURCE OF CONCERN

OTHER
Option appears when the ADCAPS is revised.
It replaces the ADCAPS ASSESSMENT as a
source within the revised ADCAPS

TRIGGERED CAPS

Enter Diagnosis noted in the most recently
submitted InterRAI Assessment.
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Upon selecting Add Diagnosis within the By Diagnosis tab of the Problems section, the user may
indicate the Source of Concern:

1. ADCAPS Assessment: By making this selection, the user has the following options:
[ ]

Select one of the values entered in section B. Disease Diagnosis, which will populate for
selection within the Assessment Diagnoses field.
e Search for ICD-10 Codes

e Enter free text (e.g. Nursing Diagnosis)
MNew Diagnosis

Diagnosis Information

Source of Concern; ™

ADCAPS Assessment |
Assessment Diagnoses: v
Diagnesis: AD00: Cholera due to Vibrio cholerae 01, biovar cholerae
Problem Onset Date Long Term Goal Additional Comments
fest 05/01/2019 test

fest

| Cancel || Save & Close |

2. Triggered CAPS: By making this selection, the user may search and enter any applicable
diagnoses that were applicable in the most recently submitted InterRAI Assessment.
New Diagnosis
Diagnosis Information
Source of Concern: ™ ITriggered CAPS v |
Diagnesis: | |r Search || Clear
! Problem Onset Date Long Term Goal Additional Comments
[ test 05/01/2019 test test
Cancel || Save & Close
3.

Personal Goals: By making this selection, the user will meet the requirement of addressing at
least 1 Personal Goal with the Care Plan. The user may search for a diagnosis code if applicable

or may enter free text in the Diagnosis field that is relevant to the patient’s personal goal.
New Diagnosis

Diagnosis Information

Source of Concarn: ™
Diagnosis: *

| Problem Onset Date

L test 05/01/2019

Personal Goals v

Search | | Clear

Long Term Goal Additional Comments

test test

Cancel || Save & Close
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Once the By Diagnosis section is complete, the user may select By Problem.

Upon selecting Add Problem within the By Problem tab of the Problems section, the user may
indicate the Problem, Long Term Goal, Onset Date, and Additional Comments.

Then, by selecting the checkbox next to the applicable and related Diagnosis, the user has effectively
associated the Problem with the Diagnosis.

NOTE: A Diagnosis may be associated to more than one problem and more than one Problem may be
associated to one specific Diagnosis.

MNew Problem

Problem Information

Problem: ™
Cholera has limited mobility

Long Term Goal:™
Be able to walk without assistance

Onset Date: ™

6/19/2019 |

Additional Comments: ™
RMN's will assist with PT.

Diagnosis Source of Concem
# Pt wants to be mobile Personal Goals
1 A000: Cholera due to Vibrio choleras 01, biovar cholerag ADCAPS Assessment
Cancel || Save & Close
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Once the By Problems section is complete, the user may continue to the Care Plan section of the
ADCAPS.

Upon selecting Manage within the Care Plan banner, the system will be in “Add” mode where the
user may indicate Expected Outcome/ Short Term Goals; Services, Approaches, Interventions, and
Provider Type; Amount/Frequency/Duration; and Comments.

Additionally, the user may Add New Medications that will support the Care Plan approaches.

Then, by selecting the checkbox next to the applicable and related Problem, the user has effectively
associated the Care Plan with the Problems.

NOTE: A Care Plan may be associated to more than one problem. And more than one Care Plan may
be associated to one specific problem.

ADCAPS — Care Plan(s)
Barloth: Sitninaiy | Next |
Comments: ™ i

0-of 500 character limit

© Using the tables below, select the tems you would like to linkto the Care Fian

I ication(s) + Add New Medicat I

Name Dose Unit Route Frequency FRN Actions

| Problem(s) l

! Problem Onset Date Diagnosis Long Term Goal Additional Comments

* Bl test 05/01/2019 test test

! Cholera has limited mobility 06M18/2018 Piwants to be mobile Be able to walk without RN's will assist with PT.
assistance
ADDO: Cholera dueto... o

¥ Add CarePlan

Mo data to display.

Once the user has selected Add Care Plan, the content entered and associated will automatically be
saved and the screen will revert to “Add” mode to enable to user to enter another Care Plan
(multiple interventions)

See Sections 4.5: Problem(s) and 4.6: Care Plan(s) within the MDC Provider Guide for more details.
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= How do | review the Care Plan for a client?
For the required 180-day Care Plan review, it is not necessary to complete the Assessment section of
the ADCAPS module. Rather, the MDC Provider Nurse will Revise the most recent and active
ADCAPS.

1. From the Client Profile, select Assessment & Plan of Care within Programs of the left navigation.
Click the Adult Day Care Assessment and Planning System (ADCAPS) banner to expand the

view.
3. Select the Revise hyperlink next to the Complete and Active ADCAPS Type.
} Home &8 Clients | =My Lists | A Alerts [ Reports = ®i Client Details l
Annie MDC Test Assessment & POC — List

¥ 1D: 1219779NA867120 DOB: 02/21/1977
MFP Eligible: NA

» Client » Assessment & POC Request

Add || Prepare Offline

» Case Management » interRAI Assessment

~ Programs » Plan of Care

MDC Discharge Planning >
~ Adult Day Care Assessment and Planning System (ADCAPS)
MDC MDH 2578

!
Provider Type & | EffectiveDate ¢ |SubmitDate & MDHDecision & EndDate 4 | Status & |Active ¢ Actions

ADCAPS Type & createpate ¢

Active Details

NA Complete

050612019  NA  Complete  Active  Detals Prnt Revise

05/01/2019 05/06/2019

Significant Change Primary

BB

an of Care Initial 04/29/2019 Accepted 043012019 Complete Inactive

04/29/2019

04/29/2019 Primary

Upon Revise, the Problem(s) and Care Plan sections will import to the new version of the ADCAPS
from the most recent and active ADCAPS. The Assessment section will remain the same as the most
recent and active ADCAPS; and, the MDC Provider Nurse will only be required to review, update, and
re-associate the existing Diagnosis, Problems, and Care Plans.

Additionally, the MDC Provider Nurse will be permitted to add the updated Medical Order and
Signature Page to the Attachments section. And, will complete the Signature section to finalize the
Care Plan review.

See Sections 4.10: Review Care Plan (Active ADCAPS) and 4.12 Revise Active ADCAPS within the
MDC Provider Guide for more details.
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= How do | complete a 120-day ADCAPS Assessment?
For the required 120-day Assessment, the MDC Provider Nurse will Add a new ADCAPS type to the
client record, where he/she will complete all sections within the ADCAPS module.

1. From the Client Profile, select Assessment & Plan of Care within Programs of the left navigation.
2. Select the Add button within the Adult Day Care Assessment and Planning System banner.

£} Home ‘ 4 Clients ‘ =Mylists | A Alets | [ Reports ‘ i Client Details

Annie MDC Test Assessment & POC — List
> ID: 1219779NAB67120 DOB: 02:21/1977
MFP Eligible: N/A ‘

Expand All

» Client » Assessment & POC Request

» Case Management » interRAI Assessment Add || Prepare Offline

Ll B » Plan of Care
MDC Discharge Planning _
*» Adult Day Care Assessment and Planning System (ADCAPS)
MDC MDH 2578
Applications
DDA Eligibility

Assessment & Plan of Care

3. Select the applicable ADCAPS Type (120 Day), enter the date on which the Assessment was
conducted, and select Save.

ADCAPS =
Cancel #‘ save |

Overview Information

General Information

Name: Annie MDC Test Primary Language:
DOB: 02/2111977 Age 42
Gender. Female

Assessment Start Date:

ADCAPS Type:* 120 Day v
Assessment Conducted On: 6/19/2019
Assessment Submit Date:

ADCAPS Effective Date

ADCAPS Created By:

ADCAPS Created By Location

Primary MDC Provider: MDC Provider 2 (Default All Jurisdictions)

Additional MDC Provider(s).

Upon Save, the user will be redirected to the full ADCAPS module where he/she will review and
update the Assessment, Problem(s), Care Plan, Attachments, and Signature sections.

See Section 4: ADCAPS within the MDC Provider Guide for more details.
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ADDITIONAL RESOURCES

MDC Provider Guide

MDC Provider
Guide v4.pdf

=  For System Questions, contact LTSS Help Desk:
LTSSHelpDesk@LTSSMaryland.org or 1-855-463-5877

= For Policy and Procedure Questions, contact MDH MDC:
Mdh.mdcprovidernotification@maryland.gov

= For Webinars and Guides:
LTSSTraining.org
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