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To: Consumers, providers and stakeholders who support individuals with disabilities 

From: Peter Bisbecos, Director, Division of Disability and Rehabilitative Services 

Re:  Input Verification Process / ICAP Assessment and Addendum Questions 

Date: August 19, 2009 

 

Reminder: CǊƛŘŀȅΣ aŀǊŎƘ моΣ нллф ǘƘŜ LƴŘƛŀƴŀ CŀƳƛƭȅ ŀƴŘ {ƻŎƛŀƭ {ŜǊǾƛŎŜǎ !ŘƳƛƴƛǎǘǊŀǘƛƻƴΩǎ 
(FSSA) Division of Disability and Rehabilitative Services (DDRS) suspended the rollout of the 
Objective Assessment System for Individual Supports (OASIS). The release of allocations 
under OASIS remains under temporary suspension until further notice and information will 
continue to be released as it becomes available. 

 
 

This bulletin includes information on the process for verifying assessment inputs for individuals 

receiving Developmental Disabilities (DD) and Autism (AU) Medicaid waiver services from the 

Bureau of Developmental Disabilities Services (BDDS). The process for verifying the Inventory 

for Client and Agency Planning (ICAP) Assessment, Addendum Questions and other inputs 

includes, but is not limited to, current living situation, current residential staffing need, and 

current work/volunteer activities. Because OASIS is under suspension and we are not currently 

releasing allocations, the verification process described in this bulletin is subject to change. 

 Effective August 24, 2009, we are requesting that all providers of waiver services login to 

inSync and verify inputs for each consumer served (DD and AU waivers only.) To participate in 

this process, providers must be registered with LƴŘƛŀƴŀ tǊƻŦŜǎǎƛƻƴŀƭ aŀƴŀƎŜƳŜƴǘ DǊƻǳǇΩǎ 

(IPMG) inSync web-based system.  

The following pages include a flow chart and step-by-step description of the current verification 

process, including what to do if you feel the inputs do not accurately reflect the consumer. 

Please contact us through one of our Help Lines if you have any questions or concerns about the 

verification process. 

Thank you.

 

www.IN.gov/fssa 

Equal Opportunity / Affirmative Action Employer 

"People 
 helping people 
 help 
 themselves" 

Mitchell E. Daniels, Jr., Governor 
State of Indiana 

 

DIVISION OF DISABILITY  & REHABILITATIVE  SERVICES                                           
402 W. Washington Street, P.O. Box 7083 

Indianapolis, IN 46207-7083 

1-800-545-7763 
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Step-by-Step ICAP Assessment and Addendum Questions Verification Process 

1. Arbitré completes the ICAP Assessment and Addendum Questions and sends 

electronically to DDRS. 

2. DDRS forwards the completed ICAP Assessment and Addendum Questions electronically 

to IPMG. 

3. IPMG Case Manager completes a review of ǘƘŜ ŎƻƴǎǳƳŜǊΩǎ information. Any basic 

demographic errors will be captured and provided to DDRS. 

4. Provider is notified that inputs are available for review in *inSync. In the future, this 

notification will be by e-mail. However, this bulletin serves as notification to all 

providers that inputs for all consumers on DD and AU waivers are now available for 

review. 

5. Providers should login to inSync to review the ICAP Assessment, Addendum Questions, 

demographic, and other input information ƛƴ ǇǊŜǇŀǊŀǘƛƻƴ ŦƻǊ ŜŀŎƘ ŎƻƴǎǳƳŜǊΩǎ ǉǳŀǊǘŜǊƭȅ 

review. Provider will have a choice to indicate ΨŀƎǊŜŜΩ ƻǊ ΨŘƛǎŀƎǊŜŜΩ ǘƻ the answer shown 

for each input. LŦ ƴŜƛǘƘŜǊ ŎƘƻƛŎŜ ƛǎ ǎŜƭŜŎǘŜŘΣ ǘƘŜ ŘŜŦŀǳƭǘ ƛǎ ΨŀƎǊŜŜΩΦ LŦ ǘƘŜ ǇǊƻǾƛŘŜǊ ŀƎǊŜŜǎ 

that all of the information is correct, the provider may indicate agreement in a check 

box at the end of the list of questions. Following this section, we have included sample 

views of the inSync Login Process and the Input Verification Screens. 

6. At ǘƘŜ ŎƻƴǎǳƳŜǊΩs 90-day team meeting, the ICAP Assessment, Addendum Questions, 

and other inputs will be available for the Support Team to review, including any 

concerns noted by providers during the verification process (Step 5). At the Support 

Team meeting, the IPMG Case Manager will also collect information relating to current 

living situation, current residential staffing need, and current volunteer and/or work 

activities of the consumer to send to DDRS. 

 

If the Support Team agrees the assessment inputs ARE correct, go to Step 7. If the 

Support Team agrees the assessments inputs ARE NOT correct, go to Step 6a. 

6a. The IPMG Case Manager makes a note of any discrepancies by the Support Team 

in the Insite system. Next, the IPMG Case Manager and Support Team complete an 

Input Review Request (IRR), formerly the OASIS Review Request, in the Insite 

system. As with all IRRs, DDRS requires documentation to support the requested 

change(s). 
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6b. The Input Review Committee (IRC), formerly the OASIS Review Committee, will 

process the IRR and send information to Artibré. 

6c. Arbitre will review the information from the IRC and make changes to 

demographic and other general information inputs. If necessary, Arbitre will redo 

the ICAP Assessment and/or Addendum Questions. The verification process will 

begin again from Step 1.  DDRS will notify the Support Team if a new ICAP 

Assessment and/or Addendum Questions will occur. 

7. The IPMG Case Manager notifies DDRS electronically that the Support Team is in 

agreement that the ICAP Assessment, Addendum Questions, and additional input 

information accurately reflect the consumer.  

8. The IPMG Case Manager makes a note in Insite that the verification process is complete. 

 

*Please note: To participate in the verification process, you must be an approved provider with 

the Bureau of Developmental Disabilities Services (BDDS) and registered in the IPMG inSync 

System. If your agency is not already registered in inSync, you may do so online at: 

https://iservepeople.quickbase.com/db/bddgx4bhy. Providers who choose not to register in 

inSync will review the ICAP assessment, Addendum Questions, and other inputs at the 90-day 

Support Team meeting. 

 

The following screen Shots are of the inSync Login process and the ICAP verification process. 

(Step 5 in the ICAP Assessment and Addendum Questions Verification Process.) 

 

https://iservepeople.quickbase.com/db/bddgx4bhy
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After ǎŜƭŜŎǘƛƴƎ Ψ{ǳōƳƛǘΩ ƻƴ ǘƘŜ ƭogin screen, you will receive an E-mail from admin@gotoipmg.com 
that will include a live link to the validation page online. 
 

 
 

 
Providers will need this E-mail to login to inSync to review the ICAP Assessment, Addendum 
Questions, demographic, and other input information. We recommend that providers who are 
currently registered with inSync login to update agency contact information to ensure the 
confirmation e-mail is sent to the correct individual. 
 
!ŦǘŜǊ ǎǳŎŎŜǎǎŦǳƭƭȅ ƭƻƎƎƛƴƎ ƛƴ ǘƻ ŀŎŎŜǎǎ ǘƘŜ ŎƻƴǎǳƳŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴΣ ǘƘŜ Ǉrovider will have a 
choice to select ΨŀƎǊŜŜΩ ƻǊ ΨŘƛǎŀƎǊŜŜΩ ǿƛǘƘ the answer shown for each input, or to not select 
either option. 
 

¶ If neither choice is selectedΣ ǘƘŜ ŘŜŦŀǳƭǘ ŎƘƻƛŎŜ ƛǎ ΨŀƎǊŜŜΩΦ  

¶ LŦ ΨŀƎǊŜŜΩ ƛǎ ǎŜƭŜŎǘŜŘ ŦƻǊ ŀƭƭ ǉǳŜǎǘƛƻƴǎ (by all providers completing the process for a 
particular consumer), the IPMG Case Manager notifies DDRS that assessment inputs 
accurately reflect the consumer and the verification process is considered complete. 

mailto:admin@gotoipmg.com
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¶ LŦ ΨŘƛǎŀƎǊŜŜΩ ƛǎ ǎŜƭŜŎǘŜŘ ŦƻǊ ŀƴȅ ǉǳŜǎǘƛƻƴ, by any provider participating in the verification 
process, the SǳǇǇƻǊǘ ¢ŜŀƳ ǿƛƭƭ ŘƛǎŎǳǎǎ ŀǘ ǘƘŜ ŎƻƴǎǳƳŜǊΩǎ ƴŜȄǘ ǉǳŀǊǘŜǊƭȅ ƳŜŜǘƛƴƎΦ LŦ the 
team agrees that one (1) or more input is incorrect, the IPMG Case Manager and 
Support Team will complete an IRR in Insite. As with all IRRs, DDRS requires 
documentation to support the requested change(s).  
 
 

 

 

 

 
 

 


