Advocare Provider Portal Administrator Actions

On behalf of the State and all Hoosiers participating in the State of Indiana’s Medicaid Waiver program, your efforts to
increase communication and improve quality are greatly appreciated.
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Using Advocare’s Provider Portal is easy! This guide outlines the simple steps related to the following:

«  Providing access to/add/remove/change authorized users

«  How to change permission levels for/deactivate authorized users

«  What features are included in the Advocare’s Provider Portal

«  How to attach/associate an authorized user to a waiver participant
«  What information is available to providers

- How to request updates to a waiver participant’s information

Q Providing access to/add/remove/change authorized user
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Individuals with administrative permission have the capability to provide access to Advocare to other users within
their organization. Additionally, users with administrative-level permission can remove or change authorization for

users, depending upon the needs of the organization and the

admin’s internal responsibilities. Upon log in to Advocare, click Admin Tools
Admin Tools, located in the top right-hand corner of the screen.

The information displayed here varies, depending on the user’s
permission/role, and may include one or both of the following sections:

Account Management: :

The Account Management area provides basic account Admin Tools

management functions for each user, including changing

their password or email address, and viewing their profile. Account Management for Percy Provider
Profile Tools: e

The information displayed within the Provider Tools area var- « Change User Login

ies, depending upon the user’s permission/role. For individuals e

with minimal permission, nothing is shown in this area. Individ-

uals with administrative permissions manage employees who
currently have permission to access Advocare, add additional Provider Tools - Any Provider, Inc.
employees to their Advocare account, manage their organiza-
tion’s provider address and Business Associate Agreement, and
search for individual waiver participants.

Company/Employee Management Tools
« Manage Em es
« Add New Employee
Please note: For information and instructions on signing the
Business Associate Agreement (BAA), review the PDF e
" - « Manage Provider Business Agreement
document, “Advocare Training, Processes, and Procedures —

Provider Portal Welcome”. Waiver Participants

To view a printable version of your signed BAA, click the view « Search for and Manage Individual Waiver Participant

link and print.

Q Providing Access to Authorized Users

Advocare enables individuals within your organization who are supporting waiver participants to view information
specific to those whom they support. It is the responsibility of the participating provider organization to:
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1) determine which individuals within your organization would benefit from access to Advocare for either infor-
mation or training purposes

2) add and maintain accounts within Advocare for those individuals for whom access is determined beneficial,
including permissions/roles.




Adding individuals to Advocare is easy! As a user with administrative-level permission, you have permission to provide
access to Advocare to other individuals from your organization, or “add” employees to your Advocare account.

To add authorized users from your organization to Advocare, click Add
Manage Employee

New Employee, located under Company/Employee Management Tools

within the Admin Tools section. Adding users is done in three quick steps: Enter Employee Information

n
-
(=}
o
S~
N
(&
~
(o)}

1. Complete the fields, ensuring all information is correctly entered, Freeme :
G) with particular attention to their name, email, date of birth, and social Misele Name
- security number. The items marked with the orange asterisk (¥) are besthame !
O required. Emeleyee OB =
8 Please note: The Send Email box must be selected in order for the ::23 ) -
system to send the login information via email. S X
> 2. Select the appropriate role(s), which will determine the permission Job Tite
_C) level and information available to the individual upon logging in to Email "
O Advocare. Phone *
Please note: Any employee needing to be assigned to a waiver partic- Sena Emal 1 Gheckto emall amployze accaunt nfermatan.

including a temporary password.

ipant (where the waiver participant will be listed in their dropdown
under My Individuals’) MUST have ‘This person is certified to work
with individuals’ permission, in addition to any other roles.

Roles: (check all that apply)

[ This person is certified to work with individuals.

Additionally, RNs or LPNs working with the Wellness Coordination [ This person is a managerisupervisor.
service must have the ‘'RN/Wellness Coordination’ permission, in ad- [ This person wil administer the acounts on the Advosars sit.
dition to ‘This person is certified to work with individuals, in order to [ RNWellness Coordination.
have individuals assigned to him or her.
3. Select the date this individual should have be ‘active’ within Advocare, e o N;;
Activation Date ]

which will be the first date he or she can access Advocare. Click Add.

This process adds this individual to the list of employees who are currently active (have Advocare access) in the
Manage Employees area, accessible under ‘Company/Employee Management Tools' within the Admin Tools section.

U Changing Permission Level/Deactivating Users

To manage an employee’s access, including roles (permission) and activation/deactivation, click Edit to the right of the
employee for whom you wish to make a change, as listed in Manage Employees view.

To remove access to Advocare (deactivate) an employee, click’No’as k
. . ., . . . Active Yes @ Mo 7

the selection for the ‘Active’ option and select a Deactivation Date.

Deactivation is immediate as of the date selected. Individuals may be Activation Date EE *

reactivated at any time by reselecting ‘Yes' as the option for ‘Active’and
selecting a new activation date.

o C

To change a user’s permission level, change the role currently select-
ed, or click the checkbox to add another role to increase the user’s
permission level. Changes to the individual’s role are immediate when
a change is made and‘Save'is selected. O Thia person is a manager/suparvisor.

Roles: (check all that apply)

[ Thia person is cartified to work with individuals.

. o Thi il administer th nts on the Ad
Q Provider Portal Features - Remen T admnEer e esesnE n e

[ RN/ Wellness Coordination.

For all users, upon logging in, the provider’s Home page is shown (below).
(Click the Home orange button located at the top right on the top-right corner of the screen to access.) Here's a quick
tour of the features available to providers:
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Message Center: a dvgcg re Percy Provilr | Logcu
Located on the top of the left-hand side of the

provider’s Home page, Advocare’s Message mmowoes,n. Priority Messages SAEIT:::L::S
Center provides direct communication from MeSSage Center oo e e ! ‘
the State of Indiana or from Advocare’s Train- swew) | :“‘“"’;“‘
ing Department. Messages may be specific to ey Todayls Tasks S




=0 an individual user, individual group (based on role or permission level), individual company, or global to all users
8 in nature. Unread messages are highlighted in bold, and priority messages are noted.
S~
g My Work:
Q . . .
o) My W<.)rk offers }Jsers mteractlve‘r gt.Jldance on —— e it
deadlines, requirements, or activities of note
for the individual user, based on their role, the State (0} »
Task Quantity Options
G) State’s requirements, or their organization’s Training (4) »
Pt requirements. The Provider Activities area of B e ' @
O the 'My Work’ section will also be the primary My Work
O spot for future additional enhancements to Proviter Acivien > | o e i
o Advocare’s Provider Portal. L N g e SIS e @
. My Support
> «  To ensure easy access to these functions, all y=upp
_C) ‘My Work' features are also currently reflected in the “Today’s Tasks’ area of the ‘'Home' page.
O Provider Activities: For those with administrative permission, a number of different features, related to the man-

agement of employees and employees assigned to specific waiver participants currently supported by the provid-
er, may be viewed here. As administrative capabilities grow within Advocare, additional features will be added to
this area. Currently, the following components are accessible:

Individuals Assigned Non-certified Employ-

ees: A recent enhancement in permission View Provider Individuals
and securities requires all employees need-

ing to view a waiver participant’s information o A e A O A o 03 e L L
via the dropdown in the ‘My Individuals’ area e Mot i g e e i e e s e ey i R
to have the proper permission role within Individual, and require ap update to thelrprofile. To view an individual' the emp { have the
their profie. e
The‘Individuals Assigned Non-certified ;‘:‘::m o m’_“_':“““" i
Employees’ function provides a quick view of

en.np.loyees who do not have the proper per- T

mission level, but are currently assigned to

a waiver participant. Employee names listed InchacuskName: | Asslgned Employoes E0 Il::::;ar Options

in orange on the View Provider Individuals BROCK, Unassigned Any Cattin

. d h . ﬁl MARGARET M Provider, Inc. Casemanager
screen require an update to their profile. S REDR A Catlin
% Patti Provider Provider, Inc. Casemanager
To view an individual’s information, the em- S — oy
. . . 4 i e e
ployee must have the ‘This person is certified | ASHLEYN Sl i o o

e , o
to work with |nd|V|(.:luaIs role selected in h!s/ HACKER, PATRICK  Unassigned Pk |
her profile. To modify an employee’s permis-

sion role, click on the employee’s name and

select the appropriate role. Click’'Manage’to IRVIN, CHAD W Patti Provider i o
manage the waiver participant’s information.

HAWKINS,

Any Caitlin
JENNIFER B Percy Pravides Provider,Inc.  Casemanager

Individuals Needing Provider Employee Assigned: The second function within the ‘Provider Activities' area of
the ‘My Work’ section, ‘Individuals Needing Provider Employee Assigned’ provides easy access to waiver par-
ticipants needing an employee assigned to him or her. For more information on this function, see ‘Attaching/
Associating Authorized Users to a Waiver Participant, below.

My Support:

The My Support section of the Home page is comprised of two components: Training and Contact.
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Contact: An easy way to contact Advocare regarding technology questions and other Advocare-related issues.
This form should not be used to inquire about a waiver participant’s information or other waiver-related
topics. Please continue to contact the case manager with questions regarding the individual’s information or
other waiver-related issues.

Training: Within Advocare’s Training Center, the State of Indiana offer access for providers to State-approved
training components, resources, and information. The Training home page, also accessible via the ‘Training’




button on the screen’s top right, reflects the number of training hours accomplished by the user in the Train-
ing Status area, as well as the Training Catalog components, and access to External Training events.

The Training Status area’s ‘Hours Earned Total’ (at right) reflects the number of
training hours accomplished by the user during the current calendar year. Train- Training Status
ing hours are accomplished by completing the training modules available within
the Training Catalog and passing the associated assessments. (Most assessment

require an 85% for passing; other require 100% to receive credit.) ‘View Training View Training Credits »
Credits’ breaks down training efforts within the current calendar year, as well as
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Total Hours Eamed: 0.00

efforts in the past years, if available.

The Training Catalog area provides access to three levels of State-approved Training Catalog
training components. To view a training component, simply click a level, then
click on the title of the desired training (at right). Here you'll find a description
of the selected training and the related credit hours, any related deadline (all Level2 »
training credit tabulations end annually on 12/15), a link to view the webinar,
and a link to take the related assessment, if available. (Non-credit trainings do
not include assessments.) Learning Resources »

Level1 »

Level 3 -

advocare

Users can access each training component as frequently as desired, but may only
receive credit for each “for credit” component once per calendar year.

A user’s training credits will transfer with an individual, should they separate from one State-approved
provider to be hired by another State-approved provider, as long as the time of separation is less than six
calendar months. (The time of separation is defined as the time access to Advocare is removed by the sepa-
rating provider and granted by the new provider.)

Learning Resources: For additional support on a number of training and related subjects, the ‘Learning
Resources’ area is an excellent reference repository that includes documents, links, and a variety of other
resources.

External Training provides access to training components and events not sponsored by the State of

Indiana. Events are submitted to the State of Indiana, then approved or denied

based on the content and applicability to those supporting Hoosier waiver par- External Training
ticipants. After attending an approved event, Advocare users can submit proof of

attendance to receive credit. More detailed information on the ‘External Training’ View Events >

area is available in the Training Processes and Procedures Update PDF, “Training
Update: External Training’, available in the ‘Learning Resources’ area of the Training Catalog.

My Individuals:

Located on the top of the right-hand side of the provider portal’s Home page, My Individuals reflects three areas
of information available specific to an individual supported by the Advocare user currently logged in to the sys-
tem. The three areas are Individual’s Profile; Provider Documents; and Risk Mitigation Tool. A few notes regarding
the information here:

«  Except for users in your organization with administrative permission, users can
only see the information for those individuals for whom they provide support in
order to ensure HIPAA compliance.

My Individuals

| Choosean Individual | % |

« Users MUST have the permission level ‘This person is certified to work with indi-
viduals'selected (in addition to any other permission roles, as appropriate), and be
assigned or attached to the waiver participant, before the individual will be shown
in the ‘My Individuals’ dropdown option. . Provider Documents

« Individual's Profile
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«  The user must select the specific individual from the ‘Choose an Individual’

. . . T . . « Risk Mitigation Tool
dropdown; only information specific to that individual will be displayed. Only one

individual’s information may be displayed at a time.

«  Users must be associated with or‘attached’ to a waiver participant by someone in your organization with ad-
ministration privileges, prior to any information appearing in these areas or the individual’s name appearing
in the ‘Choose an Individual’ dropdown for that employee.
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«  Once a signed Business Associate Agreement is on file with Advocare, your provider organization can access
waiver participants’information and ‘attach’ or associate a provider employee/employees to that individual.

- Ifanindividual has Wellness Coordination as a service, users who have the proper permission will see
Wellness Coordination as a fourth option in this area.

Please note: Users involved in Wellness Coordination (including reviewing data entered by the Provider’s
RN) must have two permissions selected in their profile in order to see the Wellness Coordination infor-
mation: ‘This person is certified to work with individuals’and ‘RN/Wellness Coordination’.

U Attaching/Associating Authorized Users to a Waiver Participant

Advocare offers to two easy ways to ‘attach’ or assign an authorized users (employees) within your organization to a
specific waiver participant. Both processes result in the same action: ensuring the direct support professional can view
the available information for the waiver participant to whom they have been attached. The two methods for attaching
are as follows:

Individuals Needing Provider Employee Assigned

For Advocare users with manager- or administrative-level permission, a task titled Individuals Needing Provider Em-
ployee Assigned will show in the Today’s Tasks area of the Home page (also available via the Provider Activities area of

the My Work section).

Here, the number of waiver participants needing an employee Today's Tasks
assigned to him or her is noted in the ‘Quantity column. (This . f—
list reflects only those waiver participants without any em-

Individuals Needing Provider Employee Assigned 17

ployees currently assigned to him or her, such as those new to
your organization, not those who have at least one employee

assigned. To add employees to those with at least one assigned employee, see ‘Provider Employee Setup for a Specific
Waiver Participant;, below.)

This option allows the user to assign either an individual employee to a single waiver participant, or to assign an em-
ployee to several or all of the individuals listed on the Manage Employee Assignments screen in a few simple steps:

1. !:rom. the Home. page, under Toc'daysTasIfs, click the blue Today's Tasks
icon in the ‘Options’ column to view the list of waiver
participants needing an employee assigned. Tesk * S
2. To assign, select the individual(s) needing assignment, ndviduals Needing Provicer Employee Assined @
then use the ‘Assign To’ dropdown to identify the

appropriate employee. Manage Employee Assignments
3. Click Submit to confirm your selections.
. . .. Select the i ) needing assij Use the drop to identify the appropriate employee, then click Submit. Multiple
Multlple lnlelduaIS may be Selected and individuals may be selected and assigned the same employee simultaneously.
assigned the same employee simultaneously. Individual Check Al
The’Individuals Needing Provider Employee As- st K =
CHAD IRVIN i (8]
signed’ option in the ‘Today’s Tasks’ area will also B B Eonagbion =
reflect waiver participants for whom the only em- Colleen Phelps o
ployee attached to them has been made inactive, Lo e gl S0 o
. . . eiles JE| R HAWKINS ™)
via the actions of an admin within your company. B
JOH
Those waiver participants will need a new direct ; - =
support professional assigned, and will appear on Aoty o o s
this list to ensure all waiver participants support-

ed by your organization have at least one employ-

ee/direct support professional assigned to him or her. This process occurs automatically upon the date selected as the
‘Deactivate’ date in the former employee’s profile within the ‘Manage Employees’ area of the Admin Tools section. For
more information on deactivation, see ‘Changing Permission Level/Deactivating Users’ earlier in this document.

Those same individuals will be shown in the ‘Provider Employee Setup’area in the ‘Individual’s Profile’ area, where one
or more employees can be assigned (or removed) to a waiver participant, as outlined below.



Provider Employee Setup for a Specific Waiver Participant

To assign authorized users (employees) within your organization to a specific waiver participant, individuals with
administrative-level permission can do so in three easy steps:

n
-
(=}
o
S~
N
(&
~
(o)}

1. Select the waiver participant for whom you wish to attach an employee from the Choose an Individual dropdown

list of My Individuals area, then click on Individual’s Profile.

Within the Provider Tools area of the ‘Individual’s Profile’ view, click on Provider Employee Setup for [Waiver Partic-

ipant Name]. This provides a view of employees currently ‘attached’ to this waiver participant’s information. Upon

logging in to Advocare, these employees are able to view any
information related to that waiver participant.

3. Toadd an employee, click the Select dropdown to show the

list of active employees. (An employee must have the ‘This
person is certified to work with individuals’ permission role as
part of their profile to be displayed here.) Select the employee

Provider Tools

+ Provider Employee Setup for Jennifer O'Shea E

+ Update Requests

Provider Tools

= Provider Employee Setup for Jennifer 0'Shea

advocare

name; click Add. Multiple employees can be selected at one

time, or click‘Check all’to select and add all of the employees Currently 1 Employee vated for Jennifer 0'Shea

listed to the selected waiver participant. Employee Name Remove
. o L . . Steve Support [ x ]
Please note: Access to the waiver participant’s information is : ]
. . . . , , Select ] ct.
immediate upon clicking ‘Add’. [« Chock ol alcheckal @ |
4. Toremove access to a waiver participant’s information for a » Ug[0) Meissa Jones ]
specific employee, simply click the orange “X” button in the i i i
‘Remove’ column on the ‘Provider Employee Setup’area.
~ Provider Employee Setup for Jennifer 0'Shea
Please note: Access to the waiver participant’s information is
Currently 2 Il are Acti d for ifer 0'Shea

immediately removed upon clicking the orange “X” button.

Remove

ag

Employee Name
Steve Support

Q Information Available to Providers

Patti Provider

» Update Requests

Authorized users/employees listed in the ‘Provider Employee
Setup’ area will be able to view the following information as re-

lated to the specific waiver participant selected in the ‘Choose an
Individual’ dropdown in the ‘My Individuals’ area.

Individual’s Profile: Based on information entered by the case manager and other shareholders, the ‘Individual’s Pro-
file’area provides access, via a series of Advocare “window shades,” to the following sets of information for the selected
individual waiver participant.

CMCO/Case Manager: Lists the current case Jennifer O'Shea

management organization and respective case
manager supporting the individual, and related
contact information.

Individual's Profile ©

» CMCO/Case Manager Information

-

Personal Information
Personal Information: Name, HIPAA name, county
of residence, date of birth, and other identifying
facts.

-

Waiver Information

-

AlgofAllocation Information

-

Diagnosis Information

-

Waiver Information: Waiver type, status, and start Relafanships

and end dates.

-

Individual's Address/Contact Info

+ Demographic Information
Algo/Allocation Information: In addition to algo

and allocation information, this area reflects the

-

Living Arrangement
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individual’s raw health score and associated tier.

Diagnosis Information: Reflects primary, secondary, and tertiary diagnoses.

Relationships: Reflects the name, role/relationship, contact info and type for each person.
Individual’s Address/Contact Information

Demographic Information: Gender, legal and marital status, and race are among the points reflected here.




Living Arrangement: Information includes the household size, number of housemates, and living arrangement.

Provider Documents: Participating providers can view and upload several specific types of documents for each waiv-
er participant they support in the ‘Provider Documents’ area. These document types are as follows:
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«  Assessment

«  Behavioral Management
- PCP

«  Provider Quarterly Report
«  Risk Mitigation Tool

+  Risk Protocol/Plans

«  Therapies

Individual's Provider Documents
Uploaded Files

&=, Upload New |

The following 3 files have been uploaded for Roxanne BURNS.

. . Title { Descripti Category Added Opti
«  Wellness Coordination Plan A == -

. . ACTIVE DAY IN, INC A... T
«  Wellness Coordination Support Docs R T o R ' bt Accapted

Only provider employees with the proper permission can use this area to upload Wellness Coordination docu-
mentation, including plans and supporting documentation. (The assessment is completed within Advocare.)

To upload a document for an individual:

1. Select the individual’s name from the My Individuals dropdown, then click
Provider Documents. Here you will see a list of documents already uploaded and

accepted by the individual’s case manager.

2. Click Upload New. Here you'll select a Service Type and
Category before choosing the file to upload.
Note: Documents should be reflective of the
‘Service Type'and ‘Category’ selected. Documents
unrelated to the ‘Service Type’and ‘Category’ may
not be accepted by the case manager. Do not use
‘Provider Documents’to upload documents that

are not a match to the ‘Service Type'and ‘Category’

+ Individual's Profile

+ Provider Documents

Uploaded Files

- k
| o Upload New .

The following 3 files have been uploaded for Roxanne BURNS.

Add Fil
options provided. .
: e
3. Select Choose File to locate the file from your hard R oS
drive, then click Upload. The document will be ey s i
displayed in the list when uploading is complete. Chocseitiid Choose File | rofie selected *
s Requirad Fislds

If a document is uploaded erroneously, please contact
the case manager to have the document deleted, then
re-upload the appropriate documentation.

To view existing documents for an individual:

1. From the list displayed in the ‘Provider Documents’area, locate the document you wish to view, then click
the blue download button (located to the right of the document’s name) to download a copy of the selected

document. Upon review and confirmation of the mes-
sage pop-up, a copy of the document selected will be
downloaded to your computer. Refer to your system’s
documentation for location and support regarding

Uploaded Files

[
| - Upload New |

downloads.
The following 3 files have been uploaded for Roxanne BURNS.
Note: Care should be taken to protect and/or
Title | Description Category Added Options
delete downloaded documentation when ACTIVE DAY IN, INC A...
04/30/2014 3:50 PM
finished. You assume responsibility for all docu- Sarvice: Welless Coortinafon e
. . o e Uploader: Don Orb:
ments that reside beyond the security provisions S
onthly
of uAdvocare.com. P B || SHIBEUSEENN |G
Provider: AGTIVE DAY IN, ING Vsl By: ACTIVE Qi IN
Uploader: Don Orban
Monthly
N i 04/15/2014 4:34 @
Provider: ACTIVE DAY IN, ING Management | g AGTIVE DAY IN, INC

Uploader: Don Orban
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Risk Mitigation Tool: The Risk Mitigation Tool provides a list of RMTs finalized for the individual selected.

To review a specific RMT for the individual selected via the "My Individuals’dropdown, click on the blue document

button in the Options column. RMTs are available as “view only,” meaning providers cannot modify the selected
RMT. Information saved within the selected finalized RMT is displayed via a series of Advocare “accordions” or “win-
dow shades”. For individuals not currently receiving Wellness Coordination as a service (based on their current
CCB), the following RMT areas for the selected individual waiver participant are shown:

Communication

Behavior

Adaptations/Therapeutic Interventions
Independent Living/Self-Care
Psychosocial

Medical/Health

Environmental Safety

Self-Direction

Risk Mitigation Tool ¢

Finalized RMTs

The following 10 RMTs have been finalized for Jennifer O'Shea.

Submitted Options

advocare

For individuals currently receiving Wellness Coordination
as a service (based on their current CCB), the same set of

sections is available, but additions may be made by the
Wellness Coordination service provider to the ‘Medical
Health’ section throughout the CCB quarter, via the Well-
ness Assessment.

07/26/2013 - 03:35:44 PM

08/29/2013 - 11:32:22 AM @

Risk Mitigation Tool ?

() Finalized RMT - 08/29/2013  11:32am

Data is View Only
Each accordion header lists not only the RMT section re-
flected by clicking, but also the number of selections active
within that section (shown in orange). This streamlines the
process to determine which areas of the RMT are applicable
for the individual whose records you are viewing.

+ Communication
Behavior

Adaptations/Therapeutic Interventions 3 saved selections

»
>
+ Independent Living/Self-Care
» Psychosocial

» Medical/Health

»

Environmental Safety

For more information on completing the Wellness

» Self-Direction

Assessment, view the PDF Guide, “Wellness Assessment
for Providers”, available in the ‘Learning Resources’ area of the Training Catalog.

To print a copy of a finalized RMT, click on the blue document button in the Options column for the selected RMT,
then click the Print button. A printable version appears, which can be printed to your local printer.
Note: Care should be taken to protect and/or delete downloaded documentation when finished. You assume
responsibility for all documents that reside beyond the security provisions of uAdvocare.com.

To print a blank copy of the RMT, click on the Print Blank RMT link at the top left of RMT screen. A printable blank
version will open in a new browser window, which can be printed to your local printer.

0 Requesting Updates to a Waiver Participant’s Information

Providers accessing Advocare can communicate directly with case managers regarding particular information related
to a single waiver participant. The only area that incorporate a Make Request option is the Individual’s Profile, located
in the “My Individuals area of Advocare.

Individual’s Profile: In order to make a request for changes | Provider Tools
to information within the ‘Individual’s Profile’ area for a spe-
cific waiver participant, select the individual’s name from
the ‘My Individuals’ dropdown, click ‘Individual’s Profile,

then follow these simple steps:

» Provider Employee Setup for Walter Waiver

v Update Requests

Request Changes

If you believe any of the information in the profile above is incorrect, please use
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the form below to make a change request:

1. Click Update Requests, located in the Provider Tools
area, then click the orange Make Request button.

Section: Select |4

Change Request:

2. Select the item from the Section dropdown that is
related to area of ‘Individual’s Profile’ for which you are
requesting changes.

y

Cancel Edits




3. Inthe Change Request box, detail the requested change, then click Send. Your request is sent directly to the
case manager currently supporting the selected waiver participant.

The requested change is now displayed in the ‘Update Requests’ section of the ‘Provider Tools’ area. When the
case manager has made the change, the status of the request will be changed to ‘Closed:. If you should decide to
remove the change before it is closed, click the orange “X” button in the ‘Remove’ column. This action removes the
item from both your view and that of the case manager.
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Should the case manager needs additional details to complete the change, he or she may respond to your request
via the request you submitted. Any comments or questions from the case manager will be displayed in the same
area as the request, and may be responded to by the submitter upon receipt.

advocare
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STILL HAVE QUESTIONS?

/a=\\ We'e here to help!

| ':) Contact Advocare at
“ support@uadvocare.com
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