
The LOC Application: Creating to Submitting for ICF Evaluators 



Individual DOB DODD# Medicaid # SSN 

Ann Example 06/23/1997 7654321 987654321321 555-75-7575 

Joe Sample 12/25/1954 6543217 876543211233 222-88-2828 

Mark Fake-Person 01/01/1968 5432176 766432198777 333-44-3434 

Anthony Test 2/14/1997 4321123 654321987654 111-22-1212 

First Name Last Name DOB DODD# SSN 

Ann  Example 06/23/1997 7654321 555-75-7575 

Joe Sample 12/25/1954 6543217 222-88-2828 

Once DODD receives a consent form and links the form to the individual’s 

record, edits are unlocked and the read-only      icon is removed.   



Individual DOB DODD# Medicaid # SSN 

Ann Example 06/23/1997 7654321 987654321321 555-75-7575 

Joe Sample 12/25/1954 6543217 876543211233 222-88-2828 

Mark Fake-Person 01/01/1968 5432176 766432198777 333-44-3434 

Anthony Test 2/14/1997 4321123 654321987654 111-22-1212 

First Name Last Name DOB DODD# SSN 

Ann  Example 06/23/1997 7654321 555-75-7575 

Joe Sample 12/25/1954 6543217 222-88-2828 

With the read-only icon removed, you can begin a new  

eligibility process for this person by clicking on their name.  



You will see the Individual’s Dashboard. Click the Eligibility  

Management tab to start the eligibility process for this individual.   
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You will see this screen. Click Create new Eligibility Management.  
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You will see this screen. Enter the individual’s Eligibility Information. Some 

information is auto-populated for you. When you are finished click Save.  
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Clicking Save will take you back to the Eligibility  

Management screen. From here, click Create LOC.  
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You will see this Level of Care (LOC) screen. Under the Information 

tab, enter information for the following sections, including General,  
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Condition and Clinician Information, Ages 10 and above,  
and Areas of Major Life Activity.  

Anne Sample 



Anne Sample 

Continue filling in information. Click Save at any time.  

Clicking Save generates an LOC number.  

LOC# 
LOC1234567 



Anne Sample 

All fields under the Information tab are required. 

When completed, click Save LOC.  

LOC# 
LOC1234567 
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Under  the Informant Information tab, click Add Informant Information. 

Enter the Informant’s name and relationship to the individual.   

LOC# 
LOC1234567 
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LOC# 
LOC1234567 

Randy Sample 

Complete LOC by clicking the Complete LOC button.   
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LOC# 
LOC1234567 
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Once LOC is complete, it becomes read-only  

and no further edits are available.   



View the LOC Summary when you click the Summary Tab. 

This information is pre-populated and cannot be changed.   
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LOC# 
LOC1234567 



A Yes or NO will be displayed at the bottom of the Summary  

screen once DODD has made a determination.   

LOC# 
LOC1234567 
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On the Score tab, view the Total Score, and the scores for  

each area of Major Life  Activity.  

Anne Sample 

LOC# 
LOC1234567 



Click the Attestation tab. Complete attestations  

by checking the box next to Please attest.  
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Your Name 

LOC# 
LOC1234567 



Confirm your Electronic Signature by clicking Save.  
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Your Name 

LOC# 
LOC1234567 
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Your Name 

Click the Supporting Documentation tab. 
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LOC1234567 
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Click Upload Document. Choose a file from your computer, like a Clinician 

Verification form or other required documentation that supports this LOC.  
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Using the Print LOC tab, you can  

download and print a copy of this LOC.  
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Keep in mind your agency’s policies around  

saving protected health information to your computer.  
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LOC# 
LOC1234567 

Anne Sample 
06/26/1997 
xxx-xx-1234  
xxxxxxx5555 

Add any notes under the Notes tab, or when you are  

ready, click Submit LOC to send this LOC to DODD for review.  


