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Overview

The ADSA (Aging & Disability Services Administration) Web Access is a system designed to support
County services for the Developmental Disabilities Community Services (DDCS) clients.

Please note that ADSA is now known as Home and Community Living Administration (HCLA).

Please note that the AWA system still includes the “DDA” acronym for the Developmental Disabilities
Administration that is now known as Developmental Disability Community Services.

ADSA Web Access (AWA):
e Offers a consistent and reliable interaction for Counties statewide.

e Provides a County connection to specific areas of CARE (Comprehensive Assessment Reporting &
Evaluation) Web application.

e Collects more information from Providers to monitor quality.
e Automates the billing and service authorization processes.

e Connects to ProviderOne for payment. ProviderOne is a modern and efficient payment system that
provides timely payment, reduces payment errors and fraud, and maximizes federal matching dollars.

About this Manual:

This manual provides visual examples of each screen in AWA and exercises to help you better navigate and
complete tasks in AWA. The exercises are self-paced and designed to first tell you about a course of action,
and then give you an opportunity to try it, step-by-step.

Help:

Please direct all questions about the AWA system to the ALTSA Help Desk at:

o Statewide: 1-800-818-4024
o E-mail: altsaddahghelpdesk@dshs.wa.gov

When you contact the ALTSA Help Desk you will receive a response within 24 hours and will be given a
tracking number. All contacts will be tracked in a database to ensure a resolution is established.

Please see the Login — Security information on page 6 of this manual for additional information about logging
in for the first time.

Please turn to the next page to get started.
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Get Started

Web Browser — Get Around — Quick Review

Launch the browser:
Launch your web browser as you normally do.

Launch ADSA Web Access:
Enter the ADSA Web Access address: https://awa.dshs.wa.gov/

Menus and Links:

< Cc %5 awa2-t

Work List

Navigation Buttons:
e The “Washington State” icon returns you to the Dashboard — all browsers
e The “Back” button returns you to the previous page(s) — all browsers

Login
Prior to Login you will need to complete and submit the AWA Access Request form to DDCS to receive a

login and password. Please see the AWA Access Request form for more information about access rights and
how to submit the form.

1. Please #ype in your username.

2. Enter the Password and select AWA County for the domain and click Login.

_EmH AWA
:.‘Em. COUNTY

Washington State Department of Social and Health Services

!.'-‘
S

Username

Password

Login Forgot Password?
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3. Pull down the County menu and see your County(s).

= =i AWA
%E% COUNTY

Washington State Department of Social and Health Services

County
| v

Next

4. Click Next. The Dashboard will be displayed. Click the icon below anytime you need to return to the
Dashboard.

5. Notice the upper left corner of the screen. You’ll see the County where you are logged in.

6. Farther down the left side navigation pane, you’ll see a Questions Menu icon E], click to see the
following:
CONTACT AN ADSA WEB ACCESS EXPERT:

_, (800) 818-4024

Help Desk

Change your password or edit your worker profile
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Work list — Get Started

Overview

The Work list displays notices and current activities about the status of referrals and authorizations. The
Work list is dynamic and changes daily as work is performed.

The initial information in the Work list comes directly from client information entered into CARE
(Comprehensive Assessment Reporting & Evaluation) Web by the DDCS Case Manager.

O Logout
Q Work List Tickler | I Client search I
Y
Work list Stalls
ﬁ Referral - Pending County Review v
Referral - Pending County Review
4, Referral - Approved, Pending Authorization
-5
# Request datev Client name Service type Referral - Recently Withdrawn
B 1 08/01/2025 One, TestClient M Individual Employment Authorization - Recently Approved
2 01/04/2025 Three, ClientTest Child Development Services Authorization - Recent RAC or Fund Source Change
Authorization - To-Date in Next 30 Days
3 01/04/2025 Two, TestClient O Child Development Services o .
Authorization - To-Date in Past 30 Days

The Work list provides a method to manage the review/approval processes flow.

Look at the items in the Work list:
1. Pull down the status menu and select each choice to see the different lists.
Choices include:
Referral — Pending County Review
Referral — Approved, Pending Authorization
Referral — Recently Withdrawn
Authorization — Recently Approved
Authorization — Recent RAC or Fund Source Change
Authorization — To-Date in Next 30 Days
Authorization — To-Date in Past 30 Days

e Ao o

2. Return to “Referral — Pending County Review” when you are finished.
To Sort any list:

3. Click a column header and the list will sort the column in ascending order. (Click again and the sort
will go in descending order.)

Turn to the next page to practice navigating through the Referrals — Pending County Review.
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Work list

Referral — Pending County Review

The DDCS Case Manager will enter County referrals into CARE Web. When the Case Manager completes
the information and marks the status as “Pending County Response” a notice is added to the AWA Work list.

O Logout

Work List ] [ Tickler I [ Client search

Work list Status
.ﬁ Referral - Pending County Review v

Referral - Pending County Review

4 Referral - Approved, Pending Authorization
an

# Request datew Client name Service type Referral - Recently Withdrawn
E 1 08/01/2025 One, TestClient M Individual Employment Authorization - Recently Approved

ization - Fi
2 01/04/2025 Three, ClientTest Child Development Services Authorization - Recent RAC or Fund Seurce Change
Authorization - To-Date in Next 30 Days
3 01/04/2025 Two, TestClient O Child Development Services

Authorization - To-Date in Past 30 Days

The Service County will deny or approve the referral. When the County finalizes the referral, the DDCS Case
Manager and County will receive a “Tickler” that the referral is now an authorization.

If you click on a Request Date or Client Name, a screen detailing the County Service Referral Request will
be displayed.
Try it:
1. Click on a client’s request date or name.

The Referral Request detail screen will be displayed. (We will work with this screen next!) Note:
Once you are looking at a client’s record, you have exited the Work list.

2. Click the Dashboard icon to return to the Work list.
Note: You have now exited the Referral Request and are back on the Work list.

3. Let’s look at a client — choose a client from “Referral — Pending County Review.”

Turn to the next page for information about the Referral Request detail screen.
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Referral Request Detail Screen Overview

The Referral Request detail screen is divided into three (3) sections. The top section “County Service
Referral” is populated from the CARE Web application that the DDCS Case Manager completes and is view
only.

When you view the Referral Request detail screen you will see links to the client’s information screens (Left
column. We will explore these screens later).

The Resident County Response section is auto populated with information about the client’s residence. This
is informational only.

® Logo
County Referrals
Client Info
e Request datew Service type Status Response
. 08/01/2025 Individual Employment Pending County Response [ R=]

Overview
Contact Details
» DDA ice Planning

Assessment Information

Employment Support

ETR/Prior Approvals

Programs “« < 1 > »

Client Actions

Service Referral Referral request details

County Service Auth Request date Residence county Service county RAC Tentative start date
Employment Qutcomes 08/01/2025 King King 3602 - Basic Plus Waiver 08/02/2025
Service type Unit type Provider Authorized?
Individual Employment Hour AtWork! Yes No

You can print this document to use as a planning tool when you are talking with the Provider.
[}

Click the Print icon "= to the right of the request record—a PDF document will open.

Turn to the next page to learn how to finalize the client’s referral request.
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Finalize the Referral Request

Sample scenario:

Our client is a 21-year-old student. The client recently graduated from school and is transitioning to adult
services with a new job. The client has been referred to an Individual Employment Provider. The Individual
Employment Provider will be supporting this client 10 hours/month.

1.

View your client’s Referral Request detail screen and Scroll down to the Service County Response
section.

Enter the information into the fields. TIP: You can click into the next field or press the [Tab] key to
jump to the next field.

If you enter the “Response” first, you will see that some items turn red and you will receive a “System
Message” about required fields. All required fields must be completed before the response is
finalized.

Service county response

Response Provider Planned start date

I Approved v| | AtWork! v | caorizozs B

Max units/month Max rate/unit

| 10 | 10
Comments

Test

B save W cancel @ Finalize & Print

Enter the “Planned Start” date, it cannot be earlier than the “Tentative Start Date” provided by the
Case Manager.

The Unit Type will auto populate based on the selected Service Type.

Confirm the Case Manager’s chosen Provider by selecting the same one. Note: If you know something
about this provider, like they are at capacity, deny the referral and make a comment to the Case
Manager. If you notice any errors, deny the referral and make a comment to the Case Manager.

Enter the Maximum units in a month or “Max Units/Month”. This represents the service hours a client
can expect to receive from the service provider in a month.

Enter the Maximum unit rate or “Max Rate/Unit”. This should be consistent with your County’s Rate
/ Fee Schedule and is connected to the “Unit Type” chosen.

Make sure to choose “Approved” for the Response and “Finalized” for the Processing Status. The

request can now be processed. The following message will display when you click the Finalize button:
“Finalize Response — Are you sure you wish to finalize referral response? Once referral is finalized it
can no longer be edited.” Click “Finalize referral”.
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When the Service County changes the Processing Status to “Finalized” the client’s DDCS Primary Case
Manager will be notified the next day.

NOTE: The “Planned Start Date” will be the default “From Date” on the County Service Authorization.

Save the Referral Request

€ I A ) )
The e button is like an “undo” button. It will cancel all the entries.

e Ifthe screen is view only, the “Existing Authorization” box will be checked. This means that the
request was previously finalized and an authorization already created.

e [f DDA has withdrawn the request, the “Processing Status” field will display “Withdrawn” and the
screen will be view only.

Click the 2 button.

You will be returned to the Work list.

¢ Once you have finalized and saved the referral request, it will be dropped from the “Referral —
Pending County Review” Work list.

e The County Authorization will automatically create in CARE and AWA when the AWA user finalizes
the referral. The AWA user will receive a message when the authorization is created:

awatest.dshs.wa.gov says

Referral finalized. County Auth successfully created.

e The AWA user will receive the following tickler if the authorization is not successfully created:

X

@ Referral finalized

Referral finalized. County authorization creation failed due to validation
error. Please contact DDA Case Manager for information

Close

e When the request is successfully completed it will be added to the “Referral — Approved, Pending
Authorization” worklist.

Turn the page to see what a case manager views in the CARE for Referrals / Authorizations.
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Work list

DDCS Case Manager Client Referral / Authorization Screen

DDCS Case Managers use this County Referrals/Authorizations screen in CARE to process referral requests.
This is what a DDCS Case Manger sees:

County Referrals/Authorizations

Referrals

Request Date
06/01/2023

02/14/2022

<« < 1 >

Authorizations
Auth Number
1204141

1048964

Service Type Status Response Authorized

Community Inclusion Pending County Respo... [ ]
Individual Employment  Finalized Approved [ ]
Service Type Provider Name From To

Individual Employment  Vadis (in Sumner) 07/01/2022 00/00/0000 [ ]
Child Development Ser... CHILD DEVELOPMENT ... 10/01/2002 06/30/2003 [ ]

Turn to the next page to look at the Referral — Approved, Pending Authorization.
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Work list

Referral — Approved Pending Authorization

“Approved, Pending Authorizations” are referrals that have been automatically created in CARE/AWA and
are in finalized status. When you finalize a referral request, an authorization is automatically created in
CARE/AWA and the DDCS Case Manager will receive a tickler. DDCS Case Managers have five (5)

business days to contact the county if they have any questions or concerns about the County Service
Authorization.

1. Click the Work list tab.

2. Pull down the Work list menu; choose “Referral — Approved, Pending Authorization”.

Work List I [ Tickler l I Client search |

Work list Status
ﬁ Referral - Approved, Pending Authorization v

J, ﬁu Exportto CSV
=0
# Request datew Client name Service type RAC

ﬁ 1 09/01/2025 Individual Employment 3602 - Basic Plus Waiver [ ]

a

NOTE: Clicking client’s name or request date will return you to the Referral Request detail screen. (Click
the Back button on your browser to return to your place in the Work list.)

Referral — Recently Withdrawn

If DDA withdraws the referral, the request will be removed from the Approved, Pending Authorization list
and placed on the “Referral — Recently Withdrawn™ list. Referrals on this list have a status of “withdrawn”

within the last thirty (30) days. Clients will remain on this list for thirty (30) days. They will be removed
from this list after that time.

1. Pull down the Work list menu; choose “Referral — Recently Withdrawn™.

Turn to the next page to look at the Authorization — Recently Approved.
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Work list

Authorization — Recently Approved

Once the County Service Authorization has been created in CARE/AWA it will be placed on the
“Authorization — Recently Approved” list. Recently Approved authorizations are those created within the last
thirty (30) days. Clients will remain on this list for thirty (30) days. They will be removed from this list after

that time.

1. Return to the Work list; choose “Authorization — Recently Approved”. Note: the blue “Folder” icon is

Service Type From date To datew

Individualized Technical Assistance  09/29/2025

a link.
Q Work List } I Tickler: | | Client search l
Work list
-
e ]
&
# Auth Number
E 1 1238492

Client Name Provider N...

Wash Initiat...

Status

Authorization - Recently Approved v

B, Export to csv
Auth Status

Open [ ]

2. Click the blue folder icon to go to the County Service Authorization detail screen:

This screen is view only.

Auth Number Service type Provider name Fromw Tow Status
1238492 Individualized Technical... Wash Initiative for Supp... 09/29/2025 Open l—3 E
1145017 Individual Employment AtWork 12/31/2015 Open [ ] E
« < 1 > »
Authorization [ Planned Rate
Service type Provider name
Individualized Technical Assistance Wash Initiative for Supported Employment View provider details
Authorization Period
From date To date Status
09/29/2025 mm/dd/yyyy Open
RACs Funding
RS Start date End date No funding listed.
3602 - Basic Plus Waiver 11/01/2022 09/30/2025
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3. Click the “Planned Rate” tab. This table shows the historical max rates and units for the authorized
service type.

Authorization | ’ Planned Rate

| daramedae
Proposed start date Effective date Unit type Max unit rate Max units/month Denied a
07/01/2024 07/01/2024 Hour 66.08 18 O [i1]
07/01/2023 07/01/2023 Hour 61.36 18 ad [i1]
07/01/2021 07/01/2021 Hour 39 18 O [i1]
03/01/2021 03/01/2021 Hour 419 18 ad [i1]
06/01/2020 06/01/2020 Hour 35 18 O [i1] o

NOTE: As of July 2023, County Service Authorizations no longer have a “To Date” when they are in “Open”
status, except for child development services. The “To Date” for child development services will auto
populate with the date one day prior to the client’s 3™ birthdate. A “To Date” is added to all other County
Service Authorizations when they are moved to “Closed” status.

Turn to the next page to view the Authorization — Recent RAC/Fund Source Change list.
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Work list
Authorization — Recent Recipient Aid Category (RAC) or Fund Source Change

“Recent RAC or Fund Source Change” records are authorizations with a second or subsequent RAC Start
Date within the last thirty (30) days. The dates are recorded in the RACs table. Clients will remain on this
list for thirty (30) days. They will be removed from this list after that time.

1. Return to the Work list; choose “Authorization — Recent RAC or Fund Source Change”.

J Work List l I Tickler I I Client search I
Work list SEHE
Authorization - Recent RAC or Fund Source Ch v
N
k;u Export to CSV
# Auth Number Service Type From date To datew Client Name Provider N... Auth Status
1 1189210 Community Inclusion 06/01/2020 SLStart, LL.. Open [ ] :

2. Click the blue folder icon to go to the same County Service Authorization detail screen.

The RAC table displays funding history and shows the start date for each funding source for this
service.

Authorization

| Planned Rate

Service type Provider name

Community Inclusion SL Start, LLC dba Compass Career Solutions View provider details

Authorization Period

From date To date Status
06/01/2020 mm/dd/yyyy Open
RACs Funding
RAC Start date End date No funding listed.
3603 - Core Waiver 10/01/2016 09/30/2025

Turn to the next page to view the “Authorization — To Date in Next 30 Days” Work list.
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Work list
Authorization — To Date in Next 30 Days

The “To Date in Next 30 Days” screen lists authorizations with a “To Date” (end date) within the next thirty
(30) days. Clients will remain on this list for thirty (30) days. Within 30 days you must renew the
authorization or it will be removed from this list and go to the “To Date in Past 30 Days”.

1. Return to the Work list; choose “Authorization — To Date in Next 30 Days”.

J Work List l I Tickler I l Client search |
Work list SIES
Authorization - To-Date in Next 30 Days v
ﬁ, Export to CSV
# Auth Number Service Type From date To datev Client Name Provider N... Auth Status
1 1231847 Child Development Services 06/17/2024  11/07/2025 Steps Open [ ]

NOTE: Clicking the blue folder icon will take you to the same Service Authorization detail screen.

Turn to the next page to look at the Authorization — To Date in Past 30 Days.
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Work list
Authorization — To Date in Past 30 Days

Authorizations with a “To Date” within the last thirty (30) days will be listed. Clients will remain on this list
for thirty (30) days. They will be automatically removed from this list after that time.

1. Return to the Work list; choose “Authorization — To Date in Past 30 Days.” Note: the “To Date”
means --- do not pay after this date!

J Work List | | Tickler I | Client search
Work list SEE
Authorization - To-Date in Past 30 Days v
&, Export to Csv
# Auth Number Service Type From date To datew Client Name Provider N... Auth Status
1 1231427 Child Development Services 06/11/2024  10/03/2025 Steps Closed

2. Click the blue lock icon. This link takes you to the Authorization page of the closed authorization.

You have finished with the Work lists.

Turn to the next page to practice searching for a client.
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Client

Search

The Search function will retrieve clients currently or previously living in the County, (active and inactive)
with a referral or authorization.

1. Select the Client Search tab.

I Work List I I Tickler I I Client search |

Client search

Last Name First Name ADSA Id P1Id

Birth year

@ Clear Q Search

2. Enter your search criteria into one (or more) of the fields and click Search.
Note: You can enter a partial last name or a partial first name. The ADSA ID and ProviderOne ID
fields will require exact matches.

3. Sort the columns by clicking Last Name or Status in the column header if the list is long.

4. To view the client’s record, click the blue folder icon and the Demographic screen will be displayed.

Turn to the next page for a quick overview of the Demographics screen.
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Client
Demographics

Information on the Client Demographics screen is populated from the CARE data screens. The information is
view only.

1. The Demographics screen:

Demographics
Last name First name MI Preferred name
M
Date of birth Age Date of death
01/24/2021 4
Pronoun(s) Status Projected graduation year
Active 2043
ADSAID ProviderOne ID
Gender Marital status Education
Male Never Married No schooling
Does the client identify as Hispanic or Latino/Latinx? Races
Yes No Unreported Native Hawaiian/Other Pacific Islander
Tribal enrollment
No Tribal Affiliation

The client’s age is system calculated from the date of birth. The “Projected graduation year” (anticipated
graduation year) is also system calculated from the date of birth.

Turn to the next page for information about the Overview screen.
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Client

Overview Screen
Information on the Overview screen is populated from CARE data screens. The information is view only.

1. In the left navigation pane, click the Overview link. The Overview screen will be displayed:

Overview

Case manager

Office name Primary case manager

DDA Mount Vernon FSO

Phone Fax Email
(360) 416-7272 @dshs.wa.gov
DDA Eligibility
Eligibility date Age at determination Review date Expiration date
08/15/2023 1 mm/dd/yyyy 01/10/2026

Disability/Condition

Developmental Delay

You will see:
e The DDCS Primary Case Manager’s contact information
e The client’s current DDCS eligibility data

Turn to the next page for information about the Contact Details screen.
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Client

Contact Details

Information on the Contact Details screen is populated from CARE data screens. The information is view
only.

1. Click the Contact Details link. The Current Residence screen will be displayed:
Contact Details

Client Info

Demographics Current residence I | Residence history I | Collateral contact

Overview B
Residence address
Contact Details

Residence type Residence name
w DDA Programs/Service )
. Relatives Home
Planning
5 Address Line 1 Address Line 2

Assessment Information

Employment Support

ETR/Prior Approvals City State Zipcode County Start date

Programs Oak Harbor WA 98277-9549 Island 04/04/2014
Client Actions Directions and special instructions

County Service Referral

County Service Auth

Employment Outcomes

Mailing address

Same as residence address

Other

Email e

example@example.dshs.wa.gov
4 NN b

The “Directions and Special Instructions” text box not only contains information about finding the client’s
residence but also may contain safety instructions for someone visiting the client. For example, the client may
have a dangerous dog.

Turn to the next page for information about the Residence History screen.
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Client

Residence History

Information on the Residence History screen is populated from CARE data screens. The information is view
only.

e (lick the Residence History link. The Residence History screen will be displayed:

Clentinfo Contact Details

Demographics

. Current residence Residence history Collateral contact
Overview

Contact Details . 0
e e Residence history

w DDA Programs/Service

; Residence t... Name City County Start date End date
Planning
Parents Home OAK HARBOR  Island 09/19/2001 11/22/2002
Assessment Information
Parents Home Oak Harbor Island 11/22/2002 07/29/2005
Employment Support
DCYF-Child F... Everett Snohomish 07/29/2005 04/04/2014
ETR/Prior Approvals
Programs
Client Actions
County Service Referral
County Service Auth « <1 > »

Employment Outcomes

The Residence History screen will list residence history. The Client Contact screen lists the client’s current
residence.

Turn to the next page for information on the Collateral Contact screen.
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Client

Collateral Contact

Information on the Collateral Contact screen is populated from CARE data screens. The information is view
only.

1. Click the Collateral Contact tab. The Collateral Contact screen will be displayed:
Contact Details

Current residence Residence history Collateral contact

Collateral contact

First name Last name Organization Role

Josephine Backup Caregiver

Dr. Lupe Primary Caregiver, Personal NSA
Harrison Informal caregiver, Emergency Co...
Kenny Emergency Contact

« (£ 1 > »

This screen lists those who live with the client, and all the collateral contacts that may have one of the
following roles: Emergency Contact, Guardian, Personal Necessary Supplemental Accommodation “NSA”,
Representative/Protective Payee and any caregiver role.

To see more details about a collateral contact:
2. Click the blue folder icon next to a contact. Details are displayed below the contact list:
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Collateral Contact Details

Last name First name Organization name
Josephine
Relation to client Lives with client Description
Parent Yes No Mother
Street address line 1 Street address line 2
City State Zipcode
Oak Harbor WA 98277
Mailing address line 1 Mailing address line 2
City State Zipcode
Email Primary language
example@example.dshs.wa.gov English
Phone Ext. Type Contact Roles
(360) Mobile Backup Caregiver

3. Click Close when you are finished.

Turn to the next page for information on the DDA Programs/Service Planning, Assessment Information
screen.
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DDA Programs/Service Planning

Assessment Information

Information on the Assessment Information screen is populated from CARE data screens. The information is
view only.

1. In the left navigation panel under “DDA Programs/Service Planning,” click the “Assessment
Information” link. You will see assessment and plan dates, the next PCSP dates, employment support
level and/or community inclusion level. Below those fields is a list of services and supports.

Assessment Information

Assessment date Plan effective date Next PCSP date
11/04/2024 11/30/2024 11/30/2025
Employment support level Community inclusion level
Medium E

Current PCSP Services and Supports

CFC ® ®
$  Community Inclusion ® O
S  Individual Employment ® B
S Respite Care ® ®
& Informal Support ) ®
& Informal Support/NSA ®
®© Do more activities in the commmunity. ® ®

Under “Current PCSP and Supports,” you can click the d icon to view comments. Note: the
icon means there is no comment in CAREWeb. If an employment service is in the assessment, you can
find the calculator icon to the right of the comment icon.

3. Click on the 8 icon to view the employment calculator.
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PCSP Individual Employment Employment Calculator

Employment status

Not Working

WAC 388-828-9330

Supported employment hours

7

WAC 388-828-9345

Prior approval hours

24

WAC 388-828-9360

ETR hours
14

Tentative start date

12/01/2024

You will see:

Employment status

Self-employment

Working Yes No

Additional hours Service Level

5 E

WAC 388-828-9350

Begin date End date
06/07/2024 11/30/2024
Begin date End date
12/01/2024 11/30/2025
Total hours
50

The service/support type in the top purple bar

Self-employment information

Supported employment base hours, additional hours and service level (acuity)
Prior approval hours, begin and end dates

ETR hours, begin and end dates

Tentative start date and total maximum monthly hours

WAC links corresponding to employment status and hours

Turn to the next page for information about the Employment Support screen.
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DDA Programs/Service Planning

Employment Support

The Employment Support screen is populated with information from the CARE Employment Support Level
Assessment, Employment Support screen. It includes the assessment date, the client’s current and historical
employment goals and requested paid work hours per week:

— Employment Support

Demographics Assessment date Employment goal Requested hours
Overview 11/04/2024 Wants building or grounds clea... 10

Contact Details 10/24/2023 Wants building or grounds clea... 10

¥ DDA Programs/Service Planning 11/04/2022 Wants building or grounds clea... 10
Assessment Information 11/02/2021 Wants building or grounds clea... 10

Employment Support 10/26/2020 Wants building or grounds clea... 10

ETR/Prior Approvals 10/28/2019 Wants building or grounds clea... 10

Programs

To see more detail, click the blue folder icon you are interested in reviewing. The details are divided into two

sections. The top part includes employment support information:
Employment support

Are you interested in working, or are
you currently working?

Yes No

Top employment goal Current status

Wants building or grounds cleaning j Working

Phase of employment Employment provider participation

Working but goal not achieved CRM did not invite provider to assess

Client requested work hours per week

10

Employment strengths Additional supports needed
Wants to learn No additional supports listed.
Cooperative

Wants to help/do a good job
Likes routine
Likes to be challenged

Comments specific to Employment Support

»
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The employment support screen includes the following information about the client:
e Are they working or interested in working
e Top employment goal
e Current employment status

Phase of employment

Employment provider participation in the assessment

Requested weekly work hours

Strengths

Additional supports needed

Comments

The bottom part of the screen includes information on when the client is informed of Community Inclusion
eligibility after 9 months of employment participation.
Community Inclusion

Is the client in a paid job? Does the client want to continue in employment services?

Yes No Yes No

The client requested support with

None

Provided Community Inclusion fact sheet and informed Comments specific to Community Inclusion
clientis eligible for Community Inclusion on

10/28/2019

The Community Inclusion screen includes the following client information:

Are they in a paid job

Do they want to continue in employment services

Did they request additional supports

Comments

Date the CRM provided the Community Inclusion fact sheet and informed client they are eligible for
Community Inclusion

Turn to the next page to view the Exception to Rule (ETR) and Prior Approval (PA) screen.
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DDA Programs/Service Planning

ETR/Prior Approval

The county-related Exception to Rule (ETR) and Prior Approval (PA) requests are available on this screen.
This screen is view only. ETRs are listed on top and PAs are listed below. Information about the creation
date, ETR/PA category and type, ETR/PA decision and decision date are available on this screen.

ETR list

Date created Category Type Decision Decision date
09/29/2025 County Services - Waiver Exceed Comm Inclusion hour ... Partially Approved 09/29/2025 [ ]
09/29/2025 County Services - Non Waiver Employment and Day State O... Withdrawn 09/29/2025 [ ]

Oselected / 2 total

Prior approval list

Date created Category Type Decision Decision date
09/29/2025 Employment and Day County Employment and Day I... Denied 09/29/2025 .
08/14/2024 Employment and Day County Employment - Waiver ... Approved 08/15/2024 [ ]

To view the details of the ETR or PA, click the blue folder.

Prior approval Employment and Day X

Prior approval request details

Date Range Start date End date Rate
Custom 08/01/2024 01/31/2025 5.00
Units Quantity Total Waiver
Hour 6 30.00 Basic Plus
Type

County Employment - Waiver Short-Term Additional Hours

Prior approval request

Request description

Identify max Base Hours available: 7 =
Identify max Add-on Hours available: 5 .
State the number of total hours requested for each month: 17 (5 short term hours)

v

Breakdown of how the hours will be used - job coaching, coordination, note taking, etc.: : The SES will
Justification for request

Identify where the person works, what their job is, wages, issues that are placing them at risk of losing
their job: - works at Sirens Restaurant (691.00 monthly wage) as dishwasher, in job less than a
month. Job is fast paced, extra support below needed to stay employed.

- >

Identify what job coach will be working on to support the person (how will the hours be used, what is
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Alternatives explored

Explain why other resources cannot meet the need. Has DVR been tried? Private Pay? Natural Supports
(supervisor, coworkers, etc.)?: DVR is not being accessed because vendor did try and access DVR services
and due to a DVR staffing shortage which led to a backlog of appointments, - was unable to initialize
Job Placement/Intensive Training Services and receive the necessary authorization to coincide with his
pending job offer.

Prior approval Outcome

Decision

Approved

Date Range

Start date

08/15/2024

Decision date

08/15/2024

Custom
End date Rate Units Quantity Total
01/31/2025 2 Hour 6 30.00

F’rcr_essmg comments

The following information can be viewed for county-related ETRs and PAs:

Date range

Rate (# of additional hours requested per month)

Units (unit type for county-related ETRs and PAs is always hours)
Quantity (# of service months requested)

Total (Rate * Quantity)

Waiver

PA or ETR Type

Request Description

Justification for Request

Alternatives Explored

PA or ETR Outcome (approved, partially approved, denied, withdrawn)
Decision Date

Details for the finalized ETR or PA: date range, rate, units quantity, total and processing comments.
These are only viewable once finalized in CARE.

Turn to the next page for information about the Client Actions, County Service Referral screen
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Client Actions
County Service Referral

The County Service Referral is a history of referral requests. This screen is populated by the DDCS Case
Manager in CARE. The information is view only.

1. Under Client Actions, click the County Service Referral link. The County Service Referral List screen
will be displayed:

Client Info

County Referrals

Demographics

. Request datev Service type Status Response
Overview
12/01/2024 Community Inclusion Finalized Approved b=
Contact Details
06/26/2017 Individual Employment Finalized Approved [ =)

w DDA Programs/Service Planning

Assessment Information
Employment Support
ETR/Prior Approvals
Programs

Client Actions

County Service Referral

County Service Auth

Employment Outcomes

2. Click on the blue folder icon for a referral and you will be returned to the Referral Request Details and
Service County Response screens, which is view only.

Referral request details

Request date Residence county
12/01/2024 Island
Service county RAC
Island 3602 - Basic Plus Waiver
Tentative start date Service type
12/01/2024 Community Inclusion
Unit type Provider
Hour Washington Vocational Services

Authorized?

Yes No
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Service county response

Response

| Approved
Max units/month
| 15

Comments

Provider Planned start date

v | Washington Vocational Services v 12/01/2024

Max rate/unit

|66

Turn to the next page to view the County Service Auth screen.
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Client

County Service Authorization

The County Service Authorization screen is a history of the authorizations and within each authorization there
is a history of the RACs and funding sources (prior to the introduction of RACs in 2016) for that
authorization. This screen is populated by the DDCS Case Manager in CARE. The information is view only.

1.

Client Info

Click the County Service Auth link. The County Service Authorization list will be displayed:
County Service Authorization

Demographics

Auth Number Service type Provider name Fromw Tow Status -
Overview

1237710 Community Inclu... Washington Voca... 12/01/2024 Open [ ] a
Contact Details

1158477 Individual Emplo... Washington Voca... 07/01/2017 Open [ ] a
¥ DDA Programs/Service Planning

1027087 Child Developme... TODDLER LEARNL... 02/17/1998 09/01/1999 Closed [ ] a

Assessment Information
Employment Support
ETR/Prior Approvals
Programs

Client Actions & < 1 > »

County Service Referral

ervice Auth

Employment Outcomes

2. Click the blue folder icon to view the Service Authorization detail screen.

Authorization Planned Rate
Service type Provider name
Community Inclusion Washington Vocational Services View provider details

Authorization Period

From date To date Status
12/01/2024 mm/dd/yyyy Open
RACs Funding
RAC Start date End date No funding listed.
3602 - Basic Plus Waiver 12/01/2024 11/30/2025

4 G

3. To display a PDF of the County Service Authorization, c/ick the blue printer icon to the right of each
auth.

Turn to the next page to view the Planned Rate screen.
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Client Actions

County Service Authorization — Planned Rate

The Planned Rate tab will be used as a communication tool to relay information about a client’s service hours
(Maximum Units/Month) to a DDCS Case Manager.

1. On the County Service Authorization screen you will see a “Planned Rate” tab:

Authorization Planned Rate
Service type Provider name
Comminitv Incliicinn Wachinetnn \W\nra

2. Click on the “Planned Rate” tab and you will see the following screen:

Authorization Planned Rate
Proposed start Effective date Unit type Max unit rate Max units/month  Denied
date
12/01/2024 12/01/2024 Hour 66 15 d [in]

Turn to the next page to view continued information on the Planned Rate screen.
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Client Actions

County Service Authorization — Planned Rate continued

1. To update the “Planned Rate” information for changes, cl/ick on: _

2. The following slide out will appear:

Add planned rate

Proposed start date Unit type
| mm/dd/yyyy Month
Max units/month Max rate/month
K
3. Enter:

The date services will start in the “Proposed start date” box

The maximum units/month

The maximum rate/month

Click on SAVE at the bottom of the slide o and the information will populate a new Planned
Rate record.

eo o

Note: Case Mangers will receive a tickler to notify them that the Planned Rate information has changed.

Turn to the next page to view the Employment Outcome screen.
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Client Actions

Employment Outcome

This screen contains information about a client’s employer, job, and benefits. This information is provided by
the County.
Note: This is only required for Individual Employment.

There are two ways that Employment Outcome information can be entered. The first is one record at a time
and the second we will explore later under “Data transfer”.

1. To add information about a client c/ick on “Add Employment”

Employment Outcomes

Employer name Job type Start date End date

2. The following Employment Details will appear below:
Employment details

Employer name

Job type Start date End date

| v mm/ddfyyyy 8 mm/dd/yyyy O
Benefits
Medical insurance Paid leave Dental insurance Retirement
X Cancel B save
3. Enter Employer’s name

4. Choose the appropriate job type from the drop-down selection, these can be found in the appendix of
the manual.

Enter the job “Start Date” and “End Date” if applicable.

Enter any benefits the client receives by clicking on the appropriate box and hit the “Save” button.

7. To change or update the information click on the blue folder icon to the right of the record.

SN

Employment OUtCOmES + Add Employment
Employer name Job type Start date End date
Corner Market Service 10/01/2025 |— 'ﬁ

8. The dialog box will appear with the information previously saved. You can edit or add new
information anytime. Hit the “Save” button and changes are instantly recorded.

Turn to the next page to view the Billing screens.
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Billing

Overview

This section is for entering and reviewing billing information. It is used to include the County indirect costs
such as Administration “10” series, Training “30” series, Information & Education “40” series, and the Other
“90” series as well as review unbilled direct client billings prior to posting. Indirect costs definitions can be
found in the DDCS County Program Agreement.

p—y
On the far-left navigation pane, click on the icon. The Billing is divided between two sections: Current
Activities and Billing Statements.

Client Info
Demographics
Current Activities

Billing Statements

w DDA Programs/Service Planning

Assessment Information
Employment Support
ETR/Prior Approvals

Programs

Current Activities

This screen is used to enter Indirect Monthly Costs. The County will bill DDCS for categories that are
indirectly related to clients and are included in contract.

1. Click the Add link (upper right corner of “Other Monthly Costs”) and a new Billing Details section
will appear below.
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Billing details

County Service Year/Month

Island I e =

Monthly cost

BARS Description Amount
1 COUNTY ADMIN.

12 PASRR ADMIN.

13 JOB FOUNDATION ADMIN

14 JOB FOUNDATION ADMIN OSPI

3 STAFF TRAIN.

32 BOARD TRAIN.

41 INFO/ED. ACT.

92 ADMIN INFASTRUCTURE

a2 AFENMFV €TART.IID

2. Type the Service Month (example October 2025).

3. Enter the Amounts under the appropriate BARS Codes.

4. When you are finished, click Save in the lower right corner. You will be returned to the Current
Activities list.

5. Close when you are finished.

Turn to the next page to continue an overview of Other (Indirect) Monthly Costs.
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Other Monthly Costs - Unbilled
Other Monthly Costs (indirect) data that has not been “posted” may be viewed and edited on this screen.

The blue folder icon will open previous monthly cost records.

Current Activities

Other Monthly Costs - Unbilled

L

# Service Month Open Unbilled

2 202507 B O

1. Click the blue folder icon next to an Unbilled monthly cost record. The editable Billing Details will
appear below. Each service month displayed on this list can be edited or deleted until it is “posted”.
2. Enter all necessary changes and click Save.

3. You can view your edits on this screen, or you can click the “View Unbilled Statements” button to
view your edits on a PDF report.
Current Activities

Other Monthly Costs - Unbilled -

# Service Month

1 202510 5 0

To remove it, re-enter the amount as $0 and it will be overlaid and saved.

Delete:
1. Click the blue trash can icon to the right of a service month record.
2. Click “Yes” when asked if you are sure.

Your billing month will be deleted. We will talk about the Post function later — since it is the last step in the
process.

Guidelines for Other Monthly Costs:
e Service Month cannot be in the future.
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© Error

Cannot create monthly costs for service in the future.

e Other Monthly Costs that were reported in error (or not previously reported) can be entered here for a
prior service month that has already been billed to DDCS.

e Multiple Service Months may be included in the current Billing Month.

Current Activities B View Unbilled Statements _
Other monthly costs - unbilled -
# Service month
1 202510 = o
2 202401 BT '
= 202412 m§

Turn to the next page for an overview on Billing Statements.
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Billing
Billing Statements - Unbilled

The Billing Statements screen is divided into three sections: (1) Billing Summary at the top, the (2) Billing
Summary By Provider in the middle, and (3) Billing Detail on the bottom. Note: Another way to check for
errors is to view “Unbilled” statements.

* . . . . . .
1. Click on the icon on the far left navigation pane. click “Billing Statements.”

Current Activities

Current Activities

Billing Statements

The Billing Statements screen will be displayed:
Billing Statements

Billing Detail
Billing Summary Billing Month Service type
Billing Summary By Provider
Billing Month Unbilled v v
Billing Month Provider
| Unbilled - Provider
| Unbilled ~
i i v
B Generate POF [. Generate XLSX .
) ' B Generate PDF |. Generate XLSX
' ' ) Generate PDF Generate XLSX

Billing Summary:
1. Pull down the Billing Month menu and choose Unbilled or billing month.

2. Generate a PDF or XLSX. Close when you are finished.

Billing Detail:
. Pull down the Billing Month menu and choose Unbilled or billing month.
. Pull down the Service Type menu and choose the Service Type.
Generate a PDF or XLSX.
3. Close when you are finished.

N —

Turn to the next page for information about posting the billing.
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Billing
Current Activities - Post

Billing can be “Posted” only once each calendar month. The “month” is based on the web server clock
(not your computer clock). The Billing Month data may include multiple Service Months. Once the billing
has been “Posted” the County Billing Summary will not be available from this screen. It will be available
from the Billing Statements screen. Before posting, you should review the Unbilled Statement to assure you
have entered all the data you need submitted at this time.

King | November 2025 ]

Monthly cost

BARS Description Amount
1 COUNTY ADMIN. $10,000
12 PASRR ADMIN.

13 JOB FOUNDATION ADMIN

14 JOB FOUNDATION ADMIN QSPI

3 STAFF TRAIN. $2,000

32 BOARD TRAIN.

41 INFO/ED. ACT. $3,000

92 ADMIN INFASTRUCTURE

93 AGENCY START-UP

94 PARTNERSHIP

95 JOB FOUNDATION REPORT $3,000

96 JOB FOUNDATION REPORT OSPI

97 JOB FOUNDATION INFO/ED

98 JFJOB OQUTCOME PAYMENT

99 JF 10-HOUR OUTCOME PAYMENT

Note: When the “Post Activities” button (on the Current Activities screen) is clicked the posting happens
behind the scenes and may take a few minutes.

@ Post Activities
You will see the following message if the post is successful:

O Info

Posting successful.

Ok

Turn to the next page for information about Data Transfer.
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Data Transfer
Overview

The County has two data transfer processes: One for Employment Qutcome information and the other for
Billing.

Employment Outcome

During each month the County extracts data from DDCS on clients authorized for services in their County.
The Employment Output contains clients authorized for services in their County during the period specified
in the authorization range (Start Year/Month and End Year/Month). The Employment Output information
will contain any previous information provided by the County until an employment job end date is provided.

After the County receives client employment data from their providers, the data is validated and uploaded
(Employment Input) in AWA. The County may upload employment outcome data as often as wanted;
however, this should occur on a regular basis to ensure statewide information is up to date. Corrections can
be made individually in the Client Employment Outcomes dialog box or by uploading corrected information.

Billing

During the last week of the service month, or early the next month, the County extracts data on clients
authorized for services in their County. The Billing Output contains each service authorized for each client
for the month and year entered.

After the County collects service data from their providers, the data is validated and uploaded (Billing Input)
in AWA. Uploaded billing information can be reviewed prior to posting (see previous section — Current
Activities — Post). Posting in AWA can only occur once a month.

Click the Data Transfer icon on the far-left navigation panel. Data Transfer has options for Employment and
Billing, and options for Output and Input:

Work List L Tickler

Work list

Employment Output
Employment Input e
Billing Output

Billing Input

Turn to the next page to begin with Employment Output.
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Data Transfer

Employment Output
The Employment Output file collects information on the client’s Employer, the job type, start date, benefits

received, and the job end date. To generate an Employment Output file enter the Start and End dates that
represents the time range you wish to download.
1. Type a Start Year/Month (example October 2025) or click on the service month /year in the calendar.

2. Type an End Year/Month or click on the service month /year in the calendar.

3. Enter the Service Type that you want an output file for. If you do not specify the Service Type you
will receive all Service Types. Please note this is only required for Individual Employment.

4. Enter the Provider that you want an output file for. If you do not specify the Provider you will receive
all Providers for the chosen service type.

Employment Output

County
Island
Start Year/Month End Year/Month
| October 2025 8 December 2025 [m]
Service type Provider

| Individual Employmen v SERVICE ALTERNATIVE! VI

Generate SERVICE ALTERNATIVES

Sherwood

Washington Vocational Services

5. Click on Generate to download the file.
6. Click Save.
7. Send the file to appropriate provider to input the information.
Note: The file will be saved as a .csv or “comma separated value” type file.
Note: It is important that your providers understand the data format to use as well as the appropriate “Job

Type” 4-digit code. This information it located in the back section of this workbook or within the
Employment Outcomes Instructions & Job Type Codes

Turn page for an overview of Employment Input.
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Data Transfer

Employment Input

Once you have received the completed Employment Output file from your provider you are now ready to
Input the data file. Choose Employment Input from Data Transfer icon.

1. Click on the Choose File button and retrieve the completed file from where you saved it.

2. Once you have located the file, select it. The file name should appear in the File Box.

3. Click the Upload button and Employment Input Results will appear. See example below.

Employment Input
Input File

Choose File | No ...osen

ﬁ Upload

Employment Input Results

Records uploaded: Records with errors:
26 5

Records with warnings: Total records processed:
5 31

Upload Errors

Type Description

Error Row #11: Record has no Employer Name.
Error Row #11: Record has no Start Date.

Error Row #18: Recard has no Employer Name.
Error Row #18: Record has no Start Date.

Error Row #24: Record has no Employer Name.
Error Row #24: Record has no Start Date.

NOTE: The data is validated during the Input process and any listed errors are system detected

4. You can click on your Excel file to look at the rows that contain the errors. In the case of no Start
Date for several records this may not be an error just that the client isn’t working yet and should be
removed from the file.

Turn to the next page to see Employment input errors process.
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Employment Input Errors

Refer to the Employment Validation Rules in the Appendix of this workbook.
1. Open the Excel file.
2. Go to where the file was saved and Double-click the file name.
3. Correct the errors.
Save your changes:
4. Choose File and Save As....
Upload with corrections:

5. Use the steps you already know to upload the Employment Input file again.

Note: The Upload process will update the original file with the corrected rows. So, the last upload you
do will always be the one that will be used for final Posting.

Turn to the next page to see Billing Output.
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Data Transfer
Billing Output

Click on Billing Output on the Data Transfer icon:

B Employment Output
4 Employment Input I

Billing Output

Billing Input
—____________________ -

Generate a Billing Output file.

1. Type a Service Month (example 202401) or click on the Service Month/Year in the calendar.
2. Pull down the Service Type menu and choose the service type.

Each Service Type has its own set of data elements and must be downloaded as a separate file.

Billing Output

County Service Year/Month
Island October 2025 m|
Service type Provider
Individual Employment v v
Generate

NOTE: If a Provider is entered, the County will receive a file containing all DDCS clients authorized for
the selected service in that County for the month and year for that Provider only. Selecting a provider is

not required.

3. Click the Generate button to download the file.
4. Click Save As.
5. Select a location — example - DESKTOP.
6. Name the file — example name for the file: 202401 IE Spokane.
NOTE: The file will be saved as a .csv or “comma separated value” type file.
7. Click Save.

8. Send the file to appropriate provider to input the information.

Turn to the next page to practice with Billing Input.
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Billing Input

The County may submit (upload) data files multiple times before “posting”.

1. From the Data Transfer icon on the left, cl/ick the Billing Input Link and the Input screen will be
displayed:

2. Pull down the Service Type menu and select a service. Each Service Type has its own set of data
elements and must be Input as a separate file.

3. Locate and select the appropriate file.

4. Click Open.

5. Click the Upload button. The data will be uploaded to the system and the Billing Input Results will
show the number of records uploaded and the total records processed. If errors exist, an errors list will

display with a description.

Example of an errors list:

Billing Input
Service type Input File
| Individual Employment v Choose File  No file chosen
[+] Upload

Billing Input Results

Records uploaded: Records with errors: Total records processed:

0 77 77
Download Errors
Upload Errors

Type Authorization Description

Error 1110175 Row #10: Error. Fund Source cannot be blank

NOTE: The data is validated during Input and any listed errors are system detected. For example, Unit Type
must have an entry; # of Units and Unit Rate must have a valid number. You can click on the Download
Errors button to see the rows that have errors.

Turn to the next page to correct the errors.
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Billing errors

If you see an error:

1. Click the “Download Errors” button.
Click Save. The “Save As” dialogue box will be displayed.
Select a location to save — for example Desktop.

Name the file — (example - 2024011E_errors).
NOTE: The file will be saved as a .csv or “comma separated value” type file.

Click Save.

Go to the Desktop.

Double-click the 2024011E_errors.
Correct the errors and save the changes.
Rename the file 2024011E_corrected.
10. Upload the corrected file.

el

A S A g

11. Use the steps you already know to Upload the Input file again.

Note: The Upload process will update the original file with the corrected rows. So, the last upload
you do will always be the one that will be used for posting the billing.

Turn to the next page to view the Billing correction process.
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Billing Correction Record

Once you have posted a billing, it becomes a permanent record and cannot be changed. You can, however,
create a correction record with the next Input (use the corrected file for the same service month) so it will be
added to the next Billing Statement. The next Billing Statement will display that corrected record. (The
information is found in the Billing Detail report.) Note: For indirect services you will need to add or
subtract the corrected amount. For direct services the corrections are an overlay so you would replace
the original record with corrected data.

Direct Service Example:

Billing #1:
Service Month | Service Provider Unit Rate Total
7/2024 IE GetJobs 20 100.00 2000.00

You discover that the client’s units should be 15 not 20. 15 must be entered in the unit category to correct this
error.

Billing #2 — Correction Record:
Service Month | Service Provider Unit Rate Total

*7/2024 IE GetJobs 15 100.00 1500.00

Indirect Service Example:
The county billed $584.25 for administration and discovered the following month they should have only
billed $500. The county must enter a negative -$84.25 the following month to correct this error.

Billing #1
Billing details
County Service year/month
Snohomish QOctober 2025 m]
Monthly cost
BARS Description Amount
11 COUNTY ADMIN. $584.25
12 PASRR ADMIN.
13 JOB FOUNDATION ADMIN
Billing #2 — Corrected Record
Billing details
County Service year/month
Snohomish | October 2025 m]
Monthly cost
BARS Description Amount
11 COUNTY ADMIN. -$84.25
12 PASRR ADMIN.
13 JOB FOUNDATION ADMIN

You have completed the Billing screens!
Please turn to the next page for information on the Providers screen.
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Providers

The Provider screens are used to maintain Provider information in all Counties.

1. On the far-left navigation panel, find the “magnifying glass” icon. Click on it and the Provider Search

screen will be displayed:

Provider Search

Q
a

=

2. Enter your search criteria into one (or more) of the fields and click Search.

3. A list matching your search request will be returned.

4. Click on the blue folder icon next to the right of a record to see Provider details below:

Provider details

Provider number Name

TIN County of contract

P904638 SERVICE ALTERNATIVES 911227900 Island

Address Services
Address line 1 Service type Start date End date
| 520 East Whidbey Ave., Ste. 111 Community Inclusion 07/01/2009 [ ]
Address line 2 Individual Employment 07/01/2009 [ ]

Person to Person 01/01/1900  07/01/2015 [ ]

City State Zip
| Oak Harbar Washington v 98277 4 G >
Phone Fax Email « < 1 > »

| (360) 678-6381

Cancel B save

Turn to the next page to continue an overview of the Provider screen.
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Providers
Edit

Only staff in the County of Contract can update the Provider data. Data will be view only for all other
Counties. County staff may update the Address, Telephone, FAX, and E-Mail. Any other Provider
information must be entered into CARE by DDCS Regional Business Managers.

Update a Provider’s information:
1. You should be viewing a Provider’s screen. Click in one of the fields to edit. You can click or use the

[Tab] key to jump to the next field.

2. Click Save when you are finished.

Formal Evaluation Dates
A history of formal evaluation (on-site monitoring review) dates for Providers are recorded on this screen.

1. View a Provider’s screen.
2. In the lower right “Services” section, c/ick on the blue folder icon to the right of a service in the table.

The Formal Evaluation Date slide out will be displayed. Click the + sign to open the calendar feature
and select the date of the review or enter the date of the review in mm/dd/yyyy format and click

“Approve.”
Formal Evaluation Date X
Y
Service type

Community Inclusion

Start date
07/01/2009

End date Name TIN County of contract
SERVICE ALTERNATIVES 911227900 Island
Services
| Service type Start date End date
Community Inclusion 07/01/2009
No cross county agreements I
Individual Employment 07/01/2009 [ ]
Person to Person 01/01/1900 07/01/2015 -
ate Zip
gl evaluation date ) .
. Washington v 98277 4 GE——
Evaluation date L
Email & < 1 > »

m]

06/02/2021

05/23/2023 0O

v
@ save

Turn to the next page for information on Reports.
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Reports

Overview

Click the Eicon. The Reports screen will be displayed. Select Billing Statements, Transition Fund Year,

or Cost Benefit Analysis:
Billing Statements

Transition Fund Year

Cost Benefit Analysis

Report Name

Description

County Billing Summary

Summary of County Billing by Account broken out by Funding
source.

County Billing Summary
by Provider

County Monthly DDCS Services Report by Provider, Program,
Service

County Billing Detail

County Billing Detail per program type

County — Transition
Graduates by Fund Year

Transition Fund Year DDCS by graduation year and county
program.

County — Employment Cost Benefit Analysis for County Employment Programs
Programs Cost Benefit

Analysis

Billing Statements:

Billing Statements

Billing Summary
Billing Month

| 12/2025 v

Generate PDF Generate XLSX

1. Select from one of the following reports:
* Billing Summary by month
* Billing Summary by Provider by month
* Billing Detail by month
2. Choose a provider and service type (if applicable) and generate the report

Note: reports are based on billing month, not service month.

Turn the page for more information on reports in AWA
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Transition Fund Year:

Transition Fund Year

Transition Fund Year

Generate PDF B Generate XLSX

1. Click the Transition Fund Year link.
2. Choose a year and generate the report.

3. Close when you are finished.

Cost Benefit Analysis Report:

Cost Benefit Analysis Report

Start Year/Month End Year/Month
[ —— = =
Service type
| .
Generate PDF Generate XLSX

Click the Cost Benefit Analysis link.
Choose a service type.

1
2
3. Enter the start and end dates, for example: 202401 to 202412.
4

Generate the report; close when you are finished.

Turn to the next page to continue the overview on Reports and for information on logging out.
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Logout

1. Click the Logout link (upper right corner). You will be returned to the AWA opening screen.

_ O Logout
q Work List l | Tickler | | Client search l
A
Work list SR
ﬁ Referral - Pending County R v
J' Es, Export to CSV
an
# Request datew Client name Service type RAC
E No data to display

Congratulations!!! You have completed the AWA — County training!

Turn to the next page to find the AWA Appendix.

ADSA Web Access — County Training Page 56



Appendix

County Billing Data Elements

Field Name as requiredon ADC ClI GSE  IE ITA CDS
input, in order of input
columns

Authorization Number
Service Year Month
Service Code
Provider Name
Provider Number
Client Last Name
Client First Name
Client Ml
ADSACIient Id
Fund Source
Service From Date
Service To Date
Service CountylD

Provider County ID

X | X X X X| X| X| X| X| X| X| X| X| X| X

Unit Type

Number Of Units

X | X X X X| X| X| X| X| X| X| X| X| X X| X| X
X X | X| X X| X X| X X| X X| X X X| X X X
X X X| X X X X X| X X X| X X X| X X X
X | X X X X| X| X| X| X| X| X| X| X| X| X| X| X
X | X X X X| X| X| X| X| X| X| X| X| X  X| X| X

Unit Rate
Natural Number Of Units X
Natural Unit Rate X

Other Number Of Units X
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Field Name as required on | ADC | CI
input, in order of input

columns

GSE

ITA

CDS

Other Unit Rate

Additional Expense

Site Hours

Client Hours Paid

Client Pathway Hours Volunteer

Client Pathway Hours Other

Gross Wages

X| X| X| X| X

x| X| X X

x| X| X| X

Projected End Date

Age In Months

Provider Staff Hours

Prep

Development

Coaching

Record Keeping

X| X X| X| X

X| X X| X| X

X| X| X| X| X

Client Hours Volunteer

Client Hours Other

X| X X| X| X X| X

Personal Agent Hours

Personal Agent Cost

Input Error

RAC

X X| X| X

Client Employment Acuity

JF Job Outcome Payment

X X | X| X
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Field Name as required on

input, in order of input

columns

JF 10+ Hr Job Outcome Payment

County Billing Records Layout

ADC | Cl | GSE

ITA | CDS

Adult Day Care
Column Name Column Datatype Column Comment
Authorization Number Char(7)
Service Year Month Char(6) 6 characters YYYYMM
Service Code Varchar(5) 5 characters value ADC
Provider Name Varchar(60) 1 to 60 characters
Provider Number Char(7)
Client Last Name Varchar(30) 1 to 30 characters
Client First Name Varchar(30) 1 to 30 characters
Client Ml Char 1 character
ADSACIient ID Char(6)
Fund Source VarChar(5) 1 to 5 characters
Service From Date A date YYYY/MM/DD
Service To Date A date YYYY/MM/DD
Residence County ID A number 1 to 39
Provider County ID A number 1 to 39
Unit Type Char 1 character value (D)
Number of Units Numeric(8,2) A number 999999.99
Unit Rate Numeric(8,2) A number 999999.99
Provider Staff Hours Numeric(8,2) A number 999999.99
Input Error Varchar(100) Blank (used by application)
RAC (Required for Service 1 to 80 characters
Year > 12/2015)

Child Development Services

Column Name Column Datatype Column Comment
Authorization Number Char(7)

Service Year Month Char(6) 6 characters YYYYMM
Service Code Varchar(5) 5 characters value CDS
Provider Name Varchar(60) 1 to 60 characters
Provider Number Char(7)

Client Last Name Varchar(30) 1 to 30 characters
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Client First Name Varchar(30) 1 to 30 characters
Client Ml Char 1 character

ADSA Client ID Char(6)

Fund Source VarChar(5) 1 to 5 characters
Service From Date A date YYYY/MM/DD
Service To Date A date YYYY/MM/DD
Residence County ID A number 1 to 39
Provider County ID A number 1 to 39

Unit Type Char 1 character value (M)
Natural Number of Units Numeric(8,2) A number 999999.99
Natural Unit Rate Numeric(8,2) A number 999999.99
Other Number of Units Numeric(8,2) A number 999999.99
Other Unit Rate Numeric(8,2) A number 999999.99
Additional Expense Numeric(8,2) A number 999999.99
Projected End Date A date YYYY/MM/DD
Age In Months Smallint A number 1 to 36
Input Error Varchar(100) Blank (used by application)
RAC (Required for Service 1 to 80 characters
Year > 12/2015)

Community Inclusion
Column Name Column Datatype Column Comment
Authorization Number Char(7)
Service Year Month Char(6) 6 characters YYYYMM
Service Code Varchar(5) 5 characters value ClI
Provider Name Varchar(60) 1 to 60 characters
Provider Number Char(7)
Client Last Name Varchar(30) 1 to 30 characters
Client First Name Varchar(30) 1 to 30 characters
Client MI Char 1 character
ADSACIient ID Char(6)
Fund Source VarChar(5) 1 to 5 characters
Service From Date A date YYYY/MM/DD
Service To Date A date YYYY/MM/DD
Service County ID A number 1 to 39
Provider County 1D A number 1 to 39
Unit Type Char 1 character value (H)
Number of Units Numeric(8,2) A number 999999.99
Unit Rate Numeric(8,2) A number 999999.99
Provider Staff Hours Numeric(8,2) A number 999999.99
Prep Numeric(3,2) A number 999.99
Development Numeric(3,2) A number 999.99
Coaching Numeric(3,2) A number 999.99
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Record Keeping

Numeric(3,2)

A number 999.99

Client Hours Volunteer

Numeric(8,2)

A number 999999.99

Client Hours Other

Numeric(8,2)

A number 999999.99

Input Error

Varchar(100)

Blank (used by application)

RAC (Required for Service
Year > 12/2015)

1 to 80 characters

Group Supported Employment

Column Name Column Datatype Column Comment
Authorization Number Char(7)

Service Year Month Char(6) 6 characters YYYYMM
Service Code Varchar(5) 5 characters value GSE
Provider Name Varchar(60) 1 to 60 characters
Provider Number Char(7)

Client Last Name Varchar(30) 1 to 30 characters
Client First Name Varchar(30) 1 to 30 characters
Client MI Char 1 character
ADSACIient ID Char(6)

Fund Source VarChar(5) 1 to 5 characters
Service From Date A date YYYY/MM/DD
Service To Date A date YYYY/MM/DD
Residence County ID A number 1 to 39
Provider County 1D A number 1 to 39

Unit Type Char 1 character value (H)
Number of Units Numeric(8,2) A number 999999.99
Unit Rate Numeric(8,2) A number 999999.99
Site Hours Numeric(8,2) A number 999999.99
Client Hours Paid Numeric(8,2) A number 999999.99
Client Pathway Hours Numeric(8,2) A number 999999.99
Volunteer

Client Pathway Hours Other Numeric(8,2) A number 999999.99
Gross Wages Numeric(8,2) A number 999999.99
Provider Staff Hours Numeric(8,2) A number 999999.99
Prep Numeric(3,2) A number 999.99
Development Numeric(3,2) A number 999.99
Coaching Numeric(3,2) A number 999.99
Record Keeping Numeric(3,2) A number 999.99
Input Error Varchar(100) Blank (used by application)
RAC (Required for Service 1 to 80 characters
Year > 12/2015)
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Individual Employment

Column Name Column Datatype Column Comment
Authorization Number Char(7)

Service Year Month Char(6) 6 characters YYYYMM
Service Code Varchar(5) 5 characters value |IE
Provider Name Varchar(60) 1 to 60 characters
Provider Number Char(7)

Client Last Name Varchar(30) 1 to 30 characters
Client First Name Varchar(30) 1 to 30 characters
Client MI Char 1 character
ADSACIient ID Char(6)

Fund Source VarChar(5) 1 to 5 characters
Service From Date A date YYYY/MM/DD
Service To Date A date YYYY/MM/DD
Residence County ID A number 1 to 39
Provider County 1D A number 1 to 39

Unit Type Char 1 character value (H)
Number of Units Numeric(8,2) A number 999999.99
Unit Rate Numeric(8,2) A number 999999.99
Client Hours Paid Numeric(8,2) A number 999999.99
Client Pathway Hours Numeric(8,2) A number 999999.99
Volunteer

Client Pathway Hours Other Numeric(8,2) A number 999999.99
Gross Wages Numeric(8,2) A number 999999.99
Provider Staff Hours Numeric(8,2) A number 999999.99
Prep Numeric(3,2) A number 999.99
Development Numeric(3,2) A number 999.99
Coaching Numeric(3,2) A number 999.99
Record Keeping Numeric(3,2) A number 999.99
Input Error Varchar(100) Blank (used by application)
RAC (Required for Service 1 to 80 characters
Year > 12/2015)

Client Employment Acuity Char(6) 3 to 6 characters

JF Job Outcome Payment Numeric(8,2) A number 999999.99
JF 10+ Hr Job Outcome Numeric(8,2) A number 999999.99
Payment
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Individualized Technical Assistance

Column Name Column Datatype Column Comment
Authorization Number Char(7)

Service Year Month Char(6) 6 characters YYYYMM
Service Code Varchar(5) 5 characters value ITA
Provider Name Varchar(60) 1 to 60 characters
Provider Number Char(7)

Client Last Name Varchar(30) 1 to 30 characters
Client First Name Varchar(30) 1 to 30 characters
Client MI Char 1 character
ADSACIient ID Char(6)

Fund Source VarChar(5) 1 to 5 characters
Service From Date A date YYYY/MM/DD
Service To Date A date YYYY/MM/DD
Residence County ID A number 1 to 39
Provider County 1D A number 1 to 39

Unit Type Char 1 character value (H)
Number of Units Numeric(8,2) A number 999999.99
Unit Rate Numeric(8,2) A number 999999.99
Client Hours Paid Numeric(8,2) A number 999999.99
Client Pathway Hours Numeric(8,2) A number 999999.99
Volunteer

Client Pathway Hours Other Numeric(8,2) A number 999999.99
Gross Wages Numeric(8,2) A number 999999.99
Provider Staff Hours Numeric(8,2) A number 999999.99
Prep Numeric(3,2) A number 999.99
Development Numeric(3,2) A number 999.99
Coaching Numeric(3,2) A number 999.99
Record Keeping Numeric(3,2) A number 999.99
Personal Agent Hours Numeric(8,2) A number 999999.99
Personal Agent Cost Numeric(8,2) A number 999999.99
Input Error Code Varchar(100) Blank (used by application)
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Employment Outcomes Data Records Layout

Name

Values

Client County

Logged on County — pre-filled

Provider Name

From Open Authorization— pre-filled

Client ADSA ID

From Open Authorization— pre-filled

Client Last Name

From Client Demographics— pre-filled

Client First Name

From Client Demographics— pre-filled

Employer Name

Text — 64 characters possible

Job Type Code — 4 digits (see list below)
Start Date Date MM/DD/YYYY

End Date Date MM/DD/YYYY

Medical Insurance Blank, Y or N

Dental Insurance Blank, Y or N

Paid Leave Blank, Y or N

Retirement Blank, Y or N

Last Employment Outcome Update Date

From Last Employment Outcome Update Date in AWA

Job Type Code list:

Code Description
JT01  Clerical

JT02 Labor

JT03  Management
JT04  Professional
JT05  Service

JT08  Administrative Support Occupations
JT09  Animal Husbandry, Agriculture and Related Occupations

JT10  Education Occupations
JT11  Food Services Occupations

JT12  Lodging, Building and Related Occupations

JT13  Machine Trade Occupations

JT14  Manufacturing, Construction and Related Occupations

JT15  Medical/Health Care Occupations

JT16  Personal Service Occupations

JT17  Physical Sciences and Laboratory Technology Occupations
JT18  Professional and Support Specialists

JT19  Social Service Occupations

JT20  Wholesale/Retail Trade Occupations

JT21  Other Occupations
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Links to AWA Billing Instructions, Billable Activity Documents and P1
Procedure Code Crosswalk

e AWA Billing Instructions

Individual Employment Billable Activities

Community Inclusion Billable Activities (Effective 1-1-2026)
P1 County Procedure Codes

NOTES
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https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/AWA%20Billing%20Instructions%207.1.2025%20FINAL.pdf
https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/Individual%20Employment%20Billable%20Activities%207.2019.pdf
https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/training/CI%20Billable%20Activities%20.pdf
https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/County%20Procedure%20Codes%20and%20BARS%20Crosswalk%209.2022.pdf

