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CCO1 Enrollment Form
(Data in this guide is fake)

The purpose of this form is for a CCO to enroll a new person into their organization and
into the appropriate program type, either Health Homes or Basic HCBS Plan Support.

Prior to completing the form, the CCO must ensure four specific requirements are met:
1. Person must be OPWDD Eligible
2. Person must have an LCED Effective Date on file that is less than 12 months old
3. Person must have active Medicaid on file with OPWDD
4. CCO must have a signed consent for the person enrolling

The CHOICES roles that will have access to this form are the following:
CCO Supervisor — Create, edit and submit

CCO Level 2 — Read only

CCO Level 1 — Read only

Agency Compliance Officer — Read only

CCO1 Enrollment Form Section

From the main CHOICES Screen, click, Workplace, to display the sub-sections of
CHOICES.

Scroll over the tiles, or click the “right” direction arrow, until the CCO1 tile displays, click
on the tile to display the CCOL1 subsection.

i Dashboarthe Asnourcementsbashioard - Hirooft Dysamics CHH - Windows Inteme Exploner provided by Rew York State FWED =18 x|

T e L |

CRM et bestjmiA1

=
X F=}

o Welcome

Mo om0 LS80 et
i Code Migrasions

6/19/2018 2



Views and Sorting

The default view is to the “Active” list. Within this list, Saved forms will display.

The user can change the View. Click on the down arrow to next to the current view to
display all System Views available.

+ Active CCO Enrollments +
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By clicking on the, Inactive CCO1, the list displays all inactive forms. See “Form
Statuses” Section on the meanings of Active and Inactive.
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Each column on the list has a column header, which can be used to sort the list. Hover
to highlight, then click to sort.
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To Search for a Specific Individual

Within the CCO1 sub-section, for either the Active or Inactive list, enter the TABS ID
into the “search for records box” and click, Enter.

dnew BOMETE - moEMALAUN + [BANAPORT-  [OCCRTTODKE  MMADVANCIORND @IHELP ONTHIS FAGE v

+ Active CCO Enrollments ~ | 7]

o dame D Progyam Cose esa OB Dite | Msefes Oe T

€001 tor CARRINGTON COUSY DONTTR MISRILLIZEDR. . 201788 BS2600RT .- BASC (061 ADVANCEC  CINTRAL NIW YORK D50

Form Statuses

All forms in CHOICES have 2 types of statuses, Active or Inactive and then the form
status, noted as Status Reason.

Active status for the Documentation Submission form is:

1. Saved — A saved form can be opened, edited and then saved or submitted.

Inactive status for the CCO1 form is:

1. Processed — this form has been submitted and filed to TABS.
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How to Create and Submit the Form

The person to be enrolled will not be known to the CCO in CHOICES, therefore they will
not be on the “Individuals” list.

Go to the CCO1 sub-section under, Workplace.
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At the CCO1 section, click on the “+ New”
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+  Mame TABSID Program Code DDsO CCO Effective Date Modified On
CCO1 for CARRINGTON COLBY DEXTER MERRELLFREDRL.. 201788 £E0B0097 -- BASIC 0261 ADVANCE C CENTRAL MEW YORK DD30O 7/1/2018 ©/5/2018 12:28 PM
CCO1 for DOETOM 201783 50080097 -- BASIC 0235 ADVANCE C BROOKLYM DDSO 7/1/2018 ©/6/2018 315 PM

1. Enter the TABS ID of the person in the TABS ID box, then click Lookup.
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2. The results will load, check the person’s name, if a match, click on the TABS ID
number, which is a hyperlink to pull the information into the CCOL1 form.

New CC@1-CCO Enrollment

= Individl Lookup
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The form will load with the person’s demographic and the Agency (CCO)’s information.
All fields with a red asterisk* are required even to initially save the form. Any field with a
lock is not available to the user to complete.

4is Microsoft Dynamics CRM « % WORKPLACE v+  CCOL-CCOEnroim... | v New CCO1-CCOEnT...

EIsave GPSAVE&CLOSE [E]SAVEANEW + NEW @HELPONTHISPAGE @BEAQ T SUBMITFORM

CCO1-CCO ENROLLMENT : INFORMATION

New CCO1-CCO Enrollment

» Individual Lookup -
“ General
Individual Information

Individual TABSID
-

& 202182
Last Mame Date of Bith
@ TesTCCO @ 111990
Frst Name Prone Number
8 UNDA @ -
Middle Inial Medicsid Number
[ & aconnasc
Adaress Line 1 state
B MAINST @

Address Line 2 Zp

[ & 13345

Gy County of Residence
@ Town & anes

€CO Information

B ADVANCE CARE ALLIANCE OF NY INC.
TAES Program Code oDse

onsent farm on file for this individual' envollment inta the CCO/HH or Basic HCBS Blan Support

€CO Effective Date
& 771/2018

€CO Signatures

To the best of my knowledge, s ingvicual meets all of the ehigibiliy eriteria necessary for paricpaton in Sasic HCBS Plan SUBpart o Health Homes.

€00 Comtacr's Bzcironic Signature

Only two fields, TABS Program Code and Individual Consent, need to be completed by
the user to submit.

Hover over the field to highlight, then click to view the options or the Look Up icon.

The Look Up icon is the option in CHOICES for all TABS Program Code fields. (see the
graphic on the next page)

CCO1-CCO ENROLLMENT : INFORMATION
New CCO1-CCO Enrollment

ity ounty of Residence
City County of Resid
& Town @ KNGS

CCO Information

cco

|8 ADVANCE CARE ALLJANCE OF NY INC

TABS Program Code DDsSO

Individual Consent
The CCO has a consent form on file for this individual's enrollment into the CCO/HH or Basic HCBS Plan Support.

No
CCO Effective Date
& 7/1/2018

€CO Signatures
To the best of my knowledge, this individual meets all of the eligibility criteria necessary for participation in Basic HCBS Plan Support or Health Homes.

CCO Contact CCO Contact's Electronic Signature
& Patricia Walshwasserman -

CCO Contact Phone Number
& 518-555-5555

Messages
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NOTE: Each CCO will be affiliated with multiple DDSOs, please be sure to select the
DDSO to which the person is registered. The Notice of Decision will have the DDSO. If
unsure, please contact any of your affiliated DDSOs for help.

Otherwise once the enrollment is submitted, an error message regarding the person not
being registered in the DDSO will display and the enrollment will get blocked.

CE01-C00 ENROLLMENT - INFORMATION

New CCO1-CCO Enrollment

B TOWN [

L0 Infermation

B 518-555.5558

Messages
8-

Once the TABS Program Code is selected the corresponding DDSO will automatically
complete.

Next, the CCO user must acknowledge they have a signed consent form on file.
Change the default of “No” to a “Yes” by clicking on the field.

CCO Information

cco

B ADVANCE CARE ALLIANCE OF NY INC.

TABS Program Code DDso

50060072 -- H HOME 0235 ADVANCE C & BROOKLYN DDSO

Individual Consent

The CCO has a consent form on file for this individual’s enrollment into the CCO/HH or Basic HCBS Plan Support.
Yes

CCO Effective Date

& 7172018

If necessary, the user can “Save” or “Save & Close” the form and return later to submit.

o

New CCO1-CCO Enrollment

* Individual Lookup &)

« General

Srdividhual Infaimation

'] 8 203143
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How to Submit the Form

At this time, there are no documents necessary to upload to the CCO1 prior to
submission.

If the form has not been saved, the “Submit Form” icon is visible at the top of the form
on the command line.

4 Microsoft Dynamics CRM «  #%  WORKPLACE »  (CO1-CCOEnrolim.. | »

EISAVE [JISAVERCLOSE EJSAVE&NEW o NEW QHELOONTHSPAGE GEIFAQ  § SUBMITFORM

CCOL-CCO ENROLLMENT - INFORMATION

New CCO1-CCO Enrollment

» Individual Lookup
“ General

Individual Information

TAESID

8 200143
Date of Binth
@ TEsTCCO & 111990
First Name. Phone Number
B UNDA B -

If the form had been saved before needing to submit, then, at the top of the form, click
the 3 dots to display more functions, including, “Submit.”

4is Microsoft Dynamics CRM ~  #% | WORKPLACE ~  CCO1-CCO Enrolim... | ~

Hsave Ei'saveaclose EJsavesnew < wew il DELETE
CCO1-CCO ENROLLMENT : INFORMATION

CCOL1 for TESTCCO, LINDA

4Individual Lookup

+ General

Individual Information

Individua TABS

] -]

Last Na Date of Birth
B TESTCCO B 1711990

Once the form has been submitted the user must wait till the form has completed
processing to TABS. A yellow line displays at the bottom of the form with “Inactive
noted.

The user must read the TABS Warning messages.

) Craate
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TABS Messages

The first line of the message box will note if the form’s submission was successful or
not.

The subsequent “Warning” messages are critical to read and if necessary update or
correct the person’s record to ensure the enrollment will occur the 1 of the next month.

Messages

#  Form successfully submitted to TABS on 6/12/2018 at 4:30 PM

TABS Warning on 6/12/2018 at 4:30 PM
TABS Action: CCO Enrollment

Initiated by: Patricia Walshwasserman

Inactive

To view the whole message, use the scroll bar at the end of the message box, not the
form’s scroll bar.

“PENDING Add to CCO..."” is a valid message since the add is always the 15t of the next
month.

Messages

B The attempted Add for TESTCCO,LINDA will be filed as a PENDING
Add to CCO Program transaction, for the
following Reason(s):

Add Date Program # Program Name
07/01/2018 50060072 50060072 -- H HOME 0235 ADVANCE C

@ Inactive
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TABS Messages- Continued

Other messages must be reviewed and action taken. The LOC message means the
LCED Effective Date is not on file in TABS and CCO enrollment cannot occur until this
is fixed. However, the enrollment will pend until the issue is fixed. Enroliment will be
the 15 of the month following the fix being filed.

Messages

& Add Date Program # Program Name
07/01/2018 50060072 50060072 -- H HOME 0235 ADVANCE C
Pending Reason(s)
FUT = The Add to Program Date is a Future Date.
| LOC = Individual does not have Current ICF Level of Care on filel

Not Reqistered in this DDSO message means the form has not filed to TABS for a
pending enroliment.

The person being enrolled into one of the CCO programs may not be registered in the
DDSO that the particular program code selected on this form is affiliated.

If the user sees this message, go back and check the paperwork on the person to see
the DDSO that registered the person or call the DDSO for this information.

Messages

"]
TABS Error on 3/21/2018 at 1:14 PM

TAES Action: CCO Enrcllment

Initiated by: testacal0l CCO Supervisor
Message:

*=* NOT REGISTERED IN THIS DD50 =**

Active

At this time, the following 2 messages are also possible and will pend the enrollment
until the issue is fixed. Enrollment will be the 15t of the month following the fix being filed.

Messages

MCD = No Medicaid Eligibility.
ELG = Individual must be OPWDD Eligible or Provisional (to age 10)
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