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OVERVIEW for LOC  

The Level of Care (LOC) system is designed to process and manage developmental disabilities level of 

care determinations for persons seeking enrollment in DODD’s home and community based services 

(HCBS) Waivers and admissions to an intermediate care facility for individuals with intellectual 

disabilities (ICF/IID).  

  

PURPOSE 

The purpose of this User Guide is to provide a detailed list of functionality and guidance – based on 

functional roles -- that can be performed by state or non-state operated Intermediate Care Facilities 

(ICF/IID) user.  The users upon LOC certification as an ICF evaluator by DODD can submit and manage 

level of care assessments for individual’s admission to an ICF. The LOC Process is required for ICFs for 

using the LOC assessment tool for determining ICF Eligibility for individuals in their facilities. 

 

PREREQUISITES 

In order to access the LOC System, users must have a registered account with DODD before accessing 

the LOC application.  

It is advised to use Internet Explorer (version 10 or higher) or Google Chrome. 
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Disclaimer - All data in this document is fictitious 

and/or redacted 
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ICF Roles 

1. Provider (CEO)  

Login 

1. Open your browser (internet explorer or chrome) 

2. Enter your User Name and Password 

 

3. Login in as an CEO of the Agency  
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Dashboard 
4. You will see CEO Dashboard 

5.  You can view all ICF facilities that you own or operate. 
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Create Delegator 
6. As a CEO you have the ability to create & invite a 

Delegator to perform activities on behalf of you. To invite 

a delegator click on ‘Create Delegator’ button. 
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7.  Enter First Name, Last Name & Email Address of the 

delegator and click on ‘Create’ button. This will send an invite 

to the email address provided to register as a Delegator and 

will give access to their dashboard once they complete their 

invitation process. 
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Assign Delegator 

8. As a CEO, you also have an ability to give or restrict access 

to facilities you own to Delegators & Evaluators.  

Select list of facilities and click on ‘Assign Delegator’ 

button. 

 

 

 

9. A popup will open to let you select the Delegator that you 

previously invited. Select the Delegator and click on 

‘Assign’ button to give access to that Delegator. When this 

Delegator logs in he/she will see the facilities that you 



 

 

9 ICF LOC User Guide 

J
u

ly
 1

,
 2

0
1

5
 

have given access to. You can also assign an Evaluator in 

the similar fashion. 

Note: You can only assign one Delegator to one facility but 

you can assign multiple Evaluators to a Facility. 
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Assign Evaluator 

 

Facility Dashboard 

10. Click on the Facility Name to get a more detail 

information about the facility, where it will provide the list 

of individuals live in that facility. 
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11. Click on the Facility Name to get a more detail information 

about the facility, where it will provide the list of individuals 

live in that facility. 

 

 

Remove Delegator Access  

12. To remove access to the Delegator to the facility click 

on the red X button, which will ask you confirmation 

before it disassociates. 



 

 

12 ICF LOC User Guide 

J
u

ly
 1

,
 2

0
1

5
 

 

 

Assign Multiple Evaluators 

13. You can also assign multiple evaluators here.  

1. Click on ‘Assign Evaluator’ button. 
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2. It will open a popup to select from a list of Evaluators. 

Select the Evaluator and click on ‘Assign’ button.  

3. You can repeat the steps a & b to assign multiple 

evaluators. 
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Remove Evaluator’s Access 

14. You will be given a ‘Remove’ button right next to the 

in the Assigned Evaluator to remove access to the Facility 

for the Evaluator. 

 

 

 

Individual Profile 

15. Click on the Individual Name to see the details of the 

Individuals information. 
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2. Delegator (Management Contractor) 

Login 

1. Open your browser (internet explorer or chrome) 

2. Enter your User Name and Password 

3. Login in as Delegator of the Agency  

Dashboard 

4. You will see Delegator Dashboard 
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6. You can view all ICF facilities that the CEO has assigned to 

you on behalf of him. 
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Assign Evaluator 

7. As a Delegator you have the ability to assign Evaluators to 

the Facilities where the individuals live so that the 

Evaluators can start and process the Level of Care for the 

Individuals. 

8. Select list of Facilities and click on ‘Assign Evaluator’ 
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Facility Dashboard 

9. Click on the Facility Name to get a more detail information 

about the facility, where it will provide the list of 

individuals live in that facility. 

 

10. Click on the Facility Name to get a more detail 

information about the facility, where it will provide the list 

of individuals live in that facility. 
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Assign Multiple Evaluators 

11. You can also assign multiple evaluators here.  

1. Click on ‘Assign Evaluator’ button. 

 

2. It will open a popup to select from a list of Evaluators. 

Select the Evaluator and click on ‘Assign’ button.  

3. You can repeat the steps a & b to assign multiple 

evaluators. 
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Remove Evaluator Access 

12. You will be given a ‘Remove’ button right next to the 

in the Assigned Evaluator to remove access to the Facility 

for the Evaluator. 

 

 

Individual Profile 

13. Click on the Individual Name to see the details of the 

Individuals information. 
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3.  ICF Evaluator  

Login 

1. Open your browser (internet explorer or chrome) 

2. Enter your User Name and Password 

3. Login in as an ICF Evaluator 

Dashboard 

4. You will see Evaluator Dashboard 

 

I. You can view all the facilities you are assigned to as 

Evaluator 

 

II. Can view all the alerts under the Alerts tab 
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III. Can view the list of LOCs marked as incomplete by 

RPS2 under the Incomplete LOCs Tab 

 

Facility Dashboard 

5. Click on the facility you need to work on from your 

dashboard 

 

6. You will see following items on your Facility Dashboard 

I. List of all individuals in that facility. Facility has read 

only access to the individuals who have the eye icon 

next to them; which means you cannot yet complete 

a level of care assessment for those individuals and 

RPS2 have to associate that individual with your 

facility to give you full access for those individuals.  
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II. Search for individual by typing name in search box;    

Individual record will show up if individual exist in 

your facility 

III. All submitted consents for that facility  



 

 

29 ICF LOC User Guide 

J
u

ly
 1

,
 2

0
1

5
 

 

IV. Can create a new consent  

Create Consent 

7. To admit an individual in your facility  need to submit an 

individual  consent to DODD 

I. Click on the Create New Consent button from the 

Facility dashboard 

 

II. Download Consent Template 
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III. Template will open in new window  save the 

blank consent on your computer by clicking on the 

save icon on the template fill the information on 

form print it  scan it and upload this document 

on consent form 

 

IV. Enter the required fields on consent form  
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V. Click on Submit Button on bottom of the consent 

form to submit consent to DODD 

 

VI. Once you hit Submit  you will be back on the facility 

dashboard 

VII. You can search  hit enter  View the submitted 

consent under the submitted consents view 
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Individual’s Read-only Access  

VIII. You will have read only access to individual (will have 

an eye icon next to it) once DODD RPS2 receives the 

submitted consent and links the individual record 

with consent 
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IX. You can only access individual’s profile and their 

existing LOCs and LOC related documents in read 

only mode with read only access.  
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Admission NICS 
 

8. To admit an individual in your facility  you also need to 

Complete/submit an Admission NICS to DODD to admit 

individual in your facility. This will only be required in the 

event the individual has an existing LOC or individual 

record in DODD’s systems (meaning the Individual is new 

to DODD). 

I. Click on the Admit NICS Tab on Individuals page 

 

II. NICS Admission form will open. Information you 

submitted on consent will pre populate. Enter 

required information on Admission NICS form and 

click on Submit button to Submit to DODD 
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Note: You can also create and submit Admission NICS 

through the following process. 

 

9. Submit Admission NICS form to DODD to Admit Individual 

in your facility  

I. Select the NICS Tab from the facility Dashboard to 

access Admission NICS form  
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II. Click on Create Admission NICS to create a new 

Admission NICS 

 

III. Enter required fields on Admission NICS, Complete 

the NICS attestation and Click on Submit button to 

Submit to DODD 
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Individual’s Full Access 

10. You will have full access to individual once DODD RPS2 

accepts the admission NICS (no eye icon) and associates 

the individual with your facility 
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11. To select individual, click on individual to select 

individual from facility individuals list; You can view 
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I. Individual’s Profile 

II. Eligibility management  

III. Individual’s current and previous Level of Cares 

IV. Individual’s Documents by year folder 

V. Their Submitted Jail/Hospital or Bed Hold NICS 

VI. Can submit Jail/Hospital or Bed Hold NICS 

VII. Can submit Discharge NICS 
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Eligibility Management 

12. Click on the Eligibility Management Tab to start the 

eligibility process for this individual  

 

13. Enter individual’s Eligibility Information and Save 
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1) Assessment Reason = will be displayed as ICF by 

default 

2) Age of Assessment – will be displayed for you  

3) LOC Status – will be displayed for you 

4) Assessment Date = can be todays or past date – it’s 

the date when you got this information  from 

individual 

5) Proposed Admission Date – Enter the admission 

date you want for this individual  

6) Location for Initial Visit – Enter the location where 

you met the individual to capture this information. 

i.e – Home or office 

7) Location Address – enter the address of visit 

8) Best way to communicate – Enter what’s the best 

way to communicate with the individual – Email or 

text 

9) LOC Effective and LOC End Dates will be displayed 

when available 

10) Click Save – you will be back on the Eligibility 

Management Screen 
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Create Level of Care (LOC) 

14. Create LOC (first LOC for individual will be Initial Type; 

any LOC after the Initial LOC will be Change Of Condition 

Type) 

 

15. Start entering LOC information under the following Tabs 

to Complete and Submit the LOC Tool  

16. Information Tab – Enter the General information, 

Clinician’s information and answer all LOC questions on 

this tab. All fields on LOC are REQUIRED to complete LOC 

Enter General Information  



 

 

43 ICF LOC User Guide 

J
u

ly
 1

,
 2

0
1

5
 

 

 

Enter Clinician’s Information 

 

 

Start answering the LOC Questions – you get questions set 

based on individual’s age of assessment (9 and below or 10 and 

above) 
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Save your responses at any time 
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LOC Number Generated 

 

17. Informant tab - Add informant  by entering informant’s 

name and relationship with individual  
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18. Complete LOC by clicking on the “Complete” button; 

once all information on LOC is entered 

 

If you missed to enter any required information, system will 

show you this error message. Click ok, enter the information 

and then click on the Complete LOC button again 
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Note: Once LOC is Completed LOC becomes read only; 

user cannot edit anything now.  

 

 

19. Summary Tab – You can click on the Summary Tab to 

view the LOC summary. This will be available only after 

Completing the LOC 
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20. Score Tab - View Total Score for LOC, Yes/No for if 

individual is eligible or ineligible, Score per Section (major 

life area). This will be available only after completing the 

LOC 
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21. Attestation Tab - Complete Attestation for ICF by 

clicking on the attestation tab and check marking the 

attestation box next to the attestation 

The Assessor Recommendation will be auto populated 

based on the result of the LOC Tool 
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Complete ICF Attestation  
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Upload Supporting Documents (Clinical Verification) 

22. Supporting Documentation Tab – click on the Upload 

Document button to upload a document to SharePoint to 

support your LOC 

 

 

This pop up will appear – enter the information  
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Chose File from your computer 
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You will be back on this screen and can see the document is 

attached 
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Click on Upload File to upload the attached document 
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LOC Report 

23. Print LOC Tab – you can access the LOC report by clicking 

on the Print LOC tab. You can also save this LOC on your 

machine and then print it.  

LOC Report 
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Save on your machine 
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LOC Notes 

24. Notes Tab – you can enter notes from this tab 

 

 

Submit LOC 

25. Submit LOC by clicking on the Submit Button  
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You have successfully submitted the LOC to DODD 
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Jail/Hospital NICS 

26. Submit Jail/Hospital NICS 

I. Once you select an individual, click on Jail/Hospital 

NICS  

 

II. Select NICS Reason – Jail or Hospital  
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III. Enter all required information to submit Jail or 

Hospital NICS based on the selection 
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JAIL NICS 
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HOSPITAL NICS 

 

IV. Submit Jail/Hospital NICS 
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Bed Hold Days 

27. Submit Bed Hold Days 

I. Once you select an individual, click on Bed Hold Days  

 

II. Enter all required information to submit Bed Hold 

Days 
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III. Submit Bed Hold Days 
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Discharge NICS 

28. Submit Discharge NICS 

I. Once you select an individual you want to discharge 

from your facility, click on Discharge NICS  

 

II. Enter all required information to submit Discharge 

NICS  
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III. Submit Discharge NICS 
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Withdraw LOC 

29. Withdraw LOC 

I. Go to individual’s eligibility management and open 

the submitted LOC by clicking on the LOC number  

 

II. Click on the Withdraw button (will be only available 

once the LOC have been submitted; LOC Status = 

Submitted and the DODD Determination Status = 

Ready to Review).  



 

 

72 ICF LOC User Guide 

J
u

ly
 1

,
 2

0
1

5
 

 

Note: Evaluator cannot withdraw LOC once DODD has 

started the review process; DODD Determination 

Status = In Review, Incomplete, LOC approved, Does 

Not meet LOC etc.  

III. Select a Reason for Withdraw 
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IV. LOC Withdrawn – DODD will not review or make any 

determination on this withdrawn LOC. You can do a 

new LOC for this individual any time and submit to 

DODD.  

Submit Redet  
 

I. Click on the Redet Tab from the facility dashboard 

 

II. You will see list of individuals whose redets are due, select 

all the individuals for whom you want to submit the redets 
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by check marking the check box next to the individual’s 

name 

III. Click on Submit 

 

 

 


