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CCO1 Enrollment Form

(The personal information and accompanying data shown in this guide are fictional and are
used for illustrative purposes only.)

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

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

The CHOICES roles that will have access to this form are the following:
e CCO Supervisor — Create, edit and submit
e CCO Level 2 — Read only
e CCO Level 1 — Read only
e Agency Compliance Officer — Read only

CCO1 Enrollment Form Section

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

Click on CCO1-CCO Enrollme... under Forms.

Dyna mics 365 Workplace v | Announcements

= Welcome to CHOICES UAT

rome tn NYS OPWIIN CHOICFS Annlication in the LIAT srvimnment...

My Work People Agencies

. Announcements @ ndividuals @ Agencies 01-CCO j ELI-Transm

@ Dashboards @ Program Codes j CCO2-CCO Disenroll... j LCED-ICF/II

. Reports @ DDSOs j DDP1-Registration/... j LCED-LCED
IFS‘ DDROs | ﬁ DDP1s-DDP1 Supol... | ﬁ Document:

Latest version of Chrome

| atect warcian nf Firefay
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Views and Sorting

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

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

Dynamics 365 Workplace v | ccot-ccogioliment > L2 D + v

= NEW [ DELETE | v cEMAILALNK v [9 RUNGEPORT v [, EXPORT TO EXCEL | ~

+ Active CCO Enro Te"D

System Views

Active CCO Enroliments
ABS ID Program Code DDSO €CO Effective Dat..| Modified On
nactive CCO Enroliments

Create Personal Vi

CCO1 for VIGIL-NOLASCO JAMIELA

By clicking on the, Inactive CCO1, the list displays all inactive forms. See “Form
Statuses” Section on the meanings of Active and Inactive.

Each column on the list has a column header, which can be used to sort the list. Hover
to highlight, then click to sort.

B https://¢ wdd.ny.gov/ma 79 ~ @ & search.. o~

1Y CCO1-CCO Frre

Dynamics 365 Workplace ~ | cco1-ccoEnroliment >
= NEW il DELETE ~ = EMAILALINK ~ [¥) RUN REPORT ~ @, EXPORT TO EXCEL ~ ~
> Inactive CCO Enrollments ~ £
O Name TABS ID Program Code DDSO CCO Effective Dat..| Modified On st O
CCO1 for AACH,ROWANDA 86452 66020973 - PCC PLAN SUPPO... BROOME DDSO 2/1/2019  1/17/2019 11:16 Processed
CCO1 for AGU, DIEGO 320575 66030973 -- PCC PLAN SUPPO...  BROOME DDSO 12/1/2018  11/9/2018 10:10. Processed
CCO1 for MALL, HERBERT 363412 66030724 -- PCC HEALTH HO. CENTRAL NEW YORK DDSO 8/1/2018 10/17/2018 12:32... Processed
CCO1 for ALPETER, NAOMIA 238202 66030724 -- PCC HEALTH HO CENTRAL NEW YORK DDSO 12/1/2018  11/9/2018 10:10. Processed
CCO1 for ANNIS,GILA 57885 66030723 -- PCC HEALTH HO. BROOME DDSO 9/1/2018 10/17/2018 12:32... Processed
< >
1-5of 5 (0 selected) All # A B C D E F G H 1 J K L M N O P Q R S T U V W X Y Z LR Page 1 4

https://choicesuat.opwdd.ny.gov/_root/homepage.aspx?etc_10110&pagemode _iframeisitemappath Workplace% /...

3/15/2023 3



To Search for a Specific Individual

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

Dynamics 365 Workplace ~ | ccoil-cco enrollment >

4 NEw T DELETE - = EMAILA LUNK - [¥] RUN REPORT ~  B5 EXPORT TO EXCEL

= Active CCO Enrollments ~ 247003 < |2
C1 | Name o TABS ID Program Code obso CCO Effective Dat..| Modified On y O
CCO1 for ZEITLIN,KUMAR 247002 3/1/2021  2/10/2021 3:29 PM
1-10f1 (0 selected) Al # A B C D E F G H I J K L M N O P Q R S T U V W X Y Z M« Page 1 >

The results display. To open the record, hover to highlight, then double click on the line.

suat.opwdd.ny.gov/main.aspx#167505179 ~ @& & search.. 0~

Dynamics 365 Workplace ~ | cco1-cco Enroliment >
= NEW [l DELETE ~ > EMAILALINK ~ [F] RUN REPORT ~ @, EXPORT TO EXCEL ~ ~
+ Search Results ~ 247003 x
O | Name 2 TABS ID Program Code DDSO CCO Effective Dat...| Modified On st O
(] CCO1 for ZEITLIN.KUMAR 247003 3/1/2021 2/10/2021 3:29 PM  Saved
< >
1-10f1(0 selected) Al # A B € D E F G H I J K LMNGOTP QR STUV WX Y Z M4 Page1 »
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Form Statuses

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

Active status for the Documentation Submission form is:

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

Inactive status for the CCO1 form is:
1. Processed — this form has been submitted and filed to TABS.

Completing the Form

The person to be enrolled will not be known to the CCO in CHOICES, therefore they will
not be on the “Individuals” list, so you will need to go to the CCO1 sub-section under,
Workplace.

Dynamics 365 Workplace
Workplace I E
My Work People Agencies Forms Retired Forms
- Announcements Individuals Agencies ] cco1 ccoenrolime... ] EU Transmittal for D... | Retired DDP2 - De..
mE R » - - Sp-
Dashboards Program Codes J CCO2-CCO Disenrol ] J LCED-ICF/IID-Level J ISP-Individualized .
- Reports DDsSOs T DDP1-Registration/.. T LCED LCED Date Tra...
DDROs DDP1s-DDP1 Suppl... | Documentation Sub...

=
j DDP2-Dev. Disabiliti
=

DDP4-Conf. Needs I...

[nttps://choicesuat.opwdd.ny.gov/main.aspx?area=omr ccol8&etc=10110&page=Workplace&pageType=EntityList&we... |

At the CCO1 section, click on the “+ New”

5] https:// at.opwdd.ny.gov/main.aspx#495886177

25 CCO1-CCO Enroll Quic...

Dynamics 365 Workplace ~ | ccoi1-cco Enroliment >

= New | I DELETE ~ & EMAILALINK ~ [¥] RUN REPORT ~ @, EXPORT TO EXCEL  ~

= Search Results v 247003 2
Name 1 TABS ID Program Code DDSO CCO Effective Dat. Modified On St Y C)
CCO1 for ZEITLIN,KUMAR 247003 3/1/2021 2/10/2021 3:29 PM  Saved
< >
1-10f1(0 selected) All # A B C D E F G H 1 J K L M N o P Q R S T U v w X Y z LR Page 1 >
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1. Enter the TABS ID of the person in the TABS ID box, then click Lookup.

O Erii

&% CCO1-CCO Enroliment: New ...

Dynamics 365

Workplace v

cesuat.opwdd.ny.gov/main.aspx#642911445

CCO1-CCO Enrollment > New CCO1-CCO Enr...

- @G Ssearch..

+ NEw

CCO1-CCO ENROLLMENT : INFORMATION

New CCO1-CCO Enrollment -

4 Individual Lookup

Lookup by TABS ID
TABS ID

Lookup by other criteria (clear TABS ID to search

[202143 x

by other criteria)

Last Name

First Name

Sodial Security Number
County

Medicaid CIN

v Sex

Date Of Birth

[ New individual

Active H

2. The results will load, check the person’s name, if a match, click on the TABS ID
number, which is a hyperlink to pull the information into the CCO1 form.

Dynamics 365

Workplaceg/~ | ccot-cco Enroliment > New CCO1-CCO Enr..

+ new X

CCO1-CCO ENROLLMENT : WSFORMATION
New CCO1-CC@Enroliment =

4 Individuahookup

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

Dynamics 36 Workplace ~

CCO1-CCO Enrollment > New CCO1-CCO Enr. < ? .
>

E37 SAVE & cLOSE T suBMIT FORM Bl

H save ElSAVE& NEW 4 NEW

CCO1-CCO ENROLLMENT : INFORMATION

New CCO1-CCO Enrollment =

< General Y
Individual Information

TABS ID
& 202142

Date of Birth
& 11/16/1983

Phone Number
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Only two fields, TABS Program Code and Individual Consent, need to be completed by
the user to submit.
e ) https://ch

5%/ CCO1-CCO Cnroliment: New ...

22508280 - & & search P~

opwdd.ny.gov/main.aspxi22592829

Dynamics 365 Workplace ~ | CCO1-CCOEnroliment > New CCO1-CCO Enr... < ¢ 7 .
x

EsAVE  [37SAVE & CLOSE =} SAVE & NEW = NEW T SUBMIT FORM

CCO1-CCO ENROLLMENT : INFORMATION

New CCO1-CCO Enrollment -

CCO Information

cco
8  PRIME CARE COORDINATION, LLC

TABS Program Code DDSO

| o

Individual Consent

The CCO has a consent form on file for this individual’s enrollment into the CCO/I 111 or Basic 11CBS Plan Support.

No

CCO Effective Date
8 6/1/2021

=

5/3/2021

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

If the program code is not correct, once the CCO1 is submitted, an error
message regarding the person not being registered in the DDSO will display
and the enrollment will not occur.

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

8 ADVANCE CARE ALLIANCE OF NY INC

TABS Program Code
jol
] 66060720 -- ACA HEALTH HOME 0230
HEALTH HOMES BERNARD M. FINESON DDSO
[l 66060723 -- ACA HEALTH HOME 0227
HEALTH HOMES LONG ISLAND DDSO
1]l 66060725 -- ACA HEALTH HOME 0276
HEALTH HOMES STATENM ISLAND DDSO
[l 66060970 -- ACA PLAN SUPPORT 0230
BASIC HCES PLAN SUPPORT BERNARD M. FINESON DDSO
[l 66060971 -- ACA PLAN SUPPORT 0235
BASIC HCES PLAN SUPPORT BROOKLYN DDSO
[l 66060972 -- ACA PLAN SUPPORT 0262
BASIC HCES PLAN SUPPORT HUDSON VALLEY DDSO
a m 66060973 -- ACA PLAM SUPPORT 0227
BASIC HCBS PLAN SUPPORT LONG ISLAND DDSO =
9 results

CCO Signatures
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The Look Up icon allows you to view all TABS Program Code fields. Scroll to the bottom
of the list and click on “Look Up More Records” to find additional program codes.

CCO Information

» 0

AN SUPPORT 0262

\M SUPPORT

9 results
M Cimmatarac

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

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

CCO Information

cco

@ ADVANCE CARE ALLIANCE OF NY INC.

TABS Program Code DDsO

50060072 -- H HOME 0235 ADVANCE C @ BROOKLYN DDSO

Individual Consent

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

Yes

CCO Effective Date

@ 771/2018

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

Dynamics 365 Workplace -~ = €CO1-CCOEnroliment > New CCO1-CCO Enr...

H savE 37 SAVE & CLOSE | ! SAVE&NEW = NEW T SUBMIT FORM

CCO1-CCO ENROLLMENT : INFORMATION

New CCOT1-CCO Enrollment =
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Submit the Form
Click the “Submit Form” icon to subrit the form.

Dynamics 365 Workplace v | cco1-cco Enrolimens#’> New CCO1-CCO Enr.. 7 .
X

ESAVE  [J'SAVE& CLOSE [l SAVE&NEW = NEw [ [ SUBMIT FORM al

CCO1-CCO ENROLLMENT : INFORMATION

New CCO1-CCO Enrollment -=

4« General

Individual Information

Individual TABS ID
L] = 202143
Last Name Date of Birth
®  RAMSHOOK = 11/16/1983
First Name Phone Number
H  CASSON =
Middle Initial Medicaid Number
a

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

Dynamics 365 Workplace v | €CO1-CCOEnrollment > CCO1 for RAMSHOO... >

H save Q] SAVE & CLOSE E",SF\VE &NEW = NEW T[] DELETE = EMAIL A LINK @WORD TEMPLATES ~ Al X
IB Run Report 3

CCO1-CCO ENROLLMENT : INFORMATION

CCO1 for RAMSHOOK, CASSON -=

Il Submit Form

The signature page will display after the user clicks, Submit. Read the informational
paragraph, click the box noting — “By checking this box...”, enter your password and

then click Submit button.

Dynamics 365 Workplace v | LCED-ICF/IID-Levelo.. > New LCED - Level of...

EHsave ['save& close EISAVE&NEW 4 NEW | SUBMIT FORM

LCED - LEVEL OF CARE ELIGIBILITY DETERMINATION : INFORMATION

New LCED - Level of Care Eligibility Deter... =

4 Authorizations

Signature Form

Article III of the New York State Technology Law (Chapter 57-A of the Consolidated Laws of New York), the Electronic Signatures and Records Act (ESRA) § 304 (2) states the following, an electronic signature
may be used by a person in lieu of a signature affixed by hand. By re-entering your network password and checking the box to agree to the terms and conditions herein, and clicking the submit button, you
are authenticating that you are, in fact, the user associated with the user-ID below, Any document electronically signed after this authentication will be subject to the same laws that are applicable to a paper

docu@have signed by hand (ESRA § 304 (2)). PROTECT THIS SESSION ACCORDINGLY. Do not allow anyone else access to this application once you have authenticated,

By checking this box you agree to the above
Please enter your password to sign this form electronically.

Individual Name: FAKLER,ORI

Qualified Person Completing this form: train150 train150

ter Password:
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Once the form has completed processing to TABS, a yellow line displays at the bottom

of the form with “Inactive” noted. The user must then read the TABS Warning
messages.

Dynamics 365 Workplace v | cCO1-CCOEnrollment > CCOT1 for BENTHALL... >

4 NEW o EMAILAUNK [FIWORD TEMPLATES = B} RUN REPORT ~

v om X

CCOT-CCO ENROLLMENT : INFORMATION

CCO1 for BENTHALL, CHRISE =

tinto the CCO/H or Basic HCBS Plan Support

€CO Signatures

To the best of my knowiedge, this individual mests il of the eligibility criteria necessary for participation in Basic HCES Plan Support or Health Homes,

Messag

'm successfully submitted to TABS on 6/15/2018 at 2:28 PM

TABS Warning on 6/15/2018 at 2:28 PM
Inactive Read &

3/15/2023 10



TABS Messages

The first line of the message box will note if the form’s submission was successful or
not. The subsequent “Warning” messages are critical to read and if necessary update or
correct the person’s record to ensure the enroliment will occur the 15t of the next month.

Messages

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

TABS Warning on 6/12/2018 at 4:30 PM
TAES Action: CCO Enrollment
Initiated by: Patricia Walshwasserman

Inactive

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

Possible Messages are:

“PENDING Add to CCO...” is a valid message since the add is always the 15t of the next
month. A user does not need to take any action

Messages

[ —————

The attempted Add for TESTCCO,LINDA will be filed as a PENDING
Add to CCO Program transaction, for the

following Reason(s):

Add Date Program # Program Name

07/01/2018 50060072 50060072 -- H HOME 0235 ADVANCE C

@ Inactive

FUT means that the individual will be enrolled the first of the next month if there are no
other errors (e.g.. TABS messages). A user does not need to take any action

LOC means the LCED Effective Date is not on file in TABS and CCO enrollment cannot
occur until this is fixed. However, the enroliment will pend until the issue is fixed.
Enroliment will be the 18t of the month following the fix being filed.

3/15/2023 11



Messages

£ Add Date Program # Program Name
07/01/2018 50060072 50060072 -- H HOME 0235 ADVANCE C
Pending Reason(s)

LEUT = The Add to Program Date is a Future Date.
LOC = Individual does not have Current ICF Level of Care on file|

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

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

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

Messages

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

TAES Action: CCO Enrcllment
Initiated by: testacall CCO Supervisor

Message:
*** NOT REGISTERED IN THIS DDSO *** I

Active

MCD means that the individual does not have Medicaid Eligibility

ELG means that the individual does not have an OPWDD eligibility status that allows
them to be enrolled into the program code.

With these errors, enrollment will pend the enrollment until the issue is fixed. Enroliment
will be the 1 of the month following the fix being filed.

Messages
- .
B e

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