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Welcome to the NH EASY User Guide (Phase 2)

About This Guide

The NH EASY User Guide (Phase 2) is designed to assist the Area Agencies and Case Management
Agencies in navigating the system functionality related to service management for individuals receiving
services in New Hampshire.

> Individual service management related activities include detailed processes and steps to
complete system functionality.

> Screen and Dashboard visuals (labeled as Figures) will provide a summary of system
functionality and navigation options.

» You may also refer to the Appendix, which includes a list of Figures used throughout the User
Guide, as well as descriptions for all statuses related to this phase.

Access to NH EASY

> Access to NH EASY is needed to complete the actions in this user guide.

> Please obtain your username and password or contact your Administrator to assist with user
access.

> NH EASY URL/Application: https://nheasy.nh.gov

Help/General Navigation

» Hovering over an icon will expose a tool tip describing the action icon (e.g., View/Edit, Delete).

» Therewillbe a El HELP on every page of the NH EASY application that helps the user to easily
interact with the page.
> Required fields are identified in the system by a red asterisk (*).


https://nheasy.nh.gov/

Section 1: Service Management Dashboards

The Service Management Dashboard serves as the gateway by which Area Agencies and Case
Management Agencies can access all service management functionalities available within the NH EASY
application. It is the summary page which enables workers to track and manage the tasks associated
with their specific organization and consists of various grids focusing on specific stages of the service
management, case management assignment, Individualized Service Agreement (ISA), and service
authorization processes.

The following processes associated with Dashboards will be discussed in this section:

> Navigating to the Service Management Dashboard(s)
» Using the Dashboard Data Grids
> Additional Dashboard Functionality:

o Searching for an Individual Record

o Uploading Documents

o Viewing Upload History

Section 1.1 Navigating to the Service Management Dashboard(s)
To access the Service Management Dashboard for your organization:

1. Upon initial log-in, the NH EASY system will display the ‘At A Glance’ screen as the landing page.
2. Click the ‘View Dashboard’ button located within the Service Management banner at the center
of the screen.

‘N H EASY MY ACCOUNT SERVICES FORMS FAQs m
GATEWAY TO SERVICES
COMMUNITY BRIDGES, INC
Q T A G LA N C E Last Sign In: Monday, April 17, 2023 03:04 PM EDT
e n E HELP
MY FUNCTIONS
aves Agency ntake and Elghily
AA Intake Dashboard
Service Management Service Management _VEWM
Dashboard
LTSS Dashboard
CFl Dashboard ﬂ Long Term Services and Supports
View Case Status
Search Presumptive CF1PI
=e lan Management VIEW DASHBOARD
Start Presumptive
Search Applications
&) View status for cases authorized for your organization

Start Application

Figure 1: At A Glance



When working within any of the service management function related screens of the application, the
dashboard will be accessible by selecting the ‘Back to Service Management Dashboard’ link at the top
of the screen.

Workers may also access the Service Management Dashboard from any other location within NH EASY
unrelated to service management through the ‘Service Management Dashboard’ link located below the
My Functions header as shown above.

Section 1.2 Using the Dashboard Data Grids

On the Service Management Dashboard under the ‘Open Activities’ header, there are five activity-
specific grids (listed from top to bottom): Caseload, Medicaid, Individual Service Management, Service
Authorizations, and Case Management Assignment. Each grid is populated with all the corresponding
activities that are involved in that specific process. Any activity that requires an action by the logged in
Area Agency (AA) or Case Management Agency (CMA) is marked with a red asterisk (*). The Caseload
grid for the AA Supervisor dashboard and CMA Supervisor dashboard displays information for the
agency as a whole and are not worker-specific, whereas the Caseload grid for the Case Manager/Service
Coordinator dashboard displays individuals specific to that worker.

The Service Management Dashboard is tailored to the particular role of the worker that is logged in to
the NH EASY application. Certain grids and/or statuses displayed on the dashboard will depend on the
user’s role/permissions. Below are the dashboard versions by role:

> NH EASY AA Supervisor Dashboard
» NH EASY Case Manager/Service Coordinator Dashboard
> NH EASY CMA Supervisor Dashboard

Overall functionality of the dashboard remains the same across roles. The columns in the grids represent
the total number of days the activity has been pending, or in the case of the Caseload and Medicaid
grids, the columns represent the total count of individuals. The rows represent the status of the activity,
or in the case of the Caseload and Medicaid grids, the caseload sub-type and the Medicaid openings or
closures within the past month, respectively. The counts in each grid are hyperlinks. When selected, the
corresponding search screen displays, populated with the information that applies to the listed search
criteria.

The sections below provide an in-depth explanation of the overall layouts of each grid and how to use
the information provided to efficiently identify and access activities. The grids are described by what is
most logically expected to occur in the workflow, not by the order they are displayed on the dashboard
(top to bottom).

Section 1.2.1 Caseload Grid

The Caseload grid, located on the top left corner of the dashboard, can be used to track the total
number of individuals in an organization broken out by whether or not the individual is receiving
waivered services. Case Managers and Service Coordinators will only see their own worker-specific
caseload in this grid, whereas AA Supervisors and CMA Supervisors will see the caseload of their agency
as a whole.



CASELOAD Counts
Total 6
Waivered Individuals 3
Non-Waivered Individuals 3

=  “Total” indicates the volume of an agency’s entire caseload. It is the sum of waivered and non-
waivered individuals, including those not requesting services.

=  “Waivered Individuals” includes the count of individuals who are receiving waivered services,
indicated by a case management type of ‘Waiver.’

=  “Non-waivered Individuals” includes those who are receiving no services or non-waivered
services, indicated by a case management type of ‘Targeted’ or ‘Family Support.’

Section 1.2.2 Medicaid Grid
The Medicaid grid, located on the top right corner of the dashboard, can be used to track the number of
records that have had their Medicaid eligibility open or closed within the last month.

MEDICAID Counts
Open In Last 30 Days @ 5
Closed In Last 30 Days @ 0

Section 1.2.3 Individual Service Management Grid
The Individual Service Management grid, located on the middle-left area of the dashboard, can be used
to track the progress of individual records throughout the service management workflow.

The grid displays service management records grouped by status and the total number of days elapsed
since that record moved into a certain status. Each step involved in the service management process is
reflected by an individual service management status. Statuses are listed within the grid in the order
they are most logically expected to occur in the workflow.



INDV SERVICE MGMT Count By Calendar Days

0-7 8-14 =14
Service Decision Pending 0 0 0
CMA Assignment In Progress 0 3 0
SA Upload Pending 0 0 0
Assessments Upload Pending 0 0 0
ntake Completion Pending 0 0 0
No Services Requested 0 2 0

Through this grid, users have the ability to view service management records that are managed by their
agency and are in progress. Service management records that are completed, indicated by a status of
‘Open,” will not be displayed on the dashboard but can be accessed through the Individual Service
Management Search. Service management records will be rolled off from this grid once they have
reached a status of ‘Open’ or ‘Closed’ (both not dashboard displaying statuses). However, workers can
always locate completed records (open and closed) through the Individual Service Management Search
screen (Section 1.3.1 Searching for an Individual Service Management Record).

Section 1.2.4 Case Management Assignment Grid

The Case Management Assignment grid, located on the bottom left corner of the dashboard, can be
used to track the progress of a record throughout the Case Management Assignment workflow. This grid
is only visible on the AA Supervisor and CMA Supervisor dashboards and will not be visible on the Case
Manager/Service Coordinator dashboard.

The grid displays case management records grouped by status and the total number of days elapsed
since that record moved into a certain status. Each step involved in the case management assignment
process is reflected by a case management level status. Statuses are listed within the grid in the order
they are most logically expected to occur in the workflow.

CASE MGMT ASSIGNMENT  count by Calendar Days
0-7 8-14 >14

CMA Assignment Pending 3 2 1

Incoming Acceptance Pending 2 1 0

Outgoing Acceptance Pending 1 0 0O

CMA Assignment Rejected 0 1 0

CM Assignment Pending 2 0 4




Through this grid, users have the ability to view case management assignments that are managed by
their agency. Case management assignments that have been accepted will no longer be displayed on the
dashboard of the initiating agency and will be displayed on the dashboard of the receiving agency. Case
management assignments will be rolled off from this grid once they have reached a status of
‘Completed’ (not a dashboard displaying status). However, workers can always locate completed records
through the Case Management Search screen (Section 2.1 Searching for an Individual’s CMA

Assignment).

Section 1.2.5 Service Authorizations Grid
The Service Authorizations grid, located on the middle right area of the dashboard, can be used to track
the progress of service authorizations (SA) before and after being submitted to BDS for approval.

The grid displays SAs grouped by status and the total number of days elapsed since the SA moved into a
certain status. Each step involved in the SA process is reflected by a SA status. Statuses are listed within
the grid in the order they are most logically expected to occur in the workflow.

SERV'CE AUTHS Count by Calendar Days

0-7 814 >14
Draft 2 8
More Info Needed
BDS Review Pending
BDS Approval Pending
Funding Availability Pending
Denied
Void

= N U N W N B

3 7
5 4
4 5
3 1
1 0
0 1

Through this grid, users have the ability to view SAs that are managed by their organization. Service
authorizations that are closed — meaning they have become inactive or termed — will not be displayed
on the dashboard. Any SA with a status of ‘Void’ or ‘Denied’ that has not had a status update in 90 days
will automatically be rolled off from this grid. However, workers can always locate closed, voided, or
denied SAs through the Service Authorization Search screen (Section 6.1 Searching for a Service
Authorization).




Section 1.3 Additional Dashboard Functionality

In addition to the dashboard grids, there are buttons located at the bottom of the dashboard which
offer additional functionality to search for an individual record, upload documents, and view upload
history (part of a future phase/user guide).

@ Need to submit documents without creating an activity? UPLOAD DOCUMENTS

O\ Get started by searching for a record.

Figure 2: Additional Dashboard Functionality

Section 1.3.1 Searching for an Individual Service Management Record

The search feature on the Service Management Dashboard provides users an efficient way to access the
various Search screens from one place. When clicking this button from the dashboard, the landing
Search page is the Individual Service Management Search. However, the type of Search screen can be
changed by toggling through the following Search Type options:

= Case Management — See Section 2.1 Searching for an Individual’s CMA Assignment for further
details on how to search for a case management assignment.

= Service Authorization — See Section 6.1 Searching for a Service Authorization for further details
on how to search for a service authorization.

S E Q R C H Last Sign In: Tuesday, April 18, 2023 11:43 AM EDT
— [Z]HeLp
MY FUNCTIONS = < BACK TO SERVICE MANAGEMENT DASHBOARD
At A Glance Your search: Search Type Individual v
C
e B First Name Last Name 3 S s
Service Management A
Dashboard
LTSS Dashboard Status CMA CM Type Area Agency
) . v v v Moore Center Services™
CFl Dashboard
View Case Status
Search Presumptive * Date Type Created Date b
. 3 *From *Ta
tart Presumptive
; 04/18/2022 3| 04/18/2023 =
Search Applications

MY PROFILE =

Figure 3: Search Landing Page



The Individual Service Management Search allows users to search for individuals assigned to their Area
Agency, Case Management Agency, and/or Caseload depending on the user’s role and permission level.

S EAR C H Last Sign In: Thursday, October 06, 2022 02:40 PM EDT
I [2] HELP
MY FUNCTIONS - < BACK TO SERVICE MANAGEMENT DASHBOARD
At A Glance Your search: Search Type  Individual v
AA Intake Dashboard
First Name Last Name SSN MID
Service Mgmt Dashboard
LTSS Dashboard
CFl Dashboard Status CMA CM Type Area Agency
v v v Moore Center Services™
*Date Type = Created Date ~
From To
Start Presumptive 01/01/2021 = 01/01/2022 =
Search Applications
Start Applicatior CLEAR ALL SEARCH
MY PROFILE -
i i - View: 50 Sort by: Name (A-Z ~
Security Settings Displaying 1-3 of 3 Result(s}
NAME- MEDICAID
?Ef: tlf:p: — - INDV ID STATUS WAIVER  CMA CASE MANAGER ~AREA AGENCY  CREATEDDATE REDE DATE
contact the Customer Servic
DOE, JANE- - DD Brain Injury  Laurie Moore Center 11/79/2021 09/29/2021
&, 1-844-ASKDHHS 391 RN Association Mecintosh ~ Services
(1-844-275-3447) i 09/01/2021 10/01/2021
JONES, MIKE- 1SA Upload  ABD 4U Case Michelle Moore Center
oa . :
189 Pendi:g Management  Rowling Services
MANN, KYLE- Open ) Moore Center  Tim Smith Moore Center 07/18/2021 09/18/2021
556 Services Services

Figure 4: Individual Service Management Search

To search for an individual service management record:

1. Select ‘Individual’ from the Search Type drop-down if it is not automatically populated.

Enter the individual’s information into one or more of the various search criteria fields. The only
required field is Date Type, from which you can select between Created Date, Status Updated
Date, or Medicaid Dates Between.
NOTE: You may only search for individuals belonging to your agency.
Click the ‘Search’ button to conduct the search based on the information entered into the
search criteria. This will expose a list of individuals with information that matches the search
criteria. You can customize the View and Sort by options for the results listed in this grid.
NOTE: The search results will be limited to individuals belonging to your agency.
a. If the search returns no results, “No results found for the above search criteria” will
appear in the results grid.
b. Click the ‘Clear All' button to clear the previously entered search criteria and initiate a
new search by different criteria.
Click on the individual’s hyperlinked name in the ‘Name-INDV ID’ column to access the
individual service management record.
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Section 1.3.2 Uploading Documents

The document upload feature on the Service Management Dashboard provides users the ability to
upload and submit stand-alone documents to BDS related to the service management process for any
given individual.

Users can use this functionality to upload ISA documents, HRST and SIS assessments, and any other
general documentation to an individual service management record.

To upload a document:

1. Click the ‘Upload Documents’ button located on the bottom right of the Service Management
Dashboard.

2. From the Individual Lookup screen, search for the individual you wish to upload documents for
by first name/last name or any other criteria listed and click ‘Search.’

3. From the Lookup Search Results, select the upload document icon from the Action column for
your individual.

LOOKUP RESULTS:
NAME-INDV.ID DOB LAST FOURSSN  MID AREA AGENCY DOCUMEMNI UPLOAD

Watkins, Teresa- 2055  03/16/1990 2402 14004918617 Community Bridges, Inc

Figure 5: Individual Lookup Results

4. The Documents to Upload screen will display with the demographic information of the

individual listed at the top of the page.

NOTE: The Documents to Upload screen may also be accessed through the Individual Service

Management page by clicking the ‘Upload Document’ button in the Services & Supports

Summary (Figure 17). Proceed as normal with the steps below when uploading a document from

that screen.

a. When accessing Documents to Upload from the Individual Service Management screen,

click the ‘Back to Service Management’ link at the top of the page at any point in time to
return to the individual service management record.

11



DOCUMENTS TO UPLOAD S musw

< BACK TO SERVICE MANAGEMENT
DOCUMENTS TO
UPLOAD
INDIVIDUAL INFORMATION
LAST NAME: FIRST NAME: DOB: SSN: MID: INDV ID:
P AllisON Bill 08/09/1978 *FEA*5125 34004918117 2048

This page is used to submit documents to the BDS Unit related to Intake, Functional Screen and/or Registry.

Upload Instructions:

You can only upload .pdf, .doc, .docx, .txt, xIs, xisx, .gif, .png. .jpg. .jpeg. .tif and .tiff files up to 15MB in size.
& You can upload a document with 8 minimum file size of 2KB.

« You can upload a maximum of 10 files at a time.
.

Please make sure files are NOT password protected or .PDFs with fillable forms.

Select the appropriate category and type for your document using the document category and type drop-down menu

respectively and then click on *Select File' button to upload your document and finally select 'Submit' button to complete the
attachment process and send the document(s) to the BDS Unit.

* Category * Type

Medical Documentation -BDS W Diagnosis Verification v “

Figure 6: Uploading a Document

Select the appropriate document category and type from the respective drop-downs and click
‘Select File.’
Once a file has been attached, a summary table will display the information of the upload.

Once all documents have been attached, click ‘Submit’ to finalize the upload process and send
the documents to BDS.

Section 1.3.3 Viewing Upload History
This functionality will be part of a future phase/user guide.
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Section 2: CMA Assignment
The Case Management Agency (CMA) Assignment function allows Area Agencies to assign case

management responsibilities of an individual to a CMA. The Area Agency has the ability to perform this
action through the individual’s Activity Log within the Individual Service Management screen.

The following processes associated with CMA Assignments will be discussed in this section:

Searching for an individual’s CMA Assignment
Assigning a CMA for an individual

Cancelling a CMA Assignment

Accepting or Rejecting an individual

Changing a CMA Assignment

Unassigning a CMA Assignment

YVVVVYYVYYVY

Section 2.1 Searching for an Individual’s CMA Assignment

The Case Management Search screen allows Area Agency and Case Management Agency workers to
search for the individuals that are managed by their respective agencies and understand the progress of
the CMA assignment. The search results will list all the individuals that are yet to be accepted or have
already been accepted to the respective agency.

This screen can be accessed in one of two ways:
1. From the Service Management Dashboard, click on a hyperlinked value in the Case
Management Assignment grid to search for records in that specific CMA status.
2. From the Service Management Dashboard, click the ‘Search’ button from the ‘Get started by
searching for a record’ banner.
a. You will be redirected to the Individual Service Management Search. Change the
Search Type located in the top right of the screen to ‘Case Management.’

To search for an individual’s CMA Assignment:

1. Search for the case management assignment in the top grid by the individual's First Name, Last
Name, SSN, MID, Status, CMA, Area Agency, and/or Dates (CMA Start Date or Status Updated
Date) and click Search.

a. By default, this screen retrieves current CMA information. To retrieve historical CMA
information, select ‘Include History.’

b. Click ‘Clear All’ to delete information previously entered in the search criteria and
conduct a new search. This button clears all fields in the search criteria except for the
From and To fields, which will default to show records from one month prior until the
current system date.

13



< BACK TO SERVICE MANAGEMENT DASHBOARD
Your search: Search Type Case Management v
First Name Last Name SSN MID
XXX X-XHXX
Status CMA Area Agency
v v Community Bridges, W
Date Type CMA Start Date v
From To
MM/DD/YYYY = MM/DD/YYYY = J Include History

Figure 7: Case Management Search Criteria

2. Search results will appear in the bottom grid by Name, Individual ID, Status, Current CMA,
Receiving CMA, Start Date, End Date, and Area Agency.

a. You may sort the results using the View and Sort by drop-down menus. View controls
the number of records displayed on the screen at one time. Sort by controls the order in
which the results are listed in the grid.

b. If the filtered search returns no results, “No results found for the above search criteria.”
will appear in the results grid. You may return to Step #1 to perform another search.
NOTE: The results retrieved in the search are limited to individuals belonging to the
logged-in user’s agency or caseload, depending on the user’s permissions.

Displaying 1 - 10 of 10 Result(s) View: 50 % Sortby: Name(A-Z) v

NAME - INDV START

D STATUS CURRENT CMA RECEIVING CMA DATE END DATE AREA AGENCY

ALLISON, BILL M N Restorat C t
*ERET Massignment heuronestorative 00/00/0000  00/00/0000 o UMY

2048 CMA1 Bridges, Inc

IREJE(Ied
phkil Communit, Communit
LEONARD - Complete Ry 04/06/2023  00/00/0000 oMUY
Bridges, Inc. Bridges, Inc

2052

DARRIAN, . ;

GLORIOSE - CM Assignment Cqunmumty 04/06/2023  00/00/0000 Colmmumty

2053 Pending Bridges, Inc. Bridges, Inc

Figure 8: Case Management Search Results

3. Upon locating the record in the results, click on the hyperlinked name. Clicking the hyperlink
will redirect you to one of two screens depending on the CMA level status of the record (See
Table 1 below for further details):

14



a. Redirects to the Individual Service Management page (Figure 16) where you may view
the details of the individual service management record and CMA history (Figure 15).
b. Redirects to the CMA Assignment screen (Figure 11 and Figure 12) ONLY if the record
has a CMA status of ‘CMA Acceptance Pending’ (incoming) where the logged-in agency

needs to accept/reject the assignment.

Table 1: CMA Search Hyperlink Functionality

‘ Status Hyperlink Functionality
CMA Assignment Hyperlink redirects user to
Pending Individual Service Management
screen (Figure 16).
CMA Acceptance Hyperlink redirects user to the

CMA Assignment screen (Figure
11 and Figure 12).

Pending (Incoming)

CMA Acceptance
Pending (Outgoing)

Hyperlink redirects user to the
Individual Service Management

screen (Figure 16).

CMA Assignment Hyperlink redirects user to the

Rejected Individual Service Management
screen (Figure 16).

CM Assignment Hyperlink redirects user to the

Pending Individual Service Management

screen (Figure 16).

Section 2.2 Assigning a CMA for an Individual

Description

to assign a CMA through the Activity Log.

On that screen, the AA Supervisor or CMA
Supervisor will have the ability to accept or
reject the CMA assignment for that
individual.

On that screen, AA roles will have the ability

On that screen, AA users or CMA Supervisor

(whoever made the CMA assignment) will
have the ability to view the individual
service management record and/or cancel
the assignment they had initiated.

On that screen, AA users or CMA Supervisor

(whoever made the CMA assignment) will
have the ability to view the individual
service management record and/or re-
assign a different CMA.

On that screen, the CMA Supervisor or AA
Supervisor will have the ability to view the
individual service management record and
assign a Case Manager.

AA Supervisors, AA Case Managers, and CMA Supervisors will have the ability to assign CMAs through
the Service Management Activity Log in NH EASY. CMA Case Managers/Service Coordinators will not

have access to this function.

To assign a CMA for an individual:

1. Locate the individual through the Individual Service Management Search or the CMA

Assignment Search.

NOTE: An individual service management record can be accessed in multiple ways from the
Service Management Dashboard, as explained in Section 1: Service Management Dashboards.
2. Access the individual service management record by clicking on the individual’s name from the

search results.
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3. You will be redirected to the Individual Service Management page, where you may scroll down
to the Activity Log accordion.

4. Select ‘Assign CMA’ from the Activity drop-down, select the receiving Case Management Agency
from the CMA drop-down, and click the ‘Add’ button.

ACTIVITY LOG A

DATE ACTIVITY OWNER COMMENTS
04/18/2023 CMA Unassigned Bolanos, Nicole

04/18/2023 SIS Received Bolanos, Nicole

04/18/2023 HRST Received Bolanos, Nicole

04/18/2023 Case Manager Assigned Bolanos, Nicole CM:Nicole Bolanos
04/06/2023 Service Management Initiated Bolanos, Nicole

Activity
v
| ssgnchn

Figure 9: Activity Log - Assigning a CMA

Once the activity has been added, the action will be reflected in the Activity Log grid above with an
automated comment “CMA: [name of CMA selected].” The service management record will be displayed
on the initiating agency’s Service Management Dashboard under the Case Management Assignment grid
with the status of ‘Outgoing Acceptance Pending’ and displayed on the receiving agency’s Service
Management Dashboard under the Case Management Assignment grid with the status of ‘Incoming
Acceptance Pending.’

Section 2.3 Cancelling a CMA Assignment

CMA assignments that are in progress — meaning they have not yet been accepted or rejected by the
receiving CMA — can be cancelled only by the agency that initiated the assignment.

AA Supervisors, AA Case Managers, and CMA Supervisors will have the ability to cancel CMA
assignments, whereas CMA Case Managers/Service Coordinators will not have access to this function.

Assignments can be cancelled by accessing the Individual Service Management page and selecting the

'Cancel CMA' activity under the Activity Log accordion. When the activity is saved successfully, the CMA
assignment will be cancelled.
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ACTIVITY LOG ~

DATE ACTIVITY OWNER COMMENTS
04/04/2023 SIS Received Boonchaisri, Natalie
04/04/2023  Service Record Created Boonchaisri, Natalie
04/04/2023 CMA Assigned Boonchaisri, Natalie CMA: Lakes Region Community Services
04/04/2023  Service Management Initiated Boonchaisri, Natalie
Activity *CMA
Cancel CMA v Lakes Region Community Services v m

Figure 10: Activity Log - Cancelling a CMA

Once the activity has been added, the action will be reflected in the Activity Log grid with an automated
comment “CMA: [name of CMA selected].” The service management record will be displayed on the
initiating agency’s Service Management Dashboard under the Case Management Assignment grid with
an updated status of ‘CMA Assignment Pending.’ The record will no longer be displayed on the receiving
agency’s Service Management Dashboard.

Once the activity has been saved, the Activity Log grid above will list ‘CMA Cancelled’ with the name and
date of the user who made the change and an automated comment displaying the name of the CMA to
which the assignment was cancelled.

Section 2.4 Accepting or Rejecting an Individual

Once a CMA assignment has been initiated, the individual service management record will be listed with
a status of ‘Outgoing Acceptance Pending’ under the Case Management Assignment grid of the initiating
agency and with a status of ‘Incoming Acceptance Pending’ under the Case Management Assignment
grid of the receiving agency.

NOTE: Only the receiving agency can either accept or reject the transfer.

To accept an individual:

1. Onthe Service Management Dashboard under the Case Management Assignment grid, navigate
to the row of records with a status of ‘Incoming Acceptance Pending’ and click on a hyperlinked
number according to the respective Count by Days range.

2. You will be redirected to the Case Management Assignment Search where you may click on the
individual’s name from the search results.

3. Onthe CMA Assignment screen, select ‘Yes’ from the ‘Accept?’ drop-down and click the
‘Submit’ button.

4. Click ‘OK’ on the confirmation pop-up message.
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Tast Sign In: Wednesday, August 10, 2022 01:34 PM EDT.

CMA ASSIGNMENT [Z]HeLp

INDIVIDUAL < BACK TO SERVICE MANAGEMENT DASHBOARD
INFORMATION
LAST NAME: FIRST NAME: cITy: REFERRING AGENCY:
Garcia Jocelyn Windham One Sky Community Services

Figure 11: Accepting the CMA Assignment

As soon as the CMA Assignment is accepted, the individual’s entire record will be made available to the
CMA and the status moves to ‘CM Assignment Pending.’

To reject an individual:

1.

Last Sign In: Wednesday, August 10, 2022 01:34 PM EDT

CMA ASSIGNMENT [@]nere
INDIVIDUAL < BACK TO SERVICE MANAGEMENT DASHBOARD
INFORMATION
LAST NAME: FIRST NAME: ary: REFERRING AGENCY:
Garcia Jocelyn Windham One Sky Community Services
* ACCEPT? No v Rejected Reason “
Exceeds Caseload
Out of Service Area
Conflict of Interest

Figure 12: Rejecting the CMA Assignment

On the Service Management Dashboard under the Case Management Assignment grid, navigate
to the row of records with a status of ‘Incoming Acceptance Pending’ and click on a hyperlinked
number according to the respective Count by Days range.
You will be redirected to the Case Management Assignment Search where you may click on the
individual’s name from the search results.
On the CMA Assignment screen, select ‘No’ from the ‘Accept?’ drop-down, select a reason for
rejection in the ‘Rejected Reason’ drop-down, and click the ‘Submit’ button.
Click ‘OK’ on the confirmation pop-up message.
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As soon as the assignment is rejected, the receiving CMA will no longer see the individual’s record in
their Service Management Dashboard and the status of the individual’s CMA Assignment reverts to
‘CMA Assignment Pending.’

Section 2.5 Changing a CMA Assignment
After a CMA has accepted a CMA assignment for an individual, they have the ability to change the
individual over to another CMA, if necessary.

AA Supervisors, AA Case Managers, and CMA Supervisors will have the ability to change CMAs, whereas
CMA Case Managers/Service Coordinators will not have access to this function.

To change an individual to a different CMA:

1. Locate the individual through the Individual Service Management Search or the Case
Management Assignment Search screens.

2. Access the individual service management record by clicking on the individual’s name from the
search results.

3. You will be redirected to the Individual Service Management page. Scroll down to the Activity
Log accordion.

4. Select ‘Change CMA’ from the Activity drop-down, select the receiving Case Management
Agency from the CMA drop-down, select the reason for the change from the Reason drop-down,
and click the ‘Add’ button.

ACTIVITY LOG ~
DATE ACTIVITY OWNER COMMENTS
04/18/2023 SIS Received Bolanos, Nicole
04/18/2023 HRST Received Bolanos, Nicole
04/18/2023 Case Manager Assigned Bolanos, Nicole CM:Nicole Bolanos
04/06/2023 Service Management Initiated Bolanos, Nicole
Activity *CMA * Reason

Change CMA v Community Bridges, Inc. v v m

Figure 13: Activity Log - Changing a CMA

Once the activity has been added, the Activity Log grid above will list ‘CMA Change Initiated’ with the
name and date of the user who made the change and an automated comment displaying the name of
the new CMA selected.
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Section 2.6 Unassigning a CMA Assignment

Area Agencies have the ability to unassign a CMA from an individual only after that CMA has accepted
the assignment. This will be indicated by the CMA level status: if the CMA status is in ‘CM Assignment
Pending’ or ‘CMA Completed,” the Area Agency will be able to unassign the CMA.

AA Supervisors and AA Case Managers will have the ability to unassign CMAs, whereas CMA Supervisors
and CMA Case Managers/Service Coordinators will not have access to this function.

To unassign a CMA:

1. Locate the individual through the Individual Service Management Search or the Case
Management Assignment Search screens.

2. Access the individual service management record by clicking on the individual’s name from the
search results.

3. You will be redirected to the Individual Service Management page. Scroll down to the Activity
Log accordion.

4. Select ‘Unassign CMA’ from the Activity drop-down. The assigned Case Management Agency
will be displayed in the CMA drop-down. Select a reason for unassigning and click the ‘Add’
button to finalize the process.

ACTIVITY LOG N

DATE ACTIVITY OWNER COMMENTS
04/06/2023 Case Manager Assigned Kadimisetty, Saty CM:null
04/06/2023 Service Management Initiated Kadimisetty, Saty

Activity

Change CMA

Figure 14: Activity Log - Unassigning a CMA

Once the activity has been added, permissions to manage and view information for that individual will
be removed from that CMA, and the Area Agency is responsible for assigning a new CMA (See Section
2.2 forinstructions on how to assign a CMA).

Section 2.7 Skipping a CMA Assignment
If the request to change CMAs was rejected by the receiving CMA, and the initiating CMA would like to
keep the individual, they may do so by skipping the CMA assignment.

When a CMA changes an accepted individual from their agency to another CMA, the CMA status is
updated to ‘CMA Acceptance Pending’ and the previously assigned CM/SC is automatically removed. If
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the receiving CMA rejects the assignment, however, the CMA status is updated to 'CMA Assignment
Rejected’ and the individual remains assigned to the initiating CMA. If the initiating CMA decides to keep
the individual in their organization (and not change CMAs again), the user can skip the CMA assignment
since the individual is already assigned to their agency. Doing so will update the CMA status to 'CM
Assignment Pending’ and the initiating CMA will be responsible for assigning (or re-assigning) a Case
Manager/Service Coordinator.

AA Supervisors, AA Case Managers, and CMA Supervisors will have access to this function, whereas CMA
Case Managers will not have the ability to skip a CMA assignment.

To bypass the CMA Assignment process:

1. Locate the individual through the Individual Service Management Search or the Case
Management Assignment Search screens.

2. Access the individual service management record by clicking on the individual’s name from the
search results.

3. You will be redirected to the Individual Service Management page. Scroll down to the Activity
Log accordion.

4. Select ‘Skip CMA Assignment’ from the Activity drop-down. The assigned Case Management
Agency, which should be your logged-in agency, will be displayed in the CMA drop-down. Click
the ‘Add’ button to finalize the process.

Section 2.8 Viewing CMA Assignment History

To view an individual’s CMA assignment history, click on the ‘CMA History’ button on the Services &
Supports Summary of the Individual Service Management page (Figure 17). This will expose the CMA
Assignment History screen (Figure 15), which will contain the history of CMA assignment activities and
statuses for a given individual.

Case Management Assignment History °

CURRENT CMA: Brain Injury Association
HISTORY
SEQ # SEQ#  STATUS CMA START DATE END DATE CHANGE REASON  UPDATED BY UPDATED DATE
Brain Injury . e
Tim Williams

1 4 Completed Association | 09/20/2022  00/00/0000 im Willi 09/21/2022

1 3 CM Assignment  Brain Injury 092072022  00/00/0000 Tim Williams 09/20/2022
Pending Association

q 5 CMA Acceptance Brain Injury 540010000 00/00/0000 Tim Williams  09/17/2022
Pending Association

1 1 ggﬁiﬁ?'g”ment 00/00/0000 00/00/0000 Tim Williams 09/15/2022

Figure 15: CMA Assignment History
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Section 3: Managing the Individual

The Individual Service Management screen will serve as a holistic, ‘360 degree’ view of an individual’s
case, including Individualized Service Agreements (ISA), functional screens and HRST/SIS assessments,
service authorizations, basic demographic/diagnosis information, and representative information. This
information will be displayed in accordion-style sections that will be collapsible to the user.

To access an individual service management record from the Service Management Dashboard:

1. Search for an individual using the Individual Service Management Search (described further in
Section 1.3.1 Searching for an Individual Service Management Record).
NOTE: You can also access the Individual Service Management Search by clicking on a
hyperlinked value in the Individual Search Management grid on your Service Management
Dashboard.

2. Click on the individual’s hyperlinked name to be redirected to the individual service
management record.

BRAIN INJURY ASSOCIATION OF NH

SERVICE MANAGEMENT |z|HE B

MY FUNCTIONS - < BACK TO SERVICE MGMT DASHBOARD < BACK TO SERVICE MGMT SEARCH

AL A Glance
Individual Information

Ad Intake Dashboard

Service Mgmt Dashboard LAST NAME: FIRSTNAME: DOB: SSN: MID: INDV 1D:
FI O Doe Jane 05/08/1997 WOO-XK-0544 61074741457 882391
CFl Dashboard
View Case Status Intake Information
Search Applications AA ELIG.DATE: WAIVER: INTAKE STATUS: HCBS BEGIN DATE: HCBS REVIEW DATE: MEDICAID REDE DATE:
08,/12/2020 DD Intake Complete  02/16/2021 05/07,/2023 00/00/0000
Start Application
SERVICES & SUPPORTS Assessments Demaographics
USER MANACEMENT -
Service Management Status:  Area Agency:
MY PROFILE _— Open One Sky Community Services
R o Strt Do
: N Completad Erain Injury Association 09/204/2022 “
Contact Information * Case Manager: * Case Management Type: * Need CM services now?
Lzurie Mclntosh  «r Targetad ~ Yes ~
MNEED HELP?
F you hae 8 question about your case. INDIVIDUALIZED SERVICE AGREEMENT W
contact the Customar Serice Center
SERVICE AUTHORIZATIONS v

Figure 16: Service Management — Services & Supports Tab
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Section 3.1 Managing Case Manager/Service Coordinator Information

The AA Supervisor or CMA Supervisor can assign a Case Manager/Service Coordinator (CM/SC) through
the Services & Supports Summary on the Services & Supports tab of the Individual Service Management
screen. The Services & Supports Summary will always be exposed and will include high-level information
related to the individual’s service and case management.

SERVICES & SUPPORTS Assessments Demographics
v

Service Management Status:  Area Agency: m
Open

One Sky Community Services

CMA Status: CMA: Start Date: UPLOAD DOCUMENT

Completed Brain Injury Association 09/20/2022
* Case Manager: * Case Management Type: * Need CM services now?
Laurie Mclntosh < Targeted e Yes s

Figure 17: Services & Supports Summary

To assign a CM/SC:

1.

Select the appropriate CM/SC from the ‘Case Manager’ drop-down in the Services & Supports
Summary.

NOTE: The Case Manager field is only enabled for users with the role of AA Supervisor or CMA
Supervisor, and will only be accessible to modify for CMA Supervisors who accepted the
individual to their agency.

Click the ‘Save’ button to save changes to the record. Saved changes will be captured in the
individual’s Activity Log.

Section 3.2 Managing Case Management Type and Current Need for Services
Once the CM/SC is assigned, the CM/SC can manage the individual’s service management information.

To change an individual’s case management type:

1.

Select the appropriate case management type from the ‘Case Management Type’ drop-down in
the Service and Supports Summary (Figure 17). This field can be updated at any time after the
initial value is set from the NH EASY Diagnosis Information screen.

NOTE: Once a service authorization for Case Management services has been approved, this field
will automatically update to ‘Waiver.’

Click the ‘Save’ button to save changes to the record. Saved changes will be captured in the
individual’s Activity Log.

To manage the individual’s current need for services:

1.

Select the appropriate response from the ‘Need CM Services Now?’ drop-down in the Service
and Supports Summary (Figure 17). This field can be updated at any time after the initial value is
set from the NH EASY Diagnosis Information screen.
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NOTE:
a. If you change the response to this question and the service management status is NOT
‘No Services Requested,’ there will be no impact.
b. If you change the response from ‘No’ to ‘Yes’ and the service management status is ‘No
Services Requested’
i. The service management status will advance to ‘ISA Upload Pending’
ii. The CMA status will advance to ‘CMA Assignment Pending’ and the existing
CMA and CM will be removed ONLY if Medicaid is open for the individual.
1. If Medicaid is not open for the individual, the CMA, CM, and CMA status
will remain unchanged.
2. Click the ‘Save’ button to save changes to the record. Saved changes will be captured in the
individual’s Activity Log.

Section 3.3 Using the Service Management Activity Log

The Activity Log accordion on the Services & Supports tab of the Individual Service Management screen
will display the history of actions taken on an individual service management record (Figure 18). This
grid will list both system-generated activities as well as activities manually added by the user. Below the
Activity Log grid, the user can take certain actions related to the individual’s service management record
(based on the user’s security role and the current status of the record).

BRAIN INJURY ASSOCIATION OF NH

SERVIC E MANAGEM ENT Lase Sign i Wednusday, Decasiser 22 2021 11:43 AM EST
[Z]HeLe
MY FUNCTIONS - < BACK TO SERVICE MGMT DASHBOARD < BACK TO SERVICE MGMT SEARCH
AA Intake Dashboard

Sarvice Mgmt Dashboard LAST NAME: FIRST NAME:  DODB: SEM: MID: INDV 1D
. ) Doz Jane 05/08/1557 WOCI0-0544 51074741457 BE2381

Intake information

AAELIG.DATE: WAIVER: INTAKE STATUS.  HCBC BEGIN DATE: HCBC REVIEW DATE: MEDICAID REDE DATE:

0&{12/2020 DD Intzke Complste  02/16/2021 05/07,/2023
SERVICES & SUPPORTS Aszeszments Demographics

USER MAMACEMENT v
e o E=E
Open Moane Center Services

MY PROFILE - UPLOBD IMERT
A WA Status: Start Date: (e

Sett Brain Injury Assocation Complieted /202022 “
* Case Manager: * Case Type:  * Meed CI now?
Laurie Mointcsh -~ Walar ~ ez o
NEED HELP? INDIVIDUALIZED SERVICE AGREEMENT

f oUW 8 SATDEN abONS o CaSR
smmepen tmg Cugnsemge Sasece Centes

SERVICE AUTHORIZATIONS

e i SERVICE AUTHORIZATION SUMMARY
ACTIVITY LOG

DATE ACTIVITY OWHER COMMENTS

1152022 Casm Manager Assigned Boonchaisr, Matalie CM: Laurie Melntosh

AV S2022 WA Accepted Boonehaier], Natalie

Vo202 Assign CMA Bolanos, Micolke CMA: Brain Injury Ascociation

Activity Comments

- -

Figure 18: Services & Supports — Activity Log
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To add an activity to the Activity Log, select an activity from the ‘Activity’ drop-down:

Select ‘Comments’ to add a comment at any time, irrespective of service management status.
This will expose the required ‘Comments’ field for you to enter your comment.

o Click the ‘Add’ button to add the comment to the individual’s Activity Log.
Select ‘Assign CMA'’ to assign the individual to a CMA. See Section 2.2 for more information.
NOTE: This option is only enabled if the CMA status is in ‘CMA Assignment Pending.’
Select ‘Cancel CMA’ to rescind a CMA assignment only before it has been accepted or rejected.
See Section 2.3 Cancelling a CMA Assignment for more information.
NOTE: This option is only enabled if the CMA status is in ‘CMA Acceptance Pending.’
Select ‘Change CMA’ to assign the individual to a different CMA. See Section 2.5 Changing a
CMA Assignment for more information.
NOTE: This option is only enabled if the CMA status is in ‘CM Assignment Pending’ or
‘Completed.’
Select ‘Unassign CMA’ to unassign a CMA only after the CMA assignment has been accepted.
See Section 2.6 Unassigning a CMA Assignment for more information.
NOTE: This option is only enabled if the CMA status is in ‘CM Assignment Pending’ or
‘Completed.’
Select ‘Skip CMA Assignment’ to maintain an individual within your agency after the request to
change CMAs was rejected by the other CMA. See Section 2.7 Skipping a CMA Assignment for
more information.
NOTE: This option is only enabled if the CMA status is in ‘CMA Rejected.’
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Section 3.4 Managing Demographic Information

The Demographics Tab of the Individual Service Management screen will contain information related to
the individual’s Demographics, Diagnoses, Representatives, and Authorized Representatives. Case
managers/service coordinators will have the ability to edit the information directly from each section.

EBRAIN INJURY ASSOCIATION OF NH

SERVI CE MAN AGEMENT Last Sign Ir: Wedresday. December 22. 2021 éa ST

MY FUNCTIONS - = BACK TO SERVICE MGMT DASHBEOARD < BACK TC SERVICE MGMT SEARCH

Az A Glance

Individual Information

AA Intake Dashboard

Service Mgmt Dashboard LASTMAME:  FIRSTMAME:  DOB: SEN: MID: INDV ID:
Doe Jzne 05/08/1937 KOOCKA-0544 61074741457 BE2331

FI Dashboard

Intake Information

View Case Status

Search Applications AA ELIG.DATE: WAIVER: INTAKE STATUS:  HCBC BEGIN DATE: HCBC REVIEW DATE: MEDICAID REDE DATE:
08/12/2020 DD Intake Complete  02/16/2021 05/07/2023 00/00,/0000
Services & Supports Assessments DEMOGRAPHICS
USER MANACEMENT o
RESIDENTIAL ADDRESS: MAILING ADDRESS: LIVIMNG ARRANGEMENT:  RACE:
MY PROFILE 2% Newbury Rock Road Lives with Famiby Other - Honduran

Windham, NH, 02841

HOME PHOME: WORK PHOMNE: CELL PHONE: HISPANIC ORIGIN:
(603} 412-1358 (603) 345-0535 (603) 123-2847 Yes
NEED HELP? PRIMARY LANGUAGE: MEEDS INTERPRETER: INTERPRETER LANGUAGE:
f you hawe aquess =1 = -
contact the Customer 5 L3 Sparlsh fe= Spanlsh
EDIT

DIAGNOSIS INFORMATION

REPRESENTATIVES

AUTHORIZED REPRESENTATIVES

Figure 19: Service Management — Demographics Tab

The Demographics Summary on the Demographics tab of the Individual Service Management screen will
always be exposed and will include high-level information related to the individual’s demographics,
which are pulled from the individual’s intake.

Services & Supports Assessments DEMOGRAPHICS
RESIDENTIAL ADDRESS: MAILING ADDRESS: LIVING ARRANGEMENT:  RACE:
25 Newbury Rock Road Lives with Family Other - Honduran

Windham, NH, 03841

HOME PHONE: WORK PHOME: ICELL PHONE: HISPANIC ORIGIN:
(603) 412-1358 (603) 349-0935 (603) 123-3847 Yes

PRIMARY LANGUAGE: MEEDS INTERPRETER: INTERPRETER LANGUAGE:

Spanish Yes Spanish

EDIT

Figure 20: Demographics Summary
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To edit the individual’s Demographic information:

1. Click on the ‘Edit’ button in the Demographics Summary (Figure 20) to open the ‘Edit
Demographics’ pop-up. This button will always be enabled.

Edit Demographics [ x)

Residential Address: Mailing Address:

* Line 1: Line 1:

25 Newbury Rock Road Windham, NH, 03841

Line 2: Line 2:
* City: * State: City: State:

Windham NH v v
* Zip: Zip:

03841

Phone Numbers:

Home: Work: Cell:
(603) 412-1358 (603) 349-0935 (603) 123-3847
Race: * Other Race: Primary Language: * Other Language:

] Black or African American
71 Asian

[ Native Hawaiian or Pacific Islander

Honduran Other v

Needs Interpreter: * Interpreter Language: Hispanic Origin:

American Indian or Alaska Native Yes v Yes v

[ white
Il Other

* Living Arrangement:

QOther v

Figure 21: Edit Demographics Pop-Up

2. Edit the necessary fields on the ‘Edit Demographics’ pop-up (Figure 21).

3. Click the ‘Save’ button to save the demographic info to the individual’s record. This button will
be enabled once all required fields are entered or any changes have been made. Any changes
made on this pop-up will automatically be reflected in the NH EASY Intake — Demographic
Information screen.

4. Click the ‘Cancel’ button to close the Edit Demographics pop-up and return to the Individual
Service Management screen without saving any newly entered information.
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Section 3.5 Managing Diagnosis Information
The Diagnosis Information accordion on the Demographics tab of the Individual Service Management
screen will display the individual’s Diagnosis information on file.

SERVICE MAN P\G EMENT R B W Wiy, Depbmiee 11 3537 11,40 an BRT

.| mI"ELP

MY FUNCTIONS - < BACK TOSERVICE MGMT DASHBOARD < BACK TO SERVICE MGRT SEARCH

Individual Infermation

A intaloe: Dashboard

Sarvice Sigmt Dashboard LAST MANE: FIRST MAME: D:DB: 55M: MAID: MDY RO
Doe Jana 05/08/1997 MO0 BLOT4TLLLET BE2391

Intale |ndormation

1
]
[}

Search Appllcations AAELIG.DATE: WAIVER: INTAKE STATUS:  HCBC BEGEN DATE: HCBC REVIEW DATE: MEDICAID REDE DATE:
08/13/2000  pp Intake Complebe 02162021 D5/07/2023 00/00/3000
Sarvices & Supports BaiEisrmants DEMDGRAPHICS
USER MANACEMENT b
MY PROFILE - RESEDENTIAL ADDRESS: MAILING ADDRESS: LIVENG ARRANGEMENT:  RALE:
) 25 Meswbuny Rock Road L walth, Farmily Dther - Honduran
. = ‘Windharm, NH, DZ841
" HORME FHOME: WORK PHOME: CELL PHOMNE: HISPANIC ORIGEN:
4503} 412-1358 {603} 3230535 (e0d} 133-3847 L
PRIMARY LANGUSGE: MNEEDS INTERFRETER: INTERFRETER LANGLIAGE:
Spanish Tis Spanish

|I

DIAGNOSIS INFORMATION
CATEGORY  DIAGNOSIS 'OTHER START DATE EMIDDATE ACTIMONS
oo Intellectual Disability - hikd 02,02/2002 DO/00/0000 =l
AB0 Infectious Brain Disease Encephalitis 08,/05,/2008 0F/10/2008 E,,,
Ml Majar Depressian 10y05,/2013 00,00, 0000 :,-
oo Other CHARGE Syndrame 01,002 /2003 00000000 r_—,\'-
MIEDICAL Typi || Dlabetes 11,01/2004 00/00/0000 &‘

REPRESENTATIVES

AUTHORITED REPRESENTATIVES

Figure 22: Demographics — Diagnosis Information



To view/edit an existing diagnosis:

1. Click the ‘Edit’ icon in the Action column of the Diagnosis Information accordion to expose the
Diagnosis Details pop-up for a given row (Figure 22).

* Diagnosis Category:

DD

*Start Date

03/01/2023

&

* Diagnosis:

Intellectual Disability Mild

End Date
MM/DD/YYYY

CANCEL

Figure 23: Diagnosis Details Pop Up

2. Make the necessary edits on the Diagnosis Details pop-up (Figure 23).
NOTE: Only the Start Date and End Date may be edited after a diagnosis is saved.

3. Click the ‘Save’ button to save the edits to the individual’s record. This button will be enabled
once all required fields are entered or any change has been made.

4. Click the ‘Cancel’ button to close the Diagnosis Details pop-up and return to the Individual
Service Management screen without saving any newly entered information.

To add a new diagnosis:

1. Click the ‘Add New’ button below the Diagnosis Information grid to launch the Diagnosis Details
pop-up. This button will always be enabled.

Add Diagnosis °

* Diagnosis Category:

* Start Date

MM/DD/YYYY

* Diagnosis:

End Date
MM/DD/YYYY

CANCEL

2. Complete all the required fields on the Diagnosis Details pop-up (denoted by a red asterisk).

3. Click the ‘Save’ button to save the diagnosis to the individual’s record. This button will be
enabled once all required fields are entered.

4. Click the ‘Cancel’ button to close the Diagnosis Details pop-up and return to the Individual
Service Management screen without saving any newly entered information.
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Section 3.6 Managing Representatives

The Representatives accordion on the Demographics tab of the Individual Service Management screen
will list the individual’s representative information. The user will have the ability to add, edit, or view
representative information from this section.

BRAIN INJURY ASSOCIATION OF NH

MY FUNCTIONS

#h Intake Dashboard

Servies Migmit Dashboard

USER MANACEMENT

MY PROFILE

SERVICE MANAGEMENT

< BACK TO SERVICE MGMT DASHBOARD < BACKTO

Individual Information

Lasz Sign e Wesnassey, Dacssbar 33, 2021 11:43 AM EST

[ EE

SERVICE MGMT SEARCH

FIRST NAME:  DOB:
05/08/1597

LAST MAME:
Do lane

Intzke: Information

SSMNC
MNOC-HH-0544 51074741457

MID: INDW 1D
832301

AAELIG.DATE: WAIVER: INTAKE STATUS:

HCBS BEGIM DATE: HCBS REVIEW DATE: MEDICAID REDE DATE:
D0/004/D000

08/12/2020 DD Intzke Complets  DZ/16/2021 05,07/2023
Services & Supports Asseszments DEMOGRAPHICS
-
RESIDENTIAL ADDRESS: MAILING ADDRESS: LIVING ARRANGEMENT:  RACE:

25 Newbury Rock Road
Windham, NH, 03841

HOME PHOMNE: WORK PHONE:

{603) 412-1358 {503} 343-0935
PRIMARY LANGLUAGE: MEEDS INTERPRETER:
Spanih Yes

DIAGNOSS INFORMATION

REPRESENTATIVES

Displaying 1 - 2 af 2 Representative|s)

NAME TYPE RELATIOMSHIP
John Cornelivs Doe  Guardian Fatfet

Paul Smith Co-guiardian Grandfather
AUTHORIZED REPRESENTATIVES

Lives with Family Crther - Honduran

CELL PHONE: HISPAMIC ORMGIN:
(G603} 123-3847 Yes

INTERPRETER LANGUAGE:

Spanizh

Wiews 10w Sorthy:  Mame |AZ) hd
MAILING ADDRESS UPDATED DATE  ACTIONS
25 Indian Rock Rosd 00000000 —
Windharm, NH, 03641 =u
25 |ndian Rock Road 00000000 ol ﬂ‘]‘]

=

Windham, MH, 03841

Representatives will be listed by Name, Type, Relationship, Mailing Address, and Updated Date. You

Figure 24: Demographics — Representatives

may customize the View and Sort by options for the representatives listed in this grid.
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To add a new representative to an individual’s record:

1. Click the ‘Add New’ button below the Representatives grid (Figure 24) to expose the
Representative Details pop-up. This button will always be enabled.

Representative Details °

* Type: Start Date: End Date: Updated Date:
v 3] MM/DI = 10/20/2022
* First Name: Mi: * Last Name: Suffix:

* Relationship:

v

Mailing Address: Secondary Address:

* Line 1: Line 1:

Line 2: Line 2:

* State: * City: State: City:
v v

* Zip: Zip:

Phone Number/Email:
Phone:

E-Mail:

Figure 25: Representative Details Pop-Up

2. Complete all required fields (denoted by a red asterisk) on the Representative Details pop-up
(Figure 25).

3. Click the ‘Save’ button to save the representative information entered. This button will be
enabled once all required fields are entered. The new representative will now be displayed in
the Representatives grid.

4. Click the ‘Cancel’ button to close the Representative Details pop-up and return to the Individual
Service Management screen without saving any newly entered information.

31



To edit an existing representative:

1. Click the ‘Edit’ icon in the Actions column of the Representatives grid (Figure 24). This will
expose the ‘Representative Details’ pop-up for a given row.

2. Edit the necessary fields on the Representative Details pop-up (Figure 25).

Click the ‘Save’ button to save any changes.

4. Click the ‘Cancel’ button to close the Representative Details pop-up and return to the Individual
Service Management screen without saving any newly entered information.

w

To delete an existing representative:

1. Click the ‘Delete’ icon in the Actions column of the Representatives grid (Figure 24).
2. A warning pop-up with the following language will be exposed: “Are you sure you want to delete
this representative?”
a. Click ‘Cancel’ to return to the Individual Service Management screen without removing
the representative from the individual’s record.
b. Click ‘Continue’ to close the pop-up and return to the Individual Service Management
screen where the selected representative will no longer be listed.
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Section 3.7 Viewing Authorized Representatives
The Authorized Representatives accordion on the Demographics tab of the Individual Service
Management screen will display the individual’s authorized representative(s) that were entered in New

HEIGHTS with the Alternate Payee type as ‘Conservator,” ‘Guardian,’” or ‘Authorized Representative.’

This section will be read-only to NH EASY users.

BRAIN INJURY ASSOCIATION OF NH

SERVICE MANAGEMENT e e

A4 Intake Dashboard

Service Mgmit Dash baard

USER MAMACEMENT

MY FUNCTIONS -

MY PROFILE -

[Z]neLe

< BACK TO SERVICE MGMT DASHEOARD = BACK TO SERVICE MGMT SEARCH

LAST MAME:  FIRST NAME:  DOB: S5N: MID: INDV ID:
Dos Jane 05,/0E,/1097 WOM-HK-0544 51074741457 882301

AAELIG.DATE: WAIVER: INTAKE STATUS:  HCBC BEGIN DATE: HCBC REVIEW DATE: MEDICAID REDE DATE:

08122020 DD Imtzke Complete  02/15/2021 05/07/2023 00/00/0000
Services & Supports Asseszments DEMOGRAPHICS
w
RESIDENTIAL ADDRESS: MAILING ADDRESS: LIVING ARRANGEMENT:  RACE:
25 Mewhury Rock Road Lives with Family Orther - Handuran

Windharm, NH, 03841

HOME PHOMNE: WORK PHONE: CELL PHOMNE: HIEPANIC ORMGIN:
{603) 412-1358 {603} 349-0935 {603} 123-3847 Yes

PRIMARY LANGL AGE: NEEDS INTERFRETER: INTERPRETER LANGUAGE:

Spanigh Yes Spanish

DIAGHNOSS INFORMATION

REPRESENTATIVES
AUTHORIZED REPRESENTATIVES
Displaying 1 2 of 2 Representative(s) Wiew: 0 %  Soriby:  Mame (AZ) £
MAME TYPE ADDRESS DI UPDATED DATE
lohn Cornelius Doe  Guardian 25 Indian Rack Road (323)3851633 — OO0, D000
‘Windham, NH, 03841 Jdeed 1@ grnail eam

Figure 26: Demographics — Authorized Representatives

Authorized representatives will be displayed by Name, Type, Address, Phone-Email, and Updated Date.

The user can customize the View and Sort by options for the authorized representatives listed in this
grid. If the grid is empty, the individual may not have an authorized representative saved in New

HEIGHTS, or BDS has not yet entered this information in New HEIGHTS.
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Section 3.8 Closing an Individual Service Management Record
An individual service management record may be closed in the event that the individual is no longer
requesting services, moved out of the state, or passed away. NOTE: Only the AA Supervisor will have the
ability to close a service management record.

To close a service management record:

1. Access the AA Intake Dashboard.

N
‘N H EASY MY ACCOUNT

GATEWAY TO SERVICE!

AT A GLANCE

MY FUNCTIONS -

At A Glance o

AA Intake Dashboard

Service Management

Dashboard

LTSS Dashboard

CFl Dashboard ﬂ

Manage Cases
View Case Status a—
= 3
Search Presumptive
Start Presumptive

Search Applications

SERVICES

Area Agency Intake and Eligibility

Service Management

Long Term Services and Supports

CFI Plan Management

FORMS FAQs

MONADNOCK DEVELOPMENTAL SERVICES

Last Sign In: Monday, April 24, 2023 11:38 AM EDT

Maintain information for cases managed by your organization

[2] Herp

VIEW DASHEOARD

VIEW DASHEOARD

VIEW DASHBOARD

VIEW DASHBOARD

MANAGE CASES

2. Near the bottom of the AA Intake Dashboard, select ‘Intake’ from the Search Existing Activities

drop-down and click the ‘Search’ button to navigate to the Intake Search.

Create new activity

Select Activity Type ~

Search existing activities

Intake

<

3. Onthe Intake Search screen, conduct your search for the individual using the provided search
criteria and click the ‘Search’ button. The search results will display below.

a. If the search returns no results, “No results found for the above search criteria.” will
appear in the results grid. You may select the ‘Clear All’ button to clear the search
results and conduct a new search.
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¢ BACK TO AA INTAKE DASHBOARD
Your search: Search Type Intake v
First Name Last Name SSN MID
Bolatsos XXX-XX-XXXX
Intake Type Waiver Town Status
*Date Type  Intake Created Date v
* From *To
04/24/2022 = 04/24/2023 =
CLEARALL
Displaying 1-1 of 1 Result(s) View: 50 ~ Sortby: Name(AZ) v
AA ELIGIBILTY LOOKBACK HCBS
NAME - INDV ID WAIVER STATUS TOWN DATE STATUS DECISION ACTION
BOLATSOS, MARIA - Intake )
2039 DD Complete Laconia 03/31/2023 Cleared Approved

4. Click on the individual’s hyperlinked name in the Intake search results. You will be redirected to

the individual’s Intake Activity Log.

03/31/2023 Approved Boonchaisri,
03/31/2023 Service Record Created Boonchaisri,
03/31/2023 Registry Info Received Boonchaisri,
03/31/2023 Functional Screen Submitted  Boonchaisri,
03/31/2023 Functional Screen In Boonchaisri,
Progress
03/31/2023 Diagnosis Info Received Boonchaisri,
03/31/2023 A4 Eligibility Info Received Boonchaisri,
03/31/2023 Initial Demographic Info Boonchaisri,
Received
Activity Comments

Natalie

Natalie

Natalie

Natalie

Natalie

Natalie

Natalie

Natalie

Comments: Approval Begin:
04/03/2023 Approval End:
00/00/0000 Review Date:
04/04/2023 Special Eligibility:
DD/Community/AA

5. Select ‘Close Intake’ from the Activity drop-down. This will enable the Reason drop-down, which

will be required.

NOTE: ‘Close Intake’ will be available in the Activity drop-down only after the intake is marked

'Complete - Approved' or 'Complete - Conditionally Approved'
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6. Select the appropriate closure reason from the Reason drop-down.

Activity * Reason
Close Intake v v m
Moved Out of State
No Longer Requesting Services

7. Click ‘Add’ to close the service management record and add the activity to the Intake Activity
Log.

a. The intake, service management, and CMA status will all advance to ‘Closed.’
Approved service authorizations will also advance to ‘Closed’ status and be end-dated
with the date the intake was closed. However, service authorizations not yet approved
by BDS will advance to ‘Withdrawn’ status.

c. No further action can be taken on the individual service management record.
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Section 4: Individualized Service Agreement (ISA)

Section 4.1 Managing/Uploading ISAs
As part of this phase/user guide, the Individualized Service Agreement (ISA) process will only require
Case Managers/Service Coordinators to upload the ISA to an individual’s record.

The ISA accordion on the Services & Supports tab of the Individual Service Management screen will list
the ISAs that have been uploaded for an individual within the past three years from the current system
date.

NOTE: Only documents uploaded through the Document Upload screen with a category of ‘Service
Agreement’ will be displayed in this grid.

BRAIN INJURY ASSOCIATION OF NH

S ERV'CE MAN AGEMENT Last Sign In- Wedresday. December 22 2021 |E1I, AM EST

MY FUNCTIONS - < BACK TO SERVICE MGMT DASHBOARD < BACK TO SERVICE MGMT SEARCH

Az A Glance
Individual Information

AA Intake Dashboard

Service Mgmt Dashboard LAST MAME:  FIRST NAME: DOB: 55N MID: INDV 1Dz
f1Do . Dioe Jane 05/08/1957 HOGO-HHA0544 51074741457 232381
e e S
tions AAELIG.DATE: WAIVER: INTAKE STATUS:  HCBS BEGIN DATE: HCBS REVIEW DATE: MEDICAID REDE DATE:
08f12/2020 DD Intake Complete  02/15/2021 05,/07,/2023 00,/00/0000
SERVICES & SUPPORTS Assessments Demographics
USER MANACEMENT
v
PR ——
MY PROFILE - Open One Sky Community Services
CMA: CMA Status: Start Date:
Brain Injury Association Campleted 09202022
Case Manager: Case Management Type:  Nesd CM services now?
Laurie Mdntosh Targeted ~ Ve ~ “
NEED HELP?
_‘_-'_’_;:f;:’.:_{"_‘_;';f ":f'_"(-'ft'_'_:’_ - INDIVIDUALIZED SERVICE AGREEMENT ~
!. 1842 A5K-DHHE SEQUENCE # TYPE RECEIVED DATE ACTIONS
(1-844-275-3447)
2 Amendment — T
Waiver 08/15/2022
. L
1 154 — Waiver 05/10/2022

SERVICE AUTHORIZATIONS

SERVICE AUTHORIZATION SUMMARY

ACTIVITY LOG

Figure 27: Services & Supports - Individualized Service Agreement (ISA)
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To upload an ISA:

1. Access the Document Upload screen by clicking the ‘Upload Document’ button in the Services &
Supports Summary on the Individual Service Management screen.

NOTE: You can also access the Document Upload screen by clicking the ‘Upload Documents’
button at the bottom of the Service Management Dashboard, as described in Section 1.3.2
Uploading Documents.

Select ‘Service Agreement - BDS’ from the Category drop-down.

Select the appropriate ISA type from the Type drop-down.

Click the ‘Select File’ button to select the document from your local computer.

Click ‘Submit’ to upload the document to the individual’s record.

e wnN

The uploaded ISA will now be listed under the ISA accordion of the Individual Service Management
screen. To view an ISA, click on the PDF icon in the Actions column. Clicking the PDF icon will open a PDF
of the completed ISA in a separate window.

Section 5: Assessments

Case Managers/Service Coordinators will complete or upload all required assessments related to an
individual’s service management. Assessments are managed using the Assessments tab of the Individual
Service Management screen, which will include assessments associated with the individual’s case (Figure
28).

SERVICE MANAGEM ENT Last Bign Inc Wednesday. December 22 2021 11:43 AM EST

MY EUNCTIONS - < BACK TO SERVICE MGMT DASHBOARD < BACK TO SERVICE MGMT SEARCH

Individual Information

AR Intake Dashboard

Service Mgmt Dashboard LAST MAME: FIRST MAME:  DOB: SEN: MID: INDV 1Dz
Doe lane 05,08/1397 H-KN-0544 61074741457 882391

Intake Information

Search Applications AA ELIG.DATE: WAIVER: INTAKE STATUS: HCBC BEGIN DATE: HCBC REVIEW DATE: MEDICAID REDE DATE:
02/12(2020 DD Intake Complete  02/15/2021 05/07/2023 Q0/00/0000
Services & Supports ASSESSMENTS Demographics
USER MANAGEMENT

FUNCTIONAL SCREEN
MY PROFILE -

v

_ _ HRST
ecurity Settings
act Information SIS
NEED HELP?
f you hiawe 3 QUESTION AEOUT yOour CaER
EEAMACE ThE CustamiEr Service Centes
t, 1-B45-ASKDHHS
[1-B44-275-3447)

Figure 28: Service Management — Assessments Tab
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Section 5.1 Managing/Creating Functional Screens

Case Managers/Service Coordinators can manage an individual’s Functional Screen(s) using the
Functional Screen accordion on the Assessments tab of the Individual Service Management screen. This
section will display Functional Screen assessments associated with the individual and initiated within the
past three years of the current system date (Figure 29). You may also create a new Functional Screen, if
needed.

BRAIN INJURY ASSOCIATION OF NH

S ERV'C E MAN AG EM ENT Last Sign In- Wedresday, December 22, 2021 11243 AM E5T
[Z] HELe
MY FUNCTIONS - < BACK TO SERVICE MIGMT DASHBOARD < BACK TO SERVICE MGMT SEARCH
AA Intake Dashboard
Senvice Mgmt Dashboard LAST NAME:  FIRST NAME:  DOB: SSN: MID: INDV 1D:
o Bk Doe Jane 05,/08/1997 XX¥X-XKX-0544 61074741457 882391
tons AAELIG.DATE: WAIVER: INTAKE STATUS:  HCEC BEGIN DATE: HCBC REVIEW DATE: MEDICAID REDE DATE:
08/12/2020 oo Intake Complete  02/16,/2021 05/07/2023 00,/00/0000
Services & Supports ASSESSMENTS Demograghics
USER MANAGEMENT v
FUNCTIONAL SCREEN =
MY PROFILE -
SEQUEMCE # TYPE CREATED DATE SUBMITTED DATE STATUS
on
E} Annual Review 04152022 00/00/0000 In Progress
NEED HELP?
£ you v 3 quRs o abou 2 Initial 05/08/2021 05/10/2021 Submitted
coneact eive Custsmer Tary -
1 Initial 05/08/2020 00/00/0000 FS Cancelled
HRST (v

Figure 29: Assessments — Functional Screen
To view an existing Functional Screen:

1. Click the hyperlink labeled ‘In Progress’ or ‘Submitted’ under the Status column of the
Functional Screen grid.
NOTE: You may only view ‘In Progress’ or ‘Submitted’ Functional Screens.
a. Click the ‘In Progress’ hyperlink to access the Functional Screen landing page for that
existing Functional Screen where you may continue to view/edit the Functional Screen.
b. Click the ‘Submitted’ hyperlink to open a PDF of the completed Functional Screen in a
separate window.
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To create a new Functional Screen:

1. Click the ‘Create New’ button under the Functional Screen grid (Figure 29).
NOTE: This button will be enabled if all Functional Screens listed are in ‘Submitted’ or ‘FS
Cancelled’ status and disabled if there is at least one Functional Screen with a status of ‘In
Progress’

2. You will be redirected to the Functional Screen Activity Log. Click the ‘Next’ button to start a
new Functional Screen for that individual (Figure 30).

FU NCTI ONAL SC R E E N Last Sign Inc Thursday. October 20, 2022 02-48 PM EDT
1 EHELP
< BACK TO SERVICE MGMT DASHBOARD < BACK TO SERVICE MGMT
ACTIVITY LOG

INDIVIDUAL INFORMATION

LAST NAME: FIRST NAME: DOB: SSN: MID: INDV 1D:
PART A s Doe John 03/15/1980 4haan2558 14004823137 905
Section A
CONTACT INFORMATION ~
Services
Section B:
Clinical Information This screen allows you to record activities related to this document. The first activity always reflects the first action taken on an

intake and include the date and who completed the action

To record an activity, select an option from the Activity field, enter an appropriate note in the Comments field, and select ‘Add’
Select "Next' 1o enter document details.

DATE ACTIVITY OWNER COMMENTS

10/20/2022 In Progress Bolanos Nicole

Activity Comments

v =
Employment/Volunteer

Section F:

Communication and

Cognition m

PARTB -

Section G:

Behaviors/

Figure 30: Functional Screen Activity Log

Section 5.2 Managing/Uploading HRST & SIS Assessments

As part of this phase/user guide, the assessment process will require Case Managers/Service
Coordinators to upload assessments to an individual’s record.

The HRST and SIS accordions on the Assessments tab of the Individual Service Management screen will
display the individual’s Health Risk Screening Tool (HRST) assessments that have been uploaded within
the past three years from the current system date, and the three most recently uploaded Supports
Intensity Scale (SIS) assessments, respectively.
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SERVICE MANAGEMENT

MY FUNCTIONS - < BACK TO SERVICE MGMT DASHEOARD < BACK TO SERVICE MGMT SEARCH

Az A Glance

Individual Information

A Intake Dashbeoard

Service Mgmit Dashboard LAST NAME: FIRST NAME:  DOB: 55M: MID: INDV ID:
Doe Jane 05081997 XH-XX-0544 61074741457 282351

Intake Information

AA ELIG.DATE: WAIVER: INTAKE STATUS:  HCBC BEGIN DATE: HCBC REVIEW DATE: MEDICAID REDE DATE:

08/12/2020 ©D Intake Complete  02/16/2021 05/07/2023 00/00/0000
Services & Supports ASSESSMENTS Demograghics
USER MANACEMENT v
FUMCTIOMAL SCREEN w
MY PROFILE -
HRST ]
acurity Setting
SEQUENCE # RECEIVED DATE ACTIONS
g i
3 07/08/2022 |
2 10/31/2021 E;-
1 02142019 I':';l
SIS hd

Figure 31: Assessments — HRST

BRAIN INJURY ASSOCIATION OF NH

SERVICE MANAGEMENT e

MY FUNCTIONS - < BACK TO SERVICE MGMT DASHBOARD < BACK TO SERVICE MGMT SEARCH

Individual Information

AA Intake Dashboard

Service Mgmt Dashboard LASTNAME:  FIRSTNAME: DOB: SSN: MID: INDV ID:
Doe Jane 05/08/1997 X00-XX-0544 61074741457 882381

CFl Dashboard

View Case Status Intake Information

Saarch Appiica AAELIG.DATE: WAIVER: INTAKE STATUS:  HCBC BEGIN DATE: HCBC REVIEW DATE: MEDICAID REDE DATE:
08/12/2020 DD Intake Complete  02/16/2021 05/07/2023 00/00/0000
Start Application
Services & Supports ASSESSMENTS Demographics
USER MANAGEMENT
FUNCTIONAL SCREEN
HRST
Corkact iforcastion sis
SEQUENCE # RECEIVED DATE ACTIONS
) &
3 06/08/2022 =
2 11/29/2017 A
Q. 18445 ASK-DHHS L)
. iy x
{ 1 04/15/2012 (-]

Figure 32: Assessments — SIS



To upload an assessment:

1. Access the Document Upload screen by clicking the ‘Upload Document’ button in the Services &
Supports Summary on the Individual Service Management screen.

NOTE: You can also access the Document Upload screen by clicking the ‘Upload Documents’
button at the bottom of the Service Management Dashboard, as described in Section 1.3.2
Uploading Documents.

Select ‘Assessments — BDS’ from the Category drop-down.

Select the appropriate assessment type from the Type drop-down.

Click the ‘Select File’ button to select the document from your local computer.

Click ‘Submit’ to upload the document to the individual’s record.

vk wnN

The uploaded assessment will now be listed under its respective accordion on the Individual Service
Management screen. To view an assessment, click on the PDF icon in the Actions column. Clicking the
PDF icon will open a PDF of the completed assessment in a separate window.
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Section 6: Service Authorizations

Service Authorizations (SA) can be accessed and managed in NH EASY in several ways:

1. From the Service Management Dashboard:

a. Search for an individual using the Individual Service Management Search (further
described in Section 1.3.1 Searching for an Individual Service Management Record), click
on the individual’s hyperlinked name, and go to the Service Authorizations accordion.

b. Search for a SA using the Service Authorizations Search (further described in Section 6.1
Searching for a Service Authorization) and click on the individual’s hyperlinked name.

2. From the Service Management Dashboard Service Authorizations grid, click on a hyperlinked
value in the grid, and click on the individual’s hyperlinked name (Section 1: Service Mlanagement
Dashboards).

SERVICE MANAGEMENT S e

[F] HeLe
MY FUNCTIONS - < BACK TO SERVICE MGMT DASHBOARD < BACK TO SERVICE MGMT SEARCH
Ad Intake Dashboard
Service Mgmt Dashboard LAST NAME: FIRST MAME:  DOB: S5MC D INDA 1D
Dioe lana 05,/08,1997 00-0-0544 61074741457 EE2391

AAELIG.DATE: WAIVER: INTAKE STATUS.  HCBS BEGIN DATE: HCBS REVIEW DATE: MEDICAID REDE DATE:

08/12/2020 oD Inteke Complete  02/16/2021 05/07/2023 00/00/'D000
SERVICES & SUPPORTS Asseszments Demographics
USER MAMNACEMENT ”

Service Managemant Status:  Area Agesncy:
Open Mcsne Carter Serions

MY PROFILE -
. CHA: CBAA Starbus: Start Date: LIPLOAD DOCUMERT
. Brain Injury Assodation Complated 08202032 “
Thon * Cae Managar: *# Case Management Type:  * Need CM sarvices now?
Lawrie Modntcah ‘Waiver - Yex -
NEED HELP? INDIVIDUALIZED SERVICE AGREEMENT

# T N B AT BB YT G
cantact th Cugsormar anize Center.

SERVICE AUTHORLZATIONS &

R, -Ba2-A%K-DHHS
[1-844-275-3447) Displaying L - 2 of 2 Service Auth(s| P ey SO p——— - —
MNIS SERVICE - TR
O saw sA¥ T END DATE  PROVIDER TOTAL COST STATUS  ACTIONS
1234567800 C2se Management - i ; Beain Injliry Approved (5 W
m 05/08/2022 04/30/2003 o <3282 72 a
Day Hahilitation Eastir Sealks,
05/D8/2022 04/30/2023 a
L Level 3 - 134180 /08 30! Inc. $45,000.45 Draft ae

B
SERVICE AUTHORIZATION SUMMARY i

ACTIVITY LOG

‘

Figure 33: Services & Supports — Service Authorizations
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The Service Authorizations accordion on the Services & Supports tab of the Individual Service
Management screen will list the SAs that have been requested for the individual. This section will only
include SAs from the Review Date to the past 12 months. You can customize the View and Sort by
options for the SAs listed in this grid. You may also toggle between the various pages (1-10) or click the
‘Next’ button to display the SA results of the next page.

SERVICE MANAGEMENT

MY FUNCTIONS
A Glance
Al Intake Dashbosrd

Service Mgmit Dashboard

USER MANAGEMENT

MY PROFILE

ednesday. December 22 2021 1141 AM EST

- < BACK TO SERVICE MGMT DASHBOARD < BACK TO SERVICE MGMT SEARCH

Individual Information

LAST MAME:
Doe Jane

FIRST NAME: DOB: 55N: MID:
05/08/1397 FOOO-X-0544 B10TATA145T

INDW 1D
2822391

Intake Information

AAELIG.DATE: WAIVER: INTAKE STATUS:  HCBES BEGIN DATE: HCBS REVIEW DATE: MEDICAID REDE DATE:

08/12/2020 DD Intaks Complete  02/16/2021 05/07/2022 00/00/0000

SERVICES & SUPPORTS Assessments Demaographics

v

Service Management Status:  Area Agency:
Open D Sky Cammunity Services
ChA: CAAA Status: Start Date: m
Brain Injury Association Completed 0%,/20,/2022
Case Manager: Case Management Type: Meed CM services now?

INDIVIDUALIZED SERVICE AGREEMENT

SERVICE AUTHORIZATIOMS

SERVICE AUTHORIZATION SUMMARY

Approved:
348,283.17

Pending: Total:
576,858.64 512518181

ACTIVITY LOG

‘

Figure 34: Services & Supports — Service Authorization Summary

The Service Authorization Summary accordion on the Services & Supports tab of the Individual Service
Management screen displays a financial summary of an individual’s Service Authorizations. This section
will only include Service Authorizations from the Review Date to the past 12 months.

The following data elements will be displayed in the Service Authorization Summary:

e Approved — The sum of dollars on all open SAs for the individual with a status of Approved
e Pending — The sum of dollars on all SAs for the individual with a status of BDS Review Pending,
BDS Approval Pending, Funding Availability Pending, or More Information Needed

o SAs with a status of Closed, Approved, Void, Denied, or Withdrawn will be excluded

e Total — The sum of dollars on all open SAs for the individual that are Approved or Pending
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Section 6.1 Searching for a Service Authorization

The Service Authorization Search allows users to search for SAs created for individuals assigned to their
Area Agency or Case Management Agency depending on the user’s role and permission level. To access
the Service Authorization Search screen, click on the ‘Search’ button near the bottom of the Service

Management Dashboard.

S EARCH Lasz Sign In: Thursday, O 06, 2022 02:40 PM EDT
[Z]HELP
MY FUNCTIONS - < BACK TO SERVICE MANAGEMENT DASHBOARD
ance Your search: Search Type | Service Authorizations w
AA Intake Dashboard X
First Name Last Name SSN MID
Service Mgmt Dashboard
T ishboa
Status Service Category Service Provider
* Date Type Service Dates Between ~
MMIS SA # From To
Start Presumptive 01/01/2021 = 01/01/2022 =
search Applicatior
MY PROFILE -
ecurity Settin Displaying 1-3 of 3 Result(s) View: 50 v Sorthy: NameiAZ h
NEED HELP? MAME- INDVID  STATUS SERVICE PROVIDER STARTDATE  END DATE MMIS SA #
_ Brain Injury
DOE, JANE-  ppproved C25¢ Management 05/08/2021 P174192330
o " 391 ! e (T2022 UA UL) Association /08/ 10/25/2021
t, 1-844-ASK-DHHS
(1-844-275-3447) Supported Alexander
05/08/2021 10/25/2021
JONES, MIKE  praft Employment Level 3 Enterprises, Inc. 08/ /231
- 189 (H2023 UA U3)
MANN, KYLE . Residential Level 4 Brain Injury 02/18/2021 08/15/2021
-556 (T1020 UA U4) Association

Figure 35: Service Authorization Search
To search for a SA on the Service Authorization Search screen:

1. Select ‘Service Authorizations’ from the Search Type drop-down.

2. Enter the SA information into one or more of the various search criteria fields. The only required
field is Date Type, from which you can select between Service Dates Between or Status Updated
Date.

NOTE: You may only search for SAs for individuals belonging to your agency.
3. Click the ‘Search’ button to conduct the search based on the information entered into the

search criteria. This will expose a list of results of SAs with information that matches the search
criteria. You can customize the View and Sort by options for the results listed in this grid.
NOTE: The search results will be limited to individuals belonging to your agency.

a. If the search returns no results, “No results found for the above search criteria” will

appear in the results grid.
b. Click the ‘Clear All' button to clear the previously entered search criteria and initiate a

new search by different criteria.
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4. Click on an individual’s hyperlinked name in the ‘Name-INDV ID’ field to access the Service
Authorization Details screen for that particular SA.

Section 6.2 Adding New Service Authorizations

The Service Authorization Details screen will contain all necessary service information for a particular SA.
It can be accessed when adding or editing a SA from the Service Authorizations accordion of the
Individual Service Management screen (Figure 33), or through the Service Authorization Search (Figure
35).

To add a new SA:

1. Click the ‘Add Service’ button above the Service Authorizations grid on the Individual Service
Management screen (Figure 33).
NOTE: This button is enabled only if the individual’s level of care determination is approved and
the HCBS Review Date has been added to the individual’s HCBC screen in New HEIGHTS. Clicking
this button opens the Service Authorization Details screen.

SERVICE AUTHORIZATIONS

Displaying 1 - 3 of 3 Service Auth(s) View: 10 v Sorthy: Service (A Z) w

ADD SERVICE
MMIS SERVICE — START

O sag SA# DATE END DATE  PROVIDER TOTAL COST STATUS ACTIONS

Case Management - Brain Injury

@ 1234567830 o 05/08/2022 04/30/2023 , .. §3,28272 Approved E &

Easter Seals,

Day Habilitation
N £ - TEEEIET 05/0B/2022 04/30/2023 |,

- 2 NEXT SUBMIT TO BDS

$45,000.45 Draft ol 2

2. Complete all required fields (denoted by a red asterisk) on the Service Authorization Details
screen (Figure 36).
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ervice Information
* SERVICE: “ START DATE: “ END DATE:
Residential Level 4 (T1020 UA U4) v 05/08/2022 ] 04/20/2023 a)
EQUIPMENT TYPE:
Service Category: UNIT TYPE: RATE:
Residential Day g 211.11
*FREQUENCY: *UNIT PER: *Days Per Week: *Weeks Per Year:
1 Day ~ 7 52
PROVIDER: PROVIDER #:
Farmsteads of New England 3077399
Approval Information
* STATUS: AUTH &: MMIS &:
Draft v 394890
SUBMITTED DATE: APPROVAL DATE:
MM/DD/YYYY MM/DD/YYYY
COMMENTS:
Planned Paid
TOTAL: UNITS: pigpie i UNITS PAID:
s 76,898.64 365 3 0 0
Remaining
AMOUNT: UNITS:
s 76,898.64 365
[ o

Figure 36: Service Auth Details — Adding/Editing a Service Auth (Fixed Rate)

Click the ‘Save’ button to save the SA to the individual’s record. Upon clicking ‘Save,” NH EASY
will conduct a check to determine if the SA end date is before or beyond the HCBS review date.

a. Ifthe SA end date is beyond the HCBS review date, you will be required to update the
End Date to be before the HCBS Review Date.

b. If the SA end date is before the HCBS review date, the SA will be saved to the
individual’s record. New SAs will be displayed as a new entry (row) in the Service
Authorizations grid of the Individual Service Management screen.

Click the ‘“Cancel’ button to exit the Service Authorization Details screen. Clicking this button will
expose a warning pop-up with the following language: “Are you sure you want to leave this page
without saving?”

a. Click ‘Cancel’ to continue editing the SA.

b. Clicking ‘Continue’ to close the Service Authorization Details screen and return to the
Individual Service Management screen without saving any newly entered information.
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Section 6.3 Submitting Service Authorizations to BDS
Service Authorizations can be submitted to BDS through the following ways:

1. From the Individual Service Management screen:
a. Click the checkbox(es) on the left hand side of the SA in the Service Authorizations grid.
NOTE: Checkboxes will be selectable only when the SA is in ‘Draft’ or ‘More Info
Needed’ status and all other required data elements have been entered.
b. Click the ‘Submit to BDS’ button below the Service Authorizations grid.

SERVICE AUTHORIZATIONS =
Displaying 1- 3 of 3 Service Auth(s) View: 10 “ Sorthy: Servicel(nd) v ADD SERVICE

MIS SERVICE — START
Osa# SA#H DATE END DATE  pROVIDER TOTAL COST STATUS ACTIONS
Case Management - Brain Injury _.
W 234567830 o 05/08/2022 04/30/2023 , _ . . 5328277 Approved E &
ilitati Easter Seals,
E::J';tf”l'gﬂ‘;g 05/08/2022 04302023 | $45,00045 Draft ae

n 2 NEXT SUBMIT TO BDS

2. From the Service Authorization Details screen (Figure 36):
a. Click the ‘Submit to BDS’ button.

On both screens, the ‘Submit to BDS’ button will be enabled if the SA is in ‘Draft’ or ‘More Info Needed’
status and after all required fields, including the Provider field, have been completed. This button will be
disabled for all other statuses. Clicking this button submits the SA to BDS and updates the status to ‘BDS
Review Pending.’

Section 6.4 Editing Service Authorizations
A SA can be modified as long as it is not in ‘Approved,” ‘Withdrawn,” or ‘Voided’ status.

To edit a SA:

1. Access the Service Authorization Details screen by:
a. Clicking the ‘View/Edit’ icon in the Actions column of the Service Authorizations
accordion on the Individual Service Management screen; OR,
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SERVICE AUTHORIZATIONS =
Displaying 1 -3 of 3 Service Authis) View: 10 % Sorchy: Service(sZ) v ADD SERVICE

MMIS SERVICE— START

O sa# SA# DATE END DATE  PROVIDER TOTAL COST STATUS  ACTIONS
C M - Brain Inju
@ 1234567890 20 * TSN 050872022 04/30/2023 e 5328772 Approved
Day Habilitation Easter Seals,
05/08/2022 04/30/2023 Draft
Level 3 - 134190 il 130/ Inc. $45,000.45 Dra

- 2 NEXT SUBMIT TO BDS

b. Clicking on an individual’s hyperlinked name in the ‘Name-INDV ID’ field in the search
results of the Service Authorization Search screen (Figure 35).
2. Edit the necessary fields on the Service Authorization Details screen (Figure 36).

3. Click the ‘Save’ button to save any changes to the record. Changes made to the existing SA will
be saved and reflected in the Service Authorizations grid on the Individual Service Management
screen.

REMINDER: The SA End Date cannot be beyond the HCBS Review Date.

Section 6.5 Withdrawing Service Authorizations
To withdraw a SA:

1. Access the Service Authorization Details screen by:

a. Clicking the ‘View/Edit’ icon in the Actions column of the Service Authorizations
accordion on the Individual Service Management screen (Figure 33); OR,

b. Clicking on an individual’s hyperlinked name in the ‘Name-INDV ID’ field in the search
results of the Service Authorization Search screen (Figure 35).

2. Select ‘Withdrawn’ from the Status drop-down field on the Service Authorization Details screen
(Figure 36).

3. Click the ‘Save’ button to save any changes to the record. Changes made to the existing SA will
be saved and reflected in the Service Authorizations grid on the Individual Service Management
screen.

REMINDER: This action can only be done if the SA has not yet been approved by BDS (i.e., the SA
is in Draft, More Info Needed, BDS Review Pending, BDS Approval Pending, or Funding
Availability Pending status).
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Section 6.6 Viewing Service Authorization History

To view the history of a SA, click the ‘Service Authorization History’ icon in the Actions column of the
Service Authorizations accordion on the Individual Service Management screen (Figure 33). Clicking this
icon will launch the ‘Service Authorization History’ screen as a pop-up (Figure 37), where the user can
view the history of changes made to a given SA.

Service Authorization History [ }

SERVICE: Residential Level 4

TOTAL UNITS START DATE END DATE PROVIDER STATUS UPDATED BY UPDATED DATE
365 05/08/2022 04/30/2023 Farmsteads.. 22: d’::;iew Tim Williams 04/30/2022
365 05/08/2022 04/30/2023 Farmsteads.. Draft Tim Williams 02/15/2022
260 05/08/2022 04/30/2023 Farmsteads.. Draft Tim Williams 01/20/2022

Figure 37: Service Authorization History
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Section 7: NH EASY User Management

Each AA and CMA will have one Administrator who oversees the access of all other users within the
agency. Administrators will have the ability to manage roles, add new users, and edit users’ access levels
from the NH EASY User Management screen. The Administrator can also reset passwords and terminate
access. Each agency, whether an AA or CMA, can only have one Administrator at a time.

NOTE: Only individuals with the Administrator role will have access/visibility to the NH EASY User
Management screen.

Roles will be assigned to workers at the user level, not the organization level.

Section 7.1 Managing User Roles
As part of this phase/user guide, the following roles will be created in NH EASY at the AA and CMA
organization levels for Administrators to control user access:

CMA Case Manager/Service Coordinator — This new role will have the ability to upload ISAs and
HRST/SIS assessments, manage service authorizations, and respond to the ‘Service Decision
Pending’ question for individuals who are not requesting services or are requesting services and
do not have Medicaid. The CMA CM/SC will NOT have access to any of the Phase 1 functions
from the AA Intake Dashboards except for the Functional Screen.

CMA Supervisor — This new role will have all abilities of the CMA CM/SC described above, as
well as the ability to assign a CMA, cancel or change a CMA assignment, accept or reject
assignments to their CMA, and assign individuals to CMA CMs/SCs. The CMA Supervisor will NOT
have access to any of the Phase 1 functions from the AA Intake Dashboards except for the
Functional Screen.

AA Case Manager — This new role will have the ability to upload ISAs and HRST/SIS assessments,
manage service authorizations, and respond to the ‘Service Decision Pending’ question, as well
as manage all CMA assignment functions except assigning a CM/SC. The AA Case Manager will
NOT have access to any of the Phase 1 functions from the AA Intake Dashboards except for the
Functional Screen.

AA Supervisor (existing role previously known as AA Coordinator in Phase 1 will have increased
permissions) — This role will have all abilities of the AA Case Manager described above, and will
be responsible for CMA assignments and assigning CM/SCs for individuals receiving Family
Support Case Management. The AA Supervisor will have access to all Phase 1 functions from the
AA Intake Dashboards and is the only role with the ability to close a service management record.
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Section 7.2 Adding New Users
Administrators will have the ability to add new users in NH EASY.

MY FUNCTIONS

At A Glance
AA Intake Dashboard

Service Management
Dashboard

LTSS Dashboard
CFI Dashboard
Manage Cases
View Case Status
Search Applications

Start Application

USER MANAGEMENT

MY PROFILE

Security Settings

USER MANAGEMENT

Need to add a new user?

ADD NEW USER

Displaying 1-6 of 6 User(s)

NAME

Bolanos, Nicole
Boonchaisri, Natalie
Cavanagh, Amanda
Geddam, Himabindu
philipson, cris

testuser, testuser

USER ID

bdsaa2s1

bdsaa2s2

bdsaa2s3

bdsaa2s4

bdsaa2

ddabd091

View:

Last Sign In: Monday, April 17, 2023 06:00 PM EDT

[2] HeLP

10 WV

ACTION

EDIT

EDIT

EDIT

EDIT

EDIT

EDIT

Sortby: Name(a-Z)

RESET PASSWORD
RESET PASSWORD
RESET PASSWORD
RESET PASSWORD
RESET PASSWORD

RESET PASSWORD

v

To add a new user:

Figure 38: Adding a New User Account

1. Click the ‘User Management’ link located on the left-hand side under the My Functions banner.

You will see the list of users in your organization.

2. Select the ‘Add New User’ button. You will be redirected to the Add New User screen.
3. Enter all required information for the user including their role and click the ‘Add User’ button to

save the information. The user account has now been created.

a. See Section 7.1 Managing User Roles for further details on the distinct roles available.
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Section 7.3 Updating User Credentials

Administrators will have the ability to update a user’s password credentials for their NH EASY account.

RESET PASSWORD

MY FUNCTIONS - * First Name

At A Glance Nicole
AA Intake Dashboard
Email Address

Service Management
Dashboard nbolanos@deloitte.com

LTSS Dashboard
Phone Number
CFlI Dashboard

Manage Cases

View Case Status

Role
Search Applications BRI
Start Application User ID
bdsaa2s1
USER MANAGEMENT Reset Password

rd

Mi

Ext

MY PROFILE =
* password

Security Settings |

Contact Information

* Re-type Password

NEED HELP?
If you have a question about your case,
contact the Customer Service Center.
NO CHANGES
f, 1-844-ASK-DHHS
(1-844-275-3447)

Last Sign In: Monday, April 17, 2023 06:00 PM EDT

[2]HELP

* Last Name

Bolanos

Figure 39: Updating User Credentials

To update a user’s credentials:

1. Click the ‘User Management’ link located on the left-hand side under the My Functions banner.
You will see the list of users in your organization (Figure 38).

2. Click the ‘Reset Password’ link on the row for the individual you would like to update
credentials for. You will be redirected to the Reset Password screen.

3. Enter and re-type the new password. The password must follow the criteria listed in the

instructions shown.

4. Click the ‘Save Changes’ button. The user’s account credentials should now be updated.
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Section 7.4 Deleting Existing Users
Administrators will have the ability to delete users in NH EASY.

MY FUNCTIONS

Search Applications

Start Application

USER MANACEMENT

MY PROFILE

Security Settings

UPDATE USER INFORMATION

* First Name Mi * Last Name

Nicole Bolanos

Email Address

nbolanos@deloitte.com

Phone Number Ext

Role

Supervisor v

Status

NO CHANCES

ast Sign In: Mon

day, April 17,

2023 06:00 PM EDT

[2]HELP

To delete a user:

Figure 40: Deleting a User Account

1. Click the ‘User Management’ link located on the left-hand side under the My Functions banner.
You will see the list of users in your organization (Figure 38).

2. Click the ‘Edit’ link on the row for the individual you would like to remove from NH EASY. You

will be redirected to the Update User Information screen.

3. Select the ‘Inactive’ radio button from under Status and click the ‘Save Changes’ button. The

user account has now been deleted and the user will no longer have access to their account.
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Section 8: Glossary

Term
AA
ABD
ADL
API
BDS
CFI
c™m
CMA
DAADS
DD
DHHS
FS
HCBC
HCBS
He-M 1001
He-M 503
He-M 507
He-M 521
He-M 522
He-M 525
HRST
IADL
IHS
ISA
LOC
MID
MMIS
PA
PDMS
RID
RT
SA
SIS
SC

TCM

Table 2: Glossary of Terms
Definition

Area Agency
Acquired Brain Disorder
Activities of Daily Living
Application Programming Interface
Bureau of Developmental Services
Choices for Independence
Case Manager
Case Management Agency
Designated Area Agency Delivery System
Developmental Disabilities
Department of Health and Human Services
Functional Screen
Home and Community Based Care
Home and Community Based Services
Certification Standards for Community Residences
Rules governing DD eligibility and service delivery
Rules governing Community Participation Services
Rules governing residential and/or combined services provided in family home
Rules governing ABD eligibility and service delivery
Rules governing Participant Directed and Managed Services (PDMS)
Health Risk Screening Tool
Instrumental Activities of Daily Living
In Home Supports
Individualized Service Agreement
Level of Care
Medicaid Identification Number
Medicaid Management Information System
Prior Authorization
Participant Directed and Managed Services
Recipient Identification Number
Reference Table
Service Authorization
Supports Intensity Scale
Service Coordinator

Targeted Case Management
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Section 9.2 Status Descriptions

Table 3: Individual Service Management Level Statuses

Service Decision
Pending

CMA Assignment In
Progress

ISA Upload Pending

Assessments Upload
Pending

Intake Completion
Pending

No Services
Requested

Open

Closed

This status indicates the Area Agency needs to review the answer to whether
the individual needs services now on the Individual Service Management
page. This status is assigned to all records that have had a status of ‘No
Services Requested’ for 12 months.

This status indicates that the CMA assignment is in progress and being
tracked under the Case Management Assignment grid on the dashboard.

e the Area Agency needs to assign the CMA OR

e the CMA needs to accept/reject the CMA assignment OR

e the CMA needs to assign a Case Manager/Service Coordinator

This status indicates that the Individualized Service Agreement needs to be
uploaded by the Case Manager/Service Coordinator.

This status indicates that the Case Manager/Service Coordinator needs to
upload the HRST and SIS assessments.

This status indicates that the individual has completed the CMA assignment,
uploaded the ISA and assessments, but the intake is not complete (the
individual does not have Medicaid; has not been approved for HCBS; or does
not have at least one service accepted from the registry).

This status indicates the individual is not requesting services at this moment.
The AA answered ‘No’ to the question: “Does the individual need services
now?” on the Intake Diagnosis page, or subsequently on the Individual
Service Management screen.

CMA assignment is complete, the ISA has been uploaded, and the intake is
complete. Not a dashboard displaying status.

This status indicates that the service management record has been closed.
This action will occur systematically, not by the user.

NOTE: When an individual’s intake is closed, the service management record
will subsequently also be closed. Not a dashboard displaying status.

Table 4: Case Management Assignment (CMA) Level Statuses

NH EASY Activity

CMA Assignment
Pending

CMA Acceptance
Pending
(incoming)

CMA Acceptance
Pending (outgoing)

A Drop-Down Options
Individual has been found He-M 522 or He-M 503 e Assign CMA
eligible, has Medicaid, and needs services now. The Area e Comments
Agency needs to assign a Case Management Agency.

A Case Management Agency (CMA) was assigned as a Comments

CMA and needs to accept or reject the assignment.

An Agency (AA or CMA) assigned a Case Management e Cancel CMA
Agency (CMA), and that CMA needs to accept or reject e Comments

the assignment.
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Status Description
MA Assi
¢ . ssignment CMA rejected the assignment.
Rejected
CM Assignment CMA hz.j\s accepted the 355|gnment and the CMA -
. Supervisor needs to assign a Case Manager or Service
Pending .
Coordinator.
The CMA has accepted the assignment and successfully
assigned a Case Manager/Service Coordinator, or the
Completed . .
Area Agency was assigned and has successfully assigned
a Case Manager. Not a dashboard displaying status.
When an individual’s intake is closed, the service
Closed management record will subsequently also be closed.

Not a dashboard displaying status.

Table 5: Service Authorization Level Statuses

Status

NH EASY Activity

Drop-Down Options

e Assign CMA

e Skip CMA
Assighment

e Comments

e Change CMA

e Unassign CMA
(AA only)

e Comments

e Change CMA

e Unassign CMA
(AA only)

e Comments

HEIGHTS Action
Action/Status

Description EASY

Dropdown
Options

Dropdown Options

Service Authorization request =~ Withdraw Nothing
Draft was created but not
submitted to BDS.
Withdraw e Submit for Approval
e More Info Needed
e Approved
e Denied
Case Manager/Service e Funding Availability
BDS Review Coordinator submitted a Pending
Pending Service Authorization to BDS. BDS Supervisor role will
have access to all values.
BDS Staff role will only
have access to ‘Submit for
Approval’ and ‘More Info
Needed.’
) o Withdraw e More Info Needed
Service Authorization has e
BDS Approval been reviewed by BDS staff .
Pending and is awaiting Authorizer ° Demgd .
e Funding Availability

approval.

Pending
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Status Description EASY HEIGHTS Action

Action/Status Dropdown Options
Dropdown
Options
. Funding is not available for Withdraw e More Info Needed
Funding . -
o the Service Authorization at e Approved
Availability this time .
Pending ' * Denied
BDS requires additional Withdraw e Approved
information from the Case e Denied

More Info Needed Manager before making a
decision on the Service
Authorization.

BDS approved the Service Nothing Void
Approved Authorization. Not a
dashboard-displaying status.
Denied BDS de.nietfi the Service Nothing Nothing
Authorization.
Case Manager withdrew the Nothing Nothing

Service Authorization. Can

only be done when in Draft,

More Info Needed, BDS
Withdrawn Review Pending, BDS
Approval Pending, and
Funding Availability Pending
status. Not a dashboard-
displaying status.
BDS has voided the Service Nothing Nothing
Authorization after having
approved it. Can only be done
when in Approved status.
Approved SAs will be updated = Nothing Void
to ‘Closed’ once they have
become inactive/termed (End
Date has passed current
system date).
NOTE: When an individual’s
intake is closed, the service
management record will
subsequently also be closed.
SAs not yet approved by BDS
will advance to ‘Withdrawn’
status while approved SAs will
advance to ‘Closed’ status
and be end-dated with the
date the service management
record was closed.

Void

Closed
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Status Description EASY HEIGHTS Action
Action/Status Dropdown Options

Dropdown
Options

Not a dashboard-displaying
status.

60



	Welcome to the NH EASY User Guide (Phase 2)
	Section 1: Service Management Dashboards
	Section 1.1 Navigating to the Service Management Dashboard(s)
	Section 1.2 Using the Dashboard Data Grids
	Section 1.2.1 Caseload Grid
	Section 1.2.2 Medicaid Grid
	Section 1.2.3 Individual Service Management Grid
	Section 1.2.4 Case Management Assignment Grid
	Section 1.2.5 Service Authorizations Grid

	Section 1.3 Additional Dashboard Functionality
	Section 1.3.1 Searching for an Individual Service Management Record
	Section 1.3.2 Uploading Documents
	Section 1.3.3 Viewing Upload History


	Section 2: CMA Assignment
	Section 2.1 Searching for an Individual’s CMA Assignment
	Section 2.2 Assigning a CMA for an Individual
	Section 2.3 Cancelling a CMA Assignment
	Section 2.4 Accepting or Rejecting an Individual
	Section 2.5 Changing a CMA Assignment
	Section 2.6 Unassigning a CMA Assignment
	Section 2.7 Skipping a CMA Assignment
	Section 2.8 Viewing CMA Assignment History

	Section 3: Managing the Individual
	Section 3.1 Managing Case Manager/Service Coordinator Information
	Section 3.2 Managing Case Management Type and Current Need for Services
	Section 3.3 Using the Service Management Activity Log
	Section 3.4 Managing Demographic Information
	Section 3.5 Managing Diagnosis Information
	Section 3.6 Managing Representatives
	Section 3.7 Viewing Authorized Representatives
	Section 3.8 Closing an Individual Service Management Record

	Section 4: Individualized Service Agreement (ISA)
	Section 4.1 Managing/Uploading ISAs

	Section 5: Assessments
	Section 5.1 Managing/Creating Functional Screens
	Section 5.2 Managing/Uploading HRST & SIS Assessments

	Section 6: Service Authorizations
	Section 6.1 Searching for a Service Authorization
	Section 6.2 Adding New Service Authorizations
	Section 6.3 Submitting Service Authorizations to BDS
	Section 6.4 Editing Service Authorizations
	Section 6.5 Withdrawing Service Authorizations
	Section 6.6 Viewing Service Authorization History

	Section 7: NH EASY User Management
	Section 7.1 Managing User Roles
	Section 7.2 Adding New Users
	Section 7.3 Updating User Credentials
	Section 7.4 Deleting Existing Users

	Section 8: Glossary
	Section 9: Appendix
	Section 9.1 List of Figures
	Section 9.2 Status Descriptions


