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Introduction

In 2006, the federal Centers for Medicare and Medicaid Services (CMS) awarded a Systems
Transformation Grant to Virginia designed to make significant improvements to the
infrastructure of the service delivery system for individuals with developmental and other
disabilities. One goal (Goal 4) of this grant has been a joint project under the leadership of the
Department of Behavioral Health and Developmental Services (DBHDS) and the Department of
Medical Assistance Services (DMAS). The goal has focused on the use of integrated systems to
monitor critical incident reporting across the service delivery spectrum, and to automate and
manage specific functions of the ID (Intellectual Disability) and DS (Day Support) Waivers.

The Intellectual Disability On-Line System (IDOLS) is laid out similarly to the existing paper
system. The electronic system is entered through a web portal on the DBHDS web site. The
regulations and process flow are the same; however, the format for submitting this information
is now electronic. A person may only be placed on the statewide waiting list by meeting the
current criteria.

Slots continue to be assigned by the CSB through the process described in the MR/ID
Community Services manual. Once assigned, acceptance and slot assignment is entered into the
system, and enrollment is processed in IDOLS electronically.

The electronic submission of ISARs is expected in fall of 2011. The paper system will remain in
place throughout the phase-in period (30 days following the commencement of initial training)
and will be temporarily used in the event of an emergency when the IDOLS system may be
down and unavailable.

Logging into Delta and the IDOLS Application

DELTA is the internet portal used to access IDOLS and other DBHDS applications. Each CSB/BHA
may have two or three representatives from management assigned DELTA oversight depending
on the size of the CSB. These representatives will oversee IDOLS permissions/role assignments
at the CSB location and will have back-up staff identified. These include:

DELTA Security Officédihis role can process account requests for their CSB (except for their
own account) and perform user functions. They will set up the Supervisor and Local
Administrator. They can also perform administrative resets on accounts.

DELTA Supervisdrhis role can submit account requests for their CSB (except for their own
account) and perform user functions.



Local Administrator This role enters all user requests for IDOLS roles in DELTA.

The agency account for the DELTA Security Officer are set up for the CSB/BHA by DBHDS IT staff
from the DELTA Account Request Form (On the ODS web site) . Large providers may choose to
set-up a local administrator at each site. More details are available on the web site under How
to use the DELTA portal for IDOLS.

Information Technology Services
Phone Number(804) 371-4695

Email Addressdeltaprod@dbhds.virginia.gov
Fax Number{804) 786-2029

Please have your Exec send an email identifying the Security Officer to
deltaprod@dbhds.virginia.gov on the DELTA Account Request Form prior to contact for DELTA
registration. The DELTA request for agency set up should be completed on the form.

A Login and a Password will be sent automaticallyanyourlT person has submitted your
information as an authorized user (based on the roles and permissions your supervisor sent to
IT to enter).

Once you have established access to DELTA, the Delta Portal can be accessed at
https://delta.dbhds.virginia.gov or from the main page of www.dbhds.virginia.gov. Just click on the
DELTA logo in the left column of the main page as seen below:

\'Fl [g_ilﬁa . g()v Online Services | Commonwealth Sites | Help | Gowvernor

Virginia Department of
Behavioral Health and
Developmental Services

Home

G

G

[

[

(==

=

Public Information

PROGRAMS &
SERVICES
Mental Health

Developmental
Services

Substance Abuse
Services

Child & Family
Services

Human Rights
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Please click here if you need immediate help.

DBHDS has been working with a broad network of stakeholders to
transform our system to enhance community-based care for individuals,
make overdue infrastructure improvements to our state facilities and to
change the way services are delivered. Our strategic plans reflect efforts
to fully embrace self-determination, empowerment, and recovery for
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Below is the Delta Login Screen for authorized users.
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The IDOLS link will take you to the home screen where you will be able to view your username,
role and location. There are 3 possible roles assigned by those in DELTA oversight positions at
the CSB. Each is defined in the following chart.

Role Description

CSB Submitter Functions limited to requesting additions to the waiting list and
new enrollments, updating WL records, updating certain elements
of the enrollment records and service authorization approvals.

CSB Wait List Approver Enters and approves waiting list submissions. Submits and views
Enrollment records. Removes individuals from the Wait List. Also
has service authorization approval.

CSB Enrollment Approver | Enters and approves ID and DS Waiver WL records, enrollments
and communicates with Community Resource Consultants on
waiver slot assignments and requests to retain slots. Also has
service authorization approval. Have all functions in IDOLS.

Permissions and Responsibilities

There are 4 CSB roles with the IDOLS System as follows: CSB DELTA Account Oversight, CSB
Submitter, CSB Wait List Approver and CSB Enrollment Approver.

IDOLS permissions for these roles are included in the following chart (oversight roles have

access to all CSB functions):

CSB Waitlist CSB Enroliment
CSB Submitter | Approver Approver

Waitlist

Submit Waitlist Record Yes Yes Yes
Approve Waitlist Record Yes Yes
View Waitlist Records Yes Yes Yes
Edit Waitlist Record Yes Yes Yes
Remove from the WL Yes Yes




Enrollment

Submit Enrollment Record Yes Yes Yes
Approve Enrollment Record Yes
Edit Enrollment Record Yes Yes Yes
Release from the Waiver Yes
View Enrollment Records Yes Yes Yes

Waiver Slot Assignment
Committee Results

Request CRC Slot Assignment Yes
Review
View CRC Response Yes

Retain Slot Reviews

Submit Retain Slot Request Yes

View CRC Response Yes

Your role is identified on the IDOLS home screen. Check to be sure it is correct.

Virginia Department of Behavioral Health and Developmental ¢

Home

Waitlists HOME
® LOTEmi i Welcome to the IDOLS Portal
= Non-Urgent Waitlist Username: EWcefibe

@ D5-U [Waitlist]

- Current Role: CSB Enroliment Approver
@ DS-N [Waitlist]

& Waitlist - All Current Location: Blue Ridge Behavioral Healthcare
Location Identifiers
Manage Waitlists AVATAR: 0BT

OLIS: 070

e New Waitlist Individual
& Awvaiting C5B Approval
< Denied CSB Approval

Manage Enrollments

= Active Waiver Enrollments

< Projected Waiver
Enrollments

= Wlaiver Enrollments on Hold
& Awvaiting C5B Approval
< Denied By C5B




The column to the left provides easy access to all of IDOLS features. The main categories

include: Waitlists, Manage Waitlists, Manage Enrollments, Individuals, Slots and CRC Approvals.

Waitlists

& Urgent Waitlist
& Non-Urgent Waitlist
e DS-U [Waitlist]

e DS-N [Waitlist]
e Waitlist - All

Manage Waitlists The IDOLS Navigation Pane on Left

& New Waitlist Individual
& Awaiting CSB Approval
&> Denied CSB Approval

Manage Enrollments

G» Active Waiver Enroliments

& Projected Waiver
Enroliments

&» Waiver Enroliments on Hold
& Awaiting CSB Approval

&» Denied By CSB

&» All Enroliment Records

Viewing and Managing the Waiting Lists

Options for viewing and managing the wait list are included at the top
of the IDOLS navigation pane. What you view here under WL is:

e Urgent Waitlist - all individuals at your CSB currently on the
Urgent Waiting List

e Non-Urgent Waitlist - all individuals at your CSB currently on
the Non-Urgent Waitlist

e DS-U -allindividuals at your CSB currently enrolled in the Day
Support Waiver who remain on the Urgent Waitlist

e DS-N - all individuals at your CSB currently enrolled in the Day
Support Waiver who remain on the Non-Urgent Waitlist

Waitlists

Urgent Waitlist

& MNon-Urgent Waitlist
D5-U [Waitlist]
D5-N [Waitlist]
Waitlist - All

#

s

5
5

g5

#

Manage Waitlists

 New Waitlist Individual
i Awaiting CSB Approval
i Denied CSB Approval

e  Waitlist-All - all individuals currently on the Urgent and Non-Urgent Waitlists at your

CSB.

Select the desired view from the IDOLS navigation pane by clicking with your left mouse button.
Below, you see that the Urgent Waitlist has been selected. After selecting the desired Waitlist,

select the individual to view his or her information.




Sortingthe Columns Each column may be sorted in any view by clicking on the column
heading.

Viewing the Waiting Lists = Sorting Columns
., V—— 5.‘1'4'

Date Of Daleof Last
Request Need Contacted

Medicaid 10

153087427 455087123963 312011
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Identifying Information (DOB, Medicaid #, SSN, CSB#, WL Status), LOF results, ISP dates, living
situation and exam dates, confirmation of choice, waiver type, services requested, urgent

criteria met and approvals.

Example of Wait List Record for an individual (partial view below):



WAITLIST RECORD - BANANAS, CHAKITA

Individual - Bananas., Chakita
Identifying Information

Name: Bananas, Chakita SSN- 098123765
Gender: Female Medicaid 1d: 123654321678
Birth Date: 2/28/1969 CSB: HAMPTON-NN CSB
Race: White CSB 007
Individual
ID:
Waitlist Non - Urgent
Status: Waitlist
Enrollment
Status:

LOF

Adding an Individual to the Waiting List

Waiting List & Enrollment

The following forms will be replaced by elements of the IDOLS.
Individual information may be printed in hard copies as needed.
However, paper versions may still be needed from time to time if the
system is unavailable:

Enrollment Request form (DMAS-437 Revised 10-1-10)

Day Support Waiver Level of Care Eligibility Form (DMH 885E 1164DS Rev. 10/1/10)
MR/ID Waiver Level of Care Eligibility Form (DMH 885E 1164 10/1/10)

Slot Change/New Assignment Fax Cover (DMH 885E 1202 rev. 10/1/10)

Fax Cover for Any Submission Effecting a Waiting List Change (DMH 885E 1213R
10/1/10)

Plan of Care Summary form (DMAS438, rev. 11/4/10) for annual LOF updates on
enrolled individuals.
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Status of Request for Placement on the ID/MR Waiver Statewide Waiting List (4/11 rev.)

[ODSGenerated.
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Waitlists
& Urgent Waitlist
@ DS-U[Waitlist]

i D5-N[Waitlist]
i Waitlist- All

i Non-Urgent VWaitlist

Manage Waitlists

‘ & New Waitlist Individual

& Awaiting C5B Approval
i Denied C5B Approval
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Selecting this option will provide the online form (pictured below) for adding a person to the

waiting list. Ared arrow », indicates a required field.

Waitlists > New Waitlist Individual

Location: Hampton-Newport News Community Services Board

ist

oval

NEW INDIVIDUAL

(*) Denotes required fields

Identifying Information

» First Name:
Middle
Name:
» Last Name:
» Gender: Select one... +

» Birth Date:

» Race] Select one. . v

» SSN:

Address where individual is living.

Street Line

1:
Street Line
2:

State:

Zip:

County/City | Select one...
y Of
Residence:

City:

11
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Information added in the online form includes: identifying information (name, DOB, address, phone,

etc), legal representative with contact information, LOF results, ISP dates and living situation with

current date, confirmation of eligibility, confirmation of choice, waiver type, services requested, and

urgent criteria met. The CSB Individual ID is the CSB case record number or unique identifiere

are a variety of options when selecting a legal representative.! f g 8 a4 &St SOG a&[ S3IF € Ddz
representative is appointed by a court ¢ otherwise an agency appointed representative or close friend

or family member may be chosen. Nothing is selected if they do not have a representative.

Legal Representative

Aunt Grandfather Son

Brother Grandmother Spouse
Child Grandson Step-brother
Court Husband Stepdaughter

EEtLPI-IEIhtEF Legal Guardian Stepfather

atner |

‘ _ Life Partner Stepmother
Foster Child Moather

Step-sister
Foster Daughter ;

Foster FathJer Nephew or Niece Stepson
Foster Mother O_the.r Uncle
Foster Son S!gmﬂcant Other  Unknown
Granddaughter ~ ISter Wife

Next the ISP start date (if there is an ISP) and living situation are entered. The ISP end date will
be automatically calculated by the system when you select the end date text box (NOTE: the
end date can also be overridden and changed). The ISP Dates can be edited by both Submitters
and Approvers. There are a variety of living situations to choose from as indicated below. Living
situation should be updated annually. Finally, enter the écurrent R I (i S the liding ditdiation
section, as well as the total number of people with disabilities residing in the home including
the individual. If the person has not yet moved into the Waiver living situation, select the living
situation where they will be on the Waiver.

ISP Dates
ISP Start Date / ISP End Date
Living Situation
» |_|V|ng Situation Select one w
v Dateg — Adult Foster Care Home
Applicant to State or Community ICF/MR
Number of Children's Foster Care
v E‘erst?'?ts' with Children's Group Home
senies DSS-licensed ALF
DS5-licensed ALF, no waiver CRS r
Group Home
Lives alone
Sponsored Placement / Family Training Home 12
Supported Living/apartment
With parent{s)/relatives




The results of the Level of Functioning (LOF) survey must be entered to complete an addition to the
waiting list. Enter the date and results for the completed LOF. These are updated annually.

Level of Functioning
y LOF Daie

Category 1: Health Status Dependency

Category 2: Communication Dep O Met ©® Not Met

Category 3: Task Learning Skills Dep ®© Met O Not Met

Category 4° Personal Self Care Dependency O Met @ Not Met

Category 5: Mobility Dependency O Met @ Not Met

Category 6: Behavior Dependency © Met O Not Met

Category 7- Community Living Skills Dependency ® Met O Not Met
< Met @ Mot Met

Eligibility and Choice Information

IDOLS also will hold information that confirms certain waiver requirements, such as diagnostic
eligibility and that an individual has selected ID Waiver services. The psychological and/or
developmental evaluation and Individual Choice form must be maintained in a paper format for
Quality Management Review.

Below is IDOLSCXonfirmation of diagnostic eligibility and individual choice. Complete the
Psychological or Developmental Risk depending on age.

Eligibility Information

Psychological Evaluation: |05/01/2011
Psychological evaluation reflects current functioning; diagnosis of MR/D

Developmental Evaluation: |03/06/2011
Developmental evaluation reflects current functioning: diagnosis of MR/D or is at developmental risk

Choice Information
All waiver services reviewed with individual
Individual selected waiver services vs. institutional
Date form 51142011
signed by

* individual or
representative

By completing this form the support coordinator certifies that the appropriate signed documents are on file

13



TYPE of Waiver- If currently on another Waiver, indicate that here:

Type of Waiver

If currently in another Waiver select that Waiver from the drop down list

Current Waiver Select one.__. W
Type Select one...
Alzheimer's Assisted Living (AAL) Waiver managed by the Care Coordination Services Unit
Ajd/HINV

Elderly or Disabled with Consumer Direction (EDCD)
Technology Assisted (Tech)

WAITING LIST Assignment ¢ Indicate whether the person is being placed on the Urgent Waitlist
or Non-Urgent Waiting List:

Waiting List Assignment

» Waitlist Type. | Non-urgent

Mon-urgent
Urgent

When selecting the Urgent WL, the reasons will pop up. Please select two that best fit the
individual. Only oneisrequired,soy2 dz OF y &St SO0 ay2ySé¢ F2NJ 0KS

Urgent Waitlist Criteria
[0 Meets Urgent Criteria

Urgent List
Reason 1:

Select one. .. v

Primary caregiver is 55 years of age or older

Primary caregiver can no longer care for person

Risk of abuse or neglect or exploitation

Primary caregiver has a chronic or long term physical condition

Aging out of publicly funded residential placement

Risk of health or safety to others living in home due to person's behavior

Risk of health or safety to others living in home due to person's physical care needs

Next, services requested by the individual and family are indicated by marking the
corresponding boxes. Check all the services that apply.

14



Waiver Services Requested
These are services that the individual is waiting to receive{Please check all that apply

Therapeutic Consultation, Behavioral
Therapeutic Consultation. COccupational
Therapeutic Consultation. Physical
Therapeutic Consultation. Psychological
Therapeutic Consultation, Therapeutic Recreation
Therapeutic Consultation, Speech

Congregate Residential Support

Day Support

Crisis Stabilization

In-Home Residential Support

Personal Emergency Response System (PERS)
Supported Employment

Prevocational Services

Personal Assistance Services

Envircnmental Modifications

Skilled Mursing Services

Respite Services

Assistive Technology

Companion Services

OEO00OEOOOOROOOOEDOOEO

hyOS G(GKS AYyT2NX¥IGA2Y A& LINRPGARSR: aStSOl af{ dz
addition to the waitlist.

Personal Emeaergency Response System (PERS)
Supported Employment

Prevocational Services

Personal Assistance Services

Envircnmental Modifications

Skilled Mursing Services

Respite Services

Assistive Technology

Companion Services

OO0COED0OOO

-
1

The requested addition will then be available to a CSB Waitlist Approver for final approval.

In some circumstances, IDOLS will not proceed until corrections are made to the waiting list
request.

MNEW INDIWIDL AL

First name is required

Last name is required

Sender is required

Birth Date must be a valid date in the past

Race is required

S5EM s required

C3SB Individual 1D is required

County/Zity is required

Living Situation is required

Living Situation date is required

Size of home is recuired

LOF date is required

The individual must meet at least 2 criteria

All waiver services must be reviewed with individual
Individual must select waiver services

Date signed is required

Date first requested is required

Cate of need is required

Last date of contact is required 15

fr) Denocotes reguired Filelds




Wait List Approvers can access pending

I RRAGAZ2Yya o0& aStSOUAY3 Mdwowaitist yhdividual

Z Awaiting C5B Approval
/l <+ Denied CS5B Approval

from the IDOLS Navigation Pane.

Manage Waitlists

Below is the view of an individual record awaiting approval. The WL Approver should select the
individual, confirm the accuracy of the information, and select Approve or Deny as appropriate

to process the request.

Waitlist - Awating C5B Approval (1 Total Records)

List Type Status Individual

1 Total Records

S5N Medicaid ID Date Of Request

Urgent € Awaiting CSB Approval ¥ Tut, King 333333333

5172011

Approval
The Waitlist Approver

selects the appropriate
option from the drop
down menu and then

aStSoia a! PLINRPOSk5Sye

Approval
Status

Approved/

2 AGEAaGdé fwSadAd Ga ¢ At fDenied By

be immediately
available in the IDOLS
system.

______ Q1 AeeroveiDeny Wailt

Approved/
Denied Date

Select one... %
Approved
Denied

fa2YS2yS KrFra y2G &Si 0SSy FRRSR G2 GKS
/
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2 [ %
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added to the Urgent WL via the above steps prior to enrolling. Once an individual is enrolled
into a Waiver, CSB staff will update the IDOLS system on an annual basis in lieu of completing

the Plan of Care Summary form.

**If a request is denied by the approver, the submitter must reenter the submission with

corrected information as a new person and re-submit or request a re-activation from Vivian

Stevenson. Alternately, the WL Approver can make needed corrections to the information

provided in the WL request completed by the Submitter.

** A Note About Day Support Waiver and the
IDWaiver2 F AGAY3 [ A&adaxX

While there is no separate Day Support Waiver (DSW)
waitlist, IDOLS maintains a separate listing of those receiving
the DSW who have chosen to remain on the statewide
waiting list awaiting an ID Waiver slot. This is a necessary
feature to track individual names on the Day Support Waiver.
The option to maintain a person on the waiting list is
integrated into the IDOLS Day Support enrollment process.

=
=

Waitlists

= Urgent VWaitlist

2 Non-UrgentVWaitlist
DS-U [Waitlist] . < m—
DS-N [Waitlist] . mm—

< Waitlist - All

Manage Waitlists

= New Waitlist Individual
2 Awaiting CS5B Approval
2 Denied C5B Approval

Editing an Existing Waiting List Entry

To edit an existing WL entry, select the desired Waitlist from
the Navigation Pane and then select the correct individualQ a
name in order to view and edit information (see 1 and 2).

o
o
o
o
o

o
o
o

Waitlists

Urgent VWaitlist
Non-Urgent VWaitlisy
O5-U [Waitlist]
DS-MN [VWaitlist]
Waitlist - All

Manage Waitlists

HNews VWaitlist Individual
Awraiting CSB Approval
Denied CSB Approval
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Approval
Approval Approved Submitted By
Status N
Submitted 411/2011

Approved/ Date
Denied By

3 Approved/
Denied Date

‘ Edit Waitlist Record Remaove Individual From Waitlist Request Enrollment

Options for editing a waitlist record include:

e WL Approvers and Submitters can view, edit and make changes for LOF results, living situation,

exam dates, plus the waitlist type, urgent criteria met and services requested.
e Only WL Approvers can approve WL records.

e lye OKIFIy3aSa Ay ablYSE 2N GKS GLRSY(GAFeAy3d LYyTF2
staff.

CSB Submitters and WL Approvers can access the LOF, living situation and exams at anytime by
viewing the waitlist record as follows:
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LOF

Date LOF Met
5/29/2011 et
X Unaolor

ISP Dates
ISP Start Date

Living Situation

Living Situation
DSS-licensed ALF, no waiver CRS

> Updatc Lving Situation

Exams
Exam Type Date
Physical 5/29/2011
Psycheological 5/29/2011
Physical 4/24/2010

X hwbam |
I g

Details

Health Statu|

Confirms
False
True

False

' FGSNI LINPGARAY3I GKS O2YLX SGAz2y RI

LOF

» LOF Date 5/1/2011

Category 1. Health Status Dependency
Category 2: Communication Dep

Category 3. Task Learning Skills Dep
Category 4: Personal Self Care Dependency
Category 5. Mobility Dependency

Category 6: Behavior Dependency

Category 7: Community Living Skills Depende

| e ——

{ Save LOF  Cancel

O
W/

,

Met ®
Met O
Met ®
Met ®
Met O
Met O

Met ®

Not Met

Not Met

Not Met

Not Met

Not Met

Not Met

Not Met

19
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To edit a living situation and effective date, enter the new updated information and provide the
number of people with disabilities living in the home, thend St SO0 ap 1 @8 (ffatR ¢ Xpy 3

home, just enter (i 2 R [da&eQ &

Living Situation

» Living Situation  Sglect one v

Lving Siwaten 06/13/11

¥ Date

Number of
» persons with 4
disabilities

Select one. ..
Adult Foster Care Home
Applicant to State or Community ICF/MR
Children's Foster Care

Children's Group Home

DSS-licensed ALF

DSS-icensed ALF. no wawer CRS

Group Home

Lives alone

Sponsored Placement / Family Training Home
Supported Living/apartment

With parent(sy/relatnes

To edit the type of exam (developmental, physical or psychological) that is on file and the date

it was completed, enter the new informationand i KSy &St SO0 a{ Ith@S

information into the IDOLS database. Complete once for each exam on file and update as
needed. Note that a physical exam is not required for those on the Waiting loisly.

EXAM
Exam

» Exam Type Select one v

» Exam Date 06/13/11

{ SaeExam . Cancel  |Select one...
Developmental Eval
Physical

Psychological

A

OEI YE
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| RRAGA2YFE StSYSyia Oy 08 SRAGSR o0& 48StS8S00GAy
screen.

Yo TG [ L i
Denied By

Approved/ 6432011
Denied Date:

Edit Waitlist Record Remove Individual From Waitlist Request Enrollment m

WL Approvers and Submitters are able to edit additional elements such as waitlist type, urgent
criteria and requested Waiver services.

Urgent Waitlist Criteria

Meets Urgent Criteria

_ Urgent List Selact one__. hd
—V/Reason 1-
/]

Select one_..

Primary caregiver is 55 years of age or older
Primary caregiver can no longer care for person
Urgent List Risk of abuse or neglect or exploitation
Reason 2 Primary caregiver has a chronic or long term physical condition
Aging out of publicly funded residential placement
Risk of health or safety to others living in home due to person’'s behavior
Risk of health or safety to others living in home due to person's physical care needs

These are services that the individual is waiting to receivef{Please check all that apply.

Therapeutic Consultation. Behavioral

Therapeutic Consultation. Occupational
Therapeutic Consultation. Physical

Therapeutic Consultation. Psychological
Therapeutic Consultation. Therapeutic Recreation
Therapeutic Consultation. Speech

Congregate Residential Support

Day Support

Crisis Stabilization

In-Home Residential Support

Personal Emergency Response System (PERS)
Supported Employment

Prevocational Services

Personal Assistance Services

Environmental Modifications

Skilled Mursing Services

Respite Services

Assistive Technology

Companion Services

—)

OEO0OEROOOOEOOOOEOOEDO

{ St SO0 uhddzltBRe Appr&vers role at the bottom of the page to save the edited
information.

Cancel
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Adding Back Someone Removed from the Waitlist

+ Once a person has been removed, you have 2 options for placing them back on
the WL if needed.

— You can reenter all the information as a new WL individual or
= You can call Vivian and have her move them from Inactive to active back on

the WL

= Manage Enroliments = Inactee Lication: Hampton- Newpsort News Community Se s Board

- ALL ENROLLMENTS - (7. TOTAL RECORDS)

i Waltiist m

::::.:T:um Slot Individual E:T:ITI"';"W” gll-'t':“'i Eﬂ::“mml

Waitiist] — = =

- BN CAORENSRS  Boas s CpetinEc G301 SOOI

e Waitlists C T

= . ID Commnity % 142 Bananas, Chakta foedodtof Sate  S2T0011  GR20N!

-

B - Day Suppot 06 60 Doobie, Margie ChangeinStatus 8252011 4701

ae
Managing Enrollments Manage Enrollments
Enrolling an individual into an available slot begins by viewing = Active Waiver Enrollments
his or her waitlist entry. If the Waiver Slot Assignment & Projected Waiver
Committee selects an individual who has not yet been placed on Enrollments
the waitlist, the individual must briefly be added to the urgent = Waiver Enrollments on Hold

waitlist for ID Waiver enrollment to proceed. DS Waiver may & Awaiting CSB Approval

move from either Waiting List.
= Denied By C5B

= All Enrollment Records

CNRY (KS glAGAY3d tA&a0 SYyiuNR &aONBSys (KS [/ {.
O9YNRffYSyle G2 08S53ANWavk HdivieyalNRut be ¥nsolfed fromih® OS a 4 ®
Urgent Waitlist. New DS Waiver, Facility Slots, and MFP slots can be enrolled from the Non-

{

Urgent list as an urgent reason is not necessary for enrolling into a Waiver.
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- Select 1D Community_11_ 29 1D BLUE RIDGE 2011 Available

The enrollment process includes: identifying information (DOB, Medicaid #, SSN, CSB#, WL
Status), LOF results, ISP Dates, slot options, enrollment information and slot assignment. A
partial request can be viewed below.

REQUEST INDIVIDUAL ENROLLMENT |

Individual Record

Identifying Information

Name Doe, Jane
Gender Female
Birth Date 12/4/1990
Race White

As part of the enrollment request process, a slot must be chosen from available CSB/BHA slots.
ToOK224aS | af20x &St SelddiandpprdpRate slobtype. Sl@tiipés | YR (G KSy
include: IDCommuy A 1@ 3 CI OAt A iDay SuppartCTrust FundkaidfiLdamB y Q & >

Note: In the IDOLS system slots were given numbers to help manage the system of slot

assignment by CSB/BHAs. Slots created prior to FY2010 will have random numbers and random

slot years assigned to them. With the new numbering system, the previous slot assignment

dates were not able to be maintained. Your total number of slots by CSB remains the same.

Beginning with FY2010 each slot has the accurate fiscal year and a number assigned to it. It no

longer matters who had the slot previouslyd @ A Y RA @A RdzZl £ Qa4 Yyl YS® hyf & |
will be used. MFP and Trust Fund slots are assigned to a person.

Slot

Slot | Choose Slot —

[

Allocation Slot
Year Status

Slot Description Slot Type ﬂ:ostB(iwner Individual

Community  CSB

Select ID Community_11_ 31 ID BLUE RIDGE 2011 Available
Community  CSB

23



Assure that all required information is entered, including the status reason and corresponding
status [effective] date.

Enrolling an Individual into an Available Slot

{ dzo Y A &G G S N&=A KI oS 2 v f & 2 v S
SO Yy S NI G2 RI-F & oa RI- G S F 2 NI
9O Yy S NI G2 RI- & oa RI- G S - £ a =2

Enrcliment Information

Slot Information

y Status Reason: | Select

)y Status Date”  [0/06/2011

Awvaiting CSB Approval Target| Select one 3

) Erroliment 06/06/2011 > Group

Date

' FGSNI LINPGARAY3I GKS RIGS 2F SyNRttYSyax
Target Group from the drop down menu. The following are possible options.

Enrollment Information

Slot Information

y Status Reason: | Salect ane w Status Date L7
m—))  721ge! Group: | Select one v
Enrolliment
¥ Date -

Select one. .

ICF/MR Applicant

In community at risk of institutionalization

Res of community based ICF/MR converted to waitlist
Fes to be discharged from community based ICF/MR
Resident to be discharged from nursing facility

State MH Hospital being discharged

State Training Center being Discharged

Next the slot assighment information is entered. Enter the date the family was Coffered€ the
slot and the date the slot was Gaccepted.€ If the individual is enrolling into a Money Follows the
Person slot (MFP), enter the date thatthed a Ct  w S |j oizirdetité F Z iBlshid¥to the
Office of Developmental Services. The text box provides a location for any additional
comments.
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Slot Assignnment
MFP
Requested

- Offered Date: [t
—_—— s

Date:
) . Accepted Date: [/
— " L | Request Text:

SONREf (2 GKS 062002Y YR aStSOG a{dzoYAl 9yNRCTf

SIot Assignnment

Offered Date: [05/01/2011 |

Accepted Date: [05/01/2011 |

- Submit Enrollment Request

For Day Support Waivei f 2 14 2y f &3 &tSifdiSa the ERBREA R fay® ¢0OK 2,
remain2y GKS &ai0F0S6ARS gl AdGAy3 fAAG F2N GKS L5 2

wSljdzSaid o

Remain on Waitlist

Leave Select one... ¥

individual on

waitlist e '_
No \l—J
Submit Enrollment Request




The requested addition will then be available to the
CSB Enrollment Approver for final approval.

The CSB Enrollment Approver can access pending
SYNRftYSyld NBIljdzSaila
PLILNR G ¢ FNRY GKS
The Enrollment Approver then selects the
individual to process the approval or denial of the
G! g1 AGAYy 3
view to see the list of individuals waiting.

enrollment. Clickonid K S

0é

oI
L5hEd WQJE%A&I%QH&%XHDHP ySo

Manage Enreliments

= Active Waiver Enrollments

o Projected Waiver
a Enfofni2itd Y 3

G ! GAy3
i Awaiting C5B Approval
iz Denied By C5B

| % |- -
-:L {AH Enfﬂlk%lﬁjr'w‘ﬁe%& ss

ApproveDeny

1 Total Records

Enrolling an Individual into an Available Slot

ot Behavioral Health and Developmental Services

— womﬁms AWAITING CSB APPROVAL - (1 TOTAL RECORDS)
s Search

Enroliment Slatus Enroliment
Siot Individual
Slatus Dale Dale
Select 0 Awaiting CS8 672011 682011
Community_11_245 Doe,Jane ,...5

Location: Rockbndge Are

a Community Servces

Approval provides three statuses available to the Enrollment Approver Projected, Active and

Hold.

A >~ LA~

date. The projected start date should not be more than 60 days from the enrollment date. If it

26
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is longer or the Medicaid number is not yet available, then wait to enroll the individual 60 days
or less from the projected date.

Slot Information

» Status Reason:| Projected w Status Date 06/15/2011

Target Group: | Select one v
Enrollment 06/03/2011

* Date

G ! O lidckb&E when waiver services begin and the status date entered is the date services
started. b2 0SS GKFG ! LILINPOSNE Ydzad 32 0l GieifttwaR
firstentered & &t N SndiimSriR date stays the same.

Slot Information

v Status Reason: | Active ~ Status Date 07/01/2011

Target Group: | Select one v
Enroliment 06/03/2011

¥ Date

& | 2 fs 8ddsen when services have been interrupted or delayed. The status date is the date
services were interrupted.

Slot Infermation
y Status Reason: | Hold £ Status Date 09/22/2011

Target Group: | Select one w
Enrollment 06/03/2011

¥ Date

¢ KS a9y NP Ednoé &ibriad, sbolldINEVER be changed when changing the status
reason in one of the Waivers.
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Note about loaned slots
an Available Slot

= Loan slots follow the same procedure as now and
require negotiations with ODS

= Once a loan slot is approwved, itwill appear as a Tacility
slot with thie word Loan beside the slot number

Ds)
- Enrolliment Slatus Enroliment
LT R Status Date Date
m Childrens_11_1 Clinton, Knute Projecied 6142011 ST

m Hicupp. Wikd  Projected 522011 TR0

2 Tolal Records

Level of Functioning List ¢ Use the view the ALOF
= Manage List€ in left column regularly for identifying Needed
Enroliments
Updates.
& Active Waiver These must be updated annualfgr Active,
Enroliments Projeced, and Hold waiver enrolled individuals
¢ Projected Walver and entered in the system.
Enroliments
= Waiver Enrollments
on Hold
@ Awaiting CSB
Approval

& Denied By CSB

@ All Enroliment
Records

& Released - Pending
Appeal

& Inactive /
& Level Of Functioning

List
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Confirming Waiver Eligibility for DSS Financial Review

The bottom of every approved enrollment record contains the
approval confirmation and the statement needed for DSS to proceed

( -
with determining financial eligibility for the ID and DS Waivers. This
record should be printed and submitted to DSS along with the DMAS l
225 to initiate financial reviews. Print the record by right clicking with J ‘
the mouse and selecting print from the options provided. This takes
GKS LXIFOS 27F (KShatwpsSendyoDST /[ F NBé¢ T2 NY
Slot Assignnment Approval
Approval Submitted cheri.stierer@dbhds.virginia.gov
Status: By:
Submitted 3/29/2011
Approved/ Stierer, Cheri Date:
Denied By:
Approved/ 6/16/2011
Denied
Date:

Doe, Jane has met the level of care requirements for Medicaid waiver services and needs a
Medicaid eligibility determination completed.  Doe, Jane is authorized to have eligibility
determined using the special institution rules.

Edit Enroliment Release from Waiver

“IIndividual’s Name] has met the
level of care requirements for
Medicaid waiver services and
needs Medicaid eligibility

determination completed.
[Individual’s Name] is authorized
to have eligibility determined
using the special institution rules.’

’
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Removing an Individual
Waiver Waiting Lists

To remove an individual from the ID Waiver Waiting Lists,

from the ID

the CSB Wait List Approver must first view their waiting list

recordandd St SO0 G KS

LISNBR 2y Q&

VEYS FTNRY

Waitlist - Non-Urgent (2 Total Records)

List Type Status

m Mon-urgent Non - Urgent Waitlist Rider, Gail 111111111

CORDS)

Individual

S5N
5/29/20M

5/28/2011 5/29/2011

Medicaid ID Date Of Request Date of Need Last Contacted

/ Men-urgent Mon - Urgent Waitlist Thumb, Tom 111111111

2 Total Records

5/29/2011

5/29/20M 5/29/2011

After viewing the record, scroll to the bottom and select a WS Y2 @S
Select the bar below:

LY RA OA Rdz €

Approval

Approval
Status:

Approved!
Denied By

Approved!

Approved

Denied Date:

Edit Waitlist Record Remove Individual From Waitlist Request Enrollment

Submitted By

Submitted
Date:

4172

Removal Reason

Removal

|Se|eu:t one._ hd

Download Blank Appeal Leiter

¥ Reason:

Remove From Waitlist

Select one___

Deceased

Did not complete the process
COpened in Error

Incomplete Waitlist Enrollment
MMoved into ICE/ME MH or out of State
[Moved to another Waiver

Mo longer meets LOF criteria

Mot Eligible

Refused Services

Removed fram VWaitlist

30
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Toview theremovalgotod L Y RA @A Rézl i 4 Gdmdval{ (1 KS

***Once an individual is removed from the waitlist, they must be entered again by the CSB or
reactivated by ODS to be placed back on the waitlist. Contact the Data Coordinator (Vivian
Stevenson) in ODS for reactivation.

Releasing an Individual from Waiver

¢CKS /{. 9YyNRfftYSYy(d ! LILINPOSNI Ydzad FA!
enrollment record by searching enrollments.{ St SOG a&a! OGA GBS 2}
Enrollments€ in the IDOLS Navigation Pane to access the search feature
& Projected Waiver .
Enrollments pictured below (see 1 and 2).

Manage Enrollments

& Active Waiver Enrollments

& Waiver Enrollments on Hold
e Awaiting C5B Approval
& Denied By CSB

& All Enroliment Records Release an Individual from Waiver

Manage Enrollments

G» Active Waiver Enrolilments
& Projected Waiver
Enroliments

a» Waiver Enrollments on Hold

G» Awaiting CSB Approval

¢» Denied By CSB
a» All Enroliment Records

Release an Individual from Waiver

Locate the person from the “All
Enrollment Records View”

Location: Samoton-Newport News Commgnty Services Boand

ALL ENROLLMENTS - (8 TOTAL RECORDS) s 2
L5 Indnvidaal Enrolment Statys Statys Date Enrciiment Date
m Chien's 11 Bee, Jane sected 00 U2
m CHLDRE Ter, King A
m 0 Communtty 11_ %6 Doe, John wheased - Py rir 0]
s
m 10 Cenenin Thumb, Tem thase v 211
e
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Complete a search and select the individual to display the enrollment record (see 3).

ENROLLMEMTS

Slot Individual Status Reason

- Cay Support_06_50 Brown. James Projected

The Enrollment Approver can view the existing enrollment and then scroll to the bottom to
aSt SO0 awStSIFasS FNRY 2| AJSNWE

Slot Assignnment Approval

Approval Submitted By
Status

Submitted
Approved/ Date
Denied By
Approved/
Denied Date

Edit Enrollment m Release from Waiver

Once selected, the Enrollment Approver must choose from available reasons for release from
the waiver before choosing if the release is Opending appeal€ or is a ¢final release from waiver.€

Release an Individual from Waiver

- Select a reason and condition for release
- Select “Release Pending Appeal”

Removal Reason

K nicad Blank Anoeal Lette
Select one - -l e AT LSS

Release Pandg Appasi | Final Release From Weamr | Cancel |

Opened in Error
Moved into another waver
Moved into ICF/MR/NH

Moved out of State

Refused Sernices

Change in Status
aase
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A blank appeal letter template is available in IDOLS for adding the CSB letterhead. Once appeal
rightshavebeenSEKI dza G SR &2dz Yl & &St SO0G aFAylt NBfSI

Physical 372011 False False
fekiaid Windows Internet Explorer  [X]

3/ Are you sure you want to release this slot?

Slot

[ - Cancel
Slot: .

Removal Reason

, Removal |Select one... \ Download Blank Appeal Letter
Reason:

Release Pending Appeal Final Release From Waiver

Assigning an Existing Slot

A vacant slot will become available for selection as an enrolled
individual is released from a Waiver and vacates the slot.

lfanA Y RA@ARdzI t Q& yIYS aK2ga dzJ 62@8S dzy RSNJ (1 KS
column, then the slot assignment isither pendingCSBapprovalor waiting for an appeal
exhaust dateand should NOT be assigned.

| =

S Slot Owner ‘- . Allocation Slot
Slot Description Slot Type [CSB] Individual Year Status
Select ID Community_11_ 29 ID BLUE RIDGE 2011 Available
Community CSB
Select ID Community_11_ 31 ID BLUE RIDGE 2011 Available

Community CsB

33



Slot transfersbetween CSBs/BHAs require written communication with ODSTypically, a copy
of the transfer letter is sent to the Data Coordinator (Vivian Stevenson) and/or the Community
Resource Manager (Cheri Stierer) in ODS. The Data Coordinator in ODS will then transfer the
slot within the IDOLS system. Be certain to follow the Transfer Procedures for the ID Waiver as
described in the MR/ID Community Services Manual.

I KAt RNXrgnixthe 2d0% aBoation and any vacant slots will be monitored by ODS. Once
NBf SIFASRX / KAt RNByQa af 2iadditibhBady deNdged NIFP slohob {
Facility slot that has been active for less than 12 months should also go back to the state pool.
The person from the CSB who is responsible for releasing/approving the release of a Facility or
MFP slot in the Active status less than 12 months, should notify ODS (Vivian Stevenson) upon
release.

The Region 4 H Slots require notifiation to ODS upon assignment, as well as release.

Submitting Slot Assignment Spreadsheets aR&quests
to Retaina Slot for CRC Review

The Enrollment Approd S NJ &4 St SO0 & & w folin dz&18ALS NAvigation Ra&e DA S &

CRC Review

- Request CRC Review

= Awaiting CRC Review

& ReviewedAccepted

& Requires More Information

The Enrollment Approver can select one of three options. Option 1: Select the ¢Slot
Assignment Review€ option when submitting the results of the Waiver Slot Assignment
Committee pNB OS & & @ h LJG Retajh SlatéWwhen seréices Baelbeet dél&yed ar
interrupted. Option 3: Select & w S @ ApSoé hich to submit documents securely to a CRC
such as a psychological or an ISP.
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CRC REVIEW REGQUEST

{+) Denotes reqguired Ffields

CRC Review Request /

CRC Rewview Select one___

» i
Type: Select one.___
Slot Assignment Review

. | Retain Slot
» CTRC Reviewer: e ———

The assigned Community Resource Consultant (CRC) is selected by name from the drop down
OCRC Reviewer¢ list.

Virginia Department of Behavioral Health and Developmental Servic

{ SElect one._ ': '.'.:::::m“ u:tll.;rtu:m'. Hhil:.lisr: .
N Coleman‘ Andrea - ': :M w“"m“.l { snoies reguirs - L
- - D Padmni] CRE Raview Raguest
¥ KUTT_Z_. J.ennlfe.r o SR P CAC Review  [Evioc mn 3 Subming  ROCKBRID
Guziewicz, Michelle R F Type 36
Poe, Karen Marwge Wakbisn \ CRC Ravawer: [Sama o ~ subnimeg sy ihams €
I Wltt. Kath'\-' : :‘:::::::':"::: e _‘i\l‘-lflf'liiﬂl L
Meadows DaWd o evsied] G 5. Appromss Fraiting CRC Rewiew
Earp.‘ Wanda B [T PR ——
Apicella, Xiomara - e
Williams, Eric
Seaver, Barry
| Select one... it

= Pleame afiach revani nfomation

Thenenteray @ O2YYdzyAOF GA2Y FyR al Gl OKE GKS wSial Ay
Microsoft Office6 & ONRBGAAY I &€2dzNJ O2 YLIzi SN KI NR RNAR @GS @,

Ly Ot dzZRS (K¢S
name here as well.

Please attach Ae'-fant informaticn.
- —
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{ONRff G2 GKS 020 iéhre donfidentidl Srhnfidddtioniwfthda@RC.AThes
request will then be available to the assigned CRC for review. A generic email will be sent to
the CRC and to the Enrollment Approver notifying that there is communication waiting.

CREC REVIEW REQUEST
||||| (+) Denotes regquired fieles
V1 W

wa1] CRE Review Regquest
- CREC Review | Salect one - Submiting ROCKERIDGE AREA C58
b1 ' Type Coo
o + CRC Rentewsr [Samct one 2
t il wiguasl

FAP—— Revew Status Awating CRC Revie

oo r Enrotimen Request

| omrents o Held Please attach relevant information

Please attach redevant inforeaton Submit Cancel
s
v [ 5o | ] I
b

{GFrGdza 2F NBljdzSada Oly 060S @OASH6SR o0& asSts
LYF2NXYI A2y D¢

Once the email is received, check the CRC Review
appropriate list in the IDOLS Navigation Pane to
review the CRC response. i+ Request CRC Review

= Awaiting CRC Review

sl . Reviewed/Accepted
-~ ReqjUires More Information

Providing Feedback Through the Online Com

Intellectual Disability Online System

S u rvey (IDOLS) Survey

LR

Fira it R Do B b vy i Fom iy - e of wim mmafla

e L L L L EETE
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Selecting AADOLS Feedbacké in the IDOLS Navigation Pane provides the opportunity to offer
feedback via the online survey.

o Foan i Ca

Prraleents Cate LOF Met
» Viweer Lrw wlimerca o okt
o haaiieg C U Agpm
» Devsad By (98
&) [realirmeet Bocorte
o Beasaed Penaeng Appew
e 5P San Date Slots

18P Cates

coisaah
Ircdnisaa o Avallable Slots

g Seusten

& s By (58
o Assigned Slots

~ Acatetse Lors Feedback
 Aswgred S Eram

& IDOL S Feedback

feemach

Chcite Intormation

le i w3201
wgned Oy

Random pop-ups are also provided to provide the opportunity to take a brief survey and submit

feedback by system email.

Would you participate in a brief
survey to make the IDOLS system

bettar?

@m
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However you access the Survey, ODS appreciates your feedback in our continued efforts to
AYLNR OGS (GKS L5h[{ aeéaidSyo tfSrasS o6S OSNIFAYy &
to the DBHDS program administrators.

Intellectual Disability Online System (IDOLS) Survey

Intellectual Disability Online System
(IDOLS) Survey

v Thank you for completing this survey.

You can click the "Review Surwvey® button for a play-by-play recap of your results.

To submit your results by email, click the "Email Results® button.

L

Review Survey Email Results Finish

The & C A ybit@rkadll save and NOT send the feedback in the system. FINISH really means
GFAVANSKIDEDdZAS (KS &9 Ywhenfready S subtit théicémplateltisuveyy
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Contact Information

DELTA Helpline: 804-371-4695
IDOLS Helpline: Local 804-371- 5208 or
1-855-234-3657 or 1-855-23 IDOLS

Hours M-F 8:00-4:00

Vivian Stevenson (804) 786-9853
Vivian.stevenson@dbhds.virginia.gov

Community Resource Consultants

http://www.dbhds.virginia.gov/ODS-Contacts.htm

Cheri Stierer, Community Resource Manager
Office (804) 786-0803

Fax (804) 692-0077
cheri.stierer@dbhds.virginia.gov
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