
INSTRUCTIONS
Purpose:

This tool is to be used by LME/MCO's and Providers to collect information on individuals with I/DD who 
are receiving ADVP or ICF In Lieu Of Service (ILOS) Services and the efforts made to promote competitive, 
integrated employment. Data is collected on a quarterly basis. 

Target Population: 

The data in this tool has been pre-populated based off claims paid and encounters submitted to NC 
Tracks. Additionally, the information provided in the previous quarter is kept as the baseline for each new 
quarter. The intent is to capture all individual who were originally receiving ADVP/ ILOS services during 
the initial audit from Jan 1, 2021 - June 30, 2022. Additionally, if new members have begun receiving 
ADVP services since June 30, 2022, it is expected that the LME/MCO's and Providers add them to this tool 
as new rows in the "CIE Report" page. 

How to Submit the Tool:

Submit this report electronically via secure email as an encrypted, password protected Excel file to 
DMHIDDCONTACT@dhhs.nc.gov. DMHDDSUS staff will coordinate the password with each LME/MCO. 
Please enter "CIE Quarterly Report Data Collection" in the subject of the email. 

This workbook contains PHI.  Persons handling this file are required to safeguard the privacy of this 
information in accordance with HIPAA requirements.  

Steps to complete the data collection: 

1)  Fill out Set-Up Worksheet tab:

Populate table with LME/MCO Name, CEO, Contract Manager, Person responsible for completing report, 
and date completed

2) Click on CIE Report tab



2) Click on CIE Report tab

Header information is populated automatically from information provided in Set-Up Worksheet. 

3) Fill out CIE Report tab

There are three types of columns:
- White headers (Columns A - T) -- Information pre-populated by NCDHHS. You do NOT need to edit 

these cells
- Yellow headers -- Required questions that MUST be completed by provider. Last quarter's responses 

are pre-populated
- Blue headers -- Supplemental questions to be completed if provider is able to locate the information.

Use the dropdown options available in the cells to make selections where required. DO NOT override the 
Data Validation and type in free-response in cells where a dropdown exists. The worksheets are protected 
by design. If you need to make a change to a locked cell, please be careful to only make the changes 
needed, and immediately re-protect the worksheet when you are finished. 

Add in notes and commentary in the last column to provide additional context for the answers provided in 
the tool. 



Add in notes and commentary in the last column to provide additional context for the answers provided in 
the tool. 

IMPORTANT: BE SURE TO UPDATE THE DATA AS OF THE LAST DATE IN THE REPORTING PERIOD. 

4) Add new individuals to the report if they are receiving ADVP or ILOS services

If an individual is receiving ADVP or ILOS services from the provider, then they should be captured in this 
reporting tool. If they are not included in the pre-populated list, then a new record needs to be added. In 
the next available row, fill out the information in all columns (col. A - AJ). Use the same drop-down 
options. 

It is helpful if it is noted in the comments that this individual is a new member. 

5) Submit the tool

Use the steps outlined at top of instructions to submit the CIE Data Collection Tool

Definitions Tab

The Definitions tab is to be used as a reference when filling out the CIE Data Collection Tool. In this tab 
you will find the definitions for each of the questions along with the available options used in the drop-
down selections. 




