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User Guide: AFC & GAFC Providers

AFC Providers Only: Beginning May 1, 2019 Adult Foster Care (AFC) will no longer use the
AGD system for clinical determinations. All AFC providers are required to submit AFC Prior
Authorization (PA) requests through the MassHealth LTSS Provider Portal
(www.masshealthltss.com). For PA support, email support@masshealthitss.com or call the
LTSS Provider Service Center (844) 368-5184. GAFC providers continue to use the AGD process
until further notice.

Purpose of User Guide

This User Guide is intended for providers of Adult Foster Care/Group Adult Foster Care (AFC/GAFC)
services who will utilize AGD Direct: the new streamlined process for submitting application materials
through a secure web-based system. The guide is for users who do not necessarily have familiarity with
the Elder Affairs’ consumer database Social Assistance Management Software (SAMS). The guide
contains basic SAMS user information as it relates to the specific functions that the AFC/GAFC provider
must perform to submit materials to the designated ASAP, Coastline Elderly Services.

Much more detailed information on SAMS itself can be found in the SAMS 3.1 Training Manual. The
manual, along with additional training materials, are available on the Harmony Customer Portal under
Application Support Resources.
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Accessing SAMS

Harmony Customer Portal

In order to use AGD, you must have an active Harmony Customer Portal account. Through the
Portal you can access SAMS, manage your user account, including password reset questions, locate
support resources, and view training videos and interactive programs.

As an approved AGD provider, credentials to access this account (username and temporary password)
will be provided to you by email, as requested by one of your organization’s AGD Point Persons. Once
logged in, you will be prompted to create a new password, and answer 3 security questions (in case the
password is forgotten.) You will then be brought to the main screen of the Harmony Customer Portal.
SAMS can be found under Application Links on the left side of the screen.
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You can change your password and/or security information by selecting the My Configuration link on the
upper right portion of the screen.
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New User Accounts

AGD Point Persons are responsible for user account management and your organization’s administrative
security and access to Personal Health Information (PHI), including appropriate activation and
termination of users. Instructions on how to request new Harmony/SAMS accounts for AGD Providers
(both non-ASAP and ASAPs) can be found in the Support section of this manual, under Activating /
Deactivating Users.

Installing Microsoft Silverlight

Prior to using SAMS for the first time, you will need to install Microsoft Silverlight on your computer.
This process takes less than a minute and requires no special technical skill.

When SAMS is opened (by clicking the link under Application Links) the first time on your work station,
this message may display:
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Microsoft

@ To view this content, plea:
@ Microsoft®

w Silverlight

Click now to install

QUICK DOWNLOAD / 30 SECOND INSTALL -4

Simply click the “Click now to install” button and follow the instructions to complete the installation.

[For optimal performance, SAMS should be used with Internet Explorer. For more details on system
requirements, see System Requirements & Browser Configuration for Operating SAMS]

SAMS “101”

Screen Layout
The Main Screen in SAMS has three distinct sections:

< The Main Tool Bar contains buttons that will open the various sections of the application. It
also displays the logged in username and database, as well the Search field.

< The Work Pane displays the lists and screens that are found throughout the application,
each of which contains its own toolbar.

<+ The Sidebar Tabs allow users to quickly move to recently opened screens, and follow
through on any Workflows that have been generated.

Main Tool Bar

My Dashboard  Consumers  Activities Reports Tools More agrigorov-agd ~
o MA_FIELDTEST 3.2.1
e e e e e e e e e e e e e e e e e e
T 1 :
5 1 I
& | I
= 1 1
2 ! a
o . 1
2| Sidebar I Work P :
I ork Pane
Tabs I :
I 1 ]
<2 1 I
¥ 1 |
£ e e m e ——————————————— H
My Settings

The My Settings screen allows the user to tailor the look of their application, saving data entry time.
To view My Settings, click on your username in the upper right corner of the SAMS screen, then
select My Settings.
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My Dashboard Consumers Calls  Activities Reports Contracts Routes  More CEAIIOEEL
pnced
Consumers
Sorted By Mame (Filtered) Saved Searches » | Consumer Type ¥ | Add New ~ | Open v | Delete | Print ¥ | Format Columns | Print Grid |
Export Grid
Row Actions | Consumer Ty T  Active' ¥ Name - YT ID %  Default Ag
Grid Settings

Grid Settings are used to modify the display of on-screen colors, fonts for all SAMS lists and data

areas.

Grid Settings
Font | Arial 12 Name Address

Mary Jones 4050 N. Mountain Dr.

Row Background Color ‘ |

Alternate Row Background Color ‘ | o April Bilings 1 Hollywood Bivd.
Caregiver Font Color _ - Robert Basket 928 Southemn Pine Rd.
Rows per Page 50 :

Default Settings

Default Settings in SAMS, once configured, automatically enter any user-defined default values when
creating new records.

For AGD providers, there are 2 important default values to set when you begin using the system: Agency
and Provider. This step is essential to ensure that the AGD workflow proceeds smoothly.

As shown below, the default Agency should be set to Coastline Elderly Services, Inc.*

Default Settings

Agency Coastline Elderly Services, Inc. -

Provider |AGD Test Provider (|2 || €

Care Manager

Care Program | (1 Item)

State

County -

*Note for ASAP AGD Users: it is not necessary to change the default Agency to Coastline Elderly
Services; you can maintain your agency as the default if this is your practice.

Please be aware, however, that when you create an Activity and Referral as part of your submission that
you must select Coastline as the Agency (see Add Activity section, page 31.)

Using Your Dashboard: Basics & Saved Search Widgets

The SAMS Dashboard allows users to quickly view the status of ongoing tasks related to AGD. These
tasks are tracked with Activities in SAMS, which are an important part of the work process. The AGD
Process — Step by Step section of this manual shows how an Activity is created as part of the AGD

process.
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Users can choose to have their Dashboards open as soon as they log in to the application, so that critical
information affecting their caseloads and Consumers is at their fingertips. The Dashboard consists of
individual panels or “widgets” that display links to specific consumer data. You can determine how many
widgets are displayed at all times and each one can be filtered to refine the amount of data that
displays.

Opening the Dashboard

To set your Dashboard to automatically open upon SAMS login click on your username in the upper right
corner of the SAMS screen, then select My Settings.

My Dashboard Consumers  Calls  Activities Reports  Contracts  Routes  More STl

pnced

Consumers

Sorted By Name (Filtered) Saved Searches ¥ | Consumer Type ¥ | AddNew « | Open « | Delete | Print = | Format Columns | Print Grid |
Export Grid

Row Actions | Consumer Ty ¥ Active' ¥ Name T ID W  Default Ag|

...and set Default Settings >> Module to: Dashboard

Default Settings

Agency  Coastline Elderly Services, Inc. -
Provider | AGD Test Provider II=allP .4
Care Manager =

Care Program [(1 1tem) A

State -
County -
Area Code
Service Delivery Month | Use Current Month -

Info Release Authorized No -

Module ' pashboard E

To manually open the Dashboard, click My Dashboard in the main toolbar.

My Dashboard | Consumers  Activities Reports Tools More

Adding Saved Search “Widgets” to Your Dashboard

You will need to manually add widgets to your dashboard screen, so activities related to AGD are visible.
The steps for configuring widgets are shown below. There are a number of saved search widgets that
have already been created, which will be helpful in your work as an AGD provider. (They are listed at the
end of this sub-section.) Users may also create and save their own Saved Searches.

1. From the blank Dashboard screen, click Add Widget, and select Saved Search - Activity on the
upper right side of the screen.
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AGD

My Dashboard Consumars Calls  Poutes

e

Andy Grigorov's Dashboard

Activities

Rosters

Reports

Tooks

More

Add Widget = | Columns = | Minimized To = ||

2. Alist of Saved Searches will appear on the left. If you cannot read the full names, click on the
divider that separates the list from the rest of the widget, and drag to the right.

“l. saved Search - Activity - {No Selection)

Saved Searches - 0

AGD - AFC/GAFC - Initial Determinz *

AGD - AFC/GAFC - Initial Determinz Drag 3 calumn header an
- - 5 b

AGD - AFC/GAFC Initial Determinat Row Actions | Subjec

AGD - AFC/GAFC Initial Determinat

AGD - AFC/GAFC Invalid —
AGD - G/AFC Tnitial - invd P OSITION CUrsor

AGD - rewrite NOT START here, click and
hold mouse, drag

towards the right

3. Select desired Saved Search. In this example the AGD — AFC/GAFC Initial Determinations (Not
Started) widget is selected. Results of the search, if any, will appear on the right hand side of the

widget.

‘. saved Search - Activity - AGD - AFC/GAFC Initial Determinations (Not Stai

Saved Searches - 0

AGD - AFC/GAFC - Initial Determinations {Completed)

AGD - AFC/GAFC Invalid S5tatus
AGD - G/AFC Initial - invalid AGENCY tags

Consumers - Choices - ESMV

Dfag & columin header and drap i hare k graup by tha

Row Actions | Subject [ Complete W | {

4. Minimize your newly created widget by clicking the minimize symbol in the upper right corner.

Add Widget * | Columns * | Minimized To = | Refresh All | Reset | Close

| Print = | Farmat Columns | Close |

Up Date ¥ Due Date [ | Ststus Date W | Action W  Create User Y Follow-Up
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5. Follow the same process to add all desired widgets. (Recommended widgets for AGD Providers are
listed here.) To hide the Saved Search list within the widget, click on the “pin” symbol in the upper
right of the displayed list.

I, saved Search - Activity - AGD - AFC/GAFC Initi~'"->-=* = ions (Not... A 51
“pin”
Saved Searches 1" Syl'nbol ch | Refresh | |
AGD - AFC/GAFC - Initial Determinations {Completed) [ | | Print |
AGD - AFC/GAFC - Initial Determinations (In Progress) | | Fermat Columns | Close |

AGD - AFC/GAFC Initial Determinations (Mot Started)

Drag 3 column header and drap R hare o groug by hat caiumn
AGD - AFC/GAFC Initial Determinations (Waiting)
AGD - AFC/GAFC Invalid Status

AGD - G/AFC Initial - invalid AGENCY tags

Row Actions Subject ¥ Complete | Create Date Time

Consumers - Choices - ESMV

This is how the widget looks after unpinning the Saved Search list. Click the Saved Searches button on
the left to once again display the list.

|, Saved Search - Activity - AGD - AFC/GAFC Initial Determinations (Not Started)

Open Saved Search | Refresh | | Open Consumer = | | | Print |

Format Columns | Close |

Drag 3 columin haader and drop B hara k3 group by that column

Saved Searches

Row Actions | Subject ' Complete ' Create Date Time W StartDste Y | Date Completed

Once your dashboard is set up, by clicking the Maximize window symbol in the upper right corner of the
widget you can expand the display size of a widget to full screen dimensions.

+ H %

This is a list of recommended SAMS dashboard widgets for AGD Providers which have been created for
this process. Additional widgets of various types are available which can be added by the user, according
to their preference. (Users can also create their own widgets. Consult the SAMS 3 User Guide under
Application Links on the Harmony Portal page for more details.)
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Note: All the widgets noted here are listed under Activity type. Another useful widget for tracking
completed Determinations is found under Delivery type, AGD Completed Determinations (service delivery).
More information on using widgets to track Determination activity in SAMS can be found in the View
Determinations section of this guide.

Widget Name Description

AGD — AFC/GAFC — Initial Determinations (Not Listing of all AFC/GAFC Activities with a status of Not
Started) Started

AGD - AFC/GAFC — Initial Determinations (In Listing of all AFC/GAFC Activities with a status of In
Progress) Progress

AGD — AFC/GAFC Initial Determinations (Waiting) Lists any AFC/GAFC Activities that have been receiveq
by Coastline Elderly Services and were found to be
incomplete. The details of the missing items are
contained within the Activity record.

AGD — AFC/GAFC — Initial Determinations Listing of all AFC/GAFC Activities with a status of
(Completed) Completed

Recommended Dashboard Layout for AFC/GAFC Providers:

To make it easy to track the progress of your submissions, it is recommended that providers place these
4 widgets on their dashboards:

| Andrew Grigorav1's Dashbaard
* AGD - AFC/GAFC Initial Determinations (Not Started) [Activity Search] + % BX AGD - AFC/GAFC - Initial Determinations (In Progress) [Activity Search] A%

| Refres * Widgre aved Sea | Open Commumer = | Pring = trea ? |

Inti in Progres: Groen, Frak Gokden Blond

AGD — AFC/GAFC Initial Determinations AGD — AFC/GAFC Initial Determinations
(Not Started) (In Progress)
= AGD - AFC/GAFC Initial Determinations (Waiting) [Activity Search] 4 e 0% AGD - AFC/GAFC - Initial Determinations (Completed) [Activity Search] e B 5
AGD — AFC/GAFC Initial Determinations AGD — AFC/GAFC Initial Determinations
(Waiting) (Completed)
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Using Reports to Track AGD Activity
AGD Providers can choose to use SAMS Reports as a way to track AGD activity in addition to, or instead
of, Dashboards.

Access Reports from any screen in SAMS by clicking on the section name the Main Toolbar.

My Dashboard Consumers Activities Maore agrigorov-agd ~
MA_FIELDTEST 3.1.5.65912

Advanced

cently Opened

For detailed information on creating and using your own reports, consult the SAMS 3 User Guide located
under Application Links on the Harmony Portal.

There are currently no active
announcements.

armony Nej

SAMS 3.2.0 and Provider Direct 1.2.0 Release Preview Documents Available!

Harmony is pleased to provide a sneak peak at the upcoming versions of SAMS and Provider
Direct! Please see the new Release Preview documents in the Application Resources area of the
Customer Portall

Stay tuned for more information on these exciting releases. Preliminary release notes and final
release dates will be posted in the upcoming weeks.

osted on, 05/05/2014 03:56 PM

o HFM User Guide
o I&R Companion Guide ¢
o SAMS 3 User Guide
o SAMS 3.1 Administrator User Guide
= Word Template Companion Guide
April 2013
o Customer Portal Companion Guide
B SAMS 3 - Family Caregiver
companion Guide

o Submit a Support Case for

Working with Data Grids

In many sections of SAMS, items appear in Data Grid Screens. These screens can display data more
effectively when the available filtering and sorting options are used. In addition, columns in a Data Grid
view can be moved, resized, removed or added. The examples shown in this section of the manual will
use the Activities list, but the features shown are consistent across all data grids in SAMS.

Data Grid Layout
Data Grids across the application have a common look and feel, offering consistency every time you
utilize them across the application. Each grid will contain the following:

Columns: Data is arranged within columns, which can easy be sorted so users see the data that they
need to see at all times. Clicking on a column heading will sort the column, and clicking again will reverse
the sort. Users can sort by any column that is on the screen.

Column Filters: Users can set filters on individual columns to hide data that they do not wish to see. For
instance, if the user filters by last name of “Smith” they will only see consumers with the last name of
“Smith” on the screen, and all other consumers will be hidden.

Row Actions Column: Icons allowing you to conduct commonly use tasks with a single click, such as
adding entries, deleting entries, or printing.
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Grid Actions: Standard tasks found on all data grids, allowing each grid to be printed, exported and
more.

Page Summary: The bottom of each screen, when necessary, presents the grand total of items in the
database, and on the current page, and also allows users to easily navigate from page to page. While the
grand total is always visible, the paged data will only be showing if the data you are reviewing spans
across multiple pages.

|| AGD - G/AFC - Status Not Started [Activity Search] 4 =X
Columns |0piw| Open Consumer ~ | Print v | Delete | Print Grid | Refresh | Export Grid | Configure Widget | Edit Saved Search

Drsg & calumn hesder and drop it P*\Dgroup by that w\* v
Row Actions | Create Date Time (| Start Date ¥ | Status Date ¥ | Status | Client | w Consumer Name | Agency ¥ | Provider v Grid
| ™= x 4/9/2014 10:26:06 AM 04/09/2014 Not Started 13473670 Condorelli, Joe Coastline Elderly Services, Inc. {AGD) AGD Provider Org - Model 1 (p) Actions
5 ™= x 4/4/2014 10:12:07 AM 04/04/2014 Not Started 1371365836| Woolworth, Brenda Coastline Elderly Services, Inc. (AGD) AGD Provider Org - Model 1 (p)
= *® 12312014 10:13:06 AM 012312014 Not Started 1348110883 | Streisand, Barbra C  Coastline Elderly Services, Inc. (AGD) AGD Provider Org - Model 1 (p)
= ® 1/28/2014 1:01.55 PM 012812014 Not Started 1302022054 \Ross, Diana Coastline Elderly Services, Inc. (AGD) AGD Provider Org - Model 1 (p)
= ™=\ 1/24/2014 11:59:08 AM 01/24/2014 Not Started 1300258465 DeRoo, Charlesing  Coastline Elderly Services, Inc. (AGD) AGD Provider Org - Model 1 (p)
Row
Column
Actions ;
Filters
Page
/ Summary
5 Items

Below is a sampling of the options that Data Grids offer in SAMS.

Resizing Columns on Data Grids
If you are unable to see all the data within a column, it may be necessary to widen the column by
resizing it.

1. Move your mouse over the right side of the column header that needs resizing until the cursor
changes to a double-sided arrow.

Active? % | ID % | Name % | Address kT
& 120368 rdsma, Klaus D 84 Center Street

& ING188175 emathy Jr, James J | 744 Cherokee Dr.

] 22t Hover over separator line Main Strest

=1 424179090 Adams. Drucilla Foute 1. Box 310

2. Click and hold the mouse button down, and drag the line that appears left or right as needed
to resize the column.

3. Release the mouse button, and the column is resized.

Note: You can also resize a column to fit its contents by double clicking directly on a separator line.

Using Filters on Data Grids
SAMS provides several ways to locate and access data, including the powerful grid and column filters.

Tip: Not sure if you need to sort the records or filter them?
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A sort will return all the records you started with; they’ll just be displayed in a different order. A filter
will reduce the number of records returned to you, making some of the records go away so you can

more easily see the ones that remain.

By default, SAMS displays only those records that you are allowed to see. Using filters can reduce the
records displayed to a manageable number, enabling you to more rapidly find the Consumers or other
data you may need.

A nice feature of filters is that you can apply more than one filter at a time. It is possible, for instance, to
filter the list for Consumers in Active status having the Last name of Smith and an address in a specific

town.

Column filters: Users can filter by data in any column by clicking on the filter icon.

2 consumers

Sorted By Mame

Row Actions

oG

(R

-

-
-
-

E I - B

Consumer T\_.fpi \d |ﬁu:ti\.re+ i |ID

L
19188175 Abemathy Jr, Jar

Adams, Alman R

Consumer
Consumer
Consumer

Consumer

| Y |Name

S06 Aardsma, Klaus [

Column Filters

Adams, Drucilla

Utilizing Column Filters

Column Filters can easily be set by clicking on the filter icon found in the column containing the data
you’d like to analyze.

1.

Click on the Filter icon in the Name column

2. Type in the name you’d like filter your list on

«;? Consumers

Sorted By Name

Consumer Type =

=

Add New ~| | Open -| | Delete | Print | Format Columns | Print Grid | Refresh | Export Grid | Open Audits

Row Actions Consumer Type [ | Active? Y | ID W | Name Y | Date Registered Y | Address ¥ | Town of Residence ¥ | County of Residence Y | Home Phone Y | Status Date *
[ = x Consumer 1312036806 Aardsma, Klaus D Name delphia Philadelphia 06/01/2011
5 = x Consumer 319188175 Abemathy Jr, Jams (4 value Starls With () Viakue Conzans el Beaver (123) 4458175 01/0172005
[Z = x Consumer 225214529 Adams, Aiman R Smith| ippa Beaver (123) 445-4529  01/01/2005

-
= x Consumer 424179090 Adams, Drucilla Apply Filter Clear Filter Close er Beaver (123) 445-9050  01/01/2005
= = x Consumer 217192064 Adams, Imogene Galilee Beaver (123) 445-2064  01/01/2005
[ = x Consumer 316355107 Adcock, Mildred 01/01/2005 426 Oriole Circle Georgetown Beaver (123) 445-5107  01/01/2005
= = x Consumer 407077400 Alexander, Frances 01/01/2005 29 Head Homes Ambridge Beaver (123) 445-7400  01/01/2005 =
S L 4 Copcumar vl EN13IEA A Allon (~bar LU012008 440 Thom Doad with Lloioht, Eoovor (429 AAE 4470 L401°2008
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3. Press Apply Filter. Your Consumer List will now contain only consumers with the name that you
entered and the filter icon has changed colors so you know that you’re filtering the list by data
in that column. The bottom
result of the filter.

of the screen will show you how many items are appearing as a

:3 Consumers ¥ =%

Sorted By Name (Filtersd) Consumer Type »| |Add New ~| | Open = | | Delete | Print | Format Columns | Print Grid | Refresh | Export Grid | Open Audits

Row Actions Consumer Type ¥ | Active? Y | ID Y | Name Y | Date Registered 7 | Address ¥ | Town of Residence 7 | County of Residence "¢ | Home Phone Y | Status Date
= = x Consumer 203293241  Smith, Allene 01/01/2005 112 Hill Haven Drive Darlington Beaver (123) 445-3241  01/01/2005
& = x Consumer 122113370 Smith, Bertha 01/01/2005 515 North Walnut Street, Ap Shippingport Beaver (123)445-3370  01/01/2005
& = x Consumer 506187843  Smith, Brevard 01/01/2005 7756 Fern Yale Road Midland Beaver (123) 445-7843  01/01/2005
= = x Consumer 428232462 Smith, Carlene 01/01/2005 1011 Wingate Rochester Beaver (123) 445-2462  01/01/2005
o = x Consumer 414229073 Smith, Clarence 01/01/2005 606 oth St New Brighton Beaver (123) 445-9073  01/01/2005
o = x Consumer 427277686  Smith, Dovie 01/01/2005 405 Pleasant Valley Koppel Beaver (123) 445-7686  01/01/2005
& = x Consumer 307219727  Smith, Dovie 01/01/2005 100 Woedland Drive, Apt 12 Georgetown Beaver (123) 445-9727  01/01/2005
= = x Caller 1352880215 Smith, Jason 03/06/2009 03/06/2009
= = x Consumer 1333732541 Smith, Joe R 04/13/2011 102 EIm Street Indian Head 04/13/2011
& = x Consumer 520698929 Smith, Linda 01/01/2005 2006 Blair Street Georgetown Beaver (123) 445-8829  01/01/2005
& = x Consumer 503124904  Smith, Lucy 01/01/2005 305 N. Main Street Freedom Beaver (123) 4454804  01/01/2005
o = x Consumer 214265254  Smith, Mary 01/01/2005 1255 Honeyprong Road Baden Beaver (123) 445-5254  01/01/2005
Ly = x Consumer 513574570 Smith, Roger 01/01/2005 515 North Walnut Street, Ar Freedom Beaver (123) 445-4570  01/01/2005
& = x Consumer 401304036 Smith, Thomas 01/01/2005 108 Nathez New Brighton Beaver (123) 445-4036  01/01/2005
& = x Consumer 510125129 Smith, Warrene H 01/01/2005 941 Denise Drive Shippingport Beaver (123) 445-5129  01/01/2005
= = x Consumer 316203771  Smith, Willie 01/01/2005 1220 N. Charlotte Street Freedom Beaver (123)445-3771  01/01/2005

You can set as many different column filters as you’d like on one screen,

retained even if you log out of the application.

and your filters will be
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The ADG Direct Process - Step by Step

This summary workflow diagram shows the AGD Direct process. Each step is detailed in the following

sections.

AGD Provider

Assess Consumer
and Prepare
Documentation

v

Open Existing /
Add New
Consumer

v

Complete New
Assessment in
SAMS

Tasks
Performed
in SIMS

WORKFLOWS

v

Create Contact
(Next of Kin/
Responsible Party)

v

Attach Flles

v

Create Care
Enrollment

v

Coastline Elderly
Services

Create Activity

_ | View Application

Materials

v

View
Determination

Complete
Determination
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The following steps guide you through the submission of application materials for AFC or GAFC

determinations.

Assess Consumer & Prepare Documentation

1.

Perform on-site assessment of consumer using the MDS-HC.

Assemble all paper documents (Request for Services, Physician Summary Form, AFC Cover letter
if necessary) with ink signatures, and scan to individual PDF files so they are available on your
computer.

Conduct Search: Open Existing/ Add New Consumer

3.

4.

Log on to the Harmony Portal, and open SAMS.

Perform your initial search: Enter all 3 required search items and double check name spelling,
SSN (last 4 digits), and DOB to ensure they are accurate. Note that SAMS will not return a
matching record (if it exists) until all 3 items have been entered.

Note 4.a: Tips to Avoid Creating Consumer Duplicates

Pay careful attention at the very beginning of the process — double check for accuracy.

Check the MassHealth Provider Online Service Center (POSC) to verify the consumer's eligibility.
Your accuracy at this point will locate a matching record, if it exists, and no duplicate record is
created.

After you enter the information, give SAMS a moment to search for and find the matching
consumer record. For some users, the record will appear immediately- but for some there will
be a slight delay. To engage the SAMS search, sometimes it is necessary to click your cursor into
the name field as a final step.

You will notice that SAMS is engaged in a search when you see a search processing icon appear

temporarily to the right of the DOB field. i
If SAMS locates the record it will appear directly beneath the search fields

If the desired consumer does not appear (as shown in the example above), click Add New:
Consumer just below the “No results matched your search request” message.

agrigarav-agd *
MA_FIELDTEST 3.4,4.7333

{123 1O/ LI1945 ‘e
SSN 1234 DOB | 1V1f1945 W% Hy Dashbosrd  Consumers  dctwities  Reports  Saved Searches  More

Add Mew:

5a.

If the consumer you are working with does appear, proceed to Step 9.

On the Add Consumer screen, add name, date of birth, gender, address, city, state, home phone
number, and zip code. Only add information to fields within the red boxes shown below. Do not
change any Care Provider of Care Enrollment information.
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If there are any potential duplicate consumers, they will be displayed in a listing below the data
fields.

Add Consumer x

PN Basic Information

Gandar
Date Registered (| Unknoin ooB SSN
Gradn 77/2015 " L) Famale 10/1/1945 B 495-37-1734
(2) Male

Brimary Ethnic Race Home Phone
Default Agency Ethnic Race Area Code Mumber
Coasthine Elderly Services, Ine. = - 987 215-7842

e —————————

Default Provider
Provider

Golden Pond b

Home Address

Same for Mailing Address 1
ol 8 Homes Street

Towmn Hunicipality

Eramingham

Care Enroliments Add New B =

HAPIS - Title 111 O7/07/2015 - (Net Specihied) Ly
Active
Golden Pond

Possible duplicates, if any, would appear here o | addnes | (el

~

If the consumer you are searching for is found within the list of possible duplicates on this
screen, select that consumer from the list and click OK. Be cautious when entering information
in an existing consumer record not to change any data entered by another user. Then proceed to
Step 9.

If the consumer does not appear in the duplicates list, continue creating the new consumer by
clicking OK as indicated below.

Add Consumer x
Sl Basic Information
Gender
First Name MI  Last Mame Date Registered (| Unknown Do S5M
|Frank Green 7/7/2015 = ) Female 10/1/1945 W 495-32-1234
(2] Male
Primary Ethnic Race Homa Phone
Default Agency Ethnic Race Nationality Area Code  Number Extension

Coastling Eldarly Services, Inc. ~ - - |ss? 215-7842

B Care Providers

Dafault Provider
Provider
Galden Pond -

P Addresses

Home Address

Same for Maiing Address 1 Addrass 2 oty
A Homas Street Mis .
2 5 | dlesas
Town State Zip Code Municipality Country
| Eramingham 2] [aa - orrez = .| United States
Format Property List

Care Enrollments Add Naw | O ¥ o=
NAPIS - Tithe 111 07/07/2015 - (ot Spacified) 5

Active

Golden Pond

OK J Add Next * Cancel |
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8. You will see a screen notifying you if there are duplicates, and asking if you would like to
continue. Simply click Yes if you are certain that this is not a duplicate consumer you are
creating.

Potential Match X

There are 2 potential matches to the consumer you are trying to register,
are you sure you want to continue?

Note 8.a: What to do if SAMS does not allow you to create new consumer due to
conflict with SSN?

On occasion, you may find that when you are creating a new consumer (after conducting search and
not finding said consumer), SAMS will present an error message stating that the SSN already exists
in SAMS and not allow you to continue:

SS5N The social security number--Bsiz is already on file.

This is due to data conflict within SAMS involving the SSN and/or the DOB.
If you encounter this error message, follow these steps:

1. Cancel out of the ‘Add Consumer’ screen.

2. Review SSN and DOB to confirm that they were entered correctly. Consult the Provider Online
Service Center to verify. Re-try consumer search.

3. If confirmed accurate, send a secure email to AGD Support including a description of the issue,
and SSN and DOB for the consumer in question.

4. AGD Support will lookup existing consumer in SAMS to determine if it’s the same person or
different person:

a. If consumer in SAMS is a match (same person), AGD Support will correct SSN then alert
provider that problem has been fixed.
b. If consumer does not match (same SSN on different person), AGD Support will send

provider email instructing them to proceed with Submission but omit SSN. AGD Support
will also follow up with CM for existing consumer to let them know that we believe their
consumer has incorrect SSN.

Complete New Assessment in SAMS

9. This will load the Consumer Summary page for your newly created consumer (or for the existing
consumer if you did not need to create a new one.)
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~ &% Consumer - Green, Frank (1337499240) Switch To... * = X
8 Homes Street Framingham, MA 01702 10/1/1945 Age: 69 Coastline Elderly Services, In
P: (987) 215-7842

Details Activities & Referrals Assessments File Attachments Service Deliveries Service Orders
1 | Close | | Print = | Format Panels | Ststus Wizard | Add New
0K | Expand All | Callapse Al Providers Add New B m
P Racic Information Golden Pond 07/07/2015 - (Not Specified) [
Prafix
0 Contacts Add New
First Name | Frank
g Phones Add New =
Last Name |Green
L Home (987) 215-7842 [
Suffix
GLEATID Care Enroliments Add Naw =
Date Registered  7/7/201 - NAPIS - Title I 07/07/2015 - (Not Specified) (5
Consumer Details Last Revieved " Artive
Golden Pond
Marital Status -
) Unknown Ethnic Races Add New =
Gender () Female
(&) Male
DOB 10/1/1945 ® Locations Add New E o
ssN |485-32-1234 Residence: 8 Homes Street Framingham, MA 01702 (=Y
Middlesex County
Default Agency Coastline Elderly Services, Inc, ~ Mailing: 8 Homes Straet Framingham, MA 01702 &
i Middlesex County
Active

10. Check/add Medicaid Number: Scroll down the page to the Insurance Section on the left side.
Click the arrow to reveal the available fields. If this is a new consumer, or an existing consumer
and no number is present, enter it now.

Medicaid # |665898565855

Medicare # |

bl Other Characteristics

Format Property List

Note 10.a: Regarding Medicaid Numbers

If there is a number present that does not match the Medicaid number you have for this consumer, note
this information in the comments section of the Activity, detailed in the Add Activity section.

If the status of the Medicaid application is pending, note the exact application date (e.g. 9/4/2014) in the
comments section of the Activity, detailed in the Add Activity section. This date should also be entered
on the Request for Services form.

If you save the record without entering the Medicaid number, you will not be able to add it in the same

way later. It can be entered as part of the assessment completion process. Be sure to add a note to the
Activity and Referral comment field with the verified number. [If you need to add the Medicaid number
after the assessment is complete, go to step 17.a. for instructions.]

*Ensure that the Medicaid number is correct and fully verified before transmitting it to Coastline.

*It is the AFC/GAFC provider’s responsibility to ensure that the consumer is MassHealth Standard, and
NOT in a managed care plan (e.g., SCO, PACE, One Care.)
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11. Check/add Social Security Number: If you are creating a new consumer and you did not enter it
already, be sure to enter the Social Security Number (SSN) under Basic Information on the left side
of the screen. If you do not add it now you will not be able to add it in this manner subsequently.

SSN can be entered as part of the assessment completion process. [If you need to add the SSN
after the assessment is more than 7 days old and is no longer editable, go to Note 16.a:
Regarding adding consumer Social Security Number or Medicaid number after
assessment completion for instructions.]

12. Click Add New, and from the dropdown selections choose Assessment.

~ S Consumer - Green, Frank (1337499240)

8 Homes Street Framingham, MA 01702 10/1/1945 Age: 69
Pi (987) 215-7842

Details Activities & Referrals Assessments File Attachments Service Delivenes Service Orders

ave | Save and C e | Close | Reject Changes | Print » | Format Panels | Status Wizard | Add New ~
3K | Expand All | Collapse A Pl'W*d
s Gblen Heurv-towotmies
Prefix
Contacts
First Name | Frank
L Phones

Last Name Green

Suffix

Alternately, the user can open the Assessments page and create a new Assessment from there:

Details Activities & Referrals Assessments File Attachments Service Deliveries Service Orders

13. In the New Assessment dialog box, select the following items from the dropdown menus as
indicated below. Some of these items may be pre-filled, if you set your defaults in My Settings:

e Assessment Form = MDS-HC v2.1 SIMS v1.0.afm
e Agency = Coastline Elderly Services, Inc.
Provider = your AGD Provider organization
Assessor Name = Person completing assessment
Do not create a password!

Do not enter information in any other fields

Click OK to open new assessment.
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@ Naw Assessment x
oK
Form Filename MDS-HC w2.1 SIMS vi.0.afm =
Cancel
T eI
@ Buthor
Last Updated
Varsion
Care Program -

Agency Coastline Elderly Services, Inc. =

Provider Golden Pond b

Subprovider =
Site -
Date of Assessment  7/7/2015 L

Next Assessmant Date  1/7/2016 a

Assessor Name  Dave Frenchman I
Passveord
Varify Passveord

Comments rd

*Note to ASAPs: It is not necessary to select Coastline as the Agency when creating an Assessment. ‘

14. Complete all fields in the assessment except for RN Signature, RN Title, and type of screening (AFC or
GAFC.) These are the workflow trigger questions and should be answered only after the Clinician
has validated all MDS data entry. Advance within the assessment using the section index at the left,
by using the arrows or tab key on your keyboard. Click Save when you have finished.

* If you have not yet entered the Social Security Number for a new consumer, be sure to add it
before you save the assessment. If you need to add it once your assessment is no longer editable, go
to Note 16.a: Regarding adding consumer Social Security Number or Medicaid
number after assessment completion for instructions.

Go to the Harmony Portal page, Application Support Resources, and view the SAMS 3 User Guide for
more detailed information on assessment settings and navigation.

_ 4 Assessment - 07/07/2015 - Green, Frank [MDS-HC - Minimum Data Set v2.1 (5IMS 1.0)]

ot o | e | T T P T Y ———-p————r
iced Questions: 7 / 232 (3 %) Total Questions: 7 f 257 (2 %) Tesxt Size: 4 s A

A

Sections - 0 Asgedament View  Narrative
ollapse All | Expand A 4 AA.NAME AND IDENTIFICATION NUMBERS
B MDS-HC v2.1 - 4 AA1. NAME OF CLIENT
[ A% NAME AND IDENTIFICATION . Last/Family name

HUMBERS - = ch
. kl -

1. HAME OF CLIENT (3) Green — chars remaining
1

2. CAZE RECORD NO. (1) W % s b. First Name

3. GOVERNMENT PENSION

AND HEALTH INSURANCE

Frank ‘j

NUMBERS (2]
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Note 14.a: Regarding Diagnosis Code data entry, Section J.2:

Completing the Severity response in the Add/Edit Diagnosis Code dialogue window is not
required. All other fields should be entered.

v Required
Add/Edit Diagnosis Code X
Description ¥ | |
Diagnosis Code v | |
Severity =

Mot required

Disease Code (Mot Present) -
Search I oK JI Cancel J

Click the Narrative tab at the top of the assessment view screen, and add the assessment narrative.
The contents should correspond with the RN’s formal notes on the MDS-HC submission. It should
include the name of RN, date, agency, and contact information. Save when complete.

Note: once the assessment saved, you have seven calendar days to make any necessary edits before

15.
the assessment is permanently “locked.”
| | Print * | Edit | Options | Find Question
Po(2 %) Total Questions: 7 / 25

F ]

n | Assessment View | Marrative

4 AA. NAME AND IDENTIFICATION NUMBERS

AA.1. NAME OF CLIENT

Required

Sections

| Close | | Make a Copy | Print v [ Edit | Options [ Find Question [ 4= [wp [ 31 [ €[ [ [ ¥ T
esponse History | Question Properties | Show Notes
Questions: 10 / 243 (4 %) Total Questions: 14 / 257 (5 %) Text Size: AEAA
+ 0 Assessment View = Narrative

Collapse All | Expand All

1. NAME OF ~ requires frequent reminders and redirection with eating. Consumer displays increased agitation and aggressive
behaviors to staff members and caregiver. When increase confusion is noted consumer displays increased anxiety
2. CASE RECORD |
NO.
3. GOVERNMENT | J
PENSION AND

HEALTH

INSURANCE

NUMBERS (2)

[ BB. PERSONAL ITEMS

8/28/14 Submitted RFS for AFC approval. Consumer requires supervision with toileting and dressing. Consumer ’39

level and requires evaluation by the RN for the need for PRN Ativan (as ordered) and a close monitoring for the
_I therapeutic effect after administration of the PRN Ativan (as ordered). Consumer often responds well with PRN
Ativan (as ordered). AFC services recommended in order for consumer to continue to thrive and be maintained
safely in the community setting. Nancy Nurse, RN Xample Adult Foster Care Contact: 617-333-5444,

(1)

16.

Review MDS-HC data entry for completeness and accuracy. Instead of scrolling through the
assessment, it may be easier to view it as a PDF document- instructions below. The RN should
carefully review the data entry before signing the assessment.
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AGD

Tip: To View Assessment as a PDF Document:
Save Assessment if open, or reopen saved assessment.

Click Print
~ Consumer - Davidson, Doris (1334290304) - X
34 Willows Drive Danvers, MA 01923 10/1/1944 Age: 69 MNorth Shore Elder Services, Inc.

(consumer does not have any notes)
Details Activities & Referrals Assessments Billing Calls Care Plans File Attachments Journals Routes Service Deliveries Service Orders

[Assessment - 04/21/2014 - Davidson, Doris [MD5-HC - Minimum-Data Sety2.1 (SIMS 1.0)] ><J

| | Close | | Make a Copyf | Print v || Open Audits | Edit | Options | Find Question | 4= | mp | &2 | % | & | &% | &% | #* |
Response History | Question Properties | Show Notes
Required Questions: 7 / 243 (2 %) Total Questions: 7 / 257 (2 %) Text Size: ;_ELQ A
Sections ~ [ | Assessment View MNarrative
Collapse All | Expand All 4 AA. NAME AND IDENTIFICATION NUMBERS (B

4 AA.1.NAME OF CLIENT

Select Standard layout with responses, and check the Show assessment narrative box. Click Preview, and

validate the data entry for the assessment.

Print Assessment

i St'f'lﬁ ™ ~

Standard layout without responses [ A ———

Standard layout with responses

Two column layout without responses

Two column layout with responses

Reassessment

e

CoOOO@ET] O
g0
+

L

- Settings "

s
Av

.| Show answered questions only

__| Show notes ETEET——

| Show assessment narrative e IE——

L A J

Preview Signatures... Cancel

Note 16.a: Regarding adding consumer Social Security Number or Medicaid number
after assessment completion

If you have not yet entered the Social Security Number or Medicaid number, you will be able to add
it to the assessment as long as you are within seven days of its creation. Open the assessment, and
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add the SSN and/or Medicaid number to Section AA. 3. Upon saving the newly entered number(s),
they will populate over to the SAMS consumer record. Keep in mind that saving the assessment a
second time will cause the Workflow triggers (detailed in next section) to activate. Simply click Clear
All on the workflow tab to delete these tasks; you do not need to do them again.

If you are past the seven days and the assessment has been “locked”, you will need to follow the

Copy Assessment procedure below in order to add the SSN and/or Medicaid number information.

Note 16.b: To “Copy Assessment” in Order to Add Data After Seven Days

1) Inthe Consumer’s Assessment section, select the completed assessment by clicking on it once.

Click Copy.

= ERae

« 3 Consumer - Timothy, Ruggles (1338937337)

Details Activities & Referrals Assessments File Attachments Service Deliveries Service ¢

Sorted By Date of Assessmant I 1 D Prirt =

' T | past ament Date 7 | ARSaEE0! = |, P . - ETd at Lindated = | Lindated By T
T | Mem Asss e Y| Asse {a V| Asss i ¥ | L= 3t i pdated By ¥

C2RERms Saily Jonas MDSE-HE - Minimum Data Set v2.1 (SIMS 1.0) 8222014 1:33:.40 PM Grigonow], Andn

2) Complete the Edit Assessment dialog as you did in the initial assessment creation steps.

Edit Assessment

X

OK

Assessment Form

Cancel

Show All Forms?
Author

Last Updated
Version

Care Program

Agency

Provider

Coastline Elderly Services, Inc. ~

Xample Community AFC & GAFC (AGD) ~

Subprovider
Site
Date of Assessment

MNext Assessment Date

8/28/2014 -]

2/28/2015 m

Assessor Name

Sally Jones

Password

Verify Password

*Note to ASAPs: It is not necessary to select Coastline as the Agency when creating an Assessment.

3) Add the SSN to section AA. 3., and save assessment.
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Save | Save and Close | Close | | Print = | Edit | Cptions | Find Question | 4= | wp | &% | &% | #* | & | #* | #* | Response History | Qu
Required Questions: 9 / 243 (3 %) Total Questions: 13 / 257 (5 %) Text Size: 4 fala A
Sections ~ 0| Assessment View = Marrative

Collapse All | Expand All 4 AA.NAME AND IDENTIFICATION NUMBERS
5 MDS-HC v2.1 . 4 AA.3. GOVERNMENT PENSION AND HEALTH INSURANCE NUMBERS
E AA. NAME AND IDENTIFICATION NUMBERS Rl - Pension (Social Security) Number
1. NAME OF CLIENT (3) = 123-34-5346
2. CASE RECORD NO. (1 a
() ‘;J * b. Health insurance number (or other comparable insurance number)
3. GOVERNMENT PENSION AND HEALTH
INSURANCE NUMBERS (2) | ||‘;‘/'
[E- BB. PERSONAL ITEMS L

4) Re-saving the assessment will again trigger the workflow tasks (detailed in next section); simply
ignore them, and click Clear All at the bottom of the Workflow tab.

Note 16.c: Regarding GAFC Screenings for Active SCO, PACE, or One Care
Members

The GAFC provider should not submit any requests for GAFC screenings for active SCO, PACE, or One
Care members to Coastline. SCOs, PACE programs, and One Care organizations are responsible for
completing the GAFC screening process for the active member.

For ASAP GAFC providers, the GSSC (Geriatric Support Services Coordinator) should contact the SCO
provider to complete the screening process.
Workflow Triggers & Tasks

17. Once the information is entered and deemed accurate, enter the final pieces of information to
complete the assessment:

All information is required, but these are the 3 specific responses that will trigger the workflow:

1. RN Signature (SectionR.1.a.)
2. Date Assessment Coordinator Signed as complete (Section R. 1. C.)
3. RN Title (SectionR. 2. B.)

4 R ASSESSMENT INFORMATION

4 R.1. SIGNATURES OF PERSONS COMPLETING THE ASSESSMENT

W W 5. Signatufe of Assessment Coordinator -:RH:Z
1 e David Frenchman ~
I v W 5. Title and Organization of Provider Assessment Cocrdinator
2 [ |mn, Golden Pond g 35 chars remaining
v & . Date Assessment Coordinator signed as complete
TI8f2015 "
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4 OTHER ASSESSMENT INFORMATION
4 3« NURSING ASSESSMENT INFORMATION

v & & Indicate Type of Request (Community)

Adult Foster Care (AFC) + | Group Adult Foster Care Other
{GAFC)
' & d. Indicate the type of Organization completing the Assessmant
3 EE— Adult Foster Care (AFC) + | Group Adult Foster Care Other
(GAFC)
o W . Date of onsite assessment performed by the Assessing Organization's RN
7/8/2015 =
v f. Additianal medizal documentation (check all chat apply).
+ Physician Summary Form | Other Marne
(PSF)

18. Save or [Save and Close] the assessment.

Completing these three data fields and saving the assessment triggers the creation of Workflow tasks in
SAMS. Workflows provide a sequence of tasks to follow that will help you complete the remaining steps
of the AGD submission process.

Workflow tasks follow the user who initially creates them, not the consumer or organization. This may
be important if more than one user at your organization is involved in the process.

Workflows are intended to guide a user in creation of all required data elements in the proper order.
The tasks may be created in any order, and by any user — however, the Activity & Referral should always
be the final step.

A message that the workflow has been activated will appear. Click OK to close.

r."'.EEESSITIEI‘lt - 07/08/2015 - Green, Frank [MDS-HC - Minimum Data Set w2.1 [SIM X

*GAFC* workflow triggered (wf20141212)

You will now see a number appear next to Workflows on the side menu.
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~ & Consumer - Green, Frank (1337499240) Sweitch Towe v =% [
8 H Street Framingham, MA 01702 10/1/1945 Age: 69 Coastline Elderly Services, Inc.
i (987) 215-7842

Details Activities & Referrals Assessments File Attachments Service Deliveries Service Orders

Reantly Opened

Sorted By Date of Assessment Add New | Open | Copy | Print v | Format Cofumns | Print Grid | Refresh | Export Gnd | | History
Row Actions  Date of Assessmaent V Next Assessment Date v Assessor Name ' Assessment Form Y Last Updated A

D - 07/0872018 01082018 David Frenchman  MDS-HC - Minimum Dats Set v2.1 (SIMS 1.0) 7/8/2015 10:10:35 A)

19. Click or hover your cursor on the Workflow side tab. This will reveal a series of tasks. Note that
the number of tasks will vary between AFC and GAFC submissions.

In this example of a GAFC submission, two documents (that you previously scanned to your
computer) need to be uploaded and attached, a Contact must be created in SAMS for the RFS
Responsible Party/Next of Kin, and a CAE Care Enrollment and Activity & Referral will be
created.

[For AFC Initial Determinations only, you will be prompted to also add the AFC Cover Letter]

Click the pin icon in the upper right corner of the workflow panel to keep the tasks visible while
you perform each one.

Workou p Click to
“pin”

Consumer - Green, Frank (1337499240)

Amach Reqoest for Services (GAFC)

Triggered 7/8/2015 10:10 AM via AGD - "GAFC* workflow
{wf20141212)

Not Started

Consumer - Green, Frank (1337499240)

AGD - Create Contacy - RFS Responsible Party

Trigoered 7/8/2015 10:10 AM via AGD - *GAFC® workflow
{wf20141212)

Not Started

Consumer - Green, Frank (1337499240)

Attach Physician Summary Form (GAFC)

Triggered 7/8/2015 10:10 AM via AGD - "GAFC" workflow
(wf20141212)

Not Started

Consumer - Green, Frank (1337499240)

Cropte CAE Enrolimens

Triggered 7/8/2015 10:10 AM via AGD - "GAFC* worlkdflow
(wf20141212)

Not Started

Consumer -~ Green, Frank (1337499240)

Create Actryiny: GAFC Iniial Determinasicn

Trigpered 7/8/2015 10110 AM via AGD « "GAFC* workflow
(wf20141212)

Not Started

Clear All

Recently Opened  Workflow
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20. Click on the first task: Attach Request for Services. Note that the status of the task is Not Started.

Consumer - Green, Frank (1337490240)
Amach Reguass for Services [GAFC)
Triggered 783015 10010 AM via AGD - *BAFCY workflow

{wi20141212)
Mot Swrted

File Attachments

21. This opens the SAMS Add File Attachment window. In the Folder field, select your organization.
Enter a name for the document (in the format shown below), and locate the file on your

computer by clicking the Browse l—J button. Click Open to upload the file to SAMS.

My Dasntcard Consumens

~ 3 Consumer - Green, Frank (1337499240) .% D

8 Homes Street Framingham, MA 03702
B: (987) 215-7842

Organize New folder

Name Date r

B8 Al Control Panel Items
Detads Activites & Referrals Assessmend

File Amachmaent - RFS, Frank Geess, 7/8/13 x : Appeacsnce sd hersonalization PSE 7-8-15.0d¢ 115

o Xa!

File Attachment - RFS, Frank Green, 7/8/15 Glock, tmguege. Snd Region “Y Frank Green RFS 7-8-15.pdf 11/5/
ave | Sove oo Clese | Clase | Add Naxs | | © E£ase of Access

=y Hardware and Sound
& Network and Internet

Folder Golden Pend (AGO)
Description RFS, Frask Green, 778718
Fila Name W4 Programs
¥y System and Security

T T
Fie Sae 8, User Accounts
4 Recycle 8in

J. 6-16-15

I AGD

| AGD Demo Docs
| APS - « 1 ’

(11}

File name: Frank Green RFS 7-8-15.pdf v | AliFiles () |

(

| Open Cancel

22. Save and Close. Note that the number of Workflow tasks on the bottom tab has changed to 4,
and your saved file attachment is now listed on the File Attachment page of the consumer

record:

< ~ @ Consumer - Green, Frank (1337499240) Swach To.., v = X
E 8 Homes Street Framingham, MA 01702 10/1/1943 Age: 63 Coastline Elderly Services, Inc.
T pi(987) 215-7842
£
8
= Details Activities & Refarrals Assessments File Attachmaents Service Deliveries Service Ordaers

Sorced By Created Dace Add New | Open | View Attachment | Format Columas | Prist Gnd | Refrest
° Row Actions Folder YV Descrption V FleType ¥ FleScze ¥V
»
c | 2 Goiden Pood (AGD) RES, Frank Green. 7/8/15 pat 812038
£

Note 22.a: Regarding Additional Clinical / Medical Documentation:
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Documents supplementing the Physician Summary Form, on formal letterhead and with the
physician’s signature or initials, should be included along with the PSF as part of the same file
attachment.

If there are other additional relevant clinical materials available the provider should follow the same
file attachment process. The naming convention should mirror other attachments, i.e. Document
Type, Consumer Name, and Date.

Adding Contact Information

The next step requires you to create a new Contact in SAMS from the Next of Kin/Responsible Party

information on the Request for Services form.

23. Start by clicking the Workflow task AGD — Create Contact — RFS Responsible Party task.

Consumer - Green, Frank (1337499240)
AGD - Create Contact - RFS Responsible Party

Triggered 7/8/2015 10:10 AM via AGD - *GAFC* workflow
(wf20141212)
Mot Started

24. This will take you to the Contact creation section of the consumer record.

~ & Consumer - Green, Frank (1337499240) Switch To... * = X
8 Homes Street Framingham, MA 01702 10/1/1945 Age: 63 Coastline Elderly Services, Inc.

P: (987) 215-7842

Recantly Opened

Details  Activities & Referrals Assessments File Attachments Service Deliveries Service Orders

Contact =

a OK | Cancel | Add Next | Format Panels | Add New «
s
:;; Type RFS - Next of Kin/Responsible Party = Locations Add Hew =
Name |
Phones Add Mew -
Relationship |
Primary? |« Notes ‘_p«

Is Bill Te Contact? | |

You will now enter the Name, Address (Location), and Phone number for the Next of Kin/Responsible

Party Contact as it is written on the Request for Services form. If there is no information for this contact

on the RFS, you will still enter a contact (using “N/A” for the name.)

25. Enter the contact name. In the Relationship field, enter the type of screening request
submitted, and the date, as shown below.
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Datails Activities & Referrals Assessmants File Attachmants Sarvice Deliveras Service Orders

Contact » Sandy Green X

| ] i | Add New =

Typs RFS - Maox of Kin/Responsible Pamy v Locations Add M ~
Hame | Sandy Green
Phones add N -
Relationship | GAFC Initial Determinatien, 778135
Brimary [ Notes =

Is Bl To Contact?®

Note 25.a: Regarding Contacts
e Whenever you add or update a Contact, the screening request type and date should be added to

the Relationship field.

o If you find that the person already exists as a contact for this consumer, edit the contact with
any updated information. Open the contact by clicking the foldericon = next to it in the
Contacts panel on the Consumer details screen. Enter the type of screening request submitted
and the date in the relationship field as shown above.

e [fthere is no Next of Kin/Responsible Party contact information on the RFS form, enter “N/A” as
the contact name, and the type of screening request submitted and the date in the relationship
field as shown below. You do not need to add any information to the Locations or Phones

sections.

Example: Entering Contact when Next of Kin information is not present on RFS form:

Type RFS - Next of Kin/Responsible Party +
Name |M/A |

Relationship |GAFC Initial Determination, 7/8/15 |

26. Add the contact’s Location (Address) by clicking on Add New on the Locations panel.

Contact - Sandy Goeen M

| add Mgw =

Typs FRFS - Next of Kin/Respongible Parry Lixcakiomes e E
Mame Sandy Green
Phanes
Relasicaship | GAFC Initial Determination, 7/8/15
Primary? o Motes -:}

1z Bill To Contact?

27. Enter address information as indicated on the RFS form. Click OK.
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AGD

Contact - Sandy Green LLocatinn - Residence =

0K | Cancel | Add Next |

Primary? |+
Type Residence -

Address 1 |5? 0ld Crow Road

Address 2 |
County | Middlesex -
Town Framingham -
State | MA -
Zip Code 01703 -
Municipality -
Country | United States -
Meighborhood |
Description |

28. Add the contact’s phone number by clicking Add New on the Phones panel.

Conzact - Sandy Green x|

OK | Cancel | Add Next | Format Panels | Add New

Type RFS - Next of Kin/Respansible Party ~ Locations

Name Sardy Green
Middlesex County
Relationship | GAFC Initial Determination, 7/8/1%

Primary? /| Phones

1s 84l To Contace?

d New

Residence: 57 Old Crow Road Framingham, MA 01703

|<&

29. Enter the area code and number. Click OK.

Contact - Sandy Green LPhnne - Home: (987} 940-9876 x |
0K | Cancel | Add Mext |
Type Home b
Area Code 387
Number 340-327&
Extension

Primary? |
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@)

30. Click on the next file attachment task on the Workflow side tab, go to the file attachment

(K@ section of the consumer record, locate and upload the indicated document.
—
@ In this example of a GAFC submission, the Physician Summary Form, and the Request for

Services form. [Note that the AFC Cover Letter is only required for AFC submissions; GAFC
providers should not include it.] Once completed, the File Attachment list shows the newly
uploaded files, and the number of Workflow tasks decreases correspondingly.

Workflow @

Consumer - Green, Frank (13237490240)

Attach Request for Services (GAFC)

Triggered 7/8/2015 10:10 AM viz AGD - *GAFC* workflow
[wf20141212)

Completed on 7/8/2015 10:34 &AM

Consumer - Green, Frank (13237490240)

AGD - Create Contact - RFS Responsible Party

Triggered 7/8/2015 10:10 AM via AGD - *GAFCF workflow
[wf20141212)

Completed on 7/8/2015 10:53 &AM

Consumer - Green, Frank (13237490240)

Attach Physician Summary Form (GAFC)

Triggered 7/8/2015 10:10 AM viz AGD - *GAFC* workflow
[wf20141212)

Completed on 7/8/2015 10:54 &AM

Consumer - Green, Frank {1337499240)

Create CAE Enrollment

Triggered 7/B/2015 10:10 AM via AGD - *GAFC* workflow
(wf20141212)

Mot Started

Consumer - Green, Frank {1337400240)

Create Activity: GAFC Initizl Determination

Triggered 7/B/2015 10:10 AM via AGD - *GAFC* workflow
(wf20141212)

Mot Started

Clear Completad

Clear all

Recently Opened | Workflow B

e

Add Enrolliment

31. From the Workflow task list, select AGD - Create CAE Enrollment.

32. If the information has not been pre-filled, enter the current date into the Application Date,
Received Date, Status Date and Start Date fields (leave the End Date field blank). Note that for
newly created consumers, the current date will default into all the necessary date fields, for
existing consumers you may need to edit the dates. The end result is that there should be and
active CAE enrollment effective as of submission date. Click OK.
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AGD

Care Enrollment - CAE = |

OK | Cancel | Add Next |
Level Of Care Clinical Assessment & Eligibility =

Service Program | Clinical Assessment & Eligibility (CAE)

=

Care Program
Application Date 7/5/2015 ]

Received Date 7/8/2015 ]

Termination Date L]
Status Active -
Reason -

Status Date 7/8/2015 |
Start Date  7/8/2015 [ ]

End Date =

Originated By: Golden Pond Creator: Andrew Grigorovl

Note 32.a: What to do if Workflow message is received when creating enroliment

If you are working on a pre-existing consumer and attempt to add a CAE Care Enrollment using your
workflow tasks, you may receive an informational message. The message, shown below, indicates
that a CAE Care Enrollment already exists in SAMS for the consumer you are working with. In this
case you would simply click OK to the message, and ignore that task.

The most important point is that an active CAE enrollment exists; it does not matter who created it.

r workflow x

Your work item could not be completed as plannead by the workflow. There
was an error trying to save the data. The work item will be marked as
completad.

[ OK

Add Activity

Activities are used as the main method of communication between GAFC/AFC providers and Coastline
for the AGD process. AGD providers should be frequently checking their dashboards for the appearance
of new Activities. This is replacing a phone call based system.

There should be one and only one Activity created per submission. All communication occurs through
this same Activity — either by a status change, or an additional comment.
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*Note that providers should only be entering a status of Not Started for an Activity — all other statuses
are handled by Coastline.

33. From the Workflow task list, select AGD - Create *GAFC* Activity & Referral

Consumer - Green, Frank (1337499240)

Create Activity: GAFC Initizl Determination

Triggered 7/8/2015 10:10 AM via AGD - *GAFC™ workflow
(wf201412132)

Mot Started

34. Enter the Activity details as shown below. Enter a Comment with the contents as shown.

Do not add any additional information (Care Program, Site, etc.)

*Note to ASAP AGD users: Even if your practice is to always select your own ASAP as the Agency
for an Activity, it is necessary to select Coastline as the Agency at this step in the submission
process.

[If there is a Medicaid number discrepancy, add a note in the Activity Comments field so that
Coastline is aware of it.]

Activity/Referral - GAFC Initial Assessment, GAFC Initial Determination, Frank Green = |

Activity/Referral - GAFC Initial Assessment, GAFC Initial Determination, Frank Green

Save | Save and Close | Clese | Add Mext | | Print * | Format Panels |
Subject GAFC Initial Determination, Frank Green | Comments
Action GAFC Initial Assessment - 7/8/15- Submitted RFS for approval, Frank Green, RN, Geld Pend, 978-554-7625

Agency Coastline Elderly Services, Inc. =

Provider Golden Pond - Services
Care Program -
Site -
Status Not Started b
Rezzon b

Status Date 7/8/20153 L}

35. Click Save and Close. This is the final of the Workflow tasks, and it effectively hands it off to
Coastline, to execute the next phase. The creation date of the Activity & Referral marks the
point where the AGD Provider believes that their application materials are complete. This is why
it is important that the Activity & Referral creation is the last step in the submission.

Coastline will notify the AGD Provider via the Activity & Referral if the materials are found to be
incomplete. It is important to frequently check your dashboard widgets, or run a SAMS report,
to receive this information. You can use this guide to re-do specific tasks as needed.

View Determination Information

By viewing the SAMS Dashboard Activity & Referral widgets, the AGD Provider can learn of Coastline’s
activity related to this determination.
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The screening is considered to be complete only when every task (clinical and administrative) is

done. Even though Coastline’s RN may have completed the initial review and made a note in the
Activity and Referral, the screening is not complete until the Notice of Eligibility letter is uploaded into
file attachment and the status is changed to complete.

Please do not contact AGD.Support@massmail.state.ma.us with status inquiries until 21 days after the
initial submission of determination materials (i.e. creation of the initial Activity with status Not Started.)

Using Dashboard Activity Widgets

When Coastline first opens the Activity & Referral related to your submission, they will change the
status of the Activity from Not Started to In Progress. This will indicate that they have received the
information and have started reviewing your materials.

One of the Saved Search Widgets on your Dashboard should be set to track Activities of various statuses,
including In Progress. (See previous section Using Your Dashboard for more details.)

As shown below, the Activity is now appearing on the Provider user Dashboard in the “IN PROGRESS”
Widget.

Andrew Grigorovl's Dashboard
AGD - AFC/GAFC Initial Daterminations (Net Started) [Activity Search) b AGD - AFC/GAFC - Initial Duterminations (In Progress) [Activity Search] b

By viewing another Dashboard Widget, this one tracking Activities & Referrals with a status of Complete,
you can learn of Coastline’s final determination decision:

In the example below, the Provider user can see that Coastline has changed the status of the Activity to
Completed, thereby moving it from the AGD In Progress Widget to the All Activities with Status =
Completed Widget.
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Using Dashboard Service Delivery Widget
The Provider can also use the AGD Completed Determinations (service delivery) Widget as another way
to be notified of a completed Determination.

The example below shows the Provider Dashboard screen after Coastline has created the service
delivery, which marks a completed Determination process.

- AGD - C d Deter

>

i (service delivery) [Service Search]

4 % &%

Sorted By Service Month
Edit
Drag 3 cokem header and drop 2

RowActions Clent 1D Y Full Name

pan | Open Consumer v | Print v | Print Grid | Refrash | Export Grid

Search

Bere 1o raup by that colomn

Y Town of Residence ¥

Date of Bith Y Agency

Ly ™ 1333697207 Woodtrah, Wands Abngion 110111942 cm
=) Doanvers TORTTS33 Toostine |
o= 1368522243 Goodwin, Gary G Agawam 11031918 Coostine Eidert |
L ™ 1321480316 Smith, Semuel Beverly 07/08/19520 Coastiine Eiden :
o - 1361071555  Armstrong, Amoid A Agawam 10/08/1520 Coastiine Eigert
1381233813 Birdman, Brad 10:01/1843 Coastline Elder!
‘ 1358147430 Arthur, Galiahaa Barmre 10/01/1850 Coastiine Elgent
‘ 1387819355 Fintstone, Wilma Osk Biluss 1221918 Coastiine Eigent
; < L »
lﬂ Ttems

/:

Notification of Incomplete Submission

If Coastline finds that the application materials are incomplete and/or not clinically sufficient, you will be

notified via a specific Activity status: Waiting. This Activity status type is available as a Widget search

selection, named AGD — Waiting (Materials Incomplete)
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. AGD - Waiting (Materials... + % &lx

Saved Search Widget
Search Type | Activity v

Search Name  AGD - Waiting (Materials Incomplete) v

I AGD - Waiting (Materials Incomplete) I —
AGD Referral Pending

Frmrimnnee Chaisaes CORU

The missing information is listed within the Comments section of the opened Activity.

Comments pv 4
Sally Jones, RN, Xample Community AFC
Information missing:

Request for Services missing signature
Physician Summary Form

Complete the request to provide missing materials. Workflows will not be triggered for these tasks, it
will be necessary to go to the proper section of the consumer record.

Modify the SAMS data as needed:

e Add replacement document scan(s) — note Replacement in subject line.
e Update assessment data — if MDS is still editable, record changes in Narrative section.
e Copy assessment if MDS is locked for editing (7 days after creation.)

In the example above, the user would need to gather the materials, sign and scan the Request for
Services document, and upload the files to the consumer record from the File Attachment section.

*Once the corrected materials are attached and the application is complete, change the status of the
Activity from Waiting to Not Started. This will inform Coastline that you have completed the request for
missing materials.

AGD Point-person

Welcome AGD Point-person!

Point-person responsibilities & expectations

The AGD Point-person is primary point-of-contact for all project communications between your
organization and the ELD/ OLTSS Project Team. You are expected to disseminate information to your
organization's end-users, and to seek clarification from the Project Team whenever necessary. Point-
people are the designated voice of an organization; communicating with the AGD Project Team via
standard protocols that maintain HIPAA-compliant information security, for all users in the organization.
Organizations may wish to identify two (2) Point-people for continuity during vacations, or at other
locations.

The point-person should thoroughly understand your organization's assessment process for AFC or
GAFC applicants: from initial referral, collection of assessment documentation (Physician Summary
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Form, Request For Services, etc.), RN's onsite assessment, MDS-HC data records, and post-submission
communication with Coastline Elder Services.

The Point-person must communicate with information security with regard to Personal Health
Information (PHI) and Personally Identifiable Information (Pll). Specifically, all Point-people must
register their email address with the Commonwealth of Massachusetts' Secure Email Delivery System,
and use that system when communicating with AGD Support on any topic.

The Point-person is responsible for user account access administration for the organization, identifying
colleagues who are potential SIMS users because of their participation in the determinations process,
and communicating this information to the Project Team. Point-people will ensure that end-users set up
their User Accounts correctly and are able to manage their own password resets and security questions.
"Points" are also responsible for ensuring that User Accounts are terminated when necessary, and other
aspects of maintaining Administrative Security to Protected Health Information (PHI) and HIPAA
compliance.

The AGD Point-person trains end-users within their own organization, after train-the-trainer sessions
with the Project Team. The Project Team at OLTSS/ELD & Harmony will work to ensure that end-user
training materials are effective, appropriate, clear and usable, and readily available. Point-people are
expected to raise issues and identify gaps or improvements in training and other implementation
materials.

Point-people are the first line of user support within their organization: to help end-users resolve
password issues; perform basic troubleshooting; and incidental training to enable successful use of
SAMS. If a technical issue with the application emerges, the Point-person will gather details and
communicate with AGD.Support staff at ELD/OLTSS.

The role of the AGD Point-person will continue after implementation ends and the processing
becomes routine, though personnel may change.

Communications with AGD Support

All Providers' communications with AGD Support regarding AFC/GAFC Determinations are intended to
be phone-call -free. AGD Support staff are a decentralized team spanning multiple organizations:
MassHealth Office of Long-term Services & Supports (OLTSS), Elder Affairs IT, & Harmony.

e Please avoid use of telephone or voicemail except by prior arrangement with
a specific individual.

Secure email for *all* AGD Support communications

To reduce risk of an information breach, all communications between an AGD provider and the AGD
Support team are assumed to contain Protected Health Information (PHI) or Personally Identifiable
Information (PII).

Therefore, all email to AGD Support must be encrypted using the Commonwealth of Massachusetts
Secure Email Portal. Note: AGD Support staff may reject, without reading, incoming messages that do
not use the Commonwealth's secure protocols.
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Registration of Point-person's Email Address for secure e-mail
This task is a requirement for all AGD Point-persons. This is a quick task, once you receive an invitation
email. See the Appendix on How to Register with the Mass Secure Email Portal (below).

A more detailed procedure is posted to the AGD Support blog, with screenshots (read How to Register
with the Mass Secure Email Portal) .

Sending a secure email (new email chain)
All secure email you initiate to AGD Support must be composed at the SecureMail portal. Login at
https://ppsecuremail.state.ma.us/encrypt

More detailed instructions are available at http://agd-support.800ageinfo.com/2015/03/how-to-create-
a-secure-email.html, or in the Appendix below.

Support

Support Overview

Each AGD Provider must have an assigned AGD Point Person, who is the primary contact for the AGD
process and responsible for interaction with support resources. The system is intended to be “phone call
free”: all communications should occur either through email to agd.support@massmail.state.ma.us, or
by using the status and/or comments field of the Activity in SAMS.

Support issues can be divided into 4 categories:

Secure email must be used in all cases.
1. User Account Access / User Management - Password problems & resets, access issues

2. Application Issues- Technical software support, when the Harmony portal or SAMS do not
function as expected.

3. Determination Support- Issues relating to the contents of determination materials for a specific
consumer, exchange of information between the AFC/GAFC provider and Coastline Elderly
Service

4. Training & Training Materials: Issues & questions related to training materials made available
by AGD Support and Harmony.

These 4 general support areas are explained in more detail in the following sections. If issues cannot be
addressed by the user independently, the proper contact for support is identified at the end of each
category subsection.
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User Account Access / User Management

Password Problems & Resets

Any time a user has forgotten their User Name or Password they can retrieve it automatically, without
having to contact their administrator, simply by clicking on the Forgot Password link at the main login
screen.

Enter your user name and password. Can use link to retrieve
ID and reset PW
User name. | |
Password: | |

Forgot Password

Once the Forgot Password link has been pressed, the user will be prompted to enter the Email address
that is associated to the User Name.
The user can enter their Email Address and press Verify Account. At this point the Harmony Portal will

confirm that the Email address is indeed associated to a valid account.

If the validation is successful, the user will be presented with their security questions. Note that the
security answers are not case sensitive and must match exactly.

Enter your security answer.

Security Question:

Security Answers: |

¥ Reset my password J%:(ecover my User name

| submit || Cancel |

From this screen, the user needs to simply enter the response to their security question and choose
among two options:

Reset My Password: Will immediately bring the user to the “Create New Password Screen”.

Recover my User Name: Will send an automated Email to the user’s Email address with the User Name
information.
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Your user name has been sent by E-mail.

Enter your new password and confirm password.

New Password: '] |

Confirm Password: | |

| Submit || Cancel ‘

b

*If your security questions have not yet been answered and you are unable to reset your password
independently, your AGD Point Person will need to contact AGD Support at
agd.support@massmail.state.ma.us.

Activating / Deactivating Users
Non- ASAP Providers:

For new user requests, and the deactivation of existing users, the AGD Point Person should send an
email to the support inbox (agd.support@massmail.state.ma.us) with the following information:

e Type of request (new user or deactivation),

e User full name

o User email address

e Indicate if the new user will be a Point-person (secure email registration to follow)

ASAP Providers:

Designated Access Administrators at ASAP providers should follow their standard protocol for
requesting an additional user, or granting an existing user AGD privileges.

Application Issues

System Requirements & Browser Configuration for Operating SAMS

If you encounter technical problems with SAMS, please first ensure that your computer meets the
system requirements detailed in the Harmony Computer Configuration Requirements — May -SAMS,
available on the Harmony Portal page under Application Support Resources. This document also contains
browser configuration details.
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Webinar

a Data Canter Move Instructions Aprill
a Data Center Transition Customer

8 Harmony Computer Configuration
Reguirements - May 2014 - SAMS

0 ooao

g SAMS 2.2.0 Release Praview

SAMS 2.1.5 Release Motes

Provider Direct User Guide

Provider Direct - Reports At-a-Glance L]
Harmony Computer Configuration

Reset Application Resources

Before reporting most technical issues, AGD Point Persons should ensure that users have reset

application resources.

On occasion, a user may be directed to “reset application resources” in SAMS to address a particular

issue. It is not always a necessary process, but it may help in a situation after other potential causes of a

problem have been ruled out.

Step 1: Open My Settings

1. Open the navigation pane

2. Click My Settings (under Quick Links)

3. Click Reset My Settings

Recently Opened Items

Navigation .

Quick Lin

|| &8 Provider Direct 2 v B ~ Pagev Tooksv N (N [ @ o
. Work Queue  Consumers  Rosters  Reports JOSpERSONIPD;°>
Advanced SIMS 1.1.0.49824

_* My Settings - X
| | Default Set | Reset b tings
Grid Settings Name |
Font " Arial =12 |z John Smitr
roe o | W+ v s
Row Background Color I ] n - April Billing
Alternate Row Background Color I l [ Robert Bac
‘ Rows per Page 150 -
|
Work Queue Settings
Show Activities | | Filter using these Status values (Not Started) |
Show Service Orders |/ Filter using this Status  Open -

Step 2: Reset My Settings

After you click Reset My Settings, the screen will grey out and the Reset My Settings options will display.
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Make sure that Application Resources is checked. This refers to Silverlight.

E 1. Click the [Reset] button.

£ Provider Direct f v B ~ Pagev Toolsv N B & £ (o

GD

|| Application Resources
Non-confidential application data stored locally to optimize system performance.

=T Customized Grid Col
The customized column sequence and columns shown for all data grids.

_| Pin Preferences
The customized 'push-pin’ settings throughout the application, used when
ing/updating y information in a separate window versus within the
current window.

.| Default Settings
Your customized Default Settings for vanious data entry values, induding any gnd
filters.

_| Grid Font Size/Color
Your customized font size and color scheme for data grids found throughout the
application.

| Main Menu Bar
The sequence of the main menu button bar,

| Custom Spell Check Dictionary
Custom words that have been added to your personal spell dictionary.

| || Cancel |

Reporting an Issue

*If your application issues have not yet been resolved, you will need to contact AGD Support at
agd.support@massmail.state.ma.us.

To best help you resolve the issue, please first confirm that system and browser configuration
requirements (shown in previous subsections) are adequate.

Once this is confirmed, send an email to the support email address above, being sure to include your
organization name in the subject line. Example email subject line: AGD — Beacon AFC — Dashboard not
showing as expected. Also include this key information:

e Date/Time that issue occurred
e AGD User Name
o Indicate where the user was working at the time the issue occurred - what screen was visible?
o List the exact steps to get there and order in which they were taken.
e Provide a brief description of what the user attempting to do.
o Example: Complete assessment, attach file, etc.
e Consumer information: Include consumer information if relevant, using the consumer’s initials
and the SAMS identification number only. Be sure to avoid sending any confidential consumer
information in an email message, adhering to HIPAA guidelines.

It is often helpful to include a screenshot of the issue as well, instructions below:

o  While viewing the SAMS screen where the issue or error occurred, press the [PrintScrn] key on
your keyboard to copy the screen display to the clipboard. (This key is usually located in the
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upper right corner of the key board). If your email application supports only plain text, you may
wish to create a Word document or Power Point to hold screenshots. These documents should
be attached to your email.

e Within the email place the error message screen shot at the bottom by clicking on Edit button
on the top toolbar, then click Paste (or hold down Ctrl and V button on your keyboard).

Determination Support

For issues relating to the individual AFC/GAFC consumers being referred to Coastline, and questions
about the content of materials being reviewed in SAMS, please securely email
agd.support@massmail.state.ma.us. Indicate your organization and issue in the email subject line.

Training Materials

AGD Point-persons are expected to train their organization's users in the use of SAMS for AFC/GAFC
Determinations processing, using materials provided by Harmony (portal & SAMS) and by AGD Support
(specifics related to the determinations process & clinical materials presented to Coastline).

Harmony Portal
There are a variety of training and support materials available on the Harmony Portal.

Under Application Support Resources you will find user guides and other helpful documentation.

Under Harmony Quick Links / Harmony Training, basic SAMS training tutorials are also available.

If you are currently using Microsoft Internet Explorer Version 7 or older, please upgrade to a newer

pmer O ’ nk version as soon as possible.
Application
o EOEA SIMS Project Blog If you have questions regarding this notice. please contact Harmony Customer Support at d
(Username: SIMS, support@harmonyis.com or by phone at 800.318.7260. @ HFM User Guide
Password: Support) o I&R Companion Guide
o SAMS 3 User Guide
o EOEA SAMS 3 Bl A .
(Username: 51|t1gg Thank you, o SAMS 3.1 Administrator User Guide
Password: Support) o Word Template Companion Guide
) April 2013
L Provider Direct u SAMS 3 - Reports - At-a-Glance
Ea?si.g?;.”gur;;'orsﬂlr'ﬁ’ The Harmony Customer Support Team Document _ )
’ supperi@harmonyis.com o Customer Portal Companion Guide
200-318-7260 8 SAMS 3 - Family Caregiver
Harmaon Q Ck 1
@ Harmony Support - Posted on, 03/14/2014 05:01 PM
Customer View Tool ]
@ Harmony Training
& OmbudsManager V]

Online Tutorial

AGD Website
Visit the AGD Support website for the 800Agelnfo Eor Professionals
latest information and up_to_date Serving Massachusetts Elders & Their Families
documentation.
AGD Support
URL: http://agd-su pport.800ageinfo.com User Support for AFC & GAFC Determinations in Massachusetts SIMS

Announcements, User Guides, How-to, and more

The most recent version of this User
Guide will always be available on this
website — click to go to this User Guide’s Categories AGD Provider User Guide
permanent download page.

Home  Archives Profile Subscribe

This User Guide is the key User Guide: AFC/GAI

Direct link to AGD User Guide for Providers: http://agd-support.800ageinfo.com/user-guide
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Appendix

Document History

Date Version Description By

May 6, 2019 Version 1.6.6 Updated with change in secure email portal URL AG

July 9, 2015 Version 1.6.5 Updated to show new dashboard configuration steps AG

July 8, 2015 Version 1.6.4 Multiple udpates & minor additions, new screenshots for process walk AG
through

May 15, 2015 Version 1.6.3 Added notes clarifying practice for ASAP AGD users and agency/provider | AG
tags

April 14, 2015 Version 1.6.2 Added: Note regarding what to do if SSN conflict when creating AG
consumer

March 30, 2015 Version 1.6 Role of AGD Point-person updated; Appendix on Secure Email added , JAO

registration & communications using Commonwealth of
Massachusetts' Secure Email Delivery System.

February 2, 2015 Version 1.5.4 Added “SCO” Instruction AG
December 12, 2014 Version 1.5.3 Workflow enhancement revisions added AG
October 29, 2014 Version 1.5.2 Minor edits per Jim O. AG
October 9, 2014 Version 1.5.1 Minor edit — wording to Contact addition section AG
October 6, 2014 Version 1.5 Contact addition section added, new process screenshots AG
September 24, 2014 Version 1.4 Added clarifications re: SSN, copy assessment instructions, other minor AG
changes
September 8, 2014 Version 1.3 Further minor edits per P. Gardner AG
August 29, 2014 Version 1.2 Screenshots replaced for step by step process, minor text revisions. AG
August 1, 2014 Version 1.1 Revised File Attachment Instructions AG
June 17,2014 Version 1.0 First public release AG

Secure Email: Registering With & Using the SecureMail portal

Secure Email uses digital encryption for added security over ordinary email, validating both senders and
recipients against known indviduals. There are many services that provide email encryption
functionality; the Massachusetts standard tool is known as SecureMail.

The SecureMail application is used throughout MassHealth & the Commonwealth of
Massachusetts. You may hear people refer to this as SFED, Secure Email, or encrypted email.

All AGD Point-persons are expected to use SecureMail for all email exchanges with the AGD Support
team. Before sending an encrypted email, a user external to MassHealth must be registered with the
service.

Registration is a quick, one-time process for each email account. Many users who are Points for an AGD
providers will have already registered, because of previous correspondence with MassHealth personnel.
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How to Register with the Mass Secure Email Portal

First, make sure that AGD Support team is aware that your organization needs to identify a new Point-

person. If necessary, notify the AGD Support team that of a new AGD Point-person via email.

A prospective AGD Point-person will receive an email from AGD.Support@massmail.state.ma.us, with

subject line "AGD Secure: Point-person registration" or similar.

v &GO Support [EHS) B0 Sacure: Pointperson regiutration

Open this email.

You can think about this as the envelope for the message. The "envelope" is not itself a secure message,

and contains no Protected Information. Follow the instructions to view your secure message. Click to

open the attachment.

}.,.‘_ . - 6 0 & R More * 1005360 > m -
|
AGD Secura: Point-person registrabon
pox (4990
larea AGD. Support (EHS) & 14T AM (5 minues a0
boortant .
Pt A
rafts (1)
Ircies
b Mass.{/ ov
tsp.alr (116) [/
rsp.edd (70}
pros
jate.maus (148) e
x0 sert
v
Nome The Commormnalts of Matsachnnels imglomanted & s Secure EMal Systom oo 004
T 06 T Arat AR you Rave Teoeived wid Bea few Byt pau will be cegured 1 reg vind Sefore readng
your menage

To view your secure message:
E = € |- Desktop users: .
| Open the attachment (message_zdmbemi) and
| aw the instructions

FYRTNT

The attachment opens. Click the [Read Message] button.
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Mass.gfmf

Read Your Secure Message

The Commonwealth implemaented a new Secure Eiail System on 07,

Read Message [}

A secure website opens in your web browser.

If your email address is not on file with the Massachusetts Secure Email Delivery System, you will be

prompted to create your SecureMail ID. Set a password, and set your password recovery question &
answer. Click [Continue].

ASS.fov o

/

Create Your Securedall 1D

First Child's name \
J

You may already have a SecureMail ID associated to your email address.

If so, after clicking [Read Message], you will be prompted to login to the SecureMail portal. Use the
[Forgot Password] function if you can't remember your password: it will use the Question & Answer you
set when you created the account.
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C [ https://securemail state.ma.us/es?pubToken=bcgsYVIZQXL Q T2 {]

<[ Mass.g;'ov

Sign In
Attention: By sig 9 in you ack that you have read and agree
10 the Terms of Use governing your Secure EMail Accownt,
Please click on Learn More and Terma of Use link below to read these

GD

terms
Email Address: Jsmithfield @ xample-community-AFC.com
Pa SSVIO'di SRRRRNNNNNNRRNNS ‘*,
Forgot your password or need to change it? Sign In [}

Once your Secure Email Account is setup and you have logged into the portal, you will see the actual
message which contains the Protected Information in the email from
AGD.Support@massmail.state.ma.us.

Click [Reply] to reply to the message.

C £ httpsy/securemail.state.ma.us/reader/c] b217b7425fffe3180fc6 Q T

Mass 901/ jsmithheld@xample-community-afe.com @ Help o
.

~Reply || Rep
Fromw: 29d. support@massmail, state.ma.us (Authenticated by state.ma.us) & Valid Sbgmm&mh;
Tor Bsmithfield@ xample-community-afc.com
Sent: Fri Fab 13, 2015 1:47 AM (13 minutes 290)

Subject: AGD Secure: Point-person registration

Greetings AGD Point-person:

If you can read this message, you have an a SecureMail 1D wzh the Massachusetts Secure Email Ddlivery
System (portal)

A message reply interface is displayed.

Add your name & the name of your organization. Click [Send Secure].
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LA [ [ 4
"ff‘ v

Send Secure
Fromm pmithfeld @ xample-community-afc,com (Authenticated by state.ma.us t}
To: 804 supponQmassval state ma Ut Remove Me
& e,
Subject:  RE AGD Secuw Pomipenca mparsson Plain Text
Request
Receipt

Attach:  Choose File...

f—l—l—ﬂ-&‘-uui-’: A-X-se— QL verdana “ | Font sae

Johrathan Smithfield, Xample Ccommeunity AFC

Frome agd.support@massmail.state.ma. us
Sent: Mar 13, 2015 1:47:11 AMEOY

To: jsmithfield® xample-community-afc.com
Subject: AGD Secure: Point-person registration

The portal displays a success message.

Mass /’ jamithfield @xample-community-afc@gmail.com g Help
. f»rn/

You hawve successfully sent a secure message.

s

Back to oniginal message

The system sends a copy of your reply's message envelope to your email address. Like the original
message, you can only see its Protected Information in the Massachusetts SecureMail.

e (2 st s | Secure; Copy - Securelall] RE: AGD Polotpernsce registration - You hav warem g 22
v AGD Suppon (EXMS) pie e s - AGD Secure Pomt 9enson tegstraton - Y “ 0 1000 B MOMMA0e CONMANNG Ul ol o 1.4
*  Singletiacks com News Handmade Mosataln Bkes I Photo Contest ¥ Fat Bike Birkie Repont wh o b =1 LR
Michotho Coassin P mean. Moss lodocmation om the 1RO ST sahaite smarads . A A ) L%

Note: the SecureMail portal does not archive or save your messages. No message list or Sent-mail is
maintained. However, if you save the message "envelopes" in your own email application, you can
access the Protected Information as needed.

How to send a secure email to AGD Support
Note: These instructions work only for users whose email address is registered with SecureMail.
See How to Register with the Mass Secure Email Portal (above).

The SecureMail portal is similar in functionality to other web-based email systems such as Hotmail or
Gmail. A user opens a web browser, logs in and composes & sends a new message. There is familiar
attachment and CC: functionality.
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One difference: this portal is closely associated to your email address. The SecureMail portal does not
maintain a Message List, Sent-Mail folder, or Trash folder of your previous messages. Copies of your
secure messages will be sent to your email address - you use these to gain access to your inbound and
sent-mail that is sent securely by OLTSS/MassHealth staff.

Q: When should | use SecureMail to communicate with AGD Support?

A: Every time!

As an AGD Point-person, we expect that your emails to AGD Support contain Protected Information
(e.g. names & other personal identifiers, PHI or PIl). Thus we take the universal precaution to require
that all email communication uses secure encrypted email.

All messages to AGD Support, on any subject, must be sent securely using the process below.

Step 1: Login
SecureMail Login: https://ppsecuremail.state.ma.us/encrypt

We suggest you bookmark this URL. Login is a 2-step process.

The first login screen is displayed. Enter the email address with which you are registered. Click [Sign In].

- C' & https://securemail state.ma.us/login E‘J =

Mass.gmf

Sign In
Attention: By sigring i yvou scknowledge Lhat wou have resd and &§ree
to the Terms of Use governing your Secure EMail Account.
Please click on Learn More and Terms of Use link below to read these
terms.

Email Address: '?]

3

Sign In

The second login screen is displayed. Enter your password, and then click [Sign In]. Alternately, click
[Forgot Your Password].
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= https://securemail.state.ma.us/es?pubToken=r8WBUSZIohIC @ <

Sign In
Attention: By signing in you acknowledge that you have read and sgree
to the Terms of Use governing your Secure EMail Account.
PFlease click on Learn More and Terms of Use link below to read these

LErmiE.
Email Address: jsmithfield@xample-community-afc.com
Pa sswor’d= SEEFEEEEEEEES ﬂ

Forgot your password or need to change it? b

Step 2: Compose your Message

If your password is correct, the Create New Secure Message interface is displayed.

Mass qo‘/ smithfield@xample-community-afc.com @ Help j Sign Out
.

C' B https:/securemail.state.ma.us/writer’messageld=8683693887617124( Q 1 I:L

Send Secure

From: pmithﬁcldcnmph-conl 1 Lk.com {Authenticated by state.ma.us)
To: AGR.Suppen@massmalaale.ma us Remove Me

4

You will receive # copy of ths messege [Remaye Me)

Ce: Show Bec

/4
Subject:  XAMPLE .issue - Workflow Task Create Enrolment Plain Text

B 5 —

Attach: Choose File...

B 7 Uws E S IE A — 2% Fontfamly - Footsze -
Hello -
Username: JISMITHFIELD

Organization: Xample Community AFC

1 got an odd message when ! tried to do the Create CAE ENroliment task for consumer $83452253 2,

1 have attached a screenshot of the message: E
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The example above shows a clear & effective issue report to AGD Support. The numbered callouts
demonstrate some features of a superior issue report. Key to the callouts above:

1. Address the email to AGD.Support@massmail.state.ma.us.

Important: do not omit "massmail". This should be used whenever you use SecureMail to
communicate with OLTSS/MassHealth staff.

2. Indicate your Organization name in the Subject Line

3. Make sure that your Subject Line includes a clear, concise, and specific reference to the issue topic.
Don't be vague or generic.

4. Within the body of the email, indicate the username of the person who experienced the problem.
You only need to provide one or two examples, not an exhaustive list.

5. A specific indication of when the error occurs. Here, the issue seems to be connected to the Create
CAE Enrollment Workflow Task. What did the user expect to happen; what was the user trying
to do?

6. Areference to a specific consumer for whom the issue was observed. The AGD Support standard is
to refer to a consumer by their SAMS ID and the consumer's initials. Note: no other Protected
Information should be in the email's message text: name, address, SSN, DOB, MassHealth
number, etc.

7. Screenshots are provided to AGD Support. As with email message text, attachments or
screenshots should *never* include name, address, SSN, DOB, MassHealth number. Instead,

refer to a specific consumer by SAMS ID plus initials. Resolution of your issue can be delayed if
key details are not provided with the initial report.

Step 3: Send Secure
Click [Send Secure] to send your secure email. The system displays a success message confirming that

the secure message was sent.

C 8 https://securemail.state.ma.us/writer’messageld=60473890 Q

2 smithfield@xample-community-afc.com )
Mass.{/m/

You have successfully sent a secure message.

Send Another Secure Message ['}

Close the browser window if you're done composing secure mail.

File: User Guide for AGD Providers - v1.6.6 - May-6-2019.docx Page 52 of 53


mailto:AGD.Support@massmail.state.ma.us

User Guide: AFC & GAFC Providers May 6, 2019

AGD

Step 4: You receive a copy of the secure email
A copy of your message is sent to your email account, as a sent-mail file copy. Note that the system has
updated the subject line with Secure: [Copy - SecureMail] to indicate the message was, in fact, sent

securely.

You will receive a secure message, you would need to login to the SecureMail portal to see its contents.

ey il Coonlet Faeshook Twitter Bootet

me state.ma.us | Secure: [Copy - SecureMail] XAMPLE AFC - issue with Consumer List - ¥ou have recei

— [ _

Help Files & Guide to Using SecureMail
There is some useful information available in the SecureMail's Help Files (available at
https://securemail.state.ma.us/brand/zdm/help.ftl). Note that (login is *not* necessary to view Help

Files.

e  Receiving Secure Email

e  Replying to Secure Email

e Forwarding Secure Email

e Sending Secure Email

e Using Message Receipts

e Using Zero Download Messenger Rich Content

e Security

<end>.
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