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About this manual

The Louisiana EarlySteps Online Provider training manual provides a roadmap regarding how to
use the Louisiana EarlySteps Online data system to accomplish daily business activities from a
Provider’s viewpoint.

Each web page supported by the Louisiana EarlySteps Online data system will be displayed
along with supporting notes.

The training manual serves these purposes:

e Provides information on the basics of using the Louisiana EarlySteps Online software,
including a description of web pages and basic navigation techniques.

e Displays each web page to acquaint the user with the “look and feel” of the data system.

e Provides helpful notes regarding the edits and rules coded into the data system.

Access to Child data

The Louisiana EarlySteps Online data system is built to support multiple user roles. The roles
will restrict the user from accessing or updating data depending upon the defined role. The
supported user roles are as follows:

State Administrator user role has read only data access to all children within the Louisiana
EarlySteps Online data system. The State Administrator user role has the following
additional abilities:

e Allowed to update the child’s Referral date

e Allowed to update the child’s Termination date

e Allowed to upload and download documents to the Child Library

e Allowed to edit Team Notes for a child

SPOE Administrator user role has read and write data access to children within their
assigned SPOE. The SPOE Administrator role has access to terminated child information
without a time limit. The SPOE Administrator user role has the following additional abilities
or restrictions:
e Allowed to have read only access to children statewide for duplicate child searches
e The Referral record becomes read only for the SPOE Administrator once the child is
terminated
e The Intake record becomes read only for the SPOE Administrator once the IFSP
period is established or an Authorization is created
e Authorizations become read only 90 days after the termination date for a child

Version 1.0 Proprietary & Confidential 5
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e SPOE Administrator user role shall lose access to child records for children
transferred from their SPOE

e SPOE Administrator user role shall have read only access to the Child Summary web
page for statewide children who are not in their SPOE

Intake Coordinator user role has read only data access to children assigned to them. The
Intake Coordinator user role has the following additional abilities or restrictions:

e Intake Coordinator can add Team Notes. The Intake Coordinator can edit and delete
Team Notes they add

e Intake Coordinator can add Child Library documents. Intake Coordinator can edit,
and delete Child Library documents they add

e Intake Coordinator user role shall lose access to child data 60 days after the child is
terminated if the Intake Coordinator is assigned to the child at time of termination

e Intake Coordinator user role shall lose access to child data for children who transfer
from their SPOE

e Intake Coordinator user role shall lose access to child data once a Family Support
Coordinator is assigned to the child

e Intake Coordinator user role shall lose access to child data if a new Intake
Coordinator is assigned to the child

Family Support Coordinator user role has read only access to children currently assigned to
them via a Service Coordination Authorization. The Family Support Coordinator user role
has the following additional abilities or restrictions:

e Family Support Coordinator can add Team Notes. Family Support Coordinator can
edit and delete Team Notes they add

e Family Support Coordinator can add Child Library documents. Family Support
Coordinator can edit and delete Child Library documents they add

e On the initial creation of the Service Coordination Authorization the Family Support
Coordinator user role is granted Authorization End date plus 60 days for child data access

e Family Support Coordinator user role shall lose access to the child data 60 days after the
termination date if the FSC is the last assigned FSC. The Service Coordination Authorization
is discontinued as of the Termination date

e Family Support Coordinator user role shall lose access to the child data 60 days after the
SPOE Transfer date since the Service Coordination Authorization is discontinued as of the
SPOE Transfer date

o If the Service Coordination Authorization is canceled the Family Support Coordinator user
role shall lose access to child data immediately

e If the Service Coordination Authorization is discontinued the Family Support Coordinator
user role shall lose access to child data 60 days after the discontinue date

e If the Service Coordination Authorization expires the Family Support Coordinator user role
shall lose access to child data 60 days after the Authorization End date

e  Family Support Coordinator user role shall lose access to the child data after 60 days if
replaced by another Family Support Coordinator via a Service Coordination Authorization

6 Proprietary & Confidential Version 1.0
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Provider user role has read only access to children currently assigned to them via an
Authorization. The Provider user role has the following additional abilities or restrictions:

e Provider can add Team Notes. Provider can edit and delete Team Notes they add

e Provider can add Child Library documents. Provider can edit and delete Child
Library documents they add

e Provider user role shall lose access to the child data once the child is terminated due to the
requirement that at child termination, all child authorizations are discontinued as of the
Termination Date

e Provider user role shall have read only access to the child data if child is transferred to a
different SPOE if their Authorization is still active

e If the assigned Authorization is canceled, the Provider user role shall lose access to child
data immediately

e |[f the assigned Authorization is discontinued, the Provider user role shall lose access to
child data as of the discontinue date

e |[f the assigned Authorization expires, the Provider user role shall lose access to child data as
of the Authorization End date

e The Provider user role shall not have access to Family Cost Participation data

e The Provider user role shall not have access to Family Income on the Family
Member web page

|
Version 1.0 Proprietary & Confidential 7
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Louisiana EarlySteps Online Navigational Flows

The Louisiana EarlySteps Online data system provides easy navigation.

The first navigation flow displays how to traverse from the public facing home page to a child summary
web page. From the Child Summary web page, the user has access to multiple child specific web pages.

|ﬁ|
LA EarlySteps

Online
User

[ Public Home Page

$

Login
C Child Search

Search
Child Search results
View
Child Summary

Left side Menu

Summary

Child Detail

Family

El Dates

Authorizations

Physician

Cost Participation

SPOE Transfer

Assessment

ASQ

Outcome Scores

Screening

Child Library

R R A A A A A A A

Team Note

% o w e e e e e e e Bl
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The second navigational flow displays the common navigation pattern found on detailed web pages.
The example below shows the navigational flow for the Family information web pages. For a Provider,
the user role only has read-only access to the family member data.

C Child Summary %

Family — left
side tab

—»C Family Member List @
View Family Member
Read only

Version 1.0 Proprietary & Confidential 9
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1 Public Home Page

The public home page is accessible via the public internet. This is the internet access point into

the Louisiana EarlySteps Online data system. The public Home page is where a user logs into
the Louisiana EarlySteps Online data system.

To gain secure access to the Louisiana EarlySteps Online data system, the potential user must
complete an Online Access Form and mail the form with the appropriate authorizing signature.

As a reminder, the Louisiana EarlySteps Online data system should always be accessed via a
secure internet connection.

@ The Louisiana EarlySteps Online data system will open external web page links in a separate web browser
tab.

1.1 Public Home Page

S
~ Welcome |
early‘teps*  Louisiana EarlySteps

|, Login
UserID

Forgot Password?

v Amproving Child Owtromes
Y Supporting Family Priovities
v Teaming for Sucecesy

EarlySteps LDH Website LAEIKIDS

Copyright ©2017-CSC | 1.0.11.2 | EarlySteps Online | Privacy Policy | Contact
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1.2 Forgot Password

The Forgot Password web page allows the user to request a new password if the previous
password is forgotten.

@ By entering the assigned User ID, the data system will automatically retrieve and display the Security
Question. The Security Question and answer were originally supplied by the user on the Online Access
form.

@ When Submit is selected, the data system will email the user a temporary password to be used. Once the
temporary password is used to log into the Louisiana EarlySteps Online data system, the data system will
navigate the user to the Change Password web page to establish a permanent password. If the Close
button is selected, the web page will be closed with no system actions performed.

Forgot Password?

Please enter the following information to help us find your passwaord.

The password will be sent to the email account we have on file for this User ID.

User ID*
I

SSH (last 4 digits)*

Security Question

Answer to Security Question *

Close Submit

Password Rules:
- Minimum of 8 characters.
- Maximum of 20 characters.
- Passwords are case sensitive.
- Atleast one Alpha character.
- At least one Capital Letter.
- At least one Number.
- At least one special character |@#5%"&’()/

Version 1.0 Proprietary & Confidential 11
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1.3 Review of Home Page

The Public Home page is the initial access point into the Louisiana EarlySteps Online data
system. Upon completion of the listed exercises, the user will have:

e Selected each link on the public home page.
e Viewed the Forgot Password web page.

o Logged successfully into the Louisiana EarlySteps Online data system.

Exercise 1: Select external website links for viewing

The user should select each external web link on the public home page to view the external
website or form.

Quick Steps Result / Additional Information

1.  Select EarlySteps LDH Website hyperlink. | System displays the EarlySteps LDH web site in a
separate web browse tab.

2. Select the LAEIKIDS hyperlink. System displays the LAEIKIDS web site in a separate
web browse tab.

3. Select the Privacy Policy hyperlink. System displays the Louisiana State Government
Privacy Policy web site in a separate web browse tab.

4.  Select the Contact hyperlink. System displays the Contact web page in a separate
web browse tab.

Exercise 2: View the Forgot Password web page

The user selects to view the Forgot Password web page.

Quick Steps Result / Additional Information

1.  Select the Forgot Password? hyperlink System displays the Forgot Password web page.

from the public home page. If the user enters the correct information and selects

Submit, the system will issue the user a temporary
password via email.

12 Proprietary & Confidential Version 1.0
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Exercise 3: Log into Louisiana EarlySteps Online data system

The user logs into the Louisiana EarlySteps Online data system.

Quick Steps Result / Additional Information
1.  Enter assigned online access User ID and | If successful, the system displays the Child Search
password from the public home page. web page.
Select Go.

If unsuccessful, the system displays an error
message.

|
Version 1.0 Proprietary & Confidential 13
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2 Child Search

The child search functionality allows the user to search for a specific child or a set of children that match
search criteria. Louisiana EarlySteps Online data system displays the results of the search. Please note
that this section of the training manual lists fictitious child information.

@ Newly assigned Child Ids will not reflect the SPOE Region identifier.

@ The system searches for children based on logic that uses “AND” logic and not “OR” logic when the user
enters multiple search criteria. By entering additional search criteria, the search results will narrow.

@ The Exclude Duplicates checkbox will exclude child records in the search results where the child record is
marked as a duplicate.

@ The Exclude Terminated checkbox will exclude child records in the search results where the child record
has been terminated.

2.1Child Search

[11]
11
ass Logged in as: KentiC~ 2
Child Search Criteria |
Child ID
Child Head Of Household
Last Name Last Name
First Name
Exclude Duplicates
Date of Birth
— Exclude Terminated
= o
CPARID
Common Searches |
Most Recently Selected Children Children in 45 Day Timeline
Children Exceeding 45 Day Timeline Pending Transition
Transferred Children Expiring IFSP
Age 3 Mot Terminated = Age 3 Expired IFSP
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View Child Button performs a child search for the entered Child ID.

Button clears all search criteria from the Child Search web page.

Search Button performs the Child search.

The Common Searches are invoked by selecting the hyperlinked label.

2.2 Generic Child Search Results

@ By selecting the Search button without entering search criteria, the data system will display all children the
user has access to.

By entering Child search criteria and selecting the Search button, the user is presented with the child
search results that match their entered search criteria.

@ By selecting a column heading, the Louisiana EarlySteps Online data system will re-sort the search results.
The search results can be sorted ascending or descending by selecting the data grid column multiple times.
The sort behaviour applies to all lists in the system.

@ By selecting the View hyperlink (far right side of the search results), the system navigates to the Child
Summary web page for the selected child.

Search Results

Last Name First Name Child ID ¥ Date of Birth Status Gender Referral Date SPOE ion

Kirby Sarah 201500007 211/2016 IFSP Female 9112016 SPOE Region 7 Vie
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2.3 Most Recently Selected Child Search Results

For the Most Recently Selected Child Common Search, the Louisiana EarlySteps Online data system
displays the last 20 child records accessed by the user. Notice that the Search Results header
describes the Common Search selected.

Search Results - Most Recently Selected Children

Last Name First Name Child 1D Date of Birth Gender Status Referral Date SPOE ion

=

Kirby Sarah 201500007 2112016 Female IFSP 9M/2016 SPOE Region 7 Vie

2.4 Children in 45 Day Timeline Search Results

The Children in 45-day Timeline search shall list children who are:
e Child is 45 days or less from their Referral date and
e Child is in Referral status or Intake status.

The Children in 45 Day Timeline search shall no longer list a child once:
e Child reaches day 46 or
e Aninitial IFSP period has been defined (non-Interim) for the child or
e Child is terminated.

Miscellaneous Notes:
e Sort child list by Days, descending so the kids that have been on the list the longest are at the
top of the list.
o The Referral Date is considered day 1 for the 45-day timeline.

@ Children on the 45 Day Timeline list will need follow-up by the Intake Coordinator.

Search Results - Children in 45 Day Timeline

Last Hame First Name Child ID Days ¥ Date of Birth Gender Status Referral Date IC SPOE ion

Kirby Sarah 201500007 42 11112014 Female Intake 1112812018 SPOE Region 7 Vie

|
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2.5 Children Exceeding 45 Day Timeline Search
Results

The Children Exceeding 45 Day Timeline search shall display children who are:
e Child is 46 days and beyond their initial referral date and
e No initial IFSP period has been defined and
e Child is not terminated.

The Children Exceeding 45 Day Timeline search shall no longer list a child once:
e Aninitial IFSP period is entered into the system for the child or
e Child is terminated.

o AnInterim IFSP period does not count with regards to removing the child from the Exceeding

45-day Timeline list.

Miscellaneous Notes:

e Sort child list by Days, descending, so the kids that have been on the list the longest are at the

top of the list.

The child list will only include active children with a status of Referral or Intake.
o The Referral Date is considered day 1 for the 45-day timeline countdown.

@ Children on the Exceeding 45 Day list will need follow-up. These children are considered “late” and will
require an IFSP Delay Reason once the IFSP period is defined.

Search Results - Children Exceeding 45 Day Timeline

Last Name First Hame Child 1D Days ¥ Date of Birth Gender  Status Referral Date

Kirby Sarah 201500007 2454 3/22/2008

Female Referral 412212010 SPOE Region 7 Vie

|
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2.6 Transferred Children Search Results

The Transferred Child search shall list children who are:
e Transferred into the SPOE from a sending SPOE. These are children that are moving from one

SPOE region to another. The children found on the list are transferring into the SPOE region
which views the list.

The Transferred Child search shall no longer list a child once:
e The SPOE Administrator “removes” them from the list by selecting the Remove hyperlink.

Miscellaneous Notes:
e  When a child record is transferred into a SPOE, all data associated with the child is brought into
the new SPOE with the child record.
e Sort child list based on Transfer Date, descending so the child that has been on the list the
longest is at the top.
e Children on the Transferred list may include active (Referral, Intake, IFSP) and inactive
(Terminated) children.

Last Name First Name Child 1Tv Status Transfer Date ¥ Sending SPOE Reqgion Receiving SPOE Reqgion
Kirby Sarah 201500007 Referral 207 SPOE Region 5 SPOE Region 7 View Remove
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2.7 Pending Transition Search Results

The Pending Transition search shall list children who are:
e Child is active and
e Childisin IFSP status and
e Child is 270 days or less from their third birthday (not counting the 3™ birthday) and
e the Transition Conference date has not been entered. Note: The Transition Conference date is
entered on the IFSP period web page.

The Pending Transition search shall exclude children who are:
e Child whose initial Primary Referral date is < 45 days from their 3™ birthday. This rule excludes
late referral children from the list.

The Pending Transition search shall no longer list a child once:
e the Transition Conference date has been entered or the child is terminated from the program.
e The Pending Transition search shall exclude children whose initial Primary Referral date is < 45
days from their 3™ birthday. This rule excludes late referral children from the list.

Sort child list on Days until 3 Birthday, ascending, so that the kids closest to their 3™ birthday are at the
top of the list.

@ Children on the Pending Transition list will need to have a recorded Transition Conference date.

- - Days Until = s -
Last Name First Hame Child ID 3rd BDay A Date of Birth  School District  Status Referral Date FSC SPOE Region
Kirby Sarah 201500007 1 1112014 Caddo IFSP  1/25/2016 SPOERegion7  View

2.8 Children with Expiring IFSP Search Results

The Expiring IFSP search shall list children who:
e  Child in IFSP status and
e Child is 60 days or less from an existing IFSP End Date.

The Expiring IFSP search shall exclude children from the list who:
e Child has an IFSP period End Date that is 2 days or less from their 3™ birthday. Do not include
children on the list where their IFSP period is expiring due to 3™ birthday.
e  Child with an IFSP period marked as Compensatory.
e Child where the IFSP period is marked as Interim and it is the active IFSP period.

|
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The Expiring IFSP search shall no longer list a child once:
e Child’s current IFSP expires or
e Child is terminated or
e Anew IFSP period is established for the child.

@ Children on the Expiring IFSP list will need to have a new IFSP period established.

Search Results - Expiring IFSP

Child ID ¥ Last Name First Name Date of Birth IESP End Date ESC SPOE ion

=

201500007 Kirby Sarah 71712014 2712017 SPOE Region 7 Vie

2.9 Children Age 3 Not Terminated Search Results

The Age 3 Not Terminate search shall list children who are:
e Child is age 3 or greater and
e Child is not in Terminated status and
e Child does not have an active IFSP period.

The Age 3 Not Terminate search shall exclude children who:
e Child has an IFSP period marked as Compensatory.

The Age 3 Not Terminate search shall no longer list a child once:
e Child is terminated or
e Child is assigned a new IFSP period marked as Compensatory.

@ Children on the Age 3 Not Terminated list should probably be terminated unless a Compensatory IFSP
period needs to be established.

Search Results - Age 3 Not Terminated

Child ID ¥ Last Name First Name Date of Birth Status Referral Date Coordinator SPOE ion

201500007 Kirby Sarah 41212005 IFSP 10/14/2005 SPOE Region 7 Vie

=
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2.10  Children Less Than Age 3 With Expired IFSP
Search Results

The < Age 3 Expired IFSP search shall list children who:
e Child is less than or equal to age 3 and
e Child is not terminated and
e Child has an expired IFSP as of the current date and no current IFSP.

The < Age 3 Expired IFSP search shall exclude children on the list:
e Exclude children where the IFSP End Date is 2 days or less from their 3™ birthday. Do not
include children on the list where their IFSP period is expiring due to 3™ birthday.

The < Age 3 Expired IFSP search shall no longer list a child once:
e Child has an IFSP period assigned or
e Child is terminated or
e Child reaches their 3™ birthday.

@ Children on the Less Than Age 3 Expired IFSP list should be terminated or have a new IFSP period

established.
Search Results - Less Than Age 3 Expired IFSP
Child ID ¥ Last Name FirstName  Dateof Birth  IFSP End Date FSC SPOE Region
201500007 Kirby Sarah 10/31/2014 71312016 SPOE Region 7 View

|
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2.11 Review of Child Search

This section reviews the business functions that can be performed on the Child Search web
page.

Upon completion of this exercise, the user will have knowledge to:

e Search and find child records based on user entered data.

e Use the pre-defined Common Searches.

Exercise 1: Search for Child using user entered data

The user will test the various methods for searching for a child.

@ When performing a character based search (e.g. child last name) the data system requires at least 2
characters.

Quick Steps Result / Additional Information

=

Enter a Child ID and select Search. If the child is found, the system displays the Child
Summary web page.

If the child is not found based on the Child ID, then the
system displays an error message.

2. Select Exclude Terminated and perform a | The system returns all children that match the search

search for a child. criteria except those children in a terminated status.

3. Enterachild’s last name and select The system displays the list of children that match the
Search. search criteria.

4.  Enter a child’s first name and select The system displays the list of children that match the
Search. search criteria.

5. Entera child’s date of birth and select The system displays the list of children that match the
Search. search criteria.

6.  Enter a combination of a child’s last name, | The system displays the list of children that match the
child’s first name and a child’s date of birth | search criteria.
and select Search.

7.  Enterthe CPAR ID associated with the The system displays the list of children that match the
child and select Search. search criteria.

8.  Enter a Head of Household last name and | The system displays the list of children who have a
select Search. family member marked as Head of Household that has
a last name that matches the search criteria.
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Exercise 2: Select a pre-defined Common Search

Upon completion of this exercise, the user will have an understanding of how each of the

Common Searches can be invoked.

Quick Steps

Result / Additional Information

1.  Select the Most Recently Selected
Children hyperlink.

System displays the last 20 children accessed by the
user.

2. Select the Children in 45 Day Timeline
hyperlink.

System displays the list of children that are within the
45 Day time.

3. Select the Children Exceeding 45 Day
Timeline hyperlink.

System displays the list of children that are beyond
their 45 Day timeline.

4.  Select the Pending Transition hyperlink.

System displays the list of children that are pending
transition.

5.  Select the Transferred Children hyperlink.

System displays the list of children that are transferred
into the SPOE.

6.  Select the Expiring IFSP hyperlink.

System displays the list of children that have expiring
IFSPs.

7.  Select the Age 3 Not Terminated

System displays the list of children that are older than

hyperlink. age 3 and not terminated.
8.  Select the < Age 3 Expired IFSP System displays the list of children that are less than
hyperlink. age 3 but have an expired IFSP.
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3 Child Summary

The Child Summary web page displays a summary of the current child information. From the
Child Summary web page, the user can navigate to various data records for the child by using
the left side menu tabs or selecting hyperlinks embedded in the Child Summary web page.

3.1 Left side Menu

Once a child is selected and the Child Summary page is displayed, the Louisiana EarlySteps
Online data system will display a left side menu that allows the user to navigate to a specific
data area for the child. Shown below are the left side menu selections. By selecting one of the
tabs the system displays the associated web page.

@ Please note that the left side menu is not listed in “Business order”. The user may select any left side menu
tab at any time.

Summary

hild Detail

L]

amil

El Dates

Authorizations

l

Physician

Cost Participation
SPOE Transfer
Assessment

ASQ Testing

Qutcome Scores

Screening
Child Library

Team Mote
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3.2 Child Summary

Shown below is the Child Summary web page with the Child in Referral status. No assigned

Intake Coordinator.

@ Shown below is the initial view of the Child Summary web page immediately after the child was added to the

data system via the Add Referral process.

Born 2M/2016, Female Active
Referred 8/1/2016
No Intake Intake Coordinator

No Eligibility Family Support Coordinator
Mo Diagnosis
Mo FCP

Head of Household

Joy Kirby

123 Main Street

BATON ROUGE, LA 70801
Home (717) 345-1223

Child Summary

Shown below is the Coordinator search functionality. The Coordinator Search functionality is

displayed when the user selects the Intake Coordinator hyperlink.

@ Only the SPOE Administrator is allowed to assign an Intake Coordinator.

Born 2/1/20118, Female Active
Referred 5/1/2016
No Intake Intake Coordinator

No Eligibility Family Support Coordinator
Mo Diagnosis
No FCP

Head of Household

Joy Kirby

123 Main Street

BATON ROUGE, LA 70801
Home (717) 3451223

Coordinator Search

Last Hame Agency Specialty
| | | Intake Coordinator

Clear

Child Summary

O
o
o

Search

Version 1.0 Proprietary & Confidential
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Shown below is the Intake Coordinator search functionality with the search results. By

choosing the Select hyperlink on the search results, the Intake Coordinator is assigned to the
child.

Child Summary

Born 2/1/20116, Female Active
Referred 9/1/2016
No Intake Intake Coordinator

No Eligibility Family Support Coordinator
No Diagnosis
No FCP

Head of Household

Joy Kirby

123 Main Street

BATCON ROUGE, LA 70301
Home (717} 345-1223

Coordinator Search
Last Name Agency Specialty
South Intake Coordinator
Provider 1D Last Name  First Hame Agency Specialty
000100002 -0001 Bombet Brooke Southeast Louisiana Area Heatth Education Center Intake Coordinator Select
000100010 -0004 Bouanchaud Jenna Southeast Louisiana Area Health Education Center Intake Coordinator Select
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Shown below is the Child Summary web page with the Child in Intake status.

@ Notice that the Intake date is now displayed.

Child Summary

Born 2/1/2016, Female Active
Referred 91/2016
Intake 10/32016 Intake Coordinator
Brooke Bombet
No Eligibility
No Diagnosis Family Support Coordinator
No FCP

Head of Household

Joy Kirby

123 Main Street

BATCON ROUGE, LA 70801
Home (717} 345-1223
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Shown below is the Child Summary web page with the Child in IFSP status.

@ Note that the IFSP period date range is now set.

@ The Family Support Coordinator was set based on a Service Coordination Authorization being created.

Child Summary

Born 2132014, Male Active

Referred 9/4/2015

[ESP 10112016 - 2022017 Intake Coordinator

Eligible Family Support Coordinator
Developmental Delay Jane Doe

F38 Other disorders of psychological development Divine Case Management, LLC
FCP Effective 9/M1/2015 (318) 683-3553

FCP Account # 1222345

Head of Household

Mary Kirby

12298 W Elm

BATOMN ROUGE, LA 70201
Home (717) 228-3737

Shown below is the Child Summary web page for the Child in Terminated status.

@ Note that the child is displayed as Inactive with the Termination date and reason.

Child Summary

Baorn 2172016, Female Inactive 1212017
Referred 9/1/2016 Moved out of State
[ESP 12017 - 1212017
Intake Coordinator
Mo Eligibility Brooke Bombet
AD1.02 Typhoid fever with heart involvement
Mo FCP Family Support Coordinator

Head of Household

Joe Kirby

123 Main Street

BATOM ROUGE, LA 70801
Home (717) 722-2388
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Shown below is the Child Summary web page for a child with multiple enrollment periods.

@ By selecting the Enrolled hyperlink, the Louisiana EarlySteps Online data system will display the Child
Summary web page for the previous enroliment period.

Child Summary

Born 3M2016, Female Active

Referred 1/1/2017

Mo Intake Intake Coordinatar

Mo Eligikbility Family Support Coordinator
Mo Diagnosis

No FCP Related Records

Enrolled 1112016 - 11/7/2016

Head of Household
MaryAnn Kirby

123 Oak 5t

BATOM ROUGE, LA 70801

Displayed below is a child with SPOE Transfer history.

| Child Summary |

Born S/5/201 8, Female Active
Referred 11/4:2016
Mo Intake Intake Coordinator

Mo Eligitility Family Support Coordinstor
No Diagnosis
Mo FCP

Transfer Histo

Head of Household SPOE Region 5 - Transferred 1/9/2017
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3.3 Review of Child Summary

This section reviews the business functions that can be performed from the Child Summary web
page.

Upon completion of this exercise, the user will have knowledge to:

e Navigate to various parts of the data system via left side menu tabs or hyperlinks.
e Assign an Intake Coordinator to a child.

View previous enrollment periods for a child.

This set of exercises work best by accessing the Child Detail web page for a child that is in IFSP
status and has been in the EarlySteps program for a while. As a suggestion, select a child from
the “Pending Transition” common search results. Start the exercises from the Child Summary

web page.

Exercise 1: Navigate via left side menu tabs

The user will test the various methods to navigate via the left side menu.

Quick Steps Result / Additional Information

1.  Select Child Detail. System displays the Child Detail web page.

2. Select Family. System displays the Family list.

3. Select El Dates. System displays the Early Intervention date records.
The list will hold Referral record, Intake record, IFSP
period records, Termination record.

4.  Select Authorizations. System displays the Authorization list.

5.  Select Physician. System displays the Physician list.

6.  Select Cost Participation System displays the list of Cost Participation records.

7.  Select SPOE Transfer. System displays the SPOE Transfer History list.

8.  Select Assessment. System displays the Assessment list.

9.  Select ASQ Testing. System displays the ASQ list.

10.  Select Outcome Scores. System displays the Outcome Scores generator.
11.  Select Screening. System displays the Screening list.
12.  Select Child Library. System displays the Child document list.
13.  Select Team Notes. System displays the Team Note list.
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Exercise 2: Navigate via hyperlinks

Child Summary

The user will test the various methods to navigate via the embedded hyperlinks on the Child

Summary web page.

Quick Steps Result / Additional Information
1.  Select Born hyperlink. System displays the Child Detail web page.
2. Select Referred hyperlink. System displays the El Dates list.
3. Select Intake or No Intake hyperlink. System displays the El Dates list.
4.  Select IFSP hyperlink. System displays the El Dates list.
5.  Select No Eligibility or Eligible hyperlink. | System displays the El Dates list.
6.  Select No Diagnosis or the Diagnosis System displays the El Dates list.
description hyperlink.
7.  Select No FCP or FCP Effective hyperlink. | System displays the Cost Participation list.

8.  Select Head of Household hyperlink.

System displays the Family list.

Exercise 3: View a previous enrollment period

The user will test the ability to view a previous enrollment period.

Quick Steps

Result / Additional Information

1. If the child has previous enrollments, select
the Enrolled hyperlink on the Child
Summary web page.

System displays the Child Summary for the selected
Enrollment Period.

Notice how the web page headings change based on
a different enrollment period.

Version 1.0
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If the user cannot find a child with a previous enrollment period, the best approach to testing this
functionality is as follows:

1) Locate a child currently active in the Louisiana EarlySteps data system using one of the Home
Page Common Searches.

2) From the Child Summary web page, select El Dates from the left side menu.

3) From El Dates, select the Terminate hyperlink on the top right side.

4) From the Termination web page, set a termination date with a date from the previous week.
Additionally, select a termination reason. Save the termination record.

5) From the Top Menu, select Add Referral.

6) Enter the child’s last name and date of birth of the child that was just terminated.

7) Louisiana EarlySteps will locate and list the child in the Duplicate Child List.

8) Select the Reopen link on the left side of the Duplicate Child List.

9) System displays the Referral information. Enter the required data fields and save the record.

10) System displays the newly reopened Child Summary web page, there will be a Related Record
section for the child with the Enrolled link available for selection.
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4 Child Detail

The Child Detail web page contains additional information regarding the child. The initial child
data is entered via the Add Referral process. Additional details regarding the child can be
added with the Child Detail web page.

@ Only the SPOE Administrator is allowed to edit Child Detail information.

4.1 Child Detail — Read Only View

The Child Detail web page provides a read only view of the information associated with a child.

Child Detail

Sarah L Kirby - 201500007 123 Main Strest
BATON ROUGE T0801
Born 2172016 - Female Bossier Parsh

000080 - ASCENSION PARISH SCHOOL BOARD

English Language

Wedicaid Mot Enrgliad [}gmmplﬂm

Mether's Maiden Name is VWarren African American/ Not Hispanic, Asian

HNon migrant and not homeless
Child is covered by Private Insurance

Notes (New

This is a new child to the Early5teps program.
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4.2 Review of Child Detail

This section reviews the business functions that can be performed for the Child Detail web
page.
Upon completion of this exercise, the user will have knowledge to:

e View the Child Detail web page.

Exercise 1: View Child Detail

The user will test the ability to view the Child Detail information.

Quick Steps ‘ Result / Additional Information

System displays the Child Detail web page in read
only mode.

1. From the Child Summary web page select
the Child Detail left side menu tab.

|
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5 Family

The Family section support the ability to record family members associated with a specific child.

@ Only the SPOE Administrator is allowed to add, edit or delete family members for a child.

5.1 Family Member List

The family member list is initially populated with family members added during the Add

Referral process.

@ The Head of Household is listed first and is displayed in a bold font.

@ Select the View hyperlink for a read only view of the family member details.

Last Hame Eirst Name Relationship
Kirby Joy Mother
Kirby Jo# Father

Ehone
(717) 3451223 View
(717) T22-2388 View
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5.2 Family Member - Read only view

The Family Member web page provides a read only view of the information associated with a
family member.

@ The Provider user role does not have access to view the Family Income but the Intake Coordinator user
role and the Family Service Coordinator user role will.

Joy Kirby - Mother

Role Contact
Head of Household 123 Main Street
Household Member BATON ROUGE LA 70801
Financially Respongible (717) 345-1222 Home
Legally Responsible Best Time To Cak Early Moming
Jirby123@emailserverorg
Born 14171980

Engksh Language
High SchooWGED
Paying Chid Care

Income

Yearly
Wages | Fees | Commissions ' Tips 10,000

Totals 10,000
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5.3 Review of Family
This section reviews the business functions that can be performed for the Family web page.
Upon completion of this exercise, the user will have knowledge to:

e View a list of family members associated with a child.

e View a specific family member.

Exercise 1: View Family Member list

The user will test the ability to view the Family Member list.

Quick Steps ‘ Result / Additional Information

1.  From the Child Summary web page select | System displays the Family member list.
the Family left side menu tab.

Exercise 2: View a specific family member

The user will test the ability to view a specific family member.

Quick Steps Result / Additional Information
1. From the Child Summary web page select | System displays the Family member list associated
the Family left side menu tab. with the child.
2. Select the View hyperlink from the family System displays the Family member web page in read
member list of the family member to be only mode.
viewed.

|
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6 El Dates (Child in Referral Status)

The El Dates section supports the ability to add, update and view child milestone and Early Intervention
program data. The El Dates functionality changes as a child progresses through the various Child
statuses: Referral, Intake, IFSP and Termination.

@ Only the SPOE Administrator is allowed to add or edit EI Date records for a child.

6.1 El Dates List — Child in Referral Status

The El Date list displays the milestone records associated with a child for the enroliment period.

@ The El Dates list will contain the Referral, Intake, IFSP and Termination records for a child.

Shown below is an example of a child’s EI Dates List with all four types of El Date records.
Notice that each record type is available to be viewed.

Type Start Date End Date

Refairal 1212016 Wiaw
Intake 1212020186 123112016 Wigw
IFSP 12017 1182017 Wiaw
Terminated 182017 Wiew
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6.2 Referral Detail — Read only view

The read-only view displays all available data for the Referral.

Referral - 9/1/2016

Jane Jones

(T17T) 79450902

Referral Source: Agvertising - All Media

Where did vou hear about EarlySleps? Bayou Health

Reason for Refemral Child needs developmental evaluation.

Wha Referred You? South Cameron Memorial Hospital

Version 1.0 Proprietary & Confidential 39



earlyiteps”

El Dates (Child in Referral Status)

6.3 Review of El Dates (Child in Referral Status)

This section reviews the business functions that can be performed for the El Dates while the
child is in the Referral status.

Upon completion of this exercise, the user will have knowledge to:
e View a list of El Date records associated with the child.

e View a specific Referral record for the child.

Exercise 1: View El Dates list

The user will test the ability to view the El Dates list.

Quick Steps ‘ Result / Additional Information

1. From the Child Summary web page select | System displays the El Dates list for the child.
the El Dates left side menu tab.

Exercise 2: View a specific Referral record.

Quick Steps Result / Additional Information
1.  From the Child Summary web page select | System displays the El Dates list associated with the
the El Dates left side menu tab. child.
2. Select the View hyperlink of the Referral System displays the Referral record in read only
record to be viewed. mode.

|
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7 El Dates (Child in Intake Status)

When a child is in Intake status, the user is allowed to add an IFSP period record or terminate
the child.

7.1 El Dates List — Child in Intake Status

Early Intervention Dates

Iype Start Date End Date
Referral WR016 Migw
Intake 10722016 Vigw

7.2 Intake Detail — Read only view

The Louisiana EarlySteps Online data system allows the user to view Intake web page.

Intake Edit

Intake 10/3/2016

Displayed below is the Intake read-only web page for a re-activated child. The SPOE Administrator had
previously selected to indicate an Intake meeting was not held.

Intake

n
4

Intake Meeting Not Conducted record set on 1/9/2017

|
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7.3 Review of El Dates (Child in Intake Status)

This section reviews the business functions that can be performed for the El Dates while the
child is in the Intake status.

Upon completion of this exercise, the user will have knowledge to:

e View a specific Intake record for the child.

Exercise 1: View a specific Intake record

Quick Steps Result / Additional Information
1.  From the Child Summary web page select | System displays the El Dates list associated with the
the El Dates left side menu tab. child.
2. Select the View hyperlink of the Intake System displays the Intake record in read only mode.

record to be viewed.
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8 El Dates (Child in IFSP Status)

When a child is in IFSP status, the user is allowed to add an IFSP record or terminate the child.

8.1 El Dates List - Child in IFSP Status

The Louisiana EarlySteps Online data system displays the list of El Date records associated with
the child.

Early Intervention Dates

:
E

Referral 121172016 View
Intake 12122016 12312016 View
IFSP 107 12312017 Yiew

8.2 IFSP Detail — Read only view

The Louisiana EarlySteps Online data system displays the IFSP period record in read-only mode.

IFSP 1/1/2017-12/31/2017

Primary Setting for this IF SP is: Home
Signed by Primary Medical Home: Yes
Meaeting Date: 17372017

Mo Transition Meeting

Description Primary  Start Date End Date Notes Added
ICD0 B57.0 Acute Chagas® Vs 1T 125312007 12052017
disease with heart involvement

Start Date End Date
Informed Clinical Opinion - Dev Delay 1152017 125312017
« Social or Emotional Development

« Adaptive Skills Development

|
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8.3 Review of El Dates (Child in IFSP Status)

This section reviews the business functions that can be performed for the El Dates while the
child is in the IFSP status.

Upon completion of this exercise, the user will have knowledge to:

e View a specific IFSP record for the child.

Exercise 1: View a specific IFSP record

Quick Steps Result / Additional Information
1.  From the Child Summary web page select | System displays the El Dates list associated with the
the El Dates left side menu tab. child.
2. Select the View hyperlink of the IFSP System displays the IFSP record in read only mode.

record to be viewed.
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9 El Dates (Child in Termination Status)

When a child is in Termination status, the user is allowed to reopen the terminated child.

9.1El Dates List — Child in Termination Status

Louisiana EarlySteps Online data system allows the user to view the list of EI Dates associated
with a child.

Early Intervention Dates _ :
Tipe Start Date End Date

Referral 122016 Vigw
Intake 121220168 12312016 Vigw
IFSP 1217 182017 Wi
Terminated 1R_2017 Wigw

9.2Termination Detail — Read only view

Louisiana EarlySteps Online data system allows the user to view the termination record
associated with a child.

Termination Type : Close

Termination Date : 1722017

Termination Reason : Moved out of State
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9.3Review of El Dates (Child in Termination)

This section reviews the business functions that can be performed for the El Dates while the
child is in the Terminated status.

Upon completion of this exercise, the user will have knowledge to:

e View a specific Termination record for the child.

Exercise 1: View a specific Termination record

Quick Steps Result / Additional Information
1.  From the Child Summary web page select | System displays the El Dates list associated with the
the El Dates left side menu tab. child.
2. Select the View hyperlink of the System displays the Termination record in read only
Termination record to be viewed. mode.

|
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10 Authorizations

The Authorization section supports the ability to create and manage Authorizations for the delivery of
services for a child.

@ Only the SPOE Administrator is allowed to add or cancel/discontinue Authorizations for a child.

10.1  Authorization List

@ Active Authorizations are listed at the top of the Authorization list.
@ Expired Authorizations are at the bottom of the Authorization list.

@ Once a Provider is assigned an Authorization, the Provider will have access to the child record via the Child
Search web page.

A370601552 Team Mg - Elgibilty 117302015 12/1572015 Weich, Kenneth Kenneth W Weich ’P‘;"sg“‘" View
: E 4 Month
A370601552 Spedcal Instructor 12/18/2015 6/15/2016 Hennigan, lla lia Hennigan 50 view
A370601552 Senvice Coordination 4/1/2016  6/15/2016 McHenry, Alicia Shoulders of Strength g Mgo; - View
1 Per Auth
A370601552 Team Mg - IFSP 1172016 4252016 Jeter, Dana Dana Rene Jeler 150 View

Version 1.0
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10.2  General Notes regarding Authorizations

If a child is in Referral status:
e No Authorizations can be created.

If a child is in Intake status:
e Evaluation/Assessment Authorization can be created.
e Transportation Authorization can be created.

If a child is in IFSP status:

e Evaluation/Assessment Authorization can be created.
e Service Authorization can be created.

e Transportation Authorization can be created.

If a child is in Terminated status (child was terminated while in Referral status):
o No Authorizations can be created.

If a child is in Terminated status (child was terminated while in Intake status):
e Evaluation/Assessment Authorization can be created.
e Transportation Authorization can be created.
e Authorizations become read only 90 days after the termination date.

If a child is in Terminated status (child was terminated while in IFSP status):
e Authorizations can be added and existing Authorizations can be Cancelled/Discontinued.
e Evaluation/Assessment Authorization can be created.
e Service Authorization can be created.
e Transportation Authorization can be created.
e Authorizations become read only 90 days after the termination date.
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10.3  Evaluation / Assessment — Read only view

The Louisiana EarlySteps Online data system allows the user to view an Evaluation / Assessment
Authorization.

Evaluation / Assessment
ServiceType Physical Therapy
Date Range 01/01/2017 - 01/26/2017
Chid Diagnosis Q75.0 - Crantosynostosis 10/1/2015 -
262017
Provider Aguillard, Jennifer - Magic Moments Physical Therapy LLC
Description EvalAssess - ENgibllity CDA & CBA Home
5016
Frequency / Intensity / 1 Per Auth 60 minutes
Duration

10.4  Service — Read only view

The Louisiana EarlySteps Online data system allows the user to view a Service Authorization.

ServiceType Physical Therapy

Date Range 01/01/2017 - 01/26/2017

Chidd Diagnosis Q75.0 - Craniosynostosis 10/1/2015 -
21612017

Provider Barkerding, Nicole - Nicole L Barkerding

Description Direct Child Service Home 5013

Frequency / Intensity / 5 Month 60 minutes

Duration

|
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10.5 Transportation — Read only view

The Louisiana EarlySteps Online data system allows the user to view a Transportation
Authorization.

Transportation
ServiceType Trans. & Related Cost
Date Range 01012017 - 01/31/2017
Child Diagnosis Q75.0 - Craniosynostosis 10/172015
21612017
Provider Adger, Sabrina - Sabnna Adger
Frequency / Intensity / 5 Week 50 miles
Duration

|
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10.6 Review of Authorizations

This section reviews the business functions that can be performed for Authorizations.
Upon completion of this exercise, the user will have knowledge to:
e View a list of Authorizations associated with the child.

e View a specific Authorization record for the child.
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Exercise 1: View Authorization list

The user will test the ability to view the Authorization list.

Quick Steps ‘ Result / Additional Information

1.  From the Child Summary web page select | System displays the Authorizations list for the child.
the Authorizations left side menu tab.

Exercise 2: View a specific Authorization

The user will test the ability to view an existing Authorization.

Quick Steps Result / Additional Information
1.  From the Child Summary web page select | System displays the Authorizations list associated with
the Authorizations left side menu tab. the child.
2. Select the View hyperlink of the System displays the Authorization record in read only
Authorization record to be viewed. mode.

|
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11 Physician

The Physician section supports the ability to record physicians associated with a specific child.

@ Only the SPOE Administrator is allowed to add, edit or delete a Physician record for a child.

11.1  Physician List

The Louisiana EarlySteps Online data system displays a list of physicians associated with a child.

Child Physician

E
E

Iype Phone

MeGennis Debbie Yes Primary Care Physician (T17) 234-9876 Wiew

11.2  Physician — Read only view

The Louisiana EarlySteps Online data system allows the user to view Physician data.

Debbie McGennis - Primary

Primary Care Physician
Last Seen: 1112017

123 Eim 5t

BATON ROUGE, L& T0E01
(T17) 234-9876 Work
dmoguirei@emaiiserverorg
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11.3  Review of Physician

This section reviews the business functions that can be performed for the Physician web page.
Upon completion of this exercise, the user will have knowledge to:
e View a list of physicians associated with a child.

e View a specific physician.

Exercise 1: View Physician list

The user will test the ability to view the Physician list.

Quick Steps Result / Additional Information

1.  From the Child Summary web page select | System displays the Physician list.
the Physician left side menu tab.

Exercise 2: View a specific Physician

The user will test the ability to view a specific physician.

Quick Steps Result / Additional Information
1. From the Child Summary web page select | System displays the Physician list associated with the
the Physician left side menu tab. child.
2. Select the View hyperlink from the System displays the Physician web page in read only

Physician list of the physician to be viewed. | mode.

|
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12 Cost Participation

The Cost Participation section supports the ability to record a Cost Participation record associated with a
specific child.

@ Please note that the Provider user role will not have access to the Cost Participation data for a child.

@ Only the SPOE Administrator is allowed to add a Cost Participation record for a child

12.1  Cost Participation List

The Louisiana EarlySteps Online data system displays a list of Cost Participation records
associated with a child.

The Cost Participation record with the latest Acceptance Date takes precedence over a Cost
Participation record with an earlier Acceptance Date. In the display below, the Cost
Participation record with the Acceptance Date of 2016/06/14 takes precedence over the Cost
Participation record with the Acceptance Date of 2015/06/26 where the two records overlap
(May 2016 going forward).

@ Clicking on the graph bar that represents the Cost Participation record will cause the system to display the
read only view of the Cost Participation record.

Cost Participation #=Add =kJoin to Family
— Represents|
o Cpst the Cost
Acceptance A / record
Date
2016106114
Oct an Apr Jul Oct an Apr Jul Oct an
2013 L}H Lms LHB
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12.2  Cost Participation — Read only — Medicaid

The Louisiana EarlySteps Online data system allows the user to view a Medicaid Participation
record.

Fee Type: Medicaid Eligible, Access Granted

Effective From: 112017
Effective To: Ho End Date
Acceptance Date:  1/212017

Print Supporting Documents
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12.3  Cost Participation — Read only — Pay Max

The Louisiana EarlySteps Online data system allows the user to view a Pay Maximum
Participation record.

1/1/2017 |

Fee Type: Pay Maximum Cost Share, Full Fee Option

Effective From: 112017
Effective To: Ho End Date
Acceptance Date:  1/4/2017

Print Supporting Documents
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12.4  Cost Participation — Read only — Cost Share

The Louisiana EarlySteps Online data system allows the user to view a Cost Share Participation
record.

1/1/2017 |

Fee Type: Calculate Cost Share Using Family Income and Deductions

Effective From: 112017

Effective To: No End Date

Acceptance Date: 1/6/2017

Deductions: $100.00 Yearly Amount: $100.00
CFamiy Summary
Family Member Count 2
Total Income $0.00
Total Deductions $100.00
Adjusted Income £0.00
Percent of Poverty 0
Family Cost Per Hour $0
Early Steps Maximum Monthly Cost $0

Family Members |

Rich Kirby, effective from 1/1/2017, Child counted, Income Not Included
Betty Kirby, effective from 1/1/2017, Mother counted, $0.00 Income Not Included

Print Supporting Documents

|
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12.5  Cost Participation — Read only — Join to
Family

The Louisiana EarlySteps Online data system allows the user to view a Join to Family Cost

Participation record.

@ Join to Family Cost Participation records are displayed as a red graph bar on the Cost Participation list.

Rich Kirby - 201500013

Effective From: 1172017
Effective To: Ho End Date

Acceptance Date:  1/7/2017

12.6  Cost Participation — Print Supporting
Documents

The Louisiana EarlySteps Online data system allows the user to print Louisiana EarlySteps
specific Cost Participation documents.

@ The user is able to print a Louisiana EarlySteps specific Cost Participation document from the read only
view of the Cost Participation record.

e —
59
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12.7  Cost Participation — List - Draft

The Louisiana EarlySteps Online data system allows the user to view a list of Cost Participation
records that includes a Draft Cost Participation record.

@ A Draft Cost Participation record is displayed as a green graph bar in the Cost Participation list.

@ A Draft Cost Participation record is labelled as Draft in the Acceptance Date column on the Cost
Participation list.

Draft

an Apr Jul Ot an Apr Jul Ot an Apr Jul Ot

1172017

Fee Type: Pay Maximum Cost Share, Full Fee Oplion
Effective From: gLl iy

Effectiee To: No End Date
Acceptance Date: No Acceptance Date

Print Supporting Documents
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12.8  Cost Participation — Read only - Draft

The Louisiana EarlySteps Online data system allows the user to view a Draft Cost Participation
record.

@ A Cost Participation document can be printed for a Draft Cost Participation record.

11172017

Fee Type: Pay Maximum Cost Share, Full Fee Option

Effective From: 12017
Effective To: Mo End Date
Acceptance Date:  No Acceptance Date

Print Supporting Documents
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12.9  Review of Cost Participation

This section reviews the business functions that can be performed for the Cost Participation
web page.

Upon completion of this exercise, the user will have knowledge to:
e View a list of Cost Participation records associated with a child.

e View a Cost Participation record.

Exercise 1: View Cost Participation list

The user will test the ability to view the Cost Participation list.

Quick Steps ‘ Result / Additional Information

1.  From the Child Summary web page select | System displays the Cost Participation list.
the Cost Participation left side menu tab.

Exercise 2: View a specific Cost Participation record

The user will test the ability to view a specific Cost Participation record.

Quick Steps Result / Additional Information

1. From the Child Summary web page select | System displays the Cost Participation list associated
the Cost Participation left side menu tab. | with the child.

2. Double click on one of the Cost System displays the Cost Participation record in read
Participation graph bars. only mode.

|
62 Proprietary & Confidential Version 1.0



earlySteps”

SPOE Transfer

13 SPOE Transfer

The SPOE Transfer section supports the ability to transfer a child from one SPOE Region to
another without first terminating the child in their local SPOE Region.

@ Only the SPOE Administrator is allowed to perform a SPOE Transfer for a child.

@ Once a child is transferred to a different SPOE, the child will be displayed in the Transferred Children list
at the receiving SPOE. The Transferred Children search is found under the Common Search section on
the Child Search web page.

@ A child can be transferred to a different SPOE regardless of their current status (Referral, Intake, IFSP, or
Terminated).

13.1 SPOE Transfer List

Once a SPOE Transfer record is created, the child record and all the associated data is
systematically transferred to the receiving SPOE. The transferred child is listed in the receiving
SPOE’s Transfer list. The receiving SPOE can view the SPOE transfer list of children transferred
into their SPOE by selecting Transferred Children on the Child Search web page. The
Transferred Children selection is found under the Common Search section.

Search Results - Transferred Children
T 