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PACE Information Work Flow Process (continued)
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PACE Information Work Flow Process (continued)
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Accessing the Application

Introduction

How to

The PACE Application is a KDOA web application. Use Microsoft Internet

Explorer browser to access the KDOA web application site. All KDOA web
Applications are secured and encrypted.

The following are the steps to access the Main Menu of the PACE Web
Application.

Step Action Results

1. Sign-on to KDOA Web KDOA Home Page is displayed.
Applications with your username
and password.

/2 KDOA Home Page - Windows Internet Explorer Q@@
G- N bs.g0v A% % [ IR

Fle Ed® View Favores Tocks Help X @onvert v [ Select

¢ Favorkes s 8 wed Applcations Portal I KDOA Intranet Home Page  §ig KDOA Provider See [ k0OAMan Ste 2] Phone Book ) Get More Add-ons ~ 48 Suggested Stes +

£ »
55+ | @ XDOA Home Page "\ KDOA Home Page X fitome ~ ) YReadMal Pt - Page v

- Web Applications
KANSAS

DEVELOPMENT Ver  2009/11/18@08:44:14
DEPARTMENT ON AGING

Velcome Logged in at 200911/18Q08:44:14

Logout

KDOA Home Page Your Profile Help

TRAININGUSER

Welcome to the KDOA Web Applications Home Page

Select one of the following links 1o navigate to your requested web application.

To log off of the KDOA Web Application pages, click the Logout link in the upper righthand comer of the web page.

INFORMATION

Help Desk hours are from 7:00 am to 5:00 pm Monday thru Friday

Voice Mail covered after hours

J Trusted stes fa v Rio% -

2. Click the "PACE" button. The PACE Directory Listing will be

displayed.
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Directory Listing

Introduction

The first page that you will be directed to is the Directory Listing. The
customers that are listed on this directory are associated with your
individual organization.

PACE (Program of All-inclusive Care for the Elderly)

\»DIRECTORY LISTING \

Notification of PACE Information
Referral, Eligibility, and Services Information

% KDOA : PACEKD:!
www.aqing.state ks.us

Date Submitted: From: | show all

Last Name Searrch First Namer Search

v | To: | upper limit + | Enroliment | show all

SSN Search

v | Show Records wi No Action Required [ (&9
SRS Case# Search

NH

P Date 3 Birth SRS
Notes Edit LastA First Organization = PACE SRS KDOA  KAMIS Id ‘Submitted Enroliment Medicaid g::renanenl Date Case#
0/0 FLINTSTONE | WILMA | Midland PACE K P PSq 02/12/2010 | New Enroliment | 00963258741 12/01/1940
0/0 FLINTSTONE | FRED | Midland PACE Ko | PKg | P Sq | 30000576 | 02/12/2010 | New Enroliment | 00546879231 07/04/1935 | K123456789
1-2
Table Columns Action

Notes Additional notes have been made

Edit Opens the detailed customer information window
Last Customers last name

First Customers first name

Organization

The Organization that added the customer. PACE
Organizations will see only their customers. SRS and KDOA
will see all customers.

PACE Indicates the organization that needs to review recent
information on a customer. The indicators are divided
SRS into organizational groups.
e P=PACE

KDOA

| e K=KDOA
KAMIS ID Viewable to KDOA only
Date Submitted Date PACE Application was submitted
Enrollment Enrollment type — New Enrollment, Disenrollment, etc.
Medicaid Medicaid ID number

NH Permanent Date

Date customer was placed in a nursing facility
permanently.

Birth Date

Customers date of birth

SRS Case #

SRS Case number
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Search Process

Introduction The search process will only return customers that are associated with the

users PACE organization. SRS and KDOA will be able to access all customers.

/2 PACE Directory - Windows Internet Explorer

——
g@ v | haps ks.gov! viB B4 x .‘l P~
{ Favories | (@ PACE Directory - B % v Page~ Safety~ Took~ -
Notification of PACE information Ver  2000112/11@09.04:12 PACE : TRAININGUSER | KDQA Home
PACE (Program of All-inclusive Care for the Elderly) Referral, Eligibiity, and Senvices Information www Aging State Ks US P |
\»DIRECTORY LISTING \
Create New Entry

Date Submitted: From: | show all v | To: upper limit v Enroliment | show all v Show Records wi No Action Required [ (&

Last Name Search First Name Search SSN Search SRS Case# Search

Select reporting criteria and press the Go button to dispiay repon

Criteria Selection Fields
Date Submitted From

Action
Show all — default. Or select a date. The dates listed in the
drop down list are the application submission dates.
Upper limit — default. Or select a date. The dates listed in

the drop down list are the application submission dates.
Enrollment Enrollment Types:

e Show all - default

e New enrollment

e Annual Re-assessment
e Dis-enrollment

Date Submitted To

Show Records w/No Action | e Unchecked — will return only the customers that

Required require action for the users organization.
e Checked — will return all Customers associated with for
the users organization.
Search by: To search all customers be sure to click on the Show
e Last Name Records w/No Action Required checkbox.
e First Name
e SSN
e SRS Case#
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PACE Organization - Create Customer

Introduction The below screenshot is the Customer Information Page.

£ Form on PACE_[5_3166_1_IV - Windows Internet Explorer )
G v @ s b gov v B a e x P
Fe Cd Vew Fovortes focs e

W Pevortes 8 Ferm on PACE_ES 3066 1 1Y -8 UM - Peme Sdety s ek -

( PACE Organmization -

Orparvaaton Waand PACE Exvoliment States New Exvoliment Date Submitted

Part)

Phone Ssu Date Of Buth

Private Pay ] o Oate
Case Hanagor Phooe Emadt Fax
Envoliment Accepted [™) Date Of Pace Assignment

Enroliment Denbed By Customer 7] Customer Reason

K

0ot 189

Poce Dented [7) Pace Reason

&

Det183
NH Temporary (7] WH Temporary Dt Tomp. Fackty Mame EsL Leagth Of Stay

10 Permaneat 7] MW Parmanent D¢ Parm. facity Mame

Death ] Date Of Deam
Paco Comments

001308

Pace Rep. Signature Pace Rep Date
Aftachmeonts
AddUser AddDate Mod User Mod Date
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PACE Organization - Create Customer (continued)

How to

The following are the steps to create a new PACE customer.

Step Action

Results

1. Click on the Create New Entry
button on the Directory Listing

Opens the PACE Organization
section of the application.

Data enter the customers
information.

Click on the Create button.

Customer is added with an e-mail
notification being sent to the SRS
and KDOA contacts.

(2 Form on PACE_ES_3166_I_IV - Windows Internet Explorer @@@

e — = =
KD ) = (&) hetps: juebapps. sana ke.gav v & |[[4]x]| 23 2]
File Edt View Favorites Tools Help
(@ Form on PACE_ES_3166_1_IV
S ~
A PACE Organization - |
1
Organization Midland PACE Status New Date 92/71@72707107
Partl
First Name [FRED | Last Name |FLINTSTONE | Medicaid# 00545879231 sex M ¥
Address | 101 CAVE LANE | city | ToPEKA County SN | Zip 66601 ]
Phone §7854296A4987 SSN i 111223333 | Date Of Birth |07/04/1935 |
Responsible Person ‘PEEELES RUBBLE Relationship DAUGHTER
Home Phone [785-295-4444| Work Phone |785-296-5555|
PartIvV
Private Pay [7] Medicaid Referral Anticipated Enrollment Date [94/01/2010 |
Case Manager GRAY SLATE Phone |785-296-4986 | Email iEMAIL@EMAIL COM Fax
Enroliment Accepted Date Of Pace Assignment |g4/01/2010 |
Enroliment Denied By Customer [7] Customer Reason ‘_‘
[
00f188
Pace Denied [] Pace Reason |
Josg
i
00f188
NH Temporary [] NH Temporary Dt ‘ Temp. Facility Name | | Est. Length Of Stay
NH Permanent [7] NH Permanent Dt Perm. Facility Name | ‘
Voluntary Di: [] Voluntary Di Date | Disenroliment Reason |
WG —
|
00f188
y Di: (@ Date State Approved ]
Death [7] Date Of Death
Pace Comments |- —
]
[
00f308
Pace Rep. Signature |PACE Pace Rep Date |03/15/2010
Attachments || |
Add User AddDate Mod User Mod Date
-
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PACE Disenrollment

Introduction

How to

The PACE organization is the only one that can disenroll a customer from the
program.

The following are the steps to disenroll

Step Action Results
1. Select the customer from the PACE Organization page is
Directory. displayed.
May need to click on the Show
Records w/No Action Required
checkbox.
2. Click on the Edit button. Fields become available.
3. Change the appropriate
information regarding the
disenrollment.
4. Click on the Apply button. Information is saved.
5. Click on the Disenrollment Changes the customer status to

button.

Disenrollment with an e-mail
notification being sent to the SRS
and KDOA contacts.

/= Notification of PACE Information - Windows Internet Explorer

P T
@‘_‘. ) @ €] https ks.gov

. File Edit View Favorites Tools Help

¢ Favorites 1€ Notification of PACE Information

PACE (Program of All-inclusive Care for the Elderly)

’\DIRECTORY LISTING \

Notification of PACE Information
Referral, Eligibility, and Services Inforn|

BACE Organization [1]. [pACE Organization - FLINTSTONE, FRED DOB: 07/04/1

SRS [1]
KDOA [1] ?
s [EpT| | [ DISENROLLMENT |
File Upload (0) Organization Midland PACE Enrollment Status New Enrollment
Notes Only
Partl
First Name FRED Last Name FLINTSTONE
PRINT VIEW
Address 101 CAVE LANE City TOPEKA County sH
Date Of Birth 07/04/1222
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SRS Information

Introduction

How to

Once the SRS contact is notified of the new customer or updated

information, SRS’s appropriate information will need to be either added or

updated.

The following are the steps to add SRS information to the customers record.

Step Action Results
1. Select the customer from the
Directory.
May need to click on the Show
Records w/No Action Required
checkbox.
2. Click on SRS menu link Opens the SRS section of the
application.

= Notification of PACE Information - Windows Internet Explerer

@ v [ b [opees vig SEPTIRC | s
Mo [t Vew Fovortes Toch e
B Nctton of PAT i oematon 58 I v Fages Saletye Tok e @
1 -
BACLOfQRRIIASN (Y] ("SR5 . FLINTSTONE, WILMA DOB: 12/01/1940 SSN: 444556666 MEOICAION 00963258741
AR5 (1)
KDOA (1) LAewly Chaages
1
g
TPETTTII P e DLAND - KNASAGAGHGRE GOV DON (V0K PACE - amisa@agng 13 gov o Comemant
=
Mates Onix Ot 188
EES Speciabst PACE SRS EES Phane Emad Vamise@agng 3. oo Fax
BRET VEW
Case Number
SiRecipient [~] Spenddown (7] GAMBILMS Reciplent (7] Approx. Parscipant Otlgation
Mot Current Reckpwent ] " ) Recetved On
Denval inegiie Do To
Pace Approwed [ Effective Dt Partopent Otégason
Next Review Dato Approved Next Review Derved (7] Deniied Due To
Parvcipent Otigaton Change Effective New Part Colgation
Egity Comments
vl
0er 163
1S Spociatat Signature (1S Specastet Date
Allactements
A3 User MOLAND Ad Dt 03122010 Mod User Mod Dt
v
< >
J Irsted shes L 100% -

contacts who will be notified of
the information to be reviewed.
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SRS Information (continued)

Step Action

Results

Data enter the customers
information.

4.

(> Notification of PACE Information - Windows Internet Explorer

Fle Edt View Favortes

* |E] hups ks.gov
Tools  Help

i Favorkes | @ Notification of PACE Information

@l x [ Pl

PACE Notification of PACE Information
(Program of All-inclusive Care for the Elderly)

\DIRECTORV LISTING \

Referral, Eligibilty, and Services Information

Ver 201003/15@10:36:11

SRS: PACESRS | KDOAHome #
Page | Logout

Case Number K123456789

Denial Ineligible Due To
Pace Approved (7] Effective Dt 04012010

NextReview Date 051012010 | APproved Next Review
Participant Obligation Change Effective |
Eligibility Comments

00f 188

EES Specialist Signature PACESRS

Attachments |
Add User MIDLAND Add Dt 03/15/2010 Mod User Mod Dt

PACE (). SRS - FLINTSTONE, FRED DOB: 07/04/1935 SSN: 111223333 MEDICAID# 00546879231 CLIENT IS IN KAMIS |
. SRS
KDOA (1] Apply Chasges
1
Loc
PACE KDOA Email Comment
File Upload (0) PACE. MIDLAND - KAMISII@AGING KS.GOV

— == L

L NotesOmly 00188
EES Specialist PACE SRS | EES Phone [785-205-1111] Email  kamisii@aging ks gov | Fax

PRINT VIEW

Sl Recipient Spenddown [7] QMB/LMB Recipient [~] Approx. Participant Obligation 75

Not Current Recipient [] Application Needed [ Application Received On |

Participant Obligation |75

New Part Obligation

EES Specialist Date 03/16/2010

Denied [] Denied Due To

Add Additional Notes

Click on the Apply Changes
button.

Information is added with an
e-mail notification being sent
to the PACE and KDOA
contacts.
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KDOA Information

Introduction

How to

Once the KDOA contact is notified of the new customer or updated
information, KDOA’s appropriate information will need to be either added or

updated.

The following are the steps to add KDOA information to the customers

record.
Step Action Results
1. Select the customer from the

Directory.

May need to click on the Show
Records w/No Action Required
checkbox.

2. Click on KDOA menu link

Opens the KDOA section of
the application.

@ v |&] hitps ks.gov.
Fle Edt View Favortes Tools Help

¢ Favorites @ notication of PACE Information

= Notification of PACE Information - Windows Internet Explorer D@@
= e

Sl x| 3

Ver 2010/03/15@10:39:17

Notification of PACE Information KDOA : PACEKDOA
PACE (program of Alkinclusive Care for the Eiderly) Referal, Eligibity, and Services nformation www aging state ks us SO ﬂlﬁf"—mme
\ DIRECTORY LISTING
BACE Organization [1].  [kpOA - FLINTSTONE, FRED DOB: 07/04/1935 SSN: 111223333 MEDICAID# 00546879231 CLIENT IS IN KAMIS }
SRS 1]
OA (1] Apply Changes
1
Loc
e —— PACE RS Email Comment
PACE. MIDLAND - KAMISI@AGING KS. GOV SRS, PACE - kamisii@aging ks.gov
 HleWsleadii g
Notes Only 00f188
Enrollment Status New Enrollment
PRINTVIEW Kamis 1D PASRR
Assessment Dt LOC Score Threshold Met | i
I Delete This Record Name Agency
Deemed Eligible (] Ineligible ] Waived Eligible 1] Approved By
Kdoa Representative Loc Information Dt
Services Currently Received
Attachments
Add User MIDLAND Add Dt 03/15/2010 Mod User Mod Dt

Add Agditional Notes

3. Select the PACE and SRS
contacts who will be notified of

the information to be reviewed.
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KDOA Information (continued)

Step Action

Results

Data enter the customers
information.

4.

(= Notification of PACE Information - Windows Internet Explorer

\DIRECTORV LISTING \

O ~ (B srorson iz g 122z vewsion 1o Gl
Fle EGt View Favorites Tools Help
i Favorites | @ Notification of PACE Information
Notification of PACE Information Ver  2010/03/15@10:42:46 KDOA - PACEKDOA A Home
PACE (program of Allinclusive Care for the Eiderly) Referral, Ellgibility, and Sendces Information www.aging state ks us P!'ﬂiui)l-— ooout

'PACE Organization [1].

~ KDOA - FLINTSTONE, FRED DOB: 07/04/1935 SSN: 111223333 MEDICAID# 00546879231 CLIENT IS IN KAMIS I—

L sRsm(M
KDOA [1]

_ EileUpload (0)

PRINT VIEW

Delete This Record

1

PACE
} PACE. MIDLAND - KAMISII@AGING.KS.GOV

SRS Email Comment
SRS. PACE - kamisii@aging ks gov
s
001188

Y v

Enroliment Status New Enroliment

Kamis ID 30000576 | PASRR |45

Assessment Dt 11202009 | LOC Score 72 Threshold Met

Name | GRAY SLATE | Agency [Rock A waY SERVICES

Deemed Eligible [7] Ineligible [] Waived Eligible [] Approved By [kpoa

KDOA Representative PACE KDOA LOC Information Dt 11/20/2009
Services Currently Received HMKR, ATCR. HMEL

Attachments
Add User MIDLAND Add Dt 03/15/2010 Mod User Mod Dt

Add Additional Notes

Click on the Apply Changes
button.

Information is added with an
e-mail notification being sent
to the PACE and SRS contacts.
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Annual Reassessment - KDOA Only

Introduction Every year a new assessment is performed. At that time, the updated
information can be added into the PACE application.
How to The following are the steps to enter the customers annual reassessment
information.
Step Action Results
1. Select the customer from the

Directory.

May need to click on the Show
Records w/No Action Required

checkbox.
2. Click on the KDOA page on the KDOA information page is
menu. displayed.
3. Click on the Annual A new version of the KDOA
Reassessment. Information page is created.
4, Enter the new assessment
information.

Click on the Save button.

Continue to the LOC page.

{ Notification of PACE Information - Windows Internet Explorer Ex

ks.gov,

<15

File

@ |£] hitps
Edit View Favorites Tools Help

7 Favorites | @ notification of PACE Information

v 8]%(x| [ 28

Notification of PACE Information

PACE (Program of All-inclusive Care for the Elderly) Referral, Eligibility, and Sevices Information

\D[RECTORV LISTING \

Ver  2010/03/15@10:42:46

KDOA: PACEKDOA | KDOA Home
www.aging state ks.us

Page | Logout

—{ KDOA - FLINTSTONE, FRED DOB: 07/04/1935 SSN: 111223333 MEDICAID# 00546879231 CLIENT IS IN KAMIS |

_PACE Organization [1]
SRS [1]
T wmAmal 1
KDOA [1]
= EDIT Annual Reassessment
Loc
e | Statustd
Eile Upload (0)
T | Kamis ID 2000057¢  PASRR <2
Notes Only
Assessment Dt 11202005 LOC Score 72 Threshold Met
Assessors Name GRAY SLATE Agency ROCK A WAY SERVICES
PRINT VIEW

Deemed Eligible 7 Ineligible [~ Waived Eligible [~ Approved By xnoa

KDOA Representative FACE KDOA LOC Information Dt 11202002

Delete This Record Services Currently Received H1ik=, ATCR, HIEL
Attachments

Add User MIDLAND Add Dt 03/15/2010 Mod User PACEKDOA Mod Dt 03/15/2010

Add Additional Notes
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Delete This Record - KDOA Only

Introduction

KDOA has the ability to delete a customer record. Caution should be used,
as this will permanently delete all the customer information. If the customer
is deleted in error, the information will need to be recreated through the

PACE Organization.

The following are the steps to delete a customer record.

Step Action Results
1. Select the customer from the
Directory.
May need to click on the Show
Records w/No Action Required
checkbox.
2. Click on the KDOA menu item. KDOA information page is
displayed.
3. Click on the Delete This Record Customer record is permanently
button located under the menu deleted.

items.

7.7 Favorites (& Notification of PACE Informatior

£ Notification of PACE Information - Wind

pr——

Q & A £ | https ks.gov.

File Edit View Favorites Tools Help

PAC E {Program of All-inclusive Care for th|

\DIRECTORY LISTING \

'PACE Organization [1]. [{—F“NT

SRS [1]
KDOA [1] )
A Previ
10C ]
File Upload (0) FLINTS
Notes Only
PRINT VIEW Cognitll
Code (
Code 1
Code 9
Delete This Record Orien
3-wor
Spelli
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Level of Care (LOC)

Introduction The level of Care information is from the assessment that KDOA performs.
As this information is entered into the Kansas Aging Management
Information System (KAMIS), the information can be automatically
transferred into the PACE Application to the LOC page.

Criteria The information will be displayed for transfer to the PACE Application if it
meets the following criteria matches:

e KAMISID
e Medicaid ID
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Level of Care (LOC) (continued)

How to

The following are the steps to complete the Level of Care information
transfer.

Step

Action

Results

1.

Click on the LOC link in the menu.

Level of Care information is
displayed.

ication of PACE Information - Windows Internet Explorer
/v | hios k.o
Fle Edt View Favortes Tools Hep

7 Favorites 8 Notification of PACE Information

PACE (Program ot Alkinciusive Care for the Eicerty)

)\ DIRECTORY LISTING

Notification of PACE Information Ver 2010/03115@10:42:46
Referral, Eligibility, and Services Information

KDOA: PACEKDOA | KDOA Home *
w2900 st vs us Pate | Lotout

PACE 2]

[4‘ FLINTSTONE, FRED DOB: 07/04/1935 SSN: 111223333 MEDICAID# 00546879231 CLIENT IS IN KAMIS }]

( Previous KAMIS LOC }

FLINTSTONE, FRED - UAI dated 1112012009

Uniform Assessment Instrument Scoring

BRINTVIEW [Coxo
Code 0 - no impairment
Code 1- inpairment with the tested area Code
‘Code 9 - unable to test
Orientation (day of the week, month, year, President) 0
3-word recall (pen, car, watch) 0
‘Spelling backward (table): 1
Clock Draw (all #s, spacing of #s, hands at 11:10): 0
Definition of Code for ADLIADL Code
Independent 1
Supenvision Needed 2
Physical Assistance Needed 3
Unable to Perform 4
Enter the code in the box to indicate the customer”s level of seif-performance.
Activities of Daily Living UAI Code
Bathing 3
Dressing 3
Toileting 2
Transferring 1
Walking, Mobility 1
Eating 1
Instrumental Activities of Daily Living UAI Code
Meal Preparation 4
Shopping. 4
Money Management 4
Transportation 4
Telephone 1
Laundry. Housekeeping 4
Medication Management, Treatment 4

RISKS: Current or Recent Problems (check all that apply) Code
Falls (Last 1 month 1) (Last & month total 3 ) v
Neglect_ Abuse _ andior Exploitation _ By others _

Informal Support - check appropriate choice
Yes -there is support (do not multiply out)

Inadequate X
No - thera Is no support

Behavior - check the appropriate choice(s) it any difficutty

[ Wandening X
Socially Inappropriate/Disruptive
| Decision MakingLudgement

Was this person on HCBS/FE prior to 7-1-007
Comments:

Copy LOC from KAMIS

UAI - Functional Reliability

Total Score of ail Cognition, ADL, IADL and RISKS for Threshold Guide = | 72

Long-term Care Threshold Guide
Sum of
Multipller x = Weight = Total Cog.
nition
0 x 2 [=[ o |scores
0 x 2 [E[o
1 x 2 = 2 2
o x 2 [0
Multiplier for Threshold Guide
0
1
1
2

Long.term Care Threshoid Guide Scoring
Multipier x | Weight = | Total

1 x 4 [ a |Sumor
ADL
1 x S = (30 | acores
1 K[ 5 R[S
0 K[ 5 E[0O
0 x 3 =l o 12
0 x T E[o
Multiplier x| Weight = | Total
2 x 5 [ 10 |sumor
2 x| 3 [ & |wmoL
2 x T i N
2 x 3 [[s
0 x 3 =0
2 x 3 E[ e 45
2 x 5 =] 10
Multiplier x | Weignt = | Total
x 3 [ 3
x 5 =] 0
it customer has difficutty in the Sum of
Informal support category, enter 4 as total: | RISKS
scores
Multiplier x | Weight = | Total
1 k& F[a
if customer has difficulty in any
behavior category, enter 5 as total
Muttipler x | Weight |~ | Total
12

1 x 5 =| 5

Is this a HCBS/PD transfer customer?

{ Coanition Threshold scoring Guide |

Code 0 - no impaiment
Code 1- impaifment with the tested area
Code 9 - unable 1o test

Uniform T

Tool HCBS and IE L Care

Independent 1 []
Supenvision Needed 2 1
Physical Assistance Needed 3 1
Unable to Perform 4 2

Definition of Code for Assessments  Code | Multiplier for Threshold Guide

Enter Customers evel Long-Term Care

Add Additional Notes
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Level of Care (LOC) (continued )

Step

Action Results

2.

Click on the Copy LOC from Information is copied.

KAMIS button.

1 X ) = 5
Decision Making/Judgement

Total Score of all Cognition, ADL, IADL and RISKS for Threshold Guide =

‘Was this person on HCBSIFE prior to 7-1-007 Is this 3 HCBS/PD transfer customer’3
—————————————————

Copy LOC from KAMIS

72

r-'Cognition Threshold Scoring Guide

Code 0 - no impairment
Code 1 - impairment with the tested area
Code 9 - unable to test

~ (I)ADL Threshold Scoring Guide

Uniform Assessment Instrument Tool HCBS and |E Long-Term Care Threshold Guide
Definition of Code for Assessments Code Multiplier for Threshold Guide

0

1

Physical Assistance Needed 1

Unable to Perform 4 2
Enter Customer's Self-Performance Level Long-Term Care Threshold Scoring

Independent
Supervision Needed

W N A

Add Additional Notes

Click on the Save button.

record.

Completes the saving of the
information to the customer

Informal Support - check approriate choice

O Yes-thereis support
® Inadequate .
O No-thereis no support  1X4=|"

Behavior - check appropirate choice(s) if any difficulty
Wandering
Socially Inappropirate/Disruptive 0
Decision Making/Judgment [ 1x5-[5 |

p— J

Add Additional Notes
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Editing Information

Introduction

How to

From time to time, new, updated or corrected information may need to be
saved to the customer record. In order to enter this information, the
customer information should be edited. When information is edited, a new
version is created so that the information can be compared.

The following are the steps to edit the customers information.

Step Action Results
1. Select the customer from the
Directory.
May need to click on the Show
Records w/No Action Required
checkbox.
2. Click on the KDOA page on the KDOA information page is
menu. displayed.
3. Click on the Edit. A new version of the KDOA
Information page is created.
. e cuin view ravurives OO neip
7.7 Favorites | /@ Notification of PACE Information
PACE (Program of All-inclusive Care for the Elderly)
\DIRECTORY LISTING D
(PACE Organization [1]  (kpoA - FLINTSTONE,
SRS [1]
KDOA [1] L
Loc [EDIT] [Annual Reaq
File Upload (0) Enrollment Status New E
Kamis ID 20000572 PASRR
Notes Only
Assessment Dt 11202002
4, Enter the new, updated,
corrected information.
5. Click on the Save button.
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Reviewing Information

Introduction In the course of information sharing between the PACE Organization, SRS
and KDOA the following process has been developed.

E-Mail Upon the implementation of the PACE Application, each organization, PACE,
Notification SRS and KDOA will have indicated the e-mail notification ranking of the PACE
Rank Application users. The users will be listed under the appropriate fields to be

selected on the SRS and KDOA pages.

PACE i - " Notification of PACE Information Ver 2010/0315@10:39:17 KDOA : PACEKDOA | KDOA Home
(Program of All-inclusive Care for the Elderly) Referral, Eligibility, and Services Information www.aqing.state.ks.us

Page | Logout
\DIRECTORV LISTING \

PACE Organization [1]

4 KDOA - FLINTSTONE, FRED DOB: 07/04/1935 SSN: 111223333 MEDICAID# 00546879231 CLIENT IS IN KAMIS }%

1
i (PAcE SRS Email Coy |
File Upload (0 PACE, MIDLAND - KAMISI@AGING.KS.GOV SRS, PACE - kamisii@aging.ks.gov |
.
PRINT VIEW Kamis ID | PASRR s
Directory The Directory will indicate the organization that needs to review recent
information on a customer. The indicators are divided into organizational
groups.
e P=PACE
e S=SRS
e K=KDOA
[ J

s Date
Drganization PACE SRS KDOA  KAMIS Id Submitl
lidland PACE SKe | Pw V P S | 0212i2

lidland PACE | S Ko | P K | P Sy | 30000576 | 0211212
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Reviewing Information (continued)

PACE Review When the PACE Organization creates a customer in the application, upon
saving an email will be sent to both the default contacts of SRS and KDOA.
Once those contacts sign-into the application they will be able to review the
information. Once reviewed, the contact should click on the appropriate
review button. The record will be time stamped with the date, time,
person’s name who reviewed the record.

SRS Review When SRS completes or updates the information regarding the customer in
the application, they have the option of who to send the e-mail notification
to within the PACE Organization and KDOA. Once those contacts sign-into
the application they will be able to review the information. Once reviewed,
the contact should click on the appropriate review button. The record will
be time stamped with the date, time, person’s name who reviewed the
record.

KDOA Review  When SRS completes or updates the information regarding the customer in
the application, they have the option of who to send the e-mail notification
to within the PACE Organization and SRS. Once those contacts sign-into the
application they will be able to review the information. Once reviewed, the
contact should click on the appropriate review button. The record will be
time stamped with the date, time, person’s name who reviewed the record.
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Reviewing Information (continued)

Examples Below are examples of the review option and the timestamp of the review.
PACE ) ) Notification of PACE Information Ver  2010/03/15@10:39
(Program of All-inclusive Care for the Eiderly) Referral, Eligibility, and Senvices Information www.aqing.state ks.us|

\DIRECTORY LISTING \

PACE Organization [1]

,-I’ PACE Organization - FLINTSTONE, FRED DOB: 07/04/1935 SSN: 111223333 MEDICAIQ

SRS [1]
KDOA [1] i
SRS 03/15/2010 10:36:26 AM PACE SRS [ Reviewed by KDOA]
LOC
File Upload {0) Organization Midland PACE Enrollment Status New Enroliment Date Submitted 02/12/2010
Notes Only
Notes Onl Part|
PACE ; ; Notification of PACE Information Ver  2010/03/15@10:3
(Program of All-inclusive Care for the Elderly) Referral, Eligibility, and Services Information www.aging.state.ks.us

\DIRECTORY LISTING \

PACE Organization [1]
SRS [1]

KDOA [1]

LOC

File Upload (0)

Notes Only

- PACE Organization - FLINTSTONE, FRED DOB: 07/04/1935 SSN: 111223333 MEDICAI

1
SRS 03/15/2010 10:36:26 AM PACE SRS KDOA 03/15/2010 10:39:31 AM PACE KDOA MANAGER

Organization Midland PACE Enrollment Status New Enrollment Date Submitted 02/122010

Part|
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Comparing Information Versions

Introduction

How to

After information has been changed it is possible to compare the changes
between different versions.

The following are the steps to compare versions of the customers

information.

Step Action Results

1. Select the customer from the
Directory.
May need to click on the Show
Records w/No Action Required
checkbox.

2. Click the page on the menu The normal display will be
where the information is to be the default view.
compared.

{2 Notification of PACE Information - Windows Internet Explorer

< ISAQOLTE
File Edit View Favorites Tools Help

¢ Favorites (€ Motification of PACE Information

2 ks.gov “"%“’ X ;“ U

\DIRECTORY LISTING \ ~

BACE Orqanization [1]. ["pACE Organization - FLINTSTONE, FRED DOB: 07/04/1935 SSN: 111223333 MEDICAID# 005468792

SRS [1]
KDOA [1]

LoC

File Upload (1)

Notes Only

PRINT VIEW

Compare versions
EDIT DISENROLLMENT

Organization Midland PACE Enroliment Status New Enroliment Date Submitted 02/12:2010

Partl
First Name R0 Last Name FLINTSTONE Medicaid# 00542373221 Sex i
Address 10 City ToPEKA County SN Zip 22201
Phone 755-235-43 Date Of Birth 07/0¢/13525

Relationship DAUG
Work Phone 7

Responsible Person FEEELES RU
Home Phone 755-232-¢44;
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Comparing Information Versions (continued)

Step Action

Results

3. Click on the Compare Versions

radio button.

The changed information will
display in yellow, with the
yellow color representing the
previous versions

information.
{Z Notification of PACE Information - Windows Internet Explorer
@ |&] https:// ks.gov, V} 4 | x| 1*
File Edit View Favorites Tools Help
5.¢ Favorites (€ Notification of PACE Information

\DIRECTORY LISTING \

122

BACE Orqanization [1]. [pacE Organization - FLINTSTONE, FRED DOB:

07/04/1935 SSN: 111223333 MEDICAID# 005468792

SRS [1]

© Normal displa

DISENROLLMENT

KDOA [1]

File Upload (1)

07/04/1935

07/04/1935

Phone 785-295-4257 SSN 111222222 Date Of Birth

Responsible Person FESELES RUBBLE

Home Phone 755-23¢-¢44¢

PartIV

Private Pay |~

Case Manager GRAY SLATE Phone 73s%-

Enroliment Denied By Customer [~ Customer Reason

Notes Only Organization Midland PACE Status New Date 02/12/2010
Partl
PRINT VIEW
First Name FRED Last Name FLINTSTONE Medicaid# 00542573221 Sex 1
Address 101 CAVE LANE City TOPEKA County SN Zip #2201

Relationship DAUGHTER

Work Phone

Medicaid Referral [- Anticipated Enroliment Date 02012010

£-¢332 Email EMAIL@EMAIL COM

Enroliment Accepted [7 Date Of Pace Assignment 021012010

785-296-555¢

785-296-5555

Fax

)
00f188
Pace Denied [~ Pace Reason )
00f188
v
< >
Done

«/ Trusted sites Ja v H100%
a
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File Upload - Attaching File

Introduction At times, it is necessary for supporting information to be attached to the
customers record. Most file types can be attached to a record in the PACE
Application. All attached files are saved and located on the system database,
therefore they are secured.
How to Follow the steps below to attach a file to a specific customers record.
Step Action Result
1. Select the customer from the
Directory.
May need to click on the Show
Records w/No Action Required
checkbox.
2. Click on the File Upload menu link A separate Upload file window will

display.

PAC E (Program of All-inclusive Care for th

\DIRECTORY LISTING \

PACE Organization [1]

{( FLINT

SRS [1]
KDOA [1] p—
A Previ
i6c

File Upload (0) ELINES

Notes Only
PRINT VIEW COQ"‘:I

Code

:p2_USER... [= |[B)X]

Z https:/Awebapps.aging.ks.gov/?p=128:2:4333598833361159::::

L

(Browse... |

Upload Filz - Fil size limited to 1mb!

File Name
lApplication: PACE Id: 73
name delete size source added by

‘ : ‘ Post/Delete File

J Trusted sites

Yy v ®100% -

Page 25




File Upload - Attachlng File (continued)

be attached. Documents must be

your desktop. (After upload and
verification they can be deleted
from the network or desktop)

saved first. Either to the network or

Step Action Result
3. Click on the Browse button Choose File to Upload dialog box
displays.
4, Browse to the saved document to For best results attach only the

following type of documents:

Document Action
Type

Word Convert documents to pdf before attaching

Excel Convert documents to pdf before attaching

PDF (Acrobat) Attach with no additional steps needed

Graphics Attach JPG or GIF type graphics — do not attach TIF

(Electronic FAX) files
E-Mail Save the document first to the network or desktop.

5. On the Choose File to Upload
dialog box, click on Open button

File is selected and entered into the
Upload File field.

_
(2 https:Ifwebapps.aging.ks.gov/?p-128:2:4333598833361159::::P2_USER... [= |[B][X]

| C:f F_FLINTSTONE_CLOCK_DRAW_11202009.pdf | (Browse...
Uplcad File - File size limited to 1mb!
L - I'[ PostDelete File |
Filz Nams
Application: PACE Id: 73
name delete |size source added by
,,v’ Trusted sites fg v ®W100% ~
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File Upload - Attachlng File (continued)

Step Action Result
6. Enter a Name in the File Name field.

72 https:/iwebapps.aging.ks.gov/?p-128:2:4333598833361159::::P2_USER... [= |[E][X]
| € F_FLINTSTONE_CLOCK_DRAW_11202009.pdf | Browse... )
Uplcad File - File size limited to 1mb!

‘CLOCK DRAW 11-20—2009{ }
File Name

Application: PACE Id: 73

name delete size source added by

J/ Trusted sites Yo v ®100% <

7. | Click on Post/Delete File button Completes the upload. Table of the
attached file(s) is displayed.

=
= https:/fwebapps.aging.ks.gov/?p=128:2:4333598833361159::NO::P2_SHOW_SHARE_WITH: - Files In

[

Fie(s) Uploaded 03/15/10 11:08:2
Upload File - File size limited to 1mb!

| -
‘ ] Post/Delete File
File Name

IApplication: PACE Id: 72

name |delete | size source added by

|CLOCK DRAW 11-20-2009 [] [22.452 |F_FLINTSTONE_CLOCK_DRAW_11202009.pdf (03/15/2010 11:08:27 |PACEKDOA

IDone J Trusted sites ¢ | ®Ri0% ~

Note: If the file is too large a warning notice will be displayed that the file
was too large and was deleted.

. Delsted

8. | Once a document has been
attached a number will display
next to the File Upload menu link
indicating the number of files that
have been attached.
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File Upload - Viewing File

Introduction All attached files can be viewed once posted to the system.

How to Follow the steps below to view an attached file to a specific customers record.
Step Action Result
1. | Select the customer from the A separate Upload file window will
Directory. display. The table will display all the

attached files.
May need to click on the Show

Records w/No Action Required
checkbox.

-
Z https:/fwebapps.aging.ks.gov/7p=128:2:4333598833361159::

[ |[ Browse... ] -

e{s) Uploaded 03/15/10 11:08:27 AM
Uplcad File - File size limitad to 1mb!

[ -
! Post/Delete File
File Name

Application: PACE Id: 723

name |delete | size source

2
3

| by
CLOCK DRAW 11-20-2009 | [7] |23,452 F_FLINTSTONE_CLOCK_DRAW_11202009.pdf (02/15/2010 11:08:27 |PACEKDOA

J Trusted sites f3 v ®100% ~

2. Click on the file name "CLOCK DRAW 11-20-2009" in the
above example
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File Upload - Viewing File (continued)

Step

Action

Result

3. | The document will openina
separate window.

£ https
Fiw Edt GoTo

. Favorites

o '

ks.gov

Favortes  Help

['2 it

v &[4 | X

€ https: fjiwebapps. agng ks, goviplsfapex_dvijwwy_flo.,

"

Custarer Name IS0 PUNTITONE

UAI = Page & - NeTtion

_ Date

—

ALY B0 Cuse el

Doss anyene s you prepare food or beng food 1o you? Yes [ Mo [ yes, anwwer the folowng

who

wnat

W

Mow

LUNCH

~

v

A e rupmer

ATe you fOROMING any moarted arens)* ves [ wo B3

AR 30y Of e MOAITed e 00CIOH prescned” ves [ wo B

Chech aach medifed Sl Biewed
LOW 50auUm (&%)

SNech T ceiar peecribed A02 A ae the D of Be Socier

Low gl

LOW *ZTNQIeEeny

Rena

Caoce commied

NTECN Lppemens

T amal meas dary

Vegelarar

PUreed

ETNG TEI g

113

Aszez00r
16 N6 Cuslomer

Saronan St Qo e
€0+ sigom Pemon

PRYBONTy FOMesouna

" Upoune, RGNS Of 399, OFf G0+ SIgie Person

| Jostyry nomebound

| Lectmed

Taatied Serson regarsent of age waang ek 20s sighe Senen
I e e e e e T

Clock Draw

(= hitps:/iwebapps.aging.ks.govipls/apex_dviiwwy_flow_file_mgr.get_file?p_securily_group id-997325 - ... E|@IE

i3 |

P~

4. To return to the PACE Application,
click on the "X" to close the
separate browser window.
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File Upload - Deleting File

Introduction Any attached files can be deleted from the PACE Application by the person who
attached the file to the customers record.

How to Follow the steps below to delete an attached file to a specific customers record.
Step Action Result
1. | Select the customer from the A separate Upload file window will
Directory. display. The table will display all the

attached files.
May need to click on the Show
Records w/No Action Required
checkbox.

/2 hitps:/hwebapps.aging ks.gov/?p-128:2:4333598833361159::N0::P2_SHOW_SHARE_WITH: - Files In... [= |[B]X]

‘ |(Browse... ] iy
Uplozad File - File size limited to 1mb!
[ -
‘ ! Post/Delete File
File Name
=
lApplication: PACE Id: 73
name delete | size source added by

CLOCK DRAW 11-20-2009 | [7] (22,452 |F_FLINTSTONE_CLOCK_DRAW_11202009.pdf 03/15/2010 11:06:27 |PACEKDOA

IDone J/ Trusted sites 2 v | R100% ~

2. | Click on the check box under the File is deleted from the system.
delete column. Click the
Post/Delete File button.

3. | Toreturn to the PACE Application,
click on the "X" to close the
separate browser window.
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Additional Notes

Introduction

How to

The Additional Notes section contains a communication tool to post

notations on the specific customers record.

The following are the steps to add a note to a customers record.

Step Action

Results

1. Select the customer from the
Directory.

May need to click on the Show
Records w/No Action Required
checkbox.

2. Click on the Notes Only menu

Notes page is displayed.

3. Click on the Additional Notes link.

All notes are displayed or a new
note can be added.

PACE (Program of All-inclusive Care for the Elderly)

\DlRECTORV LISTING

Notification of PACE Information Ver
Referral, Eligibility, and Services Information

010/06/20@13:53:36

ISD : DEBYZIMMERMAN | KDOA
www.aging.state. ks.us

Home Page | Logout

SRS [1] Additional Notes [2]

| Display Only Un-Read Notes )
KDOA [2] y Only 1 Yes No

LocC

File Upload (0)

Notes Only Waiting on paperwork from daughter.

PRINT VIEW

Post Additional Information

Is there a contact person for this customer?

from: KDOA PACE User

from: SRS PACE User

06/20/2010 01:58:01 PM

06/15/2010 10:54:32 AM

4, Click on the Post Additional
Information button.

Notes comment box is displayed.

5. Type comment

6. Click on the Post New Entry
button.

Note is posted to the Additional
Notes listing.

Is there 3 contact person for this customer?

44 of 2000

L Concel L Post ew Entry
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Additional Notes - Reading(continued)

Introduction

How to

Once the note is posted, the note will display in large blue letters which
indicates that the note has not been read.

The following are the steps to read a note on a customers record.

Step Action Results

1. Click on the Notes Only Menu All notes are displayed or a new
and then click on the Additional | note can be added.
Notes link.

2. Click on the blue text of a note. Note format is changed to
regular text and is marked as
read.

PACE (program of Alkinclusive Care for the Eiderly) Rewr:‘?gﬁ;gﬁ;;;::gix};‘;’;’l‘:f‘::;aﬁon Vewgﬁ ISD : DEBYZIMMERMAN | KDOA

Home Page | Logout
\DIRECTORY LISTING \

Eiltgr npfiﬁnc

PACE Organization [1]

SRS [1] Additional Notes [2] l
— cvooen. Display Only Un-Read Notes formation
. KkpoA[2l ey Sl . Reac Hotes @ iyes @ o
~ K¢ [|sthere a contact person for this CUSIOMEr? ~emmmmmmmmmm Unread Note
file Unload 10 from: KDOA PACE User 06/20/2010 01:58:01 PM
_ Notesomly | Waitingon paperwork from daughter -—— Read Note
from: SRS PACE User 06/15/2010 10:54:32 AM
PRINT VIEW
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Print View

Introduction

How to

It may be necessary to print the customers record information.

The following are the steps to print the customers record.

Step Action Results
1. Select the customer from the
Directory.
May need to click on the Show
Records w/No Action Required
checkbox.
PACE (Program of All-inclusive Care for th|
\ DIRECTORY LISTING '\
PACE Organization [1] 4}—“‘"“1
SRS [1]
KDOA [1] ¢
+ Previ
i0C
File Upload (0) FLUNTS
Notes Only
PRINT VIEW Cognit
Code
Code 1
Code 4
Delete This Record Orien
3-wor
Spelli
2. Click on the Print View link A web page listing all pages ready

for printing from the browser.

Select File — Print.
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Closing the Application

Exiting the To exit the application, click on the red "X" button in the upper right corner
Application of the browser window. This will allow the KDOA Web Application Home
Page to be displayed.
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