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1 Focus Main Menu 
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Version 1.0 

The Vendor login screen facilitates first time User Sign-up as well as password resets. A valid Username and 
password will grant User access to the Focus vendor application. 

Service Authorizations 

CD •• -

Upon successful entry, the Main Menu will be presented to the User. 

Clicking the SERVICE AUTHORIZATIONS hyperlink on the Main Menu will transition the User to the 
Authorizations - Main Menu 
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Authorizations - Main Menu 

Main Menu Service Notifications Pending Auths Declined Requests Acknowledge Auths Final Auths Service Notifications without responses 

C) Service Notifications ( 0 , 6 ) (0 = EMG Req., 6 = Total Req.) 

View/Respond to new/unanswered consumer notifications. The numbers next to the link indicate the 
number of emergency requests and the total number of requests (including emergency) respectively. 

C) Pending Authorizations ( 0 ) (0 = Total Pending Req.) 

View notifications which are pending consumer's approval. 

C) Declined Requests 

View requests declined by either consumer or vendor. 

C) Acknowledge Authorizations( 62 , 0 , 34 ) (62 = Tota l New Auths, 0 = Total Open AWC Auths, 34 = Total Modified Auths) 

New or modified authorizations awaiting your acknowledgement. The numbers next to the link indicate the 
total number of new authorizations and the total number of modified authorizations respectively. 

C) Final Authorizations 

View details of final authorizations. 

C) Service Notifications without responses 

This new SSRS report will show Vendors the service notifications they received that ended (without a 
worker ending the request early) without the vendor responding to the request. 

Authorizations - Service Notifications 

Main Menu Service Notifications Pending Auths Declined Requests Acknowledge Auths Final Auths Service Notifications without responses 

~ Following is the list of notifications/requests awaiting your response. To send a response to the consumer or to view the details of the request, please click on the 
'View Details' link. 

Emergency: lselectG Gender: lselectG Ran~~~ lselectG City : I select G Co~;: lselectG County: !select 

Augcom Referral: lselectG Tracking No# Service Code: Q DDD Q HCPC 

1 _,i Units 
~ Requested : ~----~ 

Search 

Clear 

2 Authorizations – Main Menu 
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The Authorizations - Main Menu provides hyperlink navigation for all authorization related workflows. 

Mouse-over & text descriptions are provided, as well as running counts which indicate the total responses. 

Clicking the Service Notifications hyperlink will present the Authorizations - Service Notifications screen to the 
User. 

Search parameters may be entered/selected, and searched or cleard as needed. 
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Authorizations Service Not1ficat1011s 

Main Menu Service Notifications Pending Auths Declined Requests Acknowledge Auths Final Auths Service Notifications without responses 

C) Following is the list of notifications/requests awaiting your response. To send a response to the consumer or to view the details of the request, please click on the 'View Details' l ink. 

Emergency: jSelect@ Gender: I select@ Age Range: !select@ City: !select GJ Zip Code: I select@ County: lse1ect @ Units Requested: 

Augcom Referral: jselectG:) Tracking No# Service Code: @ ODD Q HCPC ~ Search Clear 

1■ :iiiiiiiiiiii~5eiviceCodeDDD Code~Gende, ~ - Q!Y- Z Code j sQ!!!!!Y I VendorCall5tartDateVendorCallOoseDate U ts R - tedN t tedRate~TPL Med,caie~ 

0 ~ 202113358851 55125 ATC No M 9 Chandler 85249 MARICOPA 01/12/2021 01/17/2021 200.00 No Yes No No No 

D ~ 202113359100 55125 ATC No M 11 Peoria 85383 MARICOPA 01/12/2021 01/17/2021 480.00 No No No No No 

0 ~ 202113359395 55125 ATC No M 16 Cave Creek 85331 MARICOPA 01/12/2021 01/17/2021 1040.00 No Yes Yes No No 

0 ~ 202113359564 55125 ATC No 12 Prescott Valley 86314 YAVAPAJ 01/12/2021 01/17/2021 240.00 No Yes No No No 

0 ~ 202113359523 55125 ATC No 14 Phoenix 85033 MARICOPA 01/12/2021 01/17/ 2021 494.00 No No No No No 

D View Details 202113360084 55125 ATC No M 25 Apache Junction 85119 MARICOPA 01/14/2021 01/19/2021 43.00 No No Yes No No 

0 View Details 202113357713 55125 ATC Yes M 16 Tucson 85718 PIMA 01/14/2021 01/17/2021 480.00 No Yes Yes No No 

D View Details 202113361709 55125 ATC No 12 Phoenix 85033 MARICOPA 01/14/2021 01/19/2021 102.00 No No Yes No No 

D View Details 202113362084 55125 ATC No 17 Tucson 85719 PIMA 0 1/ 17/2021 01/22/2021 4.00 No No No No No 

Version 1.0 

Department of Economic Security 
Division of Developmental Disabilities 

Project: Division of Developmental Disabilities Vendor Call 
Subject: Vendor Call Vendor’s User Manual 
Doc ID: DDD-VC-000-001-Vendor Call-V2.3 

Sorting options are provided to improve ease of workflow. 
Label Menu Value Label Menu Value 

Emergency: No/Yes Gender: M/F 

Age Range: 0-5 | 6-10 | 11-17 | 18+ City: AZ State Values 

Zip Code: AZ State Values County: AZ State Values 

Units Requested: Numerical – User Entered AugCom Referral: No 

Tracking No# Numerical – User Entered Service Code: DDD/HCPC – User Selected 

Example - User selected value for ATC. 

Authorizations - Service Notifications columns. 
•  Tracking Number 
•  Service Code 
•  DDD Code 
•  Emergency 
•  Gender 
•  Age 
•  City 
•  Zip Code 
•  County 
•  Vendor Call Start Date 
•  Vendor Call Close Date 
•  Units Requested 
•  Negotiated Rate 
•  Has Multiple Requests 
•  TPL 
•  Medicare 
•  AugCom Referral 

All columns are sortable by ascending or descending order. 
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uthonzat1ons service Not1ficat1ons 

Miil!J...M.eD.U service Notifications ~ Declined Reauests Acknowledge Auths B.o.a.!..lilltb service Notifications without resoonses 
C) Following is the list of notifications/requests awaiting your response. To send a response to the consumer or to view the details of the request, please dick on the 'View Detai ls' link. 

Emergency: 1Serect0 Gender: ISerect B Age Range: ISe1ectE] City: !Select E] Zip COde: !Select ~ county: !Select 0 Vendor call Start Date: !Select E] Unit s Requested: 

Augcom Referral: ISe1ectQ Tracking No# Seivice COde: @ooo O HCPC ~ 

~ ~ 202013342510 T2017 HAH No 

0 ~ 202113342553 T2017 HAH No 

0 ~ 202113342561 T2017 HAH No 

~ View Details 202113342564 T2017 HAH No 

Reason : I NONE [_v] 

-I 
(Max 1500 characters) 

Return Submit 

M 12 El Mirage 853 35 

7 San Tan Valley 85143 

Gilbert 85295 

14 Gilbert 85298 

MARICOPA 12/21/2020 

PINAL 01/14/2021 

MARICOPA 01/14/ 202 1 

MARICOPA 01/14/2021 

11/ 16/2021 

08/28/ 2021 

01/ 17/ 2022 

12/28/2021 

20 .00 

168.00 

500.00 

200.00 

search II 

No 

No 

No 

No 

Clear 

Yes 

Yes 

Yes 

No 

No No 

Yes No 

No No 

Yes No 

No 

No 

No 

No 

202113342566 

202113343580 

Reason: ~•~~rc~~~~~~n.MJ1;"i:'"-----------------;=====::::!...-----------. 
DO NOT SERVE REQUESTED AREA Reason : I UNAVAILABll.flY TO MEET PREFERRED :_;J 
LOCATION 
MAX CAPACTTY REACHED Sub Reason : 
OTHER 
REQUESTED TIME FRAMES UNAVAILABLE 
RESOURCES/PERSONNEL UNAVAILABLE 

p 
START DATE NOT AVAJLASLE 

UNABLE TO MEET THE GUARDIAN/RESPONSIBLE PERSON'S EXPECTATIONS/CONDmONS 
UNABLE TO MEET THE MEMBER'S NEEDS 
UNAVAILABILITY OF QUALIFIED STAFF 
UNAVAILABILITY TO MEET PREFERRED TIME 

Department of Economic Security 
Division of Developmental Disabilities 

Project: Division of Developmental Disabilities Vendor Call 
Subject: Vendor Call Vendor’s User Manual 
Doc ID: DDD-VC-000-001-Vendor Call-V2.3 

Version 1.0 

2.1 Authorizations Service Notifications - Single or Multiple Request Decline 
From the service notifications data grid, Users may select single or multiple requests to bulk decline. Sorting 
options may be used to present service decline criteria, e.g. service areas which the Vendor may not serve. 
Note: Has Multiple Requests column header will determine the request type. 

•  Single decline = No 
•  Multiple decline = Yes 

Users may select all records simultaneously to bulk decline multiple requests. 

Checkmarking the View Details check box will update the screen presentation to include Reason, Sub-reason 
and Notes for the single or multiple request decline. 

Users may Return (button) to the Service Notifications screen or Submit (button) a Service Notification response. 
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Au thon zallon s Service Not1hcaho n De ta ils 

~ Sccvice NPti6catioos Pcod,og Auths Pcd,os:d Beaucsts Ac:fsnowlcdoc Auths EinA!..&4tl1 Sccv,ce Nohficahons wrthout ccsoooses 
() Please review the detailed notific:atton received from the consumer. () Send response to the consumer's reQuest. 

Emergency : No 
Age: 9 
City: Chandler 

Gender : M 

~~;;;;~nt : O - ACUTE svs, 00 IN Residence: 01 • HOME 

Service Requested : S5125 
Units: Requested : 200.00 
VendorCall Start Dat e : 
01/12/2021 

ODD Code: ATC 
Unit Type: H 
VendorCall Clo se Date : 
01/17/ 2021 

Tracking Number: 202113358851 Primary Diagnosis: Autism 

Negotiated Rate Flag : No Worker Gender Preference : No 
Preference 

language Preference : ENGLISH 
Service Oates: 01/11/ 2021 - 05/ 31/ 2021 

Notes: 

Support Co• 
Ordinator: 

THIS NOTE IS MASKED 

PAULA &AUER 

O ves, I can provide this service 

0 No, I can't provide this service 

Level of Service: 

110.00 Hours/Week 

Days and Times 

"' 

( 602 ) 397 • 3384 
125 E Elhot Rd 
Chandler, AZ • 85225 
dddtcstinaOhve com 
SEAN ROMANS 

IM Tu w Th F k>2,oo PM 106,00 PM 

Supervisor 
Details: ( 602) 771 • 6001 

dddtestinaOltve com 
Special Needs : AUGMENTATIVE COMMUNICATION DEVICE 

family / Responsible Party has 01ven permission for 
contact information to be provided to Vendor who will 
need additional information regarding the member 
Lack of Judgment or difficulty understanding 
consequences 

Request Details : -
TPL Details: 
Medicar,e 
Details : 

Multiple Beauests Avtiloble 

Return 

!Ocotdlo and Gilbert Roads 1n south chandler 

Submit 

I 

Main Menu Service Notifications Pending Auths Declined Requests Acknowledge Auths Final Auths Service Notifica tions without responses 

() Please review the detailed notification received from the consumer. 

Emergency : No 
Age: 12 

City: El Mirage 

Service Requested : T2017 

Units Requested : 20.00 

VendorCall Start Date : 
12/21/2020 

Tracking Number: 
202013342510 

Negotiated Rate Flag : No 

Gender: M 

DOD Code: HAH 

Unit Type: H 

VendorCall Close Date: 
11/ 16/ 2021 

Service Oates: 12/25/2020 · 11/ 16/2021 

Support Co- Ordinator : LAVONNE GOLD 
( 602 ) 771 - 1700 

() Send response to the consumer's request. 

0 Yes, I can provide this service 

0 No, I can't provide th is service 

Service Frequency Assessed: (t.'o'o" Hours/Week 

Supervisor Details : 

11526 W Bell Rd 
Surprise, AZ · 85378-980 
dddtesting@live.com 

SANDRA TILLER 
( 602) 771 - 1700 
dddtestion@live com 

Member/Family Is willing to split authorization if only partial hours ar e available? No 

Days and Times 

Member Profile PDF 

Multiple Requests Available 

I Required IM ITime 102:00 PM 104:00 PM !Houston & Texas 

Return Submit 

I 

Authorization s Service Notification Details 

Version 1.0 

Department of Economic Security 
Division of Developmental Disabilities 
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Clicking the View Details hyperlink for a record within the Authorizations - Service Notifications screen will 
present details for the selected record. 

Note: there are screen change differences between V.1 and V.2 Authorizations - Service Notifications screens. 

(V.1 Screen – old version) 

(V.2 Screen – new version) 
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2.2 Authorizations - Service Notifications - View Details (Comparison) 

Please review the detailed notification received from the consumer – V.2 pic. Pg.8 

Fields common to both V.1 and V.2 
•  Emergency: 
•  Age: 
•  Gender: 
•  Service Requested: 
•  DDD Code: 
•  Units Requested: 
•  Unit Type: 
•  Vendor Call Start Date: 
•  Vendor Call Close Date: 
•  Tracking Number: 
•  Negotiated Rate Flag: 
•  Service Dates: 
•  Support Coordinator: 
•  Supervisor Details: 
•  Multiple Requests Available 

Fields unique to V.2 
•  Member Profile PDF 

Fields removed from V.1 and placed within the Member Profile PDF 
•  Placement: 
•  Residence: 
•  Primary Diagnosis: 
•  Language Preference: 
•  Worker Gender Preference: 
•  Notes: 
•  Special Needs: 
•  TPL Details: 
•  Medicare Details: 

Send response to the consumer's request - Section 

All fields remain common between V.1 and V.2 with the exception of V2 updates for: 
•  Availabilty Type 
•  Availabilty Time 
•  Level of Service: in V.1 has been updated to Service Frequency Assessed: in V.2 

Users may Return (button) to the Authorizations - Service Notifications screen or Submit (button) a Service 
Notification response. 
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Oisdaimer. f his report only contains the relevant information about this member. Changes can occur at anytime and the report Hill 
get updated according to the changes made by the ODO Staff. 

Member Information 

Vendor Call Tracking Number: 202013342513 

SC Name: 

Eligibility: LTC 

Primary OU.gnosis: Autism 

Placement: HOME AND COMMUN BASED SVS 

Medicare Details: 

TPL Details: 

Sup Name: 

Status: OPEN 

Other Diagnosis: About the Arizom• Health Care Cost Containment 
System (AHCCCS) Founded in 1982, the Arizona Health Care Co,t 
Containment System (written as AHCCCS and pronounced 'access') is 
Arizona's Medicaid program, a federal health care program jointty 
funded by the federal and state governments for individualq 
Residence: HOME 

Language Preference: ENGLISH Worker Gender Preference: Female 

Cross Streets: About the Arizona Health Care Cost Containment Syslem (AHCCCS) founded in 1982, the Arizona Health C 

Famity / Responsible Pany Information 

Fart1ily / Responsible Party Has Not Given Permission To Share The Contact Information, F1;1mily Will Oirectty Reach To 
Vendor Who Responded Yes 
Language Preference: OTHER • About the Arizona Health Care Cost Containment Sys 

Speech I Communication Needs 

• Augmentative Communication Device 

About the Arizona Health Care Cost Containment System (AHCCCS) 
Founded in 1982, the Arizona Health Care Cost Containment System (written as AHCCCS and pronounced 'access') is 
Arizona's Medicaid program, a federal health care program jointly funded by the federal and state governments for 
indMdual1 

• Sign Language 

About the Asizona Health Care Cost Containment System (AHCCCS) 
Founded in 1982, the Arizona Health Care Cost Containment System (written as AHCCCS and pronounced 'access') is 
Arizona's Medicaid program, a federal health care program jointly funded by the federal and state governments for 
individual2 

• Other Methods Used To Communicate 

About the Asizona Health Care Cost Containment System (AHCCCS) 
Founded in 1982, the Arizona Health Care Cost Containment System (written as AHCCCS and pronounced 'access') is 
Arizona's Medicaid program, a federal health care program jointly funded by the federal and state governments for 
individual) 

Version 1.0 

Department of Economic Security 
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Project: Division of Developmental Disabilities Vendor Call 
Subject: Vendor Call Vendor’s User Manual 
Doc ID: DDD-VC-000-001-Vendor Call-V2.3 

2.3 Member Profile PDF 

The Member Profile is a new enhancement for V.2 and represents a single point of access for Member details. 
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Autl>orlr,,tlons - Vl- Mul tlple Requests 

~ ~Noll'OI ..... ~,ngAuu,, DNfinfod~~ -'1,ttA&.tM ~ SHvl~--wrthoul~ 
C) FollOw,ng is Ille li,t d not,lla,t,onW~~ awart,ng your-· To send • response IO the CIWUlnf!r ot to v- tne oet,,,ls d IN! ~UHi. ple.ase di<tt on Ille "lh#;<.V oet,,,IS' int.. 

.~.. . .. ... .. - - . - .. - . .. . . . .. •• ,;11 . II. •• - -· .. . 
,,-.. ,__. ... 202013248632 S5125 ATC No M 9 O\lnclltr 852499676 ►IARJCOPA Wlll(2020 Oll/2J/2020 230.00 No OEQJNEO BY IIEIIIXlR 
V- OH•ll! 201812689025 T20l7 HAH No M 9 Chllnclltr 852499676 ~COPA 10,'04/2018 IQ/09/2018 171.00 No OEOJNED BY IIEIIIXlR 
.,- !>Halt 201812638883 S5150 ASP No M 9 O\lnclltr 852499676 ►IARJCOPA 08{1:)/2018 011.1111(2018 150.00 No OEQJNED BY V(Jl,()()R 

~!>Halt 201812695178 S5150 ASP No M 9 Chllnclltr 852499676 ►IARJCOPA 10,'04/2018 IQ/09/2018 100.00 No OEQJNED BY IIEIIIXlR 
u<.-OHU. 201812714n6 T20l7 HAH No ►I 9 Chllnclltr852499676►1ARJCOPA I 0{26(2018 IQ/)1/2018 171.00 No OEQJNEO BY IIEIIIXlR 
- OHtlt 2021133588◄2 T20l7 HAH No M 9 O\lnclltr 852499676 ►IARJCOPA 01/12/2021 0 1/17/2021 200.00 No PENDING VENDOR RESPONSI 
11\ew Dolak 20181271478◄ S5150 ASP No M 9 O\lnclltr 852499676 ►IARICOPA 10{26(2018 IQ/Jl/2018 100.00 No OEQJNED BY IIEIIIXlR 
,,_ · ~ ·- 201912970525 92507 Sl'T Yes M 9 CN,.-,.852499676►\ARJCOPA 11/19/2019 11/22/2019 25.00 No OEQJNED BY IIEIIIXlR 
,,.._ OHAk 202013(),14463 92507 Sl'T No M 9 CN,.-,. 852499676 ►IARJCOPA 05(1312020 05/111.12020 28.00 No OEQJNED BY VEMXlR ,~ ~·-- 202013246781 92507 Sl'T No M 9 Chllnclltr852499676►\ARJCOPA 08/17/2020 ORn>nn,n 15.00 No DEQJNED BY IIEIIIXlR 

I ~rn I 
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Member Profile detail categories include: 

•  Member Profile 
•  Family/Responsible Party Information 
•  Speech/Communication Needs 
•  Self-Care Needs 
•  Mobility Needs 
•  Transfer Needs 
•  Transportation Needs 
•  Mental Health, Behavioral and Lifestyle Risks 
•  Medical Needs 
•  Nursing Needs 
•  Additional Notes to Summarize the Member’s Needs and / or Abilities 

Note: Release of Member details requires Member agreement to participate in the Member Profile program. 

2.4 Authorizations – View Multiple Requests 

Clicking the Multiple Requests Available hyperlink within the Authorizations - Service Notifications Details 
screen will redirect the User to the Authorizations – View Multiple Requests screen. 

The User may view multiple service request details for a single Member. This feature is designed to streamline 
the daily workflow. 
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0 Send response to the consumer's request. 

® Yes, I can provide this service 

0 No, I can't provide this service 

0 Authorize at Vendor Level 

Select all applicable offices/sites: 

[,liffi&J.4iditb1,,19 

Estimated Start Date: 

Contact Name: 

Contact Phone Number: , 

Contact Email: Jdddtestin9@live.com 

V 

Service Frequency Assessed: jt.'oo Hours/Week 

Member/Family Is willing to split authorization if only partial hours are available? No 

Days and Times 

'. 
Required M Time 

Return Submit 

Houston & Texas 

Department of Economic Security 
Division of Developmental Disabilities 

Project: Division of Developmental Disabilities Vendor Call 
Subject: Vendor Call Vendor’s User Manual 
Doc ID: DDD-VC-000-001-Vendor Call-V2.3 

Version 1.0 

2.5 Authorizations - Service Notifications Details – Yes Response 

Selecting the Yes response will update the Authorizations - Service Notifications Details screen to present 
additional fields relevant for the Yes services response. 
Note: Please refer to the Glossary for the working definitions of the various “Availability Types” 

Additional Yes services response fields include: 
•  Authorize at Vendor Level 
•  Select all applicable offices/sites 
•  Estimated Start Date 
•  Contact Name 
•  Contact Phone Number 
•  Contact Email 

Users may Return (button) to the Authorizations - Service Notifications screen or Submit (button) a Service 
Notification response. 
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@ No, I can't provide t his service 

Reason: INONE 
MAX CAPACITY REACHED 
RESOURCES/ PERSONNEL UNAVAILABLE 
DO NOT SERVE REQUESTED AREA 
REQUESTED TIME FRAMES UNAVAILABLE 
OTHER 
UNABLE TO MEET THE MEMBER'S NEEDS 
UNAVAILABILITY OF QUALIFIED STAFF 
UNAVAILABILITY TO MEET PREFERRED TIME 
UNABLE TO MEET THE GUARDIAN/ RESPONSIBLE PERSON'S EXPECTATIONS/ CONDITIONS 
LOCATION 

C) Send response to the consumer's request. 

0 Yes, I can provide this service 

@ No, I can't provide this service 

Reason : I NONE 

V 

Service Frequency Assessed: jt.'oo Hours/Week 

Member/ Family Is willing to split authorization if only partial hours are available? No 

Days and Times 

'. 
Required M 02:00 PM 

Return Submit 

04:00 PM 
' .. 

Houston & Texas 

Department of Economic Security 
Division of Developmental Disabilities 

Project: Division of Developmental Disabilities Vendor Call 
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Version 1.0 

2.6 Authorizations - Service Notifications Details – No Response 
Selecting the No response will update the Authorizations - Service Notifications Details screen to present 
additional fields relevant for the No services response. 

Additional No services response fields include: 
•  Reason 
•  Reason Menu list 
Note: Please refer to the Glossary for the working definitions of the various “Availability Types” 

Note: If ‘No’ is selected, the response moves to the declined request queue. 
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Pending Authorizations ( 1 ) 

View notifications which are pending consumer's approval. 

uthonzatmns Pendmg Authonzatlons 

~ secvic;c Nobfi@tion;:. ~ Prdincd Beour;;'.'O; As;knpwlrdoe AIJths Final A11ths scrvic;e Notifications without rr:monsrrn 
0 Followino is the list of pending authorizations, which are 1w111tino consumer's response. If the consumer accepts, t hen the correspondirtg request w,ll appear in the authorization acknowledoement 11st. If the consumer ded,nes, then the co1Tespondino request will appear in the 

declined request list. 

ii 01/17/2021 202113358851 S5125 M 9 Chandler 8S249 MARICOPA 01/11/2021 05/31/2021 01/12/2021 01/17/2021 
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2.7 Authorizations - Pending Authorizations V.2 

A pending authorization is a service request a vendor has accepted and is now waiting for the consumer to 
accept or decline. 

The number (#) to the right indicates the number of new pending authorizations.  

Clicking the Pending Authorizations hyperlink redirects the User to the Pending Authorization screen.  

Authorizations – Pending Authorizations columns. 
•  Responded On 
•  Tracking Number 
•  Service Code 
•  DDD Code 
•  Emergency 
•  Gender 
•  Age  
•  City 
•  Zip Code 
•  County 
•  Service Start Date 
•  Service End Date 
•  Vendor Call Start Date 
•  Vendor Call Close Date 
•  Units Requested 
•  NegotiatedRate 
•  Has Multiple Requests 
•  TPL 
•  Medicare 
•  Aug. Com. Referral 
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Autnorizabons - Pending Authcnzation Det.ltls 

~ Sfrv:St N9t,~CftiOCJI ewL~ Ptd ctd Rt91dlll ~~ ~ $ft) Ct NOJ1'.Cftt9CI .,.<lt°'>tt '11~ 
0 Fo k, • ..;n9 ar• th. ctcaJs o' tr• ~ nd.ng 1uthoNllt>0n. C) Fo lo,-.·in.9 ar• dt. c•ca.Js o' tr• .-.sponu mat y04.J s.ant to u-• con11.1rNr. 

e,,_-gency : No Dat e: 01/17/ 2021 
Age : 21 Gender : M Tut Comments 
City: To-npe List of Offttts/ Sites Offered by Vendor : 
Semce Requested: 55125 DOD Code: ATC 
Units Requested : 1,00 Unit Type : H 
Semce Dates : 12/17/2020 - 12/16/2021 
VendorCall St.rt Date : VendorCall Close Dat e : 
12/17/ 2020 12/16.2021 
Traclting Nu mber : 202013342485 
Negotiated R.te Flag : No 
Support Co
Ordin11tor: ( 602 ) 828 - 1960 

120 W 1st A-. 
1-'u,, AZ - 85210-131 
cdc;uvnc;~ ivs-com 

Supe.rVi.sor 
Debils: ( 602 ) 828 - 1643 

cdCiff0"C~ Vt ,com 
'-'trr>r: Prc-"'t PQF 

!;21 Decline this Request 

Reason : l~[ll~liil: 

MAX CAPACITY REACHED 
RESOURCES/ PERSONNEL UNAVAI LABLE 
DO NOT SERVE REQUESTED AREA 
REQUESTED TIME FRAMES UNAVAI LABLE 
OTHER 
UNABLE TO MEET THE MEMBER'S NEEDS 
UNAVAILABILITY OF QUALIFIED STAFF 

S..-·c• Freqcency Assessec: 1.00 Hours'\l.eel< 

Mo-nber;F,mily ls "' 
O.ys •nd Times 

ttFVJJE,· 
!Su 

UNAVAILABILITY TO MEET PREFERRED TIME 

SHl,i I tttill11 
!06:00 AM 11:59 AM !1wot 

UNABLE TO MEET THE GUARDIAN/ RESPONSIBLE PERSON'S EXPECTATIONS/CONDITIONS 
LOCATION 

!;21 Decline t his Request 

Reason : UNABLE TO MEET THE MEMBER'S NEED v 

Su b Reason: 
PHYSICAL NEEDS 
ACCESSIBILITY NEEDS 
BEHAVIORAL NEEDS 
MEDI CAL NEEDS 
LANGUAGE/CULTURAL NEEDS 
SPECIALIZED TRAI NING NEEDS 

Department of Economic Security 
Division of Developmental Disabilities 

Project: Division of Developmental Disabilities Vendor Call 
Subject: Vendor Call Vendor’s User Manual 
Doc ID: DDD-VC-000-001-Vendor Call-V2.3 

Version 1.0 

Clicking the View Details hyperlink redirects the User to the Pending Authorization Details screen.  

Note: The “Following are the details of the pending authorization” section contents have been similarly 
updated to the Service Notifications Details screen. 

Electing to decline a request will present a form update which includes: 
•  Reason 
•  Reason menu list 
•  Sub Reason 
•  Sub Reason menu list 
•  Notes (*required) 
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Authorizations - Service Notification Details 

~ Service Notifications ~g....ruillJ.s ~Ufits ~i;;i.e..AYll!s ~ Service Notifications without resoJm&S 
C) Please review the detailed notificat ion received from the consumer. 

C) Following are the details of the pending authorization - Section 

Fields common to both V.1 and V.2 
•  Emergency: 
•  Age: 
•  Gender: 
•  Service Requested: 
•  DDD Code: 
•  Units Requested: 
•  Unit Type: 
•  Vendor Call Start Date: 
•  Vendor Call Close Date: 
•  Tracking Number: 
•  Negotiated Rate Flag: 
•  Service Dates: 
•  Support Coordinator: 
•  Supervisor Details: 

Fields unique to V.2 
•  Member Profile PDF 

Fields removed from V.1 and placed within the Member Profile PDF 
•  Placement: 
•  Residence: 
•  Primary Diagnosis: 
•  Language Preference: 

Emergency : No 
Age: 11 
City : Tucson 
Placement : H - HOME ANO 
COMMUN BASED SVS 

Gende r : M 

Residence : 01 - HOME 

Service Requested : 55150 DOD Code: RSP 
Units Request ed : 240.00 Unit Ty pe : H 
VendorCall Start Date : VendorCall Clo se Date : 
0 1/15/2021 01/20/2021 
Tracking Number : 202113362814 Primary Diagnosis : Autism 

Negotiated Rate Flag : No 
Worke r Gender Preference : No 
Preference 

Language Preference : ENGLISH 
Service Oat es : 01/15/2021 - 09/29/2021 

Notes: 
Support Co
Ordinator : 

Superv iso r 
Det a ils: 

( 480 ) 645 • 4091 
2001 W Camelback Rd 
Phoenix, AZ - 85015-742 
~g~ 

( 602 ) 509 • 1655 
~o~ 

Special Needs : Hand over Hand 
verbal Prompts 
Does not adjust well to change 
Other safety or self•help risks 

Request Deta ils : -
TPL Details : 
Medi care Det ail s 

t.Utlti.lllLf!&.auests Available 

() Send response to the consumer's request. 

0 Yes, I can provide this service 

0 No, I can·t provide this service 

Notes: {Max 1500 characters) 

Level o f Service: 
Day s and Times 

Su,M,Tu,W,Th,F,Sa 08:00 AM 06:00 PM 

Ret um 

5th St. & Swan 

Submit 

Version 1.0 

Department of Economic Security 
Division of Developmental Disabilities 

Project: Division of Developmental Disabilities Vendor Call 
Subject: Vendor Call Vendor’s User Manual 
Doc ID: DDD-VC-000-001-Vendor Call-V2.3 

2.8 Authorizations - Pending Authorizations V.1 
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Authorizations - Main Menu 

Var- r,•en1, Se-v ce •,oti"'cations ~nc: n51 Awtrs Ptd r'MI Rl!<l\i~J rc<no-.-, ec:ge ,.!;nhs f.-a Au:hs Se•,, ce oti~ca or,s ,-t»-91,t ".!1!?.2!lill ___ _ 

0 Dttl•Md RNlll-
Vlew ~uesu ded,ned by e.th!f" -mer or ll'Mdor. 

Authorizations - Declined Requests 

Main Menu Service Notifications Pending Auths Declined Requests Acknowledge Auths Final Auths Service Notifications without responses 

() Following a re the requests declined on or after 12/ 01/2020 . You can filter the results based on t he person who declined the request and the reason. To v iew the 
details of the request, p lease click the 'View Deta ils' link. 

Requests Decl ined By : lconsumerGJ Reason : I Preferred provide r identifi ed GJ 

. . .. .. • . . ' . .. ' . . ' . . . . . 
All V 

View Details 202013322705 12/11/2020 T2021 DTA No F 22 11/13/ 2020 01/30/ 2021 11/18/2020 451.00 No 
View Details 202013324074 12/03/2020 S5125 ATC No M 16 11/17/2020 04/03/ 2021 11/22/2020 1040.00 No 
View Details 202013338266 12/ 14/2020 S5125 ATC No M 33 12/ 09/ 2020 10/21/ 2021 12/14/ 2020 3888.00 No 
View Deta ils 202013322717 12/11/2020 A0120 TRA No F 22 11/13/2020 01/30/ 2021 11/18/2020 113.00 No 
View Details 202013325633 12/ 07/2020 S5150 RSP No M 7 11/18/2020 09/15/ 2021 11/23/2020 500.00 No 
View Details 202013339157 12/11/2020 S5125 ATC Yes F 41 12/09/2020 02/08/2021 12/12/2020 264.00 No 
View Details 202013323598 12/ 07/2020 S5150 RSP No F 27 11/16/ 2020 09/30/ 2021 11/21/2020 517.00 No 
View Details 202113342563 01/14/2021 T2017 HAH No F 14 01/14/202112/28/ 2021 12/28/2021 400.00 No 
View Details 202013334761 12/04/2020 T2017 HAH No M 9 12/ 01/2020 02/22/ 2021 12/ 08/2020 320.00 No 
View Details 202013324264 12/07/2020 S5125 ATC No M 9 11/17/2020 12/02/ 2020 11/22/2020 18.00 No 
View Deta ils 202013323570 12/07/2020 S5125 ATC No F 27 11/ 16/ 2020 10/23/ 2021 11/ 21/2020 1225.00 No 
View Details 202013330576 12/09/2020 T2021 DTA No F 32 11/25/2020 07/18/ 2021 11/30/2020 1360.00 No 
View Details 202013323596 12/07/2020 T2017 HAH No F 27 11/16/ 2020 10/23/2021 11/21/2020 256.00 No 
View Details 202013334771 12/04/2020 S5150 RSP No M 9 12/01/2020 02/22/2021 12/08/2020 69.75 No 

3 Authorization - Decline Requests 

Department of Economic Security 
Division of Developmental Disabilities 

Project: Division of Developmental Disabilities Vendor Call 
Subject: Vendor Call Vendor’s User Manual 
Doc ID: DDD-VC-000-001-Vendor Call-V2.3 

Version 1.0 

•  Worker Gender Preference: 
•  Notes: 
•  Special Needs: 

Following are the details of the response that you sent to the consumer- Section 

All fields remain common between V.1 and V.2 with the exception of V2 updates for: 
•  Availabilty Type 
•  Availabilty Time 
•  Level of Service: in V.1 has been updated to Service Frequency Assessed: in V.2 

Users may Return (button) to the Authorizations - Service Notifications screen or Submit (button) a Service 
Notification response. 

Clicking the Declined Requests hyperlink from the Authorization Main Menu, redirects the User to the 
Authorizations - Declined Requests screen. 

The Declined Requests queue displays details regarding the declined request. 
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Requests Declined By : ;consume 

Reason 

- .. 

Service no longer needed 
No Vendor Responses received - Escalation 
User Error 
Close - not assigned timely 
Closed - End of ISP Service Plan Year 

Version 1.0 

Department of Economic Security 
Division of Developmental Disabilities 

Project: Division of Developmental Disabilities Vendor Call 
Subject: Vendor Call Vendor’s User Manual 
Doc ID: DDD-VC-000-001-Vendor Call-V2.3 

3.1 Declined Requests Features 
Decline details can be filtered by Declined By and Reason using the related menu list. 
Menu options for Declined By: 

(No Change V.1 vs. V.2) 

Menu options for Reason: 

(Closed - End of ISP Service Plan Year - menu value is new for V.2) 

Authorizations - Declined Requests Columns 

•  TrackingNumber 
•  Responded On 
•  ServiceCode 
•  DDD Code 
•  Emergency 
•  Gender 
•  Age 
•  Service Start Date 
•  Service End Date 
•  Vendor Call Close Date 
•  Units Requested 
•  Negotiated Rate 

All columns are sortable by ascending or descending order. 
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Aulhor1.1dl1011s Oedmed Requesl Oeld1ls 

Mam Menu Service Not1ficat1ons Pending Auths Dechned Requests Acknowledge Auths fmal Auths Service Not1ficat1ons without responses 

C) Following are the details of the dechned request. Declined By : Consumer 

Emergency : No 
Age: 22 Gender : F 

City: Tempe Notification Date: 
Service Re quest ed : A0120 ODO Code: TRA 

Date : 12/11/2020 
Reason : Preferred provider identified 

Notes: 

Uni ts Requested: 113.00 Unit Type : T 

Service Oates: 11/13/2020 - 01/30/2021 

Member/Family Is wilting to split authorization if only partial hours are available? No 

Da ys and Tim es 

Vendorcall St art Dal e : 
11/13/ 2020 
Tr acking Number: 
202013322717 

Vendorcall Close Date : 
11/18/2020 I IM Tu w Th FIE Don Carlos and S IE Don cartos and S 108:00 AM Les 

' ' ' '·1craver lcraver I' I" 

Negotia ted Ra te Flag : No 

S upport Co
Ordinator: 

SuperVisor 
De tail s : 

Member Prnfile PDE 

( 602 ) 762 - 8487 
1951 w camelback Road 
Phoenix, AZ - 85015 
dddtesting@live.com 

( 602} 762 - 8219 
dddtestma@hve com 

Autho rizations - Declined Request Details 

t:wn..1:1mll Service Notifications fmstino..A.u..tb.i Declined Rea~ ~o~ ~ Service Notification:- without resQQ!lill 
C) Following are the details of the declined reQuest. Declined By : Consumer 

Emergency : No Date: 12/ 11/2020 
Age : 22 Gender: F Reas on : Preferred provider identified 

City: Tempe 

Placement : H - HOME ANO 
COMMUN BA.SEO SVS 
ServiQe Requested : A0120 

Notification Date: 

Res idence : H • HOME 

000 Code: TRA 
u nits Request ed : 113.00 u nit Type : T 

Service Dates: 11/13/2020 - 01/30/ 2021 

Notes : 

Level of Service: 
Days and T imes 

Return 

Ives 

'' .. 
104:00 PM IE Don Carlos and S IE Don Carlos and S 
I' Craver Craver 

VendorCa ll Start Date : 
11/ 13/ 2020 

Vendor Call Close Date : 
11/ 18/ 2020 

IM.Tu.WTh FIE Don Carlos and S le Don Carlos and S loa:oo AM 
t:..:.~.:.' ' ' ·1craver Craver _.[ 1

0-4:00 PM E Do n Carlos and 5 ~Don, Carlos and S 
Craver Cr.ver ---~---~~~ -

Tracking Number : 2020133227)] 6r!::,?ii Diagnosis: Intellectual 

Negotiated Rate Flag : No 

Language Preference : ENGLISH 

Not es : 

Worker Gender Prefer ence : No 
Preference 

Special Need s : 
Support Co
Ordinator: 

Supervisor 
Details : 

Request Details : 

( 602 ) 762 - 8487 
200 I W Cam elback Rd 
Phoenix, AZ - 85015-7◄2 
~o~ 

( 602) 762 - 8219 
~o~ 

Return 

V.1 

Department of Economic Security 
Division of Developmental Disabilities 

Project: Division of Developmental Disabilities Vendor Call 
Subject: Vendor Call Vendor’s User Manual 
Doc ID: DDD-VC-000-001-Vendor Call-V2.3 

Version 1.0 

Clicking the View Details hyperlink on the Declined Requests queue displays details regarding a specific 
declined request. 
V.2 

Again, version changes are limited to those fields moved to the Member Profile e.g. Special Needs, Notes, 
Placement, etc. 

Additional columns for Availability Type and Days have been added in V.2 

Users my Return (button) to the Authorizations - Declined Requests queue after detail review. 
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Aut h orizatio ns - M a i n M enu 

Main Menu Service Notifications Pending Auths Declined Requests Acknowledge Auths Final Auths Service Notifications without responses 

C) Acknowledge Authorizations( 62 , 0 , 3 4 ) 

New or modified authorizations awaiting your acknow ledgement. The numbers next to the link indicate the 
total number of new authorizations and the total number of modified authorizations respectively. 

Authorizations - Acknowledge Authorizations 

Main Menu Service Notifications Pending Auths Declined Requests Acknowledge Auths Final Auths Service Notifications without responses 

C) Following are!'New Authorizations'!that need your acknowledgement. Please click on the consumer name link to view the details of the 
authorization. After acknowledgement the record(s) will be added to final authorization list . 

n . ... 111. . ;. ~ n . .. . . I r. · 

□ Member T2019 GSE ByPass Provider 2080.00 

□ Member T2021 DTA ByPass Provider 1248.00 

□ Member T2021 OTA ByPass Provider 2040.00 

□ Member T2021 OTA ByPass Provider 2040.00 

□ Member T2021 OTA ByPass Provider 2080.00 

□ Member T2021 OTA ByPass Provider 2040.00 

Acknowledge 

C) Following are thej'New Authorizations' for HSK,ATC,HAH & HAI servicesjthat need to be acknowledged with in 3 Business days to be able to provide 
the service. These consumers have chosen 'Agency with Choice' 

(No New AWC Authoriza t ions!( 

C) Following are t he ~ uthorizations which were modified by the consumer(and are awaiting your acknowledgement. Please click on the consumer name 
link to view the details of the authorization. After acknowledgement the record(s) will be added to final authorization list. 

r ■ Consumer Name ~ S~~~e g?ci~ ~ Status ~ Units Authonzed ~~:~ E
st

' r;;:~:d 

□ Member T2016 HAB ByPass Closed Provider 366.00 353.00 10/06/2019 

□ Member ODI030 RRB ByPass Closed Provider 366.00 366.00 10/06/2019 

D Member T2017 HAH 6yPass Closed Provider 490.00 305.50 12/06/2019 

□ Member T2016 HBA ByPass Closed Provider 366.00 338.00 11/29/2019 

□ Member ODI031 RBO ByPass Closed Provider 366.00 338.00 11/29/2019 

□ Member ODI031 RBO ByPass Closed Provider 0.00 

□ Member T2016 HAB ByPass Open Provider 341.00 

□ Member T2021 OTA ByPass Closed .l'rovider 0.00 

Acknowledge 

4 Authorization - Acknowledge Authorizations 

Department of Economic Security 
Division of Developmental Disabilities 

Project: Division of Developmental Disabilities Vendor Call 
Subject: Vendor Call Vendor’s User Manual 
Doc ID: DDD-VC-000-001-Vendor Call-V2.3 

Version 1.0 

Clicking the Acknowledge Authorizations hyperlink from the Authorization Main Menu, redirects the User to the 
Authorizations - Acknowledge Authorizations screen. 

The Acknowledge Authorizations queue displays details regarding 'New Authorizations', 'New AWC 
Authorizations' for HSK, ATC, HAH & HAI services as well as ‘Authorizations which were modified by the 
Member’. 
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All Acknow ledgements m ust have a n estimated start date 

• . -
~ Member Name T2019 GSE 

Acknowledge 

Authonzabons - New Authorwzabon Details 

Main Menu Service Notifications Pending Auths Declined Requests Acknowledge Auths Final Auths Service Notifications without responses 

€) Following are the details of the authorization. If you are the authorized person, you may acknowledge the authorizlltion 
by dicking 'Acknowledge' button. 

Consumer Details 

Name: 

ASSISTS ID: 
AHCCCS ID: 

Gender: 

Phone No: 
View Medical Coveraae & Waiver Information 
Authonzed Service Details 

Service: 

DDD Code: 

Office/Site : 

Authorized Units : 

Paid Units: 

Available Units: 

Unit Type: 

Service Oates: 
Tracking Number: 

VendorCall Dates : 

Negotiated Rate : 

FOCUS ID: 

Date of Birth: 
Age: 
Address: 

Eligibility: LTC 

T2019 

GSE 

2080.00 

0 

2080.00 

HOUR 

11/30/2020 • 11/29/2021 

No 

Estimated Start Date:------------------1=;-----m 

Support Coordinator : 

Supervisor Details : 

Member Profile PDF 

Service frequency Assessed: fio.oo Hours/Week 

( 602 ) 771 • 8888 
4622 W Indian School Rd 
Phoenix, AZ• 85031-283 
dddtesting@live .com 

( 602) 771 • 8888 
dddtestina@live com 

Member/Family Is willing to split authorization if only partial hours are available? No 

Return Acknowledge 

Department of Economic Security 
Division of Developmental Disabilities 

Project: Division of Developmental Disabilities Vendor Call 
Subject: Vendor Call Vendor’s User Manual 
Doc ID: DDD-VC-000-001-Vendor Call-V2.3 

Version 1.0 

4.1 Estimated Start Date 

Users cannot simply checkmark a Member and click Acknowledge as this will generate a 
system error. 

Users must first select the needed Member by clicking the Member Name hyperlink. This will 
redirect the User to the Authorizations - New Authorization Details screen, where the User may 
view authorization details, enter the “Estimated Start Date” and acknowledge the authorization. 

Note: Acknowledged authorizations will be added to Final Authorizations queue. 
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Authorizations - Main Menu 

Main Menu Service Notifications Pending Auths Declined Requests Acknowledge Auths Final Auths Service Notifications without responses 

<) Final Authorizations 

View details of final authorizations. 

Authorizations - Final Authorizations 

Main Menu Service Notifications Pending Auths Declined Requests Acknowledge Auths Final Auths Service Notifications without responses 

Please use the following criteria to 
search. (For name search use 0%' for 
wildcard searching.) 

Status : I Open G 
Type: IAII GJ 
Service: IAII ~ 
Start Date : I Iii 
End Date: I lfflll 
FOCUS ID: 

Assists ID: 

Consumer 
First Name: 

Consumer 
Last Name: 

Vendor Call 
Tracking ID: 

Office/Site : 

IAII 

Support Coordinator: 

IAII G:] 

I Search 11 dear 

G 

C) Following are the final service authorizations. Initial results are based on default 
search criteria, to change the results alter search criteria. Please click on the 
consumer name link to view the details of the authorization. 

4 
Member Name T2019 GSE Open ByPass20 s 

6 

ByPass36j~ Member Name DD030 RRB Open 

19 
Member Name T2016 HAB Open ByPass 365:'00 

Member Name T2016 HAB Open ByPass 366.00 

Member Name DD030 RRB Open ByPass 366.00 

MemberName 00030 RRB Open ByPass 365.00 
V 

5 Authorization - Final Authorizations 

Department of Economic Security 
Division of Developmental Disabilities 

Project: Division of Developmental Disabilities Vendor Call 
Subject: Vendor Call Vendor’s User Manual 
Doc ID: DDD-VC-000-001-Vendor Call-V2.3 

Version 1.0 

Clicking the Final Authorizations hyperlink from the Authorization Main Menu, redirects the User to the 
Authorizations - Final Authorizations screen. 

The Final Authorizations queue displays filtering, sorting and details regarding finalized authorizations. 

Initial presentation results are based on default search parameters of: 
•  Status: (Open | Closed | ALL) = Open 
•  Type: (Regular | Bypass | ALL) = ALL 
•  Service: (DDD services A-Z | ALL) = ALL 
•  Office/Site: (Vendor Sites Alphanumeric | ALL) = ALL 
•  Support Coordinator: (SC’s Alpha | ALL) = ALL 

To facilitate User workflow, counts for Records Displayed and Total Records are displayed 
as well as the Go to Page picklist. 
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Authorizations - Final Authorization Details 

Main Menu Service Notifications Pending Auths Declined Requests Acknowledge Autns Final Auths Service Notifications without responses 

0 Following are the details of the current autnorization. 

Consumer Details 

Name: 
ASSISTS ID: 
AHCCCS ID: 
Gender: 

Phone No: 
View Medical Coverage&. Waiver Information 

Authonzed Service Details 

Service: 

DDD Code: 

Office/Site : 

Authorized Unit s : 

Paid Units: 

Available Units : 

Unit Type: 

Service Dates: 

Tracking Number : 

VendorCall Dates : 

DD030 

RRB 

365.00 

187.00 

178.00 

DAY 

05/06/2020 - 05/05/2021 

Negotiated Rate : No 

Support Coordinator : 

Supervisor Details : 

Member Profile PDF 

( 602 ) 828 - 1539 
120 W 1st Ave 
Mesa, AZ - 85210-131 
dddtesting@!live.com 

l b02 / 828 - 1849 
ddcftesting@tive com 

FOCUS ID : 
Date o f Birth : 
Age: 
Address: 

Eligibility: LTC 

Member/Family Is willing to split authorization if only partial hours are available? No 

Days and Times 

Return 

Department of Economic Security 
Division of Developmental Disabilities 

Project: Division of Developmental Disabilities Vendor Call 
Subject: Vendor Call Vendor’s User Manual 
Doc ID: DDD-VC-000-001-Vendor Call-V2.3 

Version 1.0 

To further refine the default search results, Users may additionally incorporate: 

•  Start Date: 
•  End Date: 
•  Focus ID: 
•  ASSISTS ID: 
•  Consumer First Name: 
•  Consumer Last Name: 
•  Vendor Call Tracking ID: 

Note: No Final Authorizations queue changes V.1 vs. V.2 

Selecting the Member Name hyperlink within the search criteria will redirect the User to the 
Final Authorizations Details screen. 

5.1 Final Authorization detail screen 
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Authorizations - Medical Coverage & Waiver Information 

Consum e r Name: ASSISTS ID: 

Medical Coverage 
t • • I• I. ., • 1 • • I 

MEDICARE MEDICARE 
HMO 

MEDICARE MEDICARE 
HMO 

MEDICARE Ml;Ql~ABI; 

◄ 
7 records 

Waivers 

••• .. . 1_1 __ 1 1 __ I ,. _ -Ji t _1_1' I _ I• 

No records found 

Return 

UNITEDHEALTHCARE 

UNITEDHEALTHCARE 

UNITEDHEALTHCARE 

. . . 

FOCUS ID: 

. ... 

.... 

.... 

► 

Version 1.0 

Department of Economic Security 
Division of Developmental Disabilities 

Project: Division of Developmental Disabilities Vendor Call 
Subject: Vendor Call Vendor’s User Manual 
Doc ID: DDD-VC-000-001-Vendor Call-V2.3 

In addition to final authorization details, the Final Authorizations Details screen provides access 
to the Member’s medical coverage & waiver information via the View Medical Coverage & 
Waiver Information hyperlink. 

Clicking the View Medical Coverage & Waiver Information hyperlink will redirect the User to the 
Authorizations - Medical Coverage & Waiver Information screen. Member relevant Medical 
Coverage details are presented for: 
•  Coverage Type 
•  Insurance Company 
•  Effective Date 
•  End Date 
•  Policy/Medicare No. 
•  Group No. 
•  Policy Holder's Name 
•  MCID (AHCCCS issued Insurance Master Carrier ID) 

Member relevant Waiver details are presented for: 
•  DDD Service Code 
•  Insurance Company 
•  Waiver Start Date 
•  Waiver End Date 
•  MCID (AHCCCS issued Insurance Master Carrier ID) 
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MEDICARE HMO 

Return .... 

◄ ► 

Authorizations - Main Menu 

(without 

Department of Economic Security 
Division of Developmental Disabilities 

Project: Division of Developmental Disabilities Vendor Call 
Subject: Vendor Call Vendor’s User Manual 
Doc ID: DDD-VC-000-001-Vendor Call-V2.3 

Version 1.0 

Selecting the Medicare HMO hyperlink presents a child dialog box with carrier specific details 
for: 

•  Insurance Co Name: 
•  Address: 
•  City / State: 
•  Zip: 
•  Phone No.: 

User may return to the Authorizations - Medical Coverage & Waiver Information screen by 
clicking Return (button). 

Clicking the Service Notifications without responses hyperlink from the Authorization Main Menu, redirects the 
User to the Non-Response Report screen. 
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6 Service Notifications without responses 



Non Response Report 

Main Menu Service Notifications Pending Auths Declined Requests Acknowledge Auths Final Auths Service Notifications without responses 

Vendor Call Start Date: jol/01/ 2020 ffl 
Vendor Call End Date: jol/01/ 2021 ffl 

---------
Service Code: 0 DDD O HCPC I 

Requested Units >=: j1 

Report Format: ,..I P-D-F---,G-v"'"' 

Generate Report Clear 
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6.1 Non-Response Report 
Users may generate service notification reports for all services or a service specific report. 

Leaving the Service Code: field empty will return all service notifications without a response for a specified time frame. 

Available report formats. 

6.2 All services report example 
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Non Response Report 

Main Menu Service Notifications Pending Auths Declined Requests Acknowledge Auths Final Auths Service Notifications without responses 

Vendor Call Start Date: 101/01/2020 lfflll 
Vendor Call End Date : lol/Ol/2021 lfflll 

Service Code: @ ODO O HCPC '"'IA""'T""c ______ _ 

Requested Units >=: It 
Report Format: .-I P_D_F_G]_v_ 

Generate Report Clear 

tbthtt 
D f P-'RTMFNT OF F.CONQMIC fCURIT, J_,.,..,,.,,,J __ 
Division of Developmental Disabilities 

Service Notification Without Responses 

Tracking Number V"ndor Call Start v .. ndor Call End S..rviC<! Start Cate S..rvice End Date DOD S..rvice Code HCPC Service Code Requested Units 
Date Date 

202013073647 01/02/2020 01/0512020 0-1/02/2020 10/02/2020 ATC S5125 285.00 

202013073666 01/02/2020 01/0512020 0-1/02/2020 02/13/2020 ATC S5125 58.00 

202013074637 01/03/2020 01/06l2020 01/03/2020 09,'08/2020 ATC S5125 3·132.00 

20201307(}203 01/07/2020 01/ 12/2020 0-1/07/2020 03/17/2020 ATC S5125 504.00 

20201307(}208 01/07/2020 01/ 12/2020 0-1/07/2020 11/30/2020 ATC S5125 1836.00 

202013076656 01/07/2020 01/ 12/2020 01/07/2020 03127/2020 ATC S5125 333.00 

202013077081 01/0&l2020 01/ 13/2020 0-1/08/2020 10/29/2020 ATC S5125 440.00 

202013077253 01/08/2020 01/ 13/2020 0-1/08/2020 08/20/2020 ATC S5125 1200.00 

202013078625 01/09/2020 01/ 1412020 10/31/2019 08/22/2020 ATC S5125 294.00 

202013078817 01/09/2020 01/14/2020 01/09/2020 03/19/2020 ATC S5125 545.00 

202013079227 01/09/2020 01/ 1412020 07/20l2o-19 07/19/2020 ATC S5125 1092.00 

202013079289 01/09/2020 01/ 14/2020 01/08/2020 03/31/2020 ATC S5125 120.00 

20201307G667 01/10/2020 01/ 15/2020 01/10/2020 10/04/2020 ATC S5125 200.00 

Page 1 of 11 Report Date: 1/19/2021 

Version 1.0 

Department of Economic Security 
Division of Developmental Disabilities 

Project: Division of Developmental Disabilities Vendor Call 
Subject: Vendor Call Vendor’s User Manual 
Doc ID: DDD-VC-000-001-Vendor Call-V2.3 

Providing a specific service code will return the notifications for a specific service without a response, for a specified time 
frame. 

6.3 Specific service report example 

Users may elect to Generate Report (button) or Clear (button) as appropriate. 
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Term Definition 

Focus Focus is a web-based system used by DDD staff to capture and store data on DDD 
consumers, vendors, service authorizations and payments. 

Vendor/Provider 
An individual or organization which provides services to DDD and ALTCS eligible 
consumers. The Vendor/Provider may have one or multiple sites which must be monitored 
for compliance of the standards and rules set forth by the State of Arizona. 

Flexible 

The Days and/or times a member is available to receive the service hours specified, with a 
start/end time determined between the Qualified Vendor and member/responsible person. 

Note: A combination of flexible and/or required must meet the assessed need, unless a 
split authorization is specified by the member/responsible person 

• The scheduled time frame may be greater than service delivery hours; however, 
service delivery hours may not exceed the assessed need 

Required 

The Days and/or times a member must receive a specific service. 

Note: A combination of flexible and/or required must meet the assessed need, unless a 
split authorization is specified by the member/responsible person 

• The scheduled time frame may be greater than service delivery hours; however, 
service delivery hours may not exceed the assessed need 

No availability Days and/or times a member will not be available receive a specific service. 

Vendor Call The Divison’s invitation to Qualified Vendors to submit a response indicating their availability 
to provide a service(s) for a specific member(s), based on the assessed need(s). 

•  SC or District Nurse who issued the vendor call 

•  DDD Customer Service Center – 1.844.770.9500 

•  DDDCustomerServiceCenter@azdes.gov 

•  Focus Helpdesk – 602.771.1487 
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8 Help Resources 

mailto:DDDCustomerServiceCenter@azdes.gov
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