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App Version Number and Check for Updates Button

On the login screen, you can view the app version number. After a new version is made available and
you have updated the app, please confirm the version number is correct.

Next to the version number, a dot appears. This dot is a clickable button. These colors signify the
following:

1. Gray - An update is available.
2. Orange — An update is in progress.
3. Green—The app is updated

As an example:

@

Trouble logging in?  Recover account.

Need an account? Sign up.

.2.0 (70200..85alble6)
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After clicking the dot button, if an update is required, the user will be prompted to update the app. As
an example:

Your update is ready to be installed

RESTART AND APPLY UPDATE
v7.1.2 (70102.c4ed5b4a) ®
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Users will be blocked from logging into previous versions of the app. When users are required to install
an update, they will be prompted to access the app store. As an example:

@

Google Play

Please note — App users may have their app set to automatically update, in which case the above
screens may not appear if the most up to date version of the app is already installed.
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Forgot Password

If you have forgotten your password, please follow these steps:

1. Accessthe login screen. 3. Enter Username/Email.
2. Click Recover your account.

@

Forgot Password

Trouble logging in? JRecover account.

Need an account? Sign up. Return 1o Login

T.2.0 (MO0 ASatbied) B

7.2.0 (70200..85alble6) @
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4. Click Submit. 6. Enter the Verification Code, then your
new Password, and Confirm Password.
Then click Submit.

Nep
T | >

Thank You

Verify your identity by entering the
verification code sent to your account

email address.

Betunn to Login

Resend verification code.

TL0 [FOM0_BSalnles) @

Return to login.

5. You will receive a verification code via
the email you used to register your
account.

7.2.0 (70200..85a1ble6)

NICA App User Guide 7 V24.0.0 - 6/22/2026



7. To resend the verification code, click 8. Click Return to login and log in using
Resend verification code. your username and new password.

@ @

Thank You Thank You

fy your identity by entering the Verify your identity by entering the

verification code sent to your account verification code sent to your account
email address email addres:
© 5
— \
Ifesend verification codeAJ Resend verification code.
7.2.0 (70200..85alble6) & 7.2.0 (70200..85alble6) ®

NICA App User Guide 8 V24.0.0 - 6/22/2026



View Funding Request

To view a funding request in the app, please follow these steps:

1. Loginto the app. 3. On the nav bar, click View Funding
2. Onthe home screen, click on a card Requests.
(Action Required, Pending, Recent,
Issued, Closed or Denied) under

Funding Requests. OR see #3.
". View Notifications
)
NICA  pashboard % S, View Funding Request
- iew Funding Requests
Funding Requests
Create a Funding
Action 0 Request
P—— o Pending 23
Recent 5 issued 0 a Submit a Timesheet
Closed ] Denied 3 n Submit Decuments
What would you like to do? N
View Documents
Start a Request
B View EOBs

Contact Case Manager

&
Upload Documents n
[
o)

Submit a Timesheat

1] O <
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4. On the list view, click on a request card 5. On the Funding Request Detail screen,

to view. you can view the submitted
information, including the notes and
NICA  Funding Requests e the attached documents.
@ Funding Request %
@ Detail =
Guardianship %
PENDING Cra2sfa0ze Nursing Care by
Parent
Physician Charges b3 SERGHG 0a02024
PENDING 252024
App Submitted Notes:
Timesheet
Physician Charges Y
PEMDING OW252024 Documents v
‘lmnsportatinn - Purchase »
PENDING OB 2024
Mursing Care by Parent )
PENDING OBVINZ024

Physician Charges
PEMDING o
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7. On the Funding Request Detail screen,
you can view the associated documents
by expanding the Documents section.

@ Funding Request

Detail

Nursing Care by

Parent

PENDING

App Submitted Notes:

Timesheet

Documents

test (1).xlsx

[¢

Clicking on the tooltip icon will display
the following message — Results are
limited to two (2) years, but can be
adjusted using the filter to view funding
requests outside of the pre-set 2 year

rolling window.

T
M LA Funding Requests %

Guardi

PENDING using the filter to view ful

PhysicikoLparges

Results are limited to two (2)

wears, but can be adjusted

PENDING OW2E2024
Physician Charges %
PENDING ORLR026
Transpertation - Purchase Y
PENDING OB Pe2 02
Mursing Care by Parent \_
PENDING OR202024

Physician Charges

PENDING

U°
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9. To adjust the timeframe or filter by
status, enter a date range, select a
status or select a category from the
dropdown. Click the View Results
button to view the results based off of
the entered criteria. Click the Clear
button to reset the filters to the default
2-year rolling window.

Search Requests

-

Uil O <
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Create Funding Request
To create a funding request in the app, please follow these steps:

1. Loginto the app. 3. Onthe nav bar, click Create a Funding
2. Onthe home screen, click on Start a Request.
Request. OR see #3.

SR cemes e

‘ View Notifications

Funding Requests

Action s View Funding Requests

Required o Pending - -

Recent L] Issued 0 Create a Funding
Request

Closed o Denied 3

Submit a Timesheet

What would you like to da?

Start a Request Submit Documents

View Documents
Upload Decuments

View EOBs

P x> |O

Contact Case Manager

> 9 2| O

Submit a Timesheat

1l O <
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4. Select a category, add a file, and add a
note.

D Create a Funding l
Mg/\ Request =

0 of 5 attached

Images/Photos

ipload

Other Files
No documents chosen for upload

Total Documents: 0 of 10

5. Add a file. The file section is broken out
by — Images/Photos and Other Files.
Saved images and photos taken using
the camera will display in the
Images/Photos section. All other file
types will display in the Other Files
section.

l\@;& Create a Funding o

Request

0 of 5 attached

Images/Photos

No Images/photos chosen for upload

Other Files

Na documents chosen for upload

Total Documents: 0 of 10

NICA App User Guide
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6. Add a note. Images/Photos are limited to a
maximum of five files or 8MB. Other
"‘(9’* g::aut:s: e = Files are not limited by file size. As an
example —if a user adds four
Images/Photos, then that user can add
] six additional Other Files. Uploaded
filenames will be overwritten with —
camera_image_ when a user uploads a
picture via take a picture, image_ when
v PR a user uploads an image, and
Otbar Bk document_ when a user uploads a
e s document.

0 of 5 attached
Images/Photos -

Total Documents: 0 of 10

7. Click Submit.

.. | .
‘x((# Create a Funding
R Request

e

&

l PN
I

0 of 5 attached

Images/Photos
Other Files

Total Documents: 0 of 10

8. Ten files maximum are permitted for
each funding request submission.
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Add document to Action Required Funding Request

To add a document to an Action Required Funding Request, please follow these steps:

1. Loginto the app. 3. Click on a card from the list.
2. Onthe home screen, click on the Action

Required card. o
q N Ef/fi\ Funding Requests %
= = Fitte
NICA  pashboard s - @
Funding Requests Housing »
- ACTION REQUIRED OTfoRaR0R4
ction
Required e Pending 23
Hospital Stay 3
Recent 5 Issued 1] ACTION REQUIRED o7foalzoes
Closed o Denied 3 Housing >
ACTION REQUIRED o7foa2024
What would you like to do?
Mursing Care by Parent ;)
Start a Reguest o ACTION REQUIRED ooazoze
Mursing Care by Parent 3
Upload Documents ACTION REQUIRED owoa0zs

Il ) £
Submit a Timesheat

Therapy
Contact Case Manager ’ ACTION REQUIRED o

1 O <
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4. View the Funding Request Details
screen and add additional file(s).

The Action Items section will display
the note submitted by the Case

Manager -

(c Funding Request
NI g Req
. \,C/L\ Detail

Guardianship

ACTION
REQUIRED

App Submitted Notes:

Documents v

Action Items ®
Oct 16

Request History v

The current note will display in the
Action Items section. Older notes will
display under Request History.

5. On the Funding Request Detail screen,
you can view the associated documents
by expanding the Documents section.

N‘/E‘ \ Funding Request %

Detail

Guardianship

ACTION
REQUIRED

App Submitted Notes:

Test

09/25/2024

Documents

1000003965.jpg

Action Items

Request History

Oct 16

NICA App User Guide
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6. You can add additional files by clicking 7. To submit the document(s), click

Add a File. The file section is broken out Submit.
by — Images/Photos and Other Files. .
Saved images and photos taken using KIGH D mems =

the camera will display in the
Images/Photos section. All other file

test Oct 16

types will display in the Other Files R
section.
/(s Funding Request %
N LE/A Detail o o

test Oct 16

I X F

Request History )

0 of 5 attached
Images/Photos el

Other Files

Total Documents: 0 of 10

load PDF, X XT, JPEG, PNC
C files only

0 of 5 attached
Images/Photos s

Other Files

R 8. Ten files maximum are permitted for
each Action Required submission.
Images/Photos are limited to a
maximum of five files or 8MB. Other
Files are not limited by file size. As an
example — if a user adds four
Images/Photos, then that user can add
six additional Other Files. Uploaded

filenames will be overwritten with —

Total Documents: 0 of 10

camera_image_ when a user uploads a
picture via take a picture, image_ when
a user uploads an image, and
document_ when a user uploads a
document.
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Submit a Timesheet
To submit a timesheet in the app, please follow these steps:

1. Loginto the app. 3. Onthe nav bar, click Submit a
2. Onthe home screen, click Submit a Timesheet.
Timesheet. OR see #3.

@ Dashboard %

Action
Required Pending 29

Recent 1 Issued 12

View Notifications

View Funding Requests

Create a Funding
Request

Closed o Denied 3

Submit a Timesheet

What would you like to do?

Submit Documents
Start a Request

View Documents
Upload Documents

View EOBs

Contact Case Manager

>0 = ©

Submit a Timesheet
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4. Click the “i” icon to view a tooltip for 5. From the calendar view, users can

the calendar legend — a solid green select a date to enter hours. To select a
circle denotes a Submitted Entry and a day, click on the day for which you
light gray circle denotes a Saved/Non- would like to submit hours.

Submitted Entry.

s
NI CA  Submit a Timesheet °‘:
T\@ Submit a Timesheet %
Select a date to add or update atimeentry @
Select a date to add or update a time entry @
« December 2024
y De Submited€n (16)
aved Entr 16
1 2 3 4 5 6 7
1 2 3 i 5 6 7

All timesheet entries have been submitted
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6. Click on Care, School, Hospital and
Other hours. 24 hours maximum are
permitted for any given day, and hours
can be entered in 00, 15, 30 and 45
minute increments, as needed.

Monday

Dec 16, 2024

Total hours: 0.00

Care

0 Hours 0 Minutes

School

0 Hours 0 Minutes

Hospital

0 Hours 0 Minutes

Other

0 Hours 0 Minutes

I (@]

7. If entering Other hours, a textbox will
display allowing the user to enter a

reason.

Tuesday
Oct 28, 2025
Total hours: 3.50

Care

0 Hours 0 Minutes

School

0 Hours 0 Minutes

Hospital

0 Hours 0 Minutes

Other

3 Hours 30 Minutes.

Other Hours Reason

8.

h

2

Enter the number of hours and click
Confirm.

45
00 m
15

9. After entering the desired hours, click

Save.

Monday
Dec 16,2024
Total hours: 0.00

Care

0 Hours 0 Minutes

School

0 Hours 0 Minutes

Hospital

0 Hours 0 Minutes

Other

0 Hours 0 Minutes

Il (@)

NICA App User Guide
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10. After clicking Save, you will be routed 11. Click on a non-submitted date to

Total hours: 12.50

back to the calendar view. The saved view/edit it, prior to submission. After
entry will be denoted with a circle making changes, be sure to click Save
around the date. again.
@ Submit a Timesheet %
© Success
et Timesheet entry saved @ -
Monday
« December 2024 Dec 16,2024

Care

2 Hours 0 Minutes

School

2 Hours 15 Minutes

Hospital

2 Hours 30 Minutes

Other

5 Hours 45 Minutes

Submit Timesheet
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12. When ready to submit timesheet 13. On the submission screen, users are
entries to NICA, click Submit able to select one full week minimum
or two full weeks maximum to submit.

Timesheet.
Weeks run Sunday through Saturday,
@ sesiss s and entries will be grouped by week. If
you attempt to submit more than 2
PR ek v e ey ) weeks at a time, the first two weeks will

be selected by default, but you can
change the selection as needed. A week
will only be submittable after the week
has concluded.

‘ December 2024

@ Submit a Timesheet %

Dec 08 - Dec 14, 2024 v

Dec 01 - Dec 07, 2024 v
Submit Timesheet
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14. Expand the week by clicking on it to
view the hours you have entered. If no
hours were entered for a given day, “No
entry” will display. Totals will display

under each week.

@ Submit a Timesheet %

You are submitting entries for the
following weeks. If you wish to submit
something else, change the selection
below.

Dec 08 - Dec 14, 2024 AN

Sunday, Dec 8 No entry
Monday, Dec 9 2 hr 0 min
Tuesday, Dec 10 7 hr 30 min
Wednesday, Dec Tl No entry
Thursday, Dec 12 No entry
Friday, Dec 13 No entry
Saturday, Dec 14 No entry
Total 9 hr 30 min

Dec 01 - Dec 07, 2024 AN

Sunday, Dec 1 No entry
Monday, Dec 2 No entry
Tuesday, Dec 3 No entry
Wednesday, Dec 4 No entry
Thursday, Dec 5 9 hr 0 min
Friday, Dec 6 No entry
Saturday, Dec 7 No entry
Total 9 hr 0 min

| do hereby certify that | have provided

1 O <

15. When ready to submit, scroll to view
the attestation and check the approval
checkbox.

4

@ Submit a Timesheet

LIS 361 VILES 1MW LSIUvY (U, 1301 Iy
Testing, for the purpose of residential
or custodial care as defined by Florida
Statute 766.302. Under penalty of
perjury, | affirm that these services
have been provided as listed and | am
not employed in any capacity other
than as caregiver for this child during
the time periods specified below. |
affirm, under penalty of perjury, that
the submitted item(s) do not contain
any false, incomplete or misleading
information, that | have not omitted

or concealed any material information
and that | have not already received
reimbursement from a third party for
the attached item(s). This item(s) is/are
submitted for payment by NICA under
Statute 766.31, F.S,, and | understand
that NICA is materially and substantially
relying upon this affirmation in
processing the attached item(s) for
payment

D | approve the submission of the
timesheet entries noted above.

I @) <

16. Click Submit.

@ Submit a Timesheet %

U1 301 VILES HBLEU LSV (U 1S3 Y
Testing, for the purpose of residential
or custodial care as defined by Florida
Statute 766.302. Under penalty of
perjury, | affirm that these services
have been provided as listed and | am
not employed in any capacity other
than as caregiver for this child during
the time periods specified below. |
affirm, under penalty of perjury, that
the submitted item(s) do not contain
any false, incomplete or misleading
information, that | have not omitted

or concealed any material information
and that | have not already received
reimbursement from a third party for
the attached item(s). This item(s) is/are
submitted for payment by NICA under
Statute 766.3], F.S., and | understand
that NICA is materially and substantially
relying upon this affirmation in
processing the attached item(s) for
payment

| approve the submission of the
timesheet entries noted above.

NICA App User Guide
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17. After submitting a timesheet to NICA, 18. After submission, an email will be sent

the corresponding weeks/days that to the appropriate case manager and
were submitted will display with a app user. This email contains a

green circle. These entries can no generated PDF, based on the submitted
longer be edited, but you can click on information.

the date to view the hours that were

submitted.

@ Submit a Timesheet %

Select a date to add or update a time entry @

‘ December 2024

0000000
0000000

15 16

Submit Timesheet
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Submit a Timesheet — Delete Entry (only non-submitted entries)

To delete a timesheet entry, please follow these steps:

1. Press and hold a non-submitted date 2. Click the Delete/Trashcan icon button.

for which you have already entered
hours.

@ Submit a Timesheet g
‘Select a date to add or update a time entry @

« January 2025

Mon Tue Wed Thu Fr Sat

1 2 3 4

5 6 7 8 9 10 n

Monday Jan 20, 2025
vl 20|21 22
Care Hours: 1.00
School Hours: 0.00
Hospital Hours: 0.00
Other Hours: 0.00
®|®
I @] <

I () <
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After clicking the Delete button, the
entry will be deleted/removed from the
calendar view. Please note, this action
cannot be undone.

(T . %
105uccess

Timesheet entry removed

« January 2025

5 6 7 8 9 10 n

000000

19 20 21 22

All timesheet entries have been submitted

NICA App User Guide
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Submit a Timesheet — Copy Entry

To copy a timesheet entry, please follow these steps:

1. Press and hold a non-submitted or
submitted date for which you have
already entered hours.

@ Submit a Timesheet g
Iselect a date to add or update a timeentry @

« January 2025

Sun Mon Tue Wed Thu Fri Sat

1 2 3 4

5 6 7 8 9 10 n

vl 2|2 22

Submit Timesheet

I (8) <

2. Click the Copy icon/button.

Monday Jan 20, 2025
Care Hours: 1.00
School Hours: 0.00
Hospital Hours: 0.00
Other Hours: 0.00

I O

NICA App User Guide
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3. The entered hours will then be copied, 4. Click on the date you want to copy

and a success toast will display. hours to, and click the Paste
icon/button.
,\(1\ A g
@ Success
e Copledentl:y @
4 January 2025 —
e Wed Thu Fi St Tuesday
Jan 21,2025
L 2 2 % Total hours: 0.00

Care
5 6 7 8 9 10 n

19 20 21 22 0 Hours 0 Minutes

0 Hours 0 Minutes

School

Hospital

0 Hours 0 Minutes

Other

Submit Timesheet 0 Hours 0 Minutes

1 @] <

1] O <
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5. The copied hours will then populate on
the time entry. Click Save to save the

entry.

Tuesday
Jan 21,2025

Total hours: 1.00

Care

1 Hours 0 Minutes

School

0 Hours 0 Minutes

Hospital

0 Hours 0 Minutes

Other

0 Hours O Minutes

1l @)

<

6. The newly saved entry will then display
on the calendar view.

@ Success
Timesheet entry saved

,ﬁ\ﬁ o

Select

‘ January 2025

Q000000

19 20 21 22

Submit Timesheet

I (@] <
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Submit Documents
To submit a document in the app, please follow these steps:

1. Loginto the app. 3. Onthe nav bar, click Submit
2. Onthe home screen, click Upload Documents.
Documents. OR see #3.

l\((? Dashboard %
J . View Notifications
Funding Requests
S .
View Funding Requests
Action -
Required o Panding 3
o Create a Funding
Recent 5 Issued 1] Request
Closed 0 Denied 3 ﬁ Submit a Timesheet
What would you like to do? .
B Submit Documents
Start a Request o
E View Documents
Upload Documents n
B View EOBs
Contact Case Manager ’
Submit a Timesheet ﬂ
" @} <
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4. On the Submit Documents screen, add a 5. Add a note.
file. The file section is broken out by —
Images/Photos and Other Files. Saved @ Submit Dacuments
images and photos taken using the
camera will be displayed in the

e

Images/Photos section. All other file Q
types will display in the Other Files
section. iy
e 0 of 5 attached
f\ﬁ\g’% Submit Documents % fmages/Photos g
Other Files
o Total Documents: 0 of 10

0 of 5 attached
Images/Photos ot

Other Files

Total Documents: 0 of 10

NICA App User Guide 32 V24.0.0 - 6/22/2026



6. Click Submit. 7. Ten files maximum are permitted for

each document submission.

Images/Photos are limited to a

maximum of five files or 8MB. Other

Files are not limited by file size. As an

L+ example —if a user adds four

Images/Photos, then that user can add

‘ six additional Other Files. Uploaded

®

N
) ﬂ(, /A Submit Documents

. N & ci b aitaciind filenames will be overwritten with —
mages, otos
camera_image_ when a user uploads a

Other Files picture via take a picture, image_ when

A a user uploads an image, and
document_ when a user uploads a
document.

Total Documents: 0 of 10
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View Uploaded Documents

To view uploaded documents in the app, please follow these steps:

1. Loginto the app.

2. Inthe nav bar, click View Documents.

| 2

View Notifications

View Funding Requests

Create a Funding
Request

Submit a Timesheet

Submit Documents

View Documents

e =2 > ©

View EOBs

3. View the list of uploaded documents,
and click the icon to download.

[«

[«

[«

[«

=

[

@ View Documents %

IMG_0040.PNG

IMG_0008.PNG

IMG_0040.PNG

IMG_0008.PNG

IMG_0040.PNG

IMG_0008.PNG

IMG_0008.PNG

IMC 0D40 DNG
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Delete Uploaded Documents

To delete documents in the app, please follow these steps:

1. Loginto the app.
2. Inthe nav bar, click View Documents.

o

View Notifications

View Funding Requests

Create a Funding
Request

Submit a Timesheet

Submit Documents

View Documents

B o =D O

View EOBs

3. Click the trashcan icon to delete.

@ View Documents %

= T

[«

[«

[«

&

4cdB880ca-e6ec-43f3-8c¢...
1000003674.jpg
1000003673.jpg
1000003657.jpg
1000003654.jpg

1000003653.jpg

test.xlsx

Please note, documents can only be
deleted for one (1) hour after
submission. Once the hour has lapsed,
the trashcan icon will no longer display,
and the document cannot be deleted.

NICA App User Guide
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4. After clicking the trashcan icon, click 5. Once the document is successfully

Delete to confirm the deletion. If you deleted, a message will appear, and the
do not wish to delete the document, document will be removed from the list.
click Cancel.
Please note, once documents are @ S Y
deleted, they cannot be restored.
© Success
Document deleted
successfully.
&‘ IMG_0008.PNG
&’ IMG_0040.PNG
Delete Document
J. IMG_0008.PNG
()
This will remove the document.
This action cannot be reversed.
Deleted document can not be
R |i| IMG_0040.PNG
Cancel 0
11’1 IMG_0008.PNG
L»]_;J IMG_0008.PNG
%

NICA App User Guide 36 V24.0.0 - 6/22/2026



View EOBs

To view your Explanation of Benefits (EOB), please follow these steps:

1. Loginto the app.

2. Onthe nav bar, click View EOBs.

Q’lﬁ'

P =2 > O

View Notifications

View Funding Requests

Create a Funding
Request

Submit a Timesheet

Submit Documents

View Documents

View EOBs

3. The EOB Explainer is available to
download, in addition to the EOBs — it is
fixed to the top of the screen. View the
list of EOBs, and click the icon to
download.

@ View EOBs %

1 | EOB Explainer
4/18/2024
ok, | 4he/2024
ok, | 4Nne/2024
4/29/2024

ok, | 4/29/2024
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View Purchase Authorizations
To view purchase authorizations, please follow these steps:

1. Loginto the app.

2. Onthe nav bar, click Purchase

Authorizations.

Submit a Timesheet

Submit Documents

View Documents

View EOBs

Purchase
Authorizations

e = B || F 2 D

Py

Contact Information

Forms

Privacy Policy

On the Purchase Authorization screen, a
list of associated approved purchase
authorizations will display in cards. A
tool tip outlines that the results are
limited to 4 years, but results can be
adjusted using the search filters.
Purchase authorizations will fall off of
the view based off of the End Date.

@ Purchase

Authorizations

= Filter

@

Results are limited to 4 years,
but can be adjusted using
the filter to view purchase
authorizations outside of the
pre-set 4 year rolling window.

Equipme

Therapy - PT

Therapy - OT

Health Insurance

Electric Offset

Equipment - Other

>

02/05/2024 - 02/02/2025

>

01/22/2024 - 01/19/2025

>

01/01/2024 - 12/31/2024

>

01/01/2024 - 12/31/2024
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4. To search purchase authorizations, click

Filter.

I\ﬁa Purchase

Authorizations

o

Supplies >
02/04/2025 - 02/03/2026

Therapy - Aqua >
02/04/2025 - 02/03/2026

Nursing Care by Parent >

1/21/2023 - N)18/2025

Equipment - Gait Trainer >

1/06/2022 - 1/07/2025

Family Care >

10/26/2023 - 10/23/2025

I Miveing Cara by Darant \

Filters can be set to view by —
Suspended, Expired, both
Suspended/Expired, Start/End Date and
Category. Please note, the Category
dropdown contains additional
categories that app users cannot submit
under. Click View Results to return to
the results/view purchase
authorizations based on the set filter(s).
Click Reset to reset the filter to the
initial state.

Filters

C] Suspended D Expired
1/28/2023

1/28/2027

Category v

e

NICA App User Guide

39

V24.0.0 - 6/22/2026



6. To view more details for a purchase 7. The detail view displays the following

authorization, click the card. information — Category, if the purchase
authorization is Expired, Suspended or
@ Sestacteaiion = both, Start and End Dates, Authorized

Amount, Paid Amount, Available
Amount, and the Vendor.

e s Punchase
— " Authorization Detall

©

Supplies >

01/28/2025 - 02/28/2025

Supplies
Nursing Care by Parent >
Autherized Dated

St
Enai:

10/24/2022 - 10/20/2024

Equipment - Car Seat >
Amaunt & Paymant

1/22/2023 - W/22/2023
Authcrised

Prabd:
Avallable:

Wigndor
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Medical Release Form
To submit/view a medical release form, please follow these steps:

1. Loginto the app. 4. To complete the form, select a radio
2. Upon opening the app, the medical button.
release form will display as an overlay
on the home screen. Please note, the
form is dismissible, however it will
continue to display upon log in until it is
submitted. OR Medical Release Form

By submitting this form, |, Example User,
authorize the release of the Protected Health
Information (i.e. Medical Records) of Johnny
Doe to the Florida Birth-Related Neurological
Injury Compensation Association (NICA).

| would like to give NICA the permission to:

Medical Release Form @ Receive my complete health record

Receive my complete health record

By submitting this form, I, Example User, excluding:

authorize the release of the Protected Health - Mental health records

Information (i.e. Medical Records) of Johnny - Communicable diseases including, but no
Doe to the Florida Birth-Related Neurological limited to, HIV and AIDS

Injury Compensation Association (NICA). « Alcohol/drug abuse treatment records

« Genetic Information
| would like to give NICA the permission to:

@ Receive my complete health record

Receive my complete health record
excluding:

- Mental health records

« Communicable diseases including, but no
limited to, HIV and AIDS

- Alcohol/drug abuse treatment records

« Genetic Information

3. Onthe nav bar, click Forms.

B View Documents
View EOBs
Purchase Authorizations

Contact Information

Forms

Privacy Policy

Help

About

@ © & I B © o
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5. If the second radio button is selected,
an exclusion field displays to allow the
user to outline what they would like to
be excluded.

Receive my complete health record
excluding:

+ Mental health records

« Communicable diseases including, but no
limited to, HIV and AIDS

+ Alcohol/drug abuse treatment records

- Genetic Information

Additional Exclusions {please specity):

[

| app bmission of the
release form with the above information|

D and | acknowledge and consent to the
use of electronic signatures on this
document, which shall have the same

legal validity as a handwritten signature.;

6. After selecting a radio button, check
the approval check box to
acknowledge/electronically sign the
form.

Receive my complete health record
excluding:

+ Mental health records

- Communicable diseases including, but no
limited to, HIV and AIDS

- Alcohol/drug abuse treatment records

+ Genetic Information

Additional Exclusions (please specify):

[

| app! ission of the
release form with the above information,}
and | acknowledge and consent to the
use of electronic signatures on this
document, which shall have the same
legal validity as a handwritten signature.’
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7. After checking the approval checkbox, 9. From the Forms page on the nav bar,
the Submit button will enable. Click the the process looks the same. Click the
Submit button to submit the form. edit icon to complete and submit the

form.

@ Forms

— Medical Release Form

Receive my complete health record
excluding:

+ Mental health records

- Communicable diseases including, but no
limited to, HIV and AIDS

+ Alcohol/drug abuse treatment records

+ Genetic Information

Additional Exclusions (please specify)

[

| app:! ission of the

release form with the above information,
and | acknowledge and consent to the

use of electronic signatures on this

document, which shall have the same

legal validity as a handwritten signature.

8. After clicking submit, a loading indicator
will display, and when the form is 10. Follow steps 4-8, as outlined above.

successfully signed/submitted, a
success message will display.
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11. After submitting the form from either 12. The form can be resubmitted at any

the home screen or the Forms page, the time, by clicking the edit icon.
submitted form can be downloaded by Whatever selection/exclusions
clicking the download icon. previously submitted will display by
N - default, and the selections can be
changed prior to resubmission.
Medical Release Form (2] \lTC:ﬂ Forms =

Medical Release Form .‘,l’n
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Log into the app.

Manager. OR see #3.

View Contact Information
To view contact information, please follow these steps:

2. On the home screen, click Contact Case

I‘(IE\ Dashboard

Funding Requests

Action

Required e Pending
Recent £ Issued
Closed o Denied

What would you like to do?

Start a Request

Upload Decuments

<

3
w0

3

= ©

Contact Case Manager

Submit a Timesheat

1l 0

210

3. Onthe nav bar, click Contact

Information.

Submit a Timesheet

Submit Documents

View Documents

View EOBs

Contact Information

© © © & ||l @ P >

Privacy Policy
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4. View the Contact Information sections — 5. Additional sections — Fleet Manager and

Participant, Parent/Guardian, and Case Executive Director.
Manager.
g @ View Contact Information =
@ View Contact Information = Fax: (850) 922-5369
Participant E4
Fleet Management
Name: Johnny Doe
Name:
Date of Birth:  01/01/2020 .
Email:
Address: 123 Main Street
Anytown FL12345 Phone:
Fax:

Parent/Guardian (£ Sp
Executive Director
Name: JANE DOE
Name:
Phone: (407) 555-11M )
Email:
Email: jane.doe@example.com Phone:
Address: 123 Main Street E
ax

Anytown, FL12345

Case Manager

@ View Contact Information =

Anytown FL 12345
Parent/Guardian “
Name: JANE DOE
Phone: (407) 555-11M1
Email: jane doe@example.com
Address: 123 Main Street

Anytown, FL 12345

Case Manager

Name: Example CaseManager
Email: TestCM@example.com
Phone:

Fax
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Log into the app.

Manager. OR see #3.

Edit Contact Information
To edit contact information, please follow these steps:

2. On the home screen, click Contact Case

I‘(IE\ Dashboard

Funding Requests

Action

Required e Pending
Recent £ Issued
Closed o Denied

What would you like to do?

Start a Request

Upload Decuments

<

3
w0

3

= ©

Contact Case Manager

Submit a Timesheat

1l 0

210

3. Onthe nav bar, click Contact

Information.

Submit a Timesheet

Submit Documents

View Documents

View EOBs

Contact Information

© © © & ||l @ P >

Privacy Policy
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4. Click the edit icon on the right side of 6. Click Save.
the cards.

@ View Contact Information =

@ View Contact Information =

Edit Participant b
Participant “4

Name: Johnny Doe
Name: Johnny Doe Date of Birth:  01/01/2020

Date of Birth:  01/01/2020

Street:
Address: 23 Main Street
Anytown FL 12345 123 Main Street
City:
Parent/Guardian “ Anytown
State:
Name: JANE DOE
Phone: (407) 555-1MM Florida v
Email: janedoe@example.com Zip:
Address: 123 Main Street
12345

Anytown, FL12345

Case Manager

5. Edit information as needed.
Please note, only the address can be
edited for the Participant. All
information for the Parent/Guardian
can be edited. Validation has been
implemented to ensure that only valid
email addresses can be saved.
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View Privacy Policy
To view the Privacy Policy, please follow these steps:

1. Loginto the app.

2. Onthe nav bar, click Privacy Policy. OR

see Get Help section.

Submit a Timesheet

Submit Documents

View Documents

View EOBs

Caontact Information

Privacy Policy

@ 0|\l B @ @ 2 >

e

Help

About

FAQs

3. You will then be routed to NICA’s
website to view the Privacy Policy.
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Get Help

To view helpful links, please follow these steps:

1. Loginto the app.
2. Onthe home screen, click Get Help. OR

see #3.
@A Dashboard %
Recent 5 Issued ]
Closed [} Denied 3

What would you like to do?

Start a Request

Upload Documants

Submit a Timesheet

Get Help

Q
[

ey P
&
o
?

3. Onthe nav bar, click Help.

E =2 D>

Submit a Timesheet

Submit Documents

View Documents

View EOBs

Contact Information

Privacy Policy

Help

© ©0|O|C B

About

FAQs
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4. Click Help links. 5. You will then be routed to NICA’s
website to view each link.

e

[‘\
N LC/"\ Help

Benefit Handbook

(B

Board of Directors

Contact

(B

FAQs

NICA Organizational Chart

G

Privacy Notice
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About

To view the About page, please follow these steps:

1. Loginto the app. 3. Onthe About page, you can view the
2. Onthe nav bar, click About. following: current version number,
runtime, and update ID.

ﬂ Submit a Timesheet
@ About %

n Submit Documents Version 11.2.0

. Runtime: 110200
a View Documents

Update ID:  B8448chd

. Check for updates

View EOBs
Contact Information MNICA Play Store Listing @

Privacy Policy

Heip

About

Q|9 © © &

FAQs
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4. Click Check for updates to see if an

update is available.

F =
NICA  about

Version 1.2.0

Runtime: 1020¢

Update ID:  BB446chd

MNICA Play Store Listing

o

5.

For Android users: Click NICA Play Store
Listing to access the Google Play Store
listing.

_f‘_\
N1 :_‘_;,:.‘ About E

Version 11.2.0

Runtirme: 1020¢

Update ID: BBasbchd

Check for updates

NICA Play Store Listing
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6. ForiOS users: Click NICA App Store
Listing to access the App Store listing.

NCA About 5

Version 11.2.0

Riartirmae:

Update ID: BB

NICA App Store Listing
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FAQs (Frequently Asked Questions)

To view the FAQs page, please follow these steps:

1. Loginto the app.

2. Onthe nav bar, click FAQs. OR see #3.

View EOBs

Purchase Authorizations

Contact Information

Forms

Privacy Policy

Help

About

©Q 0 © & @ B ©

FAQs

3. On the Create a Funding Request page,
click FAQs.

@ Create a Funding Request

Need help? Check out mc‘uun.

v

Add a file

Please upload PDF, XLS, C5V, TXT, JPEG, PNG, HEIC
files only

Images/Photos

0,00 of 8 MB

Mo images/photos chosen for upload

Other Files
No doecuments chosen for upload

Total Documents: 0 of 10

0 of 5 attached
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4. There is currently only one section — 5. Click on Funding Requests to expand
Funding Requests. the section.

.
MC‘/A Frequently Asked

I Frequently Asked
NICA auersy
Questions S

Questions

Funding Requests v Funding Requests A

What should | submit with my funding
request?

For additional informatio

includ

our submissior

reference the

How can | make changes to a request |
already submitted?

If you need to make changes to a funding

st that has already been submitted

please contact your
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Change Password

To change your password, please follow these steps:

1. Loginto the app. 4. Enter Current Password, New
2. Open the nav bar, and click Hi, Password and Confirm Password.
[username].

@ Change Password %

View Notifications @
View Funding Requests

Create a Funding

Request @

st fmesnest “

Submit Documents
View Documents

View EOBs

3. Click Change Password.

5. Click Submit.
@ Account Management g
f Change Password > @ Change Password g
A Notification Preferences s o ®
Log Out <] % : ®
©

C
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Notifications — Notification Preferences
To access Notification Preferences, please follow

these steps:

1. Loginto the app.

2. Open the nav bar, and click on Hi,

[username].

View Notifications

View Funding Requests

Create a Funding
Request

Submit a Timesheet

Submit Documents

View Documents

View EOBs

3. On the Account Management screen,
click Notification Preferences.

(-]

@ Account Management

/° Change Password >

A Notification Preferences >

Log Out ]
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4. On the Notification Preferences screen,
you can toggle notifications on or off,
depending on your preference.
Notifications are enabled by default.

/(= Notification —
NICA
- Preferences

Push Notifications

Funding Request Paid ‘

Documents Requested ‘

5. In addition to receiving a
notification in the app, you will
receive a push notification on your
device. In order to receive push
notifications, you must enable
them for the app on your device.

Please note — at this time,
disabling the notifications will
only disable the push notification.
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Notifications — View
Notifications

To view notifications, please follow these steps:

1. When you have notifications, there will
be a numerical indication in the nav bar

icon.

@ Dashboard

Funding Requests

Required

What would you like to do?

Start a Request
Upload Documents
Contact Case Manager

Submit a Timesheet

Action ° Pending

Recent 9 Issued

Closed o Denied

n

1

&
B
@

&

In the nav bar, click View Notifications.

View Notifications

View Funding Requests

Create a Funding
Request

Submit a Timesheet

Submit Documents

View Documents

View EOBs
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3. On the Notifications list, select a card to 4. Notifications will appear for the
view. following circumstances — if a funding
request is paid and if a funding request
GCA Notications e is marked Action Required/needs
additional documentation.

Funding Request
Paid

OW24/2024

OW24/2024
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5. Clicking on a notification will take you For an Action Required funding
to the Funding Request Detail screen request:
for said funding request.
Nl/a/‘ Funding Request %

/" Detail

For a paid funding request:
Guardianship
P~ Funding Request [« N ACTION 09/25/2024
m\.(_:/\ Detail —

REQUIRED

App Submitted Notes:

Physician Charges

PAID 04/18/2024 Documents v
$200.00
App Submitted Notes: .
Test Action Items @
Oct 16
Documents
Request History v
B o &
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6. After clicking a new notification to view
it, the notification will be marked as

read.

.f""‘\
NI (;jr\ Notifications

Funding Request
Paid

242004

%

Documents
Requested

0242024

7. Notifications can be deleted by clicking
the delete icon on the Notification

screen.

I/"‘“\
NI (_:/"\ Notifications

Funding Requast
Paid

o024

Documents
Requested

Oa42024

e
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Log Out

To log out of the app, please follow these steps:

1. Loginto the app.

2. Open the nav bar, and click on Hi,

[username].

View Notifications

View Funding Requests

Create a Funding
Request

Submit a Timesheet

Submit Documents

View Docurnents

View EOBs

3. Click Log Out.

@ Account Management g

/° Change Password >

A Notification Preferences

Log Out o
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