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CCO2 Disenrollment/Transfer Form

(The personal information and accompanying data shown in this guide are fictional and
are used for illustrative purposes only.)

The purpose of this form is for a CCO to disenroll or transfer a person currently being
served by its organization.

The Transfer option is for any movement within the same CCO, even to another DDSO
program within that CCO.

Disenrollment is to remove the person from the CCO. Currently there are nine
disenrollment reasons, of which two will need to be submitted to the DDRO for
processing. The other reasons will not have any DDRO involvement and directly file to
TABS.

The CHOICES roles that have access to this form are the following:
CCO Supervisor — Create, edit and submit

CCO Level 2 — Read only

CCO Level 1 — Read only

Agency Compliance Officer — Read only

CCO2 Enrollment Form Section

From the main CHOICES Screen, click, \Workplace, to display the sub-sections of
CHOICES. Then click CCO2-CCO Disenroll...

Dynamics 365 Workplace ~ | Dashboards >
My Work People Agencies Forms Retired Forms
. Announcements @ ndividuals @ Agencies CCO1-CCO Enrolime... j ELI-Transmittal for D... :I Retired - DDP2 - De...
Dashboards @ Program Codes j LCED-ICF/IID-Level ... j SP-Individualized S...
. Reports @ DDSOs j DDP1-Registration/... j LCED-LCED Date Tra...
@ DDROs j DDP1s-DOP1 Suppl... j Documentation Sub...
j DDP2-Dev. Disabilit...
] DDP4-Conf. Needs .
ABADIAPAULINESIS... 240273 T/14/1394 CP40273E 4058 HATOR...
- ABADIA,TASSAIN 323970 11/29/1398 DC23970M 7449 GLENM...
ABAIR,MONTEIL 312537 9/26/2000 DH12537X 705 Hudson ...
ABAKPA,LINDSEY 28861 8/31/1964 AS28361F 3617 FIVE ML
ABALLI.Anna B 31015 8/15/1%49 BU31015K 844-848 AM...
Click here to open CHOICES General FAQ
ABAYEV-FRIEDLAND... 109127 12/19/1872 CGOS12TW 47 JEFFERSO...
1- 11 of 5000+ M4 Pagel )
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Views and Sorting

The default view is to the “Active” list. Within this list, both, Saved and Submitted, forms
will display.

The user can change the View. Click on the down arrow to next to the current view to
display all System Views available.

= Active CCO Disenrollment/Transfers ¥
System Views
Active CCO Disenrollment/Transfers
CCO2 transfers with no CCOT
Inactive CCO Disenrollment/Transfers 268351
Create Personal View 53436
Save Filters as New View

Save Filters to Current View

By clicking on the, Inactive CCO, the list displays all inactive forms. See “Form
Statuses” Section on the meanings of Active and Inactive.

Each column on this or any list has a column header, which can be used to sort the list.
Hover over the header to highlight, then click to sort.

Dynamics 365 Workplace « | €CO2CCODisenroll.. >
+ nNew W DELETE h @& EMAIL A LINK v m RUN REPORT  ~ E» EXPORT TO EXCEL
+ [nactive CCO Disenrollment/Transfers v R
O Name 4+ TABS ID Current TABS Program Code Current Program DDSO Reason for Withd..| Modified On Status Reason h 4 -1 )

970 66l -+ PCC PLAN SUPPO... CENTRAL NEW YORK DDSO 7/31/2018 10/17/201812:34 ... Processed
312537 FINGE! S DDSO 7/31/2018 10/17/2018 12:34 ... Processed
919 CENTRAL NEW YORK DDSO 10/17/2018 12:34 ...  Processed
301236 BROOME DDSO 7/31/2018 7/24/2018 12:54 P... Processed
50886 BROOME DDSO 7/31/2018  7/25/2018 2:44 PM  Returned
2879 SUNMOUNT DDSC 11/9/2018 10:15 Processed
7885 BROOME DDSO 8/20/2018 10/17/2018 12:34 ... Processed
48036 BROOME DDSO 7/31/2018  7/30/2018 10:32 Processed
26483 . BROOME DDSO 11/9/201810:17 ... Processed
205419 CENTRAL NEW YORK DDSO 11/30/2018  11/8/2018 10:25 Processed
36549 ... BROOME DDSO 11/30/2018  11/9/201810:23 .. Processed
266598 . BROOME DDSO 7/31/2018  7/27/2018 313 PM  Denied
3062 'CC PLAN SUPPO... BROOME DDSO 7/31/2018  7/25/2018 2:49PM  Denied
CCO2 for COPELEY,GREGORE 45128 'CC PLAN SUPPQ... BROOMEDDSO 7/31/2018  7/24/2018 12:16 P... Processed h
1- 37 of 37 (0 selected) All # A B C D E F G H I J K L M N O P Q@ R § T U V W X Y Z {4 Pagel )
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To Search for a Specific Individual

Within the CCO2 sub-section, only the Active list, has search capabilities. Enter either
the person’s name or TABS ID into the “search for records box” and click, Enter.

Dynamics 365 Workplace ~ | cco2-ccoDisenrall.. >
+ nNew @ DELETE v =  EMAIL A LINK v [¥] RUNREPORT ~ mh, EXPORT TO EXCEL
+ Active CCO Disenrollment/Transfers v B283 £
O | Name TABS ID Current TABS Program Code Current Program DDSO Reason for Withd... | Modified On Status Reason ) NS
'CC PLAN SUPPO. WESTERN NEW YORK DDSO
HEALTH HO. YORK DDSO mitted
ALTH HO. W YORK DDSO PM  Returning
82836 WESTERN NEW YORK DDSO 7PM  Submitted
W YORK DDSO A nittes
K L M NOP Q@RS T UV WXVY Z M4 Pagel »

1-5 of 5 (0 selected) All # A B € D E F G H I J

The results display. To open the record, hover to highlight, then double click on the line.

Dynamics 365 Workplace ~ = ¢co2-€CO Disenroll.. >
+  nNew il DELETE = EMAIL ALINK - [ RUNREPORT ~ @, EXPORT TO EXCEL
+ Search Results ¥ 82836 x
O | Name 4 TABS ID Current TABS Program Code Current Program DDSO Reason for {hd...| Modified On Status Reason Yo
O CCO2 for QING-LIU,QUICY 82836 66030722 -- PCC HEALTH HO. WESTERN NEW YORK DDSO 8/1/2018 3:17 PM  Submitted

You can then edit a CCO2 form that has not been submitted.
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Form Statuses

All forms in CHOICES have 2 types of statuses, Active or Inactive and then the form
status, noted as Status Reason.

Active statuses for the CCO2 form are:

1. Saved — A saved form can be opened, edited and then saved or submitted.

2. Submitted — A submitted form has been queued to the DDRO. The form cannot
be edited by the CCO user.

3. Returning — The DDRO is returning the form and until the return process is
completed, the form may display as, Active, Returning.

Inactive statuses for the CCO2 form are:

1. Processed - this form has been submitted and filed to TABS.

2. Returned — the DDRO has returned the form and a note as to why will be
included

3. Denied — the DDRO is denying the request.

How to Create and Submit the Form

Go to the Individuals section to locate the person’s record. Search for and then open
the person’s record, click on the arrow next to the person’s name and then click on
CCO2-CCO Disenrall....

Dynamics 365 Workplace ~ | individuals > PICKRELLINDIA| ~

Common

lj Supporting Docume... j CCO2-CCO Disenroll... j ELI-Transmittals for ...
—

Activities j DDP1 - Registration/... j LCED - Level of Care...

Closed Activities j DDP1s - DDP1 Supp... j LCED Date Transmittal

rs7

[ 1 i TABS Inguiries j DDP2 - Dev. Disabili... j Documentation Sub...

@ Program Enrollments j DDP4 - Conf. Meeds ... @ Caseload Assignmen...
j CCO1-CCO Enrolime... j EAA-Eligibility, Asses.. Portal Users
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At the person’s record go to the CCO2 CCO Disenrollment/Transfer sub-section, click
on the “+ Add New CCO2...”

Dynamics 365 Workplace v | indwiduals > PICKELLRAYSHON >

INDIVIDUAL : INFORMATION

PICKELL,RAYSHON -=

Cco nent/Transfer A fiew v ——  »
+ ADD NEW cCO2-CCODI... |al} CHARTPANE ~ [} RUNREPORT ~ @, EXPORT CCO2-CCODISE... | ~
Name 1 TABS ID Current TABS Program Code Current Program DDSO Reason for Withdra..| Modified On Status Reason YO

The form will load with the person’s demographic and the Agency (CCO)’s information.

No fields will initially display as required.

Only when the user selects an option in either the Transfer or Withdrawn section, will
any fields that are required for that specific option display with the red asterisk.

All required fields must be completed prior to saving or submitting the form.
Any field with a lock is not available to the user to complete.

DISENROLLMENT/TRANSFER - INFORMATION

senrollment/Transfer =

» Individual Lookup
«General

Individual Information
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Transfer Options
The transfer section has two options.

1. Individual moved and requires enrollment into another CCO program code with
the same CCO agency.

This option is only for a person who has moved outside of the catchment area for
the current program code. Each CCO program code is affiliated with a specific
DDSO and the DDSO is affiliated with specific counties. Therefore, the person
must reside in a county served by the program code.

Example: Brook lives in Warren County and the current program is affiliated with
Capital District DDSO. But then Brook moves to Rockland County. Brook’s
current CCO serves both counties so the CCO can transfer Brook to the
appropriate program code (Health Home or Basic HCBS Plan Support) in the
new DDSO, Hudson Valley.

2. Individual has chosen to move to Health Home or Basic HCBS Plan Support.

This option is to change the program type for the person. The person would be
moving from their current Health Homes program code to Basis HCBS Plan
Support (or vice a versa) in the same CCO in the same DDSO.

The user must choose which is the appropriate option by changing the “No” to a
“Yes”.

CCO2 for SHARPS,BROOK? F

Current CCO Information

CCO Name
B ADVANCE CARE ALLIANCE OF NY INC.

TABS Program Code DDsSO

B 50060097 - BASIC 0235 ADVANCE C 8 BROOKLYN DDSO
Individual is Being Transferred to Another Program Code Within the Same CCO

Individual moved and requires enrollment into another CCO program code with the same CCO agency

No

Individual has chosen to move to Health Home or HCBS Care Management within the same CCO agency

Ne

New TABS Program Code DDSO

- a-

Note: There could be a scenario where a person is physically moving and at the same
time is changing their program type, so both options can be marked as “Yes”.

Reminder: if a person is moving please complete a DDP1, Demographic Change for the
new address.

Then, the TABS Program Code field displays with the Look Up icon at the end. Click
the icon to display the CCO’s list of program codes to make a selection.

Individual is Being Transferred to Another Program Code Within the Same CCO

Individual moved and requires enrollment into another CCO program code with the same CCO agency

No

Individual has chosen to move to Health Home or HCBS Care Management within the same CCO agency

Yes

New TABS Program Code ™ DDSO
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Once the TABS Program Code is selected the corresponding DDSO will automatically
complete.

DDSO

New TABS Program Code ™
©O| & BROOKLYN DDSO

50060072 -- H HOME 0235 ADVANCE C

If necessary, the user can “Save” or “Save & Close” the form and return later to submit.

Dynamics 365 Workplace ~ = €cO2.CCODisenroll.. > New CCO2-CCO Dise...

BHsave [ savEaclosE |ElSAVE&NEW < NEW T SUBMIT FORM

CCO2-CCO DISENROLLMENT/TRANSFER : INFORMATION

New CCO2-CCO Disenrollment/Transfer =

Individual is Being Withdrawn from CCO services

Individual is Being Withdrawn due to the following reasons

Regarding forms that have withdrawal reasons that are submitted to the DORO for review and approval, the transaction date will automatically complete with the last day of the month that the DDRQ decision is recorded in CHOICES.

Transaction Date

Ineligible Living Facility Name of Setting

Currently there are nine reasons for a person to be withdrawn from a CCO.

Reason for Withdrawal

Individual is deceased

' Individual is no longer enrolled in Medicaid

Individual is now permanently residing in an ICF/MR or ICF/DD, a nursing facility or another non-qualifying setting
Individual is enrolled in another Medicaid funded care management program

Individual does not meet Level of Care

Individual moved out of state

'Individual has chosen another CCO

Individual moved out of catchment area and needs to be served by a different CCO agency

The individual has chosen to no longer receive any care management from any provider
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Withdrawal Reasons and Functionality

Depending on the reason for the withdrawal, different fields will be required and different
functionality will occur in filing the withdrawal date.

For the following two reasons, the form will be submitted to the DDRO for approval and
processing. The Transaction Date field will not be available to the user but will auto-
complete for the last day of the month that the DDRO approves the withdrawal.

e Individual does not meet Level of Care

e The individual has chosen to no longer receive any care management form any
provider

For the following three reasons, a transaction date will be necessary and the
Transaction Date field will be enabled and required. The removal date from the CCO will
be the transaction date completed on the form. The form will file that date directly to
TABS for processing.

e Individual is deceased.
e Individual is no longer enrolled in Medicaid

¢ Individual is now permanently residing in an ICF/MR or ICF/DD, a nursing facility
or another non-qualifying setting

And for “Individual is now permanently residing in an ICF/MR or ICF/DD, a nursing
facility or another non-qualifying setting,” the user must complete the, Ineligible Living
Facility, field. If “Other” is chosen for the new living facility, the user must type in the
setting.

is Being Withdi due to the

Regarding s that have withdrawal reasons that are submitted to the DDRQO for review and approval, the transaction date will automatically complete with the last day of the month that the DDRO decision is recorded in CHOICES.

Reason o rawal Transaction Date ™
Indivi manently residing in an ICF/MR or ICF/DD, a nursing facility or another non-qualifying setting 7/10/2018
Ineligible Living Facility * Name of Setting *
Other Something Setting

For the following four reasons, the Transaction Date field will auto complete with the last
day of the month that the form is being completed or submitted.

If the form is completed but then saved and not submitted till the following month, which
could be only one day, the Transaction Date field will change to that current month’s last
day.

Therefore, the removal date from the CCO will depend on the transaction date. The
forms will file directly to TABS for processing and pend till the last day of the month.

e Individual is enrolled in another Medicaid funded care management program
e Individual moved out of state
¢ Individual has chosen another CCO

¢ Individual moved out of catchment area and needs to be served by a different
CCO agency
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How to Submit the Form

If the form has not been saved, the “Submit Form” icon is visible at the top of the form
on the command line.

Dynamics 365 Workplace ~ | €CO2-CCODisenroll.. > CCO2 for ABJANDAD... > ‘

H save Q]SA‘JE& CLOSE [} SAVE&NEW = NEW [ DELETE <= EMAIL A LINK E:IWORD TEMPLATES ~ [¥) RUN REPORT ~ I SUBMIT FORM

CCO2-CCO DISENROLLMENT/TRANSFER : INFORMATION

If the form had been saved before needing to submit, then, at the top of the form, click
the 3 dots to display more functions, including the “Submit Form.”

Dynamics 365 Workplace ~ @ €C02-CCODisenroll.. > (CO2for ABJANDAD... >

EH save Q]SA‘JE& CLOSE E,'.SPNE &NEW =+ NEW T DELETE = EMAIL A LINK @WDF‘.D TEMPLATES =
€C02-CCO DISENROLLMENT/TRANSFER : INFORMATION
The signature page will display after the user clicks, Submit. Read the informational

paragraph, click the box noting — “By checking this box...”, enter your password and
then click Submit button.

Dynamics 365 Workplace v | LCED-ICF/ID-Levelo.. > New LCED - Level of...

EHsAavE E'saveaclosE [EISAVERNEW = NEW | SUBMIT FORM

LCED - LEVEL OF CARE ELIGIBILITY DETERMINATION : INFORMATION

New LCED - Level of Care Eligibility Deter... =

4 Authorizations A

Signature Form
Article IIT of the New York State Technology Law (Chapter 57-A of the Consolidated Laws of New York), the Electronic Signatures and Records Act (ESRA) § 304 (2) states the following, an electronic signature

may be used by a person in lieu of a signature affixed by hand. By re-entering your network password and checking the box to agree to the terms and conditions herein, and clicking the submit button, you
are authenticating that you are, in fact, the user associated with the user-ID below. Any document electronically signed after this authentication will be subject to the same laws that are applicable to a paper

documepispembave signed by hand (ESRA § 304 (2)). PROTECT THIS SESSION ACCORDINGLY. Do not allow anyone else access to this application once you have authenticated.
@ By checking this box you agree to the above
Please enter your password to sign this form electronically.
Individual Name: FAKLER,ORI

Qualified Person Completing this form: train150 train150

The form will then complete with the electronic signature.

Submission Information
CCO Contact Phone Number

@ 518-555-5555

CCO Contact

B & Patricia W
CCO Contact's Electronic Signature

@ Patricia Walshwasserman on 07/25/2018

alshwasserman
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Once the form has been submitted, the user must return to the form to read if the form
was successfully submitted to TABS and review the TABS Messages.

Individual is Being Withdrawn due to the following reasons

Regarding forms that have withdrawal reasons that are submitted to the DDRO for review and approval, the transaction date will automatically complete with the last day of the manth that the DDRO decision is recorded in CHOICES.
Transaction Date

& 7716/2018

Name of Setting

8-
Submission Information
CCO Contact CCO Contact Phone Number
B & testacall CCO Supervisor B 518-555-5555
CCO Contact's Electronic Signature
B testacad1 CCO Supervisor on 07/26/2018

DDRO Reviewsr

For voluntary withdrawals only: I verified that the individual requesting to be withdrawn from CCO Health Homes or Basic HCES Plan Support made this decision and understands all impacts to their services and care coordination

& Ne

DDRO Determination Transaction Date

Messages

B Form successfully submitted to TABS on 7/26/2018 at 4:17 PM

» Notes

& Inactive

Finally, the form becomes “Inactive,” indicating that no further action by either CCO or
DDROs is necessary.

Messages

B Form successfully submitted to TABS on 7/18/2018 at 11:23 AM

TABS Warning on 7/18/2018 at 11:23 AM
TABS Action: CCO Disenrollment/Transfer
Initiated by: testaca01 CCO Supervisor

» Notes

@ Inactive

Note: Forms that require the DDSO to review and process will not have a TABS
message. These forms will remain “Active” till the DDSO completes its processing.
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TABS Messages

The first line of the message box will note if the form’s submission was successful.

The subsequent “Warning” messages are critical to read and if necessary correct the
form or the person’s record to ensure the disenrollment will occur the last day of the
month.

To view the whole message, use the scroll bar at the end of the message box, not the
form’s scroll bar.

Messages

& Form successfully submitted to TABS on 7/26/2018 at 2:17 PM

TABS Warning on 7/26/2018 at 2:17 PM
TABS Action: CCO Disenrollment/Transfer W
Initiated by: Pat

“The attempted REMOVE will be filed as PENDING ...” is a valid message, for all
reasons listed on page 8, where the Transaction Date field auto completed as the last
day of the month.

Messages

]
TABS Warning on 7/26/2018 at 2:17 PM

TABS Action: CCO Disenrollment/Transfer

Initiated by: Pat

Message:

WARNING - The attempted REMOVE will be filed as PENDING until the last day of the month

For Transfers the following TABS Messages may appear

OPT — Individual is enrolled in an HCBS Care Management Program. The removal
from the other program will occur first and then the individual will be enrolled into the
new program code

DAT — The Add Date to CCO Program must be the 15t of the next month. The individual
will be added to the new program code the 15t of the next month.

PREM — Individual has a CCO Pending remove which must be processed first. The
removal must occur first before the add can be completed.
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