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CDCN PORTAL: SERVICE FACILITATORS GKE NETWURK

WELCOME!
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We Specialize in Self-Directed Care
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The Consumer Direct Care Network Portal, or
CDCN Portal, allows Service Facilitators to see a
participant's service activity and an overview of
participant authorizations. They can see when
services were performed and how funds/units
have been used over time.

This guide shows service facilitators how to find
participants, view their details, and view related
reports.

If you have not yet registered with the CDCN
Portal see the Web Portal Registration guide at
https://www.consumerdirectva.com/training-
materials/

Abbreviations used in this guide:

ECM, External Case Manager
SF, Service Facilitator
EOR, Employer of Record
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Terminology:

In the CDCN Portal, attendants are
called "caregivers." An attendant is an
employee of the employer of record.
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My Participant Dashboard

All information available to External Case Managers and Service Facilitators starts from a single
dashboard once they have logged in to the portal. Note that in this guide we have protected our

participants. Information such as address and social security number may be empty.

My Participant Dashboard
Everything starts with the My Participant Dashboard. When you select a participant you can find out more

about them, the caregivers who work with them, the Employer of Record, and spending/utilization reports.

Participants are grouped by agency,
and the very first thing you'll need to

do is pick an agency(A).

Once this is done, a list of participants

in that agency appears in the
dashboard ®.

(If you are still not seeing results, your agency needs to assign you a caseload.)

{ Select v}

Select
CDCNAgency

On the next page is an overview of this dashboard. Jeff Demo Agency

385 CONSUMER DIRECT sgnowt  Espafiol
g W

E LOUGH FAQ  Contact Us

My Participant Dashboard i | WY

TSR Fricipant iotamensmed i Q) Clear

Participant D T Y | Pamcipant Y | insured D Y | Emalin T

2345678 Smith, John 123456789

K41 23 4> 1-10 of 32 items.
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My Participant Dashboard, cont.

My Participant Dashboard: Overview

Change Agencies

Search

Find a participant by
name CDCN ID.

Different agencies have

Sort different participants.

You can sort any column Edit Agency changes the

by clicking its title.

Select Agency drop down.

S CONSUMER DIRECT
A RE NETWORK

My Par

Search

Participant ID %

123456

Jeff DemoSF2

Sennce Faciilaor - WA

Espano

Caontact Us

Jeff Demo Agency '

ticipant Dashboarg

T | Participant T | Insured ID T | Emallin T
Smith, John 23456789 \
Filter
Filtering lets you fine
- tune results from the

Participant list, such as

looking for a participant

by their Insured ID

T (Medicaid ID).
See More Results View Participant Details Contains v
Navigate back and Click the participant's
forward through results name to view their
Clear Filter
here. information.
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Participant Details

Participant Details: Overview
Home
Once a Participant is chosen from My Participant l
Start over.
Dashboard, you'll see information about them, FAQ  ContactUs
including Demographics and Contact Data. You p—— —
SNITT summary Authorization
will also see a list of caregivers and can open Patient Pay Report
. . X L|nks to Key Service Summary
their shift details and rates of pay. . Senvics Detal
Information
Descriptions

The upper right area of the window leads to key

information like Authorizations, Reports, and

Shift Summaries.

General Information
Such as name, CDCN
ID, Birthdate, Insured
ID.

Demographics
Such as address,
phone number, email

address.

Caregiver List

A list of Caregivers
who perform services
for the participant.
Click their name

to see details. Shift
Details and Pay Rate
are available

(see page 5).

starton page?7.

HCONSUNER OIRELT UATTRSFVA  Sgnout  Espafiol

LOUEE FAQ  Contact Us

& Participant Details [reroormes | oy | st ] s ||
General Information
Name Insured ID Waiver Code
Birth Date Participant ID Social Security Number
Agency FIPS Cade
Demographics and Contact Data
Email ID Cell Phone Address 1
Address 2 z P
oy State
Caregiver List Employer of Record List
B 'Y 0143002019 AT
B Py RPN 1-1ofltems

1N 1-26f2ftems

Employer of Record (EOR) List

A historical list of EORs known by
Consumer Direct. Click their name
for EOR details (page 6).
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Participant Details, Caregiver Info

Information about Caregivers Caregiver List

At the bottom of each participant’s detal X N TR
- . o : B s
page is a list of caregivers. Clicking their “ o . n

name shows information about the caregiver.

B
B
M <« T L | 1-4of 4items
Careglver Details (A) Caregwer Rate (B) &
This includes details such as Hire Date, Shows the Caregiver's pay rates by Service Code.
Date of Birth, and Address.
Customer Employee Rate X
385 CONSUMER DIRECT Jeff DemoSF2  Signout  Espaiol
‘m‘CABE NETWORK Service Faciltator - VA Panicipant — - — Caregiver g
Service Code 1 T Rate b Start Date hd End Date T

e Careglver Detalls Attendant 9.22 12/13/2018 06/30/2019
General Information

Nime Caregiveri — Attendant 9.4 07/01/2019 12/31/2078

Social Security Number Hire Date Companion 922 12/13/2018 06/30/2019

) Companion 9.4 07/01/2019 12/31/2078

Demographics and Contact Data

Fmeillo ol ecd Respite 922 12/13/2018 06/30/2019

Address 2 zip R

M <« 7 2 » M 1-5of6items

S State

Shift Summary (C) B
Shifts performed by the caregiver for the participant are listed one by one. Each includes the date and time of service.

Change the date range to view past shifts (up to a 30-day span).

&— Shift Summary

Participant Name: Bl

SEUIEIEN 09/25/2024 (SIGROEIEY 10/25/2024 @ Search

Caregiver Name T Caregiver ID T Service Code Descri... ¥ Service Date T Tasks T Additional Informat... ¥ Time In Y Time Out Y

No data to displ

H <« » M ]
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Participant Details, Employer Info

Information about Employers Frrpdoper of Recod List
PO - - - [~ ]
detail page is a list of employers of EHE R

record. Click the employer's name to

-|rTl r =l |

see more information about them.

Employer Details
Employer Details shows more about
the employer, such as address, name,

Employer ID and FEIN Number.

RCONSUMER DRECT
NETWORK

LU FAQ  Contact Us

< Employer Details

General Information

Name Caregiver ID

FEIN Social Security Number

Demographics and Contact Data

Email ID Cell Phone Address 1
Address 2 2P

ci
i State
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Reports, Summaries, and Authorizations

This section covers information that can
be found from the top right corner of the m Fa Comaetts
Participant Detail screen.

Shift Summary Authorization

Patient Pay Report

Shift Summary: S
Shows services performed for a participant .
by date and time. It starts with shifts from
the past 30-days, but any date range up to
30-days can be chosen.

Authorization

Lists all authorizations and agreements by
service code. Displays units/funds available
and utilized.

Patient Pay Report

If the Participant is required to pay a portion
of their care services, this report details how
those funds are applied.

Service Summary

An over view of each authorized service,
units/funds used to date, and remaining
units/funds available.

Service Details

Lists services performed for the Participant in
the past month. Includes Service Code, Date
of Service, and pay details.
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Shift Summa

Shift Summaries are found by clicking the Shift Summary button in the top , S ——
right corner of a Participant Detail screen. This opens a Shift Summary W i

screen. ion

This summary shows all services performed for a participant by Service, f
Date, and Time. It starts with shifts from the past 30-days, but any date
range up to 30-days can be chosen.

Tasks Additional Filter
SeHrch Lists the tasks Information Fields can
Back Arrow Search f completed during el
o earch forany ] field for optional be filtered to
Returns to the Participant || gate range up to 30 || the shift by the comments submitted by | |find specific || Fields
Detail screen. days at a time. attendant. the attendant. shifts. i
Caregiver
& Shift Summary information,
i details about
Sfart Date -mm;z:zx End Dake
their service
Cacegives Name Service Cade Descri.. y  Service Date Y | AdditionalInformat.. y  Timeln
and pay.
B—More info
Hours Y Check Number Y Check Amount Y Paid Date A 4 Status Y Reason T Transaction 1D b 4
q

y

0~ 00of0 tems

1

Reason

If time was denied in
CDCN's system, the
reason is listed here.
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Authorizations & Agreements

Learn more about a participant's authorization(s). Clicking the
Authorization button in the top right corner of a Participant Detail
screen opens the Authorizations Dashboard.

Click an authorization to open Agreement Details. This shows more
informationand an overview of unused units/funds by service code.

Expand an Auth
Click the arrow for
more details about

the Authorization.

m FAQ Contact Us

Authorization

Shift Summary

Patient Pay Report

Service Summary

Service Detalls

Authorizations Dashboard

View Auth Details
ClicktheAuth'sACN
to see details about

the Authorization.

Start Date

End Date:

Attendant (55126} OB/Z0N 12312009

Attendant (S$126} OB;/2019 23ene

Respite (55150 o8/ZoNe 12312009

W o4 1 > M

T | DateorBinn

T | Provier T | starpae T | EnaDate T | suaws

08112018 1273172019 Active

Autherization no.

1-2 of 2items|

Service Summary
Selecting a
Service fills in
the blue Service
Summary bar.
This summarizes
available units/

funds.

—

Y

Agreement Details

Ry Hara a0 2]
Friwr Faogran ks At

Fagresin Tome b (e

Jarnl vl Cam Laragan

page 9 of 12

EVERY LIFE. EVERY MOMENT. EVERY DAY

©CDCN 2019



285 CONSUMER DIRECT
CDCN PORTAL: EXTERNAL CASE MANAGERS AND SERVICE FACILITATORS
[}AﬁE NETWORK

Patient Pay Report

For Participant's who pay for a portion of
their services, the Patient Pay report will
identify how much they are responsible for.

UATVAMCOLS Sinout  Espafiol

Banagid chre ofganiedtion - VA

FAQ Contact Us

Patient
Responsibility is _
theamountthe  |—> Patient Pay Detail Report for August 2019

partICIpant IS Consumer Name Patient Responsibility: Summary of Deductions by Employes:
responsible to pay Charlie Brown $127.45
. o . Pabat Py Amowst Chack Nat Ameound h Chack Date

the Caregiver for Medicaid ID Total Deductions:

; $127.45 n : 2037 : iy
the month listed. 123456789105 2743 152088 DOOGI263T4 06-06-2019 i
This amount is Consumer ID Remaining Balance iy e

1234567 50.00

deducted from
the caregiver’s pay
prior to Consumer
Direct making
payment.
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Summary Report

A Participant's Summary Report shows

ssssssssssssssss
zzzzzzzz

each service within an authorization, the
amount of services used to date, and
remaining funds/units within each service.
Values are provided in units/funds as well as
percentages.

auth

50%

% Time Elapsed
How much of the

passed as a percentage.

through the Authorization.

orization period has

5o
BoE A

means half-way

Fariicipant Mamber Program Coandinaier
SN

Phone
S| s

Extenmal CM

Cusrent Sula
Feafie

1%

WA DEFT OF MEDICAL AGSIET GER - VA DEPT)

OF MECHCAL ASEIET 5ERY -

FEA i B SRmanng
Efant Eid TTime Elapeed % Auth Ueed % Dilstence _:l_m = B:u;:. 00
Auth 93018 AEGe0 LR R BE 2% 18,1 %
Paried
Bersice Type Authoriced Used ¥TD InProcess  Remaining
S . Armcant
srless 85128 Hours 2.080 920 40 1120
Services are iz Ty I 55
listed one by | 255 e o I N
one ek ]
' Todals Heowre 2,560 1400 a0 1,120 _ 1-3.?5
L L L) T
Authorized Amount/Used YTD In Process Graph
The total funds/units in the Committed A quick way to view the
authorization and the amount funds not yet Authorization at a glance.
used during the Auth Period. paid.
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Detail Report

The Detail report lists each service performed for a
participant in the past 30-days. To keep a running list of
services, download it regularly.

Payroll and Admin Fees

These fees are in addition to employee

o

Spending Detail: 3/13/2020 12:00:00 AM - 4/13/2020 12:00:00 AM

g 8 Service  Service Pay Pay Payroll ADMN Total
Service Details Employee Code Date Pay Period Pay Date  Units ~ Rate Pay Total Costs Fee Spent  Estimate
55150 312/2020-
Includes the —| 316/2020 32512020 41312020 55 $040 §$5170 5000 $0.00 §57.15
55150 3M12/2020-
Who’ What’ When’ 312312020 3252020 4132020 525 5040 54035 $0.00 $0.00 $54 55
and how much S5150 3/26/2020-
£ h . 4812020 4/8/2020 411712020 75 5940  $7050 $0.00 $0.00 $77.93 Yes
OT each service 35150 226/2020-
4/8/2020 4/8/2020 411712020 675 5940 56345 $0.00 $0.00 $70.13 Yes
25 $235.00 $0.00 $0.00  $259.75

Totals

The last line adds
up each pay and
S e ma The final amount for all services
performed in the past 30-days. It
adds together the employee's pay,
payroll costs, and administrative
fees.

Total Spent
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