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Chapter 5: Area Office Director Approval of the ISP



JOA Chapter 5 Overview

IS

This Chapter will cover:
* New Trigger for Locking the ISP In HCSIS
* Lock Icon on Individual Dashboard



New Trigger for Locking the ISP In HCSIS



s O New Trigger for Locking the ISP In HCSIS

IS

The approval process for a ISP remains the same but the process by which the system locks the
plans in HCSIS has changed. The system now uses an additional trigger to lock the plan.

Previous
Functionality

New
Functionality

03/18/1954 M 61

* Once 150 days have passed since the ISP Meeting Date, HCSIS will automatically lock
the plan.

* Once an Area Office Director (AOD) approves an ISP in MEDITECH, HCSIS will lock the
plan. Alternatively, if the approval has not been submitted in MEDITECH and 150 days
have passed since the ISP Meeting Date, the plan will automatically lock in HCSIS, per
current functionality.
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Relationship

Meeting Location

. ‘ ¥ Test, Bruce
' f‘r View/Print ISP Document |W/T)

ISP Meeting Details [}
Planned Meeting Date: 03/04/2015
Meeting Time: 10:00 AM

Actual Meeting Date: 08/17/15

Update Year ISP
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Lock Icon on Individual Dashboard

An ISP Lock Icon will appear on the Individual Dashboard.

Bls Objectives Modifications View/Print ISP

Test, Bruce

10

ISP Meeting Details!ﬁ]

Planned Meeting Date: 08/3
Meeting Time: 10:00 AM

14

Meeting Location:
Actual Meeting Date: 006/03/2014

Full Year ISP

This enhancement to show a visual for lock status has been added due to feedback from
providers



Notes and Next Steps

New Alerts

“ISP is locked”

* Recipient
o Service Coordinator, Service Coordinator Supervisor.
e Trigger
o0 The system generates an alert when an Area Office Director changes the status of the ISP to
current in MEDITECH and an ISP is locked in HCSIS.

“ISP will be locked in 15 days if approval is not entered in MEDITECH”

* Recipient
o Service Coordinator, Service Coordinator Supervisor, Provider Data Entry User, Provider
Supervisor
e Trigger
o The system generates an alert if 135 Days have passed since the ISP Meeting Due Date and
an Area Office Director has not changed the status of the ISP to current in MEDITECH.
Notes

» Area Office Directors and Area Office Director Designees continue to have the ability to manually
unlock plans, if needed. Do note, however, that the ISP should only be unlocked to make minor
corrections or a correction needed in response to an appeal.

» Service Coordinators, Service Coordinator Supervisors, and Area Office Directors will continue to
receive an Alert if a plan that had been unlocked has not been manually relocked within 30 days of
unlocking the plan.
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s O Chapter 5 Summary

IS

This Chapter covered:
* New Trigger for Locking the ISP In HCSIS
e Lock Icon on Individual Dashboard
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JTOA Chapter 6 Overview

IS

This Chapter will cover:

* Overview of Modifications

* Scenario: Initiating a Modification

» Scenario: Reviewing a Modification
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Overview of Modifications



Modifications Process

Modifications are used to make changes to a locked ISP document

 Per DDS Regulation 115 CMR 6.25, a Modification to an ISP may include one or any combination of
the following elements all under the same Reason for Modification.

0 Any change in the Goals for an individual

0 Any change in the types of supports or services that will be used to help the individual to attain
his or her outcomes or changes in the duration and frequency of such supports

A change in the strategies that will be used to meet unmet support needs

A change in the priority for services or supports assigned to the individual’'s needs where such a
change will affect the services or supports that are provided and available to the individual

o Initiation of a behavior Modification plan or Modification of any part of a behavior Modification
plan involving the use of an aversive or intrusive technique

o0 Achange in the location of an individual’'s home, from a home operated by the Department or a
provider certified by the Department to another such home

 NOTE: Changes in an individual’s life that would substantially change the ISP content should be
considered for a full ISP meeting.
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Modifications Process

Modifications are used to make changes to a locked ISP document.

With this release, HCSIS includes functionality for Service Coordinators and Providers to initiate and
submit Modifications to the current ISP document in the system.

 Modifications can be submitted once the current ISP has been locked.

0 As explained in the previous Chapter, the plan will be locked based on the Area Director’s
approval of the ISP in MEDITECH.

o Ifthe Area Director does not approve the ISP within 150 days, the plan will be locked per current
process in HCSIS.
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Modifications Workflow

ISP Meeting is Held

Area Director Approves or ISP is approved and

locked in HCSIS

Disapproves Modification

SC Reviews and Provider Supervisor
Accepts or Returns for Initiates and Submits
Revision to Provider Modification to DDS

Per DDS Regulation 115 CMR 6.25, Modifications are used to make changes to a locked ISP
document. The ISP module provides an efficient mechanism for streamlining the Modification

submission process. It allows Provider and DDS staff to coordinate the review, revision,

acceptance and approval of an Modification per DDS regulations.
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Modifications Roles and Responsibilities

Responsible Party Modification Process

Service Coordinator .
Service Coordinator Supervisor .
Area Office Director .

Initiate a Modification

Review and Accept a Modification
Submitted by a Provider

Review and Request Revision of a
Modification Submitted by a Provider

Initiate a Modification

Review and Accept a Modification
Submitted by a Provider

Review and Request Revision of a
Modification Submitted by a Provider

Review and Approve a Modification
Review and Disapprove a Modification

Modification Type Responsible Party

Goal .
Objectives and Support Strategy .
Residential Support / Other .
Behavior Plan .

Service Coordinator
Provider Supervisor

Provider Supervisor

Service Coordinator
Provider Supervisor

Provider Supervisor
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Navigating to the Modifications Review Switchboard

Click Modifications Tab above Individual Dashboard

Navigate to the Modifications Review Switchboard from the Individual Dashboard by clicking the
"Modifications” tab.

Modifications

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

Goals Objectivei Modiﬁcations' View/Print ISP

I »Expand this section to see ISP timeline
>

Test, Bruce

Region/Area Office: Metro/Greater Boston

Demographic Information

View/Print ISP Document |W{TX

ISP Meeting Details [}

Service Coordinator: Coordinator, Service

ISP Deadlines

Status: Shared
Due Date: 02/02/2015
Last Updated On: 09/01/2015

Last Shared On: 09/01/2015

Objectives & Support
Strategies

Status: Created
Due Date: N/A

Last Updated On: 08/21/2014

Status: Sent

Due Date: 02/02/2015

Last Updated On: 09/01/2015

= Review Assessments -] @

Notification Last Sent On: 09/01/2015

SSN: Planned Meeting Date: 03/04/2015 Meeting Deadline: 03/04/2015
Eligibility: Meeting Time: 10:00 AM Semi Annual Review Date: 09/01/2015
Meeting Location: O Next ISP Meeting Deadline: 03/04/2016
Actual Meeting Date: 03/05/2015
vpuais 1car 1or
. Vision . Goals . Request Assessments Modifications

Status: Action Required
Last Updated On: 11/16/2015
Pending Provider Submission: 1/2
Pending SC Submission: 0/2
Pending SC Review: 1/2
Pending AOD Review: 0/2

Other ISP Components ]

Status: Approved
Due Date: 02/17/2015
Pending Provider Submission: 0/3
Pending DDS Review: 0/3

Status: Approved
Due Date: 02/17/2015
Pending Provider Submission: 0/5

Pending DDS Review: 0/5

Status: Started (Overdue)
Due Date: 04/19/2015
Current Support Last Updated On: 06/24/2015
Safety & Risk Last Updated On: 06/24/2015
Legal Status Last Updated On: 02/20/2015
Successes & Challenges Last Updated On:
06/24/2015

@ No action needed

Action needed @ Section complete @ Section overdue




Scenario: SC Initiates a Modification



Scenario: SC Initiates a Modification

Description: Service Coordinators can create a Modification once a Full or Update Year ISP has
been completed and the approval has been entered in MEDITECH by an Area Director, locking the
plan in HCSIS. At this point, DDS Staff can initiate a Modification. A single Modification can include
any combination of the following elements: Goals, Residential Support / Other.

Roles and Responsibilities:

» Service Coordinators: Initiate a Modification

» Service Coordinator Supervisors: Initiate a Modification

» Area Office Director: Review a Modification, Approve a Modification, Disapprove a Modification

Dateof @ rT-—-T—-———-=--—=
Approvalin I |[F NOT APPROVED ! 90 Days Prior to Next
MEDITECH 1 JNMEDITECH | ISP Meeting
ISP Meeting 150 Days
X - Alert
@) -
./ -Due Date ‘*‘----* (1)
MEDITECH Automatically No more modifications
Approval Flag Locked can be completed to
present year ISP
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Scenario: SC Initiates a Modification

Step 1

Step 2

Navigate to Click “Add New Select Element Complete
Dashboard & Modification” & to Modify N Modification of
Select Enter Modification Element

“Modifications” Reason

Step 3 Step 4

Other Element/s

Step 5
(Optional)
Repeat for

Step 6
Complete the
Review Section
And Submit

Step 7

AOD Review
and Approve

Step 1: Navigate to Individual Dashboard and Select “Modifications”

Navigate to the Individual Dashboard. Select the “Modifications” tab.

Modifications

T~

ISP Dashboard | ISP Meeting Detalls

»pExpand this section to see ISP timeline
[ ]
Region/Area Office: Melio/Graater Boston

Demographic Information
SEN:

Test, Bruce
View/Print ISP Document |W/T%

Planned Meeting Date: 03/04/2015

Successes/Challenges | Goals

-:-'.-_.e::--,e;.' Modifications 'ou nt ISP

Service Coordinator: Coordinator, Service

ISP Deadlines
Meeting Deadiine: 03/04/2015

Fl-irilh.iiry: Meeting Time: 10:00 AM Seml Annual Review Date: 09/01/2015
Meeting Location: ;:_ MNext ISP Meeting Deadline: 03/04/2016
Actual Meeting Date: 03/05/2015
Update Year ISP
Goals Request Assessmants
o
14
Objectives & Support Strategles Review Assessments

[ ] Other ISP Componants

@ No action needed +© Action needed @ Section complete @ Section overdue
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Scenario: SC Initiates a Modification

Step 1
Navigate to
Dashboard &
Select
“Modifications”

Step 2
Click “Add New
Modification” &

Enter Modification

Reason

Step 3
Select Element
to Modify

Step 4
Complete
Modification of
Element

Step 5
(Optional)
Repeat for

Other Element/s

Step 6
Complete the
Review Section
And Submit

AOD Review
and Approve

Step 7

Step 2: Click on “Add New Modification” and Enter Reason for Modification

The system will display the Modifications Review Switchboard. Select “Add New Modification”

| Add New Modification ‘

ISP Dashboard ~ ISP Meeting Details ~ Vision = Request Assessments ~ Review Assessments ~ Current Supports ~ Safety/Risk ~ Legal/Financial = Successes/Challenges ~ Goals ~ Objectives %‘jons View/Print ISP

Modifications Review Switchboard

Modification Reason

Modification Type

Created On

Created By

Document Histor ¥

Update Year ISP

No modification created

I Add New Modification
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify N Modification of Repeat for Review Section —» and Approve
Select Enter Modification Element Other Element/s And Submit
“Modifications” Reason

Step 2: Click on “Add New Modification” and Enter Reason for Modification

The system will display the Modification Details page.

ISP Dashboard ISP Meeting Details Vision Request Assessments Review Assessments Current Supports Safety/Risk Legal/Financial Successes/Challenges Goals Objectives Modifications View/Print ISP
Back to Modifications Review Switchboard
| | |
= = = =
Modification Details Modification Details Update Year ISP
Expand All | Collapse All I '
Modification Reason: * Expand Al | Lollapse b
There has been a change in Bruce's circumstance that require his goals and residential support details to be updated.|
4
= Goals
Original Entry New Entry Created On Created By
No modifications for goals created.
Add View/Edit Delete
Goal Modification Goal Modification Goal Modification
(= Residential Support / Other
Original Entry New Entry Modification Type Created On Created By
No other madifications created.
Add View/Edit Delete
Modification Maodification Maodification




Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 2: Click on “Add New Modification” and Enter Reason for Modification

Insert comments into the Modification Reason text box.

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

Back to Modifications Review Switchboard

Modification Details Update Year ISP

Expand All | Collapse All
Modification Reason: " |_>I Modification Reason: * I

There has been a change in Bruce's circumstance that require his goals and residential support details to be updated.|

= Goals

Original Entry New Entry Created On Created By

No modifications for goals created.

Add
Goal Modification

Delete
Goal Modification

View/Edit
Goal Modification

(= Residential Support / Other

Original Entry New Entry Modification Type Created On Created By

No other madifications created.

Delete
Maodification

View/Edit
Maodification

Add
Modification




Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 3: Select Elements to Modify

Decide which element you'd like to modify: A.) “Goal” and/or B.) “Residential Support / Other”. In this
scenario, we will demonstrate how to complete a goal Modification.

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

Back to Modifications Review Switchboard

Modification Details Update Year ISP

Expand All | Collapse All

Modification Reason: *

There has been a change in Bruce's circumstance that require his goals and residential support details to be updated.|

I@ Gnalsl
__—7 )

Original Entry New Entry

Created On Created By

No modifications for goals created.

Delete
Goal Modification

Add
Goal Modification

View/Edit
Goal Modification

|© Residential Support / Other |

| © Residential Support / Other |

Original Entry New Entry Modification Type Created On Created By

No other madifications created.

Delete
Maodification

Add
Modification

View/Edit
Maodification




Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals

To initiate a Modification to goals, click “Add Goal Modification” on the Modifications Details screen.

15F Dashbcard Roquist Assessments | Review ASsessments | Curtent Sapports | Safoty/Risk | LogalFinancal | Sucomsew/Challenges | Goats | Objoctnves | Modificstions | Miewsrnt 15P
Back to Mo
Medification Details Update Year ISP

Exgand a1 | Collapse 21|

Maodification Reason: *

There has been a change in Bruce's ciroumstance that require his goals and residential support details to be updated.|

Add
Goal Modification

Original Entry Created By

Add Wiew/Edit Delete
Goal Modification ‘Goal Medification Goal Modification
(=) Residential Support / Other
Original Entry New Entry Modification Type Created On Created By
No other modifications created
Add View/ Edit Delete
Modification Moddication Modification
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals

The system will display the Goals pop-up screen. The screen displays all of the goals that had been
included in the ISP document.

Modify Goals | X |
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
HI::IF'IE"F ManﬁgEmE‘nt Goals @ Update Year ISP

Update Year
Status

Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc?

Community [Involvement

. Money Management 08/21/2014 Individual Yes Current
Community Involvemenll 08/21/2014 Individual Yes Current
PEFED nHI Gr‘:‘w’:h 'E' Personal Growth & 08/18/2014 Provider Yes Current

|Accomplishments--

Accomplishments--

| View/Edit Goal || Delete Goal || Add Goal |

Goal Title:*

Goal:*

Date Goal Identified:*

Ek

Geal Identified By:*

Update Year Status:* New

spell Check || Reset || Save Save and Close 26




Scenario: SC Initiates a Modification

Step 1
Navigate to
Dashboard &
Select
“Modifications”

Step 2 Step 3 Step 4 Step 5
Click “Add New Select Element Complete (Optional)
Modification” & to Modify N Modification of Repeat for

Enter Modification Element Other Element/s

Reason

Step 6
Complete the
Review Section
And Submit

Step 7
AOD Review
and Approve

Step 4: Complete Modification of Element

A.) Goals

At this point, the SC has two options — adding a new goal or modifying an existing goal. We will
display the process for both options.

Goal Title Date Identified

Identified By

Created By Updated By

Money Management 08/21/2014 Individual

Community Involvement |08/21/2014 Individual

:9'750”5! (S & 08/18/2014 provider
ccomplishme
I View/Edit Goal I{

Goal Title:*

| —— 1
iew/Edit Goal || | Elete Goal | Add Goal | _> Add Gaal

Goal:*

Date Goal Identified:*

=]

Goal Identified By:*

Update Year Status:*

Spell Check || Reset || Save

Included in ISP Doc?

Update Year
Status

Current

Current

Current

Save and Close

Modify Goals | X |
Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals @ Update Year ISP
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 1: Adding a New Goal

Enter the title of the goal in the Goal Title text box.

Modify Goals [ %]
Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals @ Update Year ISP
‘Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Upc;?;tt!“\’sear
Money Management 08/21/2014 jvi Yes HIEI‘It
Community Involvement 08/21/2014 Goal Title:* I:cnmmurlit-,r Memb EFEhi;I
Personal Growth & 08/18/2014 &
Accomplishments-
View/Edit Goal || Delete Goal aM i
Goal Title:* Community Membership I
Goal:*
2
Date Goal Identified:* ]
Goal Identified By:*
Update Year Status:* New
Spell Check || Reset || Save Save and Close
28




Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 1: Adding a New Goal

Enter the goal description in the Goal text box.

flodifvicoals I By February 2016, Bruce will have participated in two activities per month
i 4 b A par gearie
Test, Bruce SSN #
Goals @
Goal Title Date Identified Go ":'I o
Money Management 08/21/2014 Individu,
Community Involvement 08/21/2014 Individu,

Personal Growth &

IAccomplishments 08/18/2014 Provider
LGoal TWle' ________Communitv Membershiz

By February 2018, Bruce will have participated in two activities per month
and one new activity per quarter

Goal:*

Date Goal Identified:* =

Goal Identified By:*

Update Year Status:* New
Spell Check || Reset || Save Save and Close
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 1: Adding a New Goal

Select a date in the Date Goal Identified calendar drop down.

Modify Goals | x|
Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals & Update Year ISP

Goal Title Date Identified Identified By Created By Included in ISP Doc? Update Year

Status
Money Management 08/21/2014 Individual Yes Current

Community Involvement |08/21/2014 Individual Yes Current

Personal Growth &

Accomplishments- 08/18/2014 Provider Yes Current

| View/Edit Goal || Delete Goal || Add Goal

Goal Title:* Community Membership

By February 2016, Bruce will have participated in two activities per month
and one new activity per quarter

Goal:*

I Date Goal Identified:* 10/29/2015 ""!I

_—v y

Date Goal Identified:* 09/08/2015 ] I

Goal Identified By:*

Update Year Status:* New
Spell Check Reset || Save Save and Close

30




Scenario: SC Initiates a Modification

Step 1
Navigate to
Dashboard &
Select
“Modifications”

Step 2
Click “Add New
Modification” &
Enter Modification
Reason

Step 3
Select Element
to Modify

Step 4
Complete
Modification of
Element

Step 5
(Optional)
Repeat for

Other Element/s

Step 6
Complete the
Review Section
And Submit

Step 7
AOD Review
and Approve

Step 4: Complete Modification of Element

A.) Goals

Option 1: Adding a New Goal

Select an option from the Goal Identified by drop down.

Modify Goals | x|
Test, Bruce SSN # - 03/04/2015 03/04/2015 Coordinator, Service
Goals @ Update Year ISP
«d By Created By Updated By Included in ISP Doc? Upc;?;:“vsear
Mone - Yes Current
commy Yes Ccurrent
:;:g:fn - Yes current
Guardian
| view/Edit Goal || Delete Goal || Add Goal
Service Coordinator
Goal Title:*
Individual
Provider
Goal:*
A
Date Goal Identified:* 09/08/208 5 =
Goal Identified By:*
Update Year Status:* Guardian
Service Coordinator
Spell Check || Reset || Savd L?g\iff;i'fal Save and Close
—
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 1: Adding a New Goal

Click “Save and Close.” Alternatively, to add additional goals, follow this process again on the same
screen.

Modify Goals

Lx ]
Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 ‘Coordinator, Service
Goals @ Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? UP';?;:::N

Money Management 08/21/2014 Individual Yes Current
Community Involvement |08/21/2014 Individual Yes Current
Personal Growth & 08/18/2014 Provider Yes Current

/Accomplishments

| view/Edit Goal || Delete Goal || Add Goal |

Goal Title:* Community Membership

By February 2016, Bruce will have participated in two activities per month
and one new activity per quarter

Goal:*

Save and Close

7]

4
Date Goal Identified:* 09/08/2015
Goal Identified By:* Guardian v

Update Year Status:* New

Spell Check || Reset || Save Sawve and Close |
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 1: Adding a New Goal

The system will return to the Modifications Details screen. The details of the goal Modification will
display. The original entry column displays the original goal objective if one exists. In this scenario,
the original entry displays N/A because it is a new goal. The new entry column displays the title and
description of the newly added goal.

159 Cushboand | IGHPeeting Detals | Visien | Kequedt Asssssmests | Reveew Asessments | Coment Supports | Safetyek | Legalfinancsl | SecceseuChalespes | Goals | Objetved | Modfications | View/Triet 5P
Back Yo Modifications Review SwuRchbioped

Madification Details Update Year ISP

| Original Entry |||

Created By

10VZH 015 Coardinatar, Servce

rrrrr Description:

2016, Bruce will have participated in

add e /LA Daletn
Goal Madification Geal Hefication Geal Hecfieation
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section —» and Approve
Select Enter Modification Element Other Element/s And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals

Option 2: Modify an Existing Goal

To initiate a Modification to goals, click “Add Goal Modification” on the Modifications Details screen.

Modification Details

Expand a1 | Collapse 21|
Madification Reason: *

There has been a change In Bruce's ciroumstance

= Goals

Original

(=) Residential Support / Other

Original Entry

No other modifications created

Entry

that require his goals and residential support detals (0 be updated |

HNew Entry

Modification Type

Add
Goal Modification

Add
Modification

Created On

Peant 15P

Update Year ISP

Created By

Created By
View/Edit Delete
Moddication Modification

_ Add
. Goal Modification

34




Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 2: Modify an Existing Goal

Select the radio button next to the desired goal.

Modify Goals [x]
Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Update Year ISP
Money Management
Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
& Money Management 08/21/2014 Individual Yes Current
Community Involvement Community Involvement || 08/21/2014 individuzl ves current
_________ 08/18/2014 Provider Yes Current
Personal Growth &
. | view/Edit Goal || Delete Goal || Add Goal |
Accomplishments-
Goal Title:™
Goal:*
i
.
Date Goal Identified:* i)
Goal Identified By:*
Update Year Status:” New
Spell Check || Reset || Save Save and Close
)
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 2: Modify an Existing Goal

Click “View/Edit Goal.”

Modify Goals [x]
Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals @ Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc?  Update Year Status
& Money Management 08/21/2014 Individual Yes Current
Community Involvement  08/21/2014 Individual Yes Current
CErmn=) (S 08/18/2014 Provider Yes Current
Accomplishments
' '
| Wi E_-I.l.llllrEd|t Goal | < View/Edit Goal || Delete Goal | [ Add Goal
Goal Title:*
Goal:~
|
4
Date Goal Identified:* i)
Goal Identified By:*
Update Year Status:* New
Spell Check || Reset || Save Save and Close
!
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 2: Modify an Existing Goal

The system will display the existing goal details.

Modify Goals [x]
- e -l
Test, Bruce 03/04/2015 03/04/2015 Coordinator, Service
Goals @ update Year ISP

Created By Included in ISP Doc? Update Year Status

Current

-
I Goal Title:* Money Management
Yes Current

Personal Growth & T A
P e 08/18/2014 Provider Yes @rET:

| view/Edit Goal || Delete Goal || Add Geal |

Goal Title:* Money Management l
Efuce © do a big event. Each quarter he will identify an event he would like to do. Example: Boston Harbor Cruise, a concert, casino etc

Date Goal Identified:* 08/21/2014
Goal Identified By:* Individual

Changes Approved By Provider:™

Person Contacted to Approve
Change:*

Update Year Status:* Current
Update Information

No Change

Modification Information

Spell Check || Reset || Save Save and Close
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 2: Modify an Existing Goal

Enter the desired Modification detail in the Modification Information textbox.

Modify Goals

Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015

Coordinator, Service

Bruce is to save up for and attend an event semi-annually rather than quarterly |

Modification Information

Update Year Status:*
Update Information

Current

No Change

Bruce is to save up for and attend an event semi-annually rather than quarterly.|

Modification Information

Spell Chedk | Reset || Save

Save and Close
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review

Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 2: Modify an Existing Goal

Select “Save and Close.”

Modify Goals [x]
Individual Eligibility # Planned Meeting Date TSP Meeting Deadline Service Coordinator )
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals @ Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
© Money Management 08/21/2014 Individual Yes Current.
Community Tnvolvement 08/21/2014 Individual Yes Current

Personal Growth &

\Accomplishments 08/18/2014 Provider Yes Current

[ View/Edit Goal | | Delete Goal || Add Goal |

Goal Title:* Money Management
Goal:* Bruce will save up quarterly to do a big event. Each quarter he will identify an event he would like to do. Example: Boston Harbor Cruise, a concert, casino etc

Date Goal Identified:* 08/21/2014 I
Goal Identified By: Individual

Changes Approved By Provider:*

Person Contacted to Approve R g
Change:*

Update Year Status:* Current

Update Information

| || Save and Close |

Bruce is to save up for and attend an event semi-annually rather than quarterly.|

Modification Information /
/ L

Spell Check || Reset || Save Save and Close




Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 2: Modify an Existing Goal

The system will return to the Modifications Details screen. The details of the goal Modification will
display.

In this scenario, the Original Entry column displays the original goal description.

Update Year ISP

= Residential Suppart / Other

Add i e
Modification Medificabion Madification
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 3: Delete Goal

Once a Goal has been added to the Modification, a third option is available. It is possible to use the
“Delete Goal” option. The delete function operates differently for newly added goals and existing
goals:

* Newly Added Goal
o Deleting a newly added goal will remove the entire goal from the Modification.
* Modified Existing Goal
o Deleting an existing goal modified will only remove the modified information. The goal will
remain a part of the ISP.
* Unmodified Existing Goal
o Itis not possible to delete an unmodified existing goal. A goal that has been met or
discontinued should be marked as such in the upcoming Progress Summary.
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3
Navigate to Click “Add New Select Element
Dashboard & Modification” & to Modify N
Select Enter Modification
“Modifications” Reason

Step 4 Step 5 Step 6 Step 7
Complete (Optional) Complete the AOD Review
Modification of Repeat for Review Section and Approve

Element Other Element/s

And Submit

Step 4: Complete Modification of Element

A.) Goals
Option 3: Delete Goal

From the Modify Goals screen, select the radio button for the newly added goal that requires
deletion. The element associated with the previous Modification will display with two asterisks.

Modify Goals [x]
Individual Eligibility # Planned Meeting Date ISP Meeting Deadline ‘Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals Update Year ISP
Money Management
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
Money Management 8/21/2014 Individual Yes Current
v
Community Involvement < Community Involvement  [f8/21/2014 Individual ves Current
-
::c'::;:si::::r: 8/18/2014 Provider Yes Current
PEFSD[‘IEI' GrDWth & “* Community Membership 89/08/2015 Guardian Mo New
Accomplishments--CLASS i
| View/Edit Goal | | Delete Goal || Add Goal |
B H i itle:
Community Membership Gos! Title:
Goal:
j
Date Goal Identified:™
Goal Identified By:
Update Year Status: New
Spell Check || Reset || Save Save and Close
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 3: Delete Goal

Click “Delete Goal.”

Modify Goals [x]
Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals @ Update Year ISP
Date Identified Identified By Created By Updated By Included in ISP Doc?  Update Year Status
Money Management )8/21/2014 Individual Yes Current
Community Involvement  [98/21/2014 Individual Yes Current

Personal Growth & D8/18/2014 Provider Yes Current

Accomplishments-

® |** Community Membership 89/08/2015 Guardian No New
[ View/Edit Gnal | Delete Goal H: | DE' E.'tE.' G[ral |
Goal Title:~

Maoney Management

Community Involvement y

Personal Growth B -
Accomplishments-

& | ** Community Membership

Save and Close
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 3: Delete Goal

The system will display a pop-up Confirmation Message. Click “Yes.”

Confirmation Message X

The newly added goal added as part of modification will be deleted. Are you sure you want delete the newly added goal?

Yes Mo

ersonal Growt | [ :
ERpsanal Growiit, 08/18/2014 Provider Yes Current
Accomplishments
* Community Membership [09/08/2015 Guardian Mo New
This element is associated to a Modification
Confirmation Message
Goal Title:
The newly added goal added as part of modification will be deleted. Are you sure you want delete the newly added goal?
| ves || mNo |
Goal:
Date Goal Identified: 09/08/2015
Goal Identified By: Guardian
Update Year Status: New
Spell Check | | Reset | | Save Save and Close
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 3: Delete Goal

The system will return to the Modify Goals screen. The goal will no longer appear.

Modify Goals \i
Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals @ Update Year ISP

Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Apibies et

Status
Money Management D8/21/2014 Individual Yes Current

Community Involvement§08/21/2014 Individual Yes Current

Personal Growth &
|Accomplishments--

Goal Title:* |

Money Management

D8/18/2014 Provider Yes Current

| view/Edit Goal || Delete Goal || Add Goal

Community Involvement

=]

Personal Growth &
ACCD I'Hp| Ishments--

‘ Spell Check Reset || Save Save and Close




Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 3: Delete Goal

Click “Save and Close.”

Modify Goals | X |
Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals @ Update Year ISP

Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Apibies et

Status
Money Management 08/21/2014 Individual Yes Current

Community Involvement |08/21/2014 Individual Yes Current

Personal Growth &

Accomplishments- 08/18/2014 Provider Yes Current

| View/Edit Goal || Delete Goal || Add Goal |

Goal Title:*

Goal:*

Date Goal Identified:*

=]

Goal Identified By:*

Update Year Status:* New
Spell Check || Reset | [ save Save and Close -_> Save and Close
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 3: Delete Goal

The system will return to the Modifications Details Screen.

1SP Dashboard | ISP Medting Detalls | \ision | Request Assessments | Review Assessments | Curnent Supports | Safity/Risk | Legal/Financal. | Succésses/Challenges | Goals | Objectives | Modifications | Miew/Print 1S9

che £ Modificatio

Modification Details Modification Details I Update Year ISP |

Expand &)l | Collapse sl

Madification Reason: *

There has been & change In Bruce's croumstancs that require his goals and residential support details to be updated |

= Goals

Created On Created By

Original Entry

No modifications for goals created.

Al View/Edit Delete

Geoal Modification Goal Medification Goal Medification
(=) Residential Support / Other
Original Entry New Entry Modification Type Created On Created By |
Mo other madifications created.
Add View/Edit Delate 47

Modification Modification Medification




Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 5: (Optional) Repeat for Other Element/s

If desired it is possible to complete additional Modifications to “Goals”, or “Residential Support / Other.”

If there are multiple elements that require a Modification and that are required for the same reason, it is
best practice to submit a single Modification that includes multiple elements rather than submit multiple
Modifications. For example, a medical issue such as a broken leg would require Modification to several

elements.

= Goals

| >i @Gualsi

Original Entry New Entry Created On Created By

No modifications for goals created.

Delete
Goal Modification

View/Edit
Goal Modification

Add
§oal Modification

T (=) Residential Support / Other

Modification Type Created On Created By

Original Entry New Entry

No other modifications created.

Delete
Modification

View/Edit
Modification

Add
Modification
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 5: (Optional) Repeat for Other Element/s

Additionally, after a Modification has been completed for an element but prior to submission, it is
possible to edit or delete completed elements.

* To edit a Goal Modification, click “View /Edit Goal Modification.
» To delete a Goal Modification, click “Delete Goal Modification

1SP Dashboard | ISP Medting Dotails | \ision | Roquest Asseserments | Review Assessments | Curnent Supports | Safety/Risk | Legal/Financal | Successes/Challenges ke | Objectives | Modificaticns | ViewyPring IS

che £ Modificatio

Modification Details Update Year ISP |

Expand &)l | Collapse sl
Madification Reason: *

There has been & change In Bruce's croumstancs that require his goals and residential support details to be updated |

View/Edit
izoal Modification

= Goals

Created On Created By

Original Entry

No modifications for goals created.
Al View/Edit
Geoal Modification Goal Medification

(=) Residential Support / Other

Delete
Goal Medification

Created On Created By

Delete
P R Goal Modification 49

Modification Madific T

New Entry Modification Type

Original Entry

Mo other modifications created.




Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 6: Complete the Review Section and Submit to AOD for Review

Prior to submitting, it is mandatory to complete the Review Section at the bottom of the Modifications
Details Screen. Enter a Proposed Start Date. Optionally, also enter a Proposed Review Date.

Maodification Details Update Year ISP

Excand All | Cofacee Al
Modification Reason:

There has been a change in Bruce's circumstance that require his goals and residential support details to be updated.

=) Goals
Original Entry Mew Enlry Created On Created By

Goal Title:

Money Management Goal Description: i -

Goal Description: Bruce is to save up for and attend an event ly rathar than g LUz 28y 2013 Cuardinatory Service

Bruce will save up quarterly te do a blg event. Each

Add Ve [Edit Delete
Goal Goal Goal

Proposed Review Date:

| Proposed Start Date: *

add Vi Bt Dalete
Modification Madification Modfication
# Summary
(=) Review Section
IPrupu:ed Start Date: a I I Proposed Review Date: g | I
Meeting Waived: No v Date of Meeting: - A 50

Spell Check | | Reset || Save | | Delote Save and Contitue | | Submit for A00 Review




Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify N Modification of Repeat for Review Section —» and Approve
Select Enter Modification Element Other Element/s And Submit
“Modifications” Reason

Step 6: Complete the Review Section and Submit to AOD for Review

If the Modification meeting has occurred, select “No” for the prompt Meeting Waived and select the
date from the calendar drop down. If the meeting has not occurred, select “Yes” and identify the date

the meeting was waived.

Maodification Details
Exoand Al | Colaote Al
Modification Reason:

There has been a change in Bruce's circumstance that require his goals and residential support details to be updated.

=) Goals

Crriginal Entry Hew Falry

Goal Title:

Money Management

Goal Description:

Bruce will save up quarterly to do a blg event. Each

Goal Description:
Biruc

@ i ta save up for and attend an event

ly rathar than g

= Residential Support / Other

Original Entry New Entry Modification Type

10/29/2015

Created On

Update Year ISP

Ereated By

Created On

Yes ¥ I 10/29/2015

Meeting Waived: Date Meeting Waived: ~

F

A A

(=) Review Section

Proposed Review Dite:

Lk

Proposed Start Date: ~

Ir-.'eelinu Waived: Ho ¥ I Date of Meeting: ~

spell Check || Reset | | Save | | Delote

Created By

Vi Bl
Modification

Duoleta
Modfication
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 6: Complete the Review Section and Submit to AOD for Review

Click “Submit for AOD Review.”

Original Entry

| Submit for AOD Review |

Spell Check | | Reset || Save | | Delste

Save and Contirue

NOTE: SCs retain the ability to edit a submitted Modification until an AOD approves
the Modification. SCs retain these editing rights because AODs do not have the
ability to edit and can only approve or disapprove. In the scenario that an AOD

disapproves of a Modification because it requires revision, the AOD will explain the

reason for disapproving in an offline discussion with the SC. The SC will be
responsible for making any necessary revisions and resubmitting for AOD review.
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & N Modification” & N to Modify N Modification of Repeat for N Review Section _» and Approve
Select Enter Modification Element Other Element/s And Submit
“Modifications” Reason

Step 7: AOD Review and Approve

AOD receives Alert indicating that a Modification has been submitted for review.

AOD clicks “A Modification has been accepted for an individual.”

h Modification has been acceEted for an individuall

Health and Human Services

Mass.jovii=
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

i)

Please be aware alerts will be automatically deleted depending on the alert message (between 7 to 60 days). %ﬂnsult the Process Management screens and Rep to

ge all out: ding tasks.

ALERT SEARCH CRITERI+
Module: v Recipient User: v
Subject: | Click to select items from list
Search Reset
Search: Show |10 ¥ | entries
Select Date of Alert . Alert Subject . Alert Message .
10/29/2015 A Modification has been accepted by SC for an individual I A Modification has been accepted for an individual:: lame: Test,Bruce; ISP Meeting Date: 03/04/2015
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit )
“Modifications” Reason

Step 7: AOD Review and Approve
The system will redirect to the Modifications Review Switchboard.

AOD to click “Submitted for AOD Review.”

Submitted For AOQOD Review |

“\

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

Modifications Review Switchboard pdate Year ISP

Modification Reason Modification Type Created On Created By Document History

There has been a change in Bruce's circumstance that require his

goals and residential support detai Goal 10/29/2015 Coordinator, Service View Document Histor Submitted For AQOD Review
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 7: AOD Review and Approve
The system will display the Modifications Detail screen.

AOD to evaluate the Summary and Review section.

Mudification Details Update Year ISP
Kagard 20 | Callass 48
Modification Reason:

There huas been a chinge in Bruce's drourmtance that reguire his gosls and residential support detalis to be updated.

= oals

—
Original Endry -
G Title:
Moty Managamaert
Gl Dheporaption;
Brucd will Save up quartérly to do & b évent. ExiR gusrter e will identily an evenl Bhe would e 0o do. Exarmpla: Boston Harbor Crulse, & concert, chaind e
Mew Entry :
Geagl Dresscrapitaon:
Bruce is to save up for and attend an event semi-anmally rather than quarterly.

= Summary

Original Entry ©
Goal Title:

Proposed Start Dake: 1/04/3005 Proposed Review Date:
Masting Waived ves Date Meeting Wakved: W0/ 2015
Submitted For ACD Review On: Iza01s
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Scenario: SC Initiates a Modification

Step 1
Navigate to
Dashboard &
Select
“Modifications”

Step 2
Click “Add New
Modification” &
Enter Modification
Reason

Step 3
Select Element
to Modify

Step 4
Complete
Modification of
Element

Step 5
(Optional)
Repeat for

Other Element/s

Step 6
Complete the
Review Section
And Submit

Step 7
AOD Review
and Approve

Step 7: AOD Review and Approve

Once the review is complete, the AOD has two options - “Approve” or “Disapprove.”

Mudification Details

Update Year ISP
Kagard 0 | Callesas &
Modification Reason:

There huas been a chinge in Bruce's drourmtance that reguire his gosls and residential support detalis to be updated.

Goals
‘Original Entry Mew Entry Created On Created By

Goal Title:
Mo Goal Deacription: 20300 i
Goal o Bruse is to save up for and attend an event semé-annually rather than quarterly, A i ot el e
Bruce will save up quarterty to do 3 big event, Each

= Residential Support § Other

Original Entry New Entry Modilication Type Created On Created By

N other modications crea ted.

=) Summary

| DUSAADDINOWE [t o cmtarvemtisosty s v oot e st tter o, e, oo st
Goal Description:

- s emni-arnually rather than quartedy.

Propfed Start Date: 11/04/2015 Proposed Review Date:
Mooling Waived: Yeés Date Mesting Wakved: 1029015
Subrfitted For AGD Review On: 10/29/2015
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 7: AOD Review and Approve

Option 1: Disapprove

In an offline discussion with the SC, the AOD will explain the reason that the Modification has not
been approved. The AOD will either indicate that the Modification is not required altogether or that it
requires revision. The reason will determine the next steps.

» If the reason is that the Modification is not required altogether, the AOD will disapprove the

Modification and no action is required by the SC.
» If the reason is that revision of the Modification is required, the AOD will neither disapprove nor
approve the Modification and inform the SC who will request revisions from the Provider.
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & N Modification” & N to Modify N Modification of N Repeat for Review Section _» and Approve
Select Enter Modification Element Other Element/s And Submit
“Modifications” Reason

Step 7: AOD Review and Approve

Option 2: Approve
If AOD selects “Approve,” the system will redirect to the Modifications Review Switchboard. The
status of the Modification will change to “Approved by AOD.”

In this scenario, the AOD approves the Modification.

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

Update Year ISP

Modifications Review Switchboard

Document History

Modification Type Created On Created By
Goal 10/29/2015 Coordinater, Service View Document History

Modification Reason

There has been a change in Bruce's circumstance that require his goals and
residential support detai

Approved By AQD

Y

!Apprwed By AQD
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Scenario: SC Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Navigate to Click “Add New Select Element Complete (Optional) Complete the AOD Review
Dashboard & Modification” & to Modify Modification of Repeat for Review Section and Approve
Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit g
“Modifications” Reason

Step 7: AOD Review and Approve

The Modifications Review Switchboard displays summary details for the submitted Modification

A A A

1SP Dashboard ISP Meeting Details sion | Request Assessments | Review Assessments | Current Supports | Safety/Rffk  Legal/Financial Successes/Challenges ~ Goals |~ Objfktives | Modifications | View/Print ISP

Modifications Review Switchboard Upddte Year ISP

Modification Reason Modification Type Created On Created By Document History

There has been a change in Bruce
residential support detai

s arcumstance that require his goals and Goal 10/29/2015 Coordinator, Service View Document History Approved By AOD
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Notes and Next Steps

Next Steps:

If the Area Office Director approves the Modification, the status of Modification changes to approved in
the Modifications Review Switchboard and it is possible to print the Modification without a draft
watermark.

If the Area Office Director disapproves the Modification, the status of the Modification changes to
disapproved in the Modifications Review Switchboard and no further action is required. The Modification
content, however, is not deleted and the Area Office Director has the option of changing the status of the
Modification to approved at a later date if circumstances require it.

Important Notes:

Provider Supervisors are also able to submit Modifications. The next scenario will demonstrate DDS'’s
role in the process when Providers initiate and submit a Modification.

If a Modification is required, Service Coordinators are able to have a conversation with Providers and
determine if it is more appropriate for the Modification to be initiated by the Provider or by DDS. In most
circumstances, the Providers will initiate the modification.

If either a Provider Supervisor or DDS staff initiates a Modification for an element and the Modification is
in Started status, it is not possible for another user to initiate a Modification on the same element. It is
only possible to initiate a modification for that element after the modification in process has been
approved or disapproved by an Area Office Director.

90 days prior to the next ISP meeting date, next year’s ISP document is generated by the system. After
this has happened, it is not possible to submit Modifications to the prior year’s ISP. Instead, any change
that occurs in that timeframe should be included as part of the upcoming individual's ISP meeting.



Scenario: Reviewing a Modification



Scenario: Reviewing a Provider Initiated Modification

Description: Service Coordinators or Service Coordinator Supervisors review a Modification once a
Provider Supervisor has submitted it to DDS for review. A Provider initiated Modification can include
any combination of the following elements: Goals, Objective and Support Strategy, Residential Support
/ Behavior Plan / Other. The Service Coordinator user can accept, disapprove, or request revision to a
provider initiated Modification.

Roles and Responsibilities:
» Service Coordinators: Review a Modification, Accept, Request Revision,, Disapprove
e Service Coordinator Supervisors: Review a Modification, Accept, Request Revision, Disapprove

* Area Office Director: Review a Modification, Approve, Disapprove

* - Alert
(.l,) - Due Date

ISP Meeting

90 Days Prior to Next
ISP Meeting

——

Dae O T |E NOT APPROVED |
Approvalin IN MEDITECH
MEDITECH | I gl |

150 Days
MEDITECH Automatically
Approval Flag Locked

()

|
—

No more modifications
can be completed to
present year ISP
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Scenario: Reviewing a Provider Initiated Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
SC SC SC SC AOD Print
Receives Review and Receive Re- N Review and Review and . Modification
Submission Request Submission Submit to AOD Approve

Alert Revision Alert

Step 1: Service Coordinator Receives Submission Alert

Service Coordinators will receive an alert indicating that Modifications have been submitted
by Provider agencies.

On the Alert Switchboard, click the “Modification submitted by” link.

LMudiﬁ cation submitted by -I

A

Pending Alerts

o

Health and Human Services

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

[Tools > Alerts > Pending Alerts > Pending Alerts

Please be aware alerts will be automatically deleted depending on the alert message (between 7 t

Mass. ).
=Tl

60 days). Consult the Process Management screens and Reports to manage all outstanding tasks.

ALERT SEARCH FR[TERIA
Module: M Recipient User: v
Subject: | Click o select tems fro
Search || Rfset |
Your search found multiple matches./Please select the desired Alert.
Search: Show |10 v | entries
Select Date of Alert . Alert Subject . Alert Message .
10/30/2015 Provider has proposed a Medification Modification submitted by:@Provider: Name: ; ISP Meeting Due Date: 03/04/2015
10/30/2015 Provider has proposed a Modification Modification submitted by: Provider: _ Name: ; ISP Meeting Due Date: 03/04/2015
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Scenario: Reviewing a Provider Initiated Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
SC SC SC SC AOD Print
Receives Review and Receive Re- Review and Review and Modification
Submission > Request > Submission > Submit to AOD i Approve B

Alert Revision Alert

Step 1: Service Coordinator Receives Submission Alert

The system will redirect to the Modifications Details screen.

Click “Submitted for DDS Review.”

i f =
15P Dashboard ISP Meeting Details Vision Request Assessmen! ts Review Assessmen its Current Supports Safety/Risk Legal/Financial Successes, /Challenges Goals Objectives Modifications View/Print ISP \
Modifications Review Switchboard Update Year ISP

Modification Reason Created On Created By Document History

There has been a change in Bruce's circumstances that requires

an update to his Goals and Objectives Goal 10/29/2015 View Document History Submitted for DDS Review
Add New Modification
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Scenario: Reviewing a Provider Initiated Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
SC SC SC SC AOD Print
Receives Review and Receive Re- Review and Review and Modification
Submission > Request > Submission > Submit to AOD i Approve B
Alert Revision Alert

Step 2: SC Review and Request Revision

Review the Modification Details screen.

Original TMry

ol Titha:
Moray Manasgeerwrk @000 K0 Gaal Description: I

Goal Description: Bruce B Lo save for and sltend everts semi-arrually rather thio quarterdy
Brucs will e up quideteily (o &3 3 big event, Each J e
Eaus Calingan AT

Update Year ISP

pal Description:
e will sane up quasterdy to do a big event. Each

= Objectives & Support Strategles

= Rimviirwe Saction
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Scenario: Reviewing a Provider Initiated Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
SC SC SC SC AOD Print
Receives Review and Receive Re- Review and Review and Modification
Submission > Request > Submission > Submit to AOD i Approve B

Alert Revision Alert

Step 2: SC Review and Request Revision

There are three options — 1.) “Submit for AOD Review”, 2.) “Request Revision”, 3.) “Disapprove”

| Modification Details Update Year ISP

|| Request Revision l m Submit for AOD Review I

Proposed Revisw Date:

Dats of Masting:
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Scenario: Reviewing a Provider Initiated Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
SC SC SC SC AOD Print
Receives Review and Receive Re- Review and Review and Modification
Submission > Request > Submission > Submit to AOD i Approve B

Alert Revision Alert

Step 2: SC Review and Request Revision

If the Modification information is acceptable and ready for AOD review, click “Submit for AOD Review”

ISP Dbl | 158 et Dovtaile | Wiien | g dssssmmnts | Faviees Apmmarracds | Guosecd Buppedts | Beleipisk | egelFomsmisl | Bussen@hallerges | Gasls | Chpmitees | Moddcations | Ve 198

| Modification Details Update Year ISP

5 Roviow Saction m Submit for AQOD Review

Date of Maating:

Commants:
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s O Scenario: Reviewing a Provider Initiated Modification

IS

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
SC SC SC SC AOD Print
Receives Review and Receive Re- Review and Review and Modification
Submission > Request > Submission > Submit to AOD i Approve B

Alert Revision Alert

Step 2: SC Review and Request Revision

If this option is chosen, Providers will receive an alert indicating that the modification has been
accepted but they still must wait for approval by the AOD.

“Service Coordinator has » Service Coordinator

accepted proposed Modification” e« Service Coordinator
Supervisor

“AOD has approved your * Area Office Director

proposed Modification”
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Scenario: Reviewing a Provider Initiated Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
SC SC SC SC AOD Print
Receives Review and Receive Re- Review and Review and Modification
Submission > Request > Submission > Submit to AOD i Approve B

Alert Revision Alert

Step 2: SC Review and Request Revision

If the Modification was submitted in error or is not required, click “Disapprove” and enter comments to
explain why the Modification has been disapproved.

ISP Dbl | 158 et Dovtaile | Wiien | g dssssmmnts | Faviees Apmmarracds | Guosecd Buppedts | Beleipisk | egelFomsmisl | Bussen@hallerges | Gasls | Chpmitees | Moddcations | Ve 198

| Modification Details Update Year ISP
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Scenario: Reviewing a Provider Initiated Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
SC SC SC SC AOD Print
Receives Review and Receive Re- Review and Review and Modification
Submission > Request > Submission > Submit to AOD i Approve B

Alert Revision Alert

Step 2: SC Review and Request Revision

If the Modification requires revision, enter explanatory comments and click “Request Revision.” If
“Request Revision” is chosen, the Provider Supervisor will receive an alert. In this scenatrio, this
option is chosen.

18P Caashbesaid a Ditalhs | Vlon | Rt hstrumainnle. | v Awpmsrrvenhs | (Erwwend Bumpeortn | Biob i | LoaeliFvmmmis - |- BomasiwaDhalloraws: | Gasks. | Dipottives: | Hodiicabions | Veeraied 108

| Modification Details Update Year ISP

auanil Al | Ealinese A
Modification Reason:

There bus been a change in Bruce's crcurmtances that requres an vedate to his Goals and Cbjectives & Support Strategies
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Scenario: Reviewing a Provider Initiated Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
SC SC SC SC AOD Print
Receives Review and Receive Re- Review and Review and . Modification
Submission Request Submission Submit to AOD Approve
Alert Revision Alert

Step 3: SC Receive Submission Alert

Once the Provider completes revisions and submits to DDS, the SC receives an Alert.
Click “Modification Submitted by.”

Health and Human Services

Pending Alerts
[Tools > Alerts > Pending Alerts > Pending Alerts

Module:
Subject: e
Search:
Select Date of Alert .
10/30/2015
10/30/2015

Your search found multiple matches,)

Alert Subject

Provider has proposed a Medification

Provider has proposed a Modification

Reports | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utilities | MT Utilities | SC Supervisor Tool
@ Please be aware alerts will be automatically deleted depending on the alert message (between 7 t

ALERT SEARCH

FR[TERIA

Search | | Rjset

Modification submitted by:fProvider:

Modification submitted by: Provider:

Please select the desired Alert.

Recipient User:

Alert Message

Name: ; ISP Meeting Due Date: 03/04/2015
_ Name: ; ISP Meeting Due Date: 03/04/2015

Mass. /o /_i‘

60 days). Consult the Process Management screens and Reports to manage all outstanding tasks.

Show |10 v | entries
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Scenario: Reviewing a Provider Initiated Modification

Step 1
SC
Receives
Submission
Alert

Step 2
SC
Review and
Request
Revision

Step 3 Step 4
SC SC
Receive Re- N Review and
Submission Submit to AOD
Alert

Step 5
AOD
Review and
Approve

Step 6
Print
Modification

Step 3: SC Receive Submission Alert

On the Modifications Review Switchboard, click “Submitted for DDS Review.”

ISP Dashboard ISP Meeting Details Vision Request Assessments

Review Assessments

Current Supports

Safety/Risk Legal/Financial

Successes/Challenges Goals

!Submitted for DDS Review I

Objectives Modifications

View/Print ISP

Modifications Review Switchboard

There has been a change in Bruce's circumstances that
requires an update to his Goals and Objectives

Goal

10/29/2015

View Document History

Update Year ISP

Submitted for DDS Review

Add New Modification
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Scenario: Reviewing a Provider Initiated Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
SC SC SC SC AOD Print
Receives N Review and N Receive Re- N Review and N Review and Modification
Submission Request Submission Submit to AOD Approve

Alert Revision Alert

Step 4: SC Review and Accept

Review the revised Modification

el Theha:
Hongy Maragement

o Descriplion:

Bruce will Save up quartedy [o do a big ewent, Each

D] DR Teion
Bruce is to v for and attend events threas events snmually
|

Update Year ISP

&5 eireumstances that raquines an updata to s Goals sed Chiactives & Supeert Strategiss

Goal Descrighion:
Bruce I5 to save for and attend pvents theoe ovi

N T VIS

ption: oot aneually
Bruce will save up quartery to do a big event. Each

=l Dljectives & Suppart Stratagles

Driginal Ly Mew Entry Created On Created by

No modications for chjectives crasted.

=) Residential Support J Other

Original Entry New Entry Modification Type Created On Created By

Mo other modifications created,

# Summary

=1 Reviow Saction

Proposed Star Date: ~ 07353093 Propesed Review Date: - |
Haeting Waived e v Date Meeting Waived wnG0 :

Comments;

Bruce shoutd nava wp for and attand choss wenstz par pear

73

Soell Oy || st | 29w || Ghsepee Save and Cenbnue || Request Revsion || Submt for 300 R




Scenario: Reviewing a Provider Initiated Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
SC SC SC SC AOD Print
Receives Review and Receive Re- Review and Review and Modification
Submission > Request > Submission > Submit to AOD i Approve B

Alert Revision Alert

Step 4: SC Review and Accept

If the revisions are acceptable, click “Submit for AOD Review.”

S Revtew section m Submit for AQOD Review
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AOD to click “A Modification has been accepted for an individual.”

Scenario: Reviewing a Provider Initiated Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
SC SC SC SC AOD Print
Receives Review and Receive Re- Review and Review and . Modification
Submission Request Submission Submit to AOD Approve
Alert Revision Alert

Step 5: AOD Review and Approve

AOD receives an alert indicating that an SC has accepted a Modification for an individual.

Health and Human Services

A Modification has been accepted for an individual::

A

[Tools = Alerts

o

Search:
Select

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

Pending Alerts > Pending Alerts

Module:

Please be aware alerts will be deleted d

Subject: | Click to selectitems from list

Date of Alert

10/30/2015

Alert Subject

A Modification has been accepted by SC for an individual

on the alert message (between 7 to 60

ALERT SEARCH CRIJERIA

Search || Reset

Your search found multiple matches. Plea

e select the desired Alert.

Recipient User:

FVS). Consult the Process Management screens and Reports to manage all outstanding tasks.

Alert Message

I A Modification has been accepted for an individual:: Eme: Test,Bruce; ISP Meeting Date: 03/04/2015

Mass.. g
'l

Show 10 v |entries
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Scenario: Reviewing a Provider Initiated Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
SC SC SC SC AOD Print
Receives Review and Receive Re- Review and Review and Modification
Submission > Request > Submission > Submit to AOD i Approve B

Alert Revision Alert

Step 5: AOD Review and Approve
The system will redirect to the Modifications Review Switchboard.

AOD to click “Submitted for AOD Review.”

Submitted For AQOD
Review

™

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

Modifications Review Switchboard pdate Year ISP

Modification Reason Modification Type Created On Created By Document History Status

Submitted For AOD
Review

There has been a change in Bruce's circumstances

that requires an update to his Goals and Objectives @il 2l ey Mgt (et £Rton

76




Scenario: Reviewing a Provider Initiated Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
SC SC SC SC AOD Print
Receives N Review and N Receive Re- N Review and Review and . Modification
Submission Request Submission Submit to AOD Approve
Alert Revision Alert

Step 5: AOD Review and Approve

The system will redirect to the Modification Details Screen. AOD to review the content

el Theha:
Hongy Maragement
o Descriplion:

Bruce will Save up quartedy [o do a big ewent, Each
™ SRROELEY) | WRlBARE. =%

D] DR Teion
Bruce is to v for and attend events threas events snmually

Update Year ISP

[r——
 Manapermiek

User, Frovider Two (American Training)
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Scenario: Reviewing a Provider Initiated Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
SC SC SC SC AOD Print
Receives Review and Receive Re- Review and Review and Modification
Submission > Request > Submission > Submit to AOD i Approve B

Alert Revision Alert

Step 5: AOD Review and Approve

Once the screen has been reviewed, the AOD has two options - “Approve” or “Disapprove.”

Update Year ISP

Moy Mana Goal Description:
Goal Description:

Bruce Is to save for and attend events three events annually 13072015 Usar, Pronces Toro (American Tradeing)
Bruce will sive un quarterky to do o big enent. Each
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Scenario: Reviewing a Provider Initiated Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
SC SC SC SC AOD Print
Receives Review and N Receive Re- N Review and N Review and . Modification
Submission Request Submission Submit to AOD Approve

Alert Revision Alert

Step 5: AOD Review and Approve

Option 1: Disapprove

In an offline discussion with the SC, the AOD will explain the reason that the Modification has not
been approved. The AOD will either indicate that the Modification is not required altogether or that it
requires revision. The reason will determine the next steps.

» If the reason is that the Modification is not required altogether, the AOD will disapprove the

Modification and no action is required the SC.
» If the reason is that revision of the Modification is required, the AOD will neither disapprove nor
approve the Modification and inform the SC who will request revisions from the Provider.
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Scenario: Reviewing a Provider Initiated Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
SC SC SC SC AOD Print
Receives N Review and N Receive Re- Review and N Review and . Modification
Submission Request Submission Submit to AOD Approve

Alert Revision Alert

Step 5: AOD Review and Approve

Option 2: Approve
If AOD selects “Approve,” the system will redirect to the Modifications Review Switchboard. The
status of the Modification will read “Approved by AOD.”

In this scenario, the AOD approves the Modification.

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

Modifications Review Switchboard Update Year ISP

Created By Document History Status

Modification Type Created On

Modification Reason
10/29/2015 View Document History Approved By AOD

There has been a change in Bruce's circumstances Goal
that requires an update to his Goals and Objectives
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Scenario: Reviewing a Provider Initiated Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
SC SC SC SC AOD Print
Receives Review and Receive Re- Review and Review and Modification
Submission > Request > Submission > Submit to AOD i Approve B

Alert Revision Alert

Step 6: Print Modification

SC or AOD click “View/Print ISP” tab.

View/Print ISP

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

Modifications Review Switchboard Update Year ISP

Modification Reason Modification Type Created On Created By Document History Status

There has been a change in Bruce's circumstances

that requires an update to his Goals and Objectives Goal 10/29/2015 e [ (Cheft |t Doy Approved By AOD
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Scenario: Reviewing a Provider Initiated Modification

Step 1
SC
Receives
Submission
Alert

Step 2
SC
Review and
Request
Revision

Step 3
SC
Receive Re-
Submission
Alert

Step 4
SC
Review and

™ Submit to AOD

Step 5
AOD
Review and
Approve

Step 6
Print
Modification

Step 6: Print Modification

The system will display the View / Print screen. Modifications will appear as an option.

SC or AOD click = next to Modifications to expand.

1SP Dashboard

View/Print ISP Materials

Expand All | Collapse All

ISP Meeting Details

Vision Request Assessments

Review Assessments

Current Supports

Safety/Risk

Legal/Financial

View/Print ISP Documenq

Successes/Challenges Goals

Modifications

View/Print ISP

View Historical ISP Materials

Update Year ISP

Vision m

Status: Shared Vv

Current Supports ﬁ A

Status:

Started (Overdue) Vv

Safety/Risk IE'E]

Status:

Started (Overdue) Vv

Legal /Benefit/Financial Status m

Status:

: Started (Overdue) vV

Successes/Positive Events, Challenges, Emerging Issues and Unmet Needs \E‘F:']/L

Status:

Started (Overdue) Vv

®

Goals and Objectives &":'],-H

Status: Approved V'

[ ]
®

Assessments

Meodifications

Status: Approved V'

Status: Completed Vv

. No action needed

Action needed 6 Section complete . Section overdue
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Scenario: Reviewing a Provider Initiated Modification

Step 1
SC
Receives
Submission
Alert

Step 2
SC
Review and
Request
Revision

Step 3
SC
Receive Re-
Submission
Alert

Step 4
SC
Review and

™ Submit to AOD

Step 5 Step 6
AOD Print
Review and Modification
_’

Approve

Step 6: Print Modification

SC or AOD select either the Word or PDF icon next to the Modification of choice. The document will
print with a draft watermark until it has been approved.

ISP Dashboard ISP Meeting Details Vision Request Assessments

View/Print ISP Materials

Expand All | Collapse All

Review Assessments

Current Supports

Safety/Risk

Legal/Financial

View/Print ISP Documenqw A

Successes/Challenges Goals

Objectives Modifications View/Print ISP

View Historical ISP Materials

Update Year ISP

@ Vision m

Status: Shared Vv

Current Supports & A

Safety/Risk IE':]

Legal/Benefit/Financial Status \EIFL_

(WIS

Status: Started (Overdue) v

Status: Started (Overdue) v

Status: Started (Overdue) vV

Successes/Positive Events, Challenges, Emerging Issues and Unmet Needs \ﬂr_'],g

A

Status: Started (Overdue) VvV

@ Goals and Objectives \E A~

Status: Approved V'

@ Assessments

Status: Approved V'

@ Modifications

Status: Completed Vv

There has been a change in Bruce's circumstances that requires an update to his Goals and Objectives (Goal) - Approved By AOD

| =l |

. No action needed Action needed @ Section complete . Section overdue
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Notes and Next Steps

The Area Office Director is not able to approve part of a modification. If the Area Office Director decides
to click “Approve,” the entire Modification is approved, including all the elements included in it.

Once a Modification has been approved, the modified information will display in the individual’s plan.

All modified information will display with an asterisk on the system. For example, if an existing goal is
modified, an asterisk displays next to the goal on the Goal tab for the individual.

NOTE: An new objective that is added as part of a Modification does not follow the approval process
that objectives usually require in a typical ISP year. Rather, the approval of the Modification is
recognized as an implicit approval of the objective and its status display as approved. Once approved,
the objective will appear on the Objectives and Support Strategies Review Switchboard and, by default,
the check mark will be selected in the Include in ISP? Column.

NOTE: Once a Modification for a newly added objective is submitted and approved, Progress
Summaries will be triggered for the objective.
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Review Process Management

» The Review Process Management table now includes a “Modification” column, which indicates
the status of any modifications associated with an individual's ISP.

e |f no modifications have been submitted for an individual, the text in the column will read “Not
Applicable.”

Individual Search | Review Process Management | Reports | ISP Data Extracts | References
Search Results
ISP = Review Process Management
[ Search Criteria

ISP From Date: * 10/07/2015 ISP To Date: * 12/31/2015

&
B

Region: M Area Office: M
Provider: v Security Group: v

Search | Reset

Showing 1 to 25 of 84 entries Show 25 -+ Entries

Individual~ Elﬂ.llllp%;lsmfﬁlm Iﬁl’_ﬂ_m.ﬂmﬂl: “.-: Notification = Assessments * W 5 l.I\l'l odification * Region = Area Office = Service Coordinator = ISP Year =
1+ 11/24/2015 11/24/2015 Not Sent Not Applicable Not Applicable Not Applicable Metro Greater Boston Coordinator, Service Not Selected
o 11/24/2015 11/24/2015 Not Sent Not Applicable Not Applicable Not Applicable Metro Greater Boston Coordinator, Service Not Selected
[ +] 11/28/2015 11/28/2015 Not Sent Not Applicable Not Applicable Mot Applicable Metro Greater Boston Coordinator, Service Not Selected
o 11/28/2015 11/28/2015 Mot Sent Not Applicable Not Applicable Not Applicable Metro Greater Boston Coordinator, Service Not Selected
| +] 11/28/2015 11/28/2015 Not Sent Not Applicable Not Applicable Mot Applicable Metro Greater Boston Coordinator, Service Not Selected
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3 OTA Chapter 6 Summary

IS

This Chapter covered:

Overview of Modifications
Scenario: Initiating a Modification
Scenario: Reviewing a Modification
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