
CDVA Fiscal/Employer Agent Training for
Service Facilitators



Agenda
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• Introduction to Consumer Direct Care Network (CDCN)
• Maintaining HIPAA Compliance with Email
• Overview of CDCN’s Website
• Fiscal Agent Request Form
• EIN Requirements
• Interactive Voice Response System
• Care Attend-Coming Soon
• CDCN’s Web Portal and Resources



Who Does CDCN Serve?

Department of Medical Assistance (DMAS) approved Medicaid waivers:

• Community Living (CL) waiver
• Family and Individual Supports (FIS) waiver
• Commonwealth Coordinated Care (CCC)Plus waiver
• Any Consumer-Directed Fee-for-Service (FFS) member not enrolled in 
 managed care



Authorized Services

 Attendant Services (S5126)
 Respite Services (S5150)
 Companion Services (S5136) 



HIPAA-Compliant Emails
• Sensitive information (PHI or PII) will be sent with encryption via a secure messaging 

system

• The encryption system is ZixCorp (aka Zsecure)

• Check your spam folder 

• Instructions are available on our website
o Look for “Secure Email Instructions” under the Forms tab under DMAS, in the 

Other  section



www.ConsumerDirectVA.com 

CDCN Website

http://www.consumerdirectva.com/


Submitting a Fiscal Agent Request Form 
(FARF)



The electronic Fiscal Agent 
Request Form (FARF) is 
located on the Consumer 
Direct Care Virginia website at 
www.consumerdirectva.com

On the home page find the 
Forms tab, use the drop-down 
arrow to select Forms.

http://www.consumerdirectva.com/


Select the form of your participant 
agent authorizing services-Aetna, 
DMAS, or Sentara.

For the purpose of this training, I 
am selecting DMAS, English forms. 

See Enrollment Packets list, select 
Fiscal Agent Request Form (FARF).

Use drop down arrow, select 
Electronic Fiscal Agent Request 
Form (FARF)-(recommended)



DocuSign requires your name and 
email. Select Begin Signing. 

A validation code will be emailed to you 
to continue.







Select Finish. You will have the 
option to download or print a copy.



Completing Enrollment 
Packets



Enrollment Packets

DocuSign enrollment packets 
result in faster processing with 
fewer errors

Enrollment packet instructions 
and DocuSign user guides 
available 



Enrollment Packets- EOR

Employer Packet instructions available. 
Include sample pages with highlighted, 
mandatory fields



EIN Requirements for Employer of Records

EORs will be placed on hold if the EIN 
application is unsuccessful

CDCN will contact the EOR throughout 
the next 30 days to assist with 
obtaining the EIN



Where to Submit Packets to CDCN
Packets can be submitted via:

• Email to InfoCDVA@ConsumerDirectCare.com

• Fax to 1-877-747-7764

• Mailed to: 
   300 Arboretum Place, Suite 410
 Richmond, VA 23236

mailto:InfoCDVA@ConsumerDirectCare.com


Employee’s Hire Date
Hire date is determined by the Employer.

All forms need to be completed within 3 days of starting work.

The I-9 form is required to be completed by all new attendants 
enrolling in services.  



Care Attend
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Beginning October 15, 2024-we will be transitioning to a 
new and improved EVV application called Care Attend.

Over the next several months, we will provide more 
information and step by step trainings to help use the app.

 

Simple, Easy, Compliant



EVV and other helpful resources

www.consumerdirectva.com

 Training Material videos and instructions 
 Resources, FAQ, News, 2024 Payroll 

Calendar 

http://www.consumerdirectva.com/
https://www.consumerdirectva.com/training-materials/
https://www.consumerdirectva.com/resources/
https://www.consumerdirectva.com/resources/


When do I use the Directmycare.com Portal?
The portal is NOT EVV Compliant!

 Live-in attendants are the only ones using the portal to submit time.

Portal Features
 Employers can:

• Review authorization utilization. 
• View active authorizations.
• View their completed packet.
• Reject time if EVV option was not available at the time of the shift.

 Attendants can:
• View their completed packet.
• Submit time, if EVV option was not available at the time of the shift.
• View current and historical paystubs.
• Link to ADP to view W2s.
• View Sick Time Balance.

 When shifts are submitted through Care Attend, they will also be visible in the portal. 



Attendants and Employers can call the toll-free 
number of their payor Aetna (888) 444-2418, 
DMAS (888) 444-8182, or Sentara Health Plans 
(888) 444-2419 and follow the IVR prompts to 
check the total hours submitted by the payment 
date.

Employers can also call to obtain the balance of 
their respite hours.

When the Employer or Attendant calls in, please 
make sure they have their 7-digit Consumer 
Direct ID Number and their 4-digit pin.

Payroll Interactive Voice Response 
(IVR)



Service Facilitator Portal and Website 
Resources



Web Portal Resources 

• Service Facilitator Web Portal User Guide
• Agency Administrator User Guide

 Both available on our website under the 
Training Materials tab



Service Reports

Spending Summary –
An overview of how many 
authorized hours the Participant 
has used so far and how many 
hours are remaining. 



Attendant Pay Schedule

• Bi-weekly pay schedule.

• Pay periods run from 
Thursdays
to Wednesdays.

• Time due by midnight 
each Friday to be paid 
the following pay day.



Overtime
• Attendants may work up to 16 hours of OT, per week.

• Attendants cannot exceed the member’s bi-weekly authorized 
hours.

• Live-In Attendants do not qualify for OT.



Paid Sick Leave for Attendants
• Attendants who work an average of 20 hours per week or 

90 hours per month qualify for sick leave benefits

• Find more information including our Paid Sick Leave One-
Pager and FAQ page at: www.consumerdirectva.com/news/ 

https://www.consumerdirectva.com/2021/08/paid-sick-leave-consumer-directed-attendants/


Paid Sick Leave for Attendants- Training Materials 

• CDCN has a training video available on our website to show 
Employers how to approve sick time.

• EOR: Approving Sick Time (iorad.com)

https://www.iorad.com/player/2173180/EOR--Approving-Sick-Time?#watchsteps-7


Contact Information

Aetna: (888) 444-2418

DMAS: (888) 444-8182

Sentara Health Plans: (888) 444-2419

Email: 

infocdva@consumerdirectcare.com

VARefferals@consumerdirectcare.com

Website: www.consumerdirectva.com

Call Center Hours: Monday-Friday 8 AM – 6 

PM and Saturday 9 AM – 1 PM

EVV / IVR: (855) 967-0581 (English), (855) 

967-0582 (Spanish)

Fax: (877) 747-7764

mailto:infocdva@consumerdirectcare.com
http://www.consumerdirectva.com/


Questions?
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