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Department of Economic Security

Subject: User Guide

1. Introduction:

I-TEAMS (Infant-Toddler Electronic Administration and Monitoring System) is a web-based
application which allows DES/AZEIP as well as its contractors and partner agencies, including
the Arizona State Schools for the Deaf and the Blind, the DES/Division of Developmental
Disabilities (DDD), Raising Special Kids, and Northern Arizona University/Institute for Human
Development (AzEIP TAMS) to record and view information in an easy and efficient manner.

i  Information Recorded and Accessed in I-TEAMS

e Organization and Contract related information

@)
®)

©)
@)

(@]

Add personnel to I-TEAMS

Assign personnel to contract regions and to roles; remove or change personnel as
needed

Record Professional Provider’s information to Professional Registry

Create and submit invoices to DES/AzEIP based on services provided under
contracts (Billing)

Create and Manage Banner messages for Team members and Personnel

e Child related information:

O 0OO0OOOOOODO

Enter/View Referral Information of a child

Record/View Child Demographics information

Record/View Insurance Information for a child

Enter/View Eligibility decision and reason

Create and update IFSPs for a child

Assign and Change Team members for a child

Enter/View Service Delivery information

Record/View Transfer, Transition and Exit information for a child
Record/View Child Entry/Exit Indicator Summary information

ii  User Roles and Access to I-TEAMS

Access to I-TEAMS is determined by the roles assigned to the employee, including contractors
and their subcontractors. Roles are assigned by the DES/AzEIP Contract Admin, Contract
Admin, DDD Admin and ASDB Admin. There are three levels of access:

o Read access- able to view, but not enter or edit, information
o Write Access- able to enter and edit information
o Read and Write Access- able to read, enter and edit

Page 2 of 85 4/5/2013



Department of Economic Security

Version 1.0 Subject: User Guide

2. AZEIP Webpage Navigation:

To access the application, navigate to the AzEIP login page using your Internet Explorer browser
(Internet Explorer - 9 is recommended) or Firefox Mozilla. Users will be provided the link to I-
TEAMS by their administrators. Read the user Agreement, then click “Agree” to advance to the
logon screen.

(=D
(2 http:// deswebdew0l.azdes.int/AzEIR/AZEIR TTE O + & X || (& AzEIP -TEAMS Log In x ﬁ'%g
File Edit View Favorites Jools Help
x Google - ] search - | - - | @ sharer B+ 7 Bookmarks - | Ap Check ~ §J Translate + More> _ Signin 9 -

i ) Citrix Access Gateway @) dotStaff™ &7 AzEIP 1- TEAMS Register B QA-AZEIP I-TEAMS LogIn &) DEV- AzEIP - TEAMS LogIn "y (IRA) AZ DES Division of .. (s, Linkto all sprints (s Project €3 CA Clarity PPM Login

Events | Press Room | Site Map

— g ARIZONA DEPARTMENT OF ECONOMIC SECURITY B
e 3/22/113 10:27:06 A.M.

130 EVERY CLILE, ADLILT, ANE FAMILY ARIZONA
- —

WILL BE SAFE AND ECONOMICALLY SECURE vaun meRiee

DES Home | About DES | FAQ's | Contact Us | Reports | Forms lScarchDES | Go [,

:1 I_TEAMS Help Desk Contact Phone: 602 Email: AzZEIPITEAMS@

USER AGREEMENT

PLEASE READ THE RULES CONTAINED IN THIS AGREEMENT CAREFULLY.THIS SITE

NTIOM PROGRAM.
ENDED FOR. [F

R, OR YOU HAVE NOT
DISCLOSURE, COPYING,

n

o Note: All non-DES employees must register their username first in order to access the
application.

o Note: All DES employees must complete a J-125 form to access the I-TEAMS. DES
employees will use their actual D account as their username, which doesn’t require
registering.
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3. Search for Referral Match:

User can navigate to the search for referral match page from the left hand menu on their Home
Page. To search for a child record user must complete at least three fields on this page. The
Result page will bring information related to the child. The Status of each record will be
identified as Open, Exit, or Pending Transfer. Click on the Status button to view more detail.
The “Service coordinator” button will provide contact information for the assigned service
coordinator. Clicking the “Available address” button displays the parent’s address.

Actors Access Table:

Actor # Actor Name AcCcess
1 Referral Write
2 Service Coordinator Write
3 DDD Service Coordinator Write
4 ASDB Service Coordinator | Write
5 Professional Provider Read
6 DES AzEIP App Admin Write
7 Contract Admin Write
8 Supervisor Write
9 DDD Admin Write
10 ASDB Admin Write
11 Finance Read
12 Data Entry Expanded Write
13 Monitor & TA Contactor Read
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Screen Display for Search for Referral Match:

Home Page > Referral

> Search for Referral Match

Search for Referral Match

Use this screen to find existing records for a child

Please enter at least three fields for search

Child
Date of Referral: = Child Last Name: Test Child First Name: Test
Date of Birth: & Gender: Male: 0 Female: @
Address Line 1 Address Line 2
City: State: - [=] Zip Code:

Parent

Parent Last Name:

Phone: (__)__ -

Parent First Name:

Email:

Search Results Below
Status Status Date

1/4/2013 1

Child Last Name

Child First Name Child DOB

1/1/2012 1

Referral Date Service Coordinator

test test Open Service Ci d

Parentl Address
Available Address

Address Line Two Address Type

[Is ACP

3.2.

Child:

User enters available child information.

3.3.

Date of Referral

Child Last Name

Child First Name

Date of Birth

Gender:

Address Line 1: Enter child’s address using text box.
Address Line 2

City

State

Zip Code

Parent:

Enter available Parent information.

Parent Last Name
Parent First Name
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Steps to Search for Referral Match:

Enter any three fields to search for an existing child record.

Click on Search button to view a list of potential matching child records.

Search results will be shown below on the page.

Search result will provide child 1D, child last name, child first name, child DOB, status, status
date, referral date, service coordinator, parentl address.

Click on the status under Status heading to view the record in detail.

Service coordinator button provides the name of the service coordinator assigned to this child.
Available address button provides the detail address information for child.

User may enter additional address for child or delete the current existing address and save.
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4. Add New Referral:

From the left hand menu user can select to add new referral for child and create a new child record.
Every child has a unique sequential number automatically assigned by system.
o Note: This page notifies the user if any duplicate record exists in the system.

Actors Access Table:

Actor # Actor Name Access
1 Referral Write
2 Service Coordinator Write
3 DDD Service Coordinator Read
4 ASDB Service Coordinator Read
5 Professional Provider Read
6 DES AzEIP App Admin Write
7 Contract Admin Read
8 Supervisor Write
9 DDD Admin Read
10 ASDB Admin Read
11 Finance Read
12 Data Entry Expanded Write
13 Monitor & TA Contactor Read

4.1 Child information:
User must provide at least the minimum required information.
= Child first name: *
= Child last name: *
= Child DOB: *
=  Child Gender:
4.2 Parent information:

User may enter parent information in referral or later in child demographic page.

=  Parent first name
=  Parent last name:
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= Parent email
= Parent phone

4.3 Referral Date: *

User must enter referral date using text box or calendar icon.

4.4 Referral Source:

Select referral source using the drop down list.

child care or early learning program
CPS

Domestic violence shelter or program.
Foster care or adoption agency
Homeless shelter or program
hospital

Parents/family

physicians office

public health facility

public health or social service agency
school

4.5 Referral Reason Type:

Select any referral reason type.

ReferralReasonDD
ReferralReasonECD
ReferralReasonOR

4.6 Referral Reason:

Once user selects the referral reason type from the drop down list, referral reason will change
accordingly. Select referral reason from the drop down list.
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Auditory impairment
Cerebral palsy
Chromosomal abnormality
Hydrocephalus
Intraventricular hemorrhage
Metabolic disorder

Neural tube defect

Other condition not listed
Pediatric under-nutrition
Periventricular leukomalacia
Severe attachment disorder
Visual impairment

4.7 Referral Method:

Enter the referral method that referral was made using drop down list.

Fax
Mail
Online
Other
Phone
Walk-in

4.8 Referral Status:

Select the referral status as initial if it’s a new child, or select duplicate if it’s the duplicate record of one
child.

Initial Referral

4.9 Referrer information:

Enter referrer information. User must enter at least referrer’s first and last name.
= Referrer First Name *
= Referrer Last Name *
= Referrer’s Company
= Referral Source Email
= Referral Source Phone
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4.10 Steps to Add New Referral:

Enter child first name. *

Enter child last name. *

Enter child DOB. *

Select child gender.

Enter parent first name

Enter parent last name

Enter parent email

Enter parent phone.

Enter referral date using text box or calendar icon. *
Select referral source using drop down list.
Select referral reason type using drop down list.
Select referral reason using drop down list.
Select referral method using drop down list.

Select referral status using drop down list.(default to initial referral)

Enter referrer first name. *

Enter referrer last name. *

Enter referrer’s company using text box.
Enter referral source email.

Enter referral source phone.

Modifies by and modified date will be auto filled by system after adding referral.

Click on add referral button to add.
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5. Manage Referral:

Basic referral information can be modified on the Manage Referral page. This page can be accessed
from the left hand menu on the Home Page or from the Child Demographic page.

Actors Access Table:

Actor # Actor Name AcCcess
1 Referral Write
2 Service Coordinator Write
3 DDD Service Coordinator Write
4 ASDB Service Coordinator | Write
5 Professional Provider Write
6 DES AzEIP App Admin Write
7 Contract Admin Read
8 Supervisor Write
9 DDD Admin Write
10 ASDB Admin Write
11 Finance Write
12 Data Entry Expanded Write
13 Monitor & TA Contactor Read
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5.1 Screen Display of Manage Referral:
Home Page > Referral = Manage Referral
Manage Referral
Parent Last Parent First
Name Name
Select 31 Joe Blow 04/04/2011 F Open 03/22/2013
Select 7 Johnny Brown 02/25/2013 M Open Brown June 03/07/2013
Select 12 Jayne Brown 02/25/2013 F Open Brown June 03/07/2013
Select 16 Jessica Brown 02/25/2013 F Open Brown June 03/07/2013
Select 30 Bobby Brown 01/07/2013 M Open Brown Betty 03/22/2013
Select 33 Mariah Carey 01/24/2013 F Open Aniston Jennifer 03/22/2013
Select 10 cc Child 10/10/2012 F Open Parent Mom 03/08/2013
Select 27 Debbie Fehr 12/23/2012 F Open Fehr John 03/21/2013
Select § Buddy Holly 07/07/2010 M Open Holly Molly 03/01/2013
Select 2 Joan Hopkins 09/16/2011 F Open Hopkins John 03/08/2013
Select 32 Mary House 07/06/2011 F Open House Sara 03/22/2013
Select 28 Kimo Kane 01/25/2012 M Open 02/13/2013
Select 25 D'Knoll Knoll 01/01/2013 F Open 01/01/2013
Select 26 D'Knoll Knoll 01/01/2013 F Open 01/01/2013
Select 19 Karuna Kumar 03/19/2012 F Open 03/01/2013
Select 34 Lindsey Lohan 02/01/2012 F Open Casey Maureen 03/22/2013
Select 9 Sol Magdaleno 08/08/2008 F Open 03/08/2013

o Note: Use selects link to navigate the to the detailed referral page.
5.2. Edit referral:

User may select Edit button to edit the record.

5.3. New Referral:

User may select new referral to add a new referral for the same child.

5.4. Child Demographics:
User may select the child demographics button to access the Child Demographic page.

o Note: An error message will appear to notify any users who do not are not allowed
access to the child record.

5.5. Referral Source Address:

User has the option to add an address for the referral source.
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5.6. Steps to Manage Referral:

e Click on Select link to view referral page in detail.
e Click on the Edit Referral button to modify the information.
e Click on Update Referral button to save the modified information.
o Note: The system keeps the history of the user who has modified the referral along with the date the
modification was made.
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6. Locate Child:

User can search for a specific child using the “locate child” function. All users can search for a child but
no information can be edited on this page.

Actors Access Table:

Actor # Actor Name Access
1 Referral Read
2 Service Coordinator Read
3 DDD Service Coordinator Read
4 ASDB Service Coordinator | Read
5 Professional Provider Read
6 DES AzEIP App Admin Read
7 Contract Admin Read
8 Supervisor Read
9 DDD Admin Read
10 ASDB Admin Read
11 Finance Read
12 Data Entry Expanded Read
13 Monitor & TA Contactor Read
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6.1. Screen Display of Locate Child:

Home Page = Child = Locate Child

Locate a Child

I} Use this screen to find a specific child's record
Complete as many fields as possible
Child Last Name Sample Child First Name
Child AKA Last Name Child AKA First Name
Child DOB @ Child Referral Date =
Child ITEAMS ID Child Focus ID Child ASDB ECFE ID
Parent Last Name Parent First Name
Search Results Below
Child ID Referral Date Child Last Name  Child First Name Child DOB Child Gender Child Record Status
Select 72609 Sampley Madilynn F Exited
Select 79830 Sample Madison F Exited
Select 82188 Samples Elizabeth F Exited
Select 114023 Samples Zackary M Open

Home Page = Child > Locate Child

Locate a Child

ITEAMS ID: 114023 Previous Contract: Division of Developmental Disabilities

. Previous Region: 5
Child: Samples, Zackary DOB: 4/16/2010 Status: Open asof 6/19/2012 AZEIP 45th day from Referral Date:
Agency: DDD Contract Region: Division of Developmental Disabilities West Friday, August 03, 2012

Child Last Name, First Name:

Child AKA Last Name, First Name:

Parent Last Name, First Name:

Child AzEIP I-TEAMS ID, DDD Focus ID, ASDB ID:
Child Record Status, Status Date:

Child Gender, DOE, Referral Date

Service Coordinator Last Name, First Name:

Service Coordinator Phone:

Child Demographics ] [ Back To Search

6.2. Steps to Locate Child:

e Enter at least one field to search.

e Select Search button to search for matching child records.
e Possible child record matches will be displayed.

e Click on Select to view more detail for a child record.
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7. Child Demographics:

A child record can be accessed from the Home page by clicking on the Select link next to the child
record. The Home page displays records that have an Open or Pending Transfer status. The record for a
child with a status of Exit can be accessed using the Locate Child link. When the user selects particular
child record, I-TEAMS opens the Child Demographics page.

Actors Access Table:

Actor # Actor Name Access
1 Referral Write
2 Service Coordinator Write
3 DDD Service Coordinator Write
4 ASDB Service Coordinator | Write
5 Professional Provider Read
6 DES AzEIP App Admin Write
7 Contract Admin Write
8 Supervisor Write
9 DDD Admin Write
10 ASDB Admin Write
11 Finance Read
12 Data Entry Expanded Write
13 Monitor & TA Contactor Read
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7.1. Screen Display of Child Demographics:

Home — Child Demographics

ITEAMS ID: 114368

Child: Child, Sample DOB: 3/1/2013 Status: Open asof 3/1/2013 AZEIP 45th day from Referral Date:
Agency: AZEIP Monday, April 15, 2013

“Child Name Last: Child First: Sample Middle: Suffix: | ——--— [=]
Child AKA Last: First: Middie: Suffi: | -—-— [=]
“Date of Birth: 03/01/2013 | 4]

*Gender: Male: D Female: @
Agency: (select ali that apply) [ AzElP [ pop [ ASDB

*School District of Residence: | ———— Find School District

Is CPS Involved? &) Yes © No

Ethnicity/Race

“Did parent or guardian provide information? Yes &

Ho®
*Is Child Hispanic or Latino? yes© No®@
*Race: O] American Indian or Alaska Native [T Asian [F] Black or African American

[select all that apply
& epl] [l wative Hawaiian ar Other Pacific Isiander [0 white

Language of Home: -----—- EI (Must have an adult.)

Interpreter Needed?vas ™ No@
Language of Child:
(if different) =]
Child Resides With:
Child Address:
Address Address Type
Add Address: e =
Address2:
City:
State:| AZ =]
Zip: m
Reservation: —— =]
Phone Number (5) Extension
Add [ -
Email Address (s) Email Content
Add

Contract Region:| —-—-—
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Adult(s) (parent, guardian caregiver)

Last Name First Name Relationship Child Resides Educational Parent Responsible Party Do Not Contact Is ACP

Details/Edit Last Parent No No No No No
Remove o

Add New
Siblings
Last Name First Name Middle Date of Birth Is AzETP Is DDD Is ASDB Comment

No Siblings Found

Add Sibling

Additional Data

Referral

Insurance Information {opens in @ new window:)
Assign [ Change Team Members
Eligibality

IFSP Information (opens in @ new window)
Child Entry Indicator Summary Form
Service Delivery

Transfer Child

Transition Child

Child Exit Indicator Summary Form
Exit Child Record

Child FCP

Comments; -

Save Comment [ cancal |

7.2. Header:

Home — Child Demographics

ITEAMS ID: 114368

child: Child, Sample DoB: 3/1/2013 status: Open asof 3/1/2013 AzEIP 45th day from Referral Date:
Agency: AZEIP Monday, April 15, 2013

o Note: If a child record was transferred into I-TEAMS from ACTs, Focus or ECFE, the page header will
display the name of the agency (AzEIP, ASDB, DDD) that served the child, along with the previous
region. .

Converted child header:

Home — Child Demographics

ITEAMS ID: 57606 Previous Agency: Division of Developmental Disabilities
- . . Region: E

Child: Haugen, Lucas DOB: 9/21/2010 Status: Open asof 9/30/2010 AZEIP 45th day from Referral Date:

Agency: DDD Contract Region: RISE Early Intervention Services 1a Maricopa East Sunday, November 14, 2010
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7.3. ITEAMS ID:

The auto- generated unique identification number assigned to the child in I-TEAMS.

7.4. Child:

Child’s last name and first name.

7.5. DOB:

Date of Birth.

7.6. Status:

The child’s current status- Open, Exited, or Pending Transfer.

7.7. As of:

The effective date of the child’s current status.

7.8. Agency:
The name of the primary agency (AzEIP, DDD, ASDB) providing services to the child. Agency will
default to AzEIP unless another agency is selected from the drop-down list.

7.9. Contract Region: (Displayed for Converted Child)

Contract Region is the name of the program and region that this child is associated with. In regions
where there is a single contractor, I-TEAMS automatically assigns the contract on the basis of child’s
address. In regions with multiple contracts, the program will be selected from the list of contracts in that
region.

7.10. AzEIP 45th Day:
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I-TEAMS calculates and displays the 45" day from the initial referral date. . After the 45" day this text
display will be highlighted in Red if eligibility determination has not been made or the record has not
been exited.

Home — Child Demographics
ITEAMS ID: 57706

Child: Girl, Good DOB: 1/1/2013 Status: Open asof 1/10/2013 AzEIP 45th day from Referral Date:
Agency: AzEIP Sunday, February 24, 2013
7.11. Child Information:

This section of the page includes the child’s name, any previous name or nickname for the child (AKA-
also known as), date of birth, gender, and primary agency. A user with “write” access can make changes
to this page. Changes made to this page will be automatically updated on other pages that include the
same information.

*Child Name Last: Child First: Sample Middle: Suffix: | —---—- [=]
Child AKA Last: First: Middle: Suffix: | ————- E|
*Date of Birth: 03/01/2013 = *Gender: Male: Female: @
Agency: (select all that apply) (4] AzEIP DDD ASDB
*School District of Residence: | -—-—— [=] Find School District
Is CPS Involved? Yes No
7.12. School District of Residence:

Select the child’s school district of residence from the drop down list.
Find School District:

User has the option to lookup the school district on the web site maintained by the AZ Department of
Education at www.ade.az.gov/edd/default.asp.
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éxa/\rlzona

Department of Education

Search By: «<---- Enter your search criteria in the left column.
O Name Below are sample instructions
City
County + To begin searching, dick on what you want to search by. i.e., school/district name, city, county, zip code or CTDS.
Zip Code Enter the search criteria in the field that appears and press go.
CTDS _—
Enter the Entity Narne:
- B Gol
Enter the Entity ket %kyrene|
Name:
Go!
« When searching by name or city, you can enter part or all of the name or city.
. Tip: If you don't know the first part of the name enter a % (wildcard) in front of the name vou enter as in the sample above. (It is not nacessary to enter a % at the end.)
er Links

» Charter Schaols Search » CTDS=County Code, Type Code, District Code & Site Number

# Custom School List
o ENETEmE « Maps are provided for your convenience via a link with MapQuest.com. Arizona Department of Education is not responsible for their accuracy.
 Schools Links

» District Websites + Based on the search criteria specified, the results returned can be quite large.

If you experience a timeout, try being more specific with your criteria or search by county where the search will be broken down by letter of the alphabet.

Copyright @ 2012 Arizona Department of Education: Information Technology, All Rights Reserved

7.13. Is CPS Involved?

If user selects yes, I-TEAMS displays start date and end date fields, which can be entered using the text
box or the calendar icon.

7.14. Ethnicity/ Race:

Ethnicity/ Race must be recorded in detail. The format of this section meets the current US Department
of Education guidelines for collecting and reporting ethnicity and race. The individual gathering this
information must first ask the parent or caregiver to provide the information; if the parent or caregiver
declines, the information must be gathered through “observer report”. An I-TEAMS user will answer
yes or No to the question of whether the parent or guardian provided the information. The next question
is whether the child is of Hispanic/Latino ethnicity; this MUST be answered as Yes or No for all
children. Next, the race or races that the child is identified with must be selected; multiple races can be
selected. If user selects American Indian or Alaska Native from the race option, a table displaying
Arizona tribes will open for user to select from. For more information on the US Department of
Education requirements related to ethnicity and race information collection and reporting please contact
your TAMS.
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Ethnicity/Race
*Did parent or guardian provide information? yves © No @
*1s Child Hispanic or Latino? Yes O No@
"Race: [7] american Indian or Alaska Native [ asian Tl Black or African American

select all that appl)
f oply) [C] native Hawaiian or Other Pacific 1slander [l white

Tribe: 7] 4y oo [ apache [C] camp verde vavapai & [C] chemehueve [ cherokee [ ehactaw
(select all that apply) ] Cocopzh [ cotorads piver [ cresk [T fort mepowel v= vapai [T fort mohave [ gile miver
@l Havesupai El Hopi B Huslapai [ kaitab piaute [ s copa El Navajo
D MOt An Arizona Tribe D Other Tribe D Pasqua Yaqui D Pima D Fueblo D Quechan
D Salt River Pima-Maricopa D 5an Carlos Apache D Seminole D Seneca D Shoshone D Sioux
D Tohono O'odham D Tonto Apache D Unknown D Ute D ‘Washoe D ‘White Mountain Apache
] ¥avapai-Frescott [ vuma [ zuni

Language of Child:
(if different}
Child Resides With:

Language of Home: -—---—-

------ =

El (Must have an adult.)

Interpreter Needed? yes ()

7.15. Language of Home:

There are 66 languages to choose from for Language of the Home and language of child.
o Note: User must first add an adult to the child record, and select “Child resides with” that adult

in order to save Language of Home.

______ - TTTTTT i
i Italian -
English Japanese
Spanish Kirundi
Albanian Korean
American Sign Language (ASL) Krio_
Ambharic Laotian
Apache Lebanese
Arabic = Mandarin
Aramaic Mandingo
Assyrian Mende
Bengali Mien
Bosnian MNavajo
Bulgarian Nepali
Burmese m Other
Cambodian Persian
Cantonese Pima
Chaldean Palish
Chinese Portuguese
Creole Punjabi
Czech Romanian =
Dinka Russian
Ethiopian Samoan
Farsi Serbian -
French Serbo-Croatian Taishanese
German Slavic Temne
Gujarati Somalia L Thai
Hgbr_ew Spanish-English Turkish
Hindi Sudanese Urdu
Hopi Swahili Vietnamese —
Hungarian | Tagalog 2 Yugoslavian i

7.16.

Interpreter Needed?

If yes is selected, I-TEAMS open a drop down list which displays the 15 languages available through
the DES language assistance services to customers with limited English proficiency (LEP) to provide
meaningful access to DES programs, services and activities.
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American Sign Language (ASL)
Apache
Arabic
Bosnian
Chinese
Croatian
Farsi
French
Korean
Navajo
Russian
Serbian
Somalia
Spanish
Vietnamese

7.17. Child Resides with:
User selects the adult with whom the child resides. .

7.18. Child Address:

Enter the child’s residential address here. When the user elects Add, the address verification feature will
compare the address to USPS recognized addresses, and suggests changes for more accuracy. The user
can select the recommended address of the address as they entered it. After adding the address, the user
has the options to edit or delete the address.

Address Address Type Verified Is ACP
add Address: - TIs ACP
Address2:
City:

State: AL ~

Reservation: - -

7.19. Address Type:

From the drop down list select the type of address.

Billing

Business
Home
Mailing
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7.20. Is ACP (Address Confidentiality Program) :

DES participates in the Address Confidentiality Program which provides an important service to
residents of Arizona who are survivors of domestic violence, sexual assault or stalking. The goal of the
ACP is to help those survivors stay safe by keeping their physical address confidential.

ACP provides a legal substitute mailing address to victims who have relocated to avoid the potential for
further abuse. Persons who enroll in the ACP will be provided with an ACP Authorization Card from the
SOS that contains the substitute mailing address. ACP participants will be able to use the ACP address
when creating new government records or changing records with state and local agencies that were
created up to 90 days prior to enrollment in the ACP.

In I-TEAMS, the ACP functionality for the child address and adult address are interrelated. When the
user enters a known ACP address for the child or adult I-TEAMS will auto- mark the address as ACP
A red highlighted message in the header on all of the child record pages will notify users that the record
includes an ACP address. .

7.21. Reservation:
If the child resides on Native American tribal lands in AZ, the user can select form the reservation from

the drop down list.

Cocopah

Colorado River

Fort Apache

Fort McDowell-Yavapai
Fort Mojave

Fort Yuma-Quechan
Gila River

Havasupai

Hopi

Hualapai

Kaibab Paiute
Maricopa (&k Chin)
MNavajo Nation

Fasqua Yagui

Salt River Pima-Maricopa
San Carlos Apache
San Juan Southern Paiute
Tohono O odham
Taonto Apache

White Mountain Apache
Yavapai-Apache Nation
Yavapai-Prescott

Zuni

7.22. Phone Number(s):

Enter phone number, extension if any, and select the phone number type.
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Video Phone
: Wln:nrk

7.23. Email Address(s):

Enter email address, email content, and email type.

Business
Personal

7.24. Contract Region:

Contracts region(s) are displayed based on child’s address zip code.

7.25. Current Service Coordinator:

Service coordinator name will be displayed based on the coordinator selected on the team member page.

o Note: For records that have been brought into I-TEAMS from ACTS, Focus or ECFE the
program name will be displayed, but not the service coordinator name.

7.26. Adult(s) Address:

I-TEAMS will auto-populates the address information provided at the time the child referral was
created. To make changes or to add another address, click on the Detail/ Edit button. The section will
expand and will provide more options. Only users with the appropriate roles have “write” access to child
demographics and will have the ability to add or edit the address record.
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Last Name First Name Child Resides Educational Parent Responsible Party Do Not Contact Is ACP
Details/Edit Mohamed Nutro Parent(1) No Yes Yes No No
Remove

2939 E. roosevelt st apt 77

Phoenix, AZ 85008

(623) 239-7266

Close Details
Adult Type: parent1@  Parent2 0 Caregiver O
Name: Last First: Middle: Suffix:| —---— =]
Address Address Type Verified
Add Address: — =
Address2:
City:
State: az [=]
[T1Use Child Address Zip: =
[[1Use Parent 1 Address Reservation: - =
Phane Number (5) Extension Phone Type
Add CO_ - e =]
Email Address (s) Email Content Email Type
Ad T [=]

["IDo Not Contact
[711s Educational Parent?
[7]1s Responsible Party? (financia 1)

7.27. Adult Type:

Each child record must have at least one adult associated with it. Each adult associated with the child
must be identified as Parent 1, Parent 2, or Caregiver. Then the name of the adult is entered. Next the
address, phone numbers, and email address for the adult can be added. Adult Address follows the same
pattern as child address selection. The address will automatically be verified through the USPS
verification system. Also, when the user enters a known Address Confidentiality Program (ACP)
address for an adult I-TEAMS will auto- mark the address as ACP and a red highlighted message will
display in the header of all the child record pages.

o Note: Close detail button will save parent’s information and close the detail view.

7.28. Use Child Address/Use Parentl Address:
User can select child address or parents address for mailing purposes.

o Note: If an adult is identified as a “parent” and “use child address " is selected, then I-TEAMS
will also automatically identify this adult as the Educational parent and as the Responsible Party
for that child. If this adult is not the adult with the right to make educational decisions on behalf
of the child, or is not the responsible party for financial matters for the child, then the user
should uncheck those items. Each child must have an “Educational Parent” identified in I-
TEAMS who has the legal right to make education decisions on behalf of the child. Each child
must also have a Responsible Party for financial matters identified in I-TEAMS.
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7.29. Do Not Contact:

This option allows the user to record that a parent is not to be contacted. If the user selects the do not
contact option, a florescent colored message to this effect will be displayed in the header on all of the
child record pages.

o Note: The do not contact option is only available when the user selects Parentl or 2; it is not
available if the user selects “caregiver”.

7.30. Is Educational Parent:

The Education Parent is the adult who has the legal right to make early intervention decisions for the
child and family, such as whether to participate in early intervention, sign consents, and make decisions
regarding transition. This is generally the biological or adoptive parent of the child, unless that person’s
educational rights have been severed by court order. .

7.31. Is Responsible Party:

This option is used to identify the responsible party for financial matters including Family Cost
Participation.

7.32. Close Detail:

Selecting this button closes the expanded detail view of address AND saves the address information.

7.33. Address Verification Example:

User selects one from the verified addresses recommended, and then selects Save Chosen Address. The
recommended addresses are provided through a special application used by DES to help ensure that
addresses used for mailing purposes are recognized by the postal service.
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Address Line One Address Line Two
Original 3443 N Central Ave Phoenix AZ 85012 -
Recommend 3443 N Central Ave Phoenix A7 85012 - 2203 013

3443 N Central Ave Frnt Phoenix A7 85012 - 2218 013

@ 3443 N Central Ave Ste 100 Phoenix A7 85012 - 2205 013
3443 N Central Ave Ste 118 Phoenix A7 85012 - 2222 013
3443 N Central Ave Ste 180 Phoenix A7 85012 - 2216 013
3443 N Central Ave Ste 200 Phoenix A7 85012 - 2200 013
3443 N Central Ave Ste 300 Phoenix A7 85012 - 2206 013 ||z
3443 N Central Ave Ste 706 Phoenix A7 85012 - 2209 013
3443 N Central Ave Ste 800 Phoenix A7 85012 - 2221 013
3443 N Central Ave Ste 801 Phoenix A7 85012 - 2230 013
3443 N Central Ave Ste 910 Phoenix A7 85012 - 2228 013
3443 N Central Ave Ste 1300 Phoenix A7 85012 - 2217 013
3443 N Central Ave Ste 1400 Phoenix A7 85012 - 2224 013 I
3443 N Central Ave Ste 1405 Phoenix A7 85012 - 2211 013
3443 N Central Ave Ste 1500 Phoenix A7 85012 - 2213 013 |-
3443 N Central Ave Ste 1600 Phoenix A7 85012 - 2212 013
3443 N Central Ave Ste 1700 Phoenix A7 85012 - 2201 013
3443 N Central Ave Ste 1705 Phoenix A7 85012 - 2226 013 | -

: The Add isaF is Partial add 3
Cannot match any Apartment or Suite number
Save Chosen Address Cancel
S ————————

7.34. Siblings:
By clicking on Add Sibling the user can add siblings to the child record. The user can select all the

agencies that apply to this sibling. This feature can be used to identify a sibling is receiving services
through AzEIP, and can also be used to identify siblings that are being served by other DES programs
included in Family Cost Participation, such as older siblings served by DDD.

o Note: I-TEAMS do not verify that a sibling is served by AzEIP or another program.

Siblings
Last Name First Name Middle Date of Birth Is AzETP Is DDD Is ASDB ‘Comment
No Siblings Found
Last Name: First Name: Middle Name:
DateofBirths _/_/{__ U8 Agency: (selectall thatapply) [1azEe [1oop [ asps Consncal=:
7.35. Additional Data:
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The Child Demographics page provides links at the bottom of the page for easy access to other pages in
this child’s record. Several of these pages (e.g. IFSP), open in an additional “window” on your screen,
while the others replace the Child Demographic screen with the selected page.

Additional Data

Eeferral

Insurance Information {opens in @ new window)
Assign / Change Team Members
Eligibility

IESP Information (epens in @ new window)
Child Entry Indicator Summary Form
Service Delivery

Transfer Child

Transition Child

Child Exit Indicator Summary Form

Exit Child Record
Child ECP

7.36. Comments:
The user can enter comments, notes, or any additional information related to the child. I-TEAMS will
automatically save name of the person who entered the comment and the date it was entered.

Comments:

Save Comment Cancel
7.37. Steps to add information on Child Demographic Page:

e Child Name, Date of Birth, Gender, Agency (defaulted to AzEIP) will be auto-populated on the
Child Demographic page.

e Select School District of Residence using drop down list or select Find School District link to search
for the district.

e Select Yes or No for CPS. Enter date using calendar icon or text box when CPS is yes.
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Select Yes or No to answer “Did parent or guardian provide information?”

Select Yes or No to answer “Is Child Hispanic or Latino?”

Select Race using check box.

Note: If American Indian or Alaska Native is selected I-TEAMS will display the list of tribes. Select
all that apply.

Select Child Resides with using the drop down list.

Enter Child Address using text box. Enter Address, City, State, and Zip Code. Select the address
type using the drop down list.

Select Reservation using drop down list.

After entering information, Select “Add” to add the information.

After selecting Add, a confirmation window will appear; to continue, select “leave the page” option.
Note: Selecting “leave the page” will not take you away from the current page.

After adding an address I-TEAMS will automatically run an address verification process and a box
with a list of recommended verifiable addresses will appear in the center of your screen, Check the
appropriate address and select Save Chosen Address button from the address verification window.
Note: Select the Save Chosen Address button only once and wait for a few seconds to display the
chosen address on page. If you select the button more than once, the address will be displayed
multiple times on the Child Demographics page.

Enter Phone Number, Extension, and select Phone Type using drop down list.

Enter Email Address, Email Content, and select Email type using drop down list.

Select Contract Region using drop down list.

To enter adult information, Select Detail/Edit hyperlink

Confirmation message window will appear; select “leave the page” option to continue.

Adult information has been auto-populated from the Referral page.

Select Parent 1, Parent 2, or Caregiver as Address Type using the drop down list.

Note: If Parent 1 or Parent 2 is selected user will have the option to select “Do not contact. ”
Enter Adult Address using text box. Enter Address, City, State, Zip Code. Select address type using
the drop down list.

Select Reservation using drop down list.

Select “Add” button to add the information.

Confirmation window will appear; select “leave the page” option to continue.

Check appropriate address and select Save Chosen Address button from the address verification
window.

Note: Select the Save Chosen Address button only once and wait for a few seconds to display the
chosen address on the Child Demographics page.

Enter Phone Number, Extension, and select Phone Type using drop down list.

Select Add button to add information.

Enter Email Address, Email Content, and select Email type using drop down list.
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Select Add button to add information.

User may select a) use child address or b) use parent 1 address. If use child address is selected, the
application will auto-check Educational Parent and Responsible Party. You may un-check either or
both options.

Select Close Detail button to save the information and close the detailed address view.

Select Language of Home using drop down list, Language of Child if different, and Interpreter
Needed.

Select Save button to save all entered information.

To add siblings select Add Sibling button.

Enter Last Name, First Name, Middle Name, Date of Birth, Agency.

Enter comments and select Add New.

Select Save button at the bottom of the window to save all information.
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8. Insurance Informati

on.

User will enter the insurance information for the child on the Insurance Information page. User
can navigate to the Insurance Information page from the Child Demographics page. This page
pens in new window (default) or new tab. The page opens in read-only mode, in order to make

any changes or add information click on

the Edit button.

Additional Data

Befe

Assign 1ce Team Members
Eligibility

IESP Information fepens in a new window)
Child Entry Indicator Summary Form

Service Delivery

Transfer Child

Transition Child

Child Exit Indicator Summary Form
Exit Child Record

Child ECP

Actors Access Table:

Insurance Informatio f&ens in a new window)

Actor # Actor Name Access
1 Referral Write
2 Service Coordinator Write
3 DDD Service Coordinator Write
4 ASDB Service Coordinator | Write
5 Professional Provider Write
6 DES AzEIP App Admin Write
7 Contract Admin Write
8 Supervisor Write
9 DDD Admin Read
10 ASDB Admin Read
11 Finance Read
12 Data Entry Expanded Write
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|13 | Monitor & TA Contactor

| Read

8.1. Screen Display of Insurance Information:

No Previous Insurance Found

Insurance Information
meams 1D: 114368
child: Child, Sample pos: 3/1/2013 status: Open asof 3/1/2013 AZEIP a5th dey from Referral Date:
Agency: AZEIP Monday, April 15, 2013
Primary Care Provider: Insured DOB: 3/1/2015 AHCCCS 1D: Exp. Date: /| =
Primary Care Provider Phone: ALTCS ID: Exp. Date: _/_/ i |
Primary Insurance Secondary Insurance
Eamily Consent: ves Mo Consent Date: = Rescind Date: = Family Consent: Yes Mo Consent Date: = Rescind Date: =
child's Member ID: Child's Member 1D:
Insurance Type: Insurance Type:
linsurance/Health plan Nzme insurance/mealth Plan name
Policy Holder's Name: Policy Holder's Mame:
Policy Holder's Emplayer: Policy Holder's Employer:
Plan Type, (example: 9O, FRO, HVO, etc.) Plan Type (Example: £°0, £PO, AN, &tc.]
“policy mumbsr r
*Group Number
*Effective Date of Coverage =2 =]
customer service Phone:
Claims Address: clzims Address:
Edit new primary | [ New secondary
Previous Insurance(s)
Insurance Name Plan Type Policy Number Group Number Effective Date Policy Holder Name

8.2. Primary Care Provider:

Enter name of primary care provider.

8.3. Primary Care Provider Phone:

Enter the phone number of primary care provider.

Primary Care Provider:

Primary Care Provider Phone:

8.4. Insured DOB:

Child date of birth is populated from Child Demographic page.

8.5. AHCCCS ID:
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Enter the AHCCCS ID number of the child using the text box.

8.6. ALTCS ID:

Enter the ALTCS ID using text box. .

8.7. Exp. Date:

Enter the AHCCCS and/or ALTCS expiration date. User must update expiration date every 6
months from the effective date.

o Note: I-TEAMS will generate an alert for the Contract Administrator if a new
expiration date has not been entered after an effective date has been added or
updated.

8.8.  Family Consent:

User must select yes or no for “Family Consent” to utilize their insurance. If yes is selected
enter the consent date using the text box or calendar icon.

o Note: Eleven months after the consent date, an alert will be sent out to the service
coordinator & the contract administrator. A new consent date for use of insurance
must be entered in order to remove the alert.

o Note: If family consent is No, insurance information cannot be entered on the page.

Family Consent: Yes No Consent Date: £ Rescind Date: £

8.9. Consent Date:

Enter the Family Consent date using text box or calendar icon.

8.10. Rescind Date:
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If the family has previously provided consent to utilize their insurance, but has now decided to
withdraw (rescind) their consent, then the user must enter the rescind date using the text box or
calendar icon.

8.11. Child’s Member ID:

Enter the child’s insurance member id using text box.

8.12. Insurance Type:

Select insurance type using drop down list.

AHCCCS-ALTCS

AHCCCS-CMDP
AHCCCS-EPSDT
AHCCCS-Kidscare
Military-Tricare
Private

8.13. Insurance/ Health Plan Name:
Enter the health plan using drop down list.

o Note: If user knows the plan name start typing above the drop down list for fast
access; the insurance plan name will appear on drop down list.

8.14. Policy Holder’s Name
8.15. Policy Holder’s Employer
8.16. Plan Type

8.17. Policy Number

8.18. Group Number
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Policy Holder's
Name:

Policy Holder's
Employer:
Plan Type (Example: EPO, PPO, HMO, etc.)

Policy Number:

Group Number:

8.19. Effective Date of Coverage:

This is the date that the insurance became effective. This date is usually on the member ID card.
Enter date using text box or calendar icon.

8.20. Customer Service Phone:

Phone number will be auto populated once the insurance plan information has been saved.

8.21. Claims Address:

Address will be auto populated once the insurance plan information has been saved.

8.22. Save Changes:

This option saves the insurance information.

8.23. New Primary/ New Secondary:

If the child’s insurance coverage changes, the user enters the new primary insurance or new
secondary insurance by selecting this button. , I-TEAMS will automatically save the previous
insurance history and will display it at the bottom of the page. The new insurance information
can be entered in the upper part of the page and saved.
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8.24. Previous Insurance(s):
The history of previous insurance is displayed. User can view the previous information but

cannot edit or delete it.

8.25. Steps to Enter Insurance Information:

e Click on Edit button.

e Enter Primary Care Provider and Primary Care Provider Phone.

e Select Family Consent Yes or No. If No is selected insurance information cannot be
entered.

e Enter Consent Date using calendar icon or text box.

e Enter Rescind Date if necessary. User is recommended to enter rescind date when
family consent is no.

e Enter Child’s Member Id, and Insurance Type. It will populate AHCCCS/ ALTCS
ID accordingly.

e Enter Exp. Date. User is recommended to enter date every six months.

e Enter Insurance/ Health Plan Name using drop down list. User can also enter the
insurance for easy access.

e Enter Policy Holder’s Name, Policy Holder’s Employer, Plan Type, Policy
Number, and Group Number.

e Enter Effective Date of Coverage using text box or calendar icon.

e Click on Save Changes button to save.
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9. Assign / Change Team Members:

Every child must have team members assigned to them. I-TEAMS maintain the history of all
information entered.

o Note: Only direct services provided by the child’s team members are billable. Each child
may have only one team member from each core discipline. Team conferencing can only
be billed for members of the child’s team. Data entry and administrative personnel are
not considered team members.

Additional Data
Referral
Insurance Information (opens in @ new window)
 Assign / Change Team Members
\. o
Eligabalaty
IESP Information fepens in a new window)

Child Entrv Indicator Summary Form

Service Delivery

Transfer Child

Transition Child

Child Exat Indicator Summary Form
Exit Child Record

Chuld FCP

Actors Access Table:

Actor # Actor Name Access
1 Referral Write
2 Service Coordinator Write
3 DDD Service Coordinator Read/
(If Professional provider Write-if
role assigned, DDD service | DDD (If
coordinator has write Professional
access) provider
role
assigned,
DDD
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service
coordinator
has write
access)
4 ASDB Service Coordinator | Read
(If Professional provider
role assigned, ASDB

service coordinator has
write access)

5 Professional Provider Write

6 DES AzEIP App Admin Write

7 Contract Admin Write

8 Supervisor Write

9 DDD Admin Read

10 ASDB Admin Read

11 Finance Read

12 Data Entry Expanded Read

13 Monitor & TA Contactor Read

9.1. Screen Display of Assign / Change Team Members:
Assign / Change Team Members
Home — Child Demographics — Team Members Back to Child Demographics ]
:mMSBIiattz Aliya DoB: 1/1/2013 status: Pending Transfer asof 1/20/2013 AZEIP 45th day from Referral Date:
Agency: AzEIP Contract Region: UCP of Central AZ 1f & 1g Maricopa Central & NE
Agency

Agency Contract Provider Name Is Primary Assignment Start Date Assignment End Date

LEdit Remove AzZEIP UCP of Central AZ 1f & 1g Maricopa Central & NE

Assign / Change Team Members

Discipline Type Provider Name Team Lead Team Assignment Date

Edit Remove Service Coordinator Ashi Bhatt [1f & 1g Maricopa Central & NE]

Aad e (& 4 &
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9.2. Agency:

User must select the child’s primary agency using drop down list.

9.3. Contract Provider Name:

Based on the agency selected, the region can be selected using a drop down list.

9.4. Is Primary:

The user can select multiple agencies (for example if the child is eligible for both DDD and
ASDB), but select only one as primary.

9.5. Assignment Start Date:

User must select assignments start date using text box or calendar icon. For a newly referred
child the start date will be the date the referral is received by or is assigned to the contractor. For
a newly DDD or ASDB eligible child, the start dart date would be the date that the child became
eligible for DDD or ASDB.

o Note: Start date can’t be prior to the referral date.

9.6. Assignment End Date:
Select assignment end date, if needed, using text box or calendar icon. For example, if a child
transfers from one contractor or agency region to another.
9.7. Discipline Type:
Select discipline type using drop down list.
o Note: For each team member assigned, the discipline type should match the discipline
as entered in that individual’s professional provider profile.

o Note: Only one Service Coordinator can be assigned to a child. A Service Coordinator
cannot be a team lead.
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9.8. Provider Name:

After selecting the discipline type, select one provider using the drop down list that will display
based on the contract region.
o Note: Only providers who have been added as Employees for that region, assigned user
roles, and have completed their professional provider profile will be displayed on the
drop down list for the region.

9.9. Team Lead:

Select Team Lead if appropriate. Each eligible child with an IFSP must have a Team Lead
identified. Each child can have only one Team Lead. A team member whose discipline is Service
Coordinator cannot be a Team Lead.

9.10. Team Lead Assignment Date:

If Team Lead is checked, enter Team Lead assignment date using text box or calendar icon. Only
one team member can be the team lead at any time for any child.

9.11. Steps to Assign / Change Team Member:

o Select Assign / Change Team Member link from Child Demographics
page.

Select Agency using drop down list. *
Select Contract Provider Name using drop down list. *
User enters Assignment Start Date, and Assignment End Date as needed.
Assignment Start Date is required and cannot be earlier than the referral date.
Click on Add button to add agency.
Select Discipline Type using drop down list. *

Select Provider Name available based on contract region. *
User enters Team Assignment Date.
Click on Add button to add.

e 6 ¢ O o o o o o o
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10. Eligibility:
o Note: This page can only be accessed from the Child Demographics page.

User enters all details related to the child’s AzEIP eligibility determination process, including
screening, Prior Written Notice, Family Cost Participation packet given, and AZEIP
eligibility decision on this page.

If the child is ASDB eligible, the ASDB eligibility details will be entered by the authorized
ASDB representative.

If DDD eligibility determination is requested, this page must be used to make that request.
The request will be electronically submitted to DDD. DDD eligibility decision details will
be auto-populated on this page by electronic data transfer from the DDD Focus data system.

For a complete description of AzEIP policy and procedure related to screening, evaluations,
prior written notice and other procedural safeguards, refer to AzEIP Policy and Procedures,
chapter 3, Early Intervention Services.

Additional Data

Eeferral
Insurance Information (opens in @ new window)
Asgzion [ Change Team Members

Eligibility )€
; Niormation {opens in a new window)

Child Entrv Indicator Summary Form

2\

Service Delivery

Transfer Child

Transition Child

Child Exit Indicator Summary Form

Exit Child Record
Child ECP

Actors Access Table:

Actor # Actor Name Access
1 Referral Write
2 Service Coordinator Write
3 DDD Service Coordinator Read
4 ASDB Service Coordinator | Read
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5 Professional Provider Write
6 DES AzEIP App Admin Write
7 Contract Admin Write
8 Supervisor Write
9 DDD Admin Read
10 ASDB Admin Read
11 Finance Read
12 Data Entry Expanded Write
13 Monitor & TA Contactor Read
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10.1.

Screen Display of Eligibility Page:

Select Established Condition or Developmental Delay: [“JEestablished Condition

Eligibility Decision Based on: | Records

(] Developmental Delay

Clevaluation

Select All Established Conditions that Apply:

DAuditory Impairment
[ cerebral Palsy
["] chromosomal ‘Abnormality [l Hydrocephalus.

O Congenital Infections

[ Disorders Disturbing Nervous Systems

[ Disorders Secondary to Toxic Substance Exposure (FAS)

[intraventricular Hemorrhage Grade Il or IV

[IMetabolic Disorder [ Periventricular Leukomalacia
[ Neural Tube Defect
[l other Condition not Listed [ Visual Impairment

[ Pediatric Under Nutrition

[ Severe Attachment Disorder

If Other Condition not Listed has been chosen, Enter the Other Established Condition.

Other Established Condition:

Select All Developmental Delays that Apply:

O Adaptive development ] Communication development

[ Cognitive development [ Physical development, including vision and hearing

[ Social or emotional development

Date DDD Eligibility Requested: =

Select DDD Administrator:  ——

Date ASDB Eligibility Requested: =

[v] Select ASDB Administrator: | - ~]

DDD Eligibility Date: ]

DDD Eligibility Decision: -—-—

N —

DDD Eligibility Reason:  -—--—-

M ASDB Eligibility Decision: | - =
ﬂ ASDB Eligibility Reason: | -—-— ﬂ

| save | | cancel |

Eligibility
Home — Child Demographics — Eligibility Back to Child Demographics ‘
ITEAMSID: 2
child: Bhatt, Aliya DoB: 1/1/2013 status: Pending Transfer asof 1/20/2013 AZEIP 45th day from Referral Date:
Agency: AZEIP Contract Region: UCP of Central AZ 1f & 1g Maricopa Central & NE hursday, January 10, 2013
Screening Conducted?  ------ ~]
Select Screening Results: | ——-—- [v] PWN for Screening Provided: [
Screened Out Date: .j Date PWN for Screening Provided: j
Consent for Evaluation / PWN Signed: [
Parents Requested Evaluation: (O yes ® Ng Date Consent for Evaluation / PWN Signed: =
PWN for Eligibility Provided: []
Date PWN for Eligibility Provided: =
AZEIP Eligibility Decision: —-—  [v] FCP Packet Provided: [
AZEIP Eligibility Decision Date: @ Date FCP Packet Provided: B
45 Day Delay Reason: -——— [v] Delay Reason Other: | |

10.2.

Choose Yes or No.

10.3.

Screening Conducted:

Select Screening Results:

If Screening Conducted answer is Yes, then user must select either Evaluation Recommended

OR Screened Out.
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10.4. Screened Out Date:
User must select Screened Out Date when screening result is screened out.
o Note: If date is more than 45 days after the referral date, user will be required to enter
the reason for delay from the drop down list.

10.5. PWN (Prior Written Notice) for Screening Provided:

Prior Written Notice must be provided if screening is conducted.

10.6. Date PWN for Screening Provided:
User must enter the date using text box or calendar icon when “PWN for Screening Provided”
check box is selected.
o Note: PWN date can’t be before the referral date.
10.7. Parents Requested Evaluation:
The parent can request an evaluation regardless of whether screening has been conducted or
whether an evaluation is recommended as a result of screening. Select Yes if parent requested an
evaluation.
10.8. Consent for Evaluation / PWN Signed:
Select the check box for consent for evaluation
o Note: User must check Consent for Evaluation when screening result is “evaluation
recommended ” or if parent requests an evaluation.

10.9. Date Consent for Evaluation / PWN Signed:

Enter the date using text box or calendar icon.

10.10. AzEIP Eligibility Decision:

User selects Yes or No.
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10.11. AzEIP Eligibility Decision Date:

Select the decision date using text box or calendar icon.

o Note: If date is more than 45 days after the referral date, user will be required to enter
the reason for delay from the drop down list.

o Note: If other is selected, the user must enter a valid other reason in the text box that is
provided.

o Note: Alert will be sent out to service coordinator if Eligibility Decision Date is blank 30
calendar days after the referral days. If eligibility decision date is still blank 40 calendar
days after referral, a second alert will be sent.. The alert can only be removed by
entering the eligibility decision date..

10.12. Select Established Condition or Developmental Delay:

Select the check box that reflects the reason for the Yes eligibility decision- Established
Condition or Developmental Delay.

Select Established Condition or Developmental Delay: Established Condition Developmental Delay

Eligibility Decision Based on: Records Evaluation

o Note: If the user selects Established Condition, then the Eligibility Decision Based on
Records box must be checked.

o Note: If the user selects Developmental Delay then they must select one of these
two: 1) Records- A review of records documenting that the child has a 50%
developmental delay in one more of the developmental areas; OR 2) Evaluation-
Completion of a multidisciplinary evaluation covering all developmental areas that
establishes the child has a 50% developmental delay in one or more of the
developmental areas.

10.13. Select All Established Conditions that Apply:
If the child is eligible for AzEIP based on an established condition, then select one or more

Established conditions from the available choices. If Other is selected, then the user must type
the name of the condition in the text box next “Other Established Condition”.
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Select All Established Conditions that Apply:

[ Auditory Impairment [[] Disorders Disturbing Nervous Systems [[] Metabolic Disorder [T Periventricular Leukomalacia
[ cerebral Palsy [ Disorders Secondary to Toxic Substance Exposure (FAS) [ Neural Tube Defect [[] Severe Attachment Disorder
] chromosomal Abnormality O Hydrocephalus [[J other Condition not Listed [ visual Impairment

O Congenital Infections [ Intraventricular Hemorrhage Grade Il or IV [[] Pediatric Under Nutrition

If Other Condition not Listed has been chosen, Enter the Other Established Condition.

Other Established Condition:

10.14. Select All Developmental Delays that Apply:

If the child is eligible for AzEIP based on developmental delays, then select the areas in which
the child has a delay of 50% or more.

Select All Developmental Delays that Apply:

O Adaptive development [l communication development [CIsocial or emotional development

O Cognitive development O Physical development, including vision and hearing

10.15. PWN (Prior Written Notice) for Eligibility Provided:

If an eligibility decision (Yes or No) is made based on an evaluation or records review, select the
check box.

10.16. Date PWN for Eligibility Provided:

Enter the date PWN was provided using text box or calendar icon.

10.17. FCP (Family Cost Participation) Packet Provided:

If the child is determined “Yes” AzEIP eligible, select the check box after the FCP packet has
been provided to the family.

10.18. Date FCP Packet Provided:

Enter the date using text box or calendar icon.
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o Note: An Alert will be sent to the Service Coordinator if the FCP Packet is not provided
within 3 calendar days from Eligibility Decision Date. The alert can only be removed by
entering the date the packet was provided. .

10.19. Assign Agency Eligibility and Data:

Only authorized DDD and ASDB personnel can make DDD and ASDB eligibility decisions.
DDD eligibility requests can be made by any user with access to the child’s I-TEAMS record. In
the case of a DDD eligibility request, the eligibility decision data will be completed by DDD in
Focus and the data will be transmitted to the child’s I-TEAMS record electronically.

ASDB eligibility requests can be made by any users with access to the child’s I-TEAMS record.
In the case of an ASDB eligibility request, notify the ASDB representative associated with your
region of your request via email. The ASDB representative will complete the ASDB eligibility
data.

Date DDD Eligibility Requested: /[ G| Date ASDB Eligibility Requested: [ / G|
Select DDD Administrator: | ----- E| Select ASDB Administrator: = -----
DDD Eligibility Date: _ [ ( G| ASDB Eligibility Date: _ [/ i)
DDD Eligibility Decision: = ------ =] ASDB Eligibility Decision: | ---—--
DDD Focus ID: ASDB ECFEID ID:
DDD Eligibility Reason: | ----— =] ASDB Eligibility Reason: | ---—--
10.20. Save:

o Note: When user selects “screened out” and saves the page, the child is exited from
AZEIP and no further information can be entered. If the parent requests an evaluations
even though the child was screened out, then the user must Locate the Record, Go to
child Demographics page, click link to Re-open Child Record, and re-open the record,
then return to the Eligibility page and 1) select Yes to “Parents Requested Evaluation”,
2) change Screened Out Evaluation Recommended from the screening result drop down,
3) delete the screened out date, and 4) Select Save. Failure to follow all 4 steps will result
in the record being exited again.

o Note: If AzEIP doesn 't fill the require fields that is needed for focus, system will be
giving required validation message on the page: (Screen shot is listed below)
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AzEIP Eligibility Records have been saved. To Send DDD Eligibility Request, this
information must be provided: SchoolDistrict, Language,
AdultRelationshipPerson/ResponsibleParty, AdultRelationshipPersonLastName,
AdultRelationshipPersonFirstName, Responsible Party Address, Child Phone,
Responsible Party Phone, Referrer Phone, and Referrer Address

10.21. Steps to enter eligibility information:

e Yesor No from Screening Conducted drop down list- .

e Select Screening Results from drop down list.

e If screening results are Screened Out, enter Screened Out Date using calendar icon.

e Note: Once screened out is selected I-TEAMS will Exit the child record.

e |f screened out date is more than 45 days from the referral day enter 45 Day Delay
Reason using drop down list.

e If screening is conducted, enter PWN for Screening Provided.

e Enter AzEIP Eligibility Decision Yes or No.

e Enter AzEIP Eligibility Decision Date using text box or calendar icon.

e s eligibility decision date is more than 45 days from the referral day select the 45 Day

Delay Reason using drop down list.

Complete information for PWN for Eligibility Provided.

e Enter information for FCP Packet Provided within 3 calendar days from Eligibility
Decision Date.

o If the AZEIP eligibility decision is Yes, select Established Condition or Developmental
Delay sections.

e Enter DDD and/or ASDB eligibility information at the bottom of the page as needed.

e Click on Save button to save.

11. IFSP Information: (Individualized Family Service
Plan)

I-TEAMS will maintain the record that has been entered on the IFSP information page.

o Note: User will not be able to edit Agency name on this page.
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Additional Data

Referral

Insurance Information {opens in @ new window)
Assign / Change Team Members
Eligibility /

( iﬁ 5P Information Yogens in @ new window)

i ndicator Summary Form

Service Delivery

Transfer Child

Transition Child

Child Exit Indicator Summary Form

Exit Child Record
Child FCP

Actors Access Table:

Actor # Actor Name Access

1 Referral Write )

2 Service Coordinator Write _11'1' Sc_reen Display of IFSP

3 DDD Service Coordinator Read information:

4 ASDB Service Coordinator | Read -

5 Professional Provider Write ST Tnformatiol

6 DES AZEIP App Admin Write Chi: Child.Sample. D0B: 3/1/2013  Stos: Open ssof 3/1/2013

7 Contract Admin Read Agency: AzEIP

; Supervisor Write | | o e

9 DDD Admin Read et Comentus witen? O ves O Mo comentoates ] B nessicionocost

10 ASDB Admin Read soveire | | reatotow F |

= Services Needed to Make Progress To

11 Finance Read

12 Data Entry Expanded Write  Sendes Ao Tehmsons s - — — .

13 Monitor & TA Contactor Read annedstart | B8 Plamnedtnd: /|| B Funding Source: —
i
Srmenerame

11.2. AzEIP 45th day from the Referral Date:
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On the upper right side corner of the page I-TEAMS displays the date of the 45" day from the
child’s referral date; if the IFSP has been created is the date displays in a florescent highlight

color. If IFSP has not been created and more than 45 days have passed since referral date, the
45™ day date displays in red highlight.

AZEIP 45th day from Referral Date:

riday, February 15, 2013

11.3. Over 45 day reason:

If the IFSP date is more than 45 days past the referral date, the user is required to select the
reason for delay from the drop down list.

Agency Partner

CPS

Family

Family Dispute

Other

Records

Team

Team SC
Weather/Natural Disaster

11.4. IFSP Type:

Select Initial IFSP if this is the initial IFSP for the child. Select Annual IFSP if this is a review
or an annual IFSP

11.5. Current IFSP Date:

User must enter IFSP date using text box or calendar icon.

11.6. IFSP Review Date:

User must enter the next required IFSP review date.

11.7. Parent Consent as Written:

Select Yes or No.
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o Note: If parent consent is no, IFSP cannot be created, and without IFSP no
services can be provided.

11.8. Date PWN (Prior Written Notice) Mailed:

Date PWN mailed will be displayed when user selects No for “parent consent as written”.
Enter the date using text box or calendar icon when the PWN was mailed.

Parent Consent as Written? Yes @ No

Date PWN Provided: _ / / B

11.9. Consent Date:

Enter consent date using text box or calendar icon if parent consent is Yes.

11.10. Restrict to No Cost Services:

The user selects Yes or No based on the parent’s decision. If the family has decided that they
only want to receive service that are available at no cost under the Family Cost Participation
program, then select No. If No is selected, the only services that will be available to add to the
IFSP are those that are available at no cost to the family.

11.11. Add New Services:

Click on the Add New services button to view the service detail screen. This button will only be
activated after user has entered the basic IFSP data and has clicked on “Save IFSP”.

11.12. Service:

When user selects No from Restrict to No Cost Services, the following services are displayed.
Begin by selecting the first service on the child’s IFSP.
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o Note: Service Coordination is a required service on every IFSP. Add Service
Coordination to this screen as an IFSP service regardless of whether it is being provided
by a DDD employee, ASDB employee, or AZEIP contract employee..

Assistive Technology Services -
Assistive Technology Services

Audiology Services

Family Training, Counseling and Home Visits

Health services necessary to enable the child to benefit from another early intervention service

Medical services only for diagnestic or other evaluation purposes

Nursing Services

Nutrition Services

Occupational Therapy

Other Early Intervention Services

Physical Therapy

Psychological Services

Service Coordination Services

Sign Language and Cued Language Services

Social Work Services

Special Instruction

Speech and Language Pathology Services

Transportation and related costs necessary for the child and family to receive an early interventicn service
Vision services

When user selects Yes from Restrict to NO Cost Services, I-TEAMSs only displays the following
services. Begin by selecting the first no cost service on the child’s IFSP. Select one as needed.

o Note: Service Coordination is a required service on every IFSP. Add Service
Coordination to this screen as an IFSP service regardless of whether it is being provided
by a DDD employee, ASDB employee, or AZEIP contract employee.

Medical services anly for diagnostic or other evaluation purposes | »

11.13. Discipline:

After selecting the IFSP service, select one discipline from the drop down list. Be sure that the
professional discipline selected is qualified to provide the service selected.

------ -
P —

Audiologist

Developmental Special Instruction
Family Educator for Hearing
Family Educator for Vision
Hearing Specialist

MNurse

Occupational Therapist
Physical Therapist

Physician

Psychologist

Registered Dietician

Service Coordinator

Social Worker
Speech-Language Pathologist
Vision Specialist
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11.14. Frequency:

Select the service frequency for the IFSP service using the drop down lists. The first list includes
selections for how often the service will be provided. The second list includes the selections for
the duration of each service delivery. For example, if the family is to receive weekly visits of 45
minutes each for the service, selecting Weekly from the first list and 45 from the second list. If
Other is selected in either list then a blank text box will appear and the user must type in the
frequency that the service will be provided.

daily

weekly 30
bi-weekly 45
monthly 60
bi-manthly 75
quarterly S0
semi-annually 105
annually 120
Other Other

11.15. Services Settings:

For each service, select the setting where the service will be provided using the drop down list. If
user selects Other a blank text box will appear and the user must type in the type of location.
Please see AzEIP Policy and Procedure or contact your TAMS for the definitions and guidelines
related to service settings.

Community Based

Other

11.16. Planned Start:
For each service, the user must enter the Planned Start Date using text box or calendar icon.

o Note: The planned start date for a service cannot be before the current IFSP date.
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Planned End:

For each service, the user must enter the Planned End Date using text box or calendar icon.

o Note: The Planned end date for a service cannot be later than the next required IIFSP

revi

11.18.

For each se

ew date or annual date.

Funding Source:

rvice, the user should select all appropriate funding sources, as recorded on the IFSP.

Funding Source:

Arizona

Arizona

Early Intervention Program (AzEIP) Arizona Long Term Care System (ALTCS)
State Schools for the Deaf and the Blind (ASDB) || Division of Developmental Disabilities (DDD)

Family Cost Participation (FCP) Medicaid (AHCCCS/CMDP)

Private Insurance (PI)

11.19.

Steps to Enter IFSP Information:

Click on IFSP Information link from Child Demographics page.

IFSP page will open in a new tab or window. .

Select Initial IFSP Type if this is the child’s first IFSP. Otherwise select Annual.
Enter the Current IFSP Date and the next IFSP review date.

Select 45 Day Delay Reason using drop down list if IFSP date is more than 45 days
past referral date.

Select Parent Consent as Written Yes/No. If user selects no, no services can be
provided.

Enter Consent Date using text box or calendar icon.

Select Yes or No option for Restrict to NO COST services.

Select Save IFSP button.

Click on Add New Services button.

Select Service using drop down button.

Enter Discipline, Frequency, and Service Setting using drop down list.

Enter Planned Start. Planned Start cannot be before Current IFSP Date.

Enter Planned End. Planned End cannot be after IFSP Review Date.

Select Funding Source. User is recommended to select Arizona Early Intervention
Program.

Click on Add Service button to add

Repeat the steps above to add each service on the child’s IFSP.
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e The IFSP History of previous services will be displayed below the current IFSP
service section.

12. Child Entry Indicator Summary Form:
User enters the results of the child entry indicator summary process.

o Note: When the child’s age is equal to or greater than 2 years and 6 months at the time
of the IFSP then this page will be disabled because the child entry summary is only
completed for children who may be receiving services for at least 6 months.

o Note: This page is used to record only the results of the child indicator process. Refer to
the child indicator guidance documents for full instructions on how to conduct and
complete the rating, including the definitions of the scoring values T-E-A-M-1-N-G.

Additional Data

Referral

Inzurance Information {opens in @ new window)
Assign / Change Team Members
Eligibility

IESP i i indow)

Child Entrv Indicator Summary Form

Service Delivery

Transfer Child

Transition Child

Child Exat Indicator Summary Form
Exit Child Record

Chuld ECP

Actors Access Table:

Actor # Actor Name Access
1 Referral Write
2 Service Coordinator Write
3 DDD Service Coordinator Read

4 ASDB Service Coordinator | Read
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Professional Provider Write

DES AzEIP App Admin Write

5
6
7 Contract Admin Read
8
9

Supervisor Write

DDD Admin Read
10 ASDB Admin Read
11 Finance Read
12 Data Entry Expanded Write

13 Monitor & TA Contactor Read

12.1. Screen Display of Child Entry Indicator Summary Form:
ITEAMS ID: 114368
child: Child, Sample DOB: 3/1/2013 Status: Open asof 3/1/2013 AZEIP 45th day from Referral Date:

Agency: AzEIP Monday, April 15, 2013

Arizona Early Intervention Program (AzEIP) Child Entry Indicator - Summary

[Date of Birth:
Child's Name: 03/01/2013
SAMPLE CHILD
Date of Entry Rating: Child's County of Residence: Child ID NO-
I = Maricopa 114368
Use the initial evaluation and t information to rate the questions below using the following chart.
[Age-appropriate function to ‘Age-appropriate functioning Not vet showing age-appropriate [Not yet showing age-appropriate
all or almost all everyday some of the time and/or in functioning but showing functioning. Including any immediate
situatuons. some situations. immediate functional skills functional skills
T E A M I N G

1. POSITIVE SOCIAL-EMOTIONAL SKILLS (Including Social Relationships)
-[=] To what extent does this child show age-appropriate functioning. across a variety of settings and situations, on this outcome? (Enter TE A MIN.G)

2. ACQUIRING AND USING KNOWLEDGE AND SKILLS
-[*] To what extent does this child show age-appropriate functioning, across a variety of settings and situations, on this outcome? (Enter TE A MIN G)

3. TAKING APPROPRIATE ACTION TO MEET NEEDS
-[*] To what extent does this child show age-appropriate functioning_ across a variety of settings and situations. on this outcome? (Enter TE A MIN G)

[ Back to Child Demographics ] I Save

12.2. Date of Entry Rating:

User must enter the date of the Entry rating using text box or calendar icon.
e Note: Service Coordinator will receive an alert if the date has not been entered.

12.3. Positive Social — Emotional Skills:

Click on the arrow for the drop down list and select the rating.
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12.4. Acquiring And Using Knowledge And Skills:

Click on the arrow for the drop down list and select the rating.

12.5. Taking Appropriate Action To Meet Needs:

Click on the arrow for the drop down list and select the rating

12.6. Steps to Enter Child Entry Indicator Summary Form:
e Enter Date of Entry Rating using text box or calendar icon. Service Coordinator will
receive an alert next business if date is not entered.
Select rating for Positive Social — Emotional Skills.
Select rating for Acquiring And Using Knowledge And Skills.
Select rating for Taking Appropriate Action To Meet Needs.
Click on Save button to save.
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13. Service Delivery:

Using Service delivery page user can enter all the services that were provided to the child.
Service delivery page can be accessed through additional data section at the bottom of Child

Demographics page of a child

o Note: Service deliveries have to be entered in I-TEAMS. Each person who has write
access to a Service Delivery can enter service delivery information for a child that is

assigned to them.

Additional Data

Referral

Insurance Information {opens in @ new window)
Assign / Change Team Members
Eligibility

IFSP Information {epens in a new window)

Child Entry Indicator Summary Form
CService Delivery Pl =
Transfer Chald
Transition Chald
Child Exit Indicator Summary Form
Exit Child Record

Add Comments:

Actors Access Table:

Actor # Actor Name Access
1 Referral -

2 Service Coordinator Write
3 DDD Service Coordinator --

4 ASDB Service Coordinator -

5 Professional Provider Write
6 DES AzEIP App Admin Write
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7 Contract Admin Write

8 Supervisor Write

9 DDD Admin R-if DDD

10 ASDB Admin R-if
ASDB

11 Finance Write

12 Data Entry Expanded Write

13 Monitor & TA Contactor Read

14 DDD Finance R-if DDD

15 ASDB Finance R-if
ASDB
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13.1. Screen Display of Service Delivery:

Service Delivery
ITEAMS ID: 14855 Previous Contract: Division of Developmental Disabilities

. . . Previous Region: 1
Child: Aaron, Landynn DOB: 8/2/2011 status: Open asof 2/4/2013 AZEIP 5th day from Referral Date:
Agency: DDD Contract Region: Division of Developmental Disabilities DDD Central hursday, March 21, 2013

Service Delivery

Back to Child Demographics l

Team Member: --Select--[+]

Date 04/01/2013 | Service | ---—----- [=]
Modifier(s)

DAssessment D Meeting D Record Review D Sign Language and Cued Language

[C] assistive Technology DMultiple eligible children 2 ] Report Writing [T ream conferencing

P pata ] Multiple eligible children 3 [F] service coordination (Dual role) [ Team Lead

Evaluation [max units reached] [ mon-Direct

Units: o[=| | .00[x] Location (Zip) Setting | -—— = Is TPL Reimbursable:
Reversal? Yes © No @ - Yes© NoC
Service Delivery Notes:

Save Cancel

13.2. Team Member:

Select the team member name that has provided the services using the drop down list based on
IFSP and team member. This field has provider name along with the discipline type.

o Note: If you have assigned team member and name doesn’t populate accordingly, please
refer to professional provider page and check the services and contract. Then make sure
team member has been assigned based on the child contract and agency. Check IFSP
page and compare the services related to professional provider.

13.3. Date:

System defaults and displays the current date which can be changed using calendar icon or text
box. Date cannot be earlier than the referral date or later than the current date.

13.4. Service:
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Select the services that were provided using the drop down list.

o Note: Occupational & Physical Therapy displays in the drop down list only when these
services have been selected on the IFSP page. All other services will display on the
services drop down list.

13.5. Modifier(s):

User may select multiple modifiers using check boxes that apply to their service delivery.

Modifier(s)
Assessment Meeting Record Review Sign Language and Cued Language
Assistive Technology Multiple eligible children 2 Report Writing Team conferencing
Data Multiple eligible children 3 Service Coordination (Dual role) | Team Lead
Evaluation Non-Direct
13.6. Units:

Service Delivery units have to be entered in this dropdown. For example,. if service provider
delivered service for 2 hours and 15 minutes, they would select 2 in the first drop down and .25
in the next one.

o Note: 15 minutes = .25 units for service delivery. No more than 8 units can be
recorded for a day for service delivery.

o Note: Units drop down list will be populated with potentially limitations of time
based on the modifiers and services selected.

13.7. Location (Zip):
Enter the zip code using text box where the service was provided.

o Note: In case of an ACP child, this field will be a drop down, and one of the ACP Zip
codes will have to be selected for Service Delivery.

13.8. Setting:

Using drop down list select the setting that applies.
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Community Based
Home
Other

13.9. Is TPL Reimbursable:

If the service is TPL reimbursable, user has to select Yes. If not, then No has to be selected.
There is no default for this item.

13.10. Reversal:

If user had entered wrong service, select Yes for reversal; otherwise it defaults to a No. A
reversal of service will be shown as a negative and red color font in the service delivery
information below. This reversal will show as a negative in the invoice, and the user will see it
in the next invoice generated.

digit zip

Edit 4f1/2013 Physical Therapist Nutrition Services Assessment ot IFSP Location: Setting: TPL Reimbursable:
Physical Therapist 850271234 Community No

Isaac Newton Based
9 digit zip

13.11. Service Delivery Notes:

User may enter notes about the particular service that was entered using text box.

13.12. Save:

Select Save button if user wants to save this service delivery information. It is important to note
that if the save option is not selected then information will be lost when moving away from this
screen.

13.13. All & Current IFSP Only:
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Once Service delivery information has been saved, it will move down to the service delivery grid
(below the Service Delivery Notes), where all service deliveries can be seen. User has option to
list the service deliveries by either seeing all IFSP’s, or only the current IFSP ones. The option to
select this is at the top of the Service Delivery grid.

o Note: Non-IFSP services that were not authorized will also display on this table.

All Current IFSP Only

Service Modifier(s)

Pending 4/1/2013 Physical Therapist Physical Therapy Units Remaining: Location: Setting: Home TPL Reimbursable:
Physical Therapist 1.00 364.00 85027 No
Isaac Newton
Edit 4/1/2013 Physical Therapist Nutrition Services Assessment Units Not IFSP Location: Setting: TPL Reimbursable:
Physical Therapist 0.50 850271234  Community Mo
Isaac Newton Based
9 digit zip
Edit 4/1/2013 Physical Therapist Nutrition Services Assessment Units Mot IFSP Location: Setting: TPL Reimbursable:
Physical Therapist -0.25 850271234 Community No
Isaac Newton Based
9 digit zip

User may edit the service information by selecting edit link next to the particular service
delivery. It will automatically populate at the top where Service delivery information was entered
earlier, and user can edit and save as desired.

13.15. Date:

It displays the date when the service was delivered.

13.16. Provider:
In the provider section it displays three fields.

i Physical Therapist: This is the Job Title that was given to the employee when entering
him/her to I-TEAMS.

il Physical Therapist (In second row): This field will display the discipline of the
Professional Provider.

iii Isaac Newton (Dummy Name): This field will display the name of professional provider.
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13.17. Service:

This column will display the service that was provided.

13.18. Service Modifiers:

If any of the service modifiers are selected while entering Service Delivery information, they
will be displayed here. (e.g. Assessment.)

13.19. Units:

The number of Units service was provided will be displayed in this field.

13.20. Remaining:

States if the service is an authorized IFSP service or Non IFSP service. If it is, it will show the
”Remaining Units” Authorized .

13.21. Location:

In this field it displays the zip code where the service was delivered.

13.22. Setting:

The setting the service was provided will be displayed here.

13.23. TPL Reimbursable:

If user selected “Yes” while entering Service Delivery information, it will show a “Yes” here; otherwise it
will display a “No.”

13.24. Invoiced:
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If the service has been invoiced, the user can no longer edit the service delivery (as shown in the
image). Also, the negative .25 units, is an example of reversal of service delivery. It will show in
red

,’13,"1013 Professional Provider ~ Family Training, Units:  Not IFSP Location:  Setting: TPL
Audiologist Counseling and -0.25 85016 Community ~ Reimbursable: No
Marc Anthony Home Visits Based

13.25. Pending:

If the service has been entered and user has created an invoice, it will show the services as
pending.

/2013 Physical Therapist Physical Therapy Units: Remaining: Location: Setting: Home TPLReimbursable:
Physical Therapist 1.00 364.00 85027 No
Isaac Newton
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14. Transfer Child:

This page can be used to facilitate the transfer of a child from one contract or region to another.
In order to transfer child to another program the child must have an open record and must have a
service coordinator/ contract provider assigned. The transfer must be initiated by the sending
program, that is, the program that the child is transferring FROM.

e Note: Two different alerts will be sent out to Contract Administrator assigned to the
child. 1. Alert will be sent to the Contract Admin of the new program. 2. Alert will be sent
to Contract Admin of the sending program. After receiving an alert both contractors need
to individually acknowledge the transfer of child.

e Note: Sending program will be able to access child record for 30 days after the transfer
has been acknowledged by the receiving program so that the sending program can
complete data entry and billing for services they provided before the transfer..

Additional Data

Manace Referral

Insurance Information {opens in a new window)
Assign / Change Team Members

Eligibility

IFSP Information {opens in a new window)
Child Entry Indicator Summary Form

Service Delivery

Trans1l1on C!ild

Child Exit Indicator Summarv Form
Exit Child Record

Child FCP

Actors Access Table:

Actor # Actor Name Access
1 Referral Write
2 Service Coordinator Write
3 DDD Service Coordinator Read

4 ASDB Service Coordinator | Read
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5 Professional Provider Write
6 DES AzEIP App Admin Write
7 Contract Admin Write
8 Supervisor Write
9 DDD Admin Read
10 ASDB Admin Read
11 Finance Read
12 Data Entry Expanded Write
13 Monitor & TA Contactor Read

14.1. Screen Display of Transfer Child:

ITEAMS ID: 2
child: Bhatt, Aliya poB: 1/1/2013 status: Open asof 1/20/2013

UCP of Central AZ

Transfer Child

Agency: AzEIP Contract Region: UCP of Central AZ 1f & 1g Maricopa Central & NE

1/20/2013

Select Transfer Reason: [Please select an Transfer reason..] Iz‘

Select City [=]

Select Zip Code Select Zip Code
Select Organization Select Organization

ASDB
A7ETP
DDD

Back to Child Demographics
Back To Home Page

Transfer

14.2. Select Transfer Reason:

User must select one reason for the transfer using the drop down list.

Central Referral Assignment
Child temporanly residing in another region

Child transferred to another program within region
Moved out of program region
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14.3. Effective Date of Transfer:

Select transfer date using text box or calendar icon.

14.4. Select City:

Select the city where the child is transferring to using drop down list.

14.5. Select Zip Code:

Select zip code related to the city chosen above using drop down list.

14.6. Select Organization:

Organization will be displayed based on the zip code selected.

14.7. Steps to Transfer Child:

Click the Transfer Child link on the Child Demographics page. *
Select Transfer Reason from drop down list. *

Select Effective Date of Transfer. *

Select City where transfer is being made to. *

Select Zip Code based on the city chosen above. *

Select Organization from drop down list. *

Click on Transfer button.

Select Yes in the transfer verification window.

Select Ok from the transfer confirmation window.

O O O O O O O O O

14.8. Steps to Acknowledge Pending Transfer:

After the transfer has been initiated by the sending program, the Contract Admin of the
receiving program will receive an alert message to acknowledge the transfer of the child. On
the Home page the child’s status will display as Pending Transfer.

e Select Locate Child link from left hand menu.

e Enter at least three fields and select search button.

e Click on the Pending Transfer hyperlink in the child’s record in the search results

table.
e Pending Transfer page will open.
e Select Acknowledge Transfer link from page to accept the transfer.
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Screen display of search result from search for referral page:

Search Results Below
Child Last Name Child First Name Child DOE Status

75372 Aday Tatum 7/22/2012

Child ID

Status Date Referral Date Service Coordinator Parentl Address
Pending Transfer 3/25/2013  12/12/2012

Service Coordinator ~ Available Address

Screen Display of Pending Transfer Page:

Referral Record Match with Pending Status

Home — PendingStatus aspx

ITEAMS ID; 75372 Previous Contract: Northland Therapy Services

e ; . . Previous Region: 2 Navajo
child: Aday, Tatum DOB: 7/22/2012 status: Pending Transfer asof 3/25/2013 ASEIP a5th day from Referral Date:
Agency: AzEIP contract Region: Arizona Department of Health 1f & 1g Maricopa Central & NE

Saturday, January 26, 2013

Child Child Child Referral Referral Date

Service Transfer
DOB Gender Record Source Coordinator Referral
Status
75372 Aday Tatum 7/22/2012 F Pending physicians |12-‘12.-'ED12 Service Acknowledge
12:00:00 Transfer office Coordinator  Transfer
AM

Back to Search Results
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15. Transition Child:

The Transition Child page is used to record the required data related to the child’s transition from
AZEIP as they are approaching three years of age. From the Child Demographics page the user
selects the link to the Transition page.

Additional Data

Referral

Insurance Information (opens in @ new window)
Assign / Change Team Members
Eligibality

IESP Information fepens in a new window)
Child Entry Indicator Summary Form

Service Delivery

( Transition Child )€
Cha =it Indicator Summary Form

Exit Child Record
Child FCP

Actors Access Table:

Actor # Actor Name Access
1 Referral Write
2 Service Coordinator Write
3 DDD Service Coordinator Read
4 ASDB Service Coordinator | Read
5 Professional Provider Write
6 DES AzEIP App Admin Write
7 Contract Admin Write
8 Supervisor Write
9 DDD Admin Read
10 ASDB Admin Read
11 Finance Read
12 Data Entry Expanded Write
13 Monitor & TA Contactor Read
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15.1. Screen Display of Child Transition Page:
Child Transition Page
ITEAMS ID: 15440 Previous Contract: United Cerebral Palsy
Child: Aaron, Gwendolyn DOB: 11/6/2011 Status: Open asof 2/20/2013 Previous “Eg"c‘:: ;rpaqéfh“';:'i‘:f""a ':;"f""' oate:
Agency: AzEIP contract Region: UCP of Central AZ 1f & 1g Maricopa Central & NE ’ saturdya\::p:" ;"53, 2;1;
Child DOB
IFSP Date
IFSP Transition Planning Meeting Date Gz
Parent's Decision on Transition Conference --select--[ =]
Decision Date G
Conference Date G|
Reason for Late Transiton | —— [=]
PEA Notification Decision --select-- [~
Opt Out Date HE
PEA Notification sent Date G|
School District [=]
Save Transition Data ] [ Child Demographics ]
15.2. IFSP Transition Planning Meeting Date

User must enter the date of the IFSP Transition Planning Meeting.

15.3. Parent’s Decision on Transition Conference:

Select Yes or No using the drop down list.
o Note: This field will only display if Age at initial IFSP date is less than 2 years 9 months

—select— ]
yes
no

15.4. Decision Date:
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User must select the decision date regardless of whether the parent’s decision is Yes or No.

15.5. Conference Date:

User must enter the conference date when the parent’s decision on transition conference is Yes.
o Note: I-TEAMS will check to determine whether the child s age at the time of the
conference and will compare the age at the time of conference with the age at the time of
the initial IFSP to determine whether the conference is late or timely.

15.6. Reason for Late Transition:

If the Transition Conference date is late based on AzEIP policy on Transition, then I-TEAMS
will require the user to select the reason for late transition.

------ =

Family

Family Circumstance

Parent Opted Out Initially and has Chosen to Transition
Service Coordinator

Service Coordinator Delay

15.7. PEA Notification Decision:

User must select Yes or No using the drop down list.

—select—- =]

yes
no

15.8. Opt Out Date:

If the PEA notification decision is No, then the user must enter the Opt Out date.
o Note: User cannot select opt out option if the child’s current age is equal to or greater

than 2 years, 9 months, and the child’s age at initial IFSP was less than 2 years 9
months.
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o Note: User cannot select opt out option if the child’s current age is equal to or greater
than 2 years and 10 months 15 days and the child’s age at initial IFSP was equal to or
greater than 2 years 9 months.

15.9. PEA Notification Sent Date:

Enter date using text box or calendar icon when PEA Notification Decision is Yes.
e Note: User will not be able to enter a date if Age at initial IFSP is equal to or
greater than 2 years 10 months and 15 days.

15.10. School District:

Select one school district when PEA notification decision is Yes.

15.11. Steps to enter Transition Child information:

Enter IFSP Transition Planning Meeting Date using text box or calendar icon.
Select Yes or No from Parent’s Decision on Transition Conference.

Enter Decision Date from Parent’s Decision on Transition Conference.

Enter Conference Date when user selects Yes from Parent’s Decision on Transition
Conference.

Enter Reason for Late Transition if child is greater than 2 years and 9 months enter
one condition that applies for reason for late transition using drop down list.

Click on Save Transition Data.

Select yes or from PEA Notification Decision.

Enter Opt Out Date using text box or calendar icon when user selects no from the
PEA notification decision.

Enter PEA Notification sent date using text box or calendar icon.

Enter school district using drop down list.

Click on Save Transition Data button to save.
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Child Exit Indicator Summary Form:

User enter results from the Child Exit Indicator Summary form at the time that the child is
leaving AzEIP if the child has been receiving services for at least 6 months.
o Note: An alert will be sent out to Service Coordinator if the child’s AzEIP record has

been exited but the Child Exit Indicator Summary Form has not been completed.

Referral

Additional Data

Insurance Information (opens in @ new window)
Assign / Change Team Members
Eligibality

IESP Information fepens in a new window)

Child Entrv Indicator Summary Form

Service Delivery

Actors Access Table:

Transfer Child
Transity ud
Child Exit Indicator Summary Form S€—
Exit Child Record
Child FCP

Actor # Actor Name Access
1 Referral Write
2 Service Coordinator Write
3 DDD Service Coordinator Read
4 ASDB Service Coordinator | Read
5 Professional Provider Write
6 DES AzEIP App Admin Write
7 Contract Admin Read
8 Supervisor Write
9 DDD Admin Read
10 ASDB Admin Read
11 Finance Read
12 Data Entry Expanded Write
13 Monitor & TA Contactor Read
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16.1. Screen Display of Child Exit Indicator Summary Form:

ITEAMSID: 114272
child: abner, ann DOB: 12/22/2012 status: Open asof 1/29/2013

AZEIP a5th day from Referral Date:
Agency: AzEIP, DDD, ASDB Contract Region: RISE Early Intervention Services

Saturday, February 16, 2013

Arizona Early Intervention Program Child Indicator Summary Form Exit Summary

Complete Form? Ho [»]  Reasons Nolonger eligible for Part C to reaching age three. =]
Child's Name: [Date of Birth:
ANN ABNER 120222012
[Date of Exit Rating: [Child's County of Residence Child ID NO-
) i [Maricopa 14272
Use the recent updates to the IFSP, annual sments and other available i ion to rate the questions below using the following chart.
- [Not yet showing
|Age-appropriate |Age-appropriate [Not yet showing ace-appropriate
function in all or functioning some of| ﬁfmz‘;m‘” o functioning.
almost all everyday the time and/or in P, e e Including any
situatuons. some situations ﬁmcnos a.lumSkIlHS immediate
. functional skills
T E A M 1 N G

1. POSITIVE SOCIAL-EMOTIONAL SKILLS (Including Social Relationships)

|- [z] L.a To what extent does this child show age-appropriate functioning, across a variety of settings and situations, on this outcome?(Enter T.E.AM.LN.G)
- [z] 10 Has the child shown any new skills or behaviors related to positive social-emotional skills (inclucing positive

social relati since the entry summary?

2. ACQUIRING AND USING KNOWLEDGE AND SKILLS

2.a To what extent does this child show age-appropriate functioning, across a variety of settings and situations, on this outcome?(Enter T.E.AM.IN.G)
- [=] 2.bHas the child shown any new skills or behaviors related to acquiring and using knowledge and skills since

the entry assessment summary?

3. TAKING APPROPRIATE ACTION TO MEET NEEDS
- [=] 3.a To what extent does this child show age-appropriate functioning, across a variety of seftings and situations, on this indicator(Enter T.E.A.M.LN.G)

[=] 3bHas the child shown any new skills or behaviors related to taking appropriate action to meet needs since the

|enm- assessment summary?

Back to Child Demographics

16.2. Complete Form:

User must select Yes from the Complete Form drop down in order to activate and save the rest of
the information on this page.

16.3. Reason:

This field is activated only when Complete Form answer is No. In this case the user must select
the reason that the form was not completed from the drop down list.

16.4. Date of Exit Rating:

User must enter the date of the Exit rating using text box or calendar icon.

16.5. Positive Social — Emotional Skills:
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Select the rating from the drop down list.
Select Yes or No.
o Note: If user selects No after choosing a rating higher than the entry rating, then a
message will be displayed saying “Impossible — Rating shows progress”

16.6. Acquiring And Using Knowledge And Skills:

Select the rating from the drop down list.
Select Yes or No.
o Note: If user selects No after choosing a rating that is higher than the entry rating, then,
a message will be displayed saying “Impossible — Rating shows progress”

16.7. Taking Appropriate Action To Meet Needs:
Select the rating from the drop down list. Select the option between yes or no.

o Note: If user selects No after choosing a rating that is higher than the entry rating then a
message will be displayed saying “Impossible — Rating shows progress”

16.8. Steps to Enter Child Exit Indicator Summary Form:
o Note: Service Coordinator will a reminder alert when the child is 2 years and 9 months
old.

Enter Date of Exit Rating using text box or calendar icon..

If Form Completion answer is No, select one Reason using drop down button.
Select rating for Positive Social — Emotional Skills.

Select Yes or No from the drop down list.

Select rating for Acquiring And Using Knowledge And Skills

Select Yes or No from the drop down list.

Select rating for Taking Appropriate Action To Meet Needs

Select Yes or No from the drop down list.

Click on Save button to save.
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Exit Child Record:

The Exit Child page can only be accessed from the Child Demographic page.
o Note: After a child record has been exited, the child will no longer appear on the user’s
Home page. To access an exited record, user selects the Locate Child option on the
Home page menu to find the record. From the Locate Child results screen the user can
go to the Child Demographics page to view the child’s record.

Eeferral

Additional Data

Service Delivery

Transfer Child
Transition Child

Insurance Information (opens in @ new window)
Assign / Change Team Members
Eligibility

IESP Information (epens in a new window!)
Child Entrv Indicator Summary Form

Chy wcator Summary Form
xit Child Record
Child FCP

Actors Access Table:

Actor # Actor Name Access
1 Referral Write
2 Service Coordinator Write
3 DDD Service Coordinator Read
4 ASDB Service Coordinator | Read
5 Professional Provider Write
6 DES AzEIP App Admin Write
7 Contract Admin Write
8 Supervisor Write
9 DDD Admin Read
10 ASDB Admin Read
11 Finance Read
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12 Data Entry Expanded Write
13 Monitor & TA Contactor Read
17.1. Screen Display of Exit Child Record:

Exit Child Record
IMEAMs 1D: 114368
child: Child, Sample DOB: 3/1/2013 Status: Open asof 3/1/2013 AZEIP 45th day from Referral Date:
Agency: AzEIP Menday, April 15, 2013

IFSP has not been created

Reason for Exit:  [please select a reason..] [=]

Days from Referral: 21

Exit Date: I ER

Back to ChildDemographics

Back to Home Page

17.2. Reason for Exit:

The Exit reasons available will vary depending on whether the child has an IFSP. I-TEAMS will
display the appropriate selection of exit reasons depending on other information in the record. .
To exit a child the user first must select one reason for Exit from the drop down list. The list
below displays if a child does not have an IFSP.

j [Please select a reason..

Attempts to Contact Unsuccessful

Child Eligible, Family Declines IFSP

Child Eligible, Family Declines IFSP due to Family Cost Participation
Child Screened Out

‘|Deceaszed

Evaluation Complete, Child not Eligible

Family not Interested due to Family Cost Participation
Family not Interested in Early Intervention
Information Only

Moved out of State

Other

e
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List below displays if a child have an IFSP:

[Please selectareason.] |
Attempts to Contact the Parent were Unsuccessful
1Continue Services at Another Location

Deceased

Eligible for IDEA, Part B

IPP-OMNLY Move to Another Agency for EI Services

Moved out of State

Mo longer eligible for Part C prior to reaching age three

Mot eligible for Part B, exit with no referrals

Mot eligible for Part B, exit with referrals to other programs
Part B eligibility not determined

Withdrawal by parent {or guardian)

17.3. Exit Date:

Enter Exit date using text box or calendar icon.

17.4. Steps to Exit child Record:

Select Exit Child Record link from Child Demographic page of the child.
Select Reason for Exit from the drop down list.*

Click on Confirm EXxit button to exit child.

Click Yes on Exit verification window.

Click Ok on Exit confirmation window.

O O O O O
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18. Re-open Child Record:

The Re-open Child Record function can only be used to re-open a record that has been exited for
less than 30 days, and this function can only be used once for each child. If the child is re-
referred or the family reinstates contact more than 30 days after Exit, then a new referral must be
opened for the child. If an Exited record is to be re-opened, the user selects the Locate Child
function on the Home page and uses that function to find the record and go to the Child
Demographics page.

Additional Data

Peferral

Insurance Information (opens in @ new window)
Assign / Change Team Members
Eligibality

IFSP Information (epens in @ new window)
Child Entry Indicator Summary Form
Service Delivery

Child Exit Indicator Summary Form
Exit Child Record

Ee:Open Child Record>
Chald FCP

Actors Access Table:

Actor # Actor Name Access
1 Referral Read
2 Service Coordinator Read
3 DDD Service Coordinator Read
4 ASDB Service Coordinator | Read
5 Professional Provider Read
6 DES AzEIP App Admin Write
7 Contract Admin Write
8 Supervisor Write
9 DDD Admin Read
10 ASDB Admin Read
11 Finance Read
12 Data Entry Expanded Read
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| 13 | Monitor & TA Contactor | Read |

18.1. Screen Display of Re-Open Child Record:

Re-Open Child Record

ITEAMS ID: 80876 Previous Contract: Division of Developmental Disabilities
Previous Region: C

AzEIP 45th day from Referral Date:
Agency: DDD Contract Region: Easter Seals Blake Foundation 2b Pima SW Saturday, April 14, 2012

Attempts to Contact the Parent were Unsuccessful

Reason for Re-Opening: [Please select a reason..]  [=]

Child: Aaron, Gwendolyn DOB: 11/6/2011 Status: Exited asof 3/13/2013

Reopen Date: __ [/ =

Back to Child Demographics

Back To Home Page

18.2. Reason for Re-Opening:

User must select one reason from the drop down list. The re-open button will only be activated
after the user selects the reason.

[Please select a reason..] [+]

Other
Parent re-established contact
Reverse Decision

18.3. Steps to Re-open Child Record:

Select Child Record from left hand menu.

Enter at least three fields for search.

From the Locate Child results page click on the Exited hyperlink.

From the Child Demographic page, click on Re-Open Child Record link Select a valid
reason from Reason for Re-Opening.*

Enter Re-open Date. *

e Click on Re-Open button.
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e Select Yes on the Verification window.
e Select Ok on the Confirmation window.
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