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1 INTRODUCTION

BDDS serves over 30,000 individuals across Indiana with intellectual and developmental disabilities
through the Indiana Medicaid Program. Of the total number of Medicaid members served by BDDS,
approximately 90% are supported through Medicaid Home and Community Based Waivers (HCBS) and
the remainder are served in Intermediate Care Facilities for Individuals with Intellectual and
Developmental Disabilities (ICF/IDD).

The BDDS Portal will move BDDS a step closer to one enterprise solution to be used by BDDS Central
and District staff, Case Management Companies (“CMO’s”), and Providers. This will be accomplished by
consolidating the oldest (most problematic) legacy system, INsite, into the system currently known as the
BDDS Case Management (CM) Portal.
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1.1

1.2

1.3

1.4

Purpose

The purpose of the BDDS Portal User Guide for Provider staff is to ensure that BDDS Portal users
understand what is being asked of them and the steps required to complete the new business
functions and processes that have been consolidated in BDDS Portal. Specific process ‘Purpose’
information is available under the user guide sections provided later in this document.

Scope

The BDDS Portal User Guide for Provider staff includes the necessary information and steps
required for Provider staff to complete business processes and functions in the BDDS Portal.
Each main section is broken down into sub sections, and further sections if needed. Links to
relevant sections can be found throughout the document.

Prerequisites

When accessing the BDDS Portal, it is recommended that users access it using one of the
following browsers: Google Chrome, Mozilla Firefox, or Microsoft Edge. BDDS is advising that
Internet Explorer not be used because this browser will no longer be supported by Microsoft after
this year.

Acronyms and Key Terms
The following table summarizes the key terms referenced in this document.

Acronym Definition

DDRS Division of Disability | State of Indiana division that facilitates
and Rehabilitative partnerships that enhance the quality of life for
Services children and adults with physical and cognitive

disabilities and provides them with continuous,
life-long support.

BDDS

Bureau of Bureau for the State of Indiana that provides services
Developmental for individuals with developmental disabilities that
Disabilities Services enable them to live as independently as possible in

their communities.

SCP

Systems The BDDS Systems Consolidation Project will
Consolidation Project | consist of consolidating the three BDDS systems,
DART, INsite, and CM Portal, into one system
(BDDS Portal) to be used by BDDS Central and
District staff, Case Management Companies
(“CMOQO’s”), and Providers as well as individuals
and/or families.
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DART

Developmental
Disabilities Automated
Resource Tool

A system that BDDS staff use for intake and
management of applicants seeking and/or receiving
certain services and support from BDDS.

SOP

Standard Operating
Procedure

Step-by-step instructions  established by an
organization to help its workers carry out complex,
routine operations. SOPs aim to achieve efficiency,
quality output, and uniformity of performance, while
reducing miscommunication and failure to comply with
regulations.

DM

District Manager

The District Manager is responsible for the
management of one of eight Bureau of Developmental
Disabilities Services' (BDDS) districts in the State,
supervising BDDS generalists and support staff to
ensure the health and welfare of the individuals we
serve.

N/A

BDDS District Staff

BDDS employee responsible for performing various
job functions related to planning, coordination,
processing, and oversight of services for persons with
intellectual or developmental disabilities.

SC

Service Coordinator

BDDS employee responsible for performing various
job functions related to determining eligibility for an
individual.

CMO

Case Management
Organization

Case management helps individuals achieve
wellness and autonomy through advocacy,
comprehensive assessment, planning,
communication, health education and engagement,
resource management, service facilitation, and use of
evidence-based guidelines or standards.

CM

Case Manager

Case managers meet with individuals, work to
understand their needs, and connect them to the
appropriate resources. Their duties may also include
helping individuals make important life decisions,
completing paperwork, and advocating on an
individual's behalf.

STBR

Short-Term Budget
Request

This is a request for approval of services outside the
allotted allocation and is intended to temporarily
support an individual. Previously called a BMR.
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LTBR

Long-Term Budget
Request

This is a request to review an individual’s ALGO and
allocation to determine if it should be increased.
Previously called a BRQ.

CIH

Community Integration
and Habilitation Waiver

A waiver that provides services that enable individuals
to remain in their homes or community-based settings
and also assists individuals who are transitioning from
state-operated facilities or other institutions into
community settings.

FSW

Family Supports
Waiver

A waiver that provides limited, non-residential
supports to individuals with developmental disabilities
who live with their families or in other settings with
informal supports.

OBA

Objective Based
Allocation

Objective Based Allocation is the method used by the
State to determine the level of support an individual
needs in order to live in a community setting with
Medicaid Waiver supports.

SA/NOA

Service Authorization /
Notice of Action

A Service Authorization / Notice of Action letter is sent
to the BDDS providers informing them that they are
authorized to provide BDDS services and supports to
the individual. The letter has instructions and sections
that allow the individual to appeal any decisions.

LOC

Level of Care

Individuals receiving services through the BDDS
Home and Community Based waivers must meet the
eligibility requirements for Intermediate Care Facilities
for Individuals with Intellectual Disabilities (ICF/IID)
Level of Care (LOC) contained in both Indiana Code
(IC) and the Code of Federal Regulations (CFR). For
BDDS Waivers, Level of Care is determined through
the Level of Care Screening Instrument (LOCSI).

ALGO

Algorithm

An ALGO or algorithm means the overall algorithm
level determined from an individual’s scores on broad
independence, general maladaptive, health and
behavioral components assessed through the ICAP
and ICAP Addendum.

PARS

Personal Allocation
Review Specialist

Personal Allocation Review (PAR) Specialist is to
represent BDDS in most of the Community Integration
and Habilitation (CIH) Waiver hearings and appeals.
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1.5 References

The following table summarizes the supplemental material referenced in this document.
Document Name Description Location

Service Planning and | As a general rule, this table contains the | BDDS Portal —
Plan Service information at the plan service level that must be | Resource page/
Business Rules adhered to when adding plan services to a PCISP | SharePoint/
before a plan can be successfully submitted. | Confluence
Unless an override rule/capability is applied, the
rates, unit sizes, and unit & dollar limits must be
adhered to before a plan can be submitted.

Specific plan service rules are documented in the
column to the right of a plan service, or a group is
‘like” plan services. Unless an override
rule/capability is applied, these rules and/or edits
must be adhered to before a plan can be
submitted.

At the end of this table are additional PCISP
business rules the plan services must follow.

BDDS Portal 2.0 The trainings and training quizzes can be found BDDS Portal —
Trainings for in the BDDS Portal 2.0 on the Resource Page. Resource page/
Medicaid Waiver SharePoint/
Providers Confluence

2 DASHBOARDS AND GRIDS

2.1 Purpose

Dashboard tabs separate information into similar categories. Each dashboard grid serves a
unique purpose that assists with business processes. This section is broken down by Dashboard
tab, and a screenshot of each grid, along with how records get added, removed, and what actions
are available to take on the grid.
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2.2 Prerequisites
User role selected from the Home page determines grid visibility and permissions to act.

2.3 Home Page Tab
2.3.1 Recently Viewed Individuals Grid

Home My Cases Resources ™  Admin ™

HOME

Home Page | FCISP

Recently Viewed individuals
[ Export to Excel

Name: Y SSN Y DOB Y County Y Waiver T Assigned to

o Displays the 15 most recently viewed records for individuals.
o C(Clicking a record from the grid will open the individual's record
2.3.2 Open IRs Grid

Home My Cases Resources =

Admin =

HomePage | PCISPs = Walver Management  Provider Referrals

b B e s i i g 4 o o g >~ g » r "
Open IRs
8] Exp
Name T IRType T IR# Y | Incident Date UTC Y BDDS Received Date UTC T Date of Last Follow-Up il
Alleged rights violation 07/28/22 07/29/22 08/11/22
“ o S EW D ED R 10 v items per page 1-10f 1items

o Individuals that display in this grid will have had an Incident Report submitted for them
that has been linked to their SSN

o Clicking on a record will take the user to the individual’s Basic Information page

e Record will drop from this grid when the Incident Report for the individual has been
processed and closed
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2.3.3 Recently Uploaded Documents (<10 days) Grid

Home My Cases Resources ~ Admin ~

Home Page | PCISPs = Waiver Management = Provider Referrals

I ad ppitint. B & o ey P e gt P il g P g g i JF st B
Recently Uploaded Documents (< 10 days)

Name Y | SsN T County Y #of Documents T Last Upload Date UTC b i

‘ o ...... 10+ items per page No items to display

e Records will display on this grid when a document has been uploaded to an individual’s
file within the past 10 days

o When a record from the grid is clicked, the individual’s Document Library page will
display

e Records will drop from this grid when no documents have been uploaded to the
individual’s file within the past 10 days

2.4 PCISPs Tab
2.4.1 PCISPs Authorized Grid

d

Home Page || PCISPS | Waiver Management | Provider Referrals

PCISPs Authorized

e Records are displayed when a submitted PCISP has a status of Authorized-Active
e Click to access the Manage page of PCISP

¢ Records are removed when PCISP is no longer in Authorized-Active status, has been
on the grid for 15 days, or are manually dismissed using the trash can icon to the right
of the record
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2.4.2 Short-Term Budget Requests Grid

Home My Cases Resources ™ Admin *

me Page || PCISPs | Waiver Management  Provider Referals

Short-Term Budget Requests
B Export to.Exce

Y Name Y cmo Y Case Man Y Qualdying Y Provider Y Service

¢ Records are displayed when a Short-Term Budget Request (STBR) is created
e Click a record in the grid to access the Short-Term Budget Request
e Records are removed 15 days after a decision is entered by BDDS

2.5 Waiver Management Tab
2.5.1 Waiver Interruption and Termination Denials Grid

PCISPs| | Waiver Management || Provider Referrals

Waiver Interruption and Termination Denials

T Denial Reasan Y Dismiss

e Records are displayed when an interruption or termination request requiring BDDS
authorization is denied

¢ Click the record to access the Waiver page of the individual's Profile

o Records are removed when the Dismiss button to the right of the record is used or
after the record has displayed for 15 days
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2.5.2 Waiver Interruptions Grid

MyCasses  Resowces™  Admin~

PCISPs | Waiver Management Provider Referrals

2

Waiver Restarts
[ Export to Exce

Portal ID

¢ Records are displayed when a waiver is interrupted
e The record is informational in nature and is not selectable

e Records are removed when the waiver is re-started, terminated, when the Dismiss
button to the right of the record is used, or after the record has displayed for 15 days

2.5.3 Waiver Restarts Grid

Home. My Cases Resources ¥ Admin =

s | Waiver Management | Provider Referrals

o T s ™ sttt il B st bt et

o Records are displayed when a waiver has been restarted after interruption
e The grid is informational in nature and records are not selectable

o Records are removed when the Dismiss button to the right of the record is used, or
after the record has displayed for 15 days
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2.5.4 Long-Term Budget Requests Grid

e W PG ST o S TN S N I S s SN R ot it L P Ly U N e

Home My Cases Resources Admin *

PCISPs || Waiver Management | P

Long-Term Budget Requests

T Name T cmo Y CaseManager Y Quali

2.6

Pending Referrals

o Records are displayed when a Long-Term Budget Request is created
¢ Click to access the LTBR on the individual's Waiver page
¢ Records are removed 15 days after a decision is made by BDDS

Provider Referrals
2.6.1 Pending Referrals Grid

= e e _

Provider Relesals

e Records are displayed when a Provider Referral is made
¢ Click to access the specific referral page
e Records are removed:
=  When the provider accepts or rejects the referral
= When more information is requested by the provider
=  When the referral is automatically withdrawn after 30 days with no decision
= Orif another provider is selected as the only provider for the service
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2.6.2 Accepted Referrals Grid

Home  MyCases  Processing™

Accepted Referrals

¢ Records are displayed when a provider has accepted the referral
¢ Click to access the specific referral page
o Records are removed when either:

= the referral is viewed AND has the Select for Individual action taken; OR
» the individual's decision is not to select another provider AND the Select More

Providers box was not checked when selecting the referral

2.6.3 Selected Referrals Grid

Selected Referrals

e Records are displayed when a provider is selected for services by the individual

¢ Click to access the specific referral page
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HOME

Referrals in Other Statuses

2.6.4 Referrals in Other Statuses Grid

— 1

e Records are displayed when the referral has been rejected, withdrawn, or auto
withdrawn after 30 days and when additional information has been requested.

¢ Click to access the specific Referral page

e Records with a More Information status are removed when the case manager
responds

3 PROVIDER PROFILE OVERVIEW

3.1

Purpose

The Provider Profile page is where all provider-specific information can be found. This section
helps you navigate to your provider profile and gives a brief overview of the provider information
that displays in the Provider Profile.

Prerequisites
All Provider user roles can navigate to and view a Provider Profile.

Navigating to a Provider Profile

IS

1. Choose ‘Provider Profile’ from the ‘Admin’ dropdown.
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3.4 Profile Tab Overview

1. The Profile page contains general provider information such as the provider’s identification
and contact information. Additionally, it contains fields that will display on the Medicaid
Waiver Provider Choice List.

4 MEDICAID WAIVER PROVIDER CHOICE LIST

4.1 Purpose

This section shows what the individual sees on the Medicaid Waiver Provider Choice List if your
Provider agency is listed and what information in your Provider Profile displays.

4.2 Prerequisites

The Medicaid Waiver Provider Choice List generates its results from filters that were selected
from the Medicaid Waiver Provider Choice List Selection Criteria page. The filters are:

e Waiver Type: CIH, FSW, MFP-CIH
e County
e Service

For a Provider agency to return as an option on the list, they must be in an Active status, have
an Approved status in each of the criterion, and display Yes for Staffing Available.
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4.3 A Medicaid Waiver Provider Choice List

& 0 Medicaid Waiver Provider Choice List
/ A} Available for Service: Respite Services
BHERS Supported by Community Integration and Habilitation
it Providers listed below have availability to provide services in the designated counties

Counties: Adams

0g 0

D TRAINING D/B/A NAME

Legal Name: Training Legal Name
www.ProviderURL.com

Additional Information that the provider can manage that displays on the Medicaid Waiver
Provider Choice List

456 Location Way Primary Contact: Waiver Contact
Indianapolis, IN 46220 Primary Phone: (777) 777-7777
Primary Email:  TrainingProvider@corp.email.com

List

Ice

Provider Choi

id Waiver

Ical

4.

Bureau of Developmental Disabilities Services

HCBS Med

| hereby cedtify that | have examined this list of avallable Providers, and have indicated my selection by placing my initials
{'mark next to the provider that | wish to perform the service indicated at the top of the page.

Individual Signature:
g Date:

Printed Name of Individual:

Legal Representative Signature: Drate:

Printed Name of Legal Representative:

Page 1 of 1
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4.4 Provider Information That Displays on the Medicaid Waiver Provider

Choice List
4.4.1 Provider Profile Information

The following fields from the Provider Profile tab will display on the Medicaid Waiver

Provider Choice List:

e Legal Name

¢ DBA Name

¢ Additional Information
¢ URL

e Corporate Email

NOTE: Provider Profile Change Requests covers how to modify this information. The

Additional Information, URL and the Corporate Email fields can be updated by the
provider and do not require BDDS review.

tan W pravide the suppons that you ddnt know you nesded

X (232) 423-4324

10055 tesDamogdfesa in gov

T

==

L]
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4.4.2 Waiver Contact Information

The Waiver Contact Name and Waiver Contacts Phone Number fields from the Provider
Contacts tab will also display on the Medicaid Waiver Provider Choice List.

NOTE: Adding Contact Records covers how to modify this information. The Waiver
Contact Information can be updated by the provider and does not require BDDS review.

Edit Contact

* Contact Type Waiver Contact v
Title Waiver Contact
* First Mame Waiver

* Last Mame Contact

Middlelnitial

* Status Active -

+ Add Phone Number
Type Primary Phone

Work (234) 234-2342 # Edit || X Delete

+ Add Email Address
Email

Waiver.Contact@training.com # Edit X Delete

5 WAIVER PROVIDER AMENDED APPLICATION

* Indicates a required field before data can be saved or a required step the user must take to move
forward with the next steps in the process.
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5.1 Purpose

Providers can request to change select information directly in the BDDS Portal. This section
covers requesting changes to Provider name, legal name, DBA name and EIN.

5.2 Prerequisites

System Administrator user role is required to request a profile change.

5.3 Provider Profile Change Requests

On the Provider Profile, you can request to change the Name, Legal Name, DBA Name, and the

EIN number on your Profile.

1. Choose ‘Provider Profile’ from the ‘Admin’ dropdown.

(444) 4444444

Number  (32) 4234324

testDemo@issa in gov

2. Click the ‘Request Profile Change’ button.
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5.3.1 Profile Change Request: Name

* Certificate of Insurance

e * Updated W9

Profile Change Request

o * Change What?

Original Value

e * New Value

* Secretary State Lefter

Mame ~

Test Demonstration

New Provider Name

Choose File | SecStateletter.pdf
Choose File | CertificateOfinsurance. pdf
Choose File | UpdatedW9.pdf

6,
Gt v

ARl A

6.

Choose ‘Name’ from the ‘Change What?’ dropdown.*

Enter the new name of the Provider agency in the New Value field.”

Find the Secretary of State Letter file in the file finder.*
Find the Certificate of Insurance file in the file finder.*
Find the Updated WO file in the file finder.*

Click Save to send the request to BDDS for review.

5.3.2 Profile Change Request: Legal Name

Profile Change Request

o * Change What?

Criginal Value

e" New Value

* Secretary State Lefter

o * Certificate of Insurance
6 * Updated W9

Legal Name b

Test Demonstration

New Legal name

Choose File | SecStateLetter.pdf
Choose File | CertificateOflnsurance. pdf
Choose File | UpdatedWsS.pdf

1.

Choose ‘Legal Name’ from the ‘Change What?’ dropdown.”
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2. Enter the new name of the Provider agency in the New Value field.*

3. Find the Secretary of State Letter file in the file finder.”
4. Find the Certificate of Insurance file in the file finder.*
5. Find the Updated W9 file in the file finder.”

6. Click Save to send the request to BDDS for review.

5.3.3 Profile Change Request: DBA Name

Profile Change Request

o * Change What? DBA Name v

Criginal Value Test Demonstration

9 * Mew Value New DBA Name

e - Secretary State Letter | ChoOSe File | SecStateL etter pdf
* Certificate of Insurance Choose File Ceﬁiﬁcate@flnsurance.pdf
e - Updated W | Choose File | Updatedws.pdf

=

6

Choose ‘DBA Name’ from the ‘Change What?’ dropdown.”

Find the Secretary of State Letter file in the file finder.*
Find the Certificate of Insurance file in the file finder.*
Find the Updated WO file in the file finder.*

Click Save to send the request to BDDS for review.

S i

5.3.4 Profile Change Request: EIN

Enter the new DBA name of the Provider agency in the New Value field.”

Profile Change Request

o * Change What? EIN w

Qriginal Value 1243234234

e * New Value 9876543212
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1. Choose ‘EIN’ from the ‘Change What?’ dropdown. *
2. Enter the new EIN number of the Provider agency in the New Value field. *
3. Click Save to send the request to BDDS for review.

6 WAIVER PROVIDER MAINTENANCE

* Indicates a required field before data can be saved or a required step the user must take to move
forward with the next steps in the process.

6.1

6.2

6.3

Purpose

This section discusses each tab on the Provider Profile and what actions are available. Follow
the links to request a new provider location, deactivate a provider, and provider attestation, which
are covered in other sections.

Prerequisites
System Administrator user role is required to request a profile change.

Editing Waiver Provider Information

6.3.1 Adding Contact Records

Four contact types are required to be added for each location: CEO/President, NOA
Contact, Provider Admin, and Waiver Contact. Click a contact record from the grid to edit
existing records. Contacts can be activated/inactivated without BDDS approval.

1. Click on the Contacts tab of the Provider Profile.
2. Click the ‘+Add Contact’ button.
NOTE: The Add Contact modal appears.
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Add Contact

e * Contact Type QOther ~
eTiﬂE Administrator

e * First Name New
6 * Last Name Contact
o Middlelnitial

* Status Active w

©

+ Add Phone Number

Type Primary Phone
Wark (317) 7777777 / Edit || X Delete
+ Add Email Address @
Email
email@email.com Z Edit X Delete
&b
3. Choose the Contact Type from the dropdown.*
4. Enter the Title.”
5. Enter the First Name.”
6. Enter the Last Name.”
7. Enter the Middle Initial, if applicable.
8. Choose if this Contact should be Active or Inactive using the dropdown.*
9. Add Phone Number(s).
10. Add Email Address(es).
11. Click Save.

NOTE: The new contact is added with an Active status. Repeat the steps for all
contacts that need to be added.

6.3.2 Funding Types
The Funding Types tab displays the approved funding types for the provider. BDDS
manages the approved funding types for providers. If there is a change to a provider's
approved funding type, then please submit a Jira ticket with this information.
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FSW

6.3.3 Counties

The Provider Counties tab contains a Counties grid that displays County records that have
a pending, pending closure, deactivated, or approved status. All requests require BDDS
review.

6.3.3.1 Requesting to Add Provider County

IS -

HOME

[ vcen T2
T Staws

YT Deacivate

G |6 |6 & G

1. Click the Counties tab on the Provider Profile.
2. Click the ‘+Add County’ button.
NOTE: The Add County modal appears.

Add County

* County St Joseph b e

* Status Pending v

w

Select a County from the ‘County’ dropdown.*
4. Click Save to send to BDDS for review.”
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6.3.3.2 Requesting to Deactivate a Provider County

HOME

2lle||le| el e|d

1. Click the Deactivate button on a County record.

Deactivate County Request

BDDS - Hendricks

* End Date 09/30/2022 & 9

2. Enter an End Date for the County.*

3. Click Save to send to BDDS for review.
NOTE: The status of the County record updates to Pending Closure. Once
BDDS reviews and approves the request, the status updates to Deactivated.

6.3.4 Services

The Provider Services tab contains a Services grid that displays records for the provider
that have a pending, pending closure, deactivated or active status. All requests require
BDDS review.
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6.3.4.1 Requesting to Add a Provider Service

e e e e &

1. Click on the Services Tab of the Provider Profile.
2. Click the ‘+Add Service’ Button.
NOTE: The Add Service modal appears.

Add Service

BDDS - New Provider - Service

e * Bervice OCTH: Occptnl Therapy v

* Status Pendirg w

o *Start Date | 10/03/2022 i
6 Staffing Available Yas -

(6
Ea

Choose a Service from the dropdown.*

Select Yes or No to indicate if Staffing is Available.
Click Save to send to BDDS for review.

o0k ow

Choose the Start Date for when the Provider will begin to offer the service.”

NOTE: The service gets added to the Services grid with a status of Pending.
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6.3.4.2 Requesting to Deactivate a Provider Service

G 6 6 6 &

1. Click the Deactivate button on a Service record.

Deactivate Service Request

BDDS - Behavior Management - Basic

* End Date 10/07/2022 & e

2. Enter an End Date for when the Provider will stop providing the service.”

3. Click Save to send to BDDS for review.
NOTE: The status of the Service updates to Pending Closure. Once BDDS
approves the request, then the Service status updates to Deactivated.

6.3.5 County Services

The Provider County Services tab contains a County Service grid that displays County
Service records for the provider that have a pending, pending closure, deactivated, or
approved status. For County Service records to be added, the provider must have an
approved County and an approved Service record. All requests require BDDS review.
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6.3.5.1 Add a Provider County Service

6 6 6 6 6 6 &6 G 6|8

& |8 & B

1. Click the County Services tab on the Provider Profile.
2. Click the ‘+Add County Service’ Button.

Add County Service

BDDS - New Provider - County Service

e * Service Respite Services v
o * County Gibson e

* Status Pending v

6 Staffing Available Yes -

Select a Service from the dropdown.”

Select a County from the dropdown.”

Select Yes or No to indicate if Staffing is Available.*

Click Save to send to BDDS for review.

NOTE: The Status of the County Service Record is Pending until BDDS
updates the status.

©o ok~ w
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6.3.5.2 Deactivate a Provider County Service Record

e

e ¢ e e e &

1. Click the Deactivate button for a County Service Record.

2. Enter the End Date.

3. Click Save to send to BDDS for review.
NOTE: The status of the record is Pending Closure until BDDS changes the
status.

7 NEW PROVIDER LOCATION

* Indicates a required field before data can be saved or a required step the user must take to move
forward with the next steps in the process.

7.1 Purpose

This section outlines creating a request for a new provider location (Child Provider) and adding
an address for the Child Provider.

7.2 Prerequisites
A System Administrator can request to add a new location.

7.3 Requesting a New Provider Location

The Provider Locations tab has a Locations grid that displays any additional provider locations
(child providers) that are pending, approved, or active. Child providers are only displayed on the
Locations grid of the parent provider's record. Clicking on a record from the Locations grid will
take you to the child provider’s location record. BDDS approval is required for requests.

ation Legal Name
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1. Click the Locations tab on the Provider Profile.

2. Click the ‘+Add Location’ button.
NOTE: The New Location page opens with blank fields to fill in with new location
information.

HOME > PROVIDER

IO -

6 R New Child Pr DBAN
e EIN 1234567649
’
0 A Enar ad b g
0~ o
@ —~
0: lumber  (998) TIT-ITTT

3. Enter the Name of the new location.”

4. Enter the Legal Name of the new location.”

5. Enter the D/B/A name of the new location.”

6. Enter the EIN number of the new location.

7. Select Yes or No if Staffing is Available for the new location.

8. Enter Additional information for the new location.

9. Enter the URL for the new location.

10. Enter the Corporate Phone number for the new location.

11. Enter the Fax Number for the new location.

12. Enter the Corporate Email Address for the new location.

13. Click Save to save all information entered.
NOTE: Child locations can only have Contacts and County Service records entered. County
Service records are available to add to Child Locations if the Parent Location has the
County and Service records in an Approved status. See Adding Contact Records and Add a
Provider County Service. The new Child Provider Location is in Pending status until BDDS
reviews and acts to change the status.
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7.4 Adding a New Location Address

To add a new location a new address must be entered. Additionally, click an existing address
record from the grid to make any edits to the record.

L provideragencyurl com

== 0

1. Click the ‘+Add Address’ button.

Add Address

e * Address Type
e * Address 1

Address 2

6* City
o * State
o x ZiD

Location -
5789 Drive

Indianapelis

IN ~

46047

ok~ owD

Choose an Address Type of Mailing or Location.*
Enter the Address line 1.*

Enter the Address line 2, if applicable.
Enter the City.*

Page | 32



BDDS Portal 2.0 User Guide for Providers
Last Revised: 11/21/2022

6. Choose the State.*
7. Enter the Zip Code.*
8. Click Save to create the address for the Provider.

8 WAIVER PROVIDER CLOSURE

* Indicates a required field before data can be saved or a required step the user must take to move
forward with the next steps in the process.

8.1

8.2

8.3

Purpose
This section outlines the steps needed to request a deactivation of a Provider.

Prerequisites
A System Administrator can request to close a location.

Closing a Waiver Provider

The following steps walk through submitting a request for a parent provider. To request a
deactivation for a child provider, click the Locations tab, then click the child location record from
the grid (see Requesting a New Provider Location for more information). Then the same steps
below apply.

e

n Additional information that displays on the Medicaid Walver Provider Choice List

waiver@provider com
Profiie information has nof been confirmed e

1. Navigate to the Provider Profile.

Page | 33



BDDS Portal 2.0 User Guide for Providers
Last Revised: 11/21/2022
2. Navigate to the Provider Profile — Profile tab.
3. Click the ‘Request Deactivation’ button.
NOTE: The Deactivate Provider Request modal displays.

Deactivate Provider Request

BDDS - Test Documentation Provider

1234 Test Documentation Way Indianapolis, IN, 46013
Indianapolis, IN 46013

* Deactivation Effective Date 10/05/2022 ﬁ o

4. Enter a Deactivation Effective Date.”

5. Click Save.
NOTE: The request is sent to BDDS for review. The Provider’s status is updated to “Pending
Closure on 10/05/2022 (Deactivation Effect Date Chosen)”. Providers with this status will not
show on the Medicaid Waiver Provider Choice List. Once all business requirements have
been achieved, BDDS will update the status of the Provider to Deactivated.

BDDS - Test Documentation Provider

Prafile Locations Contacts Funding Types Counties Services County Services

* Name Test Documentation Provider

* Legal Name Test Documentation Provider Legal Name

* D/BIA Name Test Documentation Provider

| Status  Pending Closure on 10/05/2022 |

9 WAIVER PROVIDER ATTESTATION

* Indicates a required field before data can be saved or a required step the user must take to move
forward with the next steps in the process.
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9.1

9.2

9.3

Purpose

This section outlines the requirement of confirming Provider Profile information and the steps to
complete a Provider Attestation.

Prerequisites
System Administrator user role is required to complete a Provider Attestation.

Confirming the Profile Information

A provider system administrator must log into the BDDS Portal and confirm the Provider Profile
information at a minimum of every 90-days. To update, change, or modify any of the Provider
Profile information before completing the Provider Attestation, see sections Waiver Provider
Amended Application, Waiver Provider Maintenance, New Provider Location, and Waiver
Provider Closure.

IS o -

(444) 4444428

232) 4234324

CUrESE fastDemo@issa in.gov

@

1. Click on the Profile tab of the Provider Profile.

2. Click the ‘Confirm Profile Information’ button.
NOTE: The Provider Attestation modal appears with the message, “By adding the date and
clicking OK, | attest that all information in this profile, as well as the profile of each associated
child location, is accurate and current including, but not limited to, contacts, addresses,
services, counties, and staffing capacity.”
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Provider Attestation

By adding the date and clicking OK, | attest that all information in this profile, as well as
the profile of each associated child location, is accurate and current including, but not
limited to, contacts, addresses, services, counties, and staffing capacity.

* Attestation Date 10/04/2022 ﬁ

3. Enter the current date for the Attestation Date.”

4. Click OK.
NOTE: A new message appears at the bottom of the screen, “Profile information attested as
accurate and current as of (date & time of verified attestation).” If a Provider Profile has
never been confirmed, the message will display, “Profile information has not been
confirmed”.

Praofile information attested as accurate and curent as of 10M04/2022 04:56 P

Request Frofile Change | Request Deactivation | Confinm Profile Information

10 SERVICE PROVIDER REFERRALS

* Indicates a required field before data can be saved or a required step the user must take to move
forward with the next steps in the process.
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10.1 Purpose

This section covers the possible Service Provider Referral statuses, and outlines how to find
referrals waiting for Provider action and how to complete each action available.

10.2 Prerequisites
All Provider user roles can see the appropriate grids and take available actions.

10.3 Viewing Provider Referrals for an Individual

Case Mgr Waiver
Portal ID CMO Plan Year:

© Pre ve = Z Profile » Case Note ’ fonit Kist i Trans! 1l Appe

Service Provider Referrals

1. Click on the ‘Service Provider Referrals’ link in the left navigation bar when on an
individual’s record.

2. The ‘Referrals’ grid displays all referrals and the referral statuses that have been submitted
to providers for the individual.

10.4 Provider Referral Request Statuses

The table below provides a list of the statuses and their meaning that are assigned to Provider
Referrals.

Status Description

Pending Indicates that a provider referral has been made and an action
needs to be taken on the referral.

More Indicates that a provider referral has been returned to the
Information CMO/BDDS to respond with additional information.
Accept Indicates that a provider has accepted the provider referral made to

them. Providers on a provider referral with an Accept status should
be the provider selected for the service on the individual's PCISP.
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Reject Indicates that a provider has rejected the provider referral made to
them.

Withdrawn Indicates that a provider referral has been withdrawn.

Auto Indicates that an accepted provider referral was not selected by the

Withdrawn individual.

10.5 Navigate to Pending Provider Referrals Grid

1. Navigate to the ‘Provider Referrals’ Dashboard tab.
2. Find the Pending Referrals grid.
3. Click a record from the grid to open the Service Provider Referral.

10.5.1 Accepting a Provider Referral

HOME

Service Provider Referral Select an Avallable Action v
L Select an Available Action

1. Select ‘Accept’ from the ‘Select an Available Action’ dropdown.
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Service Provider Referral - Accept/Reject Action

* Action

Accept v

“ Reason

eelect an Available Reason v

* Comments

%

N

Select a value from the ‘Reason’ dropdown.*
Enter text in the Comments field.*
4. Click the ‘Cancel button to cancel accepting the referral.
NOTE: If the ‘Cancel’ button is clicked, then the provider referral will not be accepted.
5. Click the ‘Save’ button to accept the referral.
NOTE: If the ‘Save’ button is clicked then the provider referral will be accepted. An Accepted
referral can be withdrawn (see Withdrawing from a Service Provider Referral).

w

10.5.2 Rejecting a Provider Referral

Service Provider Referral Select an Available Action v
| Select an Available Action

Referral Action History Log Related Documents

1. Select ‘Reject’ from the ‘Select an Available Action' dropdown.
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Service Provider Referral - Accept/Reject Action

* Action

Reject v

* Reason

QSelect an Available Reason v

* Comments

“

(5
B2

2. Select a value from the ‘Reason’ dropdown.*

w

Enter text in the Comments field.*

4. Click the ‘Cancel button to cancel rejecting the referral.
NOTE: If the ‘Cancel’ button is clicked, then the provider referral will not be rejected.

5. Click the ‘Save’ button to reject the referral.

NOTE: If the ‘Save’ button is clicked then the provider referral will be withdrawn.

10.5.3 Requesting More Information on a Provider Referral

HOME

Service Provider Referral

Select an Available Action v
| Select an Available Action
Accepl

Reject

1. Select ‘More Information’ from the ‘Select an Available Action’ dropdown.
NOTE: Additional information requests are limited to 2 requests per referral. The
Request More Information modal will inform the user how many additional information

requests are remaining.
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Request More Information

Additional information requests are limited to 2 requests per referral. This referral has two requests remaining

Comments 9

=1

2. Enter text in the Comments field to clearly identify what additional information is

needed.
3. Click the ‘Cancel’ button to cancel requesting more information.

NOTE: If the ‘Cancel’ button is clicked, then the request for more information will not

be made.
4. Click the ‘Save’ button to continue requesting more information.

5. NOTE: If the ‘Cancel’ button is clicked, then the request for more information will not

be made.

10.6 Withdrawing from a Service Provider Referral
Provider users can choose to Withdraw from Selected and Accepted referrals.

Sysiem Admin (Tes! Documentation Frovider) ™

1. Navigate to the ‘Provider Referrals’ Dashboard tab.

2. Find the ‘Accepted Referrals’ grid.

3. Click a record from the grid that needs to be withdrawn.
NOTE: The referral will open to the referral tab.
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Home

HOME

Service Provider Referra

4. Choose ‘Withdraw’ from the ‘Select an Available Action’ dropdown.
NOTE: The Service Provider Referral — Withdraw Action modal appears.

Service Provider Referral - Withdraw Action

* Action 6

Withdraw A
* Reason e
Individual/Family Decision -

= Commentse

Enter additional comments here.

‘Withdraw’ auto-fills in the ‘Action’ dropdown. *
Select a Reason.*
Enter additional comments.*

Click Save.
NOTE: The referral is removed from the Accepted Referrals grid and appears on the

Referrals in Other Statuses grid as withdrawn.

©No O
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11 LONG-TERM BUDGET REQUEST

* Indicates a required field before data can be saved or a required step the user must take to move
forward with the next steps in the process.

11.1

11.2

11.3

11.3.1 Long-Term Budget Request Navigation &

Purpose

This section provides an overview of the Long-Term Budget Request (LTBR) in the BDDS Portal,
it outlines the steps to create and submit an LTBR, and where to respond to LTBRs in a request
for more information (RFI) status.

Prerequisites

¢ Anindividual must have one of the following waiver statuses:
» CIH: Active, Pending, or Transitional
= MFP-CIH: Active, Pending, or Transitional
= FSW Active with CIH-Pending
o All Provider user roles can create budget requests.
The Individual Support Team must meet and agree with the need for a long-term budget
request.

Long-Term Changes to Budget Requests

A long-term budget request, if created by a Provider, must be sent to the CMO for review. After
CMO review, the LTBR can be submitted to BDDS for review, or returned for more information to
the Provider. After BDDS review, the LTBR can be returned for more information, approved or
denied. See sections, Respond to a Request for More Information and Long-Term Budget
Requests Grid for information on how to track the LTBR progress in the BDDS Portal.

Overview

Homa  MyCases  Rusouces™  Admin

Waiver. CIH-Active
Plan Year: 5/1/2022 - 4/30/2023

Select an Available Acbion

‘Next Meeting or Visit: 08/04/22

Monitoring Checklist Unannoun ced Visit
Due nual Due

04730122
LastFinalized | LastActwi ty

03120122
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1. Navigate to the Profile page on the top navigation bar.

Navigate to the Waiver page on the left navigation bar.
Scroll down to the Long-Term Budget Requests grid.

2.
3.
4. Click on a record from the grid to view more details.

Wai
Waiver

5. Review each tab of the budget request.
6. Click the HOME link to return to the Waiver page.

11.3.2 Create a Long-Term Budget Request

Home Resourcss  Admin

My Cases

Waiver Type

Waiver Status

m.d.mmmm: Mext Meeting or Visit: 08/04/22

Waiver: CIH-Active
Plan Year: 5/1/2022 - 4/30/2023

L]
Due Annual Due

PCISP
Due

05101123
Last Finalized

04430122
Last Finalized
0210122

1. Navigate to the Profile page in the top navigation bar.
2. Navigate to the Waiver page in the left navigation bar.

3. Select ‘Long-Term Budget Request’ from the ‘Select an Available Action’ dropdown.
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Long-Term Budget Change Request

The Individual Support Team (1ST) must hold a team meeting or agree that there is a need
for a long-term budget change request before the request can be submitted. A provider can
submit the request before this meeting and/or agreement is reached. The Case Manager
will need to document the date of the meeting/agreement and add a case on the meeting

consensus before submitting the request. o

4. Click ‘Ok’ on the Individual Support Team meeting message modal to proceed.

oo
HOME Select an Avallable Action v

Request Type Status

* Date Dotermined Nood for Request

5. Enter a Date Determined Need for Request.*
6. Pick a Qualifying Event from the dropdown.”
NOTE: Each Qualifying Event will generate a set of unique required questions.
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" Qualifying Event

ALG0 nasds 1o be reviswed -

stiang [Fmd cach response ko 100 ch
o How |8 the individual's vision of a prefermed life, including strategies, outcomes, etc. - a8 outlined in the FCISP - not curmently belng met, resulting in this long-tem request?

Enter rasponss hare..

How will this long-term request better support the indlviduaFs vision of a preferred life, Including strategles, cutcomes, etc. —as cutlined In the PCISP?

Enter razponse here..

* Please describe what impasct the qualifying event has on the individual's health andlon welfare,

Enter razpanae here.

° What actions, rasources of sirategies have the team uidized to mest the individual's needs prior to submitting this request? Plsase be as detailed as possible,

Enter razpansa hare.

° Does the individual share the requested services with any of the other individuals living in the home? If so, please provide the housemates’ names,

Enter razponze here..

7. Type in answers to each required question.”

11.3.3 Viewing the Status Changes of a Long-Term Budget Request

Waiver

e Q@

Details Stat

is Ghanges | Documents

Original Status Updated Status Needed By Date Last Edited Comments

1. Click the Status Changes tab within the Budget Request.
NOTE: This page is informational and displays the status changes of the budget
request. Once the budget request has been submitted, you can view this tab to see
the status, the dates of actions taken, and any comments entered.

11.3.4 Link and Upload Documents to a Long-Term Budget Request

HOME

Select an Available Action v

ing event of Medical Condition(s) have changed., the following are required documents

1. Click the Documents tab of the new Long-Term Budget Request.
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NOTE: The required documents list will populate based on the selected qualifying
event.
2. Click the ‘Link Document’ button.

Link Document e
il T Sub-Ty T hvea T Upigad Date Y ded 8 3 a
nalz DaiE %
L ons taff Tr pr 2022 4 %
Jrature Pag Apr 2022 04i2 %
2077 14 %
Persanal Invantary Apr 2022 0402122 %
A A 04+ %
T A n4s =
Ad Apr 042 %
T 0 Ap i %
‘rowdar Reports ‘Weliness Lrec 201 04 aiE Liec, Jan, Feb + &
. G 2 1 - 10 ¢ 35 iem

3. Click the Download button to view any documents before linking them to the budget
request.

4. Click the Link button to link a document to the budget request.

5. Click the ‘X’ in the top right corner once finished linking & downloading documents.

nt of Medical Condition(s) have changed., the following are require

6. Click the ‘Upload Document’ button.
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Upload Document

Eile Choose File |No file chosen

Comments
“
Month/Year August 2022 &=
7. Click Choose File.
NOTE: Only one file can be uploaded at a time. Only PDF files can be uploaded to the
BDDS Portal.
@ Open X
e » ThisPC s Desktop » Document test e v D 2 Search Document test
Organize w New folder == > T @
Motepad e] Mame - Status Date modified Type Size
Report @ Behavior data @ Microsoft Edge P... 36 KB
@ OneDrive @ Behavioral Support Plan 9 @ Microsoft Edge P... IEKB
@ Medical Needs @ Microsoft Edge P... 31 KB
@ OneDrive - The Cc
3 This PC
- 30 Objects
[ Desktop
j Documents
; Downloads
J\. Music
| Pictures
m Videos
e Local Disk (C:)
& onao. il
File name: | v | Al Files v

8. Navigate to the file on your PC.

9. Double click the file from the file finder window or click the file and then click the ‘Open’

button.
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Upload Document

File Choose File |Behavioral ...port Plan.pdf @

Comments Enter comments here.._m
“
Month/Year August 2022 & @ @

10. View the File name chosen to upload to ensure the correct file was chosen.

11. Enter comments, if applicable.

12. Change the Month/Year, if applicable.
NOTE: The date defaults to the present date.

13. Click the ‘Save’ button to upload and attach the file to the budget request.
NOTE: The document will also be uploaded to the individual’s Document Library.

11.3.5 Submit a Long-Term Budget Request to CMO

Walver

HOME

Select an Available Action v
o Salect an Available Achor

1. Select ‘Submit to CMO’ from the ‘Select an Available Action’ dropdown.

Confirm Long-Term Request

IT you would like to add a comment, please do so below.

Comments

Enter comments here...

4
* Needed By Date

09/08/2022 =

Clicking submit will submit this request for review.

2. Enter comments, if applicable.
3. Adjust the Needed by Date, if applicable.*
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4. Click Submit to send the budget request to the CMO for review.

11.3.6 Respond to a Request for More Information

HOME

1. Navigate to the ‘Waiver Management’ Dashboard tab.

2. Scroll down to the Long-Term Budget Request grid.

3. Click on a record from the grid with a status of CMO Returned to Provider or Central
Office Returned to Provider.

4. Navigate to the Status Changes tab.

5. Review the Comments with the Updated Status of CMO Returned to Provider or
Central Office Returned to Provider.
NOTE: Click on the comments to open the Comments modal and display the full
request for more information.

6. Make any adjustments to the long-term budget request based on the CMO’s request,
if applicable.

7. Select ‘Submit to CMO’ from the ‘Select an Available Action’ dropdown.
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Confirm Long-Term Request

If you would like to add a comment, please do so below.

Comments e

Enter comments an any additional information for the CMOs RFI request...

P
* Needed By Date Q

09/08/2022 =

Clicking submit will submit this request for review.

8. Enter the response to the request for more information in the Comments field.
9. Adjust the Needed by Date, if applicable.
10. Click Submit to send the budget request back to the CMO or BDDS for review.

12 APPEALS

12.1 Purpose

This section calls out the Appeals banner and what it means for an individual.

12.2 Prerequisites

All Provider user roles can see an Appeals banner message.

12.3 Appeals Banner

An individual must have submitted their intent to appeal a BDDS decision. When BDDS has
received the individual’s intent to review, then BDDS will set the Appeals Banner message on the
individual’s record.

Under Appeal

Waiver: CIH-Active
Plan Year. 1/1/2022 - 12/31/2022

Basic Information

The Appeals Banner signifies that the individual is appealing a decision or action on their account.
When the individual's appeal has been resolved, or they have withdrawn their appeal, the banner
message will be removed by BDDS.

1. Navigate to an individual’s record.
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2. Notice the yellow banner stating, “Under Appeal”.

13 LOCKED BUDGETS

13.1

13.2

13.3

Purpose

This section outlines Locked Budgets, and how to tell when an allocation (budget) is locked and
when it is unlocked.

Prerequisites
All Provider user roles can see a Locked Budget banner message.

The Locked Budget Banner

When an individual's allocation, also referred to as their budget, is locked, a yellow banner will
appear at the top of the person's record. This indicates that the individual’s total allocation is
currently locked from being changed until the review is over. When it is appropriate to unlock a
budget, the banner will be removed.

The individual's budget is currently locked.

Case Mgr Wawver CiH-Actve

Portal 1D CMO Pian Year 10/1/2021 - 93052022

1. Navigate to an individual’s record.
2. Notice the yellow banner indicating a locked budget.

14 SHORT-TERM BUDGET REQUEST

* Indicates a required field before data can be saved or a required step the user must take to move forward with
the next steps in the process.
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141

14.2

14.3

Purpose

This section provides an overview of the Short-Term Budget Request (STBR) in the BDDS Portal,
it outlines the steps to create and submit an STBR, and where to respond to STBRs in a request
for more information (RFI) status.

Prerequisites

e Individual must have an authorized-active PCISP.
e An individual must be active on the MFP-CIH or CIH waiver.
e All Provider user roles can create short-term budget requests.

e The Individual Support Team must meet and agree with the need for a short-term budget
request.

Short-Term Changes to Budget Requests

A short-term budget request, if created by a Provider, must be sent to the CMO for review. After
CMO review, the STBR can be submitted to BDDS for review, or returned for more information to
the Provider. After BDDS review, the STBR can be returned for more information, approved, or
denied. See sections, Respond to a RFIl and Short-Term Budget Requests Grid for information
on how to track the STBR progress in the BDDS Portal.

14.3.1 Short-Term Budget Request Navigation & Overview

Waiver: ClH-Active
Plan Year: 4/6/2022 - 2/28/2023

1. From within an individual’s record, navigate to the PCISP page in the top navigation
bar.
2. Click the Authorized-Active PCISP from the PCISPs grid.
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for Providers

0 EEEEImR

o0k w

Click the Budget Request page in the left navigation menu.
The ‘Create Short-Term Budget Request’ button appears on this page.

The Short-Term Budget Requests tab shows any current short-term budget requests.

Click a record from the grid to view the details of the budget request.

* Start Date of Change

* Date IST Determined Need for Request Service

* County Service Provider

Needed By Date

7. Click HOME in the breadcrumb trail once finished reviewing the budget request to

return to the Budget Request page.
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8. Click the Request History tab.

9. The Budget Request History grid shows historical short-term budget requests for the
individual.

10. Click a record from the grid to view the details of the request.

14.3.2 Create a Short-Term Budget Request

Hame My Cases Resources ~ Admin >

HOME > PCISPLISTING

Waiver: CIH-Active
Plan Year: 4/6/2022 - 2/28/2023

Type: Initial Effective Dates: 4/6/2022 - 2/28/2023 Created Date: 06/13/22
Status: Autnorzed-Active Finalizea Date: 06/13:22
o Create Short.Term Budget Request
get Requests | Req
Budget Request Type T T @ T Provder Y T B T| Create T
art-term change reg Des 11712
.0

1. Click the ‘Create Short-Term Budget Request’ button.
NOTE: Refer to the previous section, Short-Term Budget Request Navigation & Page
Overview, for information on how to find this button.
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Short-Term Budget Change Reques

Short-term funding requests are intended to temporarily support an individual and are not
intended for a long-term period. A long-term budget request should be submitted when an
individual's condition or status is not expected to be temporary.

2. Click Confirm once finished reading the message to proceed.
3. The Details tab of the Budget Request displays.

HOME Select an Avallable Action v

Unallocatad Budget
545,150

* Qualifying Event

Select Qualifying Event

4. Enter the Start Date of Change.”

Enter the End Date of Change.”

The Days Remaining to Submit Request will generate a number based on the Start
Date.

7. Enter a Date Determined Need for Request.”

8. Choose the service from the ‘Service’ dropdown.*

9. Choose the county the individual will receive the service in the ‘County’ dropdown.*
10. The Service Provider field will auto-fill with the provider creating the request.”

11. Distribute the desired number of units for each month in the Units column in the grid.*

o o
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Select Qualifying Event
Adjustments for COVID-19
Death, institutionalization, etc., of 3
Transition crisis

LInable to return to original setting.
Loss of employment

Loss of housemate

Primary caregiver is 80 or older.
State intervention

Other

Select Qualifying Event v

12. Select a Qualifying Event from the dropdown.*

NOTE: Each selection may have a required subcategory to select and will populate

unique required questions.

i
Unaiocated Budgst Guaiying Evant
45,150

Stata manention v
* Subcateqory @
Bealih and medical -
1 o s i b 3
cetailed a5 to what aclions, resources, or siralegies the has feam uliized 1o Suppart the ndividual's vison of a preferred life, -- a5 callined i the FUISH - prics o submitang s request?

11

“ Pravide a detaiked explanation how the short-lerm request wil bether support the Individual’s wisien of a preferred ke, nciuding strategies, outcomes, etc. - as cutined i the PCISPY

Frter razpnnsa hars

Pravide a detalked pxplanaticn ahout how leng the IST anficipats the shor-tamn request will ha necessany.

Enbir razponss hars

Niss tha Inctvidual shars tha rLEStad SATVICas Wit any of Ma afvar idividuals Iving n1ha Roma? I &e, peass provina ta ROUSAMATEE” RAMAR.

Enler razponse hare

13. Choose a Subcategory, if applicable.”
14. Type in a response for each required question.”
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15. Click the Status Changes tab at the top of the Budget Request page.
NOTE: This page is informational. Once the budget request has been submitted, you
can view this tab to see the status, the dates of actions taken, and any comments
made by each group.

14.3.3 Link and Upload Documents to a Short-Term Budget Request

HOME Select an Avallable Action v

£VENL Of State INtervention, e oliowing afe required documents

1. Click the Documents tab of the short-term budget request.
NOTE: The required documents list will populate based on the selected qualifying
event.

2. Click the ‘Link Document’ button.

Link Document e

2g T Su T hzal T Upkoad Date T ded B e T nants Y Document Name T 0 o
pr 2022 i1 el e + %
Transitionz Apr 2022 4 & %
= Pag Apr 2022 4 & %
i 2077 4 + %
Persanal Inventary Apr 2022 04i21122 & %
A 04+ & %
Tr T Api 7027 et 1 0-71 & %
Transdions Advacare Apr 2022 042122 Meaningful Day Schedul & %
Transitio 0421122 Leasc 04-20-2022 & %
Hrowder Reports Weliness D 2021 O4rtale: Dec, Jan, Febr £ %

. ° 2 9 1 1 - 10 &f 351 fems

3. Click the Download button to view any documents before linking them to the budget
request.

4. Click the Link button to link a document to the budget request.

5. Click the X’ in the top right corner once you have finished linking & downloading
documents.
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@

6. Click the ‘Upload Document’ button.

Upload Document

File | Choose File | No file chosen
Comments

“
Month/Year August 2022 &=

7. Click Choose File.
NOTE: Only one file can be uploaded at a time. Only PDF files can be uploaded to the
BDDS Portal.
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@ Open X
» ThisPC » Desktop » Document test v [¥] 2 Search Document test
p

Organize » New folder == T @

Motepad 2 Name Status Date modified Type Size

Report @ Behavior data @
@ OneDrive Eﬁ Behavioral Support Plan 9 @
@ Medical Needs

Microsoft Edge P... 36 KB
Microsoft Edge P.. 31 KB
Microsoft Edge P... IKB

@ OneDrive - The Cc

[ This PC
- 30 Objects
[ Desktop
lﬂ Documents
'v Downloads
J‘! Music
= Pictures
m Videos
== Local Disk (C:)

A w1 . %

File name: | V| A Files v

8. Navigate to the file on your PC.

9. Double click the file from the file finder window or click the file and then click the ‘Open”

button.

Upload Document

File Choose File |Behavioral ...port Plan.pdf @

Comments Enter comments here.._@
Month/Year August 2022 &= @ @

10. View the File name chosen to upload to ensure the correct file was chosen.
11. Enter comments, if applicable.
12. Change the Month/Year, if applicable.
NOTE: The date defaults to the present date.
13. Click the ‘Save’ button to upload and attach the file to the budget request.

14.3.4 Submit a Short-Term Budget Request to CMO

HOME Select an Avallsble Action
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1. Select ‘Submit to CMO’ from the ‘Select an Available Action” dropdown.

Confirm Short-Term Request

If you would like to add a comment, please do so below.

Comments

Enter comments here...

* Needed By Date
09/08/2022 =

Clicking submit will submit this request for review.

2. Enter comments, if applicable.

Adjust the Needed by Date, if applicable.*

4. Click the ‘Submit’ button to send the budget request to the CMO for review.
NOTE: If validations warning(s) appear, after reviewing the warning message, please
proceed with submitting the STBR. The warning message(s) that appear require action
to be taken by the CMO.

w

14.3.5 Respond to a Request for More Information

This example walks through a short-term budget request that was returned by the CMO
for more information. The process to respond to a BDDS request for more information
follows the same steps.

1. Navigate to the ‘PCISPs’ Dashboard tab.
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2. Scroll down to the Short-Term Budget Requests grid.
3. Find & click a record from the grid with the Status of CMO Returned to Provider or
Central Office Returned to Provider.

HouE o

4. Click the ‘Status Changes’ tab.

5. Review the Comments made by the CMO with the Updated Status of CMO Return to
Provider or Central Office Returned to Provider.
NOTE: Click on the comments to open the Comments modal and display the full
request for more information.

11. Make any adjustments to the short-term budget request based on the CMO'’s request,
if applicable.

6. Select ‘Submit to CMO’ from the ‘Select an Available Action’ dropdown.
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Confirm Short-Term Request

If you would like to add a comment, please do so below.

Comments

Enter comments and further response to the RFIL._.

4
* Needed By Date 9

09/08/2022 B

Clicking submit will submit this request for review.

7. Enter the response to the request for more information in the Comments field.
8. Adjust the Needed by Date, if applicable.
9. Click Submit to send the budget request back to the CMO or BDDS for review.

15 WAIVER STATUS MANAGEMENT

15.1 Purpose

This section outlines the Waiver Interruption and Termination processes, the request reasons and
approval requirements, and the creation and submission of Interruption and Termination requests.

15.2 Prerequisites
All Provider user roles can request Waiver Interruptions and Terminations.

15.3 Waiver Interruption

15.3.1 Waiver Interruption Matrix
Interruption Process

Reason Review Process
Facility Placement CMO Acknowledgement
Travel outside of the CMO Acknowledgement
U.S. — HCBS services
not available
Travel inside the U.S. — | CMO Acknowledgement
no HCBS services
wanted
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Refused Services CMO Acknowledgement and
BDDS Approval Required

Non-Responsiveness CMO Acknowledgement and
BDDS Approval Required

15.3.2 Standard Interruption Time Frame

e A standard interruption is for 30 days:
* Interruptions can be backdated up to 30 days.
= Interruptions have a grace period of 15 days when action can still be taken

» Interruptions not restarted or extended by day 45 will auto-terminate the waiver on
day 46

= An Interruption should never be allowed to auto-terminate
15.3.3 Extended Interruption Time Frame

¢ An Extended Interruption is 90 for days:
= Extended Interruptions can be backdated up to 30 days.

= Extended Interruptions have a grace period of 15 days when action can still be
taken

= Extended Interruptions not restarted by day 105 will auto-terminate on day 106
= Extended Interruptions should never be allowed to auto-terminate
15.3.4 Submitting a Waiver Interruption Request

All Waiver Interruption requests follow this process, except for the Facility Placement
Reason. See Existing Facility Placement Interruption Reason and Facility Not Found
Interruption Reason for additional information on interruptions due to facility placement.

e ol Dy -
i ety
HOME
o ‘Waiver CIH-Active

Plan Year 10¢1/2021 - 9/3012022

1. Navigate to an individual that is active on a waiver and needs to have an interruption
request submitted.

2. Click on the Waiver page in the individual’s record.

3. Inthe ‘Select an Available Action’ dropdown, choose ‘Request Waiver Interruption’.
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Waiver Interruption Request - ( )
Extended Interruption O
Start Date End Date Interruption Reason
09/28/2022 & 1002712022 i Travel outside of the U.S. HCBS service: w 6
Facility
Not Found
Comments
Enter comments here.

“

By clicking submit, you are indicating you want the individual's waiver interrupted for the time period indicated. o

4. If the Waiver Interruption Request will exceed 30 days, check the Extended
Interruption box.
NOTE: If this box is checked the End Date will default to 90 days from the entered
Start Date. If this box is not checked the End Date will default to 30 days from the
entered Start Date. Regardless of if this box is checked, the user can also manually
update the End Date.

5. Select a Start and End Date and interruption reason from the ‘Interruption Reason’
dropdown.

6. Enter comments, if applicable.

7. Click Submit and Click Confirm to save the Waiver Interruption.

15.3.5 Existing Facility Placement Interruption Reason

Waiver Interruption Request - ( )

Extended Interruption

Start Date End Date Interruption Reason

09/28/2022 e = 12/26/2022 9 = Facility placement o v

Facility

Test Facility | 123 Test Street, Test, IN 46725 | 1234567890 6 v [ Not Found
Comments

enter comments here.

By clicking submit, you are indicating you want the individual's waiver interrupted for the time period indicated. o

1. Check the Extended Interruption box if the Waiver Interruption Request will exceed 30
days,
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@

5.
6.

7.

NOTE: If this box is checked the End Date will default to 90 days from the entered
Start Date. If this box is not checked the End Date will default to 30 days from the
entered Start Date. Regardless of if this box is checked, the user can also manually
update the End Date.

Select a Start Date.

Modify the End Date, if needed.

Choose ‘Facility placement’ from the ‘Interruption Reason’ dropdown.

NOTE: This displays the Facility dropdown.

Choose the facility from the ‘Facility’ dropdown.

Add comments to the request, if applicable.

Click Submit on the request and confirm to save the Waiver Interruption.

15.3.6 Facility Not Found Interruption Reason

Extended Interruption

Start Date

Waiver Interruption Request - ( )

n

End Datee Interruption Reason 0

©

* Street

11223 Train

-

\ay
* State
IN

* Phone

©®e

3179999999

09/28/2022 = 12/26/2022 &= Facility placement M.
Facility
v Not Found 9
Add Facility
* Name @ *Type o

Rehab BDDS Train Facility

Rehabilitation v
* City

Indianapolis

= Zip Code 0

v 46014

Comments

Enter comments here.

By clicking submit, you are indicating you want the individual's waiver interrupted for the time period indicated.

@

1.

2.
3.

If the Waiver Interruption Request will exceed 30 days, check the Extended
Interruption box.

NOTE: If this box is checked the End Date will default to 90 days from the entered
Start Date. If this box is not checked the End Date will be default to 30 days from the
entered Start Date. Regardless of if this box is checked, the user can also manually
update the End Date.

Select a Start Date.

Modify the End Date, if needed.
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4. Choose ‘Facility Placement’ from the ‘Interruption Reason’ dropdown.

5. Check the ‘Facility Not Found’ box if the facility isn’t found in the ‘Facility’ dropdown.
NOTE: The Add Facility section will display in the modal with required fields.

6. Enter the facility Name.”

7. Choose the Type of facility in the dropdown.*

8. Enter the Street address for the facility.”

9. Enter the City for the facility.”

10. Enter the State for the facility.”

11. Enter the Zip Code for the facility.”

12. Enter the Phone number for the facility.”

13. Click the ‘Add’ button.
NOTE: If required information is missing, a red banner stating what is missing will
display. If all required information has been entered, a Facility added successfully
green banner will display.

14. Add Comments, if applicable.

15. Click Submit on the request and confirm to save the Waiver Interruption.

15.4 Waiver Termination

All Waiver Termination requests follow this process, except for the reasons Date of Death, and
Facility Placement. See Date of Death Termination Reason, Existing Facility Termination Reason,
and Facility Not Found Termination Reason for additional information on these termination
reasons.

15.4.1 Waiver Termination Matrix
Termination Process

Reason Review Process
Facility Placement CMO Acknowledgement
Voluntary withdrawal CMO Acknowledgement
from services, signed
FOC
Death (less than 30 days | CMO Acknowledgement
in the past)
Voluntary withdrawal CMO Acknowledgement and
from services, no signed | BDDS Approval Required
FOC
Cannot contact the CMO Acknowledgement and
individual or family BDDS Approval Required

Death (greater than 30 CMO Acknowledgement and
days in the past) BDDS Approval Required
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15.4.2 Submitting a Waiver Termination

a
o Waiver FSW-Active 1

Plan Year 9/1/2022 - 8/31/2023

Waiver

Select an Available Action v

Vaiver Informat ALGO Level 0 " Select an Available Action |
Waiver Type Fsw Allocation £100,000.00 Request Wb neruplon

Waiver Status Actve Raw Health Score o
Waiver Stant Date r1r1e Health Care Suppors

Froquency 0
Requested Discharge Date

Intensity ]

Effctive Date.

1. Navigate to the record for an individual who is active on a waiver and needs to have a
Termination Request submitted.

2. Navigate to the Waiver page of the individual’s record.

3. Select ‘Request Waiver Termination’ from the ‘Select an Available Action’ dropdown.

Waiver Termination Request - ( )
Termination Reason o Termination Date e

Voluntary withdrawal from services sign ~  09/26/2022 &=
Facility

Voluntary Withdrawal Documentation Received?

Comments o

Enter comments hera.

By clicking submit, you are indicating you want the individual's waiver to terminate.

Facility
Mot Found

4. Choose a Termination Reason from the dropdown.
5. Choose a Termination Date.
6. Check the Voluntary Withdrawal Documentation Received? box, if applicable.
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7.
8.

Enter Comments, if applicable.
Click Submit on the request and confirm to save the Waiver Termination.

15.4.3 Date of Death Termination Reason

Death

09/28/2022

Facility

Waiver Termination Request - ( )

Termination Reason o Termination Date e
Date of Death e

O Voluntary Withdrawal Documentation Received?
Comments

Enter comments hera.

By clicking submit, you are indicating you want the individual's waiver to terminate.

~ 09/28/2022 =

i

Facility
Mot Found

N —

Choose Death as the Termination Reason.

Enter a Termination Date.

Enter the Date of Death.

NOTE: The Date of Death must match the Termination Date to submit the request.
Enter Comments, if applicable.

Click Submit on the request and confirm to save the Waiver Termination.
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15.4.4 Existing Facility Termination Reason

Waiver Termination Request - ( )
Termination Reason o Termination I]atee
Facility Placement ~ 09/28/2022 i
Facility
Test Facility | 123 Test Street, Test, IN 46725 | (317) 000-0000 v [ Facility

Mot Found

O Voluntary Withdrawal Documentation Received?

Comments

Enter comments hers.

By clicking submit, you are indicating you want the individual's waiver to terminate.

1. Choose Facility Placement as the Termination Reason.

NOTE: This displays the ‘Facility’ dropdown.

Choose a Termination Date.

Choose a Facility from the Facility dropdown.

Check the Voluntary Withdrawal Documentation Received? box, if applicable.
Add comments, if applicable.

Click Submit on the request and confirm to save the Waiver Termination.

S

15.4.5 Facility Not Found Termination Reason

Waiver Termination Request - ( )
Termination Reason o Termination Date e
Facility Placement v a7/14/2022 i
Facility
Search Facility... v Facility

Mot Found
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2.
3.

Choose Facility Placement as the Termination Reason.

NOTE: This displays the ‘Facility’ dropdown.

Choose a Termination Date.

Check the ‘Facility Not Found’ box if the facility isn’t found in the ‘Facility’ dropdown.
NOTE: The Add Facility section will display in the modal with required fields.

Add Facility
* Name o " Type @
1234 Assisted Living ~
* Street e * City e
TestLn Indianapolis
* State o * Zip Code 9
IN b 46033
* Phone 9 o
3179999999
4. Enter the facility name.”
5. Choose the type of facility in the dropdown.
6. Enter the facility street.”
7. Enter the facility city.”
8. Enter the facility state.”
9. Enter the facility zip code.”
10. Enter the facility phone number.*
11. Click the ‘Add’ button.

NOTE: If required information is missing, a red banner stating what is missing will
display. If all required information has been entered, a Facility added successfully
green banner will display.
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Waiver Termination Request - ( )
Termination Reason Termination Date
Facility Placement v | 0714/2022 &
Facility
Search Facility.. v Facility
Mot Found
Facility updated successfully.
Associated Facility
*Name * Type
12345 Assisted Living v
* Street * City
TestLn Indianapolis
* State *Zip Code
IN v 46033
* Phone
3179999999 Update
tary Withdrawal Documentation Received?

Comments @

Facility not found in list termination request.

-

By clicking submit, you are indicating you want the individual's waiver to ferminate. @
m

12. Check, the Voluntary Withdrawal Documentation Received? box, if applicable.
13. Add comments, if applicable.
14. Click Submit on the request and confirm to save the Waiver Termination.
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16 BDDS PORTAL 2.0 REPORTS

16.1 Purpose

This section instructs on how to navigate to the Reports available for Provider users and gives an
explanation of the report(s) available.

16.2 Prerequisites
All Provider user roles can access and run the reports available.

16.3 Accessing BDDS Portal Reports

1. Click on the ‘Resources’ dropdown.
2. Click on ‘Reports’.

16.4 BDDS Portal Reports

16.4.1 Open IR Report
1. This report displays information about any open incident reports.
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