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1. Workflow Roles 

 

Provider 

Associate Commissioner 

Role type: Registered user 

Selected user: Hibbard brooke.hibbard@mh.alabama.gov(brooke.hibbard@mh.alabama.gov) 

Central Office 

Role type: Group of roles 

Roles: DD Planning & Quality Specialist II, Planning & Quality Specialist I, Provider 

Network Manager 

Certification Team Member 

Role type: Selected user 

Selected user from field: Certification Team Member 

Commissioner 

Role type: Registered user 

Selected user: Boswell 

kimberly.boswell@mh.alabama.gov(kimberly.boswell@mh.alabama.gov) 

Conditional PPQ Reviewer 

Role type: Get user data from form 

We dont use name field for this role 

Form field for user email: Conditional PPQ Reviewer 

DD Associate Commissioner 

Role type: Registered user 

Selected user: Cumuze 

Camille.cumuze@mh.alabama.gov(camille.cumuze@mh.alabama.gov) 

DD Certification Director 

Role type: Registered user 

Selected user: Orange 

Fredericka.Orange@mh.alabama.gov(fredericka.orange@mh.alabama.gov) 

DD Planning & Quality Specialist II 

Role type: Registered user 

Selected user: Nettles Tina.Nettles@mh.alabama.gov(tina.nettles@mh.alabama.gov) 

Executive Assistant to the Assoc. Comm. DD 

Role type: Registered user 

Selected user: Davis jonathan.davis@mh.alabama.gov(jonathan.davis@mh.alabama.gov) 

MH Program Coordinator 

Role type: Selected user 

Selected user from field: Program Coordinator 
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MHSU Associate Commissioner 

Role type: Registered user 

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

MHSU Certification Director 

Role type: Registered user 

Selected user: Bergeron 

Beth.Bergeron@mh.alabama.gov(beth.bergeron@mh.alabama.gov) 

OCA ASA III 

Role type: Registered user 

Selected user: Pritchett 

courtney.pritchett@mh.alabama.gov(courtney.pritchett@mh.alabama.gov) 

OCA Director 

Role type: Registered user 

Selected user: McCoy, III Fred.McCoy@mh.alabama.gov(fred.mccoy@mh.alabama.gov) 

OCA Review Group 

Role type: Group of roles 

Roles: OCA ASA III, OCA Director 

Planning & Quality Specialist I 

Role type: Registered user 

Selected user: Williams 

Melanie.Williams@mh.alabama.gov(melanie.williams@mh.alabama.gov) 

PPQ Director 

Role type: Registered user 

Selected user: Moss nakema.moss@mh.alabama.gov(nakema.moss@mh.alabama.gov) 

Prevention Program Coordinator 

Role type: Selected user 

Selected user from field: Program Coordinator 

Provider Network Manager 

Role type: Registered user 

Selected user: Woods latoya.woods@mh.alabama.gov(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 
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Selected user from field: SU Program Manager 
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2. Select Application 

 

To choose the path, the Provider selects the application type from the Select Application 

drop-down and clicks ‘Submit’. 
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3. DD Provider 

 

Once DD is selected from the drop-down, a Pre-Screen Notice displays. The provider can 

close it after reading. 

 
 

The provider proceeds with the Application tab to fill out the Agency Name Change 

information, then hits ‘Submit’. 

 
 A submission confirmation page with their application number must display. 

 
Click ‘Exit workflow’. 
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DD Certification Review  

 

During the DD Certification Review stage, the DD Certification Director reviews the 

Proposed Agency Name and either Approves & Initiates Application, or Deny & Request 

Resubmission for Pre-screen. There is also optional field for Internal Comments. 

 
If a ‘Deny’ Disposition is selected, the required ‘Message to Applicant’ field appears. 

 
After the review and approval, the DD Certification Director hits ‘Submit’. 

  

Commented [NM1]: I added spacing. Thanks, Nakema 
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Application 

 

After the DD Certification Director Review, the next step is the Application. The Applicant 

fills out the required fields marked with * in the Application section. Address fields, 

Telephone, Name of Executive Director, and Executive Director Email will pre-populate as 

soon as the Provider enters the Administrative Service Number. 

 
After filling out all required fields, the Provider signs the Application in the Certification 

section and hits ‘Submit’. 

 

Commented [AK2]: @Alona Riabokon Add a page break 

after this image 

mailto:ariabokon@simpligov.com
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OCA Quality Review 

 

The OCA Director reviews the application, selects their disposition and hits ‘Submit’. 

 
 

If ‘Hold’ is selected, the required ‘Hold Reason’ field appears. 
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If ‘Return to Provider’ is selected, the ‘Message to Provider’ field appears. 

 
Below is an example of the notification that will be sent to the Provider. 

 
If ‘Approve and forward’ is selected, no additional fields appear. Commented [AK3]: @Alona Riabokon add a page break 

after this line 

mailto:ariabokon@simpligov.com
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Planning & Quality Specialist II Review 

 

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

submits. 
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DD Certification Director Review 

 

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

Disposition and signs the Application. 

 
 

  

Commented [AK4]: @Alona Riabokon add a page break 

after the screenshot 

mailto:ariabokon@simpligov.com
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If the disposition is set to ‘Deny’, there is an additional field to upload denial documents. 
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OCA Review 

 

The OCA Director reviews all the previous stages, selects their disposition, and hits ‘Next’. 

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

OCA input. The OCA Director can edit this information if needed. 
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The OCA Director reviews it and hits ‘Submit’. 
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Associate Commissioner Review 

 

The Associate Commissioner reviews the application, selects their disposition, and hits 

‘Submit’. 

 
If there is ‘Request Additional Information’, an additional required field ‘Note for OCA & 

PPQ Director’ appears. 
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Additional Information 

 

If the Associate Commissioner selected ‘Request Additional Information’, the ‘Additional 

Information’ stage appears. The OCA Director and Office of Policy & Planning Director 

indicate a Disposition. 

 

 
There is a required field with Additional Information. 

 
The Reviewers fill all the required Information and hit ‘Submit’. 
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OCA Review 

 

The OCA Director reviews all the Information once again, makes additional changes that 

were requested before, and hits ‘Submit’. 
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Associate Commissioner Review 

 

The Associate Commissioner reviews the application after the Additional Information is 

provided, selects their disposition, and hits ‘Submit’. 

 
There is also an optional field for Internal Comments. 
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Commissioner Review 

 

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

signs it, and submits it. 

 
 

If ‘Request Additional Information’ is chosen, a required field ‘Message to Provider’ appears. 
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 25 

Certificate Generation 

 

After all Review Stages, the Certificate Generation has started. The system processes the 

information to find the facilities and produce the appropriate certificates and then 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 

 

Once MH is selected from the drop-down, the Application tab appears. 

 
 

The Applicant fills out the required fields marked with * in the Application section. Address 

fields, Telephone, Name of Executive Director, and Executive Director Email will pre-

populate as soon as the Provider enters the Administrative Service Number. Then hit 

‘Submit’. 
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OCA Quality Review 

 

The OCA Director reviews the application, selects their disposition and hits ‘Submit’. 

 
 

If ‘Hold’ is selected, the required ‘Hold Reason’ field appears. 
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If ‘Return to Provider’ is selected, the ‘Message to Provider’ field appears. 

 
Below is a demo of what will be sent to the Provider. 

 
If ‘Approve and forward’ is selected, no additional fields appear. 
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MHSU Certification Team Selection 

 

During the MHSU Certification Team Selection, the MHSU Certification Team reviews the 

request and selects the Disposition. 

 
 

If the ‘Forward to Certification team’ is selected, the required field ‘Certification Team 

Member’ appears. 
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If ‘Request Additional Information’ is selected, the required field ‘Message to Provider’ and 

the optional field ‘Attachments to Provider’ appears. 

 

 
The ‘Thank you’ Page appears. The Reviewer clicks on the ‘Please follow this link to 

proceed’ to continue the process. 
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MHSU Program Selection 

 

At the MHSU Program Selection Stage, the Certification Director chooses the Disposition. 

 
If ‘Request Additional Information’ is selected, the required field ‘Message to Provider’ and 

the optional field ‘Attachments to Provider’ appears. 
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Two required fields appear if the ‘Forward Program team’ is selected. 
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MH Program Team Selection 

 

At this stage, the Program Director chooses the Disposition and then selects a Program 

Coordinator, then hits ‘Submit’. 
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MHSU Certification Director Review 

 

At this stage, the Certification Director selects the Disposition and hits ‘Submit’. 
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MHSU Associate Commissioner Review 

 

The MHSU Associate Commissioner reviews the application, selects their disposition, and 

hits ‘Submit’. 
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OCA Review 

 

The OCA Director reviews all the previous stages, selects their disposition, and hits ‘Next’. 

 
 

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

OCA Decision. The OCA Director can edit this information if needed. 
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The OCA Director reviews it and hits ‘Submit’. 
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Associate Commissioner Review 

 

The Associate Commissioner reviews the application, selects their disposition, and hits 

‘Submit’. 

 
 

There is also an optional field for Internal Comments. 

If there is ‘Request Additional Information’, an additional required field ‘Note for OCA & 

PPQ Director’ appears. 
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Commissioner Review 

 

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

signs it, and submits it. 
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Certificate Generation 

 

After all Review Stages, the Certificate Generation has 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 download the merged. 
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There is a generated Certificate. 
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5. SU Provider 

 

Once SU is selected from the drop-down, the Application tab appears. 

 
The Applicant fills out the required fields marked with * in the Application section. Address 

fields, Telephone, Name of Executive Director, and Executive Director Email will pre-

populate as soon as the Provider enters the Administrative Service Number. Then hit 

‘Submit’. 
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OCA Quality Review 

 

The OCA Director reviews the application, selects their disposition and hits ‘Submit’. 

 
 

If ‘Hold’ is selected, the required ‘Hold Reason’ field appears. 
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If ‘Return to Provider’ is selected, the ‘Message to Provider’ field appears. 

 
 

Below is a demo of what will be sent to the Provider. 

 
 

If ‘Approve and forward’ is selected, no additional fields appear.  
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MHSU Certification Team Selection 

 

During the MHSU Certification Team Selection, the MHSU Certification Team reviews the 

request and selects the Disposition. 

 
 

If the ‘Forward to Certification team’ is selected, the required field ‘Certification Team 

Member’ appears. 
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If ‘Request Additional Information’ is selected, the required field ‘Message to Provider’ and 

the optional field ‘Attachments to Provider’ appears. 

 

 
The ‘Thank you’ Page appears. The Reviewer clicks on the ‘Please follow this link to 

proceed’ to continue the process. 

 
  



 48 

MHSU Program Selection 

 

At the MHSU Program Selection Stage, the Certification Director chooses the Disposition. 

 
If ‘Request Additional Information’ is selected, the required field ‘Message to Provider’ and 

the optional field ‘Attachments to Provider’ appears. 
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Two required fields appear if the ‘Forward Program team’ is selected. 
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MH Program Team Selection 

 

At this stage, the Program Director chooses the Disposition and then selects a Program 

Coordinator. Then hits ‘Submit’. 
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MHSU Certification Director Review 

 

At this stage, the Certification Director selects the Disposition and hits ‘Submit’. 
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MHSU Associate Commissioner Review 

 

The MHSU Associate Commissioner reviews the application, selects their disposition, and 

hits ‘Submit’. 
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OCA Review 

 

The OCA Director reviews all the previous stages, selects their disposition, and hits ‘Next’. 

 
 

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

OCA Decision. The OCA Director can edit this information if needed. 
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The OCA Director reviews it and hits ‘Submit’. 
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Associate Commissioner Review 

 

The Associate Commissioner reviews the application, selects their disposition, and hits 

‘Submit’. 

 
 

There is also an optional field for the Internal Comments. 

If there is ‘Request Additional Information’, an additional required field ‘Note for OCA & 

PPQ Director’ appears. 
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Commissioner Review 

 

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

signs it, and submits. 
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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 

 

Once Prevention is selected from the drop-down, the Application tab appears. 

 
 

The Applicant fills out the required fields marked with * in the Application section. Address 

fields, Telephone, Name of Executive Director, and Executive Director Email will pre-

populate as soon as the Provider enters the Administrative Service Number. Then hits 

‘Submit’. 
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OCA Quality Review 

 

The OCA Director reviews the application, selects their disposition and hits ‘Submit’. 

 
 

If ‘Hold’ is selected, the required ‘Hold Reason’ field appears. 
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If ‘Return to Provider’ is selected, the ‘Message to Provider’ field appears. 

 
 

Below is a demo of what will be sent to the Provider. 

 
 

If ‘Approve and forward’ is selected, no additional fields appear.  
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MHSU Certification Team Selection 

 

During the MHSU Certification Team Selection, the MHSU Certification Team reviews the 

request and selects the Disposition. 

 
 

If the ‘Forward to Certification team’ is selected, the required field ‘Certification Team 

Member’ appears. 
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If ‘Request Additional Information’ is selected, the required field ‘Message to Provider’ and 

the optional field ‘Attachments to Provider’ appears. 

 

 
The ‘Thank you’ Page appears. The Reviewer clicks on the ‘Please follow this link to 

proceed.’ to continue the process. 
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MHSU Program Selection 

 

At the MHSU Program Selection Stage, the Certification Director chooses the Disposition. 

 
If ‘Request Additional Information’ is selected, the required field ‘Message to Provider’ and 

the optional field ‘Attachments to Provider’ appears. 

 
 

 

 

 



 65 

Two required fields appear if the ‘Forward Program team’ is selected. 
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MH Program Team Selection 

 

At this stage, the Program Director chooses the Disposition and then selects a Program 

Coordinator. Then hits ‘Submit’. 
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MHSU Certification Director Review 

 

At this stage, the SU Program Director and SU Program Manager review the Application, and 

then the Certification Director selects the Disposition and hits ‘Submit’. 

 
  



 68 

MHSU Associate Commissioner Review 

 

The MHSU Associate Commissioner reviews the application, selects their disposition, signs, 

and hits ‘Submit’. 
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OCA Review 

 

The OCA Director reviews all the previous stages, selects their disposition, and hits ‘Next’.  

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

OCA Decision. The OCA Director can edit this information if needed. 
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The OCA Director reviews it and hits ‘Submit’. 
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Associate Commissioner Review 

 

The Associate Commissioner reviews the application, selects their disposition, and hits 

‘Submit’. 

 
 

There is also an optional field for the Internal Comments. 

If there is ‘Request Additional Information’, an additional required field ‘Note for OCA & 

PPQ Director’ appears. 
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Commissioner Review 

 

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

signs it, and submits it. 
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Certificate Generation 

 

After all Review Stages, the Certificate Generation has 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 download the merged. 
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There is a generated Certificate. 

 
 


