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Chapter 3: Progress Summaries



Chapter 3 Overview

This Chapter will cover:

Overview of Progress Summaries
Progress Summary Review Switchboard
Scenario: Initiate a Progress Summary
Scenario: Review a Progress Summary



Overview of Progress Summaries



Progress Summary Workflow

ISP Meeting is Held

Objectives are approved,
included in ISP and
frequency is selected by SC

Progress Summaries due at
annual ISP

Progress Summaries due at Progress Summary Alerts
semi- annual review received by Provider staff

Per DDS Regulation 115 CMR 6.21.5 J and Regulation 115 CMR 6.21.6, semi-annual and annual
Progress Summaries are required as part of the ISP process. The ISP module provides an

efficient mechanism for streamlining the submission process. The SC has the option, after

conferring with the provider agency, of requesting quarterly Progress Summaries.




Timeline for Completion of Progress Summary

Semi-Annual

* The default frequency for Progress Summary is semi-annual. The due dates for Progress Summary
are as follows:

o SemiAnnual Progress Summary — 180 days after the ISP Meeting
o Annual Progress Summary — 15 days prior to the next planned meeting date or the deadline

* When the due date for an Progress Summary is within 30 days, Service Coordinators and Provider
Data Entry Users will receive an Alert indicating that the provider is able to complete the Progress
Summaries.

Date of Approval 180 days after 15 days before

in MEDITECH ISP meeting next Planned ISP meeting

ISP Meeﬂﬂs Semi-annual PS Annual PS Due
Due in 30 days in 30 days
_— —
* () ()
MEDITECH Semi-Annual Annual

Approval Flag Progress Summary Progress Summary

* - Alert

(._!..) - Due Date




Timeline for Completion of Progress Summary

Quarterly

« If the Service Coordinator selects the frequency of the Progress Summary as quarterly, the due dates
for Progress Summaries are as follows:

o Quarter 1 — 90 days after the ISP meeting

o Semi-Annual — 180 days after the ISP meeting

o0 Quarter 3 — 270 days after the ISP meeting

o Annual — 15 days prior to the next planned meeting date or the deadline

* When the due date for ISP Progress Summaries is within 30 days, Service Coordinators and
Provider Data Entry Users will receive an Alert indicating that the provider is able to complete the
Progress Summaries.

Date of Approval 90 days after ISP 180 days after 270 days after 15 days before next

in MEDITECH meeting ISP meeting ISP meeting Planned ISP meeting

ISP Meetil'ls Quarter 1 PS Semi-annual PS Quarter 3 PS Annual PS Due
Due in 30 days Due in 30 days Due in 30 days in 30 days
(""'"‘" —~ — —~
Lo SO SO SO @
MEDITECH Quarter 1 Semi-Annual Quarter 3 Annual

Approval Flag Progress Summary Progress Summary Progress Summary Progress Summary

X - Alert

(J_) - Due Date 7




Timeline for Completion of Progress Summary

The due date for the annual Progress Summary is calculated differently from the other deadlines.

o0 Quarter 1 = Actual Meeting Date + 90 Days
Semi-Annual = Actual Meeting Date + 180 Days

o]
0 Quarter 3 ISP = Actual Meeting Date + 270 Days
o]

Annual = Next Planned Meeting Date (or ISP Meeting Deadline) — 15 Days

Acliaal Mesting Date: 860372014 {Full Year 15P)
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Progress Summary Review Switchboard



Navigate to the PS Review Switchboard

There are two ways to navigate to the Progress Summary Review Switchboard.
Option 1

It is possible to navigate to the Progress Summary Review Switchboard from the Individual Dashboard.

Above the Individual Dashboard, click the third-level menu item, “Progress Summary .”

Progress summary

?

Health and Human Services Mass. jovi—
Individual Search | Review Procells Managenjen Rephrts | References

Search Results | ISP Dashboard
ISP > Individual Search > ISP Dasfiboard

ISP Dashboard ISP Meeting Details

Vision Reguest s

Review s Current Supports Safety/Risk Legal/Financial Successes/Challenges Goals Objectives Modifications View/Print ISP
B pExpand this section to see ISP timeline

>
Region/Area Office: Metro/Greater Boston TeStr Bruce Service Coordinator: Coordinator, Service
View/Print ISP Document
Demographic Information ISP Meeting Details ISP Deadlines
H Planned Meeting Date: 12/07/2015 Meeting Deadline: 12/07/2015
Eligibility: Meeting Time: 10:00 AM Semi Annual Review Date: 06/04/2016
Meeting Location: 0\

Next ISP Meeting Deadline: 12/06/2016
Full Year ISP

10



Navigate to the PS Review Switchboard

There are two ways to navigate to the Progress Summary Review Switchboard.

Option 2

Alternatively, it is possible to navigate to the Progress Summary Review Switchboard from the
Individual Search.

View the new Progress Summary column and click the “View Progress Summary " link.

View Progress Summary

Health and Human Services

Individual Search | Review Process Management | Reports | References

Search Results
ISP > Individual Search

Showing 1 to 1 of 1 entries
Individual ~

Test, Bruce

Individual Search

Last Name: First Name:
Identifier Type: Eligibility Number ~ Identifier:
Region: Area Office:
ISP Due In:
Search || Reset
Export to Excel
Shpw 25 + Entries
Planned Meeting Date ~ Actual Meeting Date ~ SSN Eligibility # ~ Region ~ Area Office ~ PrugresaSumman{ v
12/07/2015 Metro Greater Boston I View Progress Summary

L

11



PS Review Switchboard

Progress Summary Review Switchboard

* The Progress Summary Review Switchboard is composed of two sections.

o Progress Summary Bar Graph
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Features of the PS Review Switchboard

Progress Summary Bar Graph
This section contains information for both previous and current ISP.

» The graph provides a visual of the status of all the Progress Summaries included in the previous and
current ISP.

Health and Human Services Mass,,’:_&f.[ s~

Zaall I |
[Howme [ om | pam [15P | apry |

Individual Search | Review Process Management | Reports | References
Search Results | ISP Dashboard | Progress Summary
ISP > Individual Search > ISP Dashboard > Progress Summary Review Switchboard

Individual Eligibility # - Service Coordinator

Test, Bruce Coordinator, Service

Progress Summary Review Switchboard

Expand All | Collapse All

4

Actual Meeting Date: 06/03/2014 (Full Year ISP) Actual Meeting Date: 03/05/2015 (Update Year ISP)

W Approved B Approved
Pending Review 1/2 3/3 3/3 Pending Review
W Overdue W Overdue

1 Mo Action Required/Pending Submission 1 J] 2/2
0 J] T 1 | I T 0 T —

T T
01/04/2014 04/04/2014 07/03/2014 10/06/2014 06/03/2015  09/01/2015 11/30/2015 03/04/2016

No Action Required/Pending Submission

Number of Progress Summaries
Number of Progress Summaries

Due Dates Due Dates
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Features of the PS Review Switchboard

Progress Summary Details

» Displays all Progress Summaries associated with the Actual Meeting Date for the two most
recent years :

o All Progress Summaries required for the prior year.
o All Progress Summaries required for the current year — not just those that are
approaching their due date.

| Actual Meeting Date: 06/02/2014 (Full Year ISP) |

o i ————— - I = - -
e s ] ] Az | [ .::
I Actual Meeting Date: 03/05/2015 (Update Year ISP) et =
B Bervr L i ] -

W B il Vol by sy b el B e o fher gy o manh e e el S

Lo B I fmartal | i J T MR [ ]
sl gy I AR I T Pt Vi Srs el iy =]
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P i ] | e sty [ =]
(e | R ] e | [, -
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Features of the PS Review Switchboard

Progress Summary Details

* Progress Summary

0 The Progress Summary column displays which Progress Summary (e.g. quarter 1, annual).
* Due Date

0 The Due Date column displays the due date for the Progress Summary .
* Provider

0 The Provider column displays which Provider is required to complete the Progress Summary
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Features of the PS Review Switchboard

Progress Summary Details

e Status

o To view a Progress Summary , click the link in the Status column.

Qrasriar §
Seml Annual
rasiter 3
J\.nnuﬂlo

Semi Annual

Semi Annual

Anvuial i

Soanl Annual

J'-lllllmlo

Crarter 1
Sl Aninisal

Caarter J

& " Bruce
Quaarter 1
Semi Annual
Qaditer 1
Bnnual

Actmal Mecting Date: B6/037 20014 {Full Year 150)
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Features of the PS Review Switchboard

Progress Summary Details

* Print Document
o Click either the Word or PDF Icon to print a Progress Summary .
0 Until the Service Coordinator approves the Progress Summary, it will print with a draft
watermark.
* Document History
o To view the Document History of a Progress Summary , select the View Document
History link in the Document History column.

Actmal Mecting Date: B6/037 20014 {Full Year 150)
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Cuasiar 3 07/03/2014 Ao Miéw Document History wih
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Features of the PS Review Switchboard

Progress Summary Details

* Document History
o To view document history of a Progress Summary , select the View Document History
link in the Document History column.

@ Bruce will increase his rate of pay by 30%, for the next 12 months.

Semid Annual 04/0d/2014 Angirovid Witw Document History "'
Document History i X |
Actual Meeting Date: 03 /057/ 2015 (Update ¥ N
. ki Fhrted / e -{ pd . Individual Mame: Test, Bruce pex Due Date: 5/1/2015
™ Summary ﬁl?::ﬁum Bruce vill find & big activity he would like to do st the baginning of each guarter. He will ocument History o PU——
@ Bruce will find a big activity he would li Progreas Sunary: Semi Annusl AgEncy:
Semd Annual i Dopurment History Wit
i) Lipsbeil vk Document History W
R shod D920 s
& ** Bruce will serve meals once a week i + okl
Started 0902 2015 —
Quarter 1 o | A g 1 - DMCumhen] HIstory LM
iahin Submitted For Intermal Peview 11/10/3015 '___
Semi Annual 1 1 Documaent History e
Intermal Revision Requested LIS I0S 2015 e ey
IRUHCEATS Submitted For Internal Beview 01/LL 2016 Decunpest thatary |
Annuial JpCiiTeEnt History "F
W Bruce will increasa his rate of pay by 30
Quartar 1 pi Documyent History w.--
== Thiz edwvnent is assocfated fo a Modificatfon
Mo Action Heguine Pending SubmissionfPending Review @ Approved @ Overdus
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View / Print ISP Tab

Progress Summary Details

» Historical Documents
o All Progress Summaries that are older than two years are viewable in Historical ISP
Materials section.
0 To access Historical ISP Materials, click the “View / Print ISP” tab and then click the
“View Historical ISP Materials” button.

View/Print ISP | View Historical ISP Mateﬁalsl

A

A

=Ll

Health and Human Services

Individual Search | Review Process Management | Reports | References
Search Results | ISP Dashboard | Progress Summary
ISP > Individual Search > ISP Dashboard > View/Print ISP

Individual Fligibility # Planned Meeting Date ISP Meeting Deadline Region - Metro Service Cool dinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Area Office - Greater Boston ~~~~dinator, Service

ISP Dashboard ISP Meeting Details Vision Request Assessments Review Assessments Current Supports Safety/Risk Legal/Financial Successes/Challenges Goals Objectives Modifications View/Print ISP

View/Print ISP Materials cal ISP Materials

View/Print ISP Documenqm

Expand All | Collapse All Update Year ISP
@ Vvision Status: Shared v
@ Current Supports M Status: Started (Overdue) Vv
@ Safety/Risk m Status: Started (Overdue) Vv
@ Legal/Benefit/Financial Status m Status: Started (Overdue) Vv
@ Successes/Positive Events, Challenges, Emerging Issues and Unmet Needs Status: Started (Overdue) Vv
@ Goals and Objectives @"E} Status: Approved Vv
@ Assessments Status: Approved Vv
Meodifications Status: Action Required

. No action needed Action needed 6 Section complete . Section overdue
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View / Print ISP Tab

Progress Summary Details

 Historical Documents
o Historical Progress Summaries are located on the “Goals and Objectives Tab.”
o Click the PDF icon next to the desired Progress Summary to view and print.

=] Progress Summary Goals and Objectives

Health and Human Services

Individual Search | Review Process Managemgnt | Reports | References
Seanch Results: | ISP Dashboard | Progress immary
ISP - Individual Seatch - ISP Dastbaard - Viely/Print 1S
Individual Eligibility | P anned Meeting Date ISP Meeting Deadline Region - Metro Service Coordinator
Test, Brilce SSN & 03/0a/2015 03/04/2015 Area Office - Greater Boston Coardinator, Service
15P Dashboard 5P Meeting Det 3 i |
ISP Docume@ts  Assessmen Goals and Objectives I Lx |
View/Print 15P Materials View Historical ISP Materlale
Test, Bruce
Expand Al | Coltapse Al Update Year ISP
|° vision (I Historical Goals and Objectives | Status: Shared |+
S = Actual MeetingDate: 06/03/2014 o) ~
|. Current Supports W_‘_' Status: Started (Overdua) v
| — 2y, " + T 1
| @ safery/Risk |WIT) sl final dobiiidl B Status: Started (Overdua)
|7 H vity he would like to do at the beginning of each quarter. He will then s - Approved E T
| @ Legal/Benefit/Financial Statu Status: Started (Overdue)
| @ Successes/Positive Events, Chy .. E] Status: Started {Overdue)
| @ Goals and Objectives |WITY Semi Annual - Approved o] Status: Approved ¥ |
| @ Assessments Quarter 3 - Approved ] Status: Approved Vv
| Modifications Annudl; depoved B Status: Action Required v
B personal Growth & Accomplishments E
Bruce will increase his rate of pay by 30%, for the next 12 menths. - Approved =] = petipiomples @ <Edionbiahis
User 1D 8 progress Summary
:ou = i MO Semi Annual - Approved |
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Scenario: Initiate a Progress Summary



Scenario: Initiate a Progress Summary

Description: The Progress Summary process is now included in the HCSIS system. These Progress
Summaries, which track the progress of Objectives following the ISP Meeting, were previously completed
outside of the system. With the implementation of Progress Summaries within HCSIS, once an Actual
Meeting Date has been entered in MEDITECH, DDS staff are able to initiate the Progress Summary
process by adding approved Objectives for inclusion in the ISP Document. Until Progress Summaries
have been initiated by the DDS user, Providers will be unable to access and complete the forms.

Roles and Responsibilities:
» Service Coordinator: Initiate an Progress Summary
e Service Coordinator Supervisor: Initiate an Progress Summary

Date of Approval 180 days after 15 days before next
in MEDITECH ISP meeting Planned ISP
meetin
ISP Meetlng Semi-annual PS Annual PS Due &
Due in 30 days in 30 days
—_— —
*- F*—() K1)
e e
MEDITECH Semi-Annual Annual
Approval Flag Progress Summary Progress Summary
* - Alert

(‘L) - Due Date 22




Scenario: Initiate a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5
Click Select “Include Select “PS Click “Include in Navigate to
“Objectives” tab in ISP” for Frequency” ISP document Progress
—®  Objectives [®| drop-down [ andInitate [  Summary
option Progress Review
Summary” Switchboard

Step 1: Click “Objectives Tab”

Navigate to the Individual Dashboard. Click “Objectives.” L
Objectives

+

ISP Dashboard 15P Mesting Detallz Wighon Request Azsessments Review AZSESSmEnts Current Supports Safery/Risk Legal/Financial 85588/ C] 3 Goals [a]} ISP

B »Expand this section to see ISP timeline

g
Region/Area Office: Metro/Greater Boston Tgst’ .BI'I.ICB e Service Coordinator: Coordinator, Service
View/Print ISP Document WD
Demographic Information ISP Meeting Details ISP Deadlines
SSN: Planned Meeting Date: 12/07/2015 Meeting Deadline: 12/07/2015
Eligibility: Meeting Time: 10:00 AM Semi Annual Review Date: 06/04/2016
Meeting Location: }‘! Next ISP Meeting Deadline: 12/06/2016
Full Year ISP
Vision =] Goals - Request Assessments
Status: Shared Status: Created Status: Sent
Due [ Due Date: N/A Due Da
Last Updated On: 09 Last Updated On; 10/21/2015 Motification |
Last Shared On: 09 Last Updated On: 08
® Objectives & Support Strategles - [ ] Review Assessments J Other ISP Components

Status: Awaiting Submission

Due e: 11/22/201%

Pending Provide Pending Prov

Pending DDS

Pending DDS F

@ No action needed Action needed @ Section complete @ Section overdue




Scenario: Initiate a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5
Click Select “Include Select “PS Click “Include in Navigate to
“Objectives” tab in ISP” for Frequency” ISP document Progress
—®  Objectives [®| drop-down [ andInitate [  Summary
option Progress Review
Summary ” Switchboard

Step 2: Select “Include in ISP” for Objectives

On the objectives switchboard, select the objectives that you would like to include in the ISP
Document.

Only Approved objectives can be included in the ISP document once the Actual Meeting
Date for the plan is available.

- it iann Apquest Asessments Posy e ASSESETeets Cument Supports Salety/ Rk Legal/Financisl SuccEuses) Challenges GOas DT Madificabions viewsPrint ISP
Include in ISP

Doc? brt Strategies Review Switchboard Update Year ISP

L
|
Include in ISP Objective{s) Croated By PS5 Fraquancy
Doc?
¥ Community Invelvement
=) Bruca will Increase his participation in community activities Approved Somi-Annual W H]E!ilﬁffﬂ.‘f.ll Mo
el Bruce will serve meals once & week bl Approned Sami-Anmual | MHIIJW Cuirrent
o Maney Manasgement
Bruce will firdd & blg activity ho would like to do ot the - 1 Wiew Doourmen
i B i 1 L Ll L L
+ beginning of esch quarter. He willl then = Apnoved EembAnnund. -] History Eaurent
o Personal Growth & Accomplishmeants-
By Movember 2015, Bruce will participate in 10 job exploration i Y ) Wisw Dociirment
i ctivithes. Approied Somi-Annual | History Bl
Bruce will increass his rabe of pay by 30%, lor the next 12 e Wi DisCurmient
| Somi-Annual W
manths, At bl History CHimant
[ Inchude in 15P document and Initiste Progress Suffdnary |




Scenario: Initiate a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5
Click Select “Include Select “PS Click “Include in Navigate to
“Objectives” tab in ISP” for Frequency” ISP document Progress
—®  Objectives [®| drop-down [ andInitate [  Summary
option Progress Review
Summary ” Switchboard

Step 3: In the PS Frequency column, use the drop-down to set frequency

The two options in the “PS Frequency” column are “Semi-annual” or “Quarterly.”
* The system defaults to “Semi-Annual.”
 If Semi-Annual is selected, Providers will be required to complete two Progress Summaries—
a semi annual Progress Summary and an annual Progress Summary .

Semi-Annual
Quarterly

ISP Dashboard ISP Meeting Details Vision Request Assessments Review Assessments Current Supports Safety/Risk Legal/Financial Successes/Challenges Goals Objective Maodifications View/Print ISP
Objectives and Support Strategies Review Switchboard Update Year ISP
i
Include in ISP Objective(s) Created By Status PS Fr« quency Document  Update Year
History Status
Doc?
v C ty I t
View Document
bl Bruce will increase his participation in community activities Approved . mi-An | Histo New
i Bruce will serve meals once a week at Approved @i plew Doclmens Current
History
~ Money Management
C Bruce will find a big activity he would like to do at the l_—vl View Document
o beginning of each quarter. He will then s Approved Semi-Annual History Current
v Personal Growth & Accomplishments--
¢ By November 2015, Bruce will participate in 10 job exploration "—VI View Document
4 activities. Approved Semi-Annual History New
Bruce will increase his rate of pay by 30%, for the next 12 - v View Document
months. Approved |Sem| Annual ] —ﬂﬁﬂﬂf Current
Include in ISP document and Initiate Progress Sdﬁinary




Scenario: Initiate a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5
Click Select “Include Select “PS Click “Include in Navigate to
“Objectives” tab in ISP” for Frequency” ISP document Progress
—®  Objectives [®| drop-down [ andInitate [  Summary
option Progress Review
Summary ” Switchboard

Step 3: In the PS Frequency column, use the drop-down to set frequency

The two options in the “PS Frequency” column are “Semi-annual” or “Quarterly.”
 If Quarterly is selected, Providers will be required to complete four Progress Summaries
throughout the year: — Quarter 1, Semi-Annual, Quarter 3 and Annual

Semi-Annual

Quarterly

ISP Dashboard ISP Meeting Details Vision Request Assessments Review Current Supp: Safety/Risk

Legal/Financial successes/Challenges Goals Ob]ectlve‘ Modifications View/Print ISP

Objectives and Support Strategies Review Switchboard

/|

Include in ISP Objective(s) Created By

Doc?

bl Bruce will increase his participation in community activities

il Bruce will serve meals once a week at

~ Money Management

7 Bruce will find a big activity he would like to do at the
beginning of each quarter. He will then s

v Personal Growth & Accomplishments--

v By November 2015, Bruce will participate in 10 job exploration
activities.

Bruce will increase his rate of pay by 30%, for the next 12
months.

Update Year ISP

Document
History

Update Year

PS Fre« quency Status

Approved Semi-Annual i New
Quarterly Hist
_— View Document
Approved R Current
History
= View Document
pp - v
Approved Semi-Annual Hi Current
: fiew D £
Approved Semi-Annual Vv = New
L History
Approved [Semi-Annual V] View Document Current
L History

| Include in ISP document and Initiate Progress S%aw




Scenario: Initiate a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5
Click Select “Include Select “PS Click “Include in Navigate to
“Objectives” tab in ISP” for Frequency” ISP document Progress
—®  Objectives [®| drop-down [ andInitate [  Summary
option Progress Review
Summary ” Switchboard

Step 4: Click “Include in ISP document and Initiate Progress Summary ”

Click “Include in ISP document and Initiate Progress Summary .” The system will display an
“Operation Successful Message.”

ISP Deshbosd | ISP Mesting Details.  Vison  Request Asoessments | Review Assesements | Cument Supports - Safety/Fisk - LegalFinancisl | Sucoesses/Chodienges  Gosls | Objectives | Modificabons  ViewsPrint ISP

Objectives and Support Strategies Review Switchboard Update Year ISP
& Document  Update ¥
Include in ISP Objoctive(s) Crented By Status PS Fraquancy e g
Doc? i
e Community Invelvement
;) Bruca will Increass his participation in community activities
o Bruce will serve meals once & week Bl Approed Sami-Anmual w AMHIIJW Current
o Money Management
1 Bruce will find a blg activity ho would like to do ot the = 1 Wiew Docurnent
o beginning of esdh quadites. He willl then s Aporoved Semi-Annual . ¥ Higtory Cument
o Personal Growth & Accomplishments-
By Movermdber 2015, Bruce will participate in 10 job exploration . v ixk Wiew Docaiment
& ctivithes. Approseed ‘v-nrnu Annual W Histary Blerw
- :;;tehzlll Increase his rate of pay by 30%, lor the next 12 . ‘Semi-Annual v 'l"lt'meUrl'neflt Ciirant
I [ incude in 157 document and initiste Progress Suddnary | I




Scenario: Initiate a Progress Summary

Step 1
Click
“Objectives” tab

Step 2 Step 3
Select “Include Select “PS
in ISP” for Frequency”
Objectives [  drop-down [
option

Step 4
Click “Include in
ISP document
and Initiate
Progress
Summary”

=

Step 5
Navigate to
Progress
Summary
Review
Switchboard

Step 5: Navigate to Progress Summary Review Switchboard

Click the “Progress Summary ” third menu tab.

| Progress Summary |

Health and Human Services

Eligibility 5
SSN # -

Planned Meeting Date ISP Meeting Deadline Region - Southeast Service Coordinator
- 05/13/2015 Area Office - Cape Cod & Islands

Mass.jov ="
s =11

ISP Dashboard ISP Meeting Details  Vision Request Review Current Supports Safety/Risk Legal/Financial Successes/Challenges Goals Ohjectives Modifications  View/Print ISP
Objectives and Support Strategies Review Switchboard
o
Include in ISP Objective(s) Created By Status PS5 Frequency Document History
Doc?
7 CBDS
v By 2017, will exhibit appropriate communication skills while in e |Semi Annual Vl View Document Histo
. 4 : App N ry
groups or in community setting
¥ Vocational
By 2017, when is vending, he will place all varieties of chips facing r ) . .
Z in the right direction i Approved |Semi-Annual V| View Document History
[ Indude in ISP di and Initiate Progress ¥ ]
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Scenario: Initiate a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5
Click Select “Include Select “PS Click “Include in Navigate to
“Objectives” tab in ISP” for Frequency” ISP document Progress
—®  Objectives [®| drop-down [ andInitate [  Summary
option Progress Review
Summary ” Switchboard

Step 5: Navigate to Progress Summary Review Switchboard

The system will display the Progress Summary Review Switchboard. The graph will now populate
and the links to the Progress Summaries will display in "Not Started" status.

SiluslEssling Rate- 03/05/2015 (Update Year 15P)

Tmaries

3/3 3/3

Y]
Mumber of Progress Summaries
-
u
u
"

Number of Progress Sun

Due Dates.

Number of Progress Summarnies

Actual

0402018 0012018 10/30201%  OXNOW2014

-1 e
Semi!

Cuarter 3 07/03/2014 Encroved Vg Docurmsct bistory e

annual 10/06/2014 Aporoved View Document History (L]
® Bruce vl Encrease his rate of pay by 30%, for the next 12 manths.

Seml Anrual 004/ 2014 Appreed Yiew Dooumert History Y
@ Brice will serve nweals once a week a

Semi Aneeal /042014 Sporoved View Document Histary Luig)
anmal @ 10/06/2014 ooroed iew Document History [

Actual Meeting Date: 03/05/ 2015 (Update Year 158)

Progress Smmmary Due Date: Provider Status Document History Print Document
@ Bruce will find a big activity he would like to do at the beginning of each quarter. He will then =
Semi Arewal 08/01/2015 Mot Started View Document History L]
annusl O 03/04/2016 Pt Started Vit Dogumet Histery e

@ Bruce will Increase his rate of pay by 30%, for the next 12 months.

uaeter 1 06032015 Mot Stamed Vit Docurrent Wistory L]
Semi Arvmal 09/01/2015 Mt Started View Document Histoey wE
Cuarter 3 11/30/2015 Mok Statted Vikw Docurmart Mistery (]

Annual @ 04042016 Fick Started iews Diocumrt Wistory w




Scenario: Initiate a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5
Click Select “Include Select “PS Click “Include in Navigate to
“Objectives” tab in ISP” for Frequency” ISP document Progress
—®  Objectives [®| drop-down [ andInitate [  Summary
option Progress Review
Summary ” Switchboard

Step 5: Navigate to Progress Summary Review Switchboard

The system will display the Progress Summary Review Switchboard. The graph will now populate
and the links to the Progress Summaries will display in "Not Started" status.

Progress Summary Review Switchboard

Actual Meeting Date: 06/03/ 2014 (Full Year 159} Actual Meating Date: 03705/ 2015 (Update Year 1SP)
i g
a &
[ E
E 13 E 2
& &
3 §
2 g’
= Agpr. g * doucoued

£ Pendng Reviem endurg Reaen
bt W Guprdie = pA PAR | u oarcus
= Hii Actien Baguirad/Perding Subrmessio 1 e Bra i Action Reguired/Pendesy Sobeistain
: E %
z F

] t ]

0 1042 10A201S 3
Due Dates Duse Dates

NCICRL Mty Dot 06100/ 2008 O Yonr 159

Progress Sanmmary Dun Date Drowidee Status Documant Histary Print Decument
® Bruce will find a big activity e would like to do at the beginning of each quarter. He will then s O
Guarter 1 L0/ 2014 Angeoeed View Dociment History W

Semi Arvwal 0404/ 2004 Aporoved View Docurment History L

Mot Started
Mot Started

Mot Started
Mot Started it Started o e s o
Mot Started Yiew Document History W

Mot Started
Mot Started Yiew Doyt :52(_-‘ :.‘1:
Not Started i e
el Piot Started Vi Documnt Wistory .‘—-




Next Steps and Notes

Next Steps

* The Progress Summary Review Switchboard will display Progress Summaries for the objectives
included in the ISP document.

* The status of all newly requested Progress Summaries is in “Not Started” status.

* Providers can access the Progress Summary in not started status and complete, but they cannot
submit to a Service Coordinator until it is 30 days prior to the due date.

Alerts
» SCs and Providers will both receive an Alert 30 days prior to the due date of the Progress Summary.
* On Tuesdays / Fridays, SCs will receive alerts for each Progress Summary submitted by Providers.

* On Tuesdays / Fridays, SCs will receive an Alert indicating if the due date for any Progress Summary
has passed without provider submission.

Reports | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utilities | MT Utilities | SC Supervisor Tool
Pending Alerts

Tools » Alerts > Pending Alerts > Pending Alerts

@ Please be aware alerts will be automatically deleted depending on the alert message (between 7 to 60 days). Consult the Process Management screens and Reports to manage all outstanding tasks.

ALERT SEARCH CRITERIA

Module: |Individual Supports Plan hd Recipient User:

Subject: | Provider has submitted Progress i +

Progress Summaries submitted for review by:
Search: l:l * Show entries

Select Date of Alert Alert Subject |

Alert Message

~ -
o - >

O 09/16/2015 Provider has submitted Progress Summaries Progress Summaries submitted for review by: I)vider: | .; Progress Summaries evaluation due by: 07/09/2015;
2015




Next Steps and Notes

Progress Summary Frequency

» Service Coordinators can change the frequency of a Progress Summary prior to the point the plan is
locked. If the Progress Summary Frequency is changed, only those Progress Summaries due going
forward will be required.

ISP Dashboard ISP Meeting Details Vision Request Assessments Review Assessments Current Supports Safety/Risk Legal/Financial Successes/Challenges Mm«jmm ISP

Objectives and Support Strategies Review Switchboard Update Year ISP
Quarterly

~i
Include in ISP Objective(s) Status PS Fr juency

vocument Update Year

Doc? History Status

View Document
bl Bruce will increase his participation in community activities Approved . mi-An | Histo New
i Bruce will serve meals once a week at Approved < Micw Document Current
History
~ Money Management
C Bruce will find a big activity he would like to do at the l_—vl View Document
o beginning of each quarter. He will then s Approved Semi-Annual History Current
v Personal Growth & Accomplishments--
¢ By November 2015, Bruce will participate in 10 job exploration "—VI View Document
4 activities. Approved Semi-Annual History New
Bruce will increase his rate of pay by 30%, for the next 12 - v View Document
months. Approved |Sem| Annual ] —ﬂﬁﬂﬂf Current

Include in ISP document and Initiate Progress Slﬂﬂnaw

If there is a need to change the frequency of progress summaries for an objective after a plan is
locked, Area Office Directors are able to manually unlock the plan.
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Next Steps and Notes

Objectives Included in Error

* Once the provider has begun work on a Progress Summary, Service Coordinators cannot unselect
the associated objective and remove it from the ISP document. If the objective was included in error,
however, Service Coordinators can call the helpdesk to have the “Started” Progress Summary
deleted prior to unselecting the objective from inclusion in ISP document.

1SP Dashboard ISP Meeting Details Vision Request Assessments Review Current Suppo! Safety/Risk Legal/Financial Successes/Challenges Goals Objectives Maodifications View/Print ISP
Objectives and Support Strategies Review Switchboard Update Year ISP
4 D t U te Y
Include in ISP Objective(s) Created By Status PS Frequency ocumen pdate Year

Doc? History Status
7 . ity I ' =
- ruce will increase his participation in community activities L :sgmi-,qnnua v ew
= B il h i i i Approved w N
il Bruce will serve meals once a week at Approved ?:'S_E_mi-én__m!a_' V-| 1 M’Jf:wl.ﬂi Qcument Current
v Money Management
e Bruce will find a big activity he would like to do at the I T vl View Document ;
o beginning of each quarter. He will then s Approved |Semi-Annual | History Current
+ Personal Growth & Accomplishments--
- By November 2015, Bruce will participate in 10 job exploration Facinzy goncar dial View Document
il activitios. Approved | Semi-Annual 'V] Hi New
< Bruce will increase his rate of pay by 30%, for the next 12 I = ] View Document
S months. Approved | Semi-Annual | SN Current

| Include in ISP document and Initiate Progress Slﬂt‘ﬁnaw .

Progress Summaries for Ended Services

e If a service has ended prior to the ISP meeting, and a Progress Summary has not yet been
completed, the Progress Summary must be completed off-line on paper. The ending of a service
removes the ability for the provider to enter this information in HCSIS. However, the Progress

Summary is still required. We will address this issue in a future release. .




Scenario: Review a Progress Summary



Scenario: Review a Progress Summary

Description: Once DDS has initiated a Progress Summary and the due date for the Progress Summary
is within 30 days, Provider Data Entry Users are required to complete and submit the form. Providers are
able to access the form to begin work prior to 30 days before the due date, however will not be able to
submit until 30 days before the deadline. Provider Data Entry Users complete the form and submit it for
internal review to Provider Supervisors, who can request internal revision or submit the form to DDS for
review. Once a provider has submitted a Progress Summary , DDS Staff are responsible for reviewing
the form and determining whether the form meets the acceptance criteria or requires revisions.

Roles and Responsibilities:
» Service Coordinators: Review Form, Request Revision, Approve
» Service Coordinator Supervisor: Review Form, Request Revision, Approve

Date of Approval 180 days after 15 days before next
in MEDITECH ISP meeting Planned ISP
meetin
ISP Mee"ng Semi-annual PS Annua 8
Due in 30 days in 30 days
— —
* *—() K1)
® N —
MEDITECH Semi-Annual Annual
Approval Flag Progress Summary Progress Summary
* - Alert

(.i.) - Due Date 35




Scenario: Review a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5
Navigate to Review Form Navigate to Review and Print Progress
Submission and Request Submission Approve Summary

o >
Alert Revision Alert

Step 1: Navigate to the Progress Summary from the Submission Alert

Service Coordinators will receive alerts on Tuesdays and Fridays indicating that Progress Summaries
have been submitted by Provider agencies for an individual.

Click on the Alert message “Progress Summaries submitted for review.”

Progress Summaries submitted for review by:

X

Reports | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utilities | MT Utilities | SC Supervisor Tool
Pending Alerts
Tools » Alerts > Pending Alerts > Pending Alerts

@ Please be aware alerts will be automatically deleted depending on the alert message (between 7 to 60 days). Consult the Process Management screens and Reports to manage all outstanding tasks.

ALERT SEARCH CRITERIA
Module: |Individual Supports Plan hd Recipient User:
Subject: | Provider has submitted Progress Summaries +
Search: l:l Show entries
Select Date of Alert Alert Subject Alert Message
O 09/16/2015 Provider has submitted Progress Summaries Progress Summaries submitted for review by: I)vider: | .; Progress Summaries evaluation due by: 07/09/2015;
2015
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Scenario: Review a Progress Summary

Step 1
Navigate to
Submission

Alert

Step 2
Review Form
and Request

Revision

Step 3
Navigate to
Submission

Alert

Step 4
Review and
Approve

Step 5
Print Progress
Summary

Step 1: Navigate to the Progress Summary from the Submission Alert

The system will redirect to the Progress Summary Review Switchboard. Click on the “Submitted for

DDS Review” link.

Submitted for DD'S Review

L

Progress Summary Review Switchboard
Fapead &8 | Cotigne 48

B

™

}

‘; , —

g fl 1 ?fm"'f’»...
i

CUMTIM  CABUIEM  STADTHA  ANDEINA

-

Due Dates

Actual Heeting Date: §6/03/2014 (Full Your 155)

Nurbor of Pregress Summarios
-

Actual Musting Bates 03/05/ 2013 (Update Yoar 159}

Aactuial Feeting Dabes 6/ 03 2014 [Full Yoar [59)

O]
Quarter 3 | ] Ve Documant History ]
e nfoarzana ] =]
| @ e wll incroase hin rate af pay by 30%, for the naxt 12 momtha ]
] [ Voo [ [ ] I Y [ ) ]
® Brwen will serve muals ence 8 wock ot ]
Surs Anenal | oajoazae [ [ ncroed I | O] |
el | /0L 2014 | | ] | Vit | [Circ] ]
Actunl [Updatn Yaar 159)

@ Brwcn will find = big schivity b would ke ta do st the begianing of ssch gusrter. He will then &

w
Sams Arral | oasora0Ls | | Vi | O]

EFT) 1 Sowaes [ [ o St [ [ =
4 M well incrsase bis rate of pay by 30%, for the next 13 months.
Quarter | 0%/20/2013 l buniiten for IS Fevires Ve O]
o Areial ooz e
Quarter 3 AUIEROLT ok Srartest Viewe ]
Aanusl oy AL | ot 5arted i)
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Scenario: Review a Progress Summary

Step 1

Step 2

Step 3

Step 4

Step 5

Navigate to Review Form Navigate to Review and Print Progress
Submission and Request Submission Approve Summary
> .
Alert Revision Alert

Step 2: Review Progress Summary and Request Revision

The system will display the Progress Summary Form. The “Goal”, “Objective” and “Support Strategy”

for the identified objective are available for reference.

Progress Summary Form

ot
‘Goal Title: Parsonal Growth & Accomplishments:
Updated Information: Nao Change
Goal: Bruce will increase his rate of pay.
Date Goal Identified: O8f18/2014
Goal Identified By: Provider

ted O -

Bruce will increase his rate of pay by 30%, for the next 12 months.

Updated Information:
No Change

Setting and Learmning Environment:
Setting: rkshop Learning i Werbal p Modeling [

updated Information:
No Change

Responsible Party:
Updated Information:
No Change

Update Year Status:

=) Support Strategy

»b Support Strateqy I

Bruce possesses excellent work skills and s very moetivated by monay. He also understands the connection of earning money and saving that money to make purchases of things he wants. Although Bruce works every day, he is capable of making mora monay than he
currently is. Over the past year, Bruce has made an average of $9.81 per month, Staff will encourage Bruce to complete as much work as he can while he is in the workshaop. As Bruce increases his production rate, he will increase his rate of pay and receive a larger pay
check. As Bruce is working, staff will praise him and remind him of how much maney he will make. If Bruce is unable to increase his rate, staff will encourage him to so the next day.

Updated Information:
No Change

Criteria for Evaluating Success:
Monthly data will ba complied and monthly progress notes will be written,

Updated Information:
No Change
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Scenario: Review a Progress Summary

Navigate to
Submission
Alert

Step 1 Step 2

Review Form

and Request
Revision

Step 3
Navigate to
Submission

Alert

Step 4
Review and
Approve

Step 5
Print Progress
Summary

Step 2: Review Progress Summary and Request Revision

For your reference, the Progress Summary displays previous Progress Summaries completed for this
objective associated to the same ISP year.

LS Eraress Summane ]

Progress Summaries

| 04/04/2014 (Approved)

| 10/06/2014 (Approved)

Selected Progress Summary (Due Date: 06/03/2015)

Objective Status:*
Describe wllal progress has been made towards meeting this Objectives*

Are there any changes in
Ho recommended changes at this time.

© Acceptance Criteria
Progress Summary Frequency
All Acceptance Criteria Met
Individualized
Includes Relevant Strengths and Neads
Identifies Opportunity for Development
Current.
Complete

Comments:

king towards increasing his rate of pay by 30%, for the next 12 months.

Bruce is working towards increasing his rate of pay by 30%, for the next 12 months,

’i Pravious Progress Summarles

or supports te aid in achievement of the Objectives*

Partially Met

Bruce is in the process of searching for a different job placement. He has applied to three separate pasitions. IF he is offer=d any of the positions, he will achieve his increase in rate of pay. The dedision

1098°f
< L« <] [« 7
=

<

i
<

n his job placement will be made prior to the next pragress summary. An update will be

provided at that time.




Scenario: Review a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5
Navigate to Review Form Navigate to Review and Print Progress
Submission N and quuest N Submission N Approve N Summary

Alert Revision Alert

Step 2: Review Progress Summary and Request Revision

Review the content that the Provider Data Entry User has written.

Describe what progress has been made towards meeting this Objective:*
Bruce is in the process of searching for a differant job placement.

© Progress Summary

Previous Progress Sununaries

pmgre till 04/04/2014 (Approved)
ruce is working towards increasing his rate of pay by 30%, for the next 12 months.

ill 10/06/2014 (Approved)
rling towards increasing his rate of pay by 30%, for the next 12 months.

Pragre:
Bruce

Saelec

Selected Progress Summary (Due Date: 06/03/2015)

PR—

Describe wllal progress has been made towards meeting this Objectives*
Bruce is in the process of searching for a diffarent job placement. He has applied to three saparate positions. II L

Are there any changes in i or supports te aid in achi of

© Acceptance Criteria Are there any recommended changes in strategies, resources or supports to aid in achievement of the Objectivae:*

Progress Summary Frequency Mo recommended changes at this bme. A
All Acceptance Criteria Met
Individualized

Includes Relevant Strengths and Needs
Identifies Opportunity for Development
Current.

Complete

Comments:

-




Scenario: Review a Progress Summary

Step 1
Navigate to
Submission

Alert

Step 2

Review Form
and Request

Revision

Step 3
Navigate to
Submission

Alert

Step 4
Review and
Approve

Step 5
Print Progress
Summary

Step 2: Review Progress Summary and Request Revision

Fill in the Acceptance Criteria Section.

© Progress Summary
Previous Progress Summaries

Progress till 04/04/2014 (Approved)
Bruce is working kowards increasing his rate of pay by 30%, for the next 12 months.

Progress till 10/06/2014 {Approved)
Bruce is working towards increasing his rate of pay by 20%, for the next 12 months.

Selected Progress Summary (Due Date: 06/03/2015)

Objective Status:*

Partially Met

Describe what progress has been made towards meeting this Objectivez:
Bruce is in the process of searching for a different job placement. He has appl

Are there any changes in i or supp:
Ho recommended changes at this time.

Progress Summary Frequency
All Acceptance Criteria Met

Individualized '
Includes Relevant Strengths and Needs
Identifies Opportunity for Development
Current.

Complete

P Current

Individualized

Complete

Progress Summary Frequency

© Acceptance Criteria All Acceptance Criteria Met

Includes Relevant Strengths and Needs

Identifies Opportunity for Development

=

i
<

DI

L increase in rate of pay. The dedision on his job placement will ba made prior to the next progress summary. An update will be provided at that time.

Approve




Scenario: Review a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5

Navigate to Review Form Navigate to Review and Print Progress
Submission N and quuest N Submission N Approve N Summary
Alert Revision Alert

Step 2: Review Progress Summary and Request Revision

If there is a need to return a form for revision, at least one acceptance criteria must not be met and
reflect a status of “No”. Select the “No” dropdown for the category that requires revision.

-
&
<

d
<

© Progress Summary

=
[=]
!

Previous Progress Sununaries

Pragress till 04/04/2014 {Approved)
Bruc; g bowards increasing his rabe of pay by 30%, for the next 12 months.

Progress till 10/06/2014 (Approved) v

Bruce is working towards increasing his rate of pay by 20%, for the next 12 months. Yﬁ

Selected Progress Summary (Due Date: 06/03/2015)

Objective Statu Partially Met Yas L*

Dscribe whal progrezs kas been maile tewards meeting this Olect

Braca 15 the phacems of starching for 2 diferent 10b placemant, e has apphe "% to three separat= positions. IF he is offered any of the pasitions, he will achieve his i his job will be made prior to the next progress summary. An update will be provided at that time.
Are there any re changes in i or supports te aid in achievement of the Objectives* A

ng
Ho recommended changes at this time.

© Acceptance Criteria

Progress Summary Frequency
All Acceptance Criteria Met
Individualized

Includes Relevant Strengths and Needs
Identifies Opportunity for Development

Current

Complete

Comments:




Scenario: Review a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5

Navigate to Review Form Navigate to Review and Print Progress
Submission N and quuest N Submission N Approve N Summary
Alert Revision Alert

Step 2: Review Progress Summary and Request Revision

Insert text in the Comments text box to explain why the acceptance criteria was not met.

(=) Progress Summary
Previous Progress Summaries

Progress tll 047042014 (Approved)
Bruce is working bowards incressing his rate of pay by 20%. for the next 12 months.

Progress till 10/06/2014 (Approved)
Bruce is working towards increasing his rate of pay by 20%, for the next 12 months.

Salected Pro (Due Date: 06,03/

Objective Status:* Partially Mat

Describe what progress has been made towards meeting this Objective:®
Bruce is in the process of searching for a different job placement. He has applied to three separate positions. If he is offered any of the positions, he will achieve his increase in rate of pay. The dedsion on his job placement will be made prior to the nest progress summarny. An update will be provided at that time.

h ¥ changes in or supports te aid in achievement of the Objective:*
No recommended changes at this tima.

2 Acceptance Criteria
o
Comments:
Lndudu‘“nk Strengths and Meeds
4 iy for
Cusrrent
| Yes ¥
Conunents: I
The progress summary does not adeguately identify opportunities for development )

Spell chock | [ eser | [(5ve ]

ey |




Scenario: Review a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5
Navigate to Review Form Navigate to Review and Print Progress
Submission and Request Submission Approve Summary

o > >
Alert Revision Alert

Step 2: Review Progress Summary and Request Revision

If desired, use the drop down to change the Progress Summary Frequency. If you opt to change the
frequency, this will modify the Progress Summaries displayed in the switchboard.

Semi-Annual
Quarterty

A

(=) Progress Semmary
Previous Progress Sunmaries.

Progress till 04/04/2014 (Approved)
Bruce is working towards ncreasing his rabe of pay by 30%, for the next 12 months.

Progress till 10/06/2014 (Approved)
Bruce is working towards ncreasing his rate of pay by 30%, for the next 12 months.

Selected Progress Summary (Due Date: 06/03/20815)

Objective Status:®
progress has been made towards mesting this Objective:*

o recommendsd changes ot this tame.
) Acteptance Criteria

Progrews Sumemary Fregquency

All Accaptance Criteris Mst

Trividualized

Inchides Radevant Streagths and Nesds

Tdentdies Oppoctunity for Developrment

Cunrent

Complete

Conunents:

Are thers any change or supports te aid in achievement of the Objectiver®

Partially Mat

Describe what
Bruce is in the process of searching for a déferent job placement. He has applied to three separate positions. If he is offered any of the positions, be will achieve his increase in rate of pay. TH

The progress summary does not adeguately identify opportunities for development

dedision on his job placement will be made prior to the next progress summary. An update will be provided at that time.

)
s

< =] [
A EE
< £ 1€

3
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<
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Scenario: Review a Progress Summary

Step 1

Step 2

Step 3

Step 4

Step 5

Navigate to Review Form Navigate to Review and Print Progress
Submission and Request Submission Approve Summary
o >
Alert Revision Alert

Step 2: Review Progress Summary and Request Revision

Click “Request Revision.”

(=) Progress Summary
Previous Progress Summaries

Progress tll 047042014 (Approved)
Bruce is working bowards incressing his rate of pay by 20%. for the next 12 months.

Progress till 10/06/2014 (Approved)
Bruce is working towards increasing his rate of pay by 20%, for the next 12 months.

Salected Pro (Due Date: 06,03/

Objective Statuss* . panial lhy Mat

Describe what progress has been made towards meeting this Objective:®
Bruce is in the process of searching for a different job placement. He has applied to three separate positions. If he is offered any of the positions, he will achieve his increase in rate of pay. The dedsion on his job placement will be made prior to the nest progress summarny. An update will be provided at that time.

h ¥ changes in or supports te aid in achievement of the Objective:*
No recommended changes at this tima.

2 Acceptance Criteria
Progress Sumerary Frequency
All Accaptance Criteria Mat
Individualized
Inchudes Relevant Strengths and Needs

Tdertifies Oppotunity for Development

= FIRF -]
HEEE"S
< L [¢f [« -

Current

3
(]
<

Complete

| Request Revision |

Conunents:

The progress summary does not adequa

tefy identify opportunities for development )
w

Spell chock | [ eser | [(5ve ]




Scenario: Review a Progress Summary

Step 1

Alert

Navigate to
Submission

Step 2
Review Form
and Request

Revision

Step 3
Navigate to
Submission

Alert

Step 4
Review and
Approve

Step 5
Print Progress
Summary

Step 2: Review Progress Summary and Request Revision

The system will redirect to the Progress Summary Review Switchboard. The status of the form will

change to “Revision Requested.”

| Revision Requested |

A

CUTANIA GBI ONONINA  IN0EINA

Due Dates

CENLINS MUEUIIS 1LNAmE  ewBuToE

Due Dates

P Review
Rapend 43 | Cofage A8
L1
Actusl Hesbing Dates 86,03,/ 7014 [Full Year 159) Artual Mesting Dube: 008/ 05 1015 (Update Year 159)
1’ ?
§ H
£ €
H :
i, i |
g W Approved E ® Boprved
! e .
£ =] £ - g
3 - —t - e B 2] ] o Action B i Subrrinsion 5T —t—ttf 2| ] ® i Action agieedd Panding Submiasion

Actual Hosting Date: $6/03/7514 [Full Yoar 157)

[
il fid & beig sctivity b o st the b =0

Quarter 1 a1/

Sord Anrual O4f042014

Quarter 3 aruaz0i

| Anerat & 10/06/2014

. rabe wf pay Iy 307, foe the nest 12 months.,

S Ard | AT I

# Bruce will servs maals sac 2 wesk st

|Somitneat I aoaz0i |

Ty | 1806204 1

na - e
= = iew Dot tstory [
= == [ [Cire
Acirred e [Cim
e e Yo Gouraect Westory [Cr:
]
| 2o [ rr—— | L] ]
]
T = = | i | L] |
I = [ Yo ] [Tl ]

Arctusl Hosliog Bate: 8305/ 2015 [Update Toar 159)

[r—— [

Aneasl (0 | AWM |
8 Brice will increass his rabe af pay by 30%%, for the nast 13 monthe.

Quartar 1 R0

S Arruial os/017201

Quarter 3 13072033

Aneasl gy, e

o tme
T E ™ T preep— I |
| Wt Jharted 1 iew Documast istory I L) |
| Ve [Cir]

— 10a L]
Mok Gtatnd | Yorm [Lip=]
Pk Sated | Vi Dot Histary L]
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Scenario: Review a Progress Summary

Step 1

Step 2 Step 3 Step 4 Step 5
Navigate to Review Form Navigate to Review and Print Progress
Submission and quuest N Submission N Approve N Summary
Alert Revision Alert

Step 3: Navigate to Form from Re-Submission Alert

Once the Provider revises the Progress Summary and re-submits it to DDS, you will receive an Alert.

Click “Progress Summaries submitted for review.”

Progress Summaries submitted for review by:

X
CaMCIEET

Reports | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utilities | MT Utilities | SC Supervisor Tool
Pending Alerts

Tools » Alerts > Pending Alerts > Pending Alerts

@ Please be aware alerts will be automatically deleted depending on the alert message (between 7 to 60 days). Consult the Process Management screens and Reports to manage all outstanding tasks.

ALERT SEARCH CRITERIA

Module: |Individual Supports Plan hd

Subject: | Provider has submitted Progress Summaries

Search: l:l Show entries
Select Date of Alert Alert Subject Alert Message
0 09/16/2015 Provider has submitted Progress Summaries Progress Summaries submitted for review by: I)vider: | .; Progress Summaries evaluation due by: 07/09/2015;
2015
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Scenario: Review a Progress Summary

Step 1
Navigate to
Submission

Alert

Step 2
Review Form
and Request

Revision

Step 3
Navigate to
Submission

Alert

Step 4
Review and
Approve

Step 5
Print Progress
Summary

Step 3: Navigate to Form from Re-Submission Alert

The system will redirect to the Progress Summary Review Switchboard. Click “Submitted for DDS

Review.”

Progress Summary Review Switchboard
Rapesd & | Colagme M)
>
Actual Meeting Date: 86/03/ 2014 (Full Your (58] Actual Mosting Dates 03/ 0572015 (Update Your 159}
s z
B r— [
i :
E | i |
i  aproved E  popraeed
h 1 & Barden; Karns & Parcbrng B
z : ® :.-.mn-q.-m-dqm“_
1 14— 1 | = |-
i ] i1l
o L
CUMTIA CADBUIEIA  TANTHMA 1IN0 R LT L B OIS
Due Dates Dwe Dabes
Actual Mesting Daber 86/03/ 2014 [Full Your [59) ™
- abig ke s e will then » 0
Quarter 1 x/oarza — e [
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Step 4: Review and Approve

Scenario: Review a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5
Navigate to Review Form Navigate to Review and Print Progress
Submission and Request Submission Approve Summary

Alert Revision Alert

The system will display the Progress Summary which the Provider revised and submitted. Review the
form to validate that the requested revisions have been made.

) Progress Summary
Previous Progress Summaries

Pragress till #4/04/2014 (Approved)
Bruce is working towards increasing his rate of pa

Pragress till 10/06/2014 {Approved)
Bruce is working towards increasing his

Selected Progress Sm [Due Date: 061

Objective Status:*

Describe what progress has been made towards meeting this Objective:*

Partially Met

Describe what progress has been made tows
Bruce is in the process of searching for a different

Are there any recommended dhanges in stral
The job placement search is in itself a developme

2 Acceptance Criteria

Progress Summary Frequency

All Acceptance Criteria Mat
Individualized

Includes Relevant Strangths and Needs
Identifies Opportunity for Development
Current.

Complete

Coruments:

Brute is in Lhe process of searching for & differant job placement. He has applied 1o thres deparale positions. IF he S offered Sny of the poditiond, he will schisve his incrazde in rele of pay. The
decision on his job placerment will be made prior Lo the nexl pragress Summbry. An update wall be pravided BL Ehat time)

[The submitied progress summary form does nat IentiTy apf

W

Are there any recommended changes in strategies, resources or supports to aid in achievement of the Objective:*

No recommended changes: at this tirme, N
W
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Scenario: Review a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5
Navigate to Review Form Navigate to Review and Print Progress
Submission N and quuest N Submission N Approve Summary

Alert Revision Alert

Step 4: Review and Approve

If all revisions have been applied, click the “All Acceptance Criteria Met.” This will change all of the
drop-down fields to “Yes.”

© Progress Summary

Previous Progress Sunmmaries

| #4/04/2014 (Approved)
rking bowards increasing his rate of pay by 30%, for the next 12 months.

Prag | 10/06/2014 (Approved)
Bruce is working towards increasing his rate of pay by 20%, for the next 12 months.

All Acceptance Criteria Mot |

A

Partizlly Met
Describe progress has been made towards meeting this Objectives*
Bruce is in ess of searching far a different job placement. He has applied to three separatz positions. IF he is offered any of the positians, he vill achieve his inarease in ision on his job will be made prior to the next pragress summary. An update will be provided at that time.
Are there any changes in or supparts han‘l iin achievement of the Objective:*
The job placeinent search is in itself 2 dev, lnpmem oppertunity for Bruce. IF he is unsuccessful in his pursuit. additional supports will be provided to aid him.
2 Acceptance Criteria
Ly |

All Acceptance Criteria Met m
Individualized
Includas Relevant Strangths and Nesds
Identifies Opportunity for Development
Current
Complete Yoo V|
Conunents:
[The submiled progress summary form Goes hot (entiy GRROANRIES Iar Sevelopment

|

V|
ERET
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s O Scenario: Review a Progress Summary

IS

Step 1 Step 2 Step 3 Step 4 Step 5
Navigate to Review Form Navigate to Review and Print Progress
Submission N and quuest N Submission N Approve Summary

Alert Revision Alert

Step 4: Review and Approve

If no longer applicable, delete or revise the notes in the “Comments” the text box.

© Progress Summary
Previous Progress Summaries

Pragress till #4/04/2014 (Approved)
Bruce i ing towards increasing his rate of pay by 30%, for the next 12 months.

Pragress till 10/06/2014 (Approved)

Bruce is working towards increasing his rate of pay by 20%, for the next 12 months.

Selected Progress Summary (Due Date: 06/03/2015)

Objective Status:* Partially Mt

Describe what progress has been made towards meeting this Objective:*
Bruce is in the process of searching far a different job placement. He has applied to thres separate positions. IF he is offered any of the positions, he will achieva his increase in rate of pay. The dedision on his job placement will be made prior to the next progress summary. An update will be provided at that time.

Are there any changes in ies, resources or supports bo aid in achievement of the Objectives:*
The job placement search is in itself 2 development opportunity for Bruce. IF he is unsuccessful in his pursuit, additional supports will be provided to aid him.

2 Acceptance Criteria

Comments:

Includes fllevant Strengths and Needs:

Identifies (ipportunity for Development

J098"f
< L« <] [« i
1=

<

Current

i
<

Comments:

(s v ] [oros
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Scenario: Review a Progress Summary

Step 1 Step 2
Navigate to Review Form
Submission and Request

> o
Alert Revision

Step 3
Navigate to
Submission

Alert

Step 4
Review and
Approve

Step 5
Print Progress
Summary

Step 4: Review and Approve

Click “Approve.”

© Progress Summary
Previous Progress Summaries

Pragress till #4/04/2014 (Approved)
Bruce is working towards increasing his rate of pay by 30%, for the next 12 months.

Pragress till 10/06/2014 (Approved)
Bruce is working towards increasing his rate of pay by 20%, for the next 12 months.

Selected Progress Summary (Due Date: 06/03/2015)
Objective Status:* Partially Met

Describe what progress has been made towards meeting this Objective:*

Bruce i in the process of searching far a different job placement. He has applied to thres separate positions. IF he is offered any of the positions, he will achieva his increase in rate of pay. The dedision on his job placement will be made prior to the next prograss summary. An update will be provided at that time.

Are there any changes in ies, resources or supports bo aid in achievement of the Objectives*
The job placement search is in itself 2 development opportunity for Bruce. IF he is unsuccessful in his pursuit, additional supports will be provided to aid him.

2 Acceptance Criteria
Progress Summary Frequency
All Acceptance Criteria Met
Individualized
Includes Relevant Strengths and Needs:
Identifies Opportunity for Development
Current.
Complete

Comments:

&3]

=9

Request Revisio]

'] [Approve
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Scenario: Review a Progress Summary

Step 1
Navigate to
Submission

Alert

Step 2
Review Form
and Request

Revision

Step 3
Navigate to
Submission

Alert

Step 4
Review and
Approve

Step 5
Print Progress
Summary

Step 4: Review and Approve

The system will redirect to the Progress Summary Review Switchboard. The status of the Progress

Summary will change to “Approved.”

——

Progress Summary Review Switchboard
Expent &1 | Cotagne 48

Actisal Masting Dates 0680/ 2004 [Full Vear 15} Adchusl Meeting Date: 63/0%/ 7013 (Update Yose ISP}

|
i
; =
iif
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@ s will serve moals cnce 3 wes |
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Scenario: Review a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5
Navigate to Review Form Navigate to Review and Print Progress
Submission and Request Submission Approve Summary

o >
Alert Revision Alert

Step 4: Review and Approve

Please note that the Progress Summary Bar Graph will update to reflect the change in status.

Progress Summary Review Switchboard L}
Epas s | Soge 48 f
r Actisal Mesting Dabes 06,03/ 2004 [Full Year 155} q 4 (Nipidate Year 15P)
i E
1 1 @
§° £ H
i i b —
: £
E K e E ] i’ 13 i | mia T
| I B S | B e Ao Bacuired/Pncing Sbrrission [ O I I o Acziam e arding Sobmasion -1
i i 1d— ! ==l —t—]
z, - :, 'E
CUMTIN A TN BT RV PRI 1IN CHDUIS K )
Duse Dates =
TRALELE  ORELOUES  LUDOTORE ErsARIE
Actual (ol Yoar 58]
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- abig v ks ta d of sach =0
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Scenario: Review a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5
Navigate to Review Form Navigate to Review and Print Progress
Submission N and quuest N Submission N Approve N Summary

Alert Revision Alert

Step 5: Print Progress Summary

To Print, click either the Word or PDF icon for that Progress Summary .

Until a Progress Summary has been approved, it will print with a Draft Watermark.

I il
Progress Summary Review Switchboard w
bt &3 | Sotia 48
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Next Steps and Notes

Next Steps

» |f DDS approve a Progress Summary, Providers will receive an Alert

» Service Coordinators or Service Coordinator Supervisors can continue reviewing other
Progress Summaries.

* An objective that is met or discontinued in the Progress Summary will still be recalled in an ISP

update year.

Notes
» Contact the Help Desk in the following situations for assistance:

o If a Service Coordinator mistakenly includes an objective in the ISP document and the
Provider initiates work on the Progress Summary, the objective cannot be unselected. In
this scenario, the Progress Summary must be deleted by the Help Desk. Once the
Progress summary is deleted, the SC can then unselect the objective.

o If a service ends, a Service Coordinator needs to contact help desk to request deletion of
the Progress Summary. In this scenario, because providers lose access to that individual

when a service ends, providers are required to complete next Progress Summary off-line.
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Next Steps and Notes

« If an objective is determined to be met or discontinued as a part of a Semi-Annual Progress
Summary, subsequent Progress Summaries for that objective will not be required unless that
objective is included again as part of the ISP.

* In the scenario below, the quarter 3 and annual Progress Summaries are no longer required
because the objective is deemed to be met in the Semi-Annual Progress Summary .

« Bruce will increase his rate of pay by 30%, for the next 12 months.

Quarter 1 06/03/2015 Approved View Document History W
Semi Annual 09/01/2015 Submitted for DDS Review View Daocument History

Annual D3/04/2016 Not Started View Document History m

@ Bruce will increase his rate of pay by 30%, for the next 12 months.

Quarter 1 06032015 d View Document History

3o

Semi Annual 09/01/2015 Approved View Document History

Quarter 3 and Annual Forms No Longer Display

Regardless of whether the objective has been deemed to be met or discontinued the objective
will still be recalled and require update in an ISP update year
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I'CSE S

Next Steps and Notes

Providers

Action End User Regulations Alert?
Consult with Guardian and Individual
: . . . 45-60 days
on required Assessments, Vision, and Service Coordinator . . No
prior to the ISP meeting
Goals
Notification of ISP meeting and Service Coordinator _ 30 days _ Yes
request for Assessments prior to the ISP meeting
Create and entgr p_rqposed Goals for Providers and DDS Staff N/A No
the individual
Assessments and Proposed

Objectives & Support Strategies . 15 days

submitted Providers prior to the ISP meeting ves
to Service Coordinator
Annual Progress Summary Due SRS Coordlr)ators e 15 days prior to the ISP meeting Yes
Providers

Review and approval or request for . . 7 days
revision of submitted documents Service Coordinator prior to the ISP meeting ves
Print documents for ISP meeting Providers and DDS staff N/A No

Depends
Revise ISP documents if required Providers and DDS staff Up to 45 days . on the type
after the ISP meeting i
of revision
ISP Mailed to ISP Team Service Coordinator 45 Days . No
after the ISP meeting

Semi-Annual Progress Summary Due =SSR CEIEhE S Ele 180 Days after the ISP Meeting Yes
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Chapter 3 Summary

This Chapter covered:

Overview of Progress Summary
Progress Summary Review Switchboard
Scenario: Initiate a Progress Summary
Scenario: Review a Progress Summary
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Chapter 4: Progress Summary Report



s O Chapter 4 Overview

IS

This Chapter will cover:

Scenario: Accessing the Progress Summary Report

85



Scenario: Accessing the Progress Summary Report



Scenario: Accessing the Progress Summary Report

Description: The Progress Summary Report displays information about actions associated with
the Progress Summary submission, review and approval process. It displays information related to
Progress Summaries completed in HCSIS based on the due dates specified on the report.

Roles and Responsibilities:
» Service Coordinators: Generate and view a report
» Service Coordinator Supervisors: Generate and view a report

50 days 45 days 30 days 15 days 7 days 135 days 150 days
before ISP before ISP before ISP before ISP before after ISP after ISP
meeting meeting meeting meeting ISP ISP Meeting meeting meeting
L e mesting
{0 {10
9
Assessments _ 7
Service Service Assessments and proposed Service Prowde_rs and
Coordinators Coordinators invitation due o Coordinators Provider
Objectives and p i Supervisors
and Providers to Providers S and Providers
A rESment (Including
g d Supervisors)
ue

* - Alert

(') _ Due Date




Scenario: Accessing the Progress Summary Report

Step 1
Navigate to ISP
Module and
select “Reports”

Step 2
Select “Progress
Summary Report”

Step 3
Select search
parameters

Step 4
Select “View
Report”

Step 5
View Summary
Report details

Step 6
Print Progress
Summary
Report

Step 1: Navigate to ISP Module and Select “Reports”

Click on the Reports link in the second level menu. The system navigates to the Reports page.

Reports

1

Health and Human Services

Individual Search | Review Process Management

ISP = Menu Selection

| Reports [ References

Please Select a Menu Item

Mass./jov =
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Scenario: Accessing the Progress Summary Report

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to ISP Select “Progress Select search Select “View View Summary Print Progress
Module and _’Summary Report |, parameters N Report |, Report details N Summary

select “Reports” Report

Step 2: Select “Progress Summary Report”

The system navigates to the Progress Summary Report. Click the Progress Summary Report link.

Progress Summary Report
Health and Human Services

t

Individual Search | Review Process Management | Reports
ISP = Reports List

Mass./; n-;}_’__-.%
L L

| References

Reports List

Summary teports

Description

1SP Summagl Report Displays information for actions leading up to the ISP meeting for plans with an Actual Meeting Date

Displays information related to Progress Summaries completed in HCSIS based on the due dates

Progress summary Report 2
Proaress Summary Report specified on the report




Scenario: Accessing the Progress Summary Report

Step 1 Step 2 Step 3
Navigate to ISP Select “Progress Select search
Module and _’Summary Report” |, parameters

select “Reports”

Step 4
Select “View
Report”

Step 5
View Summary
Report details

Step 6
Print Progress
Summary
Report

Step 3: Select Search Parameters

Select the date from the calendar dropdown next to the “From ISP Date” and “To ISP Date” fields.
The “From ISP Date” and “To ISP Date” are based on the Progress Summary due date.

IFrc:m Date: *

To Date: *®

Health and Human Services

Individual Search | Review Process Management | Reports | References
ISP > Reports List > Progress Summary Report

Objective Status: Select Objective Status

Report Display Option: | Collapse All

v

RenfirtEiltacs
From Date: *‘ |30 To Date: *| |ﬂ0 I
Area Office: | Newton/South Norfolk * | : . Group Results By: |Area Ofﬁce |
Provider: é_e_ie:_t 3\|c|:-
Document Status: | v|

Mass.(/;m’ ,__:‘
LA Il




Scenario: Accessing the Progress Summary Report

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to ISP Select “Progress Select search Select “View View Summary Print Progress
Module and _>Summary Report |, parameters N Report |, Report details N Summary

select “Reports” Report

Step 3: Select Search Parameters

Additional filters are available to narrow search results. Those filters are as follows:

* Area Office * Report Display Option
*  Provider Group Results By
*  Objective Status  Document Status
Area Office: || Newton/South MNorfolk * Group Results By: |Area Office V|

Provider: | Select Provider

Objective Status: | Select Objective Status Document Status: | v|

- -
Health and Huma Mass.//;mu{f'_—i_fl
v T L
mmmﬂ Report Display Option: | Collapse All hd
s
Individual Search | Review Process Management | Reports | References
ISP > Reports List > Progress Summary Report
| Report Filters
From Date: * | 10/04/2015 |3e To Date: * | 11/28/2015 |30
Area Office: | Newton/South Norfolk X | Group Results By: |Area Office V|

Provider: | Select Pr

Objective Status: | Select Objective Status Document Status: | V|

Report Display Option: | Collapse all V|

View Report Reset




Scenario: Accessing the Progress Summary Report

Step 1
Navigate to ISP
Module and
select “Reports”

Step 2
Select “Progress

_>Summary Report

Step 3

Select search
parameters

Step 4
Select “View
Report”

Step 5

View Summary

Report details

Step 6

Print Progress

Summary
Report

Click “View Report.”

Step 4: Select “View Report”

View Report

[EET==3

ISP

Health and Human Services

Individual Search | Review Process Management | Reports | References
Reports List = Progress Summary Report

From Date: #*

Objective Status: | Sele

Provider: | Select P

Rep ort Filters
10/04/2015 i To Date: * | 11/28/2015 |5 @
Area Office: | | Newton/South Norfolk % Group Results By: ‘Area Office V|
ve Status Document Status: ‘ v|
V|

Report Display Option: | Collapse All

I View Report Reset

Mass. /o« le
o =71 |
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Scenario: Accessing the Progress Summary Report

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to ISP Select “Progress Select search Select “View View Summary Print Progress
Module and _>Summary Report |, parameters N Report |, Report details N Summary

select “Reports” Report

Step 5: View Summary Report Details

The system displays all the individuals satisfying the search criteria.

Tte Commonuealth o{ Massactusetts Run Date: 01/12/2016

Department of Developmental Services Run Time: 02:58 PM

Provider: jective us: All
Document Status: All
u me me r 3l Plan ‘ear
2] Coordinator, 08/30/2014 |11/24/2015 11/24/2015 Full Year Total Objectives: 2
Service Total Progress Summary: 2
E Coordinator, 08/30/2013 |11/24/2015 11/24/2015  |Full Year Total Objectives: 2
Service Total Progress Summary: 2
ol Coordinator, 06/03/2014 |11/28/2015 11/28/2015 |Full Year Total Objectives: 2
Service Total Progress Summary: 2
&l Coordinator, 08/30/2014 [11/26/2015 |11/28/2015 |Full Year Total Objectives: 2
Service Total Progress v: 2
B Test Bruce Coordinator, 08/30/2014 |11/26/2015 [11/28/2015 |Full Year Total Objectives: 2
Service Total Progress Summary: 2
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Scenario: Accessing the Progress Summary Report

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to ISP Select “Progress Select search Select “View View Summary Print Progress
Module and _>Summary Report |, parameters N Report |, Report details N Summary

select “Reports” Report

Step 5: View Summary Report Details

Select the next to an individual to expand and view Progress Summary details on the Reports page.

Ttee @anmmmea&'é o{ Wassactusetts Run Date: 01/12/2016
Department of Developmental Services Run Time: 02:58 PM
SEARCH CRITERIA:
From Date: 10/04/2015 To Date: 11/28/2015
Area Office: All Security Group: N/A
Provider: Objective Status: All
Document Status: All
American Training
Individual Name| Eligibility # SC Name SC Supervisor Actual Next Planned Next ISP ISP Year Overall Total
Name Meeting Meeting Date Deadline
= Coordinator, 08/30/2014 [11/24/2015 11/24/2015  |Full Year Total Objectives: 2
Service Total Progress Summary: 2
= Coordinator, 08/30/2013 |11/24/2015 11/24/2015  |Full Year Total Objectives: 2
Service Total Progress y: 2
5] Coordinator, 06/03/2014 |11/28/2015 |11/28/2015 |Full Year Total Objectives: 2
Service Total Progress Summary: 2
] Coordinator, 08/30/2014 |11/28/2015 11/28/2015 Full Year Total Objectives: 2
Service Total Progress y: 2
(] Coordinator, 08/30/2014 |11/28/2015 11/28/2015 Full Year Total Objectives: 2
= Service Total Progress Summary: 2
h B 11/12/2014 11/12/2015 - Total Objectives: 1
I Test, Bruce Total Progress Summary: 1
Progress Request Date| Due Date Initial Initial SC Most Recent Date of Last No. of Date Approved ﬁjmsam
Summary b Date P
Date Status Requested | Requested
. Bruce will find a blg activity he would like to do at the
Objective: beginning of each guarter. He will then s 70
Annual lD&’lezms | 10/28/2015 | Not Started 0




Scenario: Accessing the Progress Summary Report

Step 1
Navigate to ISP
Module and
select “Reports”

Step 2
Select “Progress
Summary Report”

Step 3

Select search
parameters

Step 4
Select “View
Report”

Step 5
View Summary
Report details

Step 6
Print Progress
Summary
Report

Step 6: Print Progress Summary Report

To download and print the report, click the save icon and select either “PDF” or “Word.”

4 41 Jof1 b bl @ [100%

Document Map

EWProgress Summany Report

Newton/South Morfolk

| Find | Nex] [ ~| 1%

o~

PDF |

Word

“
Tlie (Zommonwealth of Massachusctes

Department of Developmental Services

Please note, the PDF will print the exact image that is displayed on the Reports page. If the Progress
Summary Report is shown with the expanded information, that will be printed.
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s OSA Chapter 4 Summary

IS

This Chapter covered:
» Accessing Progress Summary Report
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