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Welcome
Instructors Bob Ordonio & Consuela Ingram

Welcome to the CDASS Task Worksheet/Allocation Training Session
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Course Description

The goal of this training is to provide you with CDASS training. 

ÅAdding and editing a CDASS Task Worksheet

ÅAdding and editing a CDASS Allocation

ÅAdding CDASS Services to a line item 

ÅEditing CDASS services

ïAdjusting CDASS services to an existing line item. 

ïEnd dating CDASS services
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Creating CDASS Services on a PAR.

There are two areas of CDASS Services that are needed to be completed for a client to receive 

these services on a waiver program PAR:

1. CDASS Task Worksheet (WS):  This is where the user will enter the minutes per week for 

various activities under Personal Care, Health Maintenance, Enhanced Homemaker and 

Homemaker.  

2. CDASS Allocation: This is where the user will attach the CDASS Task Worksheet and 

create service allocations for the PPA cert span. 
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CDASS Task Worksheet

Use these instructions to enter a CDASS Task Worksheet in the Bridge. 

This panel is located under the Client Information section of the Bridge. 

Note: if your client has an existing CDASS PAR keyed by the LTHH inbox, 

STOP! You may only add a Task Worksheet for the next certification period.
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Creating a CDASS Task Worksheet
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Step 1. Search for the client

Under Main Menu select the Bridge application and 

then select Client Search. 

Sub-Panels:
ÅClient Search
ÅClient Information
ÅPPA Search
ÅPPA Information
ÅRelated Data
ÅProvider Search
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Creating a CDASS  Task Worksheet
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Step 2: Search for applicant in the Bridge.

Enter information to find a clientôs record

Donôt have to use all search fields (at least 1):

Å Client ID ïMedicaid Client ID

Å SSN ïClientôs Social Security Number

Á Enter the number with or without the dashes

Å Last Name ïUser can enter full or partial last name

Á Recommended to enter the full name to reduce the number of records returned

Å First Name - User can enter full or partial first name

Á At least 2 characters of the Last Name is needed 

Å Records ïSearch records are defaulted to 20 results

Á User can select to have 5, 10, 20, 50 or 100 records show

Press Search



August 14, 2018 11DXC Proprietary and Confidential

Creating a CDASS Task Worksheet (Details)
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Step 3. Creating a worksheet

Å Display CDASS Task Worksheet (if not already 

visible)

Á Click open tab and go to client and select.

Á Check CDASS Task WS.

Å If you only want to display the panel for the 

current session, click on the word next to a 

checkbox.

Å*Note: Checking a box will keep that panel 

displayed for future sessions. 
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Creating a CDASS Task Worksheet (Details)
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Step 4. Select CDASS 

Task Worksheet tab on 

the panel.

Locate the CDASS Task WS panel
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Creating a CDASS Task Worksheet (Details)
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Step 5. Fill in worksheet.

Å Click the add button at the bottom 

Of the page.

Å Enter CDASS start & end date.
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Creating CDASS Task Worksheet (Details)
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Step 6. Complete 

Worksheet

ÅEnter the number of minutes per activity. 

ÅHit the calculate button.

ÅTotal Hrs/Wk will display at the bottom of 

each section

ÅVerify calculations are correct.

*Note:Total Hrs/Wk round up to the quarter 

of an hour



August 14, 2018 15DXC Proprietary and Confidential

Creating CDASS Task Worksheet (Details)
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Step 7. Save worksheet

Å Hit the save button at the top of the screen. 

Å Calculations will only show on the data 

panel. 
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Creating CDASS Task Worksheet (Details)
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Step 7. Complete Worksheet. 

(contôd)

ÅScrolling down will take you to the completed 

data panel. 

ÅThe data panel at the bottom displays the 

information for the CDASS Task WS.

ÅTo view all data elements use the scroll bar 

and slide to the right.

*Note Hours are rounding to the quarter of an 

hour based on calculations provided by HCPF.
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Creating a CDASS Allocation

Use these instructions to create the CDASS Allocation in the Bridge.

Note: There must be a CDASS Task Worksheet generated prior to creating 

an allocation.
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Creating a CDASS Allocation (Details).
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Step 1. Create a PPA

Å Select the Bridge from Main Menu

Å Select PPA information
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Creating a CDASS Allocation (Details).
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Step 2. Fill out Base 

Information

Å Select base information panel
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Creating a CDASS Allocation (Details).
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Step 3. Client Search

Å Select the search button next to 

Client ID box at the bottom of 

the page.
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Creating a CDASS Allocation (Details).
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Step 4. Select Client 

Å A Client ID box will populate

Å Enter in the Client ID# or other 

client criteria to search

Å Hit Search

Å Select Client from results list
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Creating a CDASS Allocation (Details).
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Step 5. Enter Certification 

Dates

Å The clientôs information will populate in 

the box under the base information tab

Å Select desired benefit plan

Å Enter certification start and end date

Å Hit save at the top of the page
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Creating a CDASS Allocation (Details).
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Step 6. Select Allocation 

Tab

Å Select the CDASS Allocation tab

Å Select add
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Creating a CDASS Allocation (Details)
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Step 7. Fill in Allocation

ÅSelect all relevant tabs on 
Affirmation form on top. 

ÅHit the sign tab and your name and 
date will populate. 

ÅSelect available CDASS worksheet 
in the drop down.(It will not display if there 
are no worksheets available)

ÅHit calculate

ÅPanel will populate with totals
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Creating a CDASS Allocation (Details)
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Step 8. Saving the 
CDASS Allocation

ÅSelect save at the top of the page. 

ÅAllocation is saved. 

ÅCalculations are displayed on the data 
panel below.
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Add a CDASS line item. 

Use these instructions to add the CDASS line items on a new PAR (T2025, 

T2040, etc.)

Note: If your client has an existing CDASS PAR keyed by the LTHH inbox, 

STOP! Do not edit existing CDASS line items.
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Adding CDASS services to a line item(Details)
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Step 1. Add a line Item 

ÅSelect the line item tab.

ÅHit add. 
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Adding CDASS services to a line item(Details)
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Step 2. Add a CDASS 
Service

ÅSelect a CDASS service from the 
drop down.

ÅAttach a goal or ADL,IADL

ÅUnits, dollars, Eff Date and End 
date will auto populate from the 
CDASS Allocation 
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Adding CDASS services to a line item(Details)
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Step 3. Save Line Item

ÅHit save.

ÅService is displayed in the panel.

ÅVerify data is correct.
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Adding CDASS services to a line item(Details)
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Step 4. Add FMS 
Vendor Fees and 
other services

ÅAdd FMS Vendor Fee service from 
the drop down.

ÅEnter units.

ÅEnter rate in dollars (this should be 
the rate per month)

ÅEnter effective and end date.

ÅHit save at the top of the page.

ÅAdd additional services as needed 
to finish the PPA

Å*Note: No ADL, IADL or goal is 
needed for this service.
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Adding CDASS services to a line item(Details)
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Step 5. Submit PAR

ÅHit check limits

ÅResolve any issues or error messages 
if applicable

ÅSubmit PPA

ÅPAR status will be displayed in data 
panel.
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Revising a CDASS Task Worksheet.

Use these instructions when correcting an existing task worksheet prior to 

an allocation being created.  

Note: A task worksheet cannot be revised after an allocation has been 

created and PPA has been submitted. Only the end date is editable. 
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Revising a CDASS Task Worksheet, Allocation and 
Line Item. 
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Correcting a CDASS Task WS 
Before an Allocation is added ï

Steps 1.

ÅSelect the CDASS Task WS panel 
from under Client Information

ÅHighlight the desired CDASS Task 
WS from the data list at the bottom of 
the panel

ÅMake the necessary corrections.

ÅHit calculate and Save

*Note: If you want to start over hit delete 
and save. Refer back to slides 9-16 on 
creating a CDASS Task WS.
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Revising CDASS PAR for an EBD Client

Use these instructions to complete a revision to an existing task 

worksheet. For example, if a client's needs change and their task 

worksheet and allocation must be updated.
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Revising CDASS PAR for an EBD Client
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Step 1. Revise 
CDASS Task WS and 
add new Task WS

ÅSelect corresponding worksheet

ÅEnd date it

ÅHit save.


