How to Create a Plan of Care in eXPRS
For Employment/Day Services
Effective 9/1/2014

Beginning in Sept 2014, eXPRS will now authorize and pay for EMPLOYMENT
services provided by AGENCY providers for individuals with I/DD using the Plan of
Care functionality. CDDP and Brokerage users will need to create a Plan of Care
and set up the individual service authorizations for employment services that
correspond to the services identified in their ISP.
There have been a number of POC system updates specific to Employment
services that have been added since the initial Create a Plan of Care training
occurred. That new information is indicated in this guide by using the prompt:
 NEW FOR POC FOR EMPLOYMENT SERVICES:
To create a Plan of Care in eXPRS, including adding service lines for Employment
services, users will need to have either the Local Authority POC Manager or
Brokerage POC Manager role to do this work.

To Create a Plan of Care for Employment Services:
1. Login to eXPRS. If users have more than one organization login option, they
will need to be logged in under the Local Authority (for CDDPs shown below)
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or Contractor (for Brokerages) Organization role.

2. From the yellow, left-hand navigational menu, click on Plan of Care POC
Services  Create POC. This will take users to the Create Plan of Care page.

3. Once in the Create Plan of Care page, users will need to enter the required
information to begin creating the POC. For initial plan creation for Sept 2014,
the date range for the POC in eXPRS should only be for the dates remaining
from Sept 1 to the end of the client’s current ISP, and can be less than 1 year.
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With the information entered, click NEXT to continue.
4. After clicking Next, the system will search to confirm that the client has valid
Case Management CPA(s) in place for the date range of the POC, and from the
CM agency creating/authorizing the POC. This will include SE48 CPAs from the
CDDP, and for clients enrolled with Brokerages, will also include SE148 CPAs
from the authorizing Brokerage.
The system will display that CM CPA information that supports the POC. Users
can then click Save and Add Plan Details to continue.
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5. Users are now able edit and add additional information to a POC. For the Sept
1, 2014 implementation, that would be adding EMPLOYMENT/DAY services for
clients under SE54 or Brokerage services.
 NEW ITEM FOR POC FOR EMPLOYMENT SERVICES: WEEKLY EMPLOYMENT
HOURS LIMITS
Similar to how the Monthly Assessed Hours from the ANA/CNA limits
attendant care/skills training services; a limit has also been established for
Employment services.
For EMPLOYMENT services, users will need to edit the POC to add the number
of WEEKLY hours the client is receiving employment services, per their ISP.
This is their ISP defined weekly employment service limit.
1. In the section below the Monthly Assessed Attendant Care/Skills
Training Hours, click on Add to open the fields to add the Weekly
Employment Hours Approved per ISP fields.

Information in this field will be required to successfully add employment
services to the POC. For existing POCs that were created prior to July 1st,
users may need to edit the POC to add this information before being able
to successfully submit their employment service authorizations.
2. With the Weekly Employment Hours section now open, users can add
the number of hours per week that ALL the hourly, direct supervision
EMPLOYMENT services will be limited to. Also, indicate whether this
weekly hour limit is for Individual Supported Employment Only (client is
not receiving any other employment service) by checking the box.
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3. Users can later edit these weekly hour limits, if needed, to
accommodate changes in the client’s ISP and employment services.
 Click Add to add another weekly hourly limit, with corresponding
dates.
 Click Edit to modify the current information.

 NEW FOR POC FOR EMPLOYMENT SERVICES: DATES FOR THE WEEKLY
EMPLOYMENT HOURS LJMIT MUST ALIGN WITH A CALENDAR WEEK
When adding additional weekly employment service hour limits with new
date ranges, those date ranges must start/end with dates that correspond
to a Sunday – Saturday calendar week.
In the example shown below, the first date segment must end on a
Saturday date (9/27/14), and the system will then start the next date
segment on the next date (Sunday, 9/28/14), through the end of the POC.

How To Create POC for EMPLOYMENT (v2; 8-1-14)
Page 5 of 13

In addition, users can also add more POC information, as needed. For example:
 They can edit the Monthly Assessed Hours information, including adding
additional date range segments with different monthly total limits.
 They can upload Attachments or documents to the POC and save them, if
they wish. This could be electronic copies of the client’s ISP, the client’s
Needs Assessment, or other documents as needed. File size of a document
cannot exceed 4MB. Please refer to ODDS program policies and guidelines
for requirements on what documents should be attached to a POC, if any.
With this Overall POC information entered and saved, users can begin to enter
specific Plan Details of the services and providers in the POC.
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6. To add employment services and provider authorizations for a POC, click Add
Plan Line. This will open the service plan line menus.

Moving left to right, select the appropriate options for the service you are
authorizing.
 SE = the service element the service is authorized under.
CDDPs will have several options (shown in the example). For employment
services authorized by a CDDP, select “54-Employment & Alternative Serv”
from the dropdown menu.
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Brokerages will have only one option – “149 - Support Services”

 Procedure Code = the specific service name and procedure code for the
employment or day service being authorized for the client.

 Modifier = the specific modifier for the service procedure code (if any). In
many cases, this will be auto-populated as “NA”.
 Units = this will be comprised of 2 components; the number of units (such
as hours) which is the amount of service being authorized, and then the
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frequency, or how often, that amount of units can be delivered/received.
For employment services, the frequency is set to be “per week” so that is
what is auto-populated.

 Dates = the date range for that specific service. Date ranges can be shorter
than the overall POC date range, but cannot go beyond the overall POC
date range.

7. With all the service line information selected and entered, click Save at the far
right end of the service line to save the service line information.

8. Now the service plan line is in DRAFT status, the user can click the Add
Provider button to add providers to authorize them to deliver that service.
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If a client has multiple providers who deliver this service, users can add as
many provider service authorizations as needed. Each provider will have their
own authorization which includes their own unit allotment (up to the
maximum for the service), rate, and date range.
9. Again, moving left to right, enter the information for the provider service
authorization.

 Rendering Provider = the provider who will be delivering the service.
Select from the dropdown menu. The dropdown will only show providers
who are active and “approved to work” within the date range of the service
and with the type/specialty allowed for that employment service. For
employment services beginning 9/1/2014, only AGENCY providers are
allowed to be authorized in POC. Additional provider types will be added to
POC at a later date.

o Users can select the “To Be Determined” option to save a service plan
line, when the provider is not yet known.
o Depending on the service authorized, users may be able to select
“Generic Provider” and then type in the name of the general community
retail business, such as Fred Meyer or Home Depot, that are being used
for the service. Most often this will likely be used for item or supply
purchases.
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 Units = the number of units of the service authorized for this provider; the
amount can be less than, but no more than maximum authorized for the
service.
 NEW FOR POC FOR EMPLOYMENT SERVICES: All the employment
services will be authorized showing the weekly hourly limit for that service.
But the COMBINATION of employment services claimed cannot exceed the
ISP Weekly hour limit set for Employment services overall. This will allow
for flexibility for client’s to receive a varying combination of services from
their array authorized, up to the overall weekly limit set.
 Rate = the rate for the service for that provider.
 Dates = the date range that the provider is authorized to provide the
service. This date range can be less than, but not exceed the date range of
the service. The date range for a provider also must not exceed the
provider’s “approved to work” credential date range, which could be less
(shorter) than the service authorized.
 Review = this indicates that service delivered time entries (which will be
used to create claims) for the provider will PEND FOR REVIEW by the CDDP
or Brokerage prior to being approved for claims creation/payment. This
will default to NO, not REVIEW for Agency Provider types when the service
authorization is saved.
10. With all the service line information selected and entered, click Save at the
far right end of the provider service authorization to save the information.

11. With the provider service authorization saved, the user can submit it by
clicking the Submit button on the far right hand side, or proceed through steps
#8 - #10 again to add more providers for the service. Each provider service
authorization will need to be submitted individually.
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12. Repeat steps #6 - #9 to add more services plan lines and providers.
13. With all the service plan lines and provider authorizations entered (and
submitted, if needed), the user can click Done at the bottom of the POC to
save the POC and return to the view page.
14. In the View Plan of Care page, the user can now see the POC they have just
created, and the status of the plan, the service plan lines/provider
authorizations.
 NEW FOR POC FOR EMPLOYMENT SERVICES: WEEKLY LIMITED
EMPLOYMENT SERVICES AUTHORIZED WILL BE GROUPED TOGETHER
Once the user clicks Done and the plan is closed from editing, any employment
services authorized that are limited by the weekly hours limit will be grouped
together. This helps to quickly see which services/service lines are limited by
the Employment Weekly Hours limit.
Other employment services that are not restricted by the Weekly Hours limit,
as well as other POC services (eg: attendant care, etc.), will be shown outside
the grouped area.
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 Users can print a paper copy of this plan by clicking the Print hyperlink in
the top right corner of the POC.
 Users can open the POC again to make changes/edits by clicking the Edit
button at the bottom.
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