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Introduction 

The Health and Human Services Commission (HHSC) operates a web-based 

application called the Community Services Interest Lists (CSIL) to maintain 

information about Texans interested in receiving Medicaid waiver program services. 

This user guide only provides instruction for local intellectual and developmental 

disability authorities (LIDDAs) who maintain the program interests lists for the 

Home and Community Service (HCS) and Texas Home Living (TxHmL) Medicaid 

waivers. 

Requesting Access 

An IAMOnline portal account is required to request CSIL access. 

To register, go to the IAMOnline portal website and click on the “Register Non-HHS 

employee account or organization” link. Then, follow the instructions on the screen. 

Tip: For assistance with IAMOnline registration, contact the 

HHS Help Desk at 512-438-4720 or 1-855-435-7181 (toll-

free), 7:00 A.M. to 7:00 P.M., CT, Monday to Friday. 

After obtaining an IAMOnline portal account, log in and follow the instructions below 

to request access to the CSIL application. 

From the My Apps Dashboard, click the Manage My Access tile. 

https://iamonline.hhs.state.tx.us/oauth2/v1/authorize?client_id=okta.2b1959c8-bcc0-56eb-a589-cfcfb7422f26&code_challenge=xEvQBa8hi5B6GUvVZNSDUoO3JQYT-5F74sM9xmxiHrM&code_challenge_method=S256&nonce=E0cacxdckTbyWv5VJ9fu8yPdtEDMWUIAfJM2pJA5h0Hw4lR0yzkCIKYg1OhGS3A7&redirect_uri=https%3A%2F%2Fiamonline.hhs.state.tx.us%2Fenduser%2Fcallback&response_type=code&state=zSxB3jovVPdeELlQGuPQUbAFSOGIukuVFAgJDt5nnRuqozCzuCdKRYEbYKTxRPEi&scope=openid%20profile%20email%20okta.users.read.self%20okta.users.manage.self%20okta.internal.enduser.read%20okta.internal.enduser.manage
https://iamonline.hhs.state.tx.us/oauth2/v1/authorize?client_id=okta.2b1959c8-bcc0-56eb-a589-cfcfb7422f26&code_challenge=xEvQBa8hi5B6GUvVZNSDUoO3JQYT-5F74sM9xmxiHrM&code_challenge_method=S256&nonce=E0cacxdckTbyWv5VJ9fu8yPdtEDMWUIAfJM2pJA5h0Hw4lR0yzkCIKYg1OhGS3A7&redirect_uri=https%3A%2F%2Fiamonline.hhs.state.tx.us%2Fenduser%2Fcallback&response_type=code&state=zSxB3jovVPdeELlQGuPQUbAFSOGIukuVFAgJDt5nnRuqozCzuCdKRYEbYKTxRPEi&scope=openid%20profile%20email%20okta.users.read.self%20okta.users.manage.self%20okta.internal.enduser.read%20okta.internal.enduser.manage
https://iamonline.hhs.state.tx.us/oauth2/v1/authorize?client_id=okta.2b1959c8-bcc0-56eb-a589-cfcfb7422f26&code_challenge=xEvQBa8hi5B6GUvVZNSDUoO3JQYT-5F74sM9xmxiHrM&code_challenge_method=S256&nonce=E0cacxdckTbyWv5VJ9fu8yPdtEDMWUIAfJM2pJA5h0Hw4lR0yzkCIKYg1OhGS3A7&redirect_uri=https%3A%2F%2Fiamonline.hhs.state.tx.us%2Fenduser%2Fcallback&response_type=code&state=zSxB3jovVPdeELlQGuPQUbAFSOGIukuVFAgJDt5nnRuqozCzuCdKRYEbYKTxRPEi&scope=openid%20profile%20email%20okta.users.read.self%20okta.users.manage.self%20okta.internal.enduser.read%20okta.internal.enduser.manage
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Step 1. From the Add Access tab, type “CSIL” into the search box to locate the two 
user role options available for the LIDDAs: 

CSIL Inquiry for Local Authority ### 

CSIL Add/Close for Local Authority ### 

Select the check mark next to the applicable access name(s) and click Next. 

 

Step 2. On the Review and Submit tab, click on the comment icon. 
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Step 3. In the Business Justification and Assignment Note popup box, provide your 
business justification for requesting the CSIL application and click Save. 

 

Step 4. The comment icon will reflect green when the justification is saved. Click 

Submit to complete the CSIL access request. 
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Tip: For assistance requesting CSIL access, contact the HHS 

Help Desk at 512-438-4720 or 1-855-435-7181 (toll-free), 

7:00 A.M. to 7:00 P.M., CT, Monday to Friday. 

HHSC has authorized a security administrator for each LIDDA. The security 

administrator is responsible for ensuring application access is properly assigned to 

LIDDA staff. 

When CSIL access is successfully requested, a confirmation email is sent to the 

requestor. An email is also sent to the LIDDA’s security administrator to complete 

the first level of approval. When the first level approval is complete, an email is 

sent to LPDS for second level approval. When the second level approval is 

complete, an email is sent to the requestor. 

If CSIL access is denied, the requestor will receive an email stating the reason for 

the denial and corrections needed, if any. The requestor can resubmit the access 

request per the direction of the denial notification or contact 

InterestListPreEnroll_LIDDAHelp@hhs.texas.gov for assistance. 

mailto:InterestListPreEnroll_LIDDAHelp@hhs.texas.gov
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CSIL Home Page 

When CSIL access is approved, to access CSIL, sign into the IAMOnline portal and 

select the CSIL tile in the My Applications section. 

 

Tip: When working in the CSIL application, use the Back 

hyperlink at the top of the page to go to the previous page. 

https://iamonline.hhs.state.tx.us/oauth2/v1/authorize?client_id=okta.2b1959c8-bcc0-56eb-a589-cfcfb7422f26&code_challenge=xEvQBa8hi5B6GUvVZNSDUoO3JQYT-5F74sM9xmxiHrM&code_challenge_method=S256&nonce=E0cacxdckTbyWv5VJ9fu8yPdtEDMWUIAfJM2pJA5h0Hw4lR0yzkCIKYg1OhGS3A7&redirect_uri=https%3A%2F%2Fiamonline.hhs.state.tx.us%2Fenduser%2Fcallback&response_type=code&state=zSxB3jovVPdeELlQGuPQUbAFSOGIukuVFAgJDt5nnRuqozCzuCdKRYEbYKTxRPEi&scope=openid%20profile%20email%20okta.users.read.self%20okta.users.manage.self%20okta.internal.enduser.read%20okta.internal.enduser.manage
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User Groups  

CSIL works in real time, meaning as soon as information is entered, it is accessible 

to users. Users are assigned to specific user groups. Each user group is granted 

permission to perform certain functions. LIDDA staff are assigned to the 

ILLA###INQUIRY and/or ILLA###ADDCLOSE user groups. 

ILLA###INQUIRY  

If the user is approved for ILLA###INQUIRY only, the User Groups selection 

defaults to the inquiry home page. Options shown on this home page are limited to 

the view only functionality. 

 

ILLA###ADDCLOSE  

If the user is approved for ILLA###ADDCLOSE, the User Groups selection 

defaults to the data entry home page. Options shown on this home page are for the 

view and edit functionality. 
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Search 

Search for an Existing Record 

To avoid creating duplicate records, the LIDDA must search for an existing 

record before adding a new record. For more information, see the Add New 

Individual section of this document. 

Click Search for an Existing Individual on the CSIL home page. 

The Find Individual(s) page is displayed. 
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Preferred Search 

To use Preferred Search, enter an Interest List ID (often referred to as a CSIL 

ID), Medicaid Number, or CARE ID. LPDS advises against searching by SSN. If 

the CSIL ID, Medicaid Number, or CARE ID are unknown, use the Optional Search 

feature. 

Click Find. 

Optional Search 

To use the Optional Search feature: 

● Enter the Last Name (required).

 If the exact spelling of the last name is known, enter it and select exactly

matches. 

 If the exact spelling of the last name is unknown, enter the first few 

letters and select starts with. 

● Enter the First Name (optional).
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 If the exact spelling of the first name is known, enter it and select 

exactly matches. 

 If the exact spelling of the first name is unknown, enter the first few 

letters and select starts with. 

LPDS advises against searching by SSN. If the person’s record is not found when 

searching by the name, narrow the search by selecting a county or entering a zip 

code. 

 

Click Find. 

The Search Results page is displayed. 

No Potential Matches 

If the search results in no matches, a message is displayed. 

 

Too Many Potential Matches 

If the search results in more than 199 potential matches, a message is displayed. 

Narrow the search results by entering additional search criteria. 
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Potential Matches 

If the search results in less than 199 potential matches, a list of the potential 

matches is displayed. Check the list to see if there is an existing record for the 

person and view the record to confirm it belongs to the person. 

ILLA###INQUIRY users only have the option to View the records. 

ILLA###ADDCLOSE users have the option to View or Edit the records. 

Click View All. 
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The Individual Detail page is displayed. 

 

On the Individual Detail page, review the Personal Information to determine if 

any of the potential matches belong to the person. 

If none of the potential matches belong to the person, follow the instructions in the 

Add New Individual section of this user guide. 

If one of the potential matches is confirmed to belong to the person, follow the 

instructions in the Add Individual to Program section of this user guide. 
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Add New Individual 

Before adding or updating a person’s CSIL record, the person’s designated LIDDA 

must physically view the person’s social security card and birth certificate to 

confirm the person’s identity. Also, if the person has Medicaid, the LIDDA must 

confirm the person’s Medicaid number in the Eligibility as a Service (EaaS) 

application. 

To add a new CSIL record, click Add New Individual on the CSIL home page. 

The Find Individual(s) page is displayed with the Optional Search feature. 

Follow the instructions in the Optional Search section to find potential matches. 

Then follow the instructions in the Potential Matches section to determine if a 

potential match belongs to the person. The LIDDA must make every attempt to 

avoid creating duplicate CSIL records. 

If there is an existing CSIL record, the LIDDA must not add a duplicate record. To 

add a program interest list to the person’s existing CSIL record, follow the 

instructions in the Add Individual to Program section of this document. 

If none of the potential matches belong to the person, before adding a new CSIL 

record, the LIDDA must check the CARE system’s 201 screen, Client Name Search, 

to determine if the person has an existing CARE ID. 

1. If the person does not have an existing CARE ID, the LIDDA must register 

the person in CARE to receive a CARE ID. Then, the LIDDA must assign a 

local case number (LCN) to the person in CARE using screen 410, Add Case 

to ID/Demographic Update. When a CARE ID and LCN are assigned, the 

LIDDA may proceed with the instructions below to add the new CSIL record. 

2. If the person has an existing CARE ID, the LIDDA must determine if the 

person has previously been assigned a LCN by the LIDDA. 

 If the person has previously been assigned a LCN by the LIDDA, the 

LIDDA may proceed with the instructions below to add the new CSIL 

record. 

 If the person has not previously been assigned a LCN by the LIDDA, the 

LIDDA must assign a LCN to the person in CARE using screen 410, Add 

Case to ID/Demographic Update. When a CARE ID and LCN are assigned, 
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the LIDDA may proceed with the instructions below to add the new CSIL 

record. 

Scroll to the bottom of the search results page, in the Add New Individual To 

dropdown list, select the desired program. 

Click Go. 

 

The New Individual page is displayed. A screenshot is not provided in this user 

guide due to the length of the page. 

The LIDDA must enter the information from the completed Form 8591, Community 

Services Interest Lists (CSIL) Data Entry Form on the New Individual page. 

https://www.hhs.texas.gov/regulations/forms/8000-8999/form-8591-community-services-interest-list-csil-data-entry#:~:text=Purpose%20Form%208591%20is%20used%20by%20the%20local,Commission%20%28HHSC%29%20Community%20Services%20Interest%20List%20%28CSIL%29%20application.
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A red asterisk (*) indicates a required field. However, LPDS requires the LIDDA to 

enter all the information from Form 8591, including the following: 

● CARE ID – Do not make up a random number, enter all zeros (0), or enter 

the CSIL ID, LCN, SSN, or Medicaid number in this field. 

● Last Name – Verify the spelling. 

● First Name – Verify the spelling. 

● Gender 

● Ethnicity 

● Household’s Preferred Language 

● Birth Date – Before entering, view the birth certificate or another form of 

identification. 

● Address (including City, State, Zip Code and Residence County) 

● Phone Number 

● Living Arrangement - if family or friend is selected in the living arrangement 

field, the following is required: 

 If at home, age of main care giver (an estimation is acceptable)   

 Do you think a move out of the home will be required within 1 year? 

● Preferred HCS Living 

● When does person want service(s) 

● Receiving SSI (Social Security Income) 

● Receiving Medicaid 

● Community Services Received 

● Individual Comments – describe the action being taken on the record. 

If the following information is available, the LIDDA must enter it: 

● SSN - Before entering, view the social security card to verify the number. 

● Medicaid # - Before entering, confirm the number in the EaaS system. 

● Email Address 
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If the person is residing in a facility or was recently discharged from a facility, the 

LIDDA must enter the following: 

● Facility Name

● Date Admitted (facility admission date)

● Date Discharged (if applicable)

If the LIDDA is aware of the person being a member of an active military family, 

the LIDDA must check the Individual resides in an Active Military Household 

checkbox. 

Click Next. 

The Questionnaire for Waiver Program Interest List page is displayed. 

Follow the instructions in the Add New Questionnaire section of this user guide. 
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Add New Questionnaire 

The LIDDA conducts an interview with the primary correspondent and completes 

Form 8577, Questionnaire for LTSS Waiver Program Interest Lists. The LIDDA 

enters the information from Form 8577 in the CSIL application on the 

Questionnaire for Waiver Program Interest Lists page. No screenshot is 

provided in this user guide due to the length of the page. 

A red asterisk (*) indicates a required field. However, LPDS requires the LIDDA to 

enter all the information from Form 8577, including the following as it pertains the 

person who is providing the information to the LIDDA: 

● Date Completed 

● Relationship to Individual  

● Name of Person Providing Information 

● Mailing Address 

● Physical Address 

● Primary Telephone Number 

● Does the individual have a Child Protective Services (CPS) or Adult Protective 

Services (APS) conservatorship? 

● Declined to answer the questionnaire – check this box ONLY if the person 

does not want to participate in the questionnaire.  

 Comments - enter the reason the person declined (if applicable). 

Click Next.  

The New Interest List page is displayed. 

https://www.hhs.texas.gov/laws-regulations/forms/8000-8999/form-8577-questionnaire-ltss-waiver-program-interest-lists
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New Interest List 

The Request Date field is populated with the current date. However, the Request 

Date must match the signature date on Form 8648, Identification of Preferences. 

If Form 8648 was signed fewer than 60 calendar days earlier, the LIDDA changes 

the Request Date field to match the signature date on Form 8648. 

If Form 8648 was signed more than 60 calendar days earlier, the LIDDA cannot 

change the Request Date field. The LIDDA must continue using the current date 

as the Request Date and submit Form 8571, Request to Change Interest List 

Information for Home and Community-based Services (HCS) or Texas Home Living 

(TxHmL). 

For detailed information on this process, refer to Section 7900, Requesting 

Changes to a Person’s HCS or TxHmL Interest List in the Local Intellectual and 

Developmental Disability Authority Handbook. 

https://www.hhs.texas.gov/regulations/forms/8000-8999/form-8648-identification-preferences
https://www.hhs.texas.gov/regulations/forms/8000-8999/form-8571-request-change-interest-list-information-home-community-based-services-hcs-or-texas-home
https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook/7000-hcs-txhml-interest-lists
https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook
https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook
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A red asterisk (*) indicates a required field. However, LPDS requires the LIDDA to 

enter the following: 

● Request Date (see information above)

● Backdate Reason

 This field is only enabled if the LIDDA changes the Request Date field. If

enabled, the LIDDA must select the applicable backdate reason from the 

dropdown list: 

◊ CSIL Entry Delay

◊ Error Correction

● Service County

 This field must match the county of residence on the Personal

Information page. If it does not match, a popup message displays. If 

the residence county needs to be updated, follow the instructions in the 

Updating Individual Address section of this user guide to update the 

residence county. Then, return to the Add New Individual section to 

continue. 

● Status

This field defaults to Interested. The LIDDA must not change it when adding
a new interest list record. When updating an existing interest list record, if
the status needs to be changed, follow the instructions in the Updating

Interest List section of this user guide.

● Local Case Number

Enter the LCN for the LIDDA as assigned in the CARE system.

Click Save. 

A popup message is displayed instructing the LIDDA to confirm the interest list 

request date before the system saves the record. 

● If the Request date is incorrect, click Cancel to correct the date.

● If the Request date is correct, click Ok to save the record. If the record is

saved with an incorrect request date, Form 8571 and supporting

documentation is required for correction.

The Individual Detail page is displayed. 
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Tip: If the person is being added to both the HCS and TxHmL 

interest lists, follow the instructions in the Add Individual to 

Program section of this user guide to add the other program. 
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Add Individual to Program 

To add a program interest list to a person’s existing CSIL record, in the Add This 

Individual To dropdown list, select the desired program. 

 

Click Go. 

The Add Individual to Program page is displayed. No screenshot is provided in 

this user guide due to the length of the page. 

On the Add Individual to Program page, review the information in each field and 

make any necessary changes. 

Click Next. 

The Questionnaire for Waiver Program Interest List page is displayed. Review 

the information in each field and make any necessary changes. 

Click Next. 

The New Interest List page is displayed. Follow the instructions in the New 

Interest List section of this user guide. 
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Updating an Existing Record 

The LIDDA can update demographic or contact information on the person’s CSIL 

record at any time. It is not necessary to wait for the biennial contact due date to 

update the record. 

Updating Personal Information  

Follow the instructions in the Search for an Existing Individual section of this user 

guide to find the person’s existing CSIL record. 

The Individual Detail page is displayed. 
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Tip: To review current and historical address information, click 

View Individual Address History. If the address needs to be 

updated, follow the instructions in the Updating Individual 

Address of this user guide. 

Tip: To view the existing questionnaire, in the Questionnaire 

field, click Yes. If the questionnaire needs to be updated, 

follow the instructions in the Updating an Existing 

Questionnaire section of this user guide. 
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In the Personal Information section, click Update Personal Information. 

The Update Individual page is displayed. 

Review the information in each field and make the necessary changes. 

Click Update. 

The Personal Detail page is displayed. 

Updating Individual Address  

On the Update Individual page, check the checkbox next to the field labeled, 

Would you like to modify the individual address: 

 

The address fields are enabled for editing. 

Make the necessary changes. 

Click Update. 
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The Personal Detail page is displayed. 

Transferring a CSIL Record to another LIDDA  

First, follow the instructions in the Updating an Individual Address section of this 

user guide. 

On the Update Individual page, select the new county in the Residence County 

field. 

 

Click Update. 

If the new county is in another LIDDA’s local service area, the record will be 

transferred to that LIDDA and the LCN on the interest list records will be blanked 
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out. This will cause the interest list records to appear on the Missing Local Case 

Number Report on the CSIL home page. 

If the person has not previously been assigned a LCN by the new LIDDA, the new 

LIDDA must assign a LCN to the person in CARE and can follow the instructions in 

the Missing Local Case Number Report section of this user guide to change the LCN 

on the program interest lists. 

Refer to Section 7800, When to Transfer a Person’s CSIL Record in the Local 

Intellectual and Developmental Disability Authority Handbook. 

Updating Contact Information 

Adding a New Contact 

On the Individual Detail page, in the Contact Information section, click Add 

Contact Information. 

https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook/7000-hcs-txhml-interest-lists
https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook
https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook
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The New Contact page is displayed. 
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A red asterisk (*) indicates a required field. However, LPDS requires the LIDDA to 

enter the following: 

● Contact Type (select from dropdown list) 

● Name 

● Address 

● City  

● State 

● Zip Code 

● Primary Phone 

Click Save. 
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Updating Existing Contact Information 

On the Individual Detail page, in the Contact Information section, click the 

name of the contact being updated. 

The Update Contact page is displayed. 

 

A red asterisk (*) indicates a required field. However, LPDS requires the LIDDA to 

enter the following: 

● Contact Type (select from dropdown list) 

● Name 

● Address 

● City  

● State 

● Zip Code 
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● Primary Phone 

Click Save. 

Deleting a Contact 

On the Individual Detail page, in the Contact Information section, click the 

name of the contact being deleted. 

The Update Contact page is displayed. 

 

Click Delete. 

Updating an Existing Questionnaire 

On the Individual Detail page, in the Personal Information section, in the 

Questionnaire field, click Yes. 
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The Questionnaire for Waiver Program Interest List page is displayed. A full 

screenshot is not provided in this user guide due to the length of the page. 

Click Update Questionnaire Information. 

 

The Update Questionnaire for Waiver Program Interest Lists page is 

displayed. No screenshot is provided in this user guide due to the length of the 

page. 

Review the information in each field and make the necessary changes. 
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A red asterisk (*) indicates a required field. However, LPDS requires the LIDDA to 

enter all the information from Form 8577, including the following as it pertains the 

person who is providing the information: 

● Date Completed 

● Relationship to Individual  

● Name of Person Providing Information  

● Mailing Address 

● Physical Address 

● Primary Telephone Number 

● Does the individual have a Child Protective Services (CPS) or Adult Protective 

Services (APS) conservatorship?  

● Declined to answer questionnaire – check this box ONLY if the person does 

not want to participate in the questionnaire.  

● Comments - enter the reason the person declined (if applicable). 

Unless the Declined to answer questionnaire, checkbox is selected, all questions 

within the questionnaire are required. 

Click Save. 

The Individual Detail page is displayed. 

Updating Interest List 

On the Individual Detail page, in the Interest List Information section, scroll to 

the desired interest list to view that program’s interest record. 

Click Update Interest List Information. 
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The Update Interest List page is displayed. 
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The LIDDA is unable to update the Request Date from the Update Interest List 

page. The Request Date must match the signature date on Form 8648, 
Identification of Preferences. If the Request Date does not match the signature 

date on Form 8648, the LIDDA must submit Form 8571, Request to Change 

Interest List Information for Home and Community-based Services (HCS) or Texas 

Home Living (TxHmL). 

For detailed information on this process, refer to Section 7900, Requesting 

Changes to a Person’s HCS or TxHmL Interest List in the Local Intellectual and 

Developmental Disability Authority Handbook. 

The fields enabled for editing are: 

https://www.hhs.texas.gov/regulations/forms/8000-8999/form-8648-identification-preferences
https://www.hhs.texas.gov/regulations/forms/8000-8999/form-8648-identification-preferences
https://www.hhs.texas.gov/regulations/forms/8000-8999/form-8571-request-change-interest-list-information-home-community-based-services-hcs-or-texas-home
https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook/7000-hcs-txhml-interest-lists
https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook
https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook
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● Service County 

This field is prefilled with county of residence that was entered on the 

Personal Information page. If it is incorrect, follow the instructions in the 

Updating Individual Address section of this user guide. If the service county 

is changed to a county that does not match the residence county, a popup 

message is displayed. 

 

● Status  

This field defaults to Interested. The LIDDA must not change it if adding a 

new interest list record. When updating an existing interest list record, if the 

status needs to be changed, refer to Section 7000, HCS and TxHmL Interest 

Lists in the Local Intellectual and Developmental Disability Authority 

Handbook. 

● Local Case Number 

This field is prefilled with the LCN previously entered. If it is incorrect, it can 

be changed here. However, it must match the LCN for the LIDDA that is 

assigned in the CARE system. 

● Date Closed 

If the LIDDA changes the Status field to Close, this field is auto-populated 

with the current date. 

● Closure Reason 

If the LIDDA changes the Status field to Close, this field is enabled and 

required. The LIDDA must select the applicable closure reason. Refer to 

Section 7000, HCS and TxHmL Interest Lists in the Local Intellectual and 

Developmental Disability Authority Handbook. 

 

https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook/7000-hcs-txhml-interest-lists
https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook
https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook
https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook/7000-hcs-txhml-interest-lists
https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook
https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook
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● Program Comments 

Each time the LIDDA changes a person’s interest list record, the LIDDA must 

enter a comment to clearly describe the change and the reason for the 

change. 

Click Save. 

The Individual Detail page is displayed. 

Tip: If the person is on both the HCS and TxHmL interest lists, 

complete these steps for each program. 
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Deceased Report 

The Social Security Administration (SSA) provides HHSC with a list of people who 

have been reported to the SSA as deceased. The LIDDA must review the report to 

determine whether the people listed are truly deceased and follow the steps in this 

section to close the HCS and TxHmL interest list records. 

On the CSIL home page, click Go next to Deceased Report. LIDDA is the only 

option in the dropdown list. 

The Deceased Search page is displayed. 

The From Date and To Date search fields allow the LIDDA to search for records 

that received a deceased system notification within a specific time frame. 

 

Click Find. The Deceased Report page is displayed. 

The search results display the CSIL ID, CARE ID, Last Name, First Name, Medicaid 

ID, LIDDA, Program, Notification Date, and Deceased Date for all CSIL records in 

the LIDDAs catchment that has received a deceased notification. 

Records are not removed from the report until the LIDDA confirmed the person is 

deceased and checked the Deceased checkbox on the person’s CSIL record. LIDDAs 
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can go directly to the Individual Detail page to complete updates by clicking the 

hyperlink on the CSIL ID. 

 

If the LIDDA confirms the person is deceased, the LIDDA must close the person’s 

HCS and/or TxHmL interest list record(s) by checking “Check if deceased” on the 

person’s Update Individual page. This action will automatically close all interest 

list records for the person with a closure reason of “Death” and remove them from 

the Deceased Report. Refer to Section 7700, Closing a Person’s HCS or TxHmL 

Interest List in the LIDDA Handbook. 

 

Tip: When working in the CSIL application, use the Back 

hyperlink at the top of the page to go to the previous page.  

https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook/7000-hcs-txhml-interest-lists#7700-closing-a-person-s-hcs-or-txhml-interest-list
https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook/7000-hcs-txhml-interest-lists#7700-closing-a-person-s-hcs-or-txhml-interest-list
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Interest List Summary 

To download a program’s interest list, on the CSIL home page, click Interest Lists 

Summary. The Interest List Summary page is displayed. 

  

To download the statewide interest list, in the Service Area field, select All 

Catchments, and in the Service County field, select ALL. 

Tip: To narrow the results, filter the list by changing the 

selections in the Service Area and Service County dropdown 

lists. 

Click Find. 
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Click on a specific program name to generate a list of people on the interest list for 

that program. 

Click on the number in the Interested column for a specific program to generate a 

list of people whose interest list status is Interested. This list includes people whose 

biennial contact status is Active or Inactive. 

Click on the number in the Inactive column for a specific program to generate a 

list of people whose interest list status Interested, and biennial contact status is 

Inactive. 

Click on the number in the Released column for a specific program to generate a 

list of people whose interest list status is Release. 

Click on the number in the pre-enrolled column for a specific program to generate 

a list of people whose interest list status is pre-enrolled. 

The Interest List Summary Detail page is displayed. 
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Click View next to a person’s name to see the person’s Individual Interest List 

Detail page or click Download to download a copy of the report. 

Tip: When working in the CSIL application, use the Back 

hyperlink at the top of the page to go to the previous page. 
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HCS & TxHmL Closure Reasons 

To view a list of closed interest list records for a specified date range, on the CSIL 

home page, click HCS & TxHmL Closure Reasons. 

The HCS & TxHmL Interest List Closure Reasons page is displayed. 

Enter the desired date range and click Find. 

 

The HCS & TxHmL Interest List Closure Reasons Report is generated. 
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Click Download to download a copy of the report. 
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Missing Local Case Number Report 

When HCS or TxHmL interest list records are transferred to a different LIDDA’s 

catchment area, the previous LIDDAs LCN is automatically removed, and the 

interest list records are added to the Missing Local Case Number Report. 

If the person has not previously been assigned a LCN by the LIDDA, the LIDDA 

must assign a LCN to the person in CARE using screen 410, Add Case to 

ID/Demographic Update. 

To remove the person’s interest list records from the Missing Local Case Number 

Report, the new LIDDA must enter the LCN in CSIL. 

Click the Missing Local Case Number Report from the CSIL home page. 

The LIDDAs Missing Local Case Number Report is displayed. 

 

Click Edit next to each record to display the Update Interest List page and enter 

the LCN. 
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The LIDDA must check this report on a regular basis to ensure compliance. 
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Biennial Contacts 

The LIDDA can update demographic or contact information on the person’s CSIL 

record at any time. It is not necessary to wait for the biennial contact due date to 

update the record. However, during each term of the LIDDA Performance Contract, 

the LIDDA is required to contact each person whose HCS or TxHmL interest list 

status is “Interested” and CARE Status is “Active.” 

For detailed information about the requirements for biennial contacts, refer to 

Section 7500, Biennial Contact in the Local Intellectual and Developmental 

Disability Authority Handbook. 

To assist LIDDAs with meeting biennial contact requirements, weekly, monthly, and 

quarterly reports are available on the CSIL home page. A Contacts Due For Program 

Type tool is also available. 

https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook/7000-hcs-txhml-interest-lists#7500-biennial-contact
https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook
https://www.hhs.texas.gov/handbooks/local-intellectual-developmental-disability-authority-handbook
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Contacts Due for Program Type 

The Contacts Due for Program Type tool is a live report, meaning it only displays 

records for people who have not yet been contacted for the current biennium and 

updates immediately after data entry is completed. 

To display the list, click Go next to the Contacts Due For Program Type field. 

The Criteria for Contacts Due page is displayed. 

 

The Contacts Due for Program Type tool allows the LIDDA to filter criteria by 

Program, Service Area, As of Date, Contact Status, and Sort By. Although the 

tool provides various sorting options, best practice is to sort the list as follows: 

● Program: This field defaults to ALL. Do not change it. 

● Service Area: This field defaults to ALL. Do not change it. 

● As of Date: This field defaults to the last day of the current month. Change 

it to the last day of the biennium to display records for people who have not 

yet been contacted for the current biennium. For example: 8/31/2025 

● Contact Status: This field defaults to Active. Do not change it. 
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● Sort By: This field defaults to Last Contact Date. This is the recommended 

sorting criteria; however, the LIDDA may change this field to their 

preference. 

Tip: To download a copy of the full report, click Download All before clicking Find. 

The Contacts Due As of MM/DD/YYYY page is displayed. 

 

If an individual has both an HCS and TxHmL interest list record, both interest list 

records will be displayed. However, when the biennial contact is entered for one 

interest list record, both will be removed from the list. 

Click the hyperlink on the CSIL ID next to a person’s name to add biennial contact 

information. 

The Update Individual page is displayed. 

Review the information in each field and make necessary changes, if needed. To 

update the person’s address, follow the steps in the Updating Individual Address 

section of this document. 

Complete the following biennial contact fields: 

● Inactive-Unable to Contact: if the LIDDA was unable to contact the 

person’s primary correspondent to complete the biennial contact, check this 

box. This will enable the Contact Attempted field. 
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● Contact Attempted: enter the date the LIDDA mailed the unable to contact 

letter to the person’s last known address. 

● IDD Contact Declined: if the person is under the age of 22, resides in a 

facility, and declined future contact from the LIDDA, check this box. This 

option is only applicable if the person is under the age of 22 and resides in a 

facility. 

● Date Of This Contact: if the LIDDA was able to contact the person’s 

primary correspondent, enter the date the biennial contact was completed. 

Entering this date calculates the Next Contact Due field. 

Click Update.  

 

The Personal Detail page is displayed. From here, the LIDDA can view the 

questionnaire and make updates to the questionnaire if needed. Click Back at the 

top of the CSIL page to return to the Contacts Due As Of MM/DD/YYYY page to 

continue working through the Contacts Due list. 
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As biennial contact information is entered, the records will be removed from the 

Contacts Due list. 

Tip: LIDDAs can use the HC027883 and HC027884 reports to 

monitor the LIDDA’s progress in completing biennial contacts 

to meet the performance measure. 

HC027883.W/M/Q - Interest List Biennial 

Contacts - Summary 

This report provides the total number of contacts required for the biennium, the 

total number of contacts completed, the total number of contacts not yet 

completed, and the percentage completed. This is the report used to track the 

LIDDA’s Biennial Contact performance measure. 

To generate the most current information, select Weekly in the drop-down menu 

and click Go. 
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Select the desired date from the dropdown list and click Find. To view past versions 

of the report, change Report Created Date. 

 

Click Download to download a copy of the report. 

This is a summary report. For detailed information, view the HC027884.W/M/Q–

Interest List Biennial Contacts–Detail report. 

HC027884.W/M/Q - Interest List Biennial 

Contacts - Detail 

This report provides detailed information about each person requiring a contact 

during the biennium. This includes only people whose HCS or TxHmL interest list 

status is “Interested”, CARE status is “Active” and who have not declined a biennial 

contact. 

To generate the most current information, select Weekly in the drop-down menu 

and click Go. 

Select the desired date from the dropdown list and click Find. To view past versions 

of the report, change Report Created Date. 

The person’s identifying information, contact information, contact status, program, 

interest list request date, interest list status, status date, and last contact date are 
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displayed. The far-right column shows whether the person has been Contacted or 

Not Contacted. 

 

Click Download to download a copy of the report. 

This is a detailed report. For the summary, view the HC027883.W/M/Q - Interest 

List Biennial Contacts – Summary report. 

Tip: If the LIDDA marks “Inactive-Unable to Contact” 

during the biennial contact entry, the record is removed on the 

next report date. 

HC029512.W – NF/ICF Residents Under 22 

Not on the HCS Interest List 

HHSC is required by state statute to add people to the HCS interest list who are 

under the age of 22 and residing in a nursing facility (NF) or intermediate care 

facility for individuals with an intellectual disability or related conditions (ICF/IID), 

including a state supported living center (SSLC). These people are automatically 

added to the HCS interest list through the HC029514 batch process.  

This weekly report lists each person identified by HHSC as being under the age of 

22 years and residing in an NF or ICF/IID who could not be added to the HCS 
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interest list automatically through the batch process due to an error. For example: 

no CARE ID. 

On the CSIL home page, click the HC029512.W – NF/ICF Residents under 22 

and Not On The HCS Interest List. 

The report provides the number of people under the age of 22 and residing in an NF 

or ICF/IID who HHSC is required to add to the HCS interest list. For those people, 

the report also provides a breakdown as follows: 

● The number who are already on the HCS interest list. 

● The number who are not on the HCS interest list. 

● The number who do not have a LCN for the LIDDA. 

● The number automatically added to the HCS interest list by the batch 

process. For a list of these people, see the HC029514.W – NF/ICF Residents 

Under 22 and Automatically Added to the HCS Interest List report. 

 

Click Download to download a copy of the report. 
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HC029514.W – NF/ICF Residents Under 22 

and Automatically Added to the HCS Interest 

List 

HHSC is required by state statute to add people who are under the age of 22 and 

residing in a NF or ICF/IID, including an SSLC, to the HCS interest list. These 

people are automatically added to the HCS interest list through the HC029514 

batch process. 

The weekly report lists each person identified by HHSC as being under the age of 

22 and residing in an NF or ICF/IID who were automatically added to the HCS 

interest list. 

On the CSIL home page, click the HC029514.W – NF/ICF Residents Under 22 

and Automatically Added To The HCS Interest List. 

The report provides the details about NF and ICF residents under the age of 22 who 

are required to be on the HCS interest list. The report also provides the following 

breakdown to assist LIDDAs in understanding the number of people automatically 

added to the HCS interest list through the HC029514 batch process. 

The total number of people under the age of 22 

residing in an ICF/IID. 

● The number who are already enrolled in HCS. 

 The HC029514 batch process does not add these people as they are 

currently receiving HCS waiver program services. 

● The number who are already on the HCS interest list. 

 The HC029514 batch process does not add these people as they currently 

have an “Interested” HCS interest list record. 

● The number who need to be added to the HCS interest list.  

 This is the remainder of the people not in the previous two categories still 

requiring an HCS interest list. 

● The number who do not have a LIDDA LCN.  

 The people who do not have an LCN and CARE ID cannot be added 

automatically through the HC029514 batch process and must be added 
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manually by the LIDDA once an LCN and CARE ID are created. These 

people will be listed on the HC029512 report. 

● The number currently being added from an ICF/IID. 

 The people who were not enrolled in HCS or on the HCS interest list, and 

already have a CARE ID are automatically added to the HCS interest list 

through the HC029514 batch process. These are the people listed on the 

HC029514 report. 

The total number of people under the age of 22 

residing in a NF.  

● The number who are already enrolled in HCS. 

 The HC029514 batch process does not add these people as they are 

currently receiving HCS waiver program services. 

● The number who are already on the HCS interest list. 

 The HC029514 batch process does not add these people as they currently 

have an “Interested” HCS interest list record. 

● The number who need to be added to the HCS interest list. 

 This is the remainder of the people not in the previous two categories still 

requiring an HCS interest list. 

● The number who do not have a LIDDA LCN.  

 The people who do not have an LCN and CARE ID cannot be added 

automatically through the HC029514 batch process and must be added 

manually by the LIDDA once an LCN and CARE ID are created. These 

people will be listed on the HC029512 report. 

● The number currently being added from a NF. 

 The people who were not enrolled in HCS or on the HCS interest list, and 

already have a CARE ID are automatically added to the HCS interest list 

through the HC029514 batch process. These are the people listed on the 

HC029514 report. 

See the HC029512.W – NF/ICF Residents under 22 and Not On The HCS Interest 

List report for a list of people who could not be automatically added due to error. 

For example: no CARE ID. 
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Click Download to download a copy of the report. 

People who could not be added automatically due to error, are 

added manually by HHSC’s Information Technology (IT) Field 

Support staff using the facility admission date as the HCS 

interest list request date.  

HC029534.W – HCS and TxHmL Releases 

Pending Over 60 Days 

The weekly report lists each person whose slot release has been pending for more 

than 60 calendar days. 

On the CSIL home page, click the HC029534.W – HCS and TxHmL Releases Pending 

Over 60 Days 
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Click Download to download a copy of the report. 

HC063675.M – Years on Interest List (HCS 

and TxHmL)  

The monthly report lists the total number of people waiting on the specific interest 

list based on a range of years. 

On the CSIL home page, click the HC063675.M – Years on Interest List (HCS 

and TxHmL). 

Change the Report Created Date to view past versions of the report. Select the 

desired date from the dropdown list and click Find. 
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Click Download to download a copy of the report. 

HC027873.W – Interest List Summary by 

LIDDA Service Area 

The weekly report lists the number of people on the HCS interest list by LIDDA 

service area. It displays the number of days and days on average for each county 

served by the specific LIDDA. 

On the CSIL home page, click the HC027873.W – Interest List Summary by 

LIDDA Service Area. 
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Change the Report Created Date to view past versions of the report. Select the 

desired date from the dropdown list and click Find. 

 

Click Download to download a copy of the report. 

HC029682.W – People Preferring HCS Group 

Home Setting 

The weekly report lists people on the HCS interest list who indicated HCS Group 

Home as their preferred living situation. 

On the CSIL home page, click HC029682.W – People Preferring HCS Group 

Home Setting. 
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Change the Report Created Date to view past versions of the report. Select the 

desired date from the dropdown list and click Find. 

 

Click Download to download a copy of the report. 
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Records Updated Via Your Texas Benefits 

Portal 

Your Texas Benefits (YTB) is a website for Texans to apply for help, join an interest 

list for certain Medicaid Waiver programs, or update a phone number and address 

on program interest lists. This report lists people on the HCS or TxHmL interest list 

that received an update to the questionnaire or contact information in CSIL through 

the YTB portal. 

To generate the most current information, select Weekly in the drop-down menu 

next to Records Updated Via Your Texas Benefits Portal and click Go. 

Change the Report Created Date to view past versions of the report. Select the 

desired date from the dropdown list and click Find. 

The YTB Update Date column displays the date the interest list record received 

the update from YTB. 

 

Click Download to download a copy of the report. 
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Disclaimer 

This user guide is owned by the Intellectual and Developmental Disability (IDD) 

Services Local Procedure Development and Support (LPDS) unit at HHSC. As HHSC 

continues to enhance the CSIL application, LPDS revises the user guide to reflect 

the changes and informs the LIDDAs. To recommend changes to this user guide, 

LIDDAs may email LPDS at interestlistpreenroll_LIDDAHelp@hhs.texas.gov. 

mailto:interestlistpreenroll_LIDDAHelp@hhs.texas.gov
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