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Uploading Supporting Documents

Uploading Documents at the Time of Entering Level 1:

1. Upon reaching Page 11 of the Level 1 online form, the system will request that
you upload any required documents. Based on the outcome of the Level 1
screening, the portal will identify the required documentation that must be
submitted with the Level 1 screening. The user must manually place a
checkmark next to each document uploaded. All required documents must be
checked and uploaded.

Supplemental Documents: below would be REQUIRED for upload. Please check off
all of the files and provide documentation below.

Psych Evaluation

Admission notes to hospital including primary diagnosis H&P
Reason seeking convalescent care (i.e., requires rehab, or further nutritional support &
education)

Upload File(s)

Please select "Upload Ancther File" queue at the bottom if you have more than one
file to upload.

File Name and Upload

Mame of File Upload selected File(s)
(o LWL BRI Sl o file chosen
—

Upload Another File

2. Create a name for each file in the “Name of File” field and click the “Choose File
button to locate and attach the document from your computer.

3. If you are uploading more than one document, click “Upload Another File” to
open another box.

cad Another File
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4. Once “Upload Another File” is clicked, additional fields will be displayed to upload
more documents.

File Name and Upload

Mame of File * Upload Selected File(s) *

e LLELRSIEE Mo file chosen

File Name and Upload
Remove

Mame of File * Upload Selected File(s) *
(o LSRN Mo file chosen

Upload Another File

5. There is a section for “Optional Supplemental Documentation For Upload.” To
submit any additional documentation, follow the same steps as noted above.

Optional Supplemental Decumentation For Upload

U Face Sheet

U current Medication List

OHap (History & Physical Exarmination)

U Hospital D/C summary (if for significant change)

O pT/OT Evaluation (if available)

Save and Continue to Confirmation Page

6. When you are done, click “Save and Continue to Confirmation Page” and
complete the Submission Process.
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Uploading Documents to a Submitted and/or Accepted Level 1
Form

1. If no Level 2 has been created, and you need to upload more documentation to a
Level 1 after it has been submitted and/or accepted, enter the record through the

“Level 1 Submitted” tab or “Level 1 Accepted” tab by clicking on the L1 number in
blue.

Level 1 Refarrals
Submitted Referrals »

2 items » Sorted by Level 1 Form D # Filtered t

Level 1For... T | Individu..

1 [ L1-034419 ] Wilma

2. Once you are in the Level 1 form screen, you'll see a button on the page's right
side to add files. Click “Add Files.”

Level 1 Form

L1-034419

v Information

Files (3)

== Level 1Referral... docs docs
Jan24,2024 = Jan 24,2024 « Jan24.2024

View Al
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3. This will open the “Select Files” box, allowing you to add more documents.
Clicking the “Upload Files” button will bring you to your internal file system.

Select Files
o Upload Files J Q  SearchFiles...
Owned by Me - docs
Jan 24,2024 = 45KB » pdf
Shared with Me
" docs
Recent Jan 24,2024 = 45KB « pdf
test
Following

Jan 24 2024 = KB » xlsx

test doc
Jan 24 2024 » KB & xlsx

4. Choose the document you want to upload from your internal system and click

“Open ”
|#] Fair Hearing and Fact Sheet.pdf 7/13/2021 10:42 AM Adobe Acrobat D...
Important_Terms_PASRR 2021.pdf 8/10/2023 12:27 PM Adobe Acrobat D...
) PAS...  3/25/2018 3:06 PM Adobe Acrobat D...
v 100972024 4:23 PM Microsoft Word D...
MNursing Facility Bulletin 169 October 202...  10/25/20271 3:34 PM Adobe Acrobat D...
PASRR FACT SHEET- FINAL pdf 8/25/2021 4:11 PM Adobe Acrobat D...
hdrive1) (1) mer... 9/14/2021 11:43 AM Microsoft PowerP...
QR ... 10/26/2021 3:55 PM Adobe Acrobat D...
wssnas01) (¥:)
v <
le name: |Important_Terms_PASRR 2021.pdf - | All Files (*%)
Open |v

5. You will receive the following notification. Click “Done.”

Upload Files

Important_Terms_PASRR 202 1.pdf
145 KB

1 of 1 file uploaded
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Uploading Documents to a Level 2 After it Has Been Created

When a Level 1 form has been accepted, and a Level 2 evaluation has been
created, you can upload additional documents through the created Level 2
evaluation. You may reach the Level 2 evaluation link via the Level 1 form.

1. To access the Level 1 form, go to the “Level 1 Accepted” tab and search for the
Level 1. You may add the name to the search bar for a quicker location.

Level 1 Accepted Level 1 Rejected All Level 1 Referrals

eed DDS follow up

ﬁo\webb O -«

2. Click on the corresponding L1 number in blue.

Level1F... T | Individu... ~ | Individ...

1 L1-034501 Charlotte Webb

3. From this screen, you will see the L2 number in blue. Click on the Level 2
number to open the record.

Level 1 Form

L1-034501
v Information Files (0) Add Files
Folder Healthcare Organization
Charlotie Webb Folder southo( D . Upload Fles
Referral Status Rejected Reason
Accepted Or dropfiles
Submitted Date EHD Rejected Reason
7/2/2024
Screening Type Level 2 Evaluations (1)

Preadmission

Created Date/Time Level 2 Form ID
7/2/2024,2:12 PM

Individual Account

Charlntta Wahh
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4. On the Level 2 record page, you will see the Files box on the right. Click on the “Upload
Files” button to access your internal files.

Level 2 Evaluation

il L2-07601
Folder Individual DOB ndividual Account
Charlotte Webb Folder 7/8/1942 Charlotte Webb
Folder @ [0 Files (0 Add Files

Charlotte Webb Folder

2, Upload Files

Ordropfiles

5. Choose the document you want to upload from your internal system and click

“Open ”
|#] Fair Hearing and Fact Sheet.pdf 771372021 10042 AM Adobe Acrobat D... 248 KB
Important_Terms_PASRR 2021, pdf 8/10/2023 12:27 PM Adobe Acrobat D... 165 KB
[ . oG o018 5:06 PM Adobe Acrobat D... 2,536 KB
wWE ] 024 4:23 PM Microsoft Word D... 16 KB
Mursing Facility Bulletin 169 October 202...  10/25/2021 3:34 PM Adobe Acrobat D... 271 KB
PASRR FACT SHEET- FINAL pdf 8/25/2021 411 PM Adobe Acrobat D... 187 KB
9/14/2021 11:43 AN Vicros rerP... 550K
- N /071 11424 Ve Pove? e
_.. 10/26/2021 3:55 PM Adobe Acrobat D... 1,310 KB
wssnas01) (Y:)
v < >
le name: | Important_Terms_PASRR 2021.pdf ~ | | All Files (*7) ~
Open Iv Cancel

6. You will receive the following notification. Click on “Done”.

Upload Files

m Important_Terms_PASRR 202 1.pdf
155 KB

1of 1file uploaded

Uploading Documents to a 12-Month Resident
Review Level 2:

If you are searching for a 12-Month Resident Review that does not have a Level
1 in the system, there are two ways to locate Level 2 in the portal.
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1. Use the search bar at the top of the screen to find either the individual's Level 2
ID number (if known) or name.

Q 12-0812gp

Or
. - -

a. In the search results, click on the Level 2 number and enter the record.

LEVEL 2 FORM ID
L2-050

b. The name will bring you to all documents related to the individual.
In the search results, locate the current Level 2 ID number for the 12-

Month Resident Review and click on the link to enter the record.

Level 2 Evaluat

3 Results » Sorted by |

LEVEL 2 FORM ID

L2-07 !
L2-080 1 !
L2-07 !

2. Once you have entered the Level 2 record, you can upload the documents
following the instructions in Section C, steps 4 through 6.
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