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Chapter 3: Progress Summary



Chapter 3 Overview

This Chapter will cover:

Overview of Progress Summaries
Progress Summary Review Switchboard
Scenario: Complete a Progress Summary
Scenario: Revise an 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
Summaries are as follows:

o0 SemiAnnual Progress Summary - 180 days after ISP Meeting

0 Annual Progress Summary— 15 days prior to the next planned meeting date or the ISP
Meeting Deadline

* When the due date for an Progress Summary is within 30 days, Provider Data Entry Users will
receive an alert indicating that they are able to complete the Progress Summaries.

Date of Approval 180 days after 15 days before
in MEDITECH ISP meeting next Planned ISP meeting
ISP Mee“"S Semi-annual PS Annual PS Due
Due in 30 days in 30 days
— —
* () K
i N
MEDITECH Semi-Annual Annual
Approval Flag Progress Summary Progress Summary
* - Alert

(i.) - 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 Summary are as follows:
0 Quarter 1 — 90 days after ISP meeting
o0 Semi-Annual — 180 days after ISP meeting
0 Quarter 3 — 270 days after ISP meeting
o0 Annual —15 days prior to the next planned meeting date or the ISP Meeting Deadline

* When the due date for an Progress Summary is within 30 days, Provider Data Entry Users will
receive an alert indicating that they are able to complete the Progress Summaries.

ISP Meeting

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

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

- —_— —_— —_
F— k(OO A—)
MEDITECH Quarter 1 Semi-Annual Quarter 3 Annual

Approval Flag Progress Summary Progress Summary Progress Summary Progress Summary

X - Alert
(,i.) - Due Date




Timeline for Completion of Progress Summary

Due Dates
* The due date for the annual Progress Summary is calculated differently from the other deadlines
0 Quarter 1 = Actual Meeting Date + 90 Days
Semi-Annual = Actual Meeting Date + 180 Days

o)
0 Quarter 3 ISP = Actual Meeting Date + 270 Days
o0 Annual = Next Planned Meeting Date (or ISP Meeting Deadline) — 15 Days

Actmal Mecting Date: 060372004 {Full Year 159) -

Dugisment Hislory

& Bruce will Hisd a big activity be weuld like to do at the beginming of each guamer. He will then s U

Quaartar § 01,04/2014 Aprosyed ¥y Descument Hiskory i
Seml Annual Da/4/ 2014 Approved Miew Document HesEory W
Cusaitar 3 0732014 Apeyisd View Document HsLory Wi
annual 10062014 Approved Vi Document History Wi
@ Druce will imorease his rote of pay by 309%, for the sext 12 months,

Semi Annual 04704/ 2014 Anproed View Document Histors W
@ Bruce will seree nieals once a week at

Semi Annual 0a/04/ 2014 eaared View Documaent Histors i)
Annusl O 1006/ 2014 Afapaaved View Document History Wi

Actisal Meeting Date: 037057015 (Update Year ISP}

Progress Sanamary

B Bruce vl fined o big activity e would like to do ot the beginming of esch guartern, He will then =

Dodisment Hislory

S v The Annusl Progress Sumenery is dhoe 15 deyy before the desdine dete for the nest year's plan, which v 350 deyy sfter the lesd Achal Mesting date r'“_“w '*"!_-
Annualfy Howeerwdi, biica The mitxl plis 14 apesed (30 day g ha F i Mlasting Duila/Daadbnag Dula], this dus dita will updibe ired appasi ol 15 diya pricd 1L Hstury e
— o The nitw Flanned Mesting Date. If there o mo Planned Mesting Date entered, The due date wall rernain a5 13 dargs priog to the deadline daxie

Craarber o0 201S Mot Started Ve Document Hstory ko]
Sl Annwal 09401/ 2015 Mot Started View [cument Hstory W
Craarber 1 1L 2015 Pl Started Wiew Document HisEory i._
Annual [i] 0304/ 2015 Mot Startsd View [eCument Histney W
B ** Bruce will serve neeals ence a weelk at

Canrter § D6MI2015 Mot Started iew Dociiment History ';-“:
Semil Annual 09012015 Kot Started Wt Document Hstory W
Qadirta 1 10/30/2015 Mot Staited Wi Dt HIsEory ﬂ;-'-'
annual 03/, 2016 Mot Started Wiew Document Histors W




Progress Summary Roles and Responsibilities

Provider Roles and Responsibilities

 Provider Data Entry User
0 Submit an Progress Summary for Internal Review
0 Revise an Progress Summary

* Provider Supervisor
0 Review an Progress Summary
0 Return an Progress Summary for Internal Revision
0 Submit an Progress Summary to DDS Staff



Progress Summary Review Switchboard



Navigate to the PS Review Switchboard

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

» lItis 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

HOME | QM | PAM | 159 [ ADMIN | TOOLS

| —
Individual Search | Review Proce’s Managemen Hepbrts | ISP Data Extracts | References
Search Results | ISP Dashboard || Proaress Summ

Health and Human Services

[T T——T—

mima
15P > Individual Search > ISP DashBodrd
ilymﬂwimmmim| | Gools | obiect 3 it IsP | ‘
P pExpand this section to see ISP timeline
(4
Region/Area Office: Metro/Greater Boston Test, Bruce Service Coordinator: Coordinator, Service
Demographic Tnfor ISP Meeting Details 1SP Deadlines
SSN: A, Planned Meeting Date: D8/30/2014 Meeting Deadline: 07/26/2015
Eligibility Meeting Time: 10:00 AM ; Semi Annual Review Date: 11/30/2014
Meeting Location: _,lk Next ISP Meeting Deadline: 06/03/2015
Full Year ISP
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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
A

Health and Human Services

Individual Search | Review Process Management | Reports | References
Search Results
ISP = Individual Search

Massgovﬁ%

Individual Search

Last Name: | First Name: [
fentifier Type: |Eligibility Number v Identifier: *
Region: Area Office: v
ISP Due In:
Export to Excel
Showing 1 to 1 of 1 entries Show Entries
Individual Pl 1 Meeting Date * Actual Meeting Date * SsN ¢ Eligibility # A office * - |
T
Test, Bruce : 08/30/2014 : 06/03/2014 Metro Greater Boston Wit ]

1
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Progress Summary Review Switchboard

Progress Summary Review Switchboard

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

o Progress Summary Bar Graph

Health and Human Services ln%_‘!
=HaOocasT

Haioer of Progess Summanes
5
1
{
i

b
.
§ El
;’ ] P P
- s
- Ly
g t -E__ __B__ _i-nmmmm
8

8
e e TP —— OAVING  GRANMNL LIS ONSINE
D Cates D Giate

o Progress Summary Details

|1 0

5 a5y (55

355 (G
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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 required in a given

year.

Individual Search | Review Process Management | Reports | ISP Data Extracts | References
Search Results | ISP Dashboard | Progress Summary

ISP > Individual Search

ISP Dashboard > Progress Summary Review Switchboard

Individual

Eligibility # -

Service Coordinator

Test, Bruce

Coordinator, Service

4

Expand All | Collapse All

Progress Summary Review Switchboard

Number of Progress Summaries

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

W Approved
Pending Submission/Revision
W Overdue
No Action Required/Pending Review

01/04/2014

04/04/2014 07/03/2014 10/06/2014

Due Dates

Number of Progress Summaries

0 -

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

B Approved
Pending Submission/Revision
2/2 M Overdue
No Action Required/Pending Review

06/03/2015

—

09/01/2015 11/30/2015 03/04/2016

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: 06/03/2014 (Full Year ISP)
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Features of the PS Review Switchboard

Progress Summary Details

* Progress Summary

o0 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.

e Provider

o The Provider column displays the Provider that is required to complete the Progress

Summary.

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

Progress Summary Due Date Provider Status
@ Bruce will find a big activity he would like to do at the beginning of each quarter. He will jhen s
Semi Annual 09/01/2015 submitted For Interna
Annual 02/18/2016 Not Started
@ ** Bruce will serve meals once a week at
Quarter 1 06/03/2015 Not Started
Semi Annual 09/01/2015 Not Started
Quarter 3 11/30/2015 Not Started
Annual 02/18/2016 Not Started
@ Bruce will increase his rate of pay by 30%, for the next 12 months.
Quarter 1 06/03/2015 Approved

Document History

View Document History
View Document History
Vi 0 Hi

View O Hi

Print Document

(WitR

Wi
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Features of the PS Review Switchboard

Progress Summary Details

e Status

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

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

Progress Summary Due Date Provider

@ Bruce will find a big activity he would like to do at the beginning of each quarter. He wifl then s
Semi Annual 09/01/2015
Annual 02/18/2016

@ ** Bruce will serve meals once a week at

Quarter 1 06/03/2015
Semi Annual 09/01/2015
Quarter 3 11/30/2015
Annual 02/18/2016

@ Bruce will increase his rate of pay by 30%, for the next 12 months.
Quarter 1 06/03/2015

Document History

View Document History
View Document History
Vi 0 Hi

View O Hi

Print Document

(WitR

Wi
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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.

Actual Meeting Date: 03/05/2015 (Update Year ISP) ~
Progress Summary 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 s
Semi Annual 09/01/2015 bmitted For Internal Revie
Annual 02/18/2016 Not Started
@ ** Bruce will serve meals once a week at
Quarter 1 06/03/2015 Not Started
Semi Annual 09/01/2015 Not Started View Document History
Quarter 3 11/30/2015 Not Started View Document History
Annual 02/18/2016 Not Started View Document History

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

Quarter 1 06/03/2015 Approved View Document History
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Features of the PS Review Switchboard

Progress Summary Details

* Document History
o0 Upon clicking “View Document History”, the Document History pop-up screen will
display.

@ Bruce will increase his rate of pay by 30%, for the next 12 months.
Semil Annual 04/ 04/ 2084 Angirovid Whew Document History
Document History | X

Actual Meeting Date: 03/05/2015 (Update ¥

Individual Name: Test, Broce .: Due Date: 9712015

Frogress Summary ﬁl?::ﬁum Bruce vill find & big activity he would like to do st the baginning of each guarter. He will

@ Bruce will find a big activity he would li Progreas Sunary: Semi Annusl AgEncy:

ocument History

Wi

Frint Document

Semd Annual Dogurment History Wit
Annual Upsdascsi Dn Document History Wit
R shod D920 s
& ** Bruce will serve meals once a week i + P2
Started 09/02/2015
Quarter 1 o | FIASPEL - DMCumhen] HIstory w:_-
iahin Submitted For Intermal Peview 11/10/3015 '___
Semi Annual 1 Documaent History L
Intermal Revision Requested LIS I0S 2015 e ey
IRUHCEATS Submitted For Internal Beview 01/LL 2016 Decunpest thatary |
Annual Jocument History W
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 ending SubmissiorPending Review @ Approved @ Overdus
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View / Print ISP Tab

Progress Summary Details

» Historical Documents
o All of the Progress Summaries completed prior to the two most recent plans are viewable
in the Historical ISP Materials section.
o0 To access Historical ISP Materials, click the “View / Print ISP” tab and then click the
“View Historical ISP Materials” button.

View/Print ISP ‘ I View Historical ISP Materials I

T

ISP Dashboard ISP Meeting Details Vision Assessments Goals Objectives Modifications View/Print ISP

View/Print ISP _

Materials View Historical ISP Materials
Expand All | Collapse Al Update Year ISP

@ Vision Status: Shared Vv

@ Goals and Objectives Status: Approved Vv

@ Assessments Status: Approved Vv

. No action needed | Action needed a Section complete i 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

Uykilate Year 150
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Scenario: Complete a Progress Summary



Scenario: Complete a Progress Summary

Description: Once the due date for an Progress Summary is within 30 days, Provider Data Entry
Users will receive an alert indicating that they are able to complete and submit Progress Summaries.
In order to submit a Progress Summary, Provider Data Entry Users need to submit the form to
Provider Supervisors who need to review the document and determine if it is ready to submit to DDS.
While both roles can work on these forms prior to 30 days before the due date, as long as the
Service Coordinators has initiated the Progress Summary process, they cannot submit until 30 days
prior.

Roles and Responsibilities:

* Provider Data Entry User: Submit an Progress Summary for Internal Review

* Provider Supervisor: Review an ISP Progress Summary; Submit an Progress Summary to
DDS Staff

Date of Approval 180 days after 15 days before next
in MEDITECH ISP meeting Planned ISP meeting
ISP Meeting Semi-annual PS Annual PS Due
Due in 30 days in 30 days
— —
*- () ()
N \
—t” ——
MEDITECH Semi-Annual Annual
Approval Flag Progress Summary Progress Summary
* - Alert

(_f-) - Due Date
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to [ and Submits for [®|Receives Alert &[] Reviews & [®| Navigatesto [~ and Submitsfor || Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 1: Data Entry User Receives Alert & Navigates to Form

Data Entry Users will receive an alert 30 days prior to the Progress Summary Due Date.

Click “Progress Summary due.”

Health and Human Services Mass. o /=t
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
7 to 60 days). Consult the Pracess Management screens and Reports to manage all outstanding tasks.

@ Please be aware alerts will be i deleted ing on the alert (L

ALERT SEARCH CRITERIA

Redipient User:

Module: v

Subject: | Click to select items from list

[Sefreh ][ Reset |
Your search found P Please select the desired Alert.
e — show (10 enties |
Select Date of Alert Alert Subject Alert Message

m] 09/16/2015

] 09/16/2015

m} 09/16/2015

=] 09/16/2015 1

] 09/16/2015 1

(] 09/16/2015 Progress Summaries due in thirty days l F_YELEE_EHMM.\L{I




Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to and Submits for [ | Receives Alert & Reviews & Navigates to and Submits for Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 1: Data Entry User Receives Alert & Navigates to Form

The system will redirect to the Progress Summary Review Switchboard.
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to | and Submits for [ ] Receives Alert & Reviews & Navigates to and Submits for Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 1: Data Entry User Receives Alert & Navigates to Form

Providers will have access to the switchboard at all times but will not be able to submit the forms
until 30 days prior to the Progress Summary Due Date. This is to ensure that the information is
recent / up to date.
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Scenario: Complete a Progress Summary

Step 1
Data Entry User
Receives Alert &

Navigates to
Form

Step 2
Data Entry User
Completes Form
and Submits for
Internal Review

Step 3
Provider
Supervisor
Receives Alert &
Navigates to
Form

Step 4
Provider
Supervisor
Reviews &
Requests
Revision

Step 5
Data Entry User
Receives Alert &

Navigates to
Form

Step 6
Data Entry User
Completes Form
and Submits for
Internal Review

Step 7
Provider
Supervisor
Accepts and
Submits to DDS

Step 1: Data Entry User Receives Alert & Navigates to Form

Click on the “Not Started” link to begin the Progress Summary for an objective.

Mot Started
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to [ and Submits for [®|Receives Alert &[] Reviews & [®| Navigatesto [~ and Submitsfor || Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 1: Data Entry User Receives Alert & Navigates to Form

The system will display the Progress Summary. The “Goal”, “Objective” and “Support Strategy” for
the identified objective are available for reference.

Progress Summary Form

Expand All | Collapse All
[ © Goal Gﬂal
Goal Title: Personal Growth & Accomplishments--CLASS
Updated Information: Na Change
Goal: - Br\.u:e will increase his rate of pay.
7 Date Goal Identified: 08f18/2014
Goal Identified By: Provider

) Update Year Status:
[Sovjectve Objective

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

Updated Information:
Ne Change

Setting and Learning Environment:
Setting: Workshop Learning Environment:Verbal cues/praise Modeling Encouragement Censistency

Updated Information:
Ne Change

Responsible Party:
Marlene Robarts, Case Coerdinator

Updated Information:

Ne Change
Update Year Status:
Current
© Support Strategy l—> .
I = Support Strateqgy
Teaching Method and Skills to be D I d

Bruce possesses excellent work skills and is very motivated by money. 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 more money 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 werk as he can while he is in the warkshop. As Bruce increases his production rate, he will increase his rate of pay and receive a larger pay
chack. As Bruce is working, staff will praise him and remind him of how much money he will maka. If Bruce is unable to increase his rate, staff will encourage him to so the next day.

Updated Information:
Ne Change




Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to and Submits for Receives Alert & Reviews & Navigates to and Submits for Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 2: Data Entry User Completes Form and Submits for Internal Review

Begin filling in the Progress Summary.

© Progress Summary
Previous Progress Summaries

Progress till 04/04/2014 (Approved)
Bruce is working towards 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 30%, for the next 12 months.

d Progress y {(Due Date: 06/03/2015)
Objective Status:* N
Describe what progress has been made towards meeting this Objective:*
~
v

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

~

@ provider Supervisor Comments

@ Acceptance Criteria

Submit for Internal Review

‘ Spell Check H Reset H Save ‘
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to and Submits for Receives Alert &[]  Reviews & Navigates to and Submits for Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 2: Data Entry User Completes Form and Submits for Internal Review

Select the status of the objective from the drop-down list.

© Progress Summary

Previous Progress Summaries

Progress till 04/04/2014 (Approved)
Bruce is working towards 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 30%, for the next 12 months.

Met
d Progress y (Due Date: 06/03/2015) P .
artially Met
Objective Status:* / " .¥-I
Met
Describe what progress has been made towards meeting this Objective:* Partially Met D ISEDntI n U Ed

Discontinued

v

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

~

@ provider Supervisor Comments

@ Acceptance Criteria

Submit for Internal Review

‘ Spell Check H Reset H Save ‘
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to and Submits for Receives Alert & Reviews & Navigates to and Submits for Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 2: Data Entry User Completes Form and Submits for Internal Review

The table below explains the Progress Summary status types.

Met Use to describe an objective that has been achieved by the
individual
Partially Met Use to describe an objective that has been partially completed

but continues to remain open

Use to identify an objective that is no longer relevant for the
individual or has ended.

Discontinued
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to [®] and Submits for [®|Receives Alert &[] Reviews & [®| Navigatesto [~ and Submitsfor || Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 2: Data Entry User Completes Form and Submits for Internal Review

Respond to the required questions by entering comments into the text boxes.

© Progress Summary
Previous Progress Summaries

Progress till 04/04/2014 (Approved)
Bruce is working towards 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 30%, for the nex

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

Progress ¥ (Due Date: 06/03/2015) Bruge is in the process of searching for a different job placement.
Objective Status:* "
Describe what progress has been made towards meeting this Clb_'
Bruce is in the process of searching for a different job placement.
L

Are there any recommended changes in strategies, resourcesor 4 frg there any recommended changes in strategies, resources or supports to aid in achievement of the Objective:z*

No recommended changes at this ime.

Mo recommended changes at this bme.

]
@ Provider Supervisor Comments
b
@ Acceptance Criteria
| Spell Check || Reset ‘ ‘ Save | Submit for Internal Review
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Scenario: Complete a Progress Summary

Step 1
Data Entry User
Receives Alert &

Navigates to
Form

Step 2
Data Entry User
Completes Form
and Submits for
Internal Review

Step 3 Step 4
Provider Provider
Supervisor Supervisor
Receives Alert & Reviews &
Navigates to Requests
Form Revision

Step 5
Data Entry User
Receives Alert &

Navigates to
Form

Step 6
Data Entry User
Completes Form
and Submits for
Internal Review

Step 7
Provider
Supervisor
Accepts and
Submits to DDS

Step 2: Data Entry User Completes Form and Submits for Internal Review

If desired, refer to the Acceptance Criteria section.

(=) Progress Summary
Previous Progress Summaries

m«» rill Mﬂmzou (Approved)
@ i working bowards increasing bis rate of pay by 30%, for the next 12 months.

ﬁwﬂu il lo.’“.’lﬂl‘ (Approved)
is working towards mcreasing his rate of pay by 20%. for the next 12 months,

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

Objective Status:®
Describe what progress has been made towards meeting this Ob

Progress Summary Frequency

[Bruca is in tne proces of sesrchung for & alerent jon . ¥ia hat appied L [res separals pottions.
0CiSi0n 001 1t Jobh PLADTENL mill D MASE froie 10 The dabal Praejrwes Burmimary. A0 updat -.-nnmvm L Ehat tima,

1F he 4 ofeed sy of thel

All Acceptance Criteria Met

Individualized

Includes Relevant Strengths and Needs

[Tha job placament saarch o i £sed Sruce. 11 in his purse,

Identifies Opportunity for Development
/ Current

# Provider Supervisor Comments /

(=) Acceptance Criteria

Progress Summary Frequency
Individualized

Includes Relevart Strengths and Needs.
entdies Opportunity for Development
Current

Complete.

Comments:

The submitted progress summarny form does not identify opportunities for development

[l check ] [meser ] [5ove |

Complete

Subrmat for DOS Review | | Request Internal Revision |
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4
Data Entry User Data Entry User Provider Provider
Receives Alert & Completes Form Supervisor Supervisor

Navigates to and Submits for Receives Alert & Reviews &
Form Internal Review Navigates to Requests
Form Revision

Step 5
Data Entry User
Receives Alert &

Navigates to
Form

Step 6
Data Entry User
Completes Form
and Submits for
Internal Review

Step 7
Provider
Supervisor
Accepts and
Submits to DDS

Step 2: Data Entry User Completes Form and Submits for Internal Review

Once completed, click “Submit for Internal Review.”

© Progress Summary
Previous Progress Summaries

Progress till 04/04/2014 (Approved)
Bruce is working towards 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 30%, for the next 12 months.

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

Objective Status:¥

Partially Met v

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

Bruce is in the process of searching for a different job placement.

v

Are there any recommended changes in strategies, resources or supports to aid in achievement of the Objective:*
No recommended changes at this time.
~

@ provider Supervisor Comments

@ Acceptance Criteria

‘ Spell Check H Reset || Save ‘

Submit for Internal Review

Submit for Internal Review I‘
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Scenario: Complete a Progress Summary

Step 1
Data Entry User
Receives Alert &

Navigates to
Form

Step 2
Data Entry User
Completes Form
and Submits for
Internal Review

Step 3
Provider
Supervisor
Receives Alert &
Navigates to
Form

Step 4
Provider
Supervisor
Reviews &
Requests
Revision

Step 5
Data Entry User
Receives Alert &

Navigates to
Form

Step 6
Data Entry User
Completes Form
and Submits for
Internal Review

Step 7
Provider
Supervisor
Accepts and
Submits to DDS

Step 2: Data Entry User Completes Form and Submits for Internal Review

The system will navigate back to the Progress Summary Review Switchboard. The status of the
Progress Summary will change to “Submitted for Internal Review.”

I Submitted For Internal Review

/

HNumber of Progress Summanes

1 !
W Agroved
B Dewdue
o ]

40472014

Due Dates

Panding Submission/Revson
Ko Action Required/Pending Revies

Actual Mesting Date: 06/03/2014 (Full Year 159)

Number of Progress Summaries
|

LT

1l IEIE

Actual Mesting Date: 030532013 (Update Yelir 159)

& Ovards

WAL AWOI0IS  ONOAI0LE

Due Dates

B Approved
Pundien Submission/ vt

Mo Action Reuired/Pendig Fasvdes

Actisal Mesting Date: 06,/03/2014 (Full Year ISP}

@ Brisce will increase his rabe of pay by 300, for the next 12 months.

Semi Aneual

040472014

@ Bruce will find a big activity he woald ke to do st the beginning of sach quarter. He will then s O

01L/04/2014

0404/ 2014

0702014
10/06/2014

04/4/2004 T

10/06/2014 |

Actual Mesting Date: 03/65/2015 [Update Year 150}

@ Bruce will increase his rate of pay by 309, for the next 12 months.
Quarter 1

06/03/2015

Sami Aneusl
Quarter 3

090172015
11/30/2015

el O

03/04/2016

7 s
|
=F—== ¥
Approreed Vime Docurnent Histors
Aggrcreed ¥, 1  History L]
[ Acwved !I | Vi Bocument History I [Cipe] I
1 Apgeoreed ,I Ve Diument Histore [ [Cipe] |

5
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor
| and Submits for Accepts and

Receives Alert &
Navigates to

| and Submits for

Navigates to

Receives Alert &[] Reviews &
Form

Navigates to Requests

Internal Review

Submits to DDS

Form Internal Review

Form Revision

Step 3: Provider Supervisor Receives Submission Alert and Navigates to Form

Once the Progress Summary is submitted for internal review, Provider Supervisors will receive an

alert.

Click “Progress Summaries Submitted for Internal Review.”

Progress Sumrmaries Submitted for Intermal Review:
A

Mass. Gor £

Health and Human Services

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

Please be aware alerts will be artomatically deleted depending on the alert message (between 7 to 60 days

ALERT SEARCH CRITERJA
Subject: ‘ Click to sedect items from list
¥our search found multiple matches. Please silact the desired Alert,
Search:[ ] Shore[10_¥] entries |
Select Date of Alert Alert Subject Alert Message
(m} 09/15/2015 Progress Summaries Submitted for Internal Review ne: Test,Bruce; Deadline to Submit Progress Summaries to DDS: 06/03/2015; ISP Meeting Date:02/04/2015
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form
Navigates to  [®| and Submits for [ ] Receives Alert & [®|  Reviews & Navigates to |~ and Submits for |~
Form Internal Review Navigates to Requests Form Internal Review
Form Revision

Step 7
Provider
Supervisor
Accepts and
Submits to DDS

Step 3: Provider Supervisor Receives Submission Alert and Navigates to Form

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

Review.”
Submitted For Internal Review
ar Review
Larnnd A 1 Cofmave M
i Actusl Mesting Dater 06/01/2014 (Full Year 159) Actisl Mosting Datei 03/05/7015 war 15P)
i £ '
E £
- £
@ "
; 1 5 L
1 St £ " T I Y e
3 B I )
; _' Mo Acton Rt Pardbng Rarviess ; /3 ' asn LY “ Mo Aot
i I oM
s — Ll I s Y Al . -
ST 2004 ROV CWOLINY IW20IS  OMRAI01E
Due Dates Due Dates
r 4
Actual Hawting Dutw: 06/03/7014 (Full Yoar 158) F i -
S fsmiat owjourzase fessed Yo Dot Hiticn [re] ]
e tnd 4 o 2 h bt of ech e, o i them +© ' / ]
Quartme 1 [ ovjoazoie _ Bemrered 4 Vi Bocurat History [
[ER—o— 40401 Mg ime Doturent Higtory [Cipe]
| Guater 3 o%/0rr014 Swed -} Ve Dogument Histoey ]
| At @ 10/06/2014 Acgsiered Vi Docuemvent Mistory [}
@ Nrve will swrve e aby pnce s week
e Anemcal ouoarzoie Aewed e Docurant Histors L=}
[t © 10/00/7014 _tcwes Jf o Qv sty =3

Actual Masting Date: 061/0%/2013 (Update Yosr 159)

Praigress Smmary
@ Bruce will imcrease his rate of pay by 30%, for the next 12 mosths.

Couarter 1
-Sﬂﬂw
| Garter 3
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form
Navigates to [ and Submits for [ | Receives Alert &[]  Reviews & Navigates to |~ and Submits for |~
Form Internal Review Navigates to Requests Form Internal Review
Form Revision

Step 7
Provider
Supervisor
Accepts and
Submits to DDS

Step 3: Provider Supervisor Receives Submission Alert

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

the identified objective are available for reference.

Progress Summary Form

Money Management

Ho Change

save up quarterly to do a big event. Each quarter he will identily an event he would like to do. Example: Boston Harbor Cruise, a cone

08/21/2014

Date Goal Tdentified:

Goal Identified By: Indlvidual

up «l Tnft
No Change

Setting and Learning Environment:
He will maat with Colleagues at his residence to use the Internat and search for something he Is Interested in doing. They will then set up a a budget plan to determing how much Bruce needs to save in order to attend the event of his cholce.

updated Information:
Mo Change

Responsible Party:

updated Information:
Mo Change

1= Support ay

: Support Strateqy
Teaching Method and Skills to be Developed:
Bruce will learn Internet use, computer use and financlal budgeting skills.

updated Information:
No Change

criteria for Cvaluating Success:
we will set up budget sheets and help Bruce determine how much to be putting aside te save. Once he saved enough he will be able to attend his event,

Updated Information
No Change

laction Method and Report Frequency:

5 and Bruce will identify his goal and post ol point. We will then come up with a budget sheet and track how much needs to be saved and how much he saves each week.

updated Information:
Mo Change
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to and Submits for [ | Receives Alert & Reviews & Navigates to and Submits for Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 4: Provider Supervisor to Review and Request Revision

Review the content that the Data Entry User has written.

(=) Progress Summary
Previous Progress Summaries
Progress till 04/04/2014 (Approved)

Progress till 10/06/2014 (Approved)
Bruce is ing towards incs i

Bruce is incrensing his rate of pay by 3

warking towards 0%, for the next 12 months.
warking reasing his rabe of pay by 30%, for the next 12 months.
Selected Progress Summary (Due Date: 06/03/2015)

Eh what Zm has been made towards mesting this Objective:*
ek 14 in N proceis of searchung for & diflerent job placement.

\re there any ded changes in

or supports to aid in achi

Mo recommended changes t the time,

) Provider Supervisor Comments:

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

|Bruce is in the process of searching for a different job placement.

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

[Ha recommended changes at this bme.

A

#) Acceptance Criteria

[Spell Gheck ] et ] (e

Submit for DDS Review | | Request Intemal Revision |
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to and Submits for Receives Alert & Reviews & Navigates to and Submits for [~ Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 4: Provider Supervisor to Review and Request Revision

Provider Supervisors have the ability to request internal revisions from Data Entry Users. If any
changes are required or information needs to be added, insert text in the Provider Supervisor
Comments field to explain the required revisions.

(=) Progress Summary
Previous Progress Summaries

Progress till 04/04/2014 (Approved)

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

Progress till 10/06/2014 (Approved)
Bruce is working towards increasing hi:

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

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

Objective Status:®

Describe what progress has been made towards meeting this

Partially Met |

[Bruce is in Ine process of searching for & different job placement.

Are there any changes in

or supports ta aid in

Mo recommenaed changes st thes time.

(=) Provider Supervisor Comments:

Submit for DDS Review || Request Internal Revision |

NOTE: Provider Supervisors now also have the ability to request internal revisions
from Data Entry Users on Objectives and Assessments
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to ™ and Submits for Receives Alert &[]  Reviews & Navigates to and Submits for Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 4: Provider Supervisor to Review and Request Revision
Click “Request Internal Revision.” This action will send an alert to the Data Entry User that a revision

was requested.

I‘ Request Internal Revision

L3

() Provider Supervisor Comments

Comments:

[What is the statws of his job search?

(® Acceptance Criteria

Submat for DOS Review | il Request Internal Revision

[Spoll Check ] [Resae ] [5ave ]
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to [®] and Submits for [®|Receives Alert &[] Reviews & [®] Navigatesto [~ and Submitsfor | Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 4: Provider Supervisor to Review and Request Revision

The system will return to the Progress Summary Review Switchboard. The status of the Progress
Summary will change to “Internal Revision Requested.”

I nternal Revision Regueste I
i v Review Switchboard f

23
Actual Mesting Date: 03/03/2013 (Update Year 159}

Actual Mesting Date: 06/03/2014 (Full Year 159}
1 t 4 .
Fending Submasaon Ravis
- Ovardua
I I Mo Actien Requred/Pessting Raviam
04— —— —— —— —

06MA/Z013  CHDLI0NT  IUIOAINIS  ONO4S2016

.
Ha Action Required/Pending Review

Number of Progress Summanes
Mumber of Progress Summaries

1
B Aporoved
Pending Submissien/Revison
L]

404/2014
Due Dates

Due Dates

Actual Mesting Date: 06,/03/2014 (Full Year 15P)

® Brice will Incraase his rate of pay by 305, for the next 12 months.

Semi Anecal 04/04/2014 |

# Bruce will find a big activity he would ke to do at the beginning of sach quarter. Ha will then s O

Quarter 1 01/04/2014

Semi Annwal 04/04/2014

Quarter 3 07/03/2014

Annual ) | 10/6/2014

@ Bruce will serve meals ance & weel

Semi Anecal o4/04/2014 |

Annual O | 18/6/2014 |

Actual Meeting Dater 03/03/2013 (Update Year 15P) 2]

Progress Summary [

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

Quartar 1 060372013 |

Semi Aneual 03/01/2015 |

Quartar 3 14/30/2013 |

Annual gy | 03042016 |




Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to [ and Submits for [ | Receives Alert & Reviews & Navigates to |~ and Submits for | Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 5: Data Entry User Receives Alert and Navigates to Form

Data Entry Users will receive an alert.

Click “Revisions Requested for proposed Progress Summaries.”

Mass. o ok

Health and Human Services
Reports | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utilities | MT Utilities | SC Supervisor Tool

Pending
Tools > Alerts > Pending Alerts ~ Pending Alerts

Please be aware alerts will be automatically deleted depending on the alert message (between 7 to 60 d

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

ALERT SEARCH CRIT:-RIA
Subject: ‘ Click to sedect items from list
¥our search found multiple matches. Pleask selact the desired Alert,
Search:[ ] Show entrizs |
Select Date of Alert Alert Subject Alert Message
(m] 09/15/2015 Provider Supervisor has requested revision of proposed Progress Summaries. aries: Ni ne: Test,Bruce; ISP Meeting Date: 03/05/2015
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to and Submits for Receives Alert & Reviews & Navigates to and Submits for Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 5: Data Entry User Receives Alert and Navigates to Form

The system will redirect to the Progress Summary Review Switchboard.

I nternal Revision Regueste I

Click “Internal Revision Requested.”

Actual Mesting Date: 06/03/2014 (Full Year 159} Actual Mesting Date: 03/03/2013 (Update Year 159}

| = HERE

404/2014 06MA/Z013  CHDLI0NT  IUIOAINIS  ONO4S2016

Number of Progress Summanes
Mumber of Progress Summaries

Due Dates Due Dates

Actual Mesting Date: 06,/03/2014 (Full Year 15P)

@ Bruce will increass his rabe of pay by 30%, for the next 12 months.
Semi Anecsl 04/04/2014 |

.hol\I\ilﬂ-dngmmhmu‘owﬁu&h’md“mmwlth—lo

Guartar 1 I 01/04/2014

Semi Annwal | 04/04/2014

Quarter 3 07/03/2014

Annual © | 10/6/2014

@ Bruce will serve meals ance & wesk

Semi Annal 04/04/2014 I

Anvual | 1000612004 |

Actual Mesting Dater 83/03/2013 (Update Year 15P) =

[—— [

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

Quartar 1 o4/03/2003 |

Semi Aneual 03/01/2015 1

Quartar 3 113012043 I

Annual & | 03042016 |




Scenario: Complete a Progress Summary

Step 1
Data Entry User
Receives Alert &

Navigates to and Submits for
Form Internal Review

Step 2

Data Entry User
Completes Form

Step 3
Provider
Supervisor
Receives Alert &
Navigates to
Form

Step 4
Provider
Supervisor
Reviews &
Requests
Revision

Step 5
Data Entry User
Receives Alert &

Navigates to
Form

Step 6
Data Entry User
Completes Form
and Submits for
Internal Review

Step 7
Provider
Supervisor
Accepts and
Submits to DDS

Step 6: Data Entry User Completes Form and Submits for Internal Review

The system will display the Progress Summary. Review the Provider Supervisor Comments.

Progress Summary Form
Expand A | Collapse Al
@ Goal

@ Objective
@ Support Strategy

© Progress Summary

Previous Progress Summarias

rogre /2014 (Approved)
Bruce is working towards increasing his rate of pay by 30%, for the next 12 manths.

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

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

Partially Met ]

[Bruce is in the process of searching fer a different job placement_

(=) Provider Supervisor Comments

of the Objective:*

Are there any changes in

or supports to aid in achi

e recommer nded chihges at this time.

© Provider Supervisor Comments l

Comments:
What is the status of his job search? Additional details required.

@ Acceptance Criteria

Submit for Internal Review

45




Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to [ and Submits for [®|Receives Alert &[] Reviews & [®| Navigatesto [~ and Submitsfor || Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 6: Data Entry User Completes Form and Submits for Internal Review

Revise the Progress Summary to account for the comments made by the Provider Supervisor.

Back 10 ProQress Summary Revitw Switchbodrd

Progress Summary Form Objective Status:* Partially Met
Expand All | Collapse Al

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

@ Objective Bruce is in the process of searching for & different job placement. He has applied Lo three separale positions, IF he i$ offered any of the positions, he will achieve his increese in rele of pay. The

decision on his job placerment will be made prior ko the nesl progress Summery. An update wall be provided BL Lhat time)
@ Support Strategy

© Progress Summary
Previous Progress Summaries

Progress till 04/04/2014 (Approfed)
Bruc: ing towards increasingfhis rate of

Prog; 10/06/2014 (Afproved) W
Bruc: ing towards incgffasing his rate of

Selected Progress Sunfinary (Due Data: 0)

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

Describe what progress has been made tf | gy recosmmended changes at bhis time.

Bruce is in the arocess of Searching for 3 dillérent job A
|aacisian on his jb placernent will Be Made prio L5 the

W
A I
) Provider Supervisor Comments
Comments:
What is the status of his job search? Additional details required.
@ Acceptance Criteria
Soal e
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to [ and Submits for [®|Receives Alert &[] Reviews & [®| Navigatesto [~ and Submitsfor || Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 6: Data Entry User Completes Form and Submits for Internal Review

Click “Submit for Internal Review.”

Submit for Internal Reviaw

- X

\

Progress Summary Form

Expand &1 | Collapse all
@ Goal

@ Objective
@ Support Strategy

©) Progress Summary

s Progress Summaries

Progress till Mjouzuu (Approved)
Bruce is working towards increasing his rate of pay by 30%, for the next 12 manths.

I’mgres =1 || w,fuﬁjzum (Appm )
g his rate of pay by 20%, for the next 12 manths.

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

Objective Status:*

Des (nhe wlual progeess | has been made towards meeting this Objectives

aruce = of searching for 2 dierent job placement, He has applied ta thres sea aiferea any f the pasitions, he mill Ehieve his icrease in rate af pay. The
[Gcision o it o placeraent oil & mad Bor 1 he sint proiss Summary. A Upasta el e rovided 3t At 1]

Are there any d changes in i or supports to aid in achi of the Objective:*
Wo recamme nded changes at his time.

© Provider Supervisor Comments

Comments:
What is the status of his job search? Additional details required.

@ Acceptance Criteria

 [EmE==m)

47




Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to ™ and Submits for Receives Alert & Reviews & Navigates to and Submits for Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 7: Provider Supervisor Accepts and Submits to DDS

Provider Supervisor receives an alert indicating that the Progress Summary has been submitted for
internal review.

Click “Progress Summaries Submitted for Internal Review.”

Progress Sumrmaries Submitted for Intermal Review:

A

Mass. Gor £

Health and Human Services

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

ing
Tools > Alerts > Pending Alerts ~ Pending Alerts

Please be aware alerts will be artomatically deleted depending on the alert message (between 7 to 60 days

Consult the Process Management screans and Reports to manage all outstanding tasks.

ALERT SEARCH CRITERJA
Subject: ‘ Click to sedect items from list
¥our search found multiple matches. Please silact the desired Alert,
Search:[ ] Shore[10_¥] entries |
Select Date of Alert Alert Subject Alert Message
(m} 09/15/2015 Progress Summaries Submitted for Internal Review ne: Test,Bruce; Deadline to Submit Progress Summaries to DDS: 06/03/2015; ISP Meeting Date:02/04/2015
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to ] and Submits for Receives Alert & Reviews & Navigates to | and Submits for Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 7: Provider Supervisor Accepts and Submits to DDS

The system redirects to the Progress Summary Review Switchboard. Click “Submitted for Internal
Review.”

Submitted For Internal Review

Actusl Mesting Date: 03/ 05/2013 158}

:!._r]_f;.:gg“‘“ =

=
AV OWIIMS  IGTNS  SMBU0IE

Artual Mesting Date: 08/01/2014 (Full Year 159)

Number of Progress Summane:
LBl
Numbar of Progress Summanas

I_.nr_-g_-_umtunuumhmmm-u 12 months. — T e
| Bams Anewat Busaoie Argred Yiew Decument Histore L]

@ Bruce will find  big sctivity ha woald khe to do st the beginning of sach quarter. He will then s O / |
e e v e {
| Semi Anewal o4fosanie [ y Vi Dosumect Mistore -] |
Quarter 3 orjoaz0ne ] Aoprreed I [ e—— L] |
| Annual O 10061014 ] Acgeeed i Docurent Hitore e |
Semi Avesl ouovIoIe pr— [ ——— [Cie)

ot s dexzimen] / Yo Rztuncd ity L]

Actual Mesting Date: 03/03/ 2013 (Update Year 159)

Prigress Samenary Do Dt

@ Brece will increass his rale of pay by 30%, for the next 12 months.

pe [ b s : — r ﬂ I &=
Sem Aneusd oL/ View Document History | (e
Guarter 3 s | et Stated 1 e ——— i
Ancuad /o ot Sracted Vitne Documsent 1istory | [Lirc]
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to | and Submits for Receives Alert & Reviews & Navigates to and Submits for Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 7: Provider Supervisor Accepts and Submits to DDS

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

(=) Progress Summary
| Brevious Progress | |

PI Previous Progress Summaries I

Progress tll 04042014 (Approved)
Bruce is working towards increasing his rate of pay by 20%, for the next 12 manths.

Progress Gl 10/06/2014 (Approved)

1038, for the mext 12 manths.

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

Objective Status:®

Describe what has been made towards mesting this Obj
[Bruce i in Ene procets of sesthing for & diflernt job placement, He has 1590ed 1o Ehite segarate goutions. O e it Sared ny of the posiion, he will Schievd his increase ia rele of piy. The
[exciaaan on et job piscemant will e made prioe 0 Ehe meal BrOQREES SUMMANY. A% LUPdME wl be provaded b (Nt time.

Are there any changes resources or supports to aid in ach of the

Wos recommaended changes a1 this time.
)

=) Provider Supervisor Comments:

Comments:

[What is the status of his ob search? Adddions| detads required
-~

® Acceptance Criteria

[spet oo ] [ Reset ] [5ave |

| Submit for DDS Review || Request Internal Revissan |
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Scenario: Complete a Progress Summary

Step 1
Data Entry User
Receives Alert &

Navigates to
Form

Step 2
Data Entry User
Completes Form
and Submits for
Internal Review

Step 3
Provider
Supervisor
Receives Alert &
Navigates to
Form

Step 4
Provider
Supervisor
Reviews &
Requests
Revision

Step 5
Data Entry User
Receives Alert &

Navigates to
Form

Step 6
Data Entry User
Completes Form
and Submits for
Internal Review

Step 7
Provider
Supervisor
Accepts and
Submits to DDS

Step 7: Provider Supervisor Accepts and Submits to DDS

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

(=) Progress Summary
Previous Progress Summaries

Progress tll 04042014 (Approved)
Bruce is working towards increasing his rate gff pay by

Progress Hll 10,/06,/2014 (Approve
Bruce is working bowards increasing his, of pay by

Selected Progress Summary (Dyff Date: 06/03/2¢

Describe what

has been made toward:

[Bruce i on Eve procets of seasthing for & different job plicement,
[Becitasn 6 Pt job pibcement mll T+ Made price Lo Ehe weal progry

Objective Status:*

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

Partially Met

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)

Are there any recommended changes in strategies, resources or supports to aid in achievernent of the Objective:*
No recoemmendsd changes Bt this tine.
A
Are there any changes &
Rt recoememanded changes a1 ths tme.
w
(= Provider Supervisor Comments:
Commaents:
[What i the states of ha job search? Adddional detsds requined ~
v
(® Acceptance Criteria
[Spell Ghreck | [ Reset | [Save | | Submit for DDS Review || Request Intemal Revision |
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to and Submits for Receives Alert & Reviews & Navigates to and Submits for Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 7: Provider Supervisor Accepts and Submits to DDS

If the Provider Supervisor decides to submit the Progress Summary to DDS, there is no action
required in the Provider Supervisor Comments textbox. Do note, however, that the comments are

not visible to DDS.

(=) Progress Summary
Previous Progress Summaries

Progress till 04,/04/2014 (Approved)

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

Progress tll 10/06/2014 (Approved)
Bruce is working towards

increasing his rate of pay by 30%, for the next 12 manths.

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

Objective Status:®
Describe what

has been made towards meeting this j

[Bruce i in Ene Grocess of ssarching for 8 differant job pUcemant. He hus 3poid 1 Ehree Sesn
e wll

fdescitann on hi job pibcement will b+ Made Sric Lo the Al pOQrEss Summary. An update

rate poations. I fu is oMersd by of tee posiiond, he will Schieve his incraase ia rele of pby. The
be prowaded ak Ut tim.

Are there any changes in

resources or supports to aid in ach

Wos recommaended changes a1 this time.

=) Provider Supervisor Comments:

Comments:

W

l—>FE' Provider Supernsor Comments

[What is the status of his ob search? Adddions| detads required

-~

® Acceptance Criteria

[spet oo ] [ Reset ] [5ave |

Submit for DS Review | | Request Insemal Revision |
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form

Navigates to and Submits for Receives Alert & [  Reviews & Navigates to and Submits for
Form Internal Review Navigates to Requests Form Internal Review
Form Revision

Step 7
Provider
Supervisor
Accepts and
Submits to DDS

Step 7: Provider Supervisor Accepts and Submits to DDS

Click “Submit for DDS Review.”

| | Euhmitfm'[}[}EFtE'uiwi
]

(=) Progress Summary
Previous Progress Sunmaries

Progress till 04/04/2014 (Approved)
Brisce is working towards 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 30%, for the next 12 months,

Selected Progress Summary (Due Date: 06,/03/2015)
Objective Status:®
Describe what progress has been made towards meeting this Objective:®

[Beuce is in Ine process of searching Tor & @iererd job placement. He has appbed 1o three separele postions. [T he i oered sy of the positions, be will schieve P increase in rale of pay. The
[dcisiesn ot hes pot pllcermant wll be sade prise 16 Uhe Al Srogress Suhmbry. An LRAMS mill Be provided Bl ERAE Eime. -

Are there any in or supports to aid in of the

Mo recommended changes st this lime.

) Provider Supervisor Comments

® Acceptance Criteria

[Spoll Chedk ] [esot | (5w ]

T

Submet for DDS Review |l Request Internal 1 Revision
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Scenario: Complete a Progress Summary

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7
Data Entry User Data Entry User Provider Provider Data Entry User Data Entry User Provider
Receives Alert & Completes Form Supervisor Supervisor Receives Alert & Completes Form Supervisor

Navigates to [ | and Submits for [ Receives Alert &[] Reviews & [®| Navigatesto |~ and Submitsfor |~ Accepts and
Form Internal Review Navigates to Requests Form Internal Review Submits to DDS
Form Revision

Step 7: Provider Supervisor Accepts and Submits to DDS

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

Summary will change to “Submitted for DDS Review.”
I Submitted for DD'S Review I

Actual Mesting Date: 06/03/2014 (Full Year 159) Actual Masting Date: 03/05/2015 (Update Year 18}

lﬂfﬁm

4047201 CRIONIONS  OWOLI01S  1UDOINS  ONe4/IOLE

it
H
i
Numbaer of Progress Summaries

Due Dates Due Dates

Actial Mesting Date: 06,/03/2014 (Full Year ISP}

@ Bruce will increase his rate of pay by 300, for the next 12 months.
Semi Ansual 04042014

@ Bruce will find a big sctivity ha woald ke to do st the beginning of sach quarter. Ho will thes »

Quarter 1 01/04/2014
Semi Anewal 04/04/2014
Quarter 3 07/03/2014
anl | 10/04/2014
® Bruce will serve meals once a week 2
| Semi Aneal o4/04/2014
[ Annust @ | 10/06/2014 |

Actual Mesting Date: 037052015 (Update Year 159)

@ Brisce will increase his rabe of pay by 30%, for the next 12 months.
| Quartar 1 B | o4/aa/2013
Semi Aneual 03/01/2015
[ Cpunrtar 3 | 11/30/2015
| Annuat © 0/04/2016

W N Action Required | ¢ Panding Submission/Panding e @ Aspreved @ Grardus




Next Steps and Notes

Next Steps
Provider Data Entry Users and Provider Supervisors should continue tracking progress of the
Objective and Support Strategies. They may also begin entering data into upcoming Progress
Summaries, but will not be able to submit until 30 days prior to the due date.

Service Coordinators will be responsible for reviewing the Progress Summary. They will have the
options to approve or request revision to the Progress Summary based on acceptance criteria.

Provider Data Entry Users and Provider Supervisors can monitor the individual’'s Progress Summary
Review Switchboard to view the status of the Progress Summary.

Alerts
Provider Data Entry Users and Provider Supervisors will receive an alert if the Service Coordinator has

approved a submitted Progress Summary.

Provider Data Entry Users and Provider Supervisors will receive an alert if the Service Coordinator

requests revision of proposed Progress Summaries.

Health and Human Services

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

Pendi

ing Alerts
Taols - Alerts - Pending Alerts - Pending Alerts

(i)

Mass.ffor o o

IF.E‘I.-'iEinr'IE requested for proposed Progress Summarnss: | e

ALERT SEARCH CRITE|

Subject: | Click to select items from list

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

A

Recipient User:

Your search found multiple matches. Please

Date of Alert Alert Subject

lelect the desired Alert.

Show[10_] antres|

Alert Message

09/15/2015 Service Goordinator has requested revision of propased Progress Summaries I Revisions reques! ted for proposed Progress i V'me: Test,Bruce; ISP Meeting Date: 03/05/2015
3
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Key Considerations

e Availability of Progress Summary

o The availability of Progress Summaries in the system is the responsibility of the Service

Coordinator. The Progress Summary will only display in the system after the Service
Coordinator has marked the objectives as included in the ISP. If a Progress Summary
IS not yet available to you, please contact the Service Coordinator.

 Change of Progress Summary Frequency

0]

The Service Coordinator has the ability to change the frequency of Progress
Summaries for an objective, after consulting with the provider staff. If the Service
Coordinator changes the frequency from semi-annual to quarterly, the Provider Data
Entry will now be required to complete four Progress Summaries rather than two.

* Progress Summaries for Ended Services:

0]

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 for the annual ISP. We will
address this item in a future release.
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Scenario: Revise an Progress Summary



Scenario: Revise a Progress Summary

Description: Once DDS reviews and requests revision of a Progress Summary, Providers are
required to make revisions and resubmit the form to DDS for review.

Roles and Responsibilities:
* Provider Data Entry User: Submit a Progress Summary for Internal Review
* Provider Supervisor: Review a Progress Summary; Submit an Progress Summary to DDS Staff

Date of Approval 180 days after 15 days before next
in MEDITECH ISP meeting Planned ISP meeting
ISP Meeﬂng Semi-annual PS Annual PS Due
Due in 30 days in 30 days
— —
- A—() *—()
N \
—t” ——
MEDITECH Semi-Annual Annual
Approval Flag Progress Summary Progress Summary
* - Alert

(_I-) - Due Date




Scenario: Revise a Progress Summary

Step 1
Data Entry User
Receives Alert
& Navigates to 9

Form

Step 2 Step 3 Step 4
Data Entry User Provider Provider
Revises and Supervisor Supervisor
Submits for  |»|Receives Alert & »| Reviews and

Internal Review Navigates to

Form

Submits to DDS

Step 1: Data Entry User Receives Alert and Navigates to Progress Summary

Provider Data Entry Users and Provider Supervisors will receive an alert indicating that DDS has

returned a Progress Summary for revision.

Click “Revisions requested for proposed Progress Summaries.”

Revisions

vested for p
A

ress Summaries

Health and Human Services

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

Pending Alerts
Taols - Alerts - Pending Alerts - Pending Alerts

(i)

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.

Subject: ‘ Click to selact items from list

ALERT SEARCH CRITE(IA

Recipient User:

Mas. o ¥

Alert Subject

Service Coordinator has requested revision of proposed Progress Summaries

Your search found multipla matchas. Please Jalect the desired Alart.

Alert Message

l Revisions reques ted for proposed Progress

i V'me: Test Bruce; ISP Meeting Date: 03/05/2015

Show 1] entres
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Scenario: Revise a Progress Summary

Step 1
Data Entry User
Receives Alert
& Navigates to
Form

—pr

Step 2
Data Entry User
Revises and
Submits for
Internal Review

>

Step 3
Provider
Supervisor

Receives Alert & ¥

Navigates to
Form

Step 4
Provider
Supervisor
Reviews and
Submits to DDS

Step 1: Data Entry User Receives Alert and Navigates to Progress Summary

The system redirects to the Progress Summary Review Switchboard. Click “Reuvisiaon

Requested.” Revision Requested
o1 Review Switch
Cated 4 | Coecee
i
Actual Mesting Date: 06/03/2014 (Full Year ISF) Actusl Hasting Date: 03/05/2015 (Update Yesr ISP}
4 4
.. -
€ €
E E
@ @
i, _ I . | .
g - Agproved N g Wagproved X
Paridng Subimikton Ravisen Ferdeg Submeasion Ravdion
s W Overdue ~ k3 8 Cvarden N
H Mo Action Required Parsding Raview 3 11 1 YT I o Acticn Rsguired/Panding Raview
H H
L — o1 1 _— —— —
040472004 0602015 OWOL2913 113025 ONO42016
Cue Dates Due Dates
F 4
Actual Mesting Dater 04/03/2014 (Full Year I5P) I =
@ Bruce will increass his rate of pay by 30%, for the next 12 months.
[y —] | o4f0a2014 | Approved [ i Documant History (g
® Brues will find a big activity he would like te do at the beginning of sach quarter. He will then s O - o
Cearter 1 Guo4l204 Approved i Desumant History [Ce]
Semi Annusl 040412014 Approved Vi Documant Hishor (L]
Quearter 3 07/03/2014 Appegrend Viens Docymant History Lz
Annusl BEI2014 Approved Wi Secumant Higter: L]
® Druce will serve meals once a week
Seemi Aneanl 40412014 o] [ Migns Document Histore [}
Anusl_ 1070672014 Aoproved / | Miew Document Histore [Cee]
Actual Mesting Date: 03/03/2013 (Update Year I5P) V4 L
Progress Summary Crus Dats X
8 Bruca will increaia his rate of pay by 300, for the naxt 12 mentha. -
Quarter 1 06/00/2013 | 1 le'3ion Regyssied Vian Document Higtory (e}
Seenil Anual oaoLzNS Mot Starzed i Documant Mistory L]
Quarter 3 11/30/2013 ot Started Vi Dogumant Higtory [Lige]
| Anousl g 03/24/2016 bt Stactad it Documant Histary (L]

@ e Action Required «+ Panding Submission/Pending Review @ Approved @) Crardus
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Scenario: Revise a Progress Summary

Step 1 Step 2 Step 3 Step 4
Data Entry User Data Entry User Provider Provider

Receives Alert Revises and Supervisor Supervisor
& Navigates to % Submits for [»{Receives Alert & % Reviews and
Form Internal Review Navigates to Submits to DDS
Form

Step 2: Data Entry User Revises the Form and Submits It for Internal Review

The system will display the Progress Summary Form. By default all fields are expanded. Review the
Acceptance Criteria section and any comments entered by the SC to identify the requested revisions.

© Progress Summary
Previous Progress Summaries

Prngres s till 04/04/2014 (Approved)
uce is working towards increasing his rate of pay by 30%, for the next 12 manths.

I’mqms |I| 1“,’06,‘2\]14 (nppm )
g his rate of pay by 30%, for the next 12 manths.

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

Objective Status:* Partially Mat_ |
De cribe what pmgmsh hun mad ‘towar: d maaﬂ guusr jecti 'QIJ-BII!I"'hl
i 1 e proces of searing T  lcemen. He e apl I e separtspeson T b olerd ay f . s, il e i s i o oy o
dsci;u ym p jacement will be m-a pnﬂ u, the nest p pmgr!sa ppius ry update will be provided at that time. A
Yes
v
Are there any changes in ies, resources or supports te aid in achi of the Objective:* Mo
Mo recammended changes at this time.
A
Yes
(=) Acceptance Criteria Yes
v

© Provided Apervisor Comments A
Comment: -
© Acceptance Criteria I

5 Quaterly

Individualized Yes.
Includes Relevant Strengths and Nesds Yes
Identifies Oppartunity for Development No
Current Yes
Complete Yes
Comments:

The submittd progress summary form does not identify opportunities for development
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Step 2: Data Entry User Revises the Form and Submits It for Internal Review

Scenario: Revise a Progress Summary

Step 1
Data Entry User
Receives Alert
& Navigates to [
Form

Step 2
Data Entry User
Revises and
Submits for
Internal Review

>

Step 3
Provider
Supervisor
Receives Alert &
Navigates to
Form

>

Step 4
Provider
Supervisor
Reviews and
Submits to DDS

Revise the Progress Summary to incorporate the suggested revisions.

© Progress Summary
Previous Progress Summaries

I’mgress till 04/04/2014 (Approved)
e is working towards incre

Progress till 10/06/2014 (Approved)

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

asing his rate of pay by 20%, for the next 12 manths.

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

Objective Status:*

Describe what progress has been made towards meeting this Objecti

Partially Met |

[Bruce is in the process of searehi

ing for a dilferent job placement. He has applied Lo three separ sitio
|decision on his job placement will be made prior Lo the next pragress summary. An Updat e vl e e orovided ot that time.

5. IF he s effered any of the positions, he will achieve his increase in rale of pay. The
A

[The search is in itself &

Are there any recommendead changes in strat

ity for Beuee. 17 he is

ies, resources or supports to aid in achievement of the Objactive:*

in his pursuil, additional supparts will be provided to aid him

© Provider Supervisor Comments

Comments:

© Acceptance Criteria

Progress Summary Frequency
Individualized

Includes Relevant Strengths and Needs
Identifies Opportunity for Development
Current

Complete

Comments:

The submitted progress summary form does not identify opportunities for development

Submit for Internal Review
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Scenario: Revise a Progress Summary

Step 1 Step 2 Step 3 Step 4
Data Entry User Data Entry User Provider Provider
Receives Alert Revises and Supervisor Supervisor
& Navigates to % Submits for [»{Receives Alert & % Reviews and
Form Internal Review Navigates to Submits to DDS
Form

Step 2: Data Entry User Revises the Form and Submits It for Internal Review

Click “Submit for Internal Review.” | Submit for Internal Review

© Progress Summary
Previous Progress Summaries

Progress till 04/04/2014 (Approved)
Bruce is working towards 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 30%, for the next 12 manths.

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

Objective Status:* Partially Met V|

Describe what progress has been made towards meeting this Objecti
Bruce is in the process of searching for a dilferent Job placement. He has 2pplied Lo three separele positions. I7 he is offered any of the positions, he will achieve his increase (n rale of pay. The
|decision on his job placement will be made prior to the next progress summary. An update will be provided at that time. A
v
Are there any recommendead changes in strategies, resources or supports to aid in achievement of the Objective:®
e chis in itself a ity for Beuce. 17 he is in his pursull, additional supparts will be provided to aid him
N
v
© Provider Supervisor Comments
Comments:
© Acceptance Criteria
Progress Summary Frequency Quaterly
Individuzlized Yes
Includes Relevant Strengths and Needs Yes.
Identifies Opportunity for Development No
Current Yes
Complete Yes
Commaents:

The submitted progress summary form does not identify opportunities for development




Scenario: Revise a Progress Summary

Step 1 Step 2 Step 3 Step 4
Data Entry User Data Entry User Provider Provider
Receives Alert Revises and Supervisor Supervisor
& Navigates to % Submits for || Receives Alert & » Reviews and
Form Internal Review Navigates to Submits to DDS
Form

Step 2: Data Entry User Revises the Form and Submits It for Internal Review

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

Progress Summary will change to “Submitted for Internal Review.”]  Submitted For Internal Review
Progress Summary Review Switchboard /‘
. . .
. S
: S grwp?%‘.._
1L - JUCHE MACRECH

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

Som Annual | O40A/2014 | | Approved I Views Document Mistory L] ]
® Brusce will find a big activity he weuld like ts do at the beginning of sach quarter. He will then s
Quarter 1 | ou/oarz0n4 Apprmend View Documant Histsre [
Semi Annual 04/04/2014 Apgromd Vimw Cogurmant Histore |
| Cuartar 3 /03204 ] J Vi Bosumant Histere G
Annual O 10/06/2014 Aopeoved I Histry [
L 4 o Cotument
@ truce will serve meals oncoe s week .
| Semi Annual I T4/04/2014 | [ Apgroved | Histore [ L]
anust O | 107062014 | | Approved / | View Dosument History | [Cee]
Actsal Mesting Date: 03/05/2015 (Update Year I5P) ’ A
I T — g oy e
| @ Bruce will increase his rate of pay by 309, for the next 12 months.
Guartar 1 06/03/2005 Vi Dosument History [
Semi Annual | o9ionz008 Vi Document Mistory (|
| Guarter 3 14/30/2045 Mot Started Hishsre W
[ Annust @ 3082006 Mot Started History L]

@ o Action Reguired 1 Punding Submission/Panding Review @ Approved @ Gverdus




Scenario: Revise a Progress Summary

Form

Step 1 Step 2 Step 3 Step 4
Data Entry User Data Entry User Provider Provider
Receives Alert Revises and Supervisor Supervisor
& Navigates to (% Submits for [»{Receives Alert & F¥» Reviews and

Internal Review

Navigates to
Form

Submits to DDS

Step 3: Provider Supervisor Receives Submission Alert and Navigates to Form

Provider Supervisor receives an alert when the Data Entry User submits a Progress Summary for

internal review.

Click “Progress Summaries Submitted for Internal Review.”

Health and Human Services

Progress Sumrmaries Submitted for Intermal Review:

A

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}

[m] 05/15/2015

Date of Alert

Please be aware alerts will be artomatically deleted depending on the alert message (between 7 to 60 days

Subject: ‘ Click to select items from list

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

ALERT SEARCH CRITERJA

Recipient User:

Mass. Gor £

Alert Subject

Progress Summaries Submitted for Internal Review

¥our search found multiple matches. Please silact the desired Alert,

Alert Message

Shon[10_] enties|

ne: Test,Bruce; Deadline to Submit Progress Summaries ko DDS: 06/03/2015; ISP Meeting Date:03/04/2015
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Scenario: Revise a Progress Summary

Step 1 Step 2 Step 3 Step 4
Data Entry User Data Entry User Provider Provider
Receives Alert Revises and Supervisor Supervisor
& Navigates to % Submits for | Receives Alert & » Reviews and
Form Internal Review Navigates to Submits to DDS
Form

Step 3: Provider Supervisor Receives Submission Alert and Navigates to Form

The system will redirect to the Progress Summary Review Switchboard.

Click “Submitted for Internal Review.” | Submitted For Internal Review |
E kS g 2
£ Rt meon H e
‘i: N Acton Requirsd/Pending Review E 1/1 H P K Action ing v

@ Brucn will introase his rate of pay by 200, for the naxt 12 months. |

Semi Annual B/oA/2014 Approved g1 Histary ] |
— B _— — r i

® Brusco will find & big activity he would like ta do st the beginning of sach quarter. Ho will then s (% y i
| Quarter 1 01042014 Approved I History [y

Sarmi Annual 40412014 Aggrd F i View Document History [Cge]

Quartar 3 | o7jaaI004 Approved Vinws Document Histery (Ui}

Annual @ 10/06/2014 Apgroved iy Doumant Histore [(e]
e — i

o will serve meals GRe & e e e e SRR N : _
| Semi Aneual 04/04/2014 | | Appeoved | Histire [ [

Annual @ | A0/OR/ 2004 | 1 Approved / | Vi Gpcuenant Higtory | (L]

Actisal Mesting Date: 03/05/2015 (Update Year ISP} J
Staty's Document Histiry [ ——

| @ Brusce will increase his rate of pay by 309, for the next 12 months. =

Quarter 1 ! /2003 ! W Mo Bosumant Histary ]

Semi Annual | 09012005 | Mot Stacted Miew Document History [Cye]
| Quarter 3 11/30/2015 | Bok Sarted Vimw Cosurment Histere L]

Annual @ OO4/2016 | bigt Szacted History L]

@ o Action Reuired 0 Panding Submission/Perding Revien @ Approved @ Overdue




Scenario: Revise a Progress Summary

Step 1 Step 2 Step 3 Step 4
Data Entry User Data Entry User Provider Provider
Receives Alert Revises and Supervisor Supervisor
& Navigates to (% Submits for | Receives Alert & » Reviews and
Form Internal Review Navigates to Submits to DDS
Form

Step 4: Provider Supervisor Reviews and Submits to DDS

The system will display the Progress Summary. By default all fields are expanded.

Review the Acceptance Criteria section to identify what revisions had been requested.

(=) Progress Summary
Previous Progress Summaries

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

ﬁvqr-u till 10/06/2014 (Approved)
is working towards increasing his rate of pay by 30%., for the next 12 months,

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

Objective Status:®
Describe what progress Insh-lm md towards meeting this Objective:*
[Beuce i in the process of dilfer . He has spphed b pestisna If e it ered aay of he pestions, e will schievs N incresse i rie o pay. The
[aecision en »wuumyu»mmummm A1 upsate w be provised At that & -
Are there any ded changes in or supports to aid in ach of the Objects
[Tha job placament search is in aied & When in his pursei, suppor preested £ i um, n
i

# Provider Supervisor Comments

(=) Acceptance Criteria
Progress Summary Frequency Quaterdy
Individualized Yas
Includes Relevant Strengths and Needs Yes
Identifies Oppartunity for Development o
Current Yes
Complate Yas

Comments:

The subemitted progress summary form does not identify opportunities for development

[opel heck ][Rt ][ Smve ] [ Sboitfor 008 Review | | Reuest Incermal Revisen |
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Scenario: Revise a Progress Summary

Step 1 Step 2 Step 3 Step 4
Data Entry User Data Entry User Provider Provider
Receives Alert Revises and Supervisor Supervisor
& Navigates to (% Submits for | Receives Alert & » Reviews and
Form Internal Review Navigates to Submits to DDS
Form

Step 4: Provider Supervisor Reviews and Submits to DDS

Review the Progress Summary to validate that the requested revisions have been made.

(=) Progress Summary
Previous Progress Summaries

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

Pﬂlﬂr-u till 10/06/2014 (Approved)
is working towards increasing his rate of pay by 30%., for the next 12 months,

Salected ress Summary (Due Date: 06/03 /2015

Objective Status:* Partially Mt ]
Describe what progress Insl:-lm md towards meeting this Objective:*
[Beuce i in the process of dilfer . He has spphed b pestisna If e it ered aay of he pestions, e will schievs N incresse i rie o pay. The
[aecision en »wuumwwu\-mummw A1 upsate w be provised At that & -
Are there any ded changes in or supports to aid in ach of the Ob
[Tha job placament search is in aied & When in his pursei, suppor preested £ i um, n
i

# Provider Supervisor Comments

(=) Acceptance Criteria
Progress Summary Frequency Quaterdy
Individualized Yas
Includes Relevant Strengths and Needs Yes
Identifies Oppartunity for Development o
Current Yes
Complate Yas
Comments:

The subemitted progress summary form does not identify opportunities for development

] [es (] e [r hoo ]
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Scenario: Revise a Progress Summary

Step 1 Step 2 Step 3 Step 4
Data Entry User Data Entry User Provider Provider
Receives Alert Revises and Supervisor Supervisor
& Navigates to (% Submits for | Receives Alert & » Reviews and
Form Internal Review Navigates to Submits to DDS
Form

Step 4: Provider Supervisor Reviews and Submits to DDS

If all the requested revisions have been applied, click “Submit for DDS Review.”
NOTE: Provider Supervisor can Request Internal Revision again if needed.

| Submit for DDS RE\riewi
]

A

(=) Progress Summary
Previous Progress Summaries

Progress till 04/04/2014 (Approved)
Bruce is warking towards increasing his rate of pay by 30%, for the next 12 manths,

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

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

Objective Statuns
Deseribe what progress has been made towards meoting this Ob
[Beuc is in tha procen of a difterent Ha ik i o Parate peiskiond. 1 he W Sfered dery of the poaliced, he wil BChave hil increas in rate of pby, The
decision on N job pacement will De made f7i0r [0 e Nest OGIEES SUMMAry. AN UPSIE wal he provided Bl ERat time. -
i
Are there any oh ] or supports to aid in of th
[The job placement search is in A3l a develspment spporteny for Bruce. 1F he n i pursed, uppoets will be provided Lo aid him.
|
i

(# Provider Supervisor Comments

() Acceptance Criteria

Prograss Summary Fraquency Quatardy
Individualized Yes
Includas Relavant Strangths and Needs Yas
Identifies Opportunity for Development [
Cusrrent Yes
Complate Yas
Comments:

The subemitted progress summary form does not identify opportunities for development

[pell check ] [Reser | [save ]

Submit for DDS Review [l Request Intemal Revis:

ion
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Scenario: Revise a Progress Summary

Form

Internal Review

Navigates to
Form

Step 1 Step 2 Step 3 Step 4
Data Entry User Data Entry User Provider Provider
Receives Alert Revises and Supervisor Supervisor
& Navigates to (% Submits for | Receives Alert & » Reviews and

Submits to DDS

Step 4: Provider Supervisor Reviews and Submits to DDS

The system redirects to the Progress Summary Review Switchboard. The status of the Progress
Summary changes to “Submitted for DDS Review.”

| Submitted for DDS Review I

Review
Cuied A3 | Cofegie &3
b
Actual Mesting Date: 06/03/2014 (Full Year 159} Actusl Masting Date: 0370572015 (Update Year 15P]
E E
"
3 3
H H
E E
E £
5 5
@ @
i, _ i, | | |
E wagproved " g
Panideng Subvminsion Revisan
= ®Overdue ) % .
g N Action Regquired/Panding Raview g i1 I e
° I b — —— —t —
Q42004 CRO0I3  OWOL2013  IUM201S  OON2016
Due Dates Due Dates

Actual Mesting Date: 06/03/2014 [Full Year I5P)

s
@ Bruce will increase his rate of pay by 30%, for the next 12 menths. |
Sami Annual I /0412014 [ Aspeaved L] ]
® Bruce will find a big activity he weuld like b do at the beginning of each quarter. He will then s o ]
Quarter 1 | 01/04/2014 Aapraeed [Cipe]

Semi Aneual | 040472014 e [Tl
Qurtar 1 | 07/03/2014 Aeprarod W
Annual gy | 10/06/2014 Approved L]
® Bruce will serve meals once a wes 1
Sami Annual o4/04/2004 Apprwcad View Document Mistory L] |
Annual 10/06/2014 Saprrend it Ducumant Histary [Lpee] |
Actual Mesting Dater 03/05/2015 (Update Year I59) ! ~
Progress Summary Dre Date Status Docwment History Print Docement
@ Bruce will increase his rate of pay by 30%, for the next 12 menths. |
Guartar 1 06/03/2015 n Submisted for D08 Bavien I Wit Ducumant Histary [Llpe] |
Saml Annual oH/01/2013 \ierw Oncument Mistory [Lipe]
Quartar 3 Bt Stasted Mian Documant Histery [Lip-]
Aneusl gy ot Stacted View Documant History | [Lip] |

@ Mo Action Required © Panding Submission/Panding Raview @ Approved @ Overdus
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Next Steps and Notes

Provider Data Entry Users and Provider Supervisors should continue tracking progress. If desired, it is
possible to access the next Progress Summary and record information in it. It is not possible, however,
to submit a Progress Summary until 30 days prior to the due date.

DDS Staff will be responsible for reviewing the Progress Summary, and approving or requesting
additional revision.

Provider Data Entry Users and Provider Supervisors are able to monitor the individual’s Progress
Summary Review Switchboard to view the progress of any revisions.

The status of a Progress Summary changes to “Approved” when DDS Staff has approved the
Progress Summary.

Provider Data Entry Users and Provider Supervisors receive an alert when a Service Coordinator
approves all of an individual's proposed Progress Summaries.

If an objective is identified as in Met or Discontinued status in a Progress Summary during an ISP
update year, the objective will be recalled in the subsequent year.
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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 or Annual
Progress Summary, subsequent Progress Summaries for that objective will not be required.

* Inthe 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 Dacument History (e

Semi Annual 09/01/2015 Submitted for DDS Review View Daocument History

Quarter 3 11/20/2015 Mot Started View Dacument History ﬁ

Annual 03/04/2016 Not Started View Document History WA
@ Bruce will increase his rate of pay by 30%, for the next 12 months.
Quarter 1 06/03/2015 d view Document History WA
Semi Annual 09/01/2015 Approved View Document History i)

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




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 ente_r 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 L
of revision
ISP Mailed to ISP Team Service Coordinator 45 Days . No
after the ISP meeting

Semi-Annual Progress Summary Due SRS CEVEINEILTS & 180 Days after the ISP Meeting Yes
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Chapter 3 Summary

This Chapter covered:

Overview of Progress Summaries
Progress Summary Review Switchboard
Scenario: Complete a Progress Summary
Scenario: Revise a Progress Summary
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Chapter 4: Progress Summary Report
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s O Chapter 4 Overview

IS

This Chapter will cover:
e Scenario: Accessing the Progress Summary Report
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Scenario: Accessing the Progress Summary Report



Scenario: Accessing the Progress Summary Report

Description: The Progress Summary Report provides information about the Progress Summary
submission, review and approval process. The report aggregates progress summaries based on
their due date and enables you to identify upcoming or overdue progress summaries. It is a
consolidated view of the status of the progress summaries assigned to you.

Roles and Responsibilities:
* Provider Data Entry User: Generate and view a report
* Provider Supervisor: 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
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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 “Reports” in the second level menu.

Reports

|

Health and Human Services

Individual Search | Review Process Management

ISP > Menu Selection

| Reports

ISP Data Extracts | References

Please Select a Menu Item

Mass. jov =
s =111l

79



Scenario: Accessing the Progress Summary Report

Step 1
Navigate to ISP
Module and
select “Reports”

Step 2
Select “Progress
Summary Report”

Step 3 Step 4
Select Search Select “View
Parameters Report”

Step 5
View Summary
Report details

Step 6
Print Progress
Summary
Report

Step 2: Select “Progress Summary Report”

Select the “Progress Summary Report” link.

I Progress Summary Report I

A

Health and Human Services

Individual Search | Review Process Managemen
ISP > Reports List

t | Reports | ISP Data Extracts | References

Summary teports

Reports

Reports List

Description

ISP Summaryl Report

Displays information for actions leading up to the ISP meeting for plans with an Actual Meeting Data

Progress Summary Report

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

specified on the report

Mass.jov =
¢ Sl
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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 Report” Report details Summary

—> —> —>
select “Reports” Report

Step 3: Select Search Parameters

The system redirects to the Progress Summary Report.

Select the date from the calendar dropdown for the “From ISP Date” and the “To ISP Date” fields.

Please note these fields are calculated based on the Progress Summary due date.

o2 e
IFrum Date: * el i To Date: # L GI
Health and Human Services Mass.{fr.wnff;%

Individual Search | Review Process Management | Reports | ISP Data Extracts | References

ISP > Reports List > Progress Summary Report
% :
e . G d UINCe

To Date: # &

Objective Status: | Select Objective Stalus

Provider: | ﬂ

Report Display Option: |Collapse All

Security Group:

Document Status:

v.|
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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
MOd‘L‘J|e 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 *  Security Group
*  Objective Status  Document Status
Area Office: | Select Area Office
Provider: | V| Security Group: hd
Objective Status: | Select Objective Status Document Status: V| — —
Health and Huma , . Mass./jov =
Report Display Option: | Collapse all h T
 1ome [om [pan [157
Individual Search | Review Process Management | Reports | ISP Data Extracts | References
ISP > Reports List > Progress Summary Report 1
| Repo| t Filters
From Date: * | ‘ ] To Date: # | |3 Li]
Area Office: | Select Area Office
Provider: | ﬂ Security Group: hd
Objective Status: | Select O :_jec‘.%‘-.-‘e Status Document Status: b
Report Display Option: |Collapse All V|
TR REpOTe [Reser
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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 Report” Report details Summary
13 ” _’ _» _’
select “Reports Report
Step 4: Select “View Report”
Click “View Report.”
| View Report I
Health and Human Services Mass..f;ﬂ-ru/_-i_i.;
[am [pan (150 [ apran [ 100
Individual Search | Review Process Management | Reports | ISP Data Extracts | References
[SP > Reports List > Progress Summary Report
Re| ort Filters
From Date: * |10.-fu4f2015 |gﬂ To Date: * ‘11!25;’2015 |3 0
Area Office: | Select Area Office
Provider: | V‘ Security Group: e
Objective Status: | Select Objective Status Document Status: W

Report Display Option: |COIlapse All

v

View Report Reset
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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 will display 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

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




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/view the Progress Summary details on the Reports page.

Tte Commonuealth a{ Massactiusetts 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: MN/A
Provider: Objective Status: All
Document Status: All
American Training
Individual Name | Eligibility # SC Name | SC Supervisor Actual Mext Planned Next ISP ISP Year Overall Total
Name Meeting Meeting Date Deadline
o] Coordinator, 08/30/2014 (11/24/2015 11/24/2015  |Full Year Total Objectives: 2
Service Total Progress Summary: 2
o] Coordinator, 08/30/2013 [11/24/2015 11/24/2015  |Full Year Total Objectives: 2
Service Total Progress Summary: 2
] Coordinator, 06/03/2014 |11/28/2015 |11/28/2015 |Full Year Total Objectives: 2
Service Total Progress Summary: 2
M Coordinator, 08/30/2014 [11/28/2015 |11/28/2015 |Full Year Total Objectives: 2
Service Total Progress v: 2
= Coordinator, 08/30/2014 |11/28/2015 11/28/2015 Full Year Total Objectives: 2
-+ Service Total Progress Summary: 2
h =] 11/12/2014 11/12/2015 - Total Objectives: 1
Test, Bruce Total Prog yv: 1
Progress Request Date| Due Date Initial Initial SC Most Recent Date of Last MNo. of Date Approved Objective Status
Summary b Date Document Revision Revisions
Il find a b ¥ id 1 1 Dni'e States
. Bruce will find a bi tivity he ke ¢ at the
Objective: | o inning of sach Quarter. He will then s
Annual |06,-’15J'2015 | 10/28/2015 | Not Started 0




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 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 Pl 4 |100% vl | Find | Nex] [, - F0 > d

i PDF |
Word

Tlie (Zommonwealth of Massachusctes

Department of Developmental Services

Document Map

EWProgress Summany Report

Newton/South Morfolk

NOTE: The PDF will print the exact image displayed on the Reports page. If the Progress
Summary Report is shown with expanded information, all of that information will be printed.




Next Steps and Notes

The Progress Summary Report will be by used by Licensing to track Provider’'s compliance with the
Progress Summary regulations. Providers, however, will receive a grace period. Licensing will not
begin to track compliance until six months have passed.
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s OSA Chapter 4 Summary

IS

This Chapter covered:

Accessing a Progress Summary Report

88



	Slide Number 1
	Slide Number 2
	Chapter 3 Overview
	Slide Number 4
	Progress Summary Workflow 
	Timeline  for Completion of Progress Summary
	Timeline  for Completion of Progress Summary
	Timeline  for Completion of Progress Summary
	Progress Summary Roles and Responsibilities
	Slide Number 10
	Navigate to the PS Review Switchboard
	Navigate to the PS Review Switchboard
	Progress Summary Review Switchboard
	Features of the PS Review Switchboard
	Features of the PS Review Switchboard
	Features of the PS Review Switchboard
	Features of the PS Review Switchboard
	Features of the PS Review Switchboard
	Features of the PS Review Switchboard
	View / Print ISP Tab
	View / Print ISP Tab
	Slide Number 22
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Scenario: Complete a Progress Summary
	Next Steps and Notes
	Key Considerations
	Slide Number 57
	Scenario: Revise a Progress Summary
	Scenario: Revise a Progress Summary
	Scenario: Revise a Progress Summary
	Scenario: Revise a Progress Summary
	Scenario: Revise a Progress Summary
	Scenario: Revise a Progress Summary
	Scenario: Revise a Progress Summary
	Scenario: Revise a Progress Summary
	Scenario: Revise a Progress Summary
	Scenario: Revise a Progress Summary
	Scenario: Revise a Progress Summary
	Scenario: Revise a Progress Summary
	Scenario: Revise a Progress Summary
	Next Steps and Notes
	Next Steps and Notes
	Next Steps and Notes
	Chapter 3 Summary
	Slide Number 75
	Chapter 4 Overview
	Slide Number 77
	Slide Number 78
	Slide Number 79
	Slide Number 80
	Slide Number 81
	Slide Number 82
	Slide Number 83
	Slide Number 84
	Slide Number 85
	Slide Number 86
	Next Steps and Notes
	Chapter 4 Summary

