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This additional information to the EarlySteps Online Help covers the data entry screens that address the
child’s public or private insurance information, family income and the Cost Participation web page in the
EarlySteps Online software.
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1 Overview

Information pertaining to the Family Cost Participation (FCP) record will involve data entry on the Child
Detail, Family and Cost Participation web pages. Depending on the information collected from the
family, the family’s cost participation record will fall into one of the following categories:

1) Medicaid Eligible, Access Granted

2) Pay Maximum Cost Share, Full Fee Option

3) Calculate Cost Share Using Family Income and Deductions

4) Join child to an existing family member with a Family Cost Participation record

These categories are represented as selections on the Cost Participation web page and will require a
selection by the user while setting up the record. For that reason, the instructions below are arranged
by the steps needed to address these categories. As the SPOE Administrator begins to collect and enter
data into EarlySteps Online for the child’s record, they will become aware of which category is applicable
to the family and should follow the directions below for the data entry associated with that category. A
glossary of terms unique to the FCP record is included at the end of this manual.

= IMPORTANT MESSAGE: FCP accounts are directly associated with the generation of an
Explanation of Benefits statement (EOB) mailed to the family each month. Without a valid FCP
Account, including the acceptance date, the child’s early intervention record the family will NOT
receive an EOB detailing the monthly services provided and paid for by the program.

All children must have an FCP account attached to their record regardless of their payment category
from the list above. The FCP record for families with only 1 active child in the program must be in that
active child’s record. For families with multiple active children in the family, the FCP record will be
associated to the first child entered into the EarlySteps Online data system and the additional
sibling(s) will be attached to that record via the FCP entry screens in their individual records. More
details regarding this data entry are provided later in this manual (see Section 6 for detailed
examples).
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1.1 Which Cost Participation Option to Select?
Please review the following Cost Participation options to help determine which fee type should be
selected.

Fee Option Reason

Medicaid Eligible, Access This option is selected when a Child is Medicaid eligible with an
Granted assigned Medicaid ID and the family has granted permission to bill
Medicaid for eligible services.

Web pages to be updated:
e Child Detail (Medicaid ID, Medicaid Enrollment status,
Private Insurance indicator - optional)
e  Family (family income)
e Cost Participation (Fee type, Effective From Date,
Acceptance Date)
e Signed Family Notice Statement

Pay Maximum Cost Share, Full This option is selected when a family determines not to provide
Fee Option family income information or providing the required consent to bill
Medicaid, if applicable. The family will be charged the full cost for
eligible services.

Web pages to be updated:
e  Child Detail (Private Insurance indicator - optional)
e  Family (family income)
e (Cost Participation (Fee type, Effective From Date,
Acceptance Date)
e Signed Family Notice Statement

Calculate Cost Share Using This option is selected when a child is not Medicaid eligible and the
Family Income and Deductions family has provided the necessary family income information to
calculate a monthly cost share. The family will be charged a monthly
fee as applicable.

Web pages to be updated:
e  Child Detail (Private Insurance indicator - optional)
e  Family (family income)
e Cost Participation (Fee type, Effective From Date,
Acceptance Date, deductions - optional)
e Signed Family Notice Statement

Join child to an existing family This option is selected when a child has a sibling in the EarlySteps
member with a Family Cost program and that sibling has an active Cost Participation record. This
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Participation record

Cost Participation option allows multiple siblings to share the same
Cost Participation obligations. This option is selected when a child
has an active sibling in EarlySteps, linking their accounts. This Cost
Participation option allows multiple active siblings to share the same
Cost Participation account. All Cost Participation data revisions are
made in the original child’s record, the “linked to” child.

Web pages to be updated:

Child Detail (Private Insurance indicator - optional)

Family (add newly enrolled child to “linked to” child’s family)
Cost Participation — newly enrolled child (Effective From
Date, Acceptance Date, link to child)

Cost Participation — linked to child (new Cost Participation
record that includes the newly enrolled child)

Signed Family Notice Statement
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2 Medicaid Eligible, Access Granted

This section provides details regarding how to establish a Medicaid Eligible Family Cost Participation
record for a child.

2.1 Child Detail web page
Children who are Medicaid eligible must be identified on the Child Detail web page as Enrolled from the
drop-down options beside the field labeled Medicaid and must include the child’s Medicaid ID number
in the space provided labeled Medicaid ID.

Child Detail

Last Name*

Sample

First Name * M Suffix
Test

AKA Last Name

AKA First Name AKA MI

Birthdate *
03/02/2015

Gender*

Male E|

Social Security Number

Medicaid

Enrolled E|

Medicaid ID

ﬁ 123123
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An additional field to report private insurance coverage is available towards the bottom of the Child
Detail web page. This is for state level data collection purposes only and will not impact the FCP
calculation. It may or may not be applicable to children on Medicaid.

Ethnicity *

None E‘

Language *

Enaglish E‘

School District

MNaone E‘
* [F] Child is covered by Private Insurance

MiH
Mon migrant and not homeless E‘

Notes

2.2 Family web page
Shown below is the income portion of the Family web page. The Income section is located toward the
bottom of the Family member web page. For children with Medicaid eligibility, there are no additional
data entry requirements for FCP on the Family web page. However, all children, including those with
Medicaid must have an active FCP account and the family must sign the Family Notice statement.

Amount How Often Monthly Yearly
Wages | Fees | Commissions 12852 Yearly E| 1,071 12,852
Tips
Social Security Yearly E| 0 0
Dividends | Interest Yearly E| 0 0
Unemployment Compensation Yearly E| 0 0
Alimoney | Child Support Yearly E| 0 0
Contributions from non Yearly E| 0 0
Household members
Other Yearly E| 0 0

Totals 1,071 12,852
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2.3 Cost Participation web page
The Cost Participation web page allows the SPOE Administrator to select a Cost Participation Fee type.

Cost Participation +Add +Join to Family

Fee Type*
Select Fee Type El
Select Fee Type

Medicaid Eligible, Access Granted h_
Pay Maximum Cost Share, Full Fee Option
Calculate Cost Share using Family Income and Deductions

Cancel

On the Cost Participation web page, the SPOE Administrator will select the category “Medicaid Eligible.
Access Granted” from the drop down to indicate the child is Medicaid eligible and that the family has
given the EarlySteps program permission to bill Medicaid for the child’s eligible services. This selection
tells the software program to calculate the family’s cost share based on the rules applicable for
Medicaid eligible children. Once the “Medicaid Eligible, Access Granted” option is selected, the Cost
Participation web page will display the Effective From, Effective To and Acceptance Date fields. Enter
the Effective From and Acceptance Dates in the appropriate fields. The Effective To field should remain
blank.

Cost Participation +Add 4Join to Family

Fee Type: Medicaid Eligible, Access Granted

Effective From *

B
Effective To

B
Acceptance Date

B

Cancel Save

= NOTE: A Medicaid ID number is required to select “Medicaid Eligible. Access Granted” option on
the Cost Participation web page. If the Medicaid ID is not entered on the Child Detail web page (see
Child Detail section above), a warning message is displayed to the user, reminding them to go back to
the Child Detail web page and complete that information.

= NOTE: for the first Cost Participation record, the Effective From date will default to the first day of
the Referral month and this cannot be changed.
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For all subsequent Cost Participation records, the Effective From date will default to the first day of the
month in which the date is entered. If you do not want the FCP record to start until the next month,
enter the first day of that month in the Effective From field.

The Effective To field should remain blank. With no date entered, the FCP record is considered in effect
from the date in the Effective From field until an undetermined future date.

The SPOE Administrator must enter an Effective From date and save the FCP record to print the
supporting documentation for the family’s signature. Click the indicator Print Supporting Documents
on the bottom left of the web page to print the Family Notice Statement.

—
........ =y

« Cost Paricipation record successfully added.

u

mimal

|
Authorizations
Physicial

Cost Participation +Add 4Join to Family
Child Detail

Draft

an Apr Jul Oct an Apr Jul Oct an

1/1/2017 Edit
Cost Participation
SPOE Transfer Fee Type: Medicaid Eligible, Access Granted
Effective From: 1172017
: Effective To: No End Date
Testin
Acceptance Date:  No Acceptance Date
Outcome Scores
Screening
Print Supporting Documents Delete Draft FCP

Child Library

Team Note

The Cost Participation record can be saved without entering an Acceptance Date. Without an
Acceptance Date, the Cost Participation record is in “Draft” status. While in “Draft” status the Cost
Participation record can be deleted or the Family Notice Statement can be printed. Additionally, notice
that the Cost Participation record graph is displaying a green bar which represents that a “Draft” record
has been created.

Once a family signature has been gained, enter the Acceptance Date. This is the date that the family
signed the notice statement and officially gave their consent and agreement with the FCP requirements.
Select Save on the Cost Participation web page. All families must sign the Family Notice Statement
regardless of their FCP responsibility and/or Medicaid eligibility.

This completes the FCP record for the child. A child must have an acceptance date in the saved Cost
Participation record for the information to create the family’s FCP account and trigger the generation of
monthly statements and Explanation of Benefits (EOB) for the family.
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3 Pay Maximum Cost Share (Full Fee Option)

This section provides details regarding how to establish a Pay Maximum Cost Share Family Cost
Participation record for a child.

3.1 Child Detail web page

All information will be entered on the Child Detail and Family web pages per current practice. On the
Child Detail web page, be sure to check the data field if the child is covered by private insurance. This is
a state data collection field and does not affect FCP in any way.

Ethnicity *

Mane -
Language *

English -

School District

Mone -
—b Child is covered by Private Insurance
MI/H
Maon migrant and not homeless E|
Hotes

After receiving information on and discussing the FCP requirements with the program, a family may
decide they are not interested in providing the necessary income information or providing the required
consent to bill Medicaid, if applicable. When this happens, the family will be required to sign the Family
Notice Statement indicating their decision to not participate in FCP and their agreement to pay the full
cost of eligible services for their child.

10
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3.2 Cost Participation web page
The Cost Participation web page allows the SPOE Administrator to select a Fee type.

Cost Participation +Add +Join to Family

Fee Type *

Select Fee Type El

Select Fee Type
Medicaid Eligible, Access Granted

Pay Maximum Cost Share, Full Fee Option I
Calculate Cost Share using Family Income and Ded

Cancel

On the Cost Participation web page, the SPOE Administrator will select the Pay Maximum Cost Share,
Full Fee Option. This selection results in the screen showing no income or cost share data.

= NOTE: For the first Cost Participation record, the Effective From date will default to the first day of
the Referral month and this cannot be changed.

For all other Cost Participation records, the Effective From date will default to the first day of the month
in which the date is entered.

The Effective To field will remain blank. With no date entered, the FCP record is considered in effect
from the date in the Effective From field until an undetermined future date.

Cost Participation +Add +Join to Family

Fee Type: Medicaid Eligible, Access Granted

Effective From *

=
Effective To

=
Acceptance Date

=

Cancel Save

11
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Shown below is the Pay Maximum Cost Share, Full Fee Option Cost Participation record.

—
Ty

« Cost Participation record successfully added.

Cost Participation

+Add = Join to Family
Child Detail

Draft

I

I

S

SQ Testin
Acceptance Date:  No Acceptance Date

-
Fee Type: Pay Maximum Cost Share, Full Fee Option

Effective From: 112017

ASC Effective To: No End Date

Cucone scores |

Qutcome Scores

Screening
Print Supporting Documents Delete Draft FCP
Child Library

Team Note

At this point the SPOE Administrator is ready to print the supporting documentation for the family’s

signature. Click the button Print Supporting Documents on the bottom left of the web page to print the
Family Notice Statement.

Once the family signature has been collected, the SPOE Administrator will need to enter the Acceptance
Date on the Draft Cost Participation record.

This is the date that the family signed the notice statement and officially declared their decision to
refuse a cost share calculation or refused to provide consent to bill Medicaid. These refusals obligate
the family to pay the full cost of FCP eligible services. Select to Save the Cost Participation web page.

Cost Participation +2dd 4Join to Family

Fee Type: Pay Maximum Cost Share, Full Fee option

Effective From *
01/01/2017

Effective To

Acceptance Date
011002017

Cancel Save

Team Note

12
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Shown below is the Cost Participation record after it has been saved with an Acceptance Date. Notice
that the Cost Participation record graph is displaying a blue bar which represents that a completed FCP
record has been created. Once a completed record is saved, the green “Draft” bar is removed and the
Effective From date for the new record is displayed to the left of the blue bar. As additional FCP records
are created for the family, the bars will show on the screen with the most current FCP record period
displaying as the bottom graph bar in the list. Specific detail about each FCP record is accessible by

clicking on the graph bar.

— —
+ Cost Participation record successfully added

Testin
Acceptance Date: 11012017

tail . . .
El Dates an Apr Jul Oct an Apr Jul Oct an /
017 018 018
Authorizations
e — 112017
Cost Participation
SPOE Transfer Fee Type: Pay Maximum Cost Share, Full Fee Option
Effective From: 1112017
; Effective To: No End Date

QOutcome Scores

Screening
Child Library

Print Supporting Documents

—
8
El
=
=
7]

This completes the FCP record for the child. A child must have an acceptance date in the saved Cost
Participation record for the information to create the family’s FCP account and trigger the generation of
monthly statements and Explanation of Benefits (EOB) for the family. The monthly statement will show
the services paid during the statement period and the amount paid to the provider(s). For families with
FCP responsibility, the total of payments made by the program to the providers for FCP eligible services
will be billed to the family for that statement period.

13
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4 Calculate Cost Share using Family Income and Deductions

This section provides details regarding how to establish a Calculate Cost Share using Family Income and
Deductions Family Cost Participation record for a child.

4.1 Child Detail web page
Data entry on the Child Detail web page is the same as current practice except for the Child is covered
by private insurance field. This is a state data collection field and does not affect FCP in any way.

Ethnicity *

Mone -
Language *

English -

School District

Mone -
—} Child is covered by Private Insurance
MI/H
Mon migrant and not homeless E|
Hotes

4.2 Family web page
Enter information per current practice on the Family web page. As family members are added, their
pertinent information they will appear in the Family member list at the top of the web page.

Last Hame Firzt Hame Relationship Phone

Example FirstHame Father (504) 111-1111 View
Exampile FirstName Mother (504 111-1111 View
Exampile FirstName Brother (204} 111-111 View
Example FirstMame Sister (504} 111-1111 View

14
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By selecting the View hyper link next to a family member’s name in that list, the information about that
family member will appear on the screen. A user will be able to see if that individual has been identified

as the head of household, someone with financial responsibility, etc. Select the Edit link on the upper
right hand side of the web page and scroll to the bottom of the web page to view and enter Family
Income.

FirstName Example - Father

Head of Household 1223 Oak Tree DR.
Household Member GRETNA LA 70056 2906
Financially Responsible (504} 111-1111 Home

English Language

Income
Yearly
Wages | Fees | Commissions | Tips 10,000
Social Security 500
Totals 10.500

Delete Family Member

4.3 Family web page (Income section)
On the bottom of the Family web page you should see the Income section associated with the family
member selected to view.

Amount How Often Monthly Yearly
Wages | Fees | Commissions | 12852 Yearly E| 1,071 12,852
Tips
Social Security Yearly E| 0 0
Dividends | Interest Yearly E| 0 0
Unemployment Compensation Yearly E| 0 0
Alimoney | Child Support Yearly E| 0 0
Contributions from non Yearly E| 0 0
Household members
Other Yearly E| 0 0

Totals 1,071 12,852

15
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Using the information provided from the Income Verification Form and/or other allowable income
documents enter an “Amount” and select “How Often” for all applicable income sources for the family
member. For wages, it will be the total amount for the allowable family member chosen. When all
income is entered, be sure to save the information. If there are multiple allowable family members with
income to be entered, return to the list of family members and select the next individual for income
entry. Once that family member is selected, enter the applicable income amount(s) on the Income
section.

= Note: Be sure to save the Family web page after each family member’s income is entered.

4.4 Cost Participation web page
The Cost Participation web page allows the SPOE Administrator to select a Fee type.

Fee Type*
Select Fee Type E|

Select Fee Type
Medicaid Eligible, Access Granted
Pay Maximum Cost Share, Full Fee Option

Cancel
Calculate Cost Share using Family Income mdDeducimT -

Select the Calculate Cost Share using Family Income and Deductions and enter an Effective From date.
The Cost Participation web page will be triggered to complete the calculations and display the pertinent
information for the family. This information includes:

e A Family Count

e Total Income

e Total Deductions

e Adjusted Income

e Percent of Poverty

e Family Cost Per Hour

e EarlySteps Maximum Monthly Cost

= Note: For the first Cost Participation record, the Effective From date will default to the first day of
the Referral month and this cannot be changed.

For all other Cost Participation records, the Effective From date will default to the first day of the month
entered. The SPOE Administrator can set the FCP record to start the first of the next month if that is
appropriate. This can be accomplished by manually entering that Effective From date.

The Effective To field will remain blank. With no date entered, the FCP record is considered in effect
from the date in the Effective From field until an undetermined future date.

16
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If the SPOE Administrator determines after they have saved the web page that the Effective From date
is incorrect, they can make a change if they have not entered an Acceptance Date and saved the record.
If the SPOE Administrator has entered an Acceptance Date and saved the record, they will need to enter
a new FCP record. Entering a new Cost Participation record is discussed later in this document.

The SPOE Administrator must save the record after they enter the effective date to access the Print
Supporting Documents button. This is the point when the SPOE Administrator is ready to print the
supporting documentation for the family’s signature. Click the indicator Print Supporting Documents
on the bottom of the right page to print the “Family Notice Statement.”

Cost Participation =+Add Join to Family

Fee Type: Calculate Cost Share using Family Income and Deductions

Effective From*

01012017 =

Effective To

Acceptance Date

[ ]

[ ]

Deductions

0 Yearly E| $0.00

Family Member Count 5
Total Income $11,500.00
Total Deductions $0.00
Adjusted Income $11,500.00
Percent of Poverty 40
Family Cost Per Hour %0
Early Steps Maximum Monthly Cost $0

Family Members

FirstName Example, effective from 11/15/2016, Child counted, Income Not Included
Firsthame Example, effective from 11/1/2016, Father counted, $10,500.00 Income Included
FirstNhame Example, effective from 11/1/2016, Mother counted, $1,000.00 Income Included
FirstHame Example, effective from 11/1/2016, Brother counted, Income Not Included

FirstName Example, effective from 11/1/2016, Sister counted, Income Not Included

After the family has signed the “Family Notice Statement”, the SPOE Administrator will enter the
Acceptance Date. This is the date that the family signed the notice and officially declared their decision
to accept the cost share calculation and agreed to pay their share of the child’s services. Save the Cost
Participation web page.

17
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El Dates

zations
Physician
Cost Participation
SPOE Transfer

Assessment

ASQ Testing

Quicome Scores

Child Library

Team Note

& Cost Participation record successfully added.

Cost Participation +Add +Join to Family

2017102109

ct an Apr Jul Oct an Apr Jul Oct an Apr Jul Ot an Apr Jul Oct
17 18 19

1/1/2017

Fee Type: Calculate Cost Share Using Family Income and Deductions

Effective From: 112017

Effective To: No End Date

Acceptance Date:  2/9/2017

Deductions: No Deductions

Family Member Count 5
Total Income $11,500.00
Total Deductions $0.00
Adjusted Income $11,500.00
Percent of Poverty 40
Family Cost Per Hour $0
EarlySteps Maximum Monthly Cost $0

Family Members

FirstName Example, effective from 11/1/2016, Mother counted, $1,000.00 Income Included
FirstName Example, effective from 11/1/2016, Father counted, $10,500.00 Income Included
FirstName Example, effective from 11/15/2016, Child counted, Income Not Included
Firsthame Example, effective from 11/1/2016, Brother counted, Income Not Included

FirstName Example, effective from 11/1/2016, Sister counted, Income Not Included

Print Supporting Documents.

This completes the FCP record for the child. The child must have an Acceptance Date in the saved Cost
Participation record for the information to create the family’s FCP account and trigger the generation of
monthly statements and Explanation of Benefits (EOB) for the family.

18
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4.5 Cost Participation Deductions
Approved deductions are used with the reported income to calculate the family’s cost share amount. It
is important that these deductions be approved and entered before the SPOE Administrator enters an
Acceptance Date and saves the record. If the deduction request comes in after an FCP record is entered
and saved, the SPOE Administrator will need to enter a new FCP record that includes completion of this
data field on the Cost Participation record.

The Deductions data field is found immediately above the Family Summary section on the Cost
Participation web page.

The Deductions field is only applicable in approved situations. This data field on the Cost Participation
record is used to enter any state directed deductions usually based on hardship cases and/or
extraordinary expenses. A request for an income adjustment for the family and the amount being
allowed for the family is entered based on the dropdown options (weekly, bi-weekly, monthly, and
yearly) on the Cost Participation webpage. The Family Support Coordinator (FSC) must submit the
Application for Income Adjustment form to the regional review team for a decision. The approved
deduction amount will be documented at the bottom of the form in the “DHH Use Only” box with the
approval signature.

Fee Type: Calculate Cost Share using Family Income and Deductions

Effective From *

0110112017 =
Effective To
=
Acceptance Date
=
Deductions
0 Yearly sl $0.00

We

Bi-Weekly

Monthly
Family Member Coun 5
Total Income $11,500.00
Total Deductions $0.00
Adjusted Income $11,500.00
Percent of Poverty 40
Family Cost Per Hour 50
Early Steps Maximum Monthly Cost 50

This process and subsequent approval is the only allowable use of the Cost Participation Deduction data
field.

19
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5 Join to Family

It is very important to link children to a single family FCP account when more than one child is active in
the EarlySteps program from the same family at the same time. Linking accounts is critical for the
application of the monthly maximum on the family’s account. In most cases the children will come into
and out of the program at different times so setting up the linked accounts requires some careful
tracking. Each family requires only one FCP account and typically that FCP record is created within the
EarlySteps Online record for the first child in the family to have an active early intervention record.

The ability to link a child to another child with an FCP record is accomplished from the Cost Participation
record. Following the explanation of the Join to Family web pages, there will be a detailed example in
Section 6.

Step #1
Select the Join to Family link on the upper right of the Cost Participation web page.

Cost Participation +Add 4Join to Family

No cost participation records found for the child.

Step #2
By selecting the Join to Family link, the Cost Participation web page is opened for the SPOE

Administrator to enter an Effective From date and then select a child to link to by using the Search Child
function.

Cost Participation +Add 4Join to Family

Effective From*

I | &
Effective To

=
Acceptance Date

B

Child Name *

el Search Child

Cancel Save
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Step #3

After entering the Effective From date, select the Search Child link.

Cost Participation

Effective From *

Effective To

Acceptance Date

Child Hame *

—* Search Child

| Child Search

Child 1D Child DOB

Last Hame First Name

#=Add =Join to Family

Gaca
Clo

se |

Notice how the web page is changed to allow the SPOE Administrator to search for a child to link to.
Children may be searched by using any of the fields available on the Child Search section. In the
example below the search was conducted by using last names which starts with “wi”. By selecting the
Search button, the data system will return a set of children that match the search criteria. At this point,

the user can Select a child to link to.

Child Search Close

Child ID Child DOB
=

Last Name First Name

wi
Child 1D Last Name First Hame DoB Gender Status
2018001 Williams Child 1 712012014 Male IFSP Select
2018027 Williams Child 2 1211012014 Wale IFSP Select
2018045 Williams Child 3 212612015 Male IFSP Select
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Step #4
With the selection of a child, the Cost Participation record will now associate the Cost Participation

record to a “linked to” child, in this case “Child 3 Williams”. See below.

Cost Participation +Add Join to Family

Effective From *

02/01/2017 =
Effective To
=
Acceptance Date
&
Child Name * Child 3 Williams

Search Child

Cancel Save

Step #5
Enter an Acceptance Date, select the Save button and the Cost Participation record is created. Notice

how the Cost Participation graph bar is now red. A red bar indicates a Joined to Family Cost Participation
scenario. Additionally, the Cost Participation record displays the “linked to” child; in this case Child 3
Williams in the heading of the record.

Cost Participation +Add 4Join to Family
|
2017/02/08
an Apr Jul Oct an Apr
2017 018
Child 3 Williams - 20180045
Effective From: 212017
Effective To: No End Date

Acceptance Date:  2/8/2017
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No further FCP related information should be entered in the EarlySteps Online record for the child being
linked to an existing FCP account. However, if the family indicates that their income information or
family size has changed since the original account was entered, the SPOE Administrator will need to go
to the original FCP record to update the information. A change in income and/or a change in family size
can affect the co-pay amount determined from the EarlySteps sliding fee scale. If the family indicates
that the FCP information in the original record is still accurate, there is no need to go into that record to
have the FCP process pick up the new child’s services. The hourly FCP charge and the monthly maximum
to the family unit will be automatically applied. If the new child is a new family member, their name
must be added to the existing child’s family member list, on the Family web page so that the number of
family members will be accurately reflected in the cost share calculation.
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6 Join to Family — Detailed Example

This section will provide a set of detailed examples regarding the Join to Family scenario.

6.1 Family with 1 child in EarlySteps program
If there is only 1 child in the EarlySteps program for a family, then the Join to Family Cost Participation
selection is not an appropriate option for the establishment of a Cost Participation record for the child.

6.2 Family with 2 children in EarlySteps program
If a family has 2 children in the EarlySteps program, then the following scenario could be appropriate.

The first child of the family is added to the EarlySteps data system.

Child Detail web page for Sally Williams. Sally is active and in Intake status. A Cost Participation record
has been created for Sally.

Williams, Sally - 370601872
DOB ( 9/16/2014 )
Intake ( 2/17/2017 )

Born 9M6/2014, Female Active
Referred 2//2017
Intake 272017 Intake Coordinator
Elaine Deaton
Mo Eligibility
Mo Diagnosis Family Support Coordinator

FCP Effective 2M1/2017
FCP Account #17709

Head of Household
Debra Williams

648 West Grand Parkway
MNATCHEZ, LA 71456
Home (988) 999-9988
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Family Member list for Sally Williams.
The family has the Mother, Debra Williams, as the Head of Household.

DOB (9/16/2014 ) Logged in as: KentSPOE7~ &,
Intake ( 2/17/2017 )

+Add New Family

Last Name First Name Relationship Phone

Williams Debra Mother (999) 999-9998 View

Cost Participation for Sally Williams.
The Cost Participation record is established for the child. Notice the family member count of 2. The
percent of poverty is 62%.

DOB ( 9/16/2014 )
L ed in as: KentSPOET ~
Intake ( 2117/2017 ) s z

Cost Participation +Add +Join to Family

2017102102

21172017

Fee Type: Calculate Cost Share Using Family Income and Deductions

Effective From: 212017
Effective To: No End Date
Acceptance Date: 2212017

Deductions: No Deductions

Family Summary

Family Member Count

Total Income $10,000.00
Total Deductions $0.00
Adjusted Income $10,000.00
Percent of Poverty 62
Family Cost Per Hour $0
EarlySteps Maximum Monthly Cost $0

Family Members

Debra Williams, effective from 9/1/2014, Mother counted, $10,000.00 Income Included
Sally Williams, effective from 9/16/2014, Child counted, Income Mot Included

Print Supporting Documents
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Now a 2™ child joins the family.

This is the Child Summary web page for the new child, Dean Williams, prior to the creation of a Cost
Participation record.

DOB ( 2/1/2016 )
Intake { 2/21/2017 )

Child Summary

Born 2112016, Male Active

Referred 2/20/2017

Intake 2/21/2017 Intake Coordinator
Ariana Alexander

Mo Eligibility
Mo Diagnosis Family Support Coordinator
Mo FCP

Head of Household
Debra Williams

123 Pine 5t

BATOM ROUGE, LA 70801

Family List for Dean Williams.

DOB ( 2/1/2016 ) S
L ed in as: KentSPOET ~
Intake ( 2/21/2017 ) 099 z

Family +Add New Family

Last Name Relationship

Williams Debra Mother View
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The next step is to add Dean Williams to Sally Williams Family list.

DOB ( 9/16/2014 ) Logged in as: KentSPOE7 ~ &
Intake { 2/17/2017 )

+Add New Family

Last NHame Relationship
Williams Debra Mother {999) 995.9998 View
Williams Dean Brother View

The next step is to create a new Cost Participation record for Sally Williams that includes the new family
member, Dean Williams. Notice how the family member count was revised to 3 and how the percent of
poverty changed to 50%.

DOB (9M16/2014 )
Intake ( 2117/2017 )

Logged in as: KentSPOET - 2,

Cost Participation #Add 4kJoin to Family

201702102

20170307

an

17 13
20172017

Fee Type: Calculate Cost Share Using Family Income and Deductions

Effective From: 2112017

Effective To: No End Date

Acceptance Date: 372017

Deductions: Ho Deductions

Family Member Count 3
Total Income $10,000.00
Total Deductions $0.00
Adjusted Income $10,000.00
Percent of Poverty 50
Family Cost Per Hour s0
EarlySteps Maximum Monthly Cost $0

Family Members

Debra Williams, effective from 9/1/2014, Mother counted, $10,000.00 Income Included
Sally Williams, effective from 9/16/2014, Child counted, Income Not Included

Dean Williams, effective from 2/1/2017, Brother counted, Income Hot Included

Print Supporting Documents
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The next step is to link Dean Williams to the existing child Sally Williams, for Cost Participation purposes.
Notice that the Join to Family Cost Participation web page for Dean Williams is displayed.

DOB (2/1/2016) Logged in as: KentSPOET 2,

Intake ( 2/21/2017 )
Cost Participation #=Add ==Join to Family

Effective From *

=
Effective To

=]
Acceptance Date

=
Child Name *
Search Child

Cancel Save

Set the Effective From date and then search for the sibling, in this case Sally Williams.

’
DOoB (21/2016) -
Logged in as: KentSPOET ~
Intake (212172017 ) - BRLECET R
Cost Participation #+Add =Join to Family
Effective From *
02/0112017 =
Effective To
=
Acceptance Date
0212212017 =
Child Hame *
Search Child
Cancel Save
Child Search Close
Child IDr Child DOB
=
Last Name First Name
Williams.
Child ID Last Name First Name DOoB Gender Status
370601872 Wiliams Sally O/16/2014 Female Intake Select
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Select Sally Williams as the child to link to.

DOB (2/1/2016 ) Logged in as: KentSPOET~ 5,

Intake ( 2/21/2017 )
Cost Participation #=Add 4eJoin to Family

Effective From =

021012017 =]

Effective To

Acceptance Date
0202212017

Child Name * Sally Williams
Search Child

G

Save the Cost Participation record for Dean Williams. Notice how the Cost Participation graph bar is red

indicating a linked child. Also, notice the Cost Participation web page section title (below the graph bar)
indicates Sally Williams is the linked to child.

IE:?EE: f’;ﬁ;g 1}? : Logged in as: KentSPOET7 - 3
Cost Participation wAdd =Join to Family
| | | |
2017102122
an Apr Jul Oct an Apr Jul Oct an Apr Jul Oct an
1F 18 19 20

Sally Williams - 370601872

Effective From: 272017
Effective To: No End Date
Acceptance Date: 22212017
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Shown below is the Child Summary web page for Dean Williams. Notice how under the Related Records
section, the web page indicates that Dean Williams is linked to Sally Williams for Cost Participation.
Additionally, the FCP Account number is displayed as the FCP Account associated with Sally Williams.

e Deam 201700008 ol SPOE A

DOB (2M1/2016) Logged in as: KentSPOET - 3

Intake ( 2/21/2017 )
Child Summary

Born 2/1/2018, Male Active
Referred 22002017
Intake 2/21/2017 Intake Coordinator
Ariana Alexander
Mo Eligibility
No Diagnosis Familty Support Coordinator
FCP E ffective 2/1/2017
FCP Account #17709 Related Records

FCP Account of Sally Wiliams - 370601872
Head of Household

Debra Wiliams
123 Pine St
BATON ROUGE, L& 70801

Shown below is the Child Summary web page for Sally Williams. Notice how under the Related Records
section, the web page indicates that Sally Williams has a link to Dean Williams for Cost Participation.
Dean Williams is the FCP “sibling” to Sally Williams.

W

DOB ( 9M6/2014 ) o )
intake (21712017 ) Logged in as: KentSPOET -

Child Summary

Born 918/2014, Female Active
Referred 2972017
Intake 2M 72017 Intake Coordinator
Elaine Deaton
No Eligibility
No Diagnosis Family Support Coordinator
FCP Effective 2M/2017
FCP Account #7708 Related Records

FCP sibling Dean Wiliams - 201700258
Head of Household

Debra Wiliams

548 West Grand Parkway
NATCHEZ, L& 71456
Home (959) 995-5953

Now the children, Sally and Dean Williams, are linked for Cost Participation purposes.
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6.3 Family with 3 or more children in the EarlySteps program
If a family has 3 or more children in the EarlySteps program, then the following scenario could be
appropriate. In this scenario, we will add another child to the Williams family as described in the
previous section.

Now a 3rd child joins the Williams family.

This is the Child Summary web page for the new child, Rachel Williams, prior to the creation of a Cost
Participation record.

DOB (3112017 )
Referral { 3212017 )

Child Summary

Born 3172017, Female Active
Referred 3272017
No Intake Intake Coordinator

Mo Eligityility Famity Support Coordinator
Mo Diagnosis
Mo FCP

Head of Household

Debra Wiliams

123 Pine 5t

BATON ROUGE, LA T0BMM

Family List for Rachel Williams.

g;zrijgzg:;n:?] Logged in as: KentSPOET - 3
Family +Add New Family
Last Name First Hame Relationship Phone

Williams Debra Mother View
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The next step is to add Rachel Williams to Sally Williams Family list.

DOB ( 916/2014 )
Intake ( 2117/2017 ) Logged in as: KentSPOET

Family sk Add New Family

Last Name First Name

Williams Debra Maother (999) 9999995 View
Wiliams Dean Brother View
Wiliams Rachel Sister View

The next step is to create a new Cost Participation record for Sally Williams that includes the new family
member, Rachel Williams. Notice how the family member count was revised to 4 and how the percent
of poverty changed to 41%.

Cost Participation #=dd =eJoin to Family
e

2047103107

2017103120

lan
2017

31172017

Fee Type: Calculate Cost Share Using Family Income and Deductions

Effective From: 32017

Effective To: Ho End Date
Acceptance Date: 2002017
Deductions: No Deductions

Family Summary

Family Member Count

Total Income 511},04}0.04}
Total Deductions $0.00
Adjusted Income §10,000.00
Percent of Poverty 41
Family Cost Per Hour S0
EarlySteps Maximum Monthly Cost S0
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The next step is to link Rachel Williams to the existing child Sally Williams, for Cost Participation
purposes. Notice that the Cost Participation web page for Rachel Williams is displayed. The Join to
Family option had been selected.

e e T oy Y T |

DOB (312017 )

Intake (352017 ) Logged in as: KentSPOET~ 5,
Cost Participation =#=Add =eJoin to Family

Effective From *

| =
Effective To

=
Acceptance Date

=
Child Hame =
Search Child

G

Set the Effective From date and then search for the sibling, in this case Sally Williams.
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Notice how the SPOE Administrator only searched based on the last name “Williams”. The data system
is set up to only return children who have a Cost Participation record that is not a Join to Family record.
That is why Dean Williams is not displayed in the search results, only Sally Williams.

DOB ( 3M72017 ) .
Logged in as: KentSPOET -
Intake ( 3/3/2017 ) °99 KentSPOET - &
Cost Participation s=Add =eJoin to Family
Effective From =
03012017 =}
Effective To
=
Acceptance Date
=
Child Name *
Search Child
Cancel
Child Search Clase
Child 1D Child DOB
=
Last Name First Hame
Wiliams
Child 1D Lazt Name Firzst Name DoB Gender Status
370601872 Wiliams Sally 8162014 Female Intake Select

Select Sally Williams as the child to link to.
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DoB ( 3172017 ) ) . i
Intake ( 322017 ) Logged in as: KentSPOET- 3,

Cost Participation

w=Add =Join to Family

Effective From *

03012017 =2
Effective To
=
Acceptance Date
=
Child Hame * Sally Williams

Search Child

o

Save the Cost Participation record for Rachel Williams. Notice how the Cost Participation graph bar is
red indicating a linked child. Also, notice the Cost Participation section title (below the graph bar)
indicates Sally Williams is the linked to child.

DOB ( 3112017 )

Intake { 2312017 ) Logged in as: KentSPOET~ 1
Cost Participation +Add 4 Join to Fami

| | | |
201T7103/22

n Apr Jul Oct an Apr Jul Oct an Apr Jul Dct an Apr Jul Oct an
2017 18 19 20 21

Sally Williams - 370601872

Effective From: J1/2017
Effective To: No End Date
Acceptance Date: 32212017
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Shown below is the Child Summary web page for Sally Williams. Notice how under the Related Records
section, the web page indicates that Dean Williams and Rachel Williams are linked to Sally Williams for
Cost Participation.

[wiliams, sally - 370601872 Role: SPOE Administrator|

DOB ( 9/16/2014 ) e )
Intake ( 2/17/2017 ) Logged in as: KentSPOET~ &,

Child Summary

Born 9/16/2014, Female Active
Referred 2/9/2017
Intake 2172017 Intake Coordinator
Elaine Deaton
No Eligibility
No Diagnosis Family Support Coordinator
FCP Effective 2/1/2017
FCP Account #17708 Related Records
FCP sibling Dean Willams - 201700258
Head of Household FCP =ibling Rachel Wiliams - 201700259
Debra Wiliams
548 West Grand Parkway
NATCHEZ, LA 71455
Home (599) S593-5953

Shown below is the Child Summary web page for Dean Williams. Notice how under the Related Records
section, the web page indicates that Dean Williams is linked to Sally Williams for Cost Participation.

DOB (212016 ) Logged in as: KentSPOET~ 1

Intake ( 2/21/2017 )
Child Summary

Born 2/1/2018, Male Active
Referred 22002017
Intake 2212017 Intake Coordinator
Ariana Alexander
Mo Eligibility
No Diagnosis Family Support Coordinator
FCP Effective 2/1/2017
FCP Account #17709 Related Becords

FCP Account of Saly Wiliams - 370601872
Head of Household
Debra Wiliams
123 Pine St

BATON ROUGE, LA 7081
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Shown below is the Child Summary web page for Rachel Williams. Notice how under the Related
Records section, the web page indicates that Rachel Williams is linked to Sally Williams for Cost

Participation.

DOB ( 312017 ) ] .
Intake ( 3/3/2017 ) Logged in as: KentSPOEY 1

Child Summary

Born 3M/2017, Female Active
Referred 3/2/2017
Intake 332017 Intake Coordinator
Ariana Alexander
Mo Eligibility
No Diagnosis Familty Support Coordinator
FCP Effective 3/1/2017
FCP Account #1770% Related Records

FCP Account of Sally Wiliams - 370601872
Head of Household

Debra Wiliams
123 Pine St
BATON ROUGE, LA 70801
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6.4 Issues to watch and remember when linking child records to siblings for FCP purposes:

1)

Make sure that the sibling you are linking the new child to is still active in the program with
an active FCP record. If there are not multiple, active children in the family receiving
services at the same time, there is no reason to link records. Linking records provides the
family with a single statement and applies the monthly maximum to the family as a unit.
The EarlySteps Online record of the child being linked to another child for FCP purposes will
have FCP information that refers to the linked to child.

a. Inthe detailed examples in the preceding sections, the Child Summary web page
indicates who is linked to whom for FCP purposes.

i. Sally Williams holds the FCP record for Dean Williams and Rachel Williams
ii. Dean Williams points to Sally Williams as the FCP Account of record.
iii. Rachel Williams points to Sally Williams as the FCP Account of record.

All maintenance, updates, and review of the FCP record must be done in the EarlySteps

Online record of the child to whom the sibling(s) have been linked.

a. Inthe detailed examples in the preceding sections, any data maintenance must be
conducted in Sally Williams Cost Participation record and her Family member records.

When adding a new child’s record to an existing record it is important to consider whether

the family size has changed with this new child. The original FCP record may not have this

child listed as a family member. Family size is a critical piece of the FCP calculation and if
this is a new addition to the family the SPOE Administrator will need to update the record of
the Primary FCP Account holder reflect the additional family member.

a. Inthe detailed examples in the preceding sections, this was the activity of adding Dean
Williams and Rachel Williams to the family of Sally Williams.

Printing a “Family Notice Statement” will be available in the EarlySteps Online record of the

child who was linked to. However, the Family Notice will generate with the name of that

child and not the name of the new child being linked. The appropriate service coordinator
will need to write in the new child’s name on the Family Notice and have the parents sign
the Family Notice again for the newly enrolling child.

a. Inthe detailed examples in the preceding sections, this would be printing Sally Williams
Family Notice Statement after a new Cost Participation record has been created but
writing in Dean Williams or Rachel Williams name on the Family Notice.

If something changes for the family unit between the time the original FCP record was

created and the new child’s link to that record (e.g., income change, additional or fewer

family members, hardship determination, etc.) the SPOE Administrator will need to enter a

new FCP record for the family in the EarlySteps Online child record where the family’s FCP

record resides. This is the child to whom all other sibling records are linked.

a. Inthe detailed examples in the preceding sections, this would be adding a new Cost
Participation record to Sally Williams Cost Participation account when Dean Williams
and Rachel Williams were added to the family.
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7)

8)

For updating income information at the annual IFSP, the SPOE Administrator will enter the
Effective From date for the new record as the first of the next appropriate month. This will
avoid new income information being applied to the IFSP already in place.

There is no need to change an FCP account linkage if/when the original child exits the

system. Since there is a lag from the service provision date and the EOB date, that exiting

child needs to continue to be included in the EOB until the account for that child is paid in
full. Also, since no new services will be provided for that child, no additional cost will be
added to the family’s account after the final payment for all rendered services.

a. Inthe detailed examples in the preceding sections, this would be when Sally Williams
exits the EarlySteps program but Dean Williams and Rachel Williams are still linked to
her for FCP purposes.

Selecting “Add Cost Participation” instead of “Join to Family” will break the FCP linkage to

the original child.

a. Inthe detailed examples in the preceding sections, this would be if a Pay Maximum Cost
Participation record was added to Dean Williams, then Dean Williams FCP link to Sally
Williams would no longer exist.
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7 Miscellaneous
This section covers a variety of topics regarding a child’s Cost Participation record.

7.1 Family Notice Statement
The Family Notice Statement is applicable to all FCP Fee categories. The notice explains the
requirements associated with FCP and will print customized to the family record. Families must sign the
notice selecting one of two options: 1) acceptance and agreement to pay the calculated fee per eligible
service displayed on the notice or 2) agreement to pay full fee because they waived the right for a
calculated cost share when they refused to provide income information or provide consent to bill
Medicaid for eligible services. If the family has accepted their obligation to pay a portion of the cost of
their child’s services, their notice will display the calculated co-pay and monthly maximum.

Deductions: $0.00
Annunal Income after Deductions: $11,500.00
Family Size: 3

Family Cost Share (3 per hour of service): 30.00
EarlySteps Maximum Monthly Cost Share: $0.00

Family Participation Option - The following documents my family's choice to participate in a system of payment for early intervention
services and my understanding that 3 parent’s signature is reguired on an Individualized Family Service Plan (IFSF) to initiate acceptance of a
family cost share and that I mmst accept or decline early intervention services subject to cost share.

Bl—':mil_v Cost Share: I have chosen the EarlySteps Family Cost Share option in accordance with the EarlySteps policies

and procedures. I understand that if a siznificant change occurs in my fnancial positien, I will request a reassessment to determine a new
maonthly contribution rate.

For Medicaid-eligible children, families must sign with the Family Cost Share box checked regardless of
their responsibility for payment.

If the family has refused to provide income or permission to bill Medicaid, their notice will print as

shown below.
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Bl—'nﬂ Cost of Services: I have chosen not to release my financial information and/or allow the use of my child's

Medicaid as the payment source for my child's early intervention services, therefore, I understand that I will be billed for the full
cost of services for which I give consent and are provided in accordance with my child's Individnalized Family Services Plan

(IFSE.

My acceptance of this notice verifies that my rights and responsibilities relating to EarlySteps and payment for services have
been explained to me I acknowledze receiving a copy of the Family Rights Handbook. I agree to notfy my Family

Support Coordinator of any changes in the financial information nsed to determine my family cost share for early
intervention services for my child. I alse understand that I showld contact my Family Support Coordinator if, at any time, I
have questions or concerns about family cost participation or the cost of early infervention services. [ have the right to
Tequest an adminisoative review of my family cost share or request dispute resolution procedures if disagreements regarding
my family cost chare cannoet be resolved through the administrative review.

Parent Signatuore: Family Support Coordinator Signature:

Date: Doate:

D If I have chosen not to release my financial information or allow use of my child's Medicaid as a payor fior early intervention services,

and I choose not to accept IFSP services at full cost, I understand that I am sall entitled to receive
activities associated with child find requirements, family support coordination, evahation ‘assessment, IFSP
development'review, and procedural safepuards (Parent Rights Procedures) at no cost to my family and at public expense

Parent Signatare: Family Support Coordinator Signature:

Date: Doate:

Signature is required in one of the two boxes provided. The first signature line applies to families
accepting the cost share amount. Signature on the second line is only for those families who refuse to
provide income or billing consent and will be facing full fee for services or accepting no cost services
only.

7.2 Creating a New FCP Record for an Existing Account:

1) Following the directions above for the Family Member Tab, update family members (add or
delete from the existing list).

2) Following the steps above for the Income section of the Family member, update income
information.

3) Following the steps above, enter any applicable deductions on the Cost Participation record
for Calculate Cost Share using Family Income and Deductions.

4) On the Cost Participation web page, enter a new Effective From date, print the Family
Notice and enter a new Acceptance Date after the family has signed the Notice. This will
tell the FCP program to stop using the information in the previous record to calculate the
family cost share as of the date entered. Save the Cost Participation record. The
Acceptance Date is used by the program to identify which FCP record within the account is
the most current record. It is critical that the SPOE Administrator does not enter an
Acceptance Date earlier than the one on the record they are ending. For example; if the
existing record has 10/15/13 as the Acceptance Date, the SPOE Administrator must enter a
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date after 10/15/13 as the new Acceptance Date. 10/16/13 or later would be acceptable.
This also applies when correcting errors, even if the error is to correct the Effective From

date to an earlier date.

7.3 Draft FCP records
A Draft Cost Participation record is created when an Acceptance Date is not entered for the Cost
Participation record. The Cost Participation graph will display a green bar indicating a Draft record. The
Draft record is often created to print a Family Notice Statement. Once the Family Notice Statement has
been signed, the user should add an Acceptance Date to the Cost Participation record to finalize the
activity.

7.4 Correcting Errors in Data Entry

1) When a SPOE Administrator is creating a corrected FCP record, it is acceptable to enter an
earlier date as the Effective From date. Enter the date in the “Effective From” field on which the
record should begin. For example; the SPOE Administrator entered February 1% as the Effective
Date in the original record and sometime later discovered that it should have been January 1
the SPOE Administrator can start over by creating a new record with January 1% as the Effective
From date. The FCP calculation system will go back and adjust the cost share calculations for
claims beginning on January 1%

2) As stated in the section above, the Acceptance date will be a later date than the original
Acceptance Date entered so that the system will pick up the change.

3) NOTE: it is important to review the data entry on the screen before saving the page. Errors can
be corrected if identified prior to entering an Acceptance Date and saving the record. Once
the Acceptance Date is entered and the record saved, a new Cost Participation record must be
opened to correct the error. Data entry errors in the FCP account will have significant impact
on the family’s charges; therefore, accuracy is imperative.

7.5 When to use the Effective To Field
Under normal circumstances the Effective To field will remain blank. By leaving the field blank, the
system will consider the saved Cost Participation record to be in effect for an undetermined period and
will continue to generate FCP statements and EOBs for families according to the cost share calculations
until a new Cost Participation record is entered. For example, should an annual IFSP review be delayed,
the open Effective To field ensures that FCP processing will continue under the current record and
families will continue receiving their FCP and EOB statements.

One example of when the Effective To field might be used is for special circumstances that affect
changes in the charges attached to the family. A family may request a concession in their FCP obligation
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because of extraordinary circumstances (e.g., significant medical expenses for a period of three
months). After review of the request the program decides to grant the family an FCP deduction for the
specified three-month period. This change in the FCP obligation will be entered in the system as a new
FCP record and the Effective From date will be the beginning of the three-month period and the
Effective To date will be the end of the three-month period. By entering the specific time parameter in
the record, the SPOE Administrator is ensuring that the concession does not continue past the agreed
upon time period.

Another example of when an Effective To date should be used involves the correction of errors. If at
some point after the creation of an FCP record it is determined that the record contained errors (e.g.,
incorrect Effective From date and/or incorrect income entered) a corrected record would be required.
Steps for correction are as follows:

1. The SPOE Administrator will need to enter a new record that sets a time limit on the previous
record. To do this start by checking the family’s income record. Make sure that the income is
set to what it should be for the time period being corrected.

2. Start a new Cost Participation record by selecting the Cost Participation type and entering the
same Effective From date as the original record. Next enter an Effective To date that is the
date on which the system is to stop using that income or Effective From date when calculating
the family’s monthly cost share.

3. Enter a date at least one day later than the previous record’s Acceptance Date as the new
Acceptance Date. This new record will tell the system to ignore the previous record for the
time period that has been identified in the Effective From and Effective To fields.

4. Save that record, and then select to add another Cost Participation record that will set the cost
share record to an income and/or start date that will be used going forward.

a. Start by checking the income information and make sure it is what you want the income
to be for the new record.

b. If the erroris in the Effective From date, enter the new record with the correct date for
which you want the FCP charges with the income in the record to begin. Leave the
Effective To date blank and enter an Acceptance Date that is after the date of the
previous record.

c. If the error was for incorrect income, update the income information in their EarlySteps
Online record in the Family web page and then enter a new FCP record with the
Effective From date that you wanted the income to be used in the calculation of the
FCP charges. Leave the Effective To field blank and enter an Acceptance Date that is
after the previous Acceptance Date.
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5. Remember that the Acceptance Date is the date that tells the data system which Cost

Participation record is considered the current or active record. If you use a date prior to the last
record’s Acceptance Date the program will not know to use the new record. It will continue to
recognize the record with the latest Acceptance Date as the current record.

6. The Effective From date drives when the FCP charges begin for the account. If the charges are
to begin in the past, it is appropriate to enter an earlier Effective From date than the previous
date. If the charges are to begin in the future, it is appropriate to enter a future date.

7. The income data may need to be changed for the system to recognize what income was
appropriate for each of the periods that have been just entered. For example; if you have
entered income in the original record and you were to have entered zero income for that
period, you MUST go into the Family member income section in EarlySteps Online and change
the income to zero before entering a new cost share record. When you are preparing to enter a
new FCP account later, you MUST make sure you change the income from zero to the actual
amounts before you enter the record that will calculate the family’s cost share.

7.6 Cost Participation Graph
The Cost Participation graph is provided to visually guide the user in understanding which Cost
Participation record is in effect at any given time. In the Cost Participation graph below the user can see

that a child has 3 Cost Participation records. Each Cost Participation record becomes effective at
different points in time.

Cost Participation

+Add #Join to Family
2017/02/09

2017/02/24

2017/05/26

ct

The Cost Participation Acceptance date is listed on the left side and the Cost Participation graph bars are
sorted in ascending Acceptance Date order. The Cost Participation graph can be read as follows:

e Acceptance Date 2017/02/09 — the Cost Participation record is in effect from January 1 thru
March 31.

e Acceptance Date 2017/02/24 — the Cost Participation record is in effect from April 1 through
June 30.
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e Acceptance Date 2017/05/26 — the Cost Participation record is in effect from July 1 until a new
Cost Participation record is created.

See examples on the following pages regarding the individual selection of each of the Cost Participation
graph bars.

By selecting the Cost Participation graph bar with an Acceptance date of 2017/02/09 the EarlySteps
Online data system displays the following. Notice how the first Cost Participation graph bar is outlined
in a dashed black border. This is an example of Calculate Cost Share Using Family Income and
Deductions Cost Participation record.

Cost Participation

201702/24

201710526

ct

1172017

Fee Type: Calculate Cost Share Using Family Income and Deductions

Effective From: 1152017

Effective To: No End Date
Acceptance Date: 209/2017
Deductions: No Deductions

Family Summary

Family Member Count 5
Total Income $11,500.00
Total Deductions $0.00
Adjusted Income $11,500.00
Percent of Poverty 40
Family Cost Per Hour S0
EarlySteps Maximum Monthly Cost 50

Family Members

FirgstHame Example, effective from 11/1/2016, Mother counted, $1,000.00 Income Included
Firsthame Example, effective from 11/1/2016, Father counted, $10,600.00 Income Included
FirstName Example, effective from 11/15/2016, Child counted, Income Not Included
FirstHame Example, effective from 11/1/2016, Brother counted, Income Not Included

FirstName Example, effective from 11/1/2016, Sister counted, Income Not Included

Print Supporting Documents
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By selecting the Cost Participation graph bar with an Acceptance date of 2017/02/24 the EarlySteps
Online data system displays the following. Notice how the second Cost Participation graph bar is
outlined in a dashed black border. This is an example of Medicaid Eligible Cost Participation record.

2017/02/09

2017/02/24

2017/05/26

41112017

Fee Type: Medicaid Eligible, Access Granted
Effective From: 4112017

Effective To: No End Date
Acceptance Date: 2/24/2017

Print Supporting Documents

By selecting the Cost Participation graph bar with an Acceptance date of 2017/05/26 the EarlySteps

Online data system displays the following. Notice how the third Cost Participation graph bar is outlined

in a dashed black border. This is an example of Pay Maximum Cost Participation record.

Cost Participation #=Add 4=Join to Family

1172017

Fee Type: Pay Maximum Cost Share, Full Fee Option
Effective From: TMI21T

Effective To: No End Date
Acceptance Date: 5/26/2017

Print Supporting Documents
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7.7 Quality Management in EarlySteps Online
SPOE directors and staff must develop internal review processes to ensure that all FCP accounts are
complete and accurate. In situations where S0 income is entered as a temporary measure to establish
the FCP account to generate the EOB or to provide the family with the notice statement, staff must
ensure that the correct income information is subsequently entered. For example, a family is slow to
provide income information prior to an annual. To avoid the lapsing of the IFSP and the delay of
services, no income information was entered. Unless regular quality reviews are conducted to ensure
that the income information is obtained and entered, the SO income level will remain in the system and
the family will not be charged, perhaps in error. The SPOE must review documentation submission
regularly to avoid missing inadequate income information
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FCP:

Cost Participation:

Cost Share:

Effective From:

Effective To:

Acceptance Date:

Access Granted:

Statement Run:

Statement Period:

7.8 Glossary of Terms

Family Cost Participation
Cost Participation web page in the EarlySteps Online data system
The FCP charged amount per hour of service delivered to the family

Date entered here is always the first of a month and represents when the
family’s obligation to pay the FCP charges calculated for this record will begin.
This date will tell you that from this date forward any FCP eligible services
provided to the child will be included on a monthly FCP statement period with
the applicable co-pay charges assessed to the family.

Date that an FCP account record ends. This will typically be left blank. By
leaving the Effective To field blank, the system will consider the record in effect
until a new Effective From date and Acceptance Date are entered into the
record. The Effective To field may be used in limited cases and typically for
extraordinary circumstances.

Date that the family reviewed the Family Notice Statement and signed their
selection for FCP participation. This date must be in the EarlySteps Online
record for the creation of an FCP account at the CFO. This date is also used by
the family statement calculation program to determine which FCP record is the
most current and the one applicable for the time period covering the date of
service being charged a cost share for the statement period.

This refers only to permission from the parent of the child to the program for
billing of services to Medicaid, if the child is Medicaid eligible.

This refers to the date the statements are generated at the CFO. EarlySteps
statements will run at the CFO on the 5™ of every month. Families should see
the statements in their mail within 5 to 7 days from that date.

This refers to the date range included in the monthly statement. Since charges
are only billed to families after the services have been billed and paid to the
provider, the statement period is always 2 months prior to the statement run
date. For example, services provided in October can be billed by the provider
any time within 60 days from the date of service. The CFO will wait for that time
to expire (all of November and December) before generating FCP statements for
the October services. In January, the statement period being billed is the
previous October.
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