
Acuity Packet Documentation 

 This functionality is available under Profile Tab, click on “Acuity Packet”, the document will be 

initiated by the Provider. 
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 Click on New Button to start a new Acuity Packet. 
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 Once you click on New on Image 2 you can see Image 3  
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 Select which level of Acuity is needed from Image 3 for this current example I selected “Acuity 

Packet-Level 2 Moderate”, you can see Image 4 
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 Enter Document Title, Select Acuity Type, select Document to be uploaded, hit on “Save” and 

the record gets saved. 

  The saved record can be seen on Home page as shown in Image 5. 
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 The remaining documents can be uploaded by clicking on the link under “Acuity Packet” or 

“Upload Document”, the drop down is only going to show the remaining documents to be 

uploaded. 
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 Once all the documents are uploaded, commit button appears to providers as shown in Image 7 
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 Once provider commits the Acuity Packet Email will be sent According to Acuity Packet Level 

 

o For Acuity packet Level (2, 3) Email will be sent to Program Manager, Supervisor Service 

Coordinator and the Provider (the person who created the Acuity Packet). 

o For Acuity packet Level (4, 5, 6) Email will be sent to Health and Wellness Supervisors 

and the Provider (the person who created the Acuity Packet). 

 After Acuity Packet is Committed by provider it is going to show as in Image 8 for Acuity packet 

Level ( 2, 3) 
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 After Acuity Packet is committed by provider it is going to show as in Image 8.1 for Acuity Packet 

Level(4,5,6) 
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 For Acuity Packet Level (4, 5, 6) Health and wellness supervisor assigns the packet to staff and 

staff receives an email.  

 Once Provider Commits the Acuity Packet, DDS staff will receive an Email as shown in Image 8.2 
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 Once provider Commits the Acuity Packet, DDS staff can click on the Acuity Packet link on the 

home page as shown in Image 8 , next page appears as shown in Image 9 
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 DDS Staff can add Comments and perform action accordingly (Approve/Reject) 

 Once the document is rejected it looks like in Image 10, Issue is also generated. 
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 Once the document is rejected an Email will be sent to Provider with the Issue in the Email as 

shown in Image 11 
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 After the uploaded document is rejected by H&W, provider has to re upload the correct 

document by clicking on Acuity Packet or Upload Document link as shown in Image 5. 

 Once provider re uploaded the correct document it will show as in Image 12. 

 One the provider re uploaded the correct document system will send Email as shown in  

Image 13 to H&W and provider notifying that document is uploaded and referencing the Issue 

generated when the document is rejected. 
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 Once the Returned document is uploaded, system will send Email to Provider notifying the 

Returned file is approved by H&W. 

 The Acuity packet looks like as in Image 14 



 The Email is going to show as in Image 15 
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 Once all the documents are approved by H&W then the packet is completed and ready to be 

sent to DHCF by H&W as shown in Image 16. 
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 Once the document is sent to DHCF by H&W it will show as in Image 17 
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 Once the whole packet is approved by H&W system sends an Email to DHCF, notifying that the 

packet is approved by DDS as show in Image 17.1. 



 Once the whole packet is approved by H&W and sent to DHCF, DHCF can reject or approve the 

packet, once DHCF logs in it will show as in Image 18 
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 Once DHCF logs in and clicks on Approve button it will show as in Image 19 
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 After save is clicked on Image 19 , system will generate and Email as shown in Image 20. 
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 Once DHCF logs in and clicks on Reject button it will show as in Image 21 
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 Once DHCF Rejects the Acuity Packet, system will generate and Email as shown in Image 22 
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 Once you click Acuity Packet link as shown in Image 5, all the action preformed on the Acuity packet 

can be seen on the Acuity packet page as seen in Image 23,  
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