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1. Workflow Roles 

 

Provider 

Administration Division Attorney 
 Role type: Registered user 

 Selected user 

Associate Commissioner of Administration 
 Role type: Registered user 
 Selected User: Brooke Hibbard (brooke.hibbard@mh.alabama.gov) 

Central Office CWP 
 Role type: Group of roles 
 Roles: 

• CWP Provider Network Manager – Donald McGraw – 
donald.mcgraw@region3.mh.alabama.gov 

• Planning & Quality Specialist II – Tina Nettles – tina.nettles@mh.alabama.gov 

• Provider Network Manager – Latoya Woods – latoya.woods@mh.alabama.gov 

Central Office DD 
 Role type: Group of roles 

 Roles: 

• Planning & Quality Specialist II – Tina Nettles – tina.nettles@mh.alabama.gov 

• Provider Network Manager – Latoya Woods – latoya.woods@mh.alabama.gov 

Certification Team Member 

 Role type: Selected user 
 Selected user from field: Certification Team Member 

Commissioner 

 Role type: Registered user 
 Selected user: Kimberly Boswell – kimberly.boswell@mh.alabama.gov 

Community Service Director (CSD) 
 Role type: Get user data from form 
 Form field for user email: Community Services Director Email 

CWP Provider Network Manager 
 Role type: Registered user 

 Selected user: Donald McGraw – donald.mcgraw@region3.mh.alabama.gov 

DD Associate Commissioner 
 Role type: Registered user 
 Selected User: Camille Cumuze (Camille.cumuze@mh.alabama.gov) 

DDD Certification Director 
 Role type: Registered user 
 Selected user: Fredericka Holifield-Orange – fredericka.orange@mh.alabama.gov 
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Director, Office of Policy and Planning 
 Role type: Registered user 

 Selected user: Nakema Moss – nakema.moss@mh.alabama.gov 

Life Safety 

 Role type: Registered user 
Selected User: Phil Thomas (Philip.thomas@mh.alabama.gov) 

MH Program Coordinator 
 Role type: Selected user 

 Selected user from field: MH Program Coordinator 

MHSU Associate Commissioner 
 Role type: Registered user 

 Selected user: Nicole Walden – nicole.walden@mh.alabama.gov 

MHSU Certification Director 

 Role type: Registered user 
 Selected user: Beth Bergeron – beth.bergeron@mh.alabama.gov 

OCA ASA III 

 Role type: Registered user 
 Selected user: Courtney Pritchett – courtney.pritchett@mh.alabama.gov 

OCA Director 
 Role type: Registered user 
 Selected user: Fred McCoy, III – fred.mccoy@mh.alabama.gov 

OCA, ASA, DD Cert Dir 
 Role type: Group of roles 

 Roles: 

• DDD Certification Director – Fredericka Holifield-Orange – 
fredericka.orange@mh.alabama.gov 

• OCA ASA III – Courtney Pritchett – courtney.pritchett@mh.alabama.gov 

• OCA Director – Fred McCoy – fred.mccoy@mh.alabama.gov 

Placement Coordinator 

 Role type: Get user data from form 
 Form field for user email: Placement Coordinator Email 

Planning & Quality Specialist I 

 Role type: Registered user 
 Selected user: Melanie Williams – melanie.williams@mh.alabama.gov 

Planning & Quality Specialist II 

 Role type: Registered user 
 Selected user: Tina Nettles – tina.nettles@mh.alabama.gov 
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Prevention Program Coordinator 
 Role type: Selected user 

 Selected user from field: Program Coordinator 

Provider Network Manager 

 Role type: Registered user 
 Selected user: Latoya Woods – latoya.woods@mh.alabama.gov 

Selected Program Director 

 Role type: Selected user 
 Selected user from field: Program Director 

SU Executive Assistant 
 Role type: Selected user 
 Selected user from field: Program Director Executive Assistant 

SU Program Manager 
 Role type: Selected user 

 Roles / Emails: 

• Program Manager – Luciana Coleman – Luciana.Coleman@mh.alabama.gov 

• Program Manager – Elana Merriweather – Elana.merriweather@mh.alabama.gov 

• Program Manager – Lashanda Craig – Lashanda.craig@mh.alabama.gov 

• Program Manager – Brooke Whitfield – Brook.Whitfield@mh.alabama.gov 

 

 

 

  



 6 

2. Select Application 

 
To choose the path, the Provider selects the application path from the drop-down called 

Select Application and clicks ‘Submit’. 
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3. DD Provider 

 

1. Start the Form 

1. Open the Management Change form from your dashboard. 
2. In the first section, locate the field for Administrative Services Number. 

3. Enter the number associated with your provider (for example, 1236). 
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2. Auto-Populate Provider Information 

• After entering the Administrative Services Number, the form will automatically pull 

in provider information from the database. 

• The system will attempt to populate:  
o Provider name 

o Provider email address 
o Board or facility information 

Note: If any of these fields remain blank, it means the data is not currently on file for that 

provider. 
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3. Enter or Verify Missing Details 

If fields such as address or email are blank: 

1. Manually type the correct street address (e.g., 123 Street Way). 

2. Enter or verify the email address. 
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4. Select a Site 

1. Enter the next Administrative Services Number if applicable (e.g., 1234). 
2. The system will display a list of Sites or residences linked to that provider. 

3. From the list, select the Site where the management change applies. 
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5. Update Facility Name 

1. Locate the field labeled Chosen Site Name. 
2. Enter the new facility name (for example, New Facility CRF). 

3. Confirm that the updated name appears correctly in the field. 
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6. Certify and Submit 

1. Scroll to the bottom of the form. 
2. Review the Certification section. 

3. Enter your provider agency name and address in the certification area. 
4. Click Submit to complete the process. 
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OCA Quality Review 

 
At the OCA Quality Review stage, the OCA Director reviews the submitted application and 

either Approve, Hold or Return the Application for changes. Then hits ‘Submit’. 

 
 
Based on the Disposition, there are additional fields that appear. 
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Application and Setting Review Form 
 

At this stage, the Community Services Director and the Regional Community Services (RCS) 
Office review the Application and provide answers to the questions in the form. 

 
 
After all, they sign the Request and hit ‘Submit’. 
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Planning & Quality Specialist II 

 
The Planning & Quality Specialist II reviews the application, selects the disposition, and 

submits. 
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Certification Director Review 

 
The next step is the DD Certification Director Review, where the Director chooses the 

Disposition and signs the Application. 
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Life Safety Inspection 

 
At this stage, the Office of Life Safety and Technical Services reviews the Application and 

provides answers related to the Mechanical System, General Requirements, Sanitation/Safety, 
and so on, and then hits ‘Next’. 
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The next tab is Letter Creation, where the information is already prepopulated

 
The last tab is a Certificate Creation, where the Office chooses the certification term and the 
Start date. The Certificate Expiration Date is calculated automatically. 
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Associate Commissioner Review 

 
During this stage, the Associate Commissioner of Administration reviews all the Information, 

selects the Disposition, and hits ‘Submit’. 
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Commissioner Review 

 
At this stage, the Commissioner reviews the packet, leaves the notes, selects the disposition, 

signs it, and submits. 

 
If ‘Request Additional Information’ is chosen, a required field ‘Message to Provider’ appears. 
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Certificate Generation 

 
After all Review Stages, the Certificate Generation is started. The system is doing its search 

to find the facilities and produce the appropriate certificates, and it generates the certificate. 
And what this is doing is generating a certificate for each thing tied, each facility tied to this 

provider.  
The Provider clicks on three dots – View History. 

 
 

Then goes to the ‘Documents’ tab. And there are all the Certificates that were generated. As 
it's doing that, it's applying the certs here in the documents, which the Provider will want to 
show off. 

 
So in the documents, the Provider can go in here and can download the merged. 
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There is a generated Certificate. 
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4. MH Provider 

 
1. Start the Form 

4. Open the Management Change form from your dashboard. 
5. In the first section, locate the field for Administrative Services Number. 
6. Enter the number associated with your provider (for example, 1236). 
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2. Auto-Populate Provider Information 

• After entering the Administrative Services Number, the form will automatically pull 

in provider information from the database. 

• The system will attempt to populate:  
o Provider name 

o Provider email address 
o Board or facility information 

Note: If any of these fields remain blank, it means the data is not currently on file for that 

provider. 
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3. Select a Facility 

1. Enter the next Administrative Services Number if applicable (e.g., 1234). 
2. The system will display a list of facilities or residences linked to that provider. 

3. From the list, select the facility where the management change applies. 
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4. Update Facility Name 

4. Locate the field labeled Chosen Site Name. 
5. Enter the new facility name (for example, New Facility CRF). 

6. Confirm that the updated name appears correctly in the field. 
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5. Certify and Submit 

5. Scroll to the bottom of the form. 
6. Review the Certification section. 

7. Enter your provider agency name and address in the certification area. 
8. Click Submit to complete the process. 
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OCA Quality Review 

 
At the OCA Quality Review stage, the OCA Director reviews the submitted application and 

either Approve, Hold or Return the Application for changes. Then hits ‘Submit’. 

 
 
Based on the Disposition, there are additional fields that appear. 
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MHSU Certification Team Selection 

 

At the MHSU Certification Team Selection, the Certification Director reviews the 
Application and selects the Disposition. 

 
When ‘Forward to Certification Team’ is chosen, the new required field Certification Team 
Member appears.  
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MHSU Certification Team Review 

 
At this stage, the Certification Team reviews the Application and selects the Disposition from 

the drop-down list, then hits ‘Submit’. 
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MHSU Program Selection 

 
The Certification Director can either Forward the Application to the Program Team or 

Request Additional Information. 

 
If ‘Request Additional Information’ is selected, there is an additional field appears. 
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If ‘Forward the Application to Program Team’ is selected, two new fields appear. 
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MH Program Team Selection 

 
During this stage, the Program Director selects the Disposition, and enter the name of 

Program Coordinator. 
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MH Program Coordinator Review 

 
The Program Coordinator reviews all the previous stages, selects the Disposition, and hits 

‘Submit’. 
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MH Program Director Review 

 
The Program Director reviews all the previous stages, selects the Disposition, and hits 

‘Submit’. 
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MHSU Certification Director Review 

 
The Program Director reviews all the previous stages, selects the Disposition, mark if Life 

Safety Inspection Required, and hits ‘Submit’. 
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MHSU Associate Commissioner 

 
At the MHSU Associate Commissioner Review Stage, the MHSU Associate Commissioner 

selects the Disposition, signs it, and submits. 
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Life Safety Inspection 

 
At this stage, the Office of Life Safety and Technical Services reviews the Application and 

provides answers related to the Mechanical System, General Requirements, Sanitation/Safety, 
and so on, and then hits ‘Next’. 

 
 

  



 41 

The next tab is Letter Creation, where the information is already prepopulated based on the 
Office of Life Safety and Technical Services Decision. The Office of Life Safety and 

Technical Services can edit this information if needed. 

 
The last tab is a Certificate Creation, where the Office chooses the certification term and the 

Start date. The Certificate Expiration Date is calculated automatically. 
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Associate Commissioner Review 

 
During this stage, the Associate Commissioner of Administration reviews all the Information, 

selects the Disposition, and hits ‘Submit’. 

 
  



 43 

Commissioner Review 

 
At this stage, the Commissioner reviews the packet, leaves the notes, selects the disposition, 

signs it, and submits. 

 
If ‘Request Additional Information’ is chosen, a required field ‘Message to Provider’ appears. 
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Certificate Generation 

 
After all Review Stages, the Certificate Generation is started. The system is doing its search 

to find the facilities and produce the appropriate certificates, and it generates the certificate. 
And what this is doing is generating a certificate for each thing tied, each facility tied to this 

provider.  
The Provider clicks on three dots – View History. 

 
 

Then goes to the ‘Documents’ tab. And there are all the Certificates that were generated. As 
it's doing that, it's applying the certs here in the documents, which the Provider will want to 
show off. 

 
So in the documents, the Provider can go in here and can download the merged. 
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There is a generated Certificate. 
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5. SU Provider 

 
1. Start the Form 

7. Open the Management Change form from your dashboard. 
8. In the first section, locate the field for Administrative Services Number. 
9. Enter the number associated with your provider (for example, 1236). 
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2. Auto-Populate Provider Information 

• After entering the Administrative Services Number, the form will automatically pull 

in provider information from the database. 

• The system will attempt to populate:  
o Provider name 

o Provider email address 
o Board or facility information 

Note: If any of these fields remain blank, it means the data is not currently on file for that 

provider. 
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3. Select a Facility 

4. Enter the next Administrative Services Number if applicable (e.g., 1234). 
5. The system will display a list of facilities or residences linked to that provider. 

6. From the list, select the facility where the management change applies. 
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4. Update Facility Name 

7. Locate the field labeled Chosen Site Name. 
8. Enter the new facility name (for example, New Facility CRF). 

9. Confirm that the updated name appears correctly in the field. 
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5. Certify and Submit 

9. Scroll to the bottom of the form. 
10. Review the Certification section. 

11. Enter your provider agency name and address in the certification area. 
12. Click Submit to complete the process. 
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OCA Quality Review 

 
At the OCA Quality Review stage, the OCA Director reviews the submitted application and 

either Approve, Hold or Return the Application for changes. Then hits ‘Submit’. 

 
 
Based on the Disposition, there are additional fields that appear. 
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MHSU Certification Team Selection 

 

At the MHSU Certification Team Selection, the Certification Director reviews the 
Application and selects the Disposition. 

 
When ‘Forward to Certification Team’ is chosen, the new required field Certification Team 
Member appears.  

 
  



 54 

MHSU Certification Team Review 

 
At this stage, the Certification Team reviews the Application and selects the Disposition from 

the drop-down list, then hits ‘Submit’. 
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MHSU Program Selection 

 
The Certification Director can either Forward the Application to the Program Team or 

Request Additional Information. 

 
If ‘Request Additional Information’ is selected, there is an additional field appears. 
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If ‘Forward the Application to Program Team’ is selected, two new fields appear. 

 
Then the Certification Director chooses the Program. If ‘Substance Use Treatment Team’ is 
selected, two new fields appear. 
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SU Program Director Review 

 

At the SU Program Director Review Stage, the SU Program Director reviews the Application 
and selects an SU Program Manager from the drop-down list. 
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SU Program Manager Review 

 

During this stage, the SU Program Manager reviews previously submitted Application and 
selects the Disposition. 
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MHSU Certification Director Review 

 
The Program Director reviews all the previous stages, selects the Disposition, marks if Life 

Safety Inspection Required, and hits ‘Submit’. 
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MHSU Associate Commissioner 

 
At the MHSU Associate Commissioner Review Stage, the MHSU Associate Commissioner 

selects the Disposition, signs it, and submits. 
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Life Safety Inspection 

 
At this stage, the Office of Life Safety and Technical Services reviews the Application and 

provides answers related to the Mechanical System, General Requirements, Sanitation/Safety, 
and so on, and then hits ‘Next’. 
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The next tab is Letter Creation, where the information is already prepopulated 

 
The last tab is a Certificate Creation, where the Office chooses the certification term and the 
Start date. The Certificate Expiration Date is calculated automatically. 
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Associate Commissioner Review 

 
During this stage, the Associate Commissioner of Administration reviews all the Information, 

selects the Disposition, and hits ‘Submit’. 
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Commissioner Review 

 
At this stage, the Commissioner reviews the packet, leaves the notes, selects the disposition, 

signs it, and submits. 

 
If ‘Request Additional Information’ is chosen, a required field ‘Message to Provider’ appears. 
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Certificate Generation 

 
After all Review Stages, the Certificate Generation is started. The system is doing its search 

to find the facilities and produce the appropriate certificates, and it generates the certificate. 
And what this is doing is generating a certificate for each thing tied, each facility tied to this 

provider.  
The Provider clicks on three dots – View History. 

 
 

Then goes to the ‘Documents’ tab. And there are all the Certificates that were generated. As 
it's doing that, it's applying the certs here in the documents, which the Provider will want to 
show off. 

 
So in the documents, the Provider can go in here and can download the merged. 
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There is a generated Certificate. 
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6. Prevention  

 
1. Start the Form 

1. Open the Management Change form from your dashboard. 
2. In the first section, locate the field for Administrative Services Number. 
3. Enter the number associated with your provider (for example, 1236). 
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2. Auto-Populate Provider Information 

• After entering the Administrative Services Number, the form will automatically pull 

in provider information from the database. 

• The system will attempt to populate:  
o Provider name 

o Provider email address 
o Board or facility information 

Note: If any of these fields remain blank, it means the data is not currently on file for that 

provider. 
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3. Select a Facility 

1. Enter the next Administrative Services Number if applicable (e.g., 1234). 
2. The system will display a list of facilities or residences linked to that provider. 

3. From the list, select the facility where the management change applies. 
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4. Update Facility Name 

1. Locate the field labeled Chosen Site Name. 
2. Enter the new facility name (for example, New Facility CRF). 

3. Confirm that the updated name appears correctly in the field. 
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5. Certify and Submit 

1. Scroll to the bottom of the form. 
2. Review the Certification section. 

3. Enter your provider agency name and address in the certification area. 
4. Click Submit to complete the process. 
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OCA Quality Review 

 
At the OCA Quality Review stage, the OCA Director reviews the submitted application and 

either Approve, Hold or Return the Application for changes. Then hits ‘Submit’. 

 
 
Based on the Disposition, there are additional fields that appear. 
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MHSU Certification Team Selection 

 

At the MHSU Certification Team Selection, the Certification Director reviews the 
Application and selects the Disposition. 

 
When ‘Forward to Certification Team’ is chosen, the new required field Certification Team 
Member appears.  
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MHSU Certification Team Review 

 
At this stage, the Certification Team reviews the Application and selects the Disposition from 

the drop-down list, then hits ‘Submit’. 
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MHSU Program Selection 

 
The Certification Director can either Forward the Application to the Program Team or 

Request Additional Information. 

 
If ‘Request Additional Information’ is selected, there is an additional field appears. 
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If ‘Forward the Application to Program Team’ is selected, two new fields appear. 
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MH Program Team Selection 

 
During this stage, the Program Director selects the Disposition, and enter the name of 

Program Coordinator. 
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MH Program Coordinator Review 

 
The Program Coordinator reviews all the previous stages, selects the Disposition, and hits 

‘Submit’. 
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MH Program Director Review 

 
The Program Director reviews all the previous stages, selects the Disposition, and hits 

‘Submit’. 
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MHSU Certification Director Review 

 
The Program Director reviews all the previous stages, selects the Disposition, mark if Life 

Safety Inspection Required, and hits ‘Submit’. 
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MHSU Associate Commissioner 

 
At the MHSU Associate Commissioner Review Stage, the MHSU Associate Commissioner 

selects the Disposition, signs it, and submits. 
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Life Safety Inspection 

 
At this stage, the Office of Life Safety and Technical Services reviews the Application and 

provides answers related to the Mechanical System, General Requirements, Sanitation/Safety, 
and so on, and then hits ‘Next’. 

 
 

  



 84 

The next tab is Letter Creation, where the information is already prepopulated 

 
The last tab is a Certificate Creation, where the Office chooses the certification term and the 
Start date. The Certificate Expiration Date is calculated automatically. 
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Associate Commissioner Review 

 
During this stage, the Associate Commissioner of Administration reviews all the Information, 

selects the Disposition, and hits ‘Submit’. 
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Commissioner Review 

 
At this stage, the Commissioner reviews the packet, leaves the notes, selects the disposition, 

signs it, and submits. 

 
If ‘Request Additional Information’ is chosen, a required field ‘Message to Provider’ appears. 

  



 87 

Certificate Generation 

 
After all Review Stages, the Certificate Generation is started. The system is doing its search 

to find the facilities and produce the appropriate certificates, and it generates the certificate. 
And what this is doing is generating a certificate for each thing tied, each facility tied to this 

provider.  
The Provider clicks on three dots – View History. 

 
 

Then goes to the ‘Documents’ tab. And there are all the Certificates that were generated. As 
it's doing that, it's applying the certs here in the documents, which the Provider will want to 
show off. 

 
So in the documents, the Provider can go in here and can download the merged. 
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There is a generated Certificate. 
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