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TULIP PORTAL PROVIDER TRAINING GUIDE

1. TRAINING GUIDE OVERVIEW: TULIP PORTAL

This training guide is organized into the following major components:
= Portal Navigation: login & registration, user management, general navigation, and settings

= Provider Applications: create, upload documents, review deficiencies, pay for, and submit an
application, submit CHOW, Change Update, Manage Alzheimer’s and Medicare Branch Certification.

= Other Actions: Upload Form, Account Updates

* Reporting: This section details the following:

- How to submit and edit a monthly resident death report

- How to access the Incident Self Reporting Portal

Please note that TULIP is optimized for Google Chrome and should be used in this browser whenever possible

1.1 PROVIDER REGISTRATION AND LOGIN

1.1.A. OVERVIEW

Create a Designate a . .

Provider Enter Sefu rity Provision Users Log
Provider Info i Users Into Account

Account Authority

1.1.B. HOW TO REGISTER FOR TULIP

If you have not registered for TULIP, please click https://txhhs.force.com/TULIP/s/login/ to register and click on
‘Not a Member’ to get started.
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Next, you will see the following screen.

Select ‘Provider Licensure’ if you require a Provider License.
NOTE: ‘Occupational License’ User Manual is at below link:
https://www.hhs.texas.gov/business/licensing-credentialing-regulation /long-term-care-credentialing /nf-

administrators-licensing-enforcement
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If the user does not already have a TULIP account, users will first be prompted with the question “Have you
or a representative of your business completed first time registration?” If “Yes”, user will enter valid State of
Texas SSN and select the “Submit” button when finished.

When SSN is entered, below screen is displayed:

Page 5 of 156



TULIP Training Guide

Next, enter the Legal Business Entity name and the Registrant Information. Then click, Submit. Do not enter a
facility name or an agency name as only the Legal Business Entity will show in the search window.

If user selects No/New to TULIP, following screen displays.
Enter the Business and Security Authority Information and then click, Submit.
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If user selects No/Have Registration Code, the following screen displays. Enter the Business and Security Authority
Information then click, Submit.
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After clicking submit, an email will be sent confirming your registration and prompting you to create a
password and login. The email can take up to one hour to receive. Please check your SPAM or JUNK email
if you do not get the email within one hour. If you still do not receive the email to create a password and
login please email HHSC TULIP Support at TULIP Support@hhsc.state.tx.us

1. If you are a returning TULIP user, select the “Already have an account?” link under the Texas Health
and Human Services logo to log into TULIP with your existing provider credentials.

1.1.D LOG IN AS A PROVIDER

It is highly recommended that providers bookmark the login screen for easy access to their TULIP account

portal. To log in, enter your username and password then click Log in.

From this initial login page, you may navigate back to the initial registration page (Section 2.1.2.B., “Create a
Provider Account”) by selecting the “Not a member?” link.

Forgot your password

If you have forgotten your password, select the “Forgot your password?” link from the screen above, just
under the login fields. You will be prompted to enter your username (the email address used to register). The
following screen will display, allowing you to return to the login screen or resend the password reset email.
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PASSWORD RESET

Please enter the email address that you used when
creating your account. An email will be sent to that
address with further instructions on how to reset
your password

Username

Send Password Reset Email

Cancel

If you do not receive the password reset email please contact HHSC TULIP Support at TULIP Support@hhsc.state.tx.us

Additional TULIP Information

HHSC maintains a webpage to host the most updated information regarding TULIP. Access this webpage by

clicking the link at the bottom of the login screen that reads, “Click here for additional information about

TULIP”.
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1.2 PORTAL NAVIGATION

1.2.A. HOMEPAGE

The image below is an example of a provider homepage, the screen you will see when you first log into the
TULIP portal. From here you can submit applications, update resident death reports, upload forms, view
account details, and address deficiencies. To return to this page from anywhere in the portal, simply select the

Home icon on the leftmost side of the page banner.

The following sections can be found on a provider homepage:

e Parent Facility/Agency Applications
This section will only show new parent facilities or new parent agency applications that are pending a new

license.
Once the application is approved, and a new license number or new facility id is issued, the account name
and information will show below under section two, Facility/ Agency Details.
e Facility/Agency Details
If you manage multiple facilities and agencies you will see all in section two. You can toggle between
the various agencies/facilities by clicking on the caret displayed besides the agency/facility details.
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Viewing Application:
To view and open the application, click on the hyperlink.

After clicking the application hyperlink, the application can open and be edited.

You can choose to delete the desired application by clicking on “Trash’ icon next to the application. Please note: you
cannot delete a Renewal application or an application that has been submitted or is in completed status.
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To confirm the deletion of the application, click, OK. The application will then be deleted.
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1.2.B. APPLICATION STATUSES

All applications will feature a status to communicate the stage at which an application sits in processing. The
following statuses will help providers track the progress of their TULIP applications:

Status Description

NEW An application has been created and is ready for the providers
review.

READY TO SUBMIT All required fields have been completed on the application and it is
ready for payment and submission.

PAYMENT PENDING The application has not been submitted and payment is pending.

SUBMITTED/PENDING ASSIGNMENT Payment has been submitted or mailed. The application will not be

processed until payment is sent and cleared.

RESPONSE REQUIRED BY PROVIDER The application requires a response or action from the provider as

soon as possible to proceed with processing.

IN REVIEW An application has been submitted and payment has been
received. The application is in review.

IN ANALYSIS An application has been submitted and payment has been
received. The application is in analysis.

COMPLETE The application review has been completed.

APPROVED LICENSE ISSUED

The application has been approved and the license has been
issued.

CERTIFICATION GRANTED

The application has been certified for services.

PENDING HEALTH REQUEST BY PROVIDER

The application is pending health survey information from the
provider.

PENDING LSC REQUEST BY PROVIDER

The application is pending LSC by the provider.

PENDING LSC FOLLOW-UP

The application is pending the LSC follow-up.

PENDING LSC SURVEY

The application is pending an LSC Survey.

PENDING HEALTH SURVEY

The application is pending a health survey.
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PENDING HEALTH SURVEY FOLLOW-UP The application is pending a health survey follow-up.

PENDING CMS The application is pending CMS.

DENIED The submitted application has been denied by HHSC.

WITHDRAWN An application that has been withdrawn.

EXPIRED A renewal application was automatically generated but not
submitted before the license expiration date.
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1.2.C. APPLICATION TYPES

The following application types are offered through TULIP.

Facility 3720 Account Update

Capacity Increase/Decrease

Change — Management Company
Change - Relocation

Change — Shares Transfer

Change of ICF/IID Administrator
Change of Ownership (CHOW)

Initial

Initial — New Construction Provisional
Reactivate (Bed Suspension)

Real Estate Change

Facility 3720-N Account Update

Capacity Increase/Decrease

Change — Management Company
Change — Relocation

Change — Shares Transfer

Change of ICF/IID Administrator
Change of Ownership (CHOW)

Initial

Initial — New Construction Provisional
Reactivate (Bed Suspension)

Real Estate Change
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Facility 3720-P Account Update

Capacity Increase/Decrease
Change — Admin/CFO

Change — Operating Hours
Change - Relocation

Change of Ownership (CHOW)
Initial

Management Company

Real Estate Change

Transfer of Ownership Interest

Facility 3720-G Initial

Facility 3721 Capacity Increase/Decrease
Change — Relocation
Change of Ownership (CHOW)

Initial
Facility 3736 Renewals only
Agency 2021 Change — Accreditation Status

Change — Admin/CFO

Change - Alternate Administrator
Change — Update Cateogry of Service
Change - Controlling Person

Change — DBA (not CHOW)

Change — Mailing Address

Change — Name of Owner (not CHOW)
Change — Phone/Fax/Email/Operating Hours
Change — Relocation

Change — Service Area Expansion
Change - Service Area Reduction
Change - Stock Transfer

Change of Ownership (CHOW)

Initial
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Agency 2023 Adding Licensed & Certified Category
Change of Ownership (CHOW)
Initial

Agency 2024 Initial

Change - Update Category of Service
Change - Relocation

Change — Phone/Fax/Email/Operating Hours
Change - Service Area Expansion

Change - Service Area Reduction

Change of Ownership (CHOW)

Agency 2025 Initial

Change of Ownership (CHOW)

Change — Relocation

Change — Update Category of Service
Change - Phone/Fax/Email/Operating Hours
Change - Service Area Expansion

Change - Service Area Reduction

1.3 PROVIDER APPLICATIONS

1.3.A OVERVIEW

TULIP online applications will enable both agencies and facilities to submit license and certification
applications from start to finish. The following flow lays out the steps to complete an application:

Select Complete Submit a

Choose an L L. Review N

Application . Payment via Completed
Documents Deficiencies =

Type(s) Texas.gov Application

Application

If you have to SUBMIT any of the following applications or Manage the Medicare Branch or Alzheimet’s
applications, click on ‘Provider Applications’ tab from blue ribbon:

e  Submit an initial application for new license for Agency/Facility
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e  Submit CHOW- Change of Ownership for Facility/ Agency
e  Submit a Change or Update
e Manage Medicare Branch Certification

e Manage Alzheimer Certification

Quick Reference: TULIP Online Application Features

The applications as represented in TULIP are made to reflect the previous HHSC paper applications as
much as possible. Depending on each question, data entry fields will vary between free text fields, date
calendars, numerically restricted, or picklists. The following features are unique to TULIP and of note:

e Progress Bar: This bar is featured at the top of each application and will help providers track progress
during data entry. Each step within the bar maybe be clicked to jump to different application pages.

Figure 17. TULIP Application Progress Bar

e Date Calendars: Throughout applications, providers will find date fields with three options for entry: a
“mm/dd/yyyy” manual keyboard option, up/down selection arrows, ot a dropdown calendar at the
far right of the field box.

Figure 18. Date Calendar
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Instructions: Instructions can be accessed both from the initial Application List page and within the
footer at the bottom of all applications. When selected, this link will open in a new tab so as to not
disrupt application progress.

Figure 19. TULIP Application Instructions Button

Saving: Moving to a new step or selecting the “Next” or “Save” buttons in the footer at the bottom of
the application will automatically save application progress. After saving, you may navigate away

from TULIP or close your browser entirely to resume the application at a later date. The saved
application will be stored in the Pending Provider Action section of the homepage.

Figure 20. Back, Next, and Save buttons

Reguired Fields: TULIP applications include required fields and documents, marked both in red and
with an asterisk (*). Providers will not be blocked from moving between steps or

saving/ closing/exiting the application if required fields are left blank. Missing required fields will be
displayed in the “Deficiencies” step and will, however, prevent access to the final stages of payment
and application submission.

Figure 21. Example of TULIP Required Field

Exemptions: Applications will vary by type. On some applications, providers may notice checkboxes
ot Yes/No fields that could exempt them from certain pieces of the application. TULIP applications
will use the concept of required fields (explained above) to enforce fields that apply to all users. If
you complete a field that exempts you from another non-required field, continue through the
application. The following examples will help illustrate exemptions:

O  Example, Address entry fields: A provider enters their Physical Address. Instead of entering a
Mailing Address, they select a checkbox that reads “Same as Physical Address” and continue
through the application. The information entered into the physical address fields will also
populate the mailing address fields upon application approval.

O  Example, Yes/ No selection fields: A provider selects “Yes” in a Yes/No selection field.
Oftentimes, if the selection is No the provider may simply move onto the next question.
TULIP applications include all necessary instructions around Yes/No fields. If you need
further help, please access the Instructions document using the button at the bottom left of
the screen.
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o Attestations: Secured by Salesforce’s logins, TULIP applications ask for an attestation in place of prior

notarized affidavits. Please note that most applications will still require a separate fire marshal
approval upload.

1.3.B SUBMIT INITIAL APPLICATIONS FOR A NEW LICENSE FOR FACILITY:
The selection of the application type and form name will depend on the responses provided to below questions

unlike the current functionality where the form name and application name were displayed unfront for the provider
to choose from.

Click on the Blue Button ‘Submit an Initial Application for a New License’ when you have to initiate a new license
for any of the following:

Click on one of the following:

oo ot e i

e ——

After clicking on “Submit an Initial Application for a New License”, below questions will be displayed to select from:

Select an Application Type: 1f you select “Facility” option from above, the following types of Initial Licenses will be
displayed.
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i. Creating Nursing Application with Yes/No for previously held license and yes/No to Alzheimer’s
Certification:

Select Facility as the ‘Initial License type’, “Nursing” for “Type of Initial License” and “Yes” for having license
for Nursing Facility in Texas.

Provide the ‘Facility ID’ and Answer Yes to Alzheimer’s Certificate and Click ‘SUBMIT”:
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On clicking SUBMIT, two (2) applications are displayed in two (2) different tabs in the browser and both the
applications need to be filled, submitted with payment made for both the applications.

o Application for Nursing Facility- (3720-N)

e Application to certify Nursing Facilities and Assisted Living Facilities for Alzheimer’s Disease and Related
Disorders 3721
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NOTE: Both the applications will need to be filled, submitted and payment be made (based on the responses entered
by the provider during application selection) for successful processing.

On selecting ‘Initial’ and clicking Save, 3720-N application is displayed.
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NOTE: After making the payment, the application will show under ‘Parent Facility/Agency Applications’ with the
status changed from NEW to ‘Payment Pending’.

Submit a Completed Application

Your application is not considered completed or eligible for processing unless both your payment is
submitted and the application itself is submitted.

The Submit step is the final step in the progress tracker and displays a single “Submit Application” button.
Press this button to submit your application.

After application is submitted successfully, the application status will change and it will be displayed under ‘Parent
Business Entity Applications’ under ‘In-Progress’ applications.
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Once the application is approved, the application status will change to ‘Complete’ and it will be displayed under
‘Facility/ Agency Details” under ‘Completed’ applications.
Let us select ‘NO’ to previous license and Yes to Alzheimer’s Certificate question.

On clicking Submit, 2 applications will be created across different tabs and both need to be completed along with fee
payment and submission.

On clicking Submit, two (2) applications are generated in different tabs in the browser:
e Application for Nursing Facility License -Initial Probationary 1 yr license 3720-N

e Application to certify Nursing Facilities and Assisted Living Facilities for Alzheimer’s Disease and Related
Disorders 3721
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ii. Creating DAHS- Initial Construction Provisional (3720) Application:

Select ‘Day Activity Health Services’ for Type of Initial License and select the method for receiving the license. In this
example, let us select “Temporary Basic requirements are above’ and click Submit.

Page 28 of 156



TULIP Training Guide

Initial Construction Provisional (3720) is displayed.

Select Initial -New Construction Provisional and Click SAVE. Application for Initial-New Construction Provisional
(3720 is displayed:
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Fill the application and once application is Submitted, it will show under ‘In-Progress’ applications for Parent
Facility/ Agency Applications’ section under Home Page.

Fill the application and once application is Submitted, it will show under ‘In-Progress’ applications for ‘Parent
Facility/ Agency Applications’ section under Home Page.

Once application is approved, the application will move under ‘Completed Applications’ for the approved Facility
under ‘Facility/Agency Details’ section of Home page.

iii. Creating Intermediate Care Facility for Individuals with an Intellectual Disability (3720)
Application:

Select ‘Intermediate Care Facility for Individuals with an Intellectual Disability’ for Type of Initial License:
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Select the method for receiving the license from ‘Reactivation/Redistribution/Reallocation’:

Reactivation: Re-activation is ICFs/IID who voluntarily close may suspend their Medicaid beds for up to one year,
as defined in 40 TAC 9.218. To reactivate the beds, the provider must submit a reactivation application to obtain a
new ICF/IID license. The suspended beds cannot be transferred to another entity. To submit an ICF/IID
reactivation application to obtain an initial license, the applicant must have documentation from HHSC of ownership
of the beds. A Facility ID of a currently assigned ICF/IID facility is required to proceed.

Redistribution: HHSC periodically allows providers to request to redistribute their certified capacity. The
announcement that the agency is accepting these requests is published in the Texas Register. To submit an ICF/IID

redistribution application to obtain an initial license, the applicant must have documented approval from the agency.

Reallocation: HHSC has created a reallocation of ICF/IID Medicaid beds process as defined in PL 19-21. To
submit an ICF/IID reallocation application to obtain an initial license, the applicant must have documentation from
HHSC of the reallocated beds to the applicant.

If we select ‘Reallocation’ or ‘Redistribution or Reallocation and click SUBMIT, Initial Application for State license to
operate Long Term Care Facility (3720) will be created.

Let us select, ‘Reallocation’ and click submit. On clicking SUBMIT after selecting Reallocation, Application for State
License to Operate a Long-Term Care Facility (3720) is created:

NOTE: On selecting Reactivation, facility ID for the currently assigned ICF/IID facility is needed.
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NOTE: When user is trying to reopen a CLOSED license, they must go one of these routes, Reactivation or
Redistribution or Reallocation. However, this is ONLY for ICF/IID. For others that are non-facilities, user should
contact TULIP Support for next steps.

If the user’s current facility or license was closed due to an expired license or a voluntary closure, the user should email
HHSC TULIP Support at TULIP_Support@hhsc.state.tx.us for next steps.

iv. Creating Prescribed Pediatrics for Extended Care Centers Application (3720-P)

Let us select ‘Prescribed Pediatrics for Extended Care Center’ for Type of Initial License:

There are 2 types of methods displayed to receive this license:

a. Temporary Basic Requirements
b. Does not meet the above requirements

On selecting ‘Temporary Basic Requirements’ as license method and clicking Submit,

Application for State License to Operate a Prescribed Pediatric Extended Care Center (3720-P) application is
displayed.
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V. Creating Assisted Living Facility as the type of license with different facility types:

Select ‘Assisted Living Facility” as the type of license and facility Type: A

There are 3 types of methods displayed to receive this license:
c. Provisional Basic
d. Good Standing

e. Does not meet the above requirements

On selecting ‘Provisional Basic’, 3720-Initial Construction Provisional Application is displayed, on clicking
SUBMIT.
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Good Standing License Method: On selecting Good Standing and facility type ‘A’, Assisted Living Facility A
or B Application in Good Standing for State License to Operate a Long-Term Care Facility (3720-G) is displayed
after clicking SUBMIT.

NOTE: A certificate of Good Standing issued by the Texas Comptroller of Public Accounts must be provided as a
document.
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Not meeting requirements: On selecting ‘Don’t meet above requirements’ and facility type ‘A’, Assisted
Living Facility A or B Application in Good Standing for State License to Operate a Long-Term Care Facility (3720-
G) is displayed after clicking SUBMIT.
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Select ‘Assisted Living Facility’ as the License Type and Type B as the Facility Type:
There are 3 types of methods displayed to receive this license:

a. Provisional Basic

b. Good Standing

c. Does not meet the above requirements

On selecting Provisional type or Good Standing as the license method, another question “Requesting Alzheimer’s
Certificater” is displayed.
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On selecting YES to ‘Requesting Alzheimer’s Certificate?” and clicking SUBMIT, two (2) applications are displayed
across different tabs in the browser:
e Initial Construction Provisional Application 3720 and

e Application to certify Nursing Facility and Assisted Living Facilities for Alzheimer’s Diseases and Related
Disorders 3721
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On selecting Good Standing and selecting YES to ‘Requesting Alzheimer’s Certificater” and clicking SUBMIT, two
(2) applications are displayed across different tabs in the browser:

e Assisted Living Facility Type A or B Application in Good Standing for State License to Operate a Long-
Term Care Facility 3720 -G and

e Application to certify Nursing Facility and Assisted Living Facilities for Alzheimer’s Diseases and Related
Disorders 3721
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On selecting ‘Does not meet Requirements’ as license method and selecting YES to ‘Requires Alzheimer’s
Certificate?’, and clicking SUBMIT, two (2) applications are displayed across different tabs in the browser:

e Application for State License to operate a Long Term Care Facility 3720 and

e Application to certify Nursing Facility and Assisted Living Facilities for Alzheimer’s Diseases and Related
Disorders 3721
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1.3.C SUBMIT AN INITIAL APPLICATION FOR A NEW LICENSE FOR AN AGENCY

To create a new or initial application for your agency, follow the steps below.

1. Select the “Submit an Initial Application for a New License” button near the top of the page.

N ? How Do ... Provider Applications Reporting Other Actions

Click en one of the following:

Submit an Initial Application for a New License ‘Submit CHOW - Change of Ownership for Facility/Agency

i. Creating Parent HCSSA/ Agency Application (2021):

Select ‘Initial License is for - ‘Agency- (Home Health/ Personal Assistance Services/ Hospice)” from the drop
down.

Select “Type of Initial License’ — ‘New Home Health/Personal Assistance Services Parent Agency’

On selecting ‘Type of Initial License’, system shall display the SUBMIT button and a message “A Total of
One (1) Initial Application(s) will be created that require completion, payment of fee and submission (for
Each)

After clicking SUBMIT, 2021- Home and Community Support Services Agency License Application is
created.
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NOTE: For initial applications, check the “Initial” checkbox and as the agency has not
yet been licensed, a License Number is not required. Select the “Save” button.

On clicking SAVE, system shall let the applicant fill up 2021 application.

ii. Creating HCSSA /Agency Initial Branch Application (2025):

a. Select ‘Initial License is fot” - ‘Agency- (Home Health/ Personal Assistance Setvices/ Hospice)’ from
the drop down.

b. Select “Type of Initial License’ — ‘New Home Health/Personal Assistance Setvices Branch for an
Active Licensed Home Health/Personal Assistance Services Parent Agency’

On selecting ‘Branch’ option for “Type of Initial License’ field, system displays ‘License Number of Home
Health/ Personal Assistance Services Parent Agency’. Let us provide a valid License no for an active
parent agency.

Page 42 of 156



TULIP Training Guide

After providing valid License No., click submit and 2025-Home and Community Support Services Agency
Request for Branch License Application is created.

NOTE: For initial applications, check the “Initial” checkbox and as the agency has not
yet been licensed, a License Number is not required. Select the “Save” button.
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After selecting ‘Initial’ and providing License Number, click SAVE. On clicking SAVE, applicant can enter
information into the 2025 application.

iii. Creating HCSSA /Agency Initial ADS Application (2024):

a. Select ‘Initial License is for” - ‘Agency- (Home Health/ Personal Assistance Setvices/ Hospice)” from the
drop down.

b. Select “Type of Initial License’ — ‘New Home Health/Personal Assistance Services Branch for an Active
Licensed Home Health/Personal Assistance Services Parent Agency’

c. Provide License No. of the Parent Agency and click SUBMIT.

On clicking SUBMIT, 2024 (Home and Community Support Services Agency Request for Alternate

Page 44 of 156



TULIP Training Guide

Delivery Site License) Application is created.

On checking ‘Initial’, providing License number for parent agency and clicking SAVE, 2024 application is
displayed and the applicant can begin filling out the application.

For training purpose, let us practice creating parent HCSSA agency application (2021):

After selecting the criteria for the application as mentioned before, 2021 application will be displayed. Start filling the
application from Step 1:
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Ownership Control and Disclosure

Certain application types request ownership information. To enter the ownership hierarchy, navigate to the

Ownership and Control Interest Disclosure section in the application. Here providers can enter the Type of
Ownership, Disclosure checkboxes, and build a Hierarchy.

To enter an Ownership Hierarchy, select the “Add Owner” button, shown below.
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A detail box will appear. Enter the details for this owner, including the ownership percentage, Taxpayer
Identification Number (TIN), and start date of association. The ownership percentage will be 100% for
the first Business. The Business is the first selection by default. To add an Individual click, Add

Owner again and within the dropdown select, Individual. Next, select the “Save” button to return to
the application and see the saved record.

The user will see the saved record listed until the Ownership Hierarchy section and will notice that the
record offers the option to add an owner of that record.

Repeat this process with each owner in the hierarchy until you have represented the agency’s ownership
structure. Levels of the hierarchy and each ownership percentage will indent to accurately show relationships,
and businesses and individuals will be represented with different icons for easy reference. An example is
shown below:
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Upload Documents

After the final data entry screen, the “Next” button will take the user to the “Documents” step of the
progress tracker. On this screen, each application will display the various documents associated with that
application type. Required documents are denoted with the phrase “This document is required” in red.

Users may either select the “Upload Files” button to select a local file or drag and drop a file onto the
corresponding document row. Once the document upload is complete, the user can click “Done” and see
their document name reflected in the document row with the ability to delete the document if desired, as
shown above.
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To upload a document that is not on the list (or upload an additional page of a document), scroll to the top of
the page and select “Add Additional Attachment” button. Enter a Name and Description for the document
and Save the document.

A placeholder will be created for your document. Again, either select the “Upload Files” button to select a
local file or drag and drop a file onto your custom document row. You may delete both the uploaded
document and the overall document placeholder using the delete buttons, marked below.

When you are finished uploading documents, click the “Next” button to continue.

Review Application Deficiencies

The “Deficiencies” step ensures a complete application before the Provider can proceed to application
payment and submission. The Provider is required to select the “Review” button; otherwise, the “Payment”
step will not display any information and instead direct the Provider back to the “Review” button.
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The “Review” button will capture incorrect values entered required fields (including blanks or improper
formats) and missing attachments on required documents and list the deficiencies. Deficiencies will be listed
in the order in which they appear in the application.

In all cases, the deficiency will be delineated by a light gray box and will display the Item (section) in which
the deficiency appears; each section can have one or more deficiencies. In some cases, the deficiency will
further display the specific field that is deficient within the Item through the deficiency’s Description.

To quickly navigate through the application to the deficiency, select the “Go to Step” button associated with
the deficiency; the hyperlink will direct the Provider to the specific step on which the deficiency appears.

In many cases, deficient fields will be outlined in red boxes to flag the fields for the Provider and may be
accompanied by help text. To resolve deficiencies, click into the deficient fields and fill appropriate values, or
attach a correct required document if resolving a document deficiency.

You must continue to select the “Review” button on the “Deficiencies” tab to ensure that all deficiencies are
resolved. Once all deficiencies have been resolved, the application will display a success message indicating
that there are no deficiencies to address and the Provider will be able to proceed to the following tabs.
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Review Application Summary and Print Application

The “Summary” tab of the application submission process displays a read-only concatenation of all Steps in
the application to allow the user to quickly review all entered information. From the “Summary” tab,

Providers can print the application for their own records before application submission.

Providers can similarly print their applications after application submission also from the “Summary” tab.

Generate and Print a Payment Coupon

On the Payment step of the application, the user will see an overview of basic application details such as
Application 1D, Application Type, Application Status, and Application Date. Underneath these details the
user will select a Payment Type from the dropdown picklist field containing three payment options:

1. ACH
2. Credit Card
3. Paper Check / Money Order

If the third option is selected, the page will display a checkbox alongside the price asking you to confirm “I
understand that in order to complete this application, I must mail in the coupon”. When checked, the button

below this statement is activated. This button generates a populated payment coupon in a new browser tab.

The payment coupon must be printed and mailed to the provided address along with their paper check or
money otder for the full amount before the application will be processed by HHS. Providers can print the
generated payment coupon PDF as their computer normally allows.

Select the “Next” button to continue to the submission step.
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Pay Online Through Texas.gov

Texas.gov is the statewide government website and also the official payment processor for Texas agencies.
Payments made online with TULIP will be made through the Texas.gov checkout process.

If cither the ACH or Credit Card option is chosen as the Payment Type, this payment option will display a
Texas.gov price and a link to pay through Texas.gov in a separate tab. Please note that the link is valid for 30
minutes. If the 30 minutes has elapsed and the link expires, you will need to close the application and refresh
the page to re-enter.
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Once you complete the online payment, you will receive a confirmation email from Texas.gov. Press the
“Continue” button to return to the application and submit the application.

Submit the application and once the application is successfully submitted, it will be displayed under —In Progress’
applications section for the given license #. Once the application is approved, the application will be moved from
the In-Progress Applications to ‘Completed’ applications

1.3.D SUBMIT CHANGE OF OWNERSHIP FOR FACILITY/AGENCY (CHOW) APPLICATIONS

i. Submit CHOW for Agencies:

After logging to the provider portal using your username and password, select Provider Applications, ‘Submit
CHOW-Change of Ownership for Facility/Agency’

Provider Applications Reporting Other Actions

Click on one of the following:

Submit an Initial Application for a New License Submit CHOW - Change of Ownership for Facility/Agency Submit a Change or Update
Manage Medicare Branch Certification Manage Alzheimer Certification
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Next, select Agency, and enter License # for the agency you wish to apply CHOW for. Click, Continue.

On Clicking CONTINUE, the parent agency along with the branch agency (if any) and/ or ADS agency if any are
displayed. Depending on the number of branches, and or alternate delivery site locations tied to the license,
that is how many applications that will open at once.
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Enter the Change of Ownership Effective Date 30 days from the cutrent date/todays date. Click, Confirm Selections
& Submit.

e If there is only one PARENT to CHOW, then only one application would open.
e If there is one PARENT and 2 Branches, then 3 applications will open at once.
e For the above example 4 applications would open at one time.

e SAVE the applications before starting on them to ensure you do not get a timeout error.
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Failure to include a Branch or Alternate Delivery Site in Application Completion, Payment of Fee and Submission
will result in that Branch or Alternate Delivery Site being Closed.

Note that on Confirmation, an email notification will be sent to Agency listed below that a Change of ownership has
been initiated.

On clicking ‘Confirm Selections and Submit’, total # of CHOW applications are displayed across in different tabs,
one tab for each agency type. The number of applications opened depends on the total number of branches, ADS
and parent agency displayed.

Fill all the opened applications in different tab and click SUBMIT. Once the applications are submitted, they will
show in ‘In-Progress’ section for new License # that is assigned after CHOW to the parent 2021 agency application.
Once the applications are approved, the applications will move to ‘Completed Applications’ section.

Similarly, both branch and ADS will be displayed in the similar way under new license # under ‘Completed
Applications’.

NOTE: The previous parent agency, branch and ADS (if present) related to previous license # on which CHOW was
performed will be marked CLOSED and thus the applications will NO longer be displayed in the portal unless the
user checks ‘All Facilities and Agencies™:
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NOTE: Once the agency is already under CHOW progress, system will not let the user to initiate another CHOW
and will throw the message “The Change of Ownership is already in Progress.’
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NOTE: Change of Ownership may be submitted/effective date prior to renewal. New owner gets a new license
number, facility ID stays the same.

Additionally, Change of Ownership may be submitted/effective date for a current license without incurring any late
fee and new CHOW party is entitled to renew the new license and previous owner is NOT responsible to renew the
license.

The effective date of the CHOW is the date that, once the application is approved, will be the effective date of the new
license in the new owner’s name. CHOWS must be submitted at least 30 days prior to the effective date.

Initiating CHOWS for Facilities:

The process to initiate a CHOW for the facility will be same as agency EXCEPT the Facility ID will remain the same
unlike agency where a new license is issued.
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Enter the CHOW Effective Date. Must be 30 days out from today’s date.
Click, Confirm Selections & Submit.

1.3.E RENEW AN EXISTING LICENSE

Users will have the ability to renew an existing license beginning 120 days before their license expires. This
renewal application will generate automatically through TULIP. You can access the renewal application from

the ‘Home’ tab on your portal.

The renewal application will be displayed under the ‘In-Progress’ applications for the given ‘Facility’ or
‘Agency’
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On clicking the Application 1D hyperlink, system will open the renewal application, partially populated for the chosen
form and you can continue with the data entry, edit any fields needed, document upload, payment, and submission
steps ensuring all required fields are complete.

For training purposes, let us click on the App-0012225259. Renewal application opens.

After the application is submitted, the renewal application will change the status and application will be displayed
under ‘Payment Received’ status in ‘In-Progress’ applications section for the given Facility/Agency.
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After this application is approved, this renewal application will move to ‘Completed Applications’ section for the
chosen Facility/ Agency:

NOTE: User can find the information on when the current license is due for renewal (current license expiration
date) when a CHOW is in progress under Home Page.
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1.3.F. Address Deficiencies after Submission — Response Required by Provider

After application submission, an HHS Licensing Specialist will review your application in full and mark any
information that needs to be corrected or added. Once sent back to providers, these deficiencies must be
corrected as soon as possible; if HHS does not receive a corrected response within 30 days, the submitted

application will be proposed for denial.

Providers will receive an email to their designated applicant contact when deficiencies are noted on an

application and the 30-day correction period has begun.

To find an application marked with deficiencies, navigate to the provider home page. Any application requiring
providers action will be marked with a Red Exclamation Mark indicating the pending response from provider.
The Pending Provider Action section should be visible for respective applications once the carets are expanded
for the respective ‘In-Progress’ applications under the given license or facility ID. Any applications waiting for
provider response will be listed here with a Status of “Response Required by Provider”.

Page 63 of 156



TULIP Training Guide

1.3.G ACCOUNT UPDATES

Account updates will be available on Applications 3720, 3720-N, and 3720-P for facility providers who wish
to update fields on their application that do not incur a fee and are not covered by a Change of Information
application type. Note: Facilities that use a 3720-G application form type will simply use a 3720.

To make an Account update:
From the Provider Portal Home page, navigate to the ‘Provider Applications’ section and click on click on Submit

a Change/Update.

On clicking ‘Submit a Change or Update’, Select Application Form pop up is displayed with the following

application form options:
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For training purpose let us select — HCSSA Parent:

On clicking OK, following page is displayed with options to Change /Update the information:
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Enter the desired Change and License number for which you desire to initiate a Change/Update:

Enter the ‘Effective Date’

On clicking SAVE, 2021 Home and Community Support Services application is displayed:
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Complete filling the application till Submit. After submission, application is showing correctly under ‘In-
Progress’ application on ‘Home Button’ for given license #:

Once the application is Approved or marked Complete, application should move under ‘Completed
Applications’ for the given License number.

Page 67 of 156



TULIP Training Guide

Similarly, Change or Update can be initiated on any application selected from the dropdown:

NOTE: TULIP will generate the most recently submitted application—fully populated—for the user to update.
Note that only application sections that do not incur a fee will be displayed. If you need to update information
in a section that is hidden, you will need to submit a new Change application and pay the associated fee.

Use the “Next” and “Save” buttons to navigate the application as you normally would. When you have made all
necessary field updates, select the “Submit” button to submit the update application to a Licensing Specialist for
review. You will not be charged a fee on the Payment tab when submitting.

NOTE: Below ate the timeframes for submitting the change and or an ‘Update’ for agency and/or facility on the type
of action that user needs to perform:

‘ACTIVE’

Agency/Agency Effective Date

Type ‘Form’ |Action Name Notification Requirement

Facility/Facility (Calendar Days)

Type
Accreditation Status within 7 days after
Administrator within 7 days after
Alternate Administrator within 7 days after

HCSSA — Parent (2021 Controlling Person within 7 days after
DBA within 7 days after
Mailing Address within 7 days after
Legal Entity Name (not CHOW)  |within 7 days after
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Phone/Fax/Email/Operating within 7 days after

Hours

Relocation more than 30 days before

Service Area Expansion more than 30 days before

Service Area Reduction

within 10 days after

Shares Transfer

within 7 days after

Category of Service

more than 30 days before

Phone/Fax/Email/Operating

within 7 days after

Hours

Relocation more than 30 days before

HCSSA — ADS 2024

Service Area Expansion more than 30 days before

Service Area Reduction within 10 days after

Category of Service more than 30 days before

Phone/Fax/Email/Operating within 7 days after

Hours

Relocation more than 30 days before

HCSSA — Branch (2025

Service Area Expansion more than 30 days before

Service Area Reduction more than 30 days before

Category of Service

within 30 days of t

Account Update

within 30 days of 2

Administrator

within 30 days of 2

Management Company

within 30 days of 2

Shares Transfer

within 30 days of 2

NE License Capacity within 30 days of 2
3720-N

Medicaid Capacity within 30 days of 2
Medicare Capacity within 30 days of 2
Real Estate within 30 days of 2
Relocation within 30 days of 2
Reopen within 30 days of 2
Account Update
License Capacity
Management Company

ALF 3720
Shares Transfer
Relocation
Real Estate

DAHS 3720 Account Update within 30 days of 2

1 Only calculate and display warning if date is more than specified number of days in the past (i.e., ignore future Effective dates over

number)
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License Capacity

within 30 days of 2

Management Company

within 30 days of 2

Shares Transfer

within 30 days of 2

Relocation

within 30 days of 2

Real Estate

within 30 days of 2

Account Update

within 30 days of 2

Administrator

within 30 days of 2

License Capacity

within 30 days of 2

ICF/IID 3720 Management Company within 30 days of 2
Shares Transfer within 30 days of 2
Relocation within 30 days of 2
Real Estate within 30 days of 2
PPECC 3720-P |[Account Update

License Capacity

Administrator/CFO

Operating Hours

Relocation

Management Company

Real Estate

Shares Transfer

1.3.H INTERACTION OF APPLICATION WITH THE PORTAL:

Whether it be a facility application or agency application, whenever the application is NEW or In-Progress,

application will be displayed under ‘In-Progress’ section of the corresponding Agency or Facility. Once the

application is Approved, the application moves to the ‘Completed Applications’ section for the corresponding

Agency or Facility.

For instance, for training purposes let us create a Agency Branch (2025) application for the parent agency with

License number. (XXXXXX)

Next, click SUBMIT. A new application for agency from ‘Provider Applications’ and provide the license number.
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For agency, let us start with creating HCSSA branch application- Application 2025:

After entering information on Step 1, click SAVE and your application will save. Click on Step 2 and provide the
information:
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On Clicking SAVE, Documents tab is displayed with list of documents that are mandatory for successful submission
of Branch application. Upload the required documents and click Save:
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NOTE: After clicking SAVE on any of the Steps, Application number is created and the application is displayed
under ‘In-Progress’ applications for the chosen License # for the parent agency. If you wish to resume later, click on
the Application 1D displayed and the application will open up.

On resuming the application, proceed with the next step-
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Keep clicking Save and NEXT to proceed to next step in the application.
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On Clicking SUBMIT Application, Application is submitted.
Now click on ‘Home” icon to check this application is displayed still under ‘In-Progress’ applications for Parent

Agency with License number (xxxxx) and under the Status ‘Payment Received’. The user can click on the application
ID hypetlink and see the application details whenever desired.
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Once this application is marked ‘Approved’, application will move to ‘Completed’ applications.

Below is the screenshot that shows the application moved to ‘Completed’ applications for this license #, once

application was approved and provider status is ‘Completed’.

Similarly, after the Alternate Delivery Site Application (2024) is Approved, and marked as ‘Complete’, the ‘Complete’
application will be displayed under new section created for the agency with application under ‘Completed
Application’ section.

In the below screenshots, there are 3 sections created for same Agency name — one each for 2021, 2024, 2025 with
each section having ‘In-Progress’ and ‘Completed Applications’ .
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Similarly, CHOW applications for agency (2021,2024 or 2025) or Facility, once initiated will fall under ‘In-Progress’
application till the applications are approved. Once the application is approved, the application will move under

‘Complete Application’ section for the given Agency (2021, 2024, 2025) or Facility section.

For training purpose, lets initiate a CHOW for parent agency.
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On clicking SAVE, start filling the application till the SUBMIT screen. Once Submitted, application will show up
under parent agency, In-Progress Application.
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After clicking SUBMIT, all the parent facility/agency applications will be displayed under the Business Entity

account ‘In Progress’ applications until the parent agency/parent facility applications ate approved.

Once the above application is Approved and marked as ‘Complete’, the application will move under ‘Completed
Applications’.

Similatly, let’s start CHOW application for Branch Agency (2025 Application):
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After Submitting the 2025 CHOW Application, this 2025 application will be displayed under ‘In-Progress’
applications under the ‘Parent Facility/Parent Agency Applications’ as the application is yet NOT approved.
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ADS 2024 CHOW:

After the CHOW 2024 application is submitted, it shows up under in-progress application for Parent agency /parent
facility under Business Entity.
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After application is approved and marked complete, it will move under ‘Completed” Applications for the parent
agency to which the CHOW 2024 (ADS) application is linked.

1.3. MANAGE ALZHEIMER CERTIFICATION:

To manage Alzheimer Certification, click ‘Manage Alzheimer Certification’ under ‘Provider Applications’

“ ? How Do ... Provider Applications Reporting Other Actions

Click on one of the following:

Submit an Initial Application for a New License Submit CHOW - Change of Ownership for Facility/Agency
(|

On clicking ‘Manage Alzheimer Certification’, Application to certify Nursing Facility and Assisted Living Facility for
Alzheimer’s Disease and Related Disorder (3721) is displayed.

Depending on type of application you can select — Capacity Increase/Decrease or Change-Relocation.

For training purpose, let us select ‘Capacity Increase/Decrease’.

Provide the effective date that is greater than Last Renewal Approval Date but less than Current License Expiration
Date.

Enter the Facility ID for an ‘Active’ ‘Nursing Facility’ or Assisted Living Facility — Type B’ that does have ACTIVE
Alzheimer certification and Alzheimer Certification Date is greater than current date.

This can be combined with Relocation.
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On clicking SAVE, application to certify Nursing Facilities and Assisted Living Facilities for Alzheimer’s Disease and
Related Disorders (Form 3721) is displayed.

On clicking submit, application is submitted-
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After submitting, application appears under ‘IN-Progress’ applications for the given Facility ID:

Once the application is Approved and marked as ‘Complete’, the application will move to ‘Completed Applications’
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1.3.) MANAGE MEDICARE BRANCH CERTIFICATION (FORM 2023) :

Before clicking the button, ‘Manage Medicare Branch Certification’, system always requites that either a Parent
Agency or Branch Agency first be selected and Requires that the Parent or Branch selected is ‘Active’.

To manage Medicare Branch Certification (Form 2023), click ‘Manage Medicare Branch Certification’ under ‘Provider
Applications’

On clicking ‘Manage Medicare Branch Certification’, Application for Medicare Certified Branch (Form 2023) is
displayed.

Enter the Effective Date for Adding the Licensed Certified Category. Enter the License Number. Once the
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license number is entered and user clicks, search, the user will see a Branch/ADS window. The account
name should auto-populate to the window. Click, Save.

On clicking SAVE, Application for Medicare Certified Branch (Form 2023) will be displayed:

Next, fill out all application information for all tabs & click save after each entry.
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Keep filling the application and saving the application details till you are ready to submit the application with all

deficiencies addressed:

Once application is submitted, the application shows under ‘In-Progress Applications for given license # in home
page:
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When the application status is changed to ‘In Analysis’, this change is reflected in the application status and
application is still under In-Progress’ applications section for the given License #:

Once the application is approved and marked complete, application should move to ‘Completed Application’ for
given license # with the Application status marked as ‘Complete’
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1.4 OTHER ACTIONS

1.4.A UPLOAD A FORM

Once selected, New Comments/Attachment Provider Upload window will open up.

When selected, this link will open a New Provider Upload popup box in the same window. The user will:

e Enter a name for the document
e Add a description for the document. This helps HHS quickly identify the upload
e Searched for and select the associated provider
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e Click “Save” to move to the upload portion. The user will see a green success ribbon that reads
“Document was created”.

Upload a File

Once created and saved, the user will see the document details displayed. On this screen, the user can either
drag and drop a file into the designated box or select the “Upload Files” button to manually select a file.
More than one file may be uploaded to the same named document (in the event that a document is multi-
page but saved separately), but should be uploaded one at a time. A small, secondary popup box will show the
upload progress; when the document is fully uploaded, the user will be prompted to acknowledge the upload
by clicking the “Done” button.
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To manage files within a document, select the “View All” link in the bottom right corner of the “Notes &
Attachments” section. From here, users can see the upload date and size of the files. To upload a new
version, delete, or download the file added, click the arrow box on the far right of the file row.

To manage created document uploads, select the Uploads tab in the banner at the top of the screen at any time.
Records can be created by clicking the “New” button and edited / deleted at a row level using the arrow

box on the far right of each file row.

1.4.B GRANTING ACCESS TO NEW USERS

To grant portal access to new users or remove old users, the Security Authority must first log into their
Salesforce TULIP account. Once logged in, the user will navigate to Manage Users in their provider portal.
If someone other than the Security Authority logs into TULIP, they will not see a Manager Users option.

A list of recently viewed contacts will be displayed. Use the dropdown list on the left side of the page to

change views.

e The Pending Approval list will display users waiting for approval to the user group they wish to join.
To take action on a pending user, click on the user. You will see three buttons on the record:
Approve, Reject, and Deactivate.
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e The Active Users list allows Security Authorities to deactivate and manage users.

e The Deactivated Users list allows Security Authorities to reactivate and manage users.

1.4.C MANAGE PROVIDER ACCESS

To manage access, the Security Authority must first log into their Salesforce TULIP account.
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A list of Entity Access records will be displayed. An Entity Access record describes the relationship between
a user and an entity. Use the dropdown list on the left to change views.

Edit and delete access records using the dropdown arrows to the right of each line item record.

Note: Selecting “Delete” for an entity access record will remove access for that particular entity. Selecting this button does not
delete the entity from existence.

Link an existing entity to an existing user in TULIP

To tie an existing entity to an existing user, follow the steps outlined below. If the user or entity you wish to
link is not yet created, please reference Section 1.1.B. Create a Provider Account to register a new account.

Select the “New” button from the Entity Access page above. A New Entity Access Record box will open.

Search and select the account and the contact you wish to link. Use the checkboxes provided to
designate whether a user is also a Security Authority and whether they have permissions to submit
applications on the entity’s behalf. Click “Save” when you are finished.

Note: There is no limit on how many Security Authorities can be designated for a given entity; the number of Security
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Authorities allowed for a given provider entity is up to the discretion of the provider entity.

1.4.D SUBMIT NON-INCIDENT REPORT

Create and submit an incident report
To submit an incident online, please visit the link (https://txhhs.force.com/nonltc). We highly recommend anyone

submitting the incidents online to bookmark this page for future use.

If you have an existing TULIP account, the incident portal can also be accessed from your TULIP dashboard. Go to
‘Other Actions’ tab and you will see link Submit a Non LTC incident’ as shown in the image below.

To begin with the incident report, you will need to identify the facility.
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1. Search for the facility you want to submit the incident for using facility ID, facility name, CMS
Certification Number (CCN) or address and click on search button. System displays the search results

and you must select the facility you want to submit an incident for and click on next button.

2. Enter incident data

The following screenshots will show the layout of incident report. The incident report will vary depending on the
type of provider, we have 12 different provider types and the system will automatically load the form applicable to the
provider type you choose on the “search for facility” page. The available provider types are

e Abortion facilities

e Ambulatory Surgical Centers

e Birthing centers

e (linical laboratories

e Community Mental Health Center

e  End Stage Renal Disease (ESRD)

e Freestanding Emergency Medical Care Facilities (FEMC)
e Hospitals

e  DPrivate Psychiatric hospitals and Crisis Stabilization units
e DPsychiatric Hospitals

e Substance Abuse and Narcotic Treatment Providers

e Special care facilities

The fields will also vary in type:

* Free text
* Numerically-restricted

¢ Email-restricted
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* Picklists (both single- and multiple-selection)

* Checkboxes

* Popup entry boxes

Fields that have red asterisk (*) at the beginning of the field label name are required fields.

Drate and Time the Facility
First Learned of the Incident

Drate of last dialysis treatment

Incident Type

Incident Type

* First Name

* Last Name

Title

= Contact Email

" Contact Phone Number

Additional Contact Mumber

Incident Details

Date Time

1/1/2020 237 P

1/1/2020

Death of 2 Patient

« | Hospital Transfer

Hepatitis B Conversion - Patient

Hepatitis B Col rsion Staff

Involuntary Transfer or Discharge of a Patient
Fire in the Facility

Reporter Information

test@gmail.com

111)111-1111

1111111111

€ Back 3 Nex

X Cancs:
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3. Enter all the required information and click on “next” to proceed to next step/screen.
4. If the report contains no identifiable clients, click next to proceed to the next step.
5.

Click on “Add New Client” button to add client information, if there are any identifiable clients
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Please note: Social Security Number (SSN) and Date of Birth (DOB) are required fields when adding
client information. If you do not have the client’s SSN or DOB, please call 1-888-973-0022 to make your

report.

Add Client/Patient/Resident Treatment Information
D'dthsclie“c":-a(isnt_ Select an Option hd

Did the client/patient Select an Option -
sustain any injuries?

Were X-Rays performed? Select an Option v

6. Add Client Vitals information (Applicable to ESRD facilities only) — Click on the “Add Record” button
next to each vital type to add multiple vitals for each client
7. Enter client information and click on the “Add Client” button to add and save client information
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10.

To edit previously entered client information, click on the “Edit” button next to the client you want to
edit

To remove previously entered client, click on the “Remove” button next to the client you want to
remove

Click the “Next” button to proceed to next screen/section

List all clients involved in this self-report and their corresponding information using ‘Add client’ button below.
Do not skip the client section if clients are involved. If no clients are involved or if this incident affects all
clients of the facility, please click “Next” to move to the next section

Client/Resident Information

Last Name First Name DOB Actions
Smith John 1930-01-01 & Edit w Remove
4 Back —3 Mext ¥ Cancel —+  AddMew Client

11. Click the “Next” button to proceed to next screen/section

12. Some incidents, such as those involving abuse, neglect, or exploitation, may involve a specific alleged
perpetrator. If there are no alleged perpetrators, click “next” to proceed to the next step.

13.

Click on the “Add Alleged Perpetrator” button to add alleged perpetrator information, if there are any
identifiable alleged perpetrators
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st 20l 3llagad parae Sheir carrespanding information using A2 Allagad Perpetratad buttan belmw, fra s

-'\": Ved, plesse
Alleged Perpetrator Information

Last Mame First Name Doe Actions

Add Alleged Perpetrator Information

14. Enter alleged perpetrator information and click on the “Add Alleged Perpetrator” button to add and

save alleged perpetrator information.

NOTE: SSN and DOB are required fields when adding alleged perpetrator information. If you do

not have the alleged perpetrator’s SSN or DOB, please call 1-888-973-0022 to make your report.

15. To edit previously entered alleged perpetrator information, click on “Edit” the button next to the alleged

perpetrator you want to edit

16. To remove previously entered alleged perpetrator, click on the “Remove” button next to the alleged

perpetrator you want to remove
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*Note: The following sections “Fetus Information” and “Physician Information” may not be
present for all provider types. Please skip ahead to the “Intake Summary” section if these do not

apply to your provider type.

17. Click the “Next” button to proceed to next screen/section
If this report does not have any fetus information, click “next” to proceed to the next step.
Click on the “Add Fetus Information” button to add fetus information, if there are any fetus.

Last Mame

Fetus Information

First Name DOB Actions

€= Back —3 Mext M Cancsl + Add Fetus Information
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20. Enter fetus information and click on the “Add Fetus” button to add and save fetus information
21. To edit previously entered fetus information, click on the “Edit” button next to the fetus you want to
edit
22. To remove previously entered fetus, click on the “Remove” button next to the fetus you want to remove
Fetus Information
Last Name First Name DOB Actions
Jane Mary 2020-01-01 & Edit 1w Remove
€ Back = Mext ¥ Cancel =+ AddFetus Information
23. Click the “Next” button to proceed to next screen/section
24. If this report does not have any physician information, click “next” to proceed to the next step.
25. Click on the “Add physician Information” button to add physician information, if there are any
physician
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Physician Information
Last Name First Name License Number Actions
4= Back = Mext X Cancsl + Add Physician Information

26. Enter physician information and click on the “Add physician” button to add and save physician
information

27. To edit previously entered physician information, click on the “Edit” button next to the physician you
want to edit

28. To remove previously entered physician, click on the “Remove” button next to the physician you want
to remove

Physician Information

Last Mame FirstName License Number Actions

Mike Bryant 12345 # Edit w Remove

4= Back =3 MNext ¥ Cancel = Add Physician Information
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29.

Click the “Next” button to proceed to next screen/section

Summary of Incident

‘When did you first learn of the Date Time

incident? ) ©
Onwhat shift did the incident Salect 2n Ogtion v
occur?

Provide a brief summary o

the incident {what happened,
whowas involved, what action
was taken when the incident

occurred):

“
Was this reported to law L4
enforcement?
Was this reported to another Salert an Option -

organization?

If Yes, list name of
organization

Provide a narrative report of

your investigation {how was

the incident handled, what

actions will be taken to reduce

the potential of similar #
incidents in the future):

Action youwill take as a result Corrective action and monitoring
of this incident: {check all that Development of policy/procedure
apply) Education of caregiver

Education of patient

Education of staff

Measure, analyze and track in QAPI (Quality Assessment and
Performance Improvement)

Revision of policy/procedure

Suspension of Perpetrator

Termination of Perpetrator

Other

# Back 3 Mext » Cance
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Attestation of Incident Report

" Signature (Printed
Mame)

" Title

"Date

@
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Attestation of Incident Report

TnTER

szeieipmee

“Cate

List all clients imvoived in this self-report snd their
clients are invo! incident affects zll

Client/Resident Information

LaztMame First Name Do8 Actions
Smith John 01711930 Hide Record
slleged per

imeabred, plesse ©
Alleged Perpetrator Information
LastMame First Name D08

Jox Mz 010411972

Page 107 of 156



TULIP Training Guide

30. To edit report, click on the “Back” button to proceed to the step you want to edit information on

31. To print summary of incident, click on the “Print Page” button

32. To submit report, click on the “Submit” button

33. Submission confirmation page with intake number will be displayed after submitting the report

34, To add an attachment to the incident report, click on “Browse” button, select the attachment and then

click on “Upload” button
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35. To add additional attachments, click on “Browse” button

36. To delete recently uploaded attachment, click on “Delete” button next to attachment to delete
attachment

37. If you have completed the report, click on “Done” button to submit attachments and return to HHSC

CII Non LTC incidents home page.

1.4.E SUBMIT A COMPLAINT REPORT

If you have an existing TULIP account, the complaints portal can also be accessed from your TULIP dashboard. Go
to ‘Other Actions’ tab and you will see link ‘Submit a Complaint’ as shown in the image below.

To begin with the complaints report, you will need to identify the facility or agency against which you want to submit
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a complaint.

1. Search for the agency/facility you want to submit the complaint for using agency/facility name, agency license
number/facility ID or address and click on search button. System displays the search results and you must select

the agency/facility you want to submit a complaint for and click on next button.

2. Enter complaint data
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The following screenshots will show the layout of complaint report. The fields will vary in type:

* Pree text

* Numerically-restricted

* Email-restricted

* Picklists (both single- and multiple-selection)
* Checkboxes

* Popup entry boxes

Fields that have red asterisk (*) at the beginning of the field label name are required fields

Current Step: 2 of 7

Agency/Facility Information

Provider Mame: Test Agency

000100

Agenicy License Mumber / Facility ID:

Address:

The names of complainants are kept confidential and are not disclosed to the facility unless required by law.
Complainant information is provided to HHSC investigative staff for a proper investigation that may include
contacting the complainant for additional information.

If the complainant elects to remain anonymous, HHSC investigative staff will not have the ability to contact the
complainant for additional information, if needed.

Do you want to be anonymous: Yes
8 Mo

Your Information

First Mame

ZipCode

Contact Email ~

Contact Phone Mumber =

Relationship to Resident/Patient/Client --Please Select— -

& Back = Mext *® Cance

3. Enter all the required information and click on next to proceed to next step/screen.
4. Select yes if this complaint has identifiable client/resident and click on next to proceed to step 3.1 to add

client information
5. Select no if this incident doesn’t not have an identifiable client/resident and click next to proceed to step 4 —

Alleged perpetrator section/screen
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Client/Resident/Patient Information

Droes this complaint have Yag
identifiable client/resident? No
&« Back = Mext w Cancel

6. Click on “Add client” button to add client information

List all clients involved in this self-report and their corresponding information using ‘Add client’ button below. Do not skip the
client section if clients are involved. If no clients are involved or if this incident affects all clients of the facility, please click “Next

to move to the next section

5

Add Client/Resident Information

Last Mame First Name DOB SSN Actions

&« Back + Add Client = Next » Cancel

7. Enter client information and click on “save” button to add and save client information
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List all clients involved in this self-report and their corresponding information using ‘Add client’ button below. Do not skip the
client section if clients are involved. If no clients are involved or if this incident affects all clients of the facility, please click

“MNext” to move to the next section

Add Client/Resident Information

Last Name FirstName DOB S5N Actions

Add new Client/Resident Information

Last Name ™
FirstMame *

DOB ~

Describe the client's/resident's
functional ability, level of
supervision, relevant medical
conditions, and any history of

12

4
4

Salesforce Sans

a5 | +2

B I U 5

behaviors
L
Daoes the Client have the history Yes
of similar incidents? No

+ Save ¥ Cancel

List all clients involved in this self-report and their corresponding information using ‘Add client’ button below. Do not skip the
client section if clients are involved. If no clients are involved or if this incident affects all clients of the facility, please click “Next

5

to move to the next section

Add Client/Resident Information

Last Mame First Name DOB SSN Actions

Smith john 01/09/1969 111-11-1111 # Edit @ Remove

&« Back + Add Client = Next » Cancel

8. To edit previously entered client information, click on “Edit” button next to the client you want to edit
9. To remove previously entered client, click on “Remove” button next to the client you want to remove

10. Click “Next” button to proceed to next screen/section
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Alleged perpetrators is applicable for facility staff only. This does
not apply to residents/patients involved in the incident or
resident/patient family members.

Are there identifiable alleged perpetrators?

Yes, there are identifiable perpetrator(s)
Mo, there are no identifiable perpetrators, or the event was an environmental or other issue.

&« Back = Next ¥ Cancel

11. Select yes if this complaint has identifiable perpetrators and click on next to proceed to step 4.1 to add
Perpetrator

12. Select no if this complaint doesn’t have identifiable perpetrators and click next to proceed to step 5 —
Additional incident information section

List all perpetrators involved in this self-report and their corresponding information using ‘Add perpetrator’ button below. If no
perpetrators are involved, please click “Next” to move to the next section.

Add Perpetrators

Last Mame First Name DOB Actions

&« Back + Add Alleged Perpetrator = Next » Cancel

13. Click on “Add Alleged Perpetrator” button to add perpetrator information
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List all perpetrators involved in this self-report and their corresponding information using "Add perpetrator’ button below. If no perpetrators are

involved, please click "Next” to move to the next section.

Add Perpetrators

Last Name First Mame DOB

Add new Perpetrator Information

Last Name ~
First Name *
DOE - &
e —Please Select-- -

55N *

License/Permit Mumber

Phone

Mailing Address

City

State

ZipCode
‘Vere actions taken regarding this alleged Yes
perpetrator? Mo

| da ot know if action was taken against the alleged
perpstrator

X Cancel

Actions

14. Enter perpetrator information and click on “save” button to add and save perpetrator information

List all perpetrators involved in this self-report and their corresponding information using ‘Add perpetrator’ button

below. If no perpetrators are involved, please click “Next” to move to the next section.

Add Perpetrators

Last Mame First Name DOB Actions
Vargas Maria 05/18/1994 & Edit W Remove
« Back + Add Alleged Perpetrator = Mext

¥ Cancel
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15. To edit previously entered perpetrator information, click on “Edit” button next to the perpetrator you want
to edit

16. To remove previously entered perpetrator, click on “Remove” button next to the perpetrator you want to
remove

17. Click “Next” button to proceed to next screen/section

Additional Incident Information

Date, Time, and Location of the Incident. Please be specific as possible

Incident Date * Date Time

1/1/2020 =] 5:34 PM o)
Location

Other Details

Arethere amy witnesses? Yes
Ma

Flease provide 2 full

explanation of your concerns. Salesforce Sans v 12 v
Please include information ~ - _ =T =1 =
concerning frequencies of B | I | U = = = F FE = =
ocourrence, reason this
occurred, and whether or not L
you have taken a course of
action such as reporting these
concerns to the police, facility
administration, etc.
Police/DFPS case numbers
‘Were any staff involved? Yes
Mo
Was the resident/patient/client es
injured inamyway? Mo
Was the resident/patient/client Yes
hospitalized? Mo
What is vour
expectation/desire for
resolution?
4« Back = Mext ¥ Cancel
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Summary

Agency/Facility Information
Agency/Fadility Name:
Test Agency
Agency License Number/Facility ID:
000100
Street Address:
123 test
City.

Aus

Your Information
Anonymous Complainant/Reporter:
Mo
First Name:
John

Last Name:

Smith

State:
™

Zip Code:
78750
County:

usa

™

ZipCode

78700

Contact Email

Test@gmail.com

Contact Phone Number:

101 Test bivd {111)111-1111
City: Relationship to Resident/Patient/Client
Austin FRIEND
Client/Resident Information
Does this complaint have identifiable client/resident?
Yes
Last Name First Name DO.B Actions
Smith john 01/09/1969 View Record
Alleged perpetrator Information
Are there identifiable alleged perpetrators?
Yes
Last Name First Name Title Actions
Vargas Maria View Record

Additional Incident Information

Incident Date Time:
Date Time
1/1/2020 534PM

Incident Locat

Was the resident/patient/client hasp

Please provide a full explznation of your concerns. Please include informat
taken a course of action such as reporting these concerns to the police, facility

Salesforce Sans v 12 v

Are there any witnesses?

Was the resident/patient/client injuredin any way?

Were any staff involved?

& Back

B> Submit

Police/DFPS case numbers

Whatis your expectation/desire for resolution”

n concerning frequencies of eccurrence, reason this occurred, and whether or not you have

Print Page X Cancel
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18. To edit report, click on “Back” button to proceed to the step you want to edit information on
19. To print summary of complaint, click on “Print Page” button

20. To submit report, click on “Submit” button

21. Submission confirmation page with intake number is displayed after submitting the report

22. To Add an attachment to the complaint report, click on “Chose file” button, select the attachment and then
click on “Upload” button
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23. To add additional attachments, click on “Chose file” button
24. To delete recently uploaded attachment, click on “Delete” button next to attachment to delete attachment
25. If you have completed the report, click on “Done” button to submit attachments and return to HHSC CII

complaints home page.

1.5 REPORTING

1.5.A SUBMIT A RESIDENT DEATH REPORT

The “Resident Death Reporting” functionality is meant for use only by authorized Providers associated with
NF and ICF facilities. TX Health and Human Services will have no interaction with submitted resident death

reports or ability to view resident death report information.

Create a Resident Death Report

To create a new Resident Death Report, select the “Resident Death Report” action in the “Reporting”
section of the Provider Portal home page.
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On clicking at the link, the New Resident Report Form is displayed. Alternatively, the Provider can select the
“New” button within the “Resident Death Reports” tab that appears in the navy hightlights bar. The “Resident
Death Reports” tab can be used for managing previously submitted resident death reports, including viewing,

editing, and deleting.
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Either “create” action will open a “New Resident Death Report” popup box in the same window. The user
will first search for the facility or agency for which they wish to file a resident death report, then input the
administrator, administrator email, and the name of the person preparing the report. When fields are
completed, click “Save” to manage your record. The user will see a green success ribbon that reads “Resident

Death Report was created”.
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Add Resident Death Report Residents

To add residents to a Resident Death Report, select the “New” button in the related “RS Resident
Death Report Residents” section. A “New Resident Death Report Resident” popup will prompt
the Provider to enter demographic and death details about the resident; at a minimum, the Provider
must enter information into all required fields, marked both in red and with an asterisk (*).

Once a resident death report resident has been successfully created, the resident’s record will save to
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the “RS Resident Death Report Residents” section where it can be viewed and edited at a later time
if necessaty.

Manage Resident Death Reports

To edit a Resident Death Report, select the “Edit” button to open up a popup similar to the initial
creation popup that opens the resident death report fields for editing.

To delete a Resident Death Report, select the “Delete” button from this detail page and confirm your
intention to delete the record.
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Submit a request for a Health Visit

If you are an agency, you will upload Form 2020 (or Form 2020-A for agencies with Hospice
In-Patient Units) to the Uploads tab of your portal homepage. See the 1.4.B. Upload a Form
section for details regarding how to upload a document.

If you would like to request a Health Visit for a facility, please contact the HHS Licensing Specialist
reviewing your application. See the 1.6. Contact HHS section for more information.

1.5.B SUBMIT AN INCICDENT REPORT
To create a new incident report for an agency/facility, follow the steps below.

1. Select the “Reporting” tab and system will direct you to the reporting page. Click on the link

‘Incident Report’ and system will take you to Incident reports page.
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1.1 Select the “New LTC Incident” button on incident reports page and system will direct you to incident
reports “Identify your agency/facility” page

1.2 Search for the agency/facility you want to submit the incident report for using agency/facility name,
agency license number/facility ID or address and click on search button. System displays the search
results and you must select the agency/facility you want to submit an incident report for and click on

next button.
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Enter incident report data
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Fields that have red asterisk (*) at the end of the field label name ate required fields.
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Enter all the required information and click on next to proceed to next step/screen.
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Select yes if this incident posed a threat to multiple residents and click on next to proceed to step
5 — Alleged perpetrator section/screen
Select no if this incident posed a threat to few residents and click next to proceed to step 4.1 to

add client information

3.1 Click on “Add client” button to add client information
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Enter client information and click on “save” button to add and save client information

4. To edit previously entered client information, click on “Edit” button next to the client you want
to edit
To remove previously entered client, click on “Remove” button next to the client you want to

remove
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Select yes if there are identifiable perpetrators and click on next to proceed to step 5.1 — Perpetrator
section
Select no if there are no identifiable perpetrators and click next to proceed to step 6 — Description of

incidents

4.1 Click on “Add Alleged Perpetrator” button to add perpetrator information
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Enter perpetrator information and click on “save” button to add and save perpetrator information
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4.2

To edit previously entered perpetrator information, click on “Edit” button next to the
perpetrator you want to edit.
To remove previously entered perpetrator, click on “Remove” button next to the

perpetrator you want to remove.
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To edit reportt, click on “Back” button to proceed to the step you want to edit information on
To print summary of the incident, click on “Print Page” button

To submit report, click on “Submit” button
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8. Incident information with intake number is displayed after submitting the report.

1.5.C SUBMIT A PIR FOR LTC AGENCY/FACILITY

Logging into TULIP and searching for an incident.
It is highly recommended that providers bookmark the login screen

(https://txhhs.force.com/TULIP/s/login/) for easy access to their TULIP account portal. To log in,

enter your username and password

TULIP Homepage
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The image below is an example of a provider homepage, the screen you will see when you first
log into the TULIP portal. This screen is used by Long Term Care (LTC) providers to submit or
view licensing applications. To return to this page from anywhere in the portal, simply select the
Home icon on the left most side of the page banner.

Texas Unified Licensure Information Portal (TULIP)

Provider Applications Reporting Other Actions

Parent Facility/Agency Applications

Name Type

Facility/Agency Details

nclude ALL Facilities/Agencies

Action Re... v | Name v Type v | License N... v | License E... v Facility Id A Renewal... v | ToAvoid L... v | Reviewer... v

Select the “Reporting” tab and system will direct you to the reporting page. Click on the link
‘Incident Report” and system will take you to Incident reports page.

Select the “Incident Report” link and system will direct you to the incident reports page
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12. Click on the RS Case Intake number for which you want to submit the provider investigation

report and system will open the incident report.
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Provider Investigation Report: Create and submit report

13. Click on “Create PIR” button to create an Investigation report

Figure 27. Incident details — “Create PIR” button

13.1 Enter provider investigation report data

The following screenshots will show the layout of provider investigation report. The fields will vary in type:
® [ree text

® Numerically-restricted

® Email-restricted

® DPicklists (both single- and multiple-
selection)

Checkboxes

® Popup entry boxes
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Fields that have red asterisk (*) at the end of the field label name are required fields

13.2 Client/Resident information
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On client/resident information screen/page you will see client details which were submitted previously on the
Incident report and you can also add a new client.

14. Edit client information

Click on “Edit” button next to the client you want to provide additional information for and system will take you to
the edit screen, enter additional information and click on “Save client resident information” button to save the
information.

Page 142 of 156



Tulip Training Guide

Page 143 of 156



Tulip Training Guide

141 Add new client

Click on “Add Additional Client” button to enter additional client, enter information and click on “Save Client”
button to save the information.
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14.2° Add new client actions
You can Edit or Remove client by clicking on “Edit” button or “Remove” button next to newly added client.
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15. Perpetrator information
On perpetrator information screen/page you will see perpetrator details who wete submitted previously on the
Incident report and you can also add a new perpetrator.

15.1  Edit perpetrator information

Click on “Edit” button next to the perpetrator you want to provide additional information for and system will take
you to the edit screen, enter additional information and click on “Save perpetrator information” button to save the
information.
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15.2 Add new perpetrator

Click on “Add Additional perpetrator” button to enter additional perpetrator, enter information and click on “Save
Perpetrator” button to save the information.
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15.3  Add new perpetrator actions

You can Edit or Remove perpetrator by clicking on “Edit” button or “Remove” button next to newly added
perpetrator.

Witness Information
15.4 Add Witness

You can add witness information by clicking on the “Add Witness information” button or skip to next section by
clicking on “Next” button
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15.5 Enter witness information and click on “Add Witness” button to save information
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15.6 Witness Actions

You can edit or remove witness by clicking on the “Edit” button or “Remove” button next to witness name

Enter Investigation details and Attestation
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16. Confirmation Page and Attachments
16.1  System will display confirmation message with intake number.

To upload files click the “Chose File” button, select the file and click on “Upload” button to attach supporting
documents to your investigation report and click on “Done” button or click on “Chose file” button again to add
more attachments.
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Delete Attachments

To delete attachments uploaded in error, click on “Delete” button next to the attachment.
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1.6 CONTACT HHS

To contact HHS (or request a Health / Life Safety Code Visit), call 512-438-2630. For more information on

licensing and certification, please visit the Texas HHS website at https://www.hhs.texas.gov.
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