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APPLICATIONS 



Agenda

 Overview of HFS and Acentra Health’s Role in the Family 

Support Program

 Continued Enrollment Review Process

 Required Documents

 Review Outcomes/Determinations

 Submitting Continued Enrollment Requests in eQSuite®

 Short Training Survey followed by Resources and Contact 

Information
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Acentra Health’s Role in the FSP Program

Our Role in the Family Support Program is to:

 Serve as the Peer Review/Quality Improvement Organization to 

ensure medical necessity/utilization review is conducted as defined 

by IL Administrative Rule 139 for the following  four components of 

the Family Support Program:

 Initial Application for the Family Support Program

 Continued Enrollment (renewal application every 180 days)

 Prior Authorization for Residential Treatment admission

 Continued Stay Request for Residential Treatment (submitted 

only by RTF)

 Facilitate the eligibility determination process through both an 

administrative and clinical review 
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Reminder: Initial Application Required Information

It is important that the information required for the Initial 
Application is complete and the following documents are 
uploaded into eQSuite:

 Copy of parent/legal guardian’s most recent federal tax 
return if submitted in past 2 years (if applicable)

 Copy of the Youth’s Birth Certificate 

 Copy of court order custody (if applicable) 

 Signed Parent/Legal Guardian Acknowledgment Form 
(Initial App) 

 Signed Eligibility Determination Form (Initial App)

 Copy of Mental Health Assessment is uploaded

 Dated within 180 days of the submission of application

 Signed and dated by the LPHA completing the 
assessment
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Initial Application - Required Information 

 The youth’s Behavioral Health Treatment 
History must be entered into eQSuite tabs for 
the Initial Application

 Includes last 12 months of mental health 
services, including inpatient, outpatient, 
substance use, residential, as well as a list 
of medications

 All services must have start and end dates 
(when applicable); or check service ongoing 
box
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Reminder: Prior Authorization for Residential 

Treatment 

When a FSP youth can no longer function in the 
community and residential treatment services become 
an option, the parent/ legal guardian works with the 
FSP Coordinator who will submit a Residential Prior 
Authorization request to Acentra Health.

 If the request is approved, the FSP Coordinator has 180 days to find a 
residential placement. A copy of this approval letter is to be submitted to 
potential Residential Treatment providers as part of their residential 
admission packet.

 Once a placement has been found the FSP Coordinator is responsible 
for sending the Residential Placement Form to notify  within 3 business 
days from residential admission date.

When Acentra receives the Residential Placement form, an initial 
60-day approval for residential care for the FSP youth is 
authorized. The Residential facility will see the letter online in the 
FSP Portal and a copy will be emailed to the FSP Coordinator.

 Once a FSP youth has been discharged from a Residential Treatment 
Center, the FSP Coordinator must submit a Residential Discharge Form 
within 3 business days after the youth discharge from residential 
treatment. 
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FSP Residential Prior Authorization 
Required Documents

Complete the residential prior authorization request online prior to the eligibility end 

date. Include the rationale for the need of residential placement, and upload the 

following three (3) required documents:

– Youth’s Psychiatric Evaluation for Residential Prior Auth 

o Dated within 180 days of submission of request

o Mental status evaluation

o Specific principal diagnosis and other diagnoses and medications 

o Treatment summary and recommendations

o Signed and dated by the psychiatrist or advance nurse practitioner in psychiatry

– Psychological Evaluation for Residential Prior Auth

o Dated within 24 months of submission of the request 

o Signed and dated by a LPHA (Clinical Psychologist)

o Evaluation must include IQ testing or cognitive testing results

– Integrated Assessment & Treatment Plan (IATP/IM+CANS) – Residential PA

o Dated within 180 days of the submission of prior auth request 

o Signed and dated by the LPHA completing the assessment and the parent/legal guardian

7



8

Continued Enrollment Review Process

Youth enrolled in the Family Support Program (FSP) receive an initial 
eligibility determination of 180-days. To continue in the Family Support 
Program, a continued enrollment (renewal) application is required to be 
submitted to Acentra Health for review.

Forty-five (45) prior to the youth’s 
eligibility end date,  a reminder letter 
and Continued Enrollment Packet will 
be mailed out to the parent/legal 
guardian.

The youth’s FSP Coordinator will 
also receive an email from 
Acentra Health with a copy of 
the letter and FSP Continued 
Enrollment Packet. 

Within the last 30 calendar days of the youth’s enrollment, the FSP 
Coordinator will need to submit a completed continued enrollment 
request through the eQSuite® FSP online portal by the eligibility end 
date. 
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The Continued Enrollment Authorization process shall review the 

FSP youth’s:

A) Progress in treatment;

B) Updated Assessment and Treatment Plan;

C) Other updated clinical documentation, as available;

D) The FSP youth’s overall clinical presentation to determine 

whether the FSP youth continues to meet the requirements detailed 

in Section 139.115; and

E) For FSP youth that are 18 years of age or older but have not 

reached 21 years of age at the time of Continued Enrollment 

Authorization:

i) Active school attendance by the individual; and

ii) Whether the individual has not graduated high school, 

achieved high school graduation equivalency, or otherwise 

qualified for high school graduation pursuant to Section 27-

22 of the School Code.
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FSP Continued Enrollment Required 

Documents

The following administrative documents are required to be 
completed and uploaded as part of the online Continued 
Enrollment application:

The following four (4) documents must be saved as a PDF file 
and uploaded under the Attachments tab in the continued 
enrollment application:

1. When applicable, the most recent Federal Tax Return of parent or 
legal guardian (within the 2 years) or answer “no” on the application 
and enter in income earned.

2. The Continued Enrollment Parent acknowledgement form – signed 
and dated by the parent/legal guardian. 

3. The Continued Enrollment Eligibility Determination form - signed and 
dated by the parent/legal guardian and the FSP Coordinator when 
assisting with application or a verbal attestation can be obtained for 
the parent/legal guardian. 

**HFS BBH as of 4.4.2024 – No progress note needs to be uploaded, as 
this information should be contained in the IATP or IM+CANs.
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FSP Continued Enrollment Required Documents 

continued: 

4. Integrated Assessment and Treatment Plan (IATP/IM+CANS) 

 The IATP or treatment plan must be current within 180 
days from the date you submit the continued enrollment 
application

 Signed and dated by the LPHA completing the assessment 
and the parent/guardian

 If the parent/legal guardian is unable to sign, the FSP 
Coordinator can accept a verbal attestation with their 
name, date/time with the FSP Coordinator’ signature

 The IATP or IM+CANs should include the following information below. 
If the IM+CANs does not contain a) Medications and/or b) current 
Behavioral Health Treatment services, the FSP Coordinator must 
enter them into the eQSuite continued enrollment application:

 Progress or lack of progress

 Goals and objectives

 Medications list

 A list of current Behavioral Health Treatment services

 IATP/IM+CANS form can be obtained from the IL HFS website.
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Review Determinations Continued Enrollment 

The following are the review determinations that Acentra 
Health can make when reviewing a continued enrollment 
application:

 Approval: The youth is eligible for FSP services and receives an 
additional 180-days of enrollment. The approval letter is found 
online under Approved Applications for each youth.

 Incomplete (not a denial): If required documents are missing, 
outdated or do not meet specifications, the parent/legal 
guardian will receive an Incomplete Letter and the FSP 
Coordinator will find the case under Existing 
Applications/Applications Needing Additional Information and 
can submit the needed information online by the due date:

 A youth may be discharged when Acentra Health does not 
receive additional information for the incomplete continued 
enrollment OR

if the continued enrollment was never submitted. 

 If a discharge occurs, the parent/legal guardian can submit an 
appeal request to HFS or the FSP Coordinator start the 
application process over again and submit a new FSP Initial
application to us.

12



©2019 Government Programs

Review Determination – Physician Review 

If the first level reviewer is unable to approve the applications, the 
request and all associated documents will be sent to an Illinois 
licensed, board-certified Psychiatrist to perform a second-level 
clinical review. 

 The Physician Reviewer (PR) thoroughly reviews all the documentation. 
If the PR has questions, they will contact the FSP Coordinator or LPHA 
for a consultation.

 Using the submitted documentation and information provided during the 
consult, the Physician Reviewer will render their determination, and the 
appropriate letter will be mailed to the parent/legal guardian, and FSP 
Coordinator will find approval letter or denial letter online.

 Upon Physician Review, if the continued enrollment request is denied, 
the youth is no longer eligible for FSP services. The youth will be 
discharged from the Family Support Program.

 FSP Coordinators can initiate a reconsideration request of a denial, 
within 5 calendar days of the denial notice using the Reconsideration 
Form on our Website homepage under Family Support Program tab. 

 If there is an initial denial or reconsideration denial upheld, then 
Parents/legal guardians have the right to initiate an appeal process 
through HFS directly. 
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Access FSP Web Portal - eQSuite®
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» Go to Website at http://il.Acentra.com and choose the 
Family Support Program tab on the menu bar, scroll to FSP 
Initial App & Log In 

» On the Log In – Providers only page, click Log In button
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FSP Web Portal - Home Page

» Click on Existing Applications 

» Then click on Approved Applications 

to see the list of youth who have a 

Continued Enrollment (Renewal) 

date coming due.
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Continued Enrollment Electronic Review

» GO TO APPROVED APPLICATIONS
» Find the youth to start the Continued Enrollment application by clicking Renew (far 

right) to open/start. You will only click this once. 
» If the Renew is not displayed for youth, please let us know by submitting 

aHelpline ticket via eQSuite.
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Attach Documents  

Continued Enrollment Application

» This page lists the type of 
documents you may need to 
upload, as part of the online  
application process 

» See the highlighted documents 
that are needed as part of the 
continued enrollment application 
review

» If you do not have all your 
documents yet, you may continue 
with filling in the application by 
clicking 

NOTE: Progress Notes are no 
longer required if this 
information is contained in 
the IATP/IM+CANs

17



©2019 Government Programs

Guardian – Primary 

» Please enter legal guardian 

name and relationship to child 

or update fields. 

» ‘Self’ will be only be selected if 

the youth is their own, legal 

guardian 

» Fill in all contact 

information 

» Always click              on the 

bottom of each page 

» This saves the data on this page 

and allows you to move to next 

page.
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Guardian – Other

» If your answer “No”

» Click  

» If you answer “Yes”

» Please enter name and the  

relationship to child

» Fill in contact information

» Always click              on the 

bottom of each page 

» This SAVES the data on this page 

and allows you to move to next 

page
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Child Information – General 

» For a continued enrollment 

application, the youth should 

have a RIN that was assigned 

upon approval of the initial 

application if the youth did 

not have already have a RIN 

(Medicaid Bene ID).

» Click “YES” and a box will 

appear to type in the RIN 

number. Once you enter RIN, 

the most information will 

appear on the screen. Fill in 

the County.
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Child Information – Demographics 

» Please select an answer for 

each of the following sections:

» Race

» Ethnicity

» US Citizen

» Primary language

» Method of communication

» Residential Arrangement 

» Click              on the bottom 

of each page 

» This saves the data on this page 

and allows you to move to next 

page
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Child Information – Education 

» Enter last grade completed

» Is the child currently 

attending school?

Fill in the name of school name 

and complete address/location

» Include the Principal name and 

contact information 

» Click              on the bottom 

of the page. 
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Emergency Contact 

» Emergency Contact Information

» Provide name, relationship to child, phone and address information

» Click.
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FSP Coordinator

24

» This page will show the name of your agency and address 
information that is tied to your FSP Web portal account

» As the FSP Coordinator, please fill in your name, phone and 
email address 

» Click 

The system recognizes 

your log on and auto-

populates your agency 

name and address. 
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Behavioral Health –Treatment History 

❖ IMPORTANT: The mental health supports the youth has 
received in the last six (6) months will need to be 
documented as part of the IATP or IM+CANs that is 
required to be uploaded.
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SKIP ALL BEHAVIORAL HEALTH 

PAGES

on Continued Enrollment 

Applications if the Mental Health 

Services are listed in the 

IATP/IM+CANs
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Behavioral Health – Medication Regimen

❖ IMPORTANT: The current Medications list will need to be 

provided as part of the Individual Assessment and 

Treatment Plan (IATP) or IM+CANs uploaded as a required 

document.
26

SKIP THIS PAGE 

On Continued 

Enrollment Applications 

if the information is in 

the IATP/IM+CANs
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Finances – Insurance

» Enter in any youth’s insurance 

coverage information

» Include Medicaid/All Kids when 

applicable

» Fill in

» Insurance name

» Policy Number

» Premium Costs/Frequency

» Answer questions if applicable or 

leave blank

» Click 
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Finances – Properties 

» Click “Add new record” for each property

» Fill in Owner Name, Address and Type of property 

» Fill in the current value of property and amount owned

» Hit Update on the left side of grid  to save; or Edit to change information 
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Finances – Resources 

» This page shows a list of 

finances or resources that 

the parent, the legal 

guardian or the youth  owns

» Check off all resources that 

apply to them

» Click 
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Finances – Other Resources 

Click “Add new record” to list Other Resources

» Fill in owner name and the type of resource

» Include the current value and the name of the bank/institution 

» Hit Insert on the left side of grid to save in the table

If there are no other resources, leave page blank and click 
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Finances – Family Income

On this page, please complete information about family income 

» Complete both the Child’s and the Parent/Legal Guardian’s 
income sections

» If the Parent/Legal Guardian tax return is uploaded, you do 
not need to fill in the income section.

» Click 
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Finances – Public Benefits

» Click “Add new record” for each Public Benefit

» Select the benefit type from drop down list; type in if 
“other”

» Fill in effective date, monthly benefit amount and the 
payee name

» Hit Insert on the left side of grid to save

» Edit to change information 

» Click 
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Finances – Parent/Legal Guardian Income

» Click “Add new record” for each income source you need to record

Select Income Source from drop down and enter current monthly 

amount 

» Fill in the Recipient Payee name and a description (if necessary)

» Click 
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Parent/Legal Guardian Acknowledgement

34

»Please read all 7 areas of acknowledgement with the Parent/Legal 

Guardian

»The parent or legal guardian must initial each one of the seven boxes

»Sign and Date – the parent/legal guardian name serves as electronic signature

HFS has extended the protocol of allowing the parent/legal guardian to give a 

verbal consent to the FSP Coordinator. The FSP Coordinator will need to 

document the date and time the parent/legal guardian’s verbal consent was 

given and sign your name. You will upload a copy of this 

acknowledgment/attestation.
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Final Step – Parent/Legal Guardian Attestation 

35

»Read/confirm attestation of Parent/Legal Guardian at the top of this page

Sign and Date – Type in parent/legal guardian name and date.

PLEASE NOTE: A parent or guardian is not allowed to submit a continued enrollment 

application and must coordinate the submission of the continued enrollment with

the FSP Coordinator. 

»IMPORTANT: MAKE SURE YOU CHECK THE BOX ABOVE THE SIGNATURE AREA



36

Final Step – FSP Coordinator Attestation 

36

»FSP Coordinators will confirm that they assisted the Parent/Legal Guardian 

with the FSP application process, answered their questions and informed 

them of their rights regarding this application 

»Sign and Date - The FSP Coordinator’s name serves as an electronic 

signature



37

Final Step 

37

»After you “sign” as the FSP Coordinator,  click

»If the system detects something that needs an answer; it will show errors

»Click on that specific page that error is on; fill in the information needed

»Go back to Final Step page and click                      again 
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Existing Continued Enrollment Applications 

38

About 3 days after you submit an application, go to Existing Apps and 

check Submitted Applications – Addtl Info Needed to see if the 

continued enrollment application is incomplete. Open Letters tab. 
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Existing Continued Enrollment Applications 
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Existing Continued Enrollment Applications 
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Applications Submitted For Approval

41

» Find all applications that you need to complete work on them. 

» Click Resume each time you want to work on an incomplete 
application; it will remain under this section until you SUBMIT.

Incomplete Applications Not Yet Submitted

Holding place for applications until they are submitted

The application stays here until a determination is made
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Approved or Denied/Failed Applications 

» All applications “Submitted for Approval” will move to either the   

Approved Applications OR Denied and Failed Applications

Approved applications will show the date you submitted it, Acentra Health’s 

decision date (after receipt of all information), and the next application 

renewal date. Always look for the latest Renewal Date.
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FSP Resources and Contacts

FSP Helpline 

• Questions regarding FSP requests and needs for assistance are answered Monday 

through Friday, 8:30 a.m. to 5:00 p.m., CST. Submit your questions to Acentra Health:

– Use the Online Helpline tab in eQSuite Web Portal to submit your questions to us

– If you have an urgent need, contact us at (866) 435-8778

– If sending secure documents or requests by Email, please send directly to 

FSPHELP@Acentra.com

Website https://il.Acentra.com

• Click Family Support Program from top menu bar 

– Then select Log In – Providers Only

– Click eQSuite® button and log in

Healthcare and Family (HFS)

Program questions? Funding, covered services, packets, etc..

Contact HFS by phone at 217-557-1000  or email at HFS.FSP@illinos.gov.

Website: 

https://hfs.illinois.gov/medicalclients/behavioral/familysupportprogram.html
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