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



New Trigger for Locking the ISP in HCSIS



New Trigger for Locking the ISP in HCSIS

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

Previous Functionality New Functionality

Trigger for Once 150 days have passed since the Once an Area Office Director (AOD) approves

Locking the ISP Meeting Date, the plan will be
ISP in HCSIS  automatically locked in HCSIS.

an ISP in MEDITECH, the plan will lock in
HCSIS. Alternatively, if the approval has not
been submitted in MEDITECH and 150 days
have passed since the ISP Meeting Date, the
plan will automatically lock in HCSIS, per
current functionality.

Date of Approval
in MEDITECH

ISP Meeting

135 days after Due Date
ISP Meeting Date

*-

MEDITECH
Approval Flag

* *x

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

* - Alert
(i) - Due Date




Lock Icon on the Individual Dashboard



Lock Icon on the Individual Dashboard

An ISP Lock Icon will appear on the Individual Dashboard.

Hls Objectives Meodifications View/Print ISP

Test, Bruce

ISP Meeting Details [*}

Planned Meeting Date: 08/ 4
Meeting Time: 10:00 AM

Meeting Location:
Actual Meeting Date: 06/03/2014

Full Year ISP

Area Office Directors and Area Office Director Designees have the ability to manually
unlock plans, if needed. The ISP should only be unlocked, however, to make minor
corrections or a correction needed in response to an appeal. Contact the service
coordinator to make this request.
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This Chapter covered:
* New Trigger for Locking the ISP in HCSIS
* Lock Icon on the Individual Dashboard
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Chapter 6 Overview

This Chapter will cover:

Overview of Modifications
Scenario: Provider Initiates a Modification
Scenario: Reviewing and Revising Modification
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Overview of Modifications



Modifications Process

Modifications are used to make changes to a locked ISP document

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

0 Any change in the Goals for an individual

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

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

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

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

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

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

Modifications are used to make changes to a locked ISP document

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

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

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

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

ISP Meeting is Held

Area Director
Approves /Disapproves
Modification

ISP is approved and
locked in HCSIS

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

The ISP module provides an efficient mechanism for streamlining the
Modification submission process. It allows Provider and DDS staff to

coordinate the review, revision, acceptance and approval of a Modification

per DDS Regulations.
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Modifications Roles and Responsibilities

Provider Roles and Responsibilities
* Provider Data Entry User

o N/A
* Provider Supervisors Role

o Initiate a Modification

0 Revise a Modification

0 Submit for DDS Review
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Navigating to Modifications

Click Modifications Tab on Individual Dashboard

Navigate to the Modifications Review Switchboard from the Individual Dashboard. On the Individual

dashboard, click the “Modifications” tab

Modifications

f

Demographic Information
SSN:

Eligibility:

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

ISP Dashboard ISP Meeting Details Vision Assessments Goals Objectived Modifications View/Print ISP
- pExpand this section to see ISP timeline
>
Region/Area Office: Metro/Greater Boston Test'r Bruce Service Coordinator: Coordinator, Service

ISP Deadlines
Meeting Deadline: 03/04/2015
Semi Annual Review Date: 09/01/2015

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

Last Shared On: 09/01/2015

Objectives & Support Strategies
Status: Approved
Due Date: 02/17/2015

Pending Provider Submission: 0/2

Pending DDS Review: 0/2

Meeting Location: | ,;2 Next ISP Meeting Deadline: 03/04/2016
Actual Meeting Date: 03/05/2015
Update Year ISP
Vision 3 (@ Goals

Status: Created

Due Date: N/A

Last Updated On: 08/21/2014

=) Assessments =}
Status: Approved
Due Date: 02/17/2015
Pending Provider Submission: 0/3

Pending DDS Review: 0/3

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

16



Scenario: Provider Initiates a Modification



Scenario: Provider Initiates a Modification

Description: Provider Supervisors can initiate an Modification once a Full or Update Year ISP has
been locked. A single modification initiated by a Provider can include any combination of the
following elements: Goals, Objective Support Strategy, Residential Support / Behavior Plan / Other

Roles and Responsibilities:
* Provider Data Entry User: N/A
* Provider Supervisor: Initiate a Modification

e
Dateof @ TT—-T-——==—-=-=-=
Approvalin I [FNOT APPROVED | 90 Days Prior to Next
VEDITECH 1 JNMEDITECH | ISP Meeting
ISP Meeting 150 Days
X - Alert
(f‘\ p—
) -Due Date *‘----* (1)
MEDITECH Automatically No more modifications
Approval Flag Locked can be completed to
present year ISP
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Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

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

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

Modifications

T

ISP Dashboard | ISP Meeting Detalls | \ision | Assessments. | Goals | Dbije i Madifications l. w/Pring ISP

P pExpand this section to see ISP timeline

[ 32
Region/Area Office: Metro/Greater Baston &'l’est‘I Bruce Service Coordinator: Coordinator, Service
Demeographic Information ISP Meeting Details [ ISP Deadlines
SSN: Planned Meeting Date: 03/04/2015 Meeting Deadline: 03/04/2015
Ellgibllity: Meeting Time: 10:00 AM Sami ﬁ_\nmml Review Date: nn.rn_ij?nls
Meating Lacation: _{! MNext ISP Meeting Deadline: 03/04/2016

Actual Mecting Date: 03/05/2015

Update Year ISP

Vision "} @ Goals
Status: Created
Due Date: N/A

Last Updated On: 08/21/2014

Objectlves & Support Strategles

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




Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

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

The system will redirect to the Modifications Review Switchboard. Click “Add New Modification.”

Add New Modification

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

Modifications Review Switchboard Update Year ISP

No modification created

Add New Modification
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Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

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

The system will display the Modification Details screen.

ISP Dashboard | ISP Mesting Details  Vision Assessments | Goals | Dbjectives Modifications | View/Print I8

k to Modlfications Review Switchboard

Modification Details »
Expand A1 | Collapea Al

Modification Reason: *

There has been a change In Bruce's drcumstances that requires his goals and objectives & suppert strategles to be updated.

: Modification Detailsl Update Yaar 15P

= Goals
Original Entry New Entry Created On Created Dy
Mo medifications for goals created.
Add View/Edit Delete
Goal Modification Goal Modificati | Goal Modificati

(=) Objectives & Support Strateqies

Original Entry New Entry Created On Created By
No modifications for objeclives created,

View/Edit
L iscEsteciiicasaniy Lo feack:

Delate

=) Residential Si t / Behavior Plan / Other

original Entry MNew Entry Modification Type Created On Created By

No ather modifications created.
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Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

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

Insert comments into the Modification Reason text box.

ISP Dashboard | ISP Mesting Details  Vision Assessments | Goals | Dbjectives Modifications | View/Print I8

Back to Modifications Review Switchboard

Modification Details Update Year ISP
Expand A1 | Collapea A1l

Modifcation Reason: * 1 >| Modification Reason: * I

There has been a change In Bruce's drcumstances that requires his goals and objectives & suppert strategles to be updated.

= Goals
Original Entry New Entry Created On Created Dy
Mo medifications for goals created.
Add View/Edit Delete
Goal Modification Goal Modificati | Goal Modificati
(=) Objectives & Support Strateqies
Original Entry New Entry Created On Created By
No modifications for objeclives created,
Wiew/Edlt Delete
L ReEstediicasanis aug tilia
(=) Residential Support / Behavior Plan / Other
original Entry MNew Entry Modification Type Created On Created By

No ather modifications created.




Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 3: Select Elements to Modify

Decide which elements require modification: A.) “Goals” B.) “Objectives & Support Strategy” and/or
C.) “Residential Support / /Behavior Plan / Other.”

ISP Dashboard | ISP Mesting Details  Vision Assessments | Goals | Dbjectives Modifications | View/Print I8

Back ta Modifications Peview Switchboard

Modification Details Update Year ISP
Expand &1 | Collap A1

Modification Reason: *

There has been a change In Bruce's drcumstances that requires his goals and objecthveging @ G oa I s I

Original Entry New Entry Created On Created Dy

/VI (=) Objectives & Support Strategiesl | [ e beite

| Goal Modificati

Mo medifications for goals created.

 pzrre—— ; ]

Original Entry New Entry Created On Created By

No modifications for objectives created,

Residential Support / Behavior Plan / Dtherlwew,_m_ ———

ior Plan / Other

original Entry MNew Entry Modification Type Created On Created By

No ather modifications created.




Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals

Select “Add Goal Modification” to initiate a modification to goals.

Add
Goal Modification

=l Objectives & Support Strategies

= Residential Support / Behavior Plan / Other




Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals

The system will display the Goals pop-up screen. All of the goals that have been included in the ISP
document display on this screen.

Modify Goals

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

Goal Title Date Identified Identified By Created By Updated By Update Year Status

Money Management 08/21/2014

Individual Current

Community Involvement 08/21/2014 Individual current
—

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

Goal Title:*

Goal:*

Date Goal Identified:*

=1}

Goal Identified By:*

Update Year Status:* New

Spell Check || Reset || Save Save and Close




Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals

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

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

Goals @ Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Update Year Status
Money Management 08/21/2014 Individual current
Community Involvement 08/21/2014 Individual current
r 1
. = View/Edit Goal || Delete Goa| | Add Goal |
I Wiew/Edit Goal I< —> | Add Goal

Goal Title:*
Goal:*

Date Goal Identified:*

=1}

Goal Identified By:*

Update Year Status:* New

Spell Check || Reset || Save Save and Close




Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 1: Adding a New Goal

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

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

Goal Title Date Identified Identified By Created By Updated By Update Year Status
Money Management 08/21/2014
- Goal Title:* Community Membership
Community Involvement 08/21/2014
View/Edit Goal Deletew
Goal Title:* Community Membership I
Goal:*

Date Goal Identified:*

~

Goal Identified By:*

Update Year Status:* New

Spell Check || Reset || Save Save and Close




Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 1: Adding a New Goal

Enter the goal description in the Goal text box.

By February 2016, Bruce will have participated in two activities per month
Modify Goals

I and one new actlvity per quarter
Test, Bruce SSN #

Goals @
Goal:*
Goal Title Date Identified
Money Management 08/21/2014
Community Involvement 08/21/2014

Goal Title:* Community Membership
By February 2016, Bruce wil ave participated in two activities per monti
and one new activity per quarter

Goal:*

Date Goal Identified:* ]

Goal Identified By:*

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

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section
Select Enter Modification Element Other Element/s And Submit
“Modifications” Reason
Step 4: Complete Modification of Element
A.) Goals
Option 1: Adding a New Goal
Select a date in the “Date Goal Identified” calendar drop down.
Modify Goals [ x]
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals @ Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Update Year Status
Money Management 08/21/2014 Individual Current
Community Involvement 08/21/2014 Individual Current
| view/Edit Goal || Delete Goal || Add Goal
Goal Title:* Community Membership
By February 2016, Bruce will have participated in two activities per month
and one new activity per quarter
Goal:* -
I Date Goal Identified:* 1072972015 m I
| Date Goal Identified:* 10/29/2015 = | I )
Goal Identified By:*
Update Year Status:* New
Spell Check || Reset || Save | Save and Close
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Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section
Select Enter Modification Element Other Element/s And Submit
“Modifications” Reason
Step 4: Complete Modification of Element
A.) Goals
Option 1: Adding a New Goal
Select an option from the “Goal Identified by” drop down.
Modify Goals | x|
Goals @ Update Year ISP
Identified By _ Created By o Updated By Update Year Status
Guardian view/Edit Goal || Delete Goal .;u.m Goal
coame:| | Service Coordinator
II'IdiVidLla| in Bvo activities per month
Provider
Goal:*

Date Goal Identified:*
Goal Identified By:*

Update Year Status:* Guardian
Service Coordinator

Spell Check || Reset || save [ Individual

Provider

ve and Close
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Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 1: Adding a New Goal

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

Modify Goals
Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals & Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Update Year Status
Money Management 08/21/2014 Individual Current
Community Involvement 08/21/2014 Individual Current
| view/Edit Goal || Delete Goal || Add Goal |
Goal Title:* Community Membership
By February 2016, Bruce will have participated in two activities per month
and one new activity per quarter
Goal:*
A | Save and Close
Date Goal Identified:* 10/29/2015 =
Goal Identified By:* Guardian r '
Update Year Status:* New M
Spell Check || Reset || Save Save and Close I



Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 1: Adding a New Goal

The system will return to the Modifications Details screen. The details of the goal modification will
display. The original entry column displays the original goal if one exists. In this scenario, the original
entry displays as “N/A” because it is a new goal. The new entry column displays the new goal
description. e g e g e e e

Bk t0 HodBcations avis Swhmboan

Modificatj Update Year ISP

Exnind

Original Entry

Goal Title:
Commanity Membership

102972005 User, Provider Twa {American Trainisg]

Goal Description;
By February 2006, Buce will have partiapated in

= Objectives & Support Strategies

Original Entry Mew Entry Created on Created By

= Residential Support / Behavior Plan [ Other

Mudilication Type

2ad it H”w“:.be" 32




Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 2: Modify an Existing Goal

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

Update Year ISP

Add
U Goal Modification

Driginal Entry

=l Objectives & Support Strategies

Origlnal Entry Mew Entry Created On Created By

Add i 1
055 Madification 055 Modification 055 Madification

= Residential Support / Behavior Plan / Other

‘Original Entry Modification Type Created On




Scenario: Provider Initiates a Modification

Step 1
Navigate to
Dashboard &
Select
“Modifications”

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

Step 3
Select Element
to Modify

Step 4
Complete
Modification of
Element

Step 5
(Optional)
Repeat for

Other Element/s

Step 6
Complete the
Review Section
And Submit

Step 4: Complete Modification of Element

A.) Goals

Option 2: Modify an Existing Goal

Select the radio button next to the desired goal and click “View/Edit Goal.”

Money Management

Community Involvement

Modify Goals

L]

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

Goals @

[®] |Money Management

Community Involveme

Goal Title:*

Goal:*

Date Goal Identified: *
Goal Identified By:*

Update Year Status:*

Spell Check || Reset || Save

Date Identified
08/21/2014

08/21/2014

Identified By

Individual

Individual

Created By

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

Updated By

Update Year ISP

Update Year Status

Current

Current

Save and Close

34



Scenario: Provider Initiates a Modification

Step 1
Navigate to
Dashboard &
Select
“Modifications”

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

Step 3
Select Element
to Modify

Step 4
Complete
Modification of
Element

Step 5
(Optional)
Repeat for

Other Element/s >

Step 6
Complete the
Review Section
And Submit

Step 4: Complete Modification of Element

A.) Goals

Option 2: Modify an Existing Goal

Click “View / Edit Goal.”

Modify Goals

L]

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

Goals @

Goal Title
[®] |Money Management

Community Involvement

Date Identified
08/21/2014

08/21/2014

Identified By
Individual

Individual

| View/Edit Goal |I<

Goal Title:*

Goal:*

Date Goal Identified: *
Goal Identified By:*

Update Year Status:*

Spell Check || Reset || Save

Created By

= i di Gnal' Delete Goal || Add Goal

Updated By

Update Year ISP

Update Year Status
Current

Current

Save and Close
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Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 2: Modify an Existing Goal

The screen will display the existing Goal details.

Modify Goals | x|
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals & Update Year ISP
. Created By Updated By Update Year Status
IGoaI Title: Money Management p—

H Community IrwulveTt 08/21/2014 Individual Current

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

Goal Title:* Money Management l
Goal:~ Bruce will save up quarterly to do a big event. Each quarter he will identify an event he would like ta do. Example: Boston Harbor Cruise, a concert, casina etc
Date Goal Identified:* 08/21/2014
I Goal Identified By: ™ Individual
Update Year Status:* Current

Update Information

Mo Change

I Modification Information

Spell Check || Reset || Save Save and Close




Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 2: Modify an Existing Goal

Enter text in the Modification Information textbox and explain what changes are required to the goal.

Modify Goals [x]

g Date P Meeting Dead

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

Modification Information

Update Information *
No Change

Bruce is to save for and attend events semi-annually rather than quarterhy|

Modification Information

Spell Check | | Reset || Save Save and Close




Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 2: Modify an Existing Goal

Select “Save and Close.”

Modify Goals | x|
Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals © Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Update Year Status
& |Money Management 08/21/2014 Individual Current
Community Involvement 08/21/2014 Individual Current

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

Goal Title: Money Management

Goal:* Bruce will save up quarterly to do a big event. Each quarter he will identify an event he would like to do. Example: Bostan Harbor Cruise, a concert, casina etc
Date Goal Identified: 08/21/2014

Goal Identified By: ™~ Individual

Update Year Status: Current

Update Information

Mo Change

Bruce is to save for and attend events semi-annually rather than quarterhy|

| Save and Close |

Modification Information

4 el

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

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 2: Modify an Existing Goal

The system will return to the Modifications Details screen. The details of the goal modification will
display. In this scenario, the Original Entry column displays the original goal description.

Update Year 1SP

= Dlijectives & Support Strategies

= Residential Support / Behavior Plan [ Other

Dviginal Entry Pheve Entry Madification Type Created On Created By
tia oxher modfications created.

Deete
Modfication Mofication Modifcation




Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 3: Delete Goal

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

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

View/Edit Goal || Delete Goal | Add Goal

40



Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 3: Delete Goal

On the Goals pop-up screen, select the radio button for the newly added goal that requires deletion.

Modify Goals

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

Coordinator, Service

Goals @

Update Year ISP

Money Management

Goal Title Date Identified Identified By Created By Update Year Status

Money Management

<' - Community Involvement

® ** Community Membership §10/29/2015 Guardian

08/21/2014 Individual

Current

Community Involvement

08/21/2014 Individual current

® |[*¥* Community Membership

New

This element Is associated to & Modification

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

Goal Title:* Community Membership

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

Goal:*
!
L
4
Date Goal Identified:* 10/29/2015 )
Geal Identified By:* Guardian
Update Year Status:* New

spell Check || Reset | Save Save and Close




Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 3: Delete Goal

Click “Delete Goal.”

Modify Goals
Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals & Update Year ISP
Goal Title Date Identified Identified By Created By Update Year Status
Money Management 08/21/2014 Individual Current
Community Involvement 08/21/2014 Individual current
® ** Community Membership |10/29/2015 Guardian New
** This element is associated to & Modification | |
View/€ait Goal| | Deite Goa | [foas St Pl | Delete Goa | I
Goal Title:* Community Membership

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

Goal:*
!
L

4

Date Goal Identified:* 10/29/2015 )

Geal Identified By:* Guardian v

Update Year Status:* New v

spell Check || Reset | Save Save and Close
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Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 3: Delete Goal

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

Confirmation Message X

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

Yes Mo

Community Involvement 08/21/2014 Individual Current

e ** Community Membership 10/29/2015 Guardian New

** This element is associated to a Modification

Confirmation Message | X
Goal Title:*
The newly added goal added as part of modification will be deleted. Are you sure you want delete the newly added goal?
[ves [[ho |
Goal:
Date Goal Identified:* 10/29{2015
Goal Identified By: Guardian
Update Year Status:* New

Spell Check Reset || Save Save and Close




Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for N Review Section

Select Enter Modification Element Other Element/s And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 3: Delete Goal

The system will return to the Goals pop-up screen. The goal will no longer appear.

Modify Goals

LX)

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

Goals &

Goal Title Date Identified Identified By

Money Management #8/21/2014 Individual

[ Community Involvement $3/21/2014 Individual

Created By

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

Goal Title:*

Goal:*

Date Goal Identified:* o
Goal Identified By:*

Update Year Status:* New

Spell Check || Reset || Save

Update Year ISP

Updated By Update Year Status
Current

Current

Save and Close
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Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 3: Delete Goal

Click “Save and Close.”

Modify Goals [ %]
Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals & Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Update Year Status
Money Management 08/21/2014 Individual current
Community Involvement 08/21/2014 Individual current
| view/Edit Goal || Delete Goal || Add Goal |
Goal Title:*
Goal:*
4
Date Goal Identified:* i)
Goal Identified By:*
Update Year Status:* New
Speil Ceck | [ Reset | Save swemicese] | [P | | Save and Close
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Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

Step 4: Complete Modification of Element

A.) Goals
Option 3: Delete Goal

The system will return to the Modifications Details Screen.

159 Cunhboard | 158 Hesting Owtal

Update Year ISP

Brucw's circomitances that requines his goals and objectioes & Support strateghes to be uodated

Original Lntry Created By

=) Dbjectives & Support Strategies

‘Original Entry

= Residential Suppert / Behavior Plan / Other

original Entry Hew Entry Modification Type Created On Created By




Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

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

If desired it is possible to complete additional modifications to “Goals”, “Objectives”, or “Behavior Plan,
Residential Support, or Other.”

If there are multiple elements that require a modification and that are required for the same reason, it is

best practice to submit a single modification that includes multiple elements rather than submit multiple
modifications.

E > @ Goals

Original Entry New Entry Created By

Mo madifications for goals created.

fudd Wiaw/Edit Dalate

| Goal Modification | | Goal Modification | | Geal Modification |
I (=) Objectives & Support Strategiesl
Original Entry New Enlry Crealed On Created By
Mo modifications for objectives created,
Add View/Edit Delste
0S8 Modification 0SS Modificati 0SS Maodificati;
[ rertaenmar suppers 7 penavior pian 7 orher o (=) Residential Support / Behavior Plan / Other

Original Entry

Maodification Type Created By

No other modifications created.




Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

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

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

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

IS¢ Dushboard | 159 Mesting Oetals | Visdon | Assewsmants | Goshh | Objecties | Hodfications

Bach_to Madificabions Fevien Switchbgand

Modification Details Update Year ISP

Expand Al | Coflagse A3

s e 5 e s o e s o b e View/Edit
zoal Modification

Created By

Original Lntry

= Dbjectives & Support Strategies

‘Original Entry

Delete
Goal Modification

add K
055 Modification 055

= Residential Suppert / Behavior Plan / Other

Modification Type

48



Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

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

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

Update Year ISP

= Goals
Orlginal Entry Mew Entry Created on Created By
oal Title: = _
::arécs:nmﬂim: u:m_:‘f;lmm and attend events seni-annually rather than quarterty /02015 User, Provider Tuio (Amerkcan Traiag)
Brpce will $ave up quarterty to &0 a big event. Each
Ad2 View/Edit Deiete
Goal Medficabion. Gead Medifieahon Gcal Mad £ucation
=l Objectives & Support Strategies
Original Fatry Mavw Fotry Croated On Created By
Ka moedification for objectives craated
. .'_ - .
I Proposed Start Date: ] I I Proposed Review Date:
T RO

iew/Edit

aad Dt
Hediheation Medibication | Modération

=1 M Seetion

Proposed Start Date: 3 I I Proposed Revies Date: - I

Sl Check || Fosset || Save || Delote Save and Corkiewe | | Subeit for CO% evien




Scenario: Provider Initiates a Modification

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Navigate to Click “Add New Select Element Complete (Optional) Complete the
Dashboard & Modification” & to Modify Modification of Repeat for Review Section

Select _'Enter Modification_’ ) Element ) Other Element/s ) And Submit
“Modifications” Reason

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

Click “Submit for DDS Review”. Alternatively, click on the “Save” or “Save and Continue” buttons to
save this information so that it can be worked on at a later time.

Update Year ISP

iEancas thAE Fasuies 81 Lpdits b2 bt Dealt and Doectcat B Supsert Stratagien

Orlginal Entry Mew Entry Created on Created By

G2l Desscription: e e, P i -
Goal Descrigtion: Bruce I to save for and attend events semi-annually rather than quartery W 215 Usér, Provider Two (Amarican Traiing)
Bruce will s3ve g quamerly to & & b event, Each

a4 iew/Edit Delcts
Gead Mdification Gasd Madifieation Geal PsdEiesion

= Objectives & Support Strategies

Original Fatry Mo Fatry Croated On Croated Ry
e fieal = cibjuct 1
] iew/Edn Delete

085 Maificaten 88 Huxkfication (5% Modificaton

= Hesidentisl Support / Behavior Plan [ Other

Owriglnal Emtry Mew Entry Hodification Type Created On Created By

Ma other modifications created.

~4 | Submit for DDS Review ||

=1 M Seetion

Proposed Start Date: Proposad Review Diate:

Spell Check | | Recet| | Save | | Delste

==




Notes and Next Steps

Service Coordinator and/or Service Coordinator Supervisor

 Once a modification has been submitted to DDS, the Service Coordinator or Service Coordinator
Supervisor is responsible for reviewing the modification. They can either Disapprove, Accept, or Request
Revision on the Modification.

» If the Service Coordinator or Service Coordinator Supervisor determines that the modification has been
submitted in error or is not required, they will disapprove the modification. In this case, the Provider
Supervisor will receive an alert indicating that it has been disapproved. No additional action is required.

» Ifthe Service Coordinator or Service Coordinator Supervisor determines that the modification requires
revision, the Provider Supervisor will receive an alert and will be responsible for revising the
modification.

» If the Service Coordinator or Service Coordinator Supervisor determines that the modification is
accurate, they will submit the modification for Area Office Director review. The Provider Supervisor will
receive an alert indicating that the proposed modification has been accepted by DDS.
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s O Notes and Next Steps

IS

Acceptance v. Approval

If the Service Coordinator or Service Coordinator Supervisor submits the modification for Area Office
Director review, Providers will receive an alert indicating that the modification has been accepted but
they still must wait for approval by the AOD.

“Service Coordinator has » Service Coordinator

accepted proposed Modification” e« Service Coordinator
Supervisor

“AOD has approved your * Area Office Director

proposed Modification”

52



Notes and Next Steps

Area Office Director

» If the Area Office Director approves the modification, the status is changed to approved in the
Modifications Review Switchboard and the modification can be printed without a draft watermark.

» If the Area Office Director disapproves the modification, the status is changed to disapproved in the
Modifications Review Switchboard and no further action is required. The modification content, however,
is not deleted and the AOD has the option of changing the status of the modification to approved or
requesting revision on the form at a later date if circumstances require it.

Once a modification for a newly added objective is submitted and approved,
Progress Summaries will be triggered for the objective.
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Scenario: Reviewing and Revising a Modification



Scenario: Revising a Modification

Description: Once DDS has returned a modification for revision, Providers Supervisors can revise
and re-submit an Modification.

Roles and Responsibilities:
* Provider Data Entry User: N/A
* Provider Supervisor: Revise a Modification, Submit for DDS Review

Dateof @ TT—-T-——==—-=-=-=
Approvalin I |IF NOT APPROVED : 90 Days Prior to Next
VEDITECH 1 JNMEDITECH | ISP Meeting
ISP Meeting 150 Days
X - Alert
(f"\ p—
+) - Due Date *‘----* (1)
MEDITECH Automatically No more modifications
Approval Flag Locked can be completed to
present year ISP
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Scenario: Revising a Modification

Step 1 Step 2 Step 3 Step 4
Navigate to Select “Revision Review and Click “Submit for
Modifications Requested” Revise DDS Review”
Review ) Status ) Modification )
Switchboard

Step 1: Navigate to Modifications Review Switchboard
If DDS returns a modification for revision, the Provider Supervisor will receive an alert.

Click “Revision Requested for Proposed Modification.”

Revision reguested for proposed Modification
A

Health and Human Services

Mass. jov =
il

Reports | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utilities | MT Utilities | SC Supervisor Tool
Pending Alerts
[Tools > Alerts > Pending Alerts > Pending Alerts
@ Please be aware alerts will be automatically deleted depending on the alert message (between 7 to 60 da{ F). Consult the Process Management screens and Rep to ge all out: ding tasks.
ALERT SEARCH CRITERIA
Module: v Recipient User: v
Subject: Click to select items from list
Search Reset
Your search found multiple matches. Please[select the desired Alert.
Search: Show |10 * | entries
Select Date of Alert . Alert Subject . Alert Message .
10/30/2015 Service Coordinator has requested revision of proposed modification Revision requested for proposed Modification: [lame: Test,Bruce; ISP Meeting Date: 03/04/2015
10/29/2015 A Modification has been approved for an individual A Modification has been approved for an individual: Name: ISP Meeting Date: 03/04/2015
— s 5 Objectives & Support Strategies Submitted for Internal Review: Name: ° Deadline to Submit Objective & Support Strategy to DDS:
10/26/2015 Objective(s) & Support Strategy(s) Submitted for Internal Review 11/22/2015; ISP Meeting Date: 12/07/2015.
10/26/2015 gtarr;tlecsiec:urdmatur has approved submitted proposed Objectives and Support Proposed Objectives and Support Strategies Approved: Name: 56




Scenario: Revising a Modification

Step 1 Step 2 Step 3 Step 4
Navigate to Select “Revision Review and Click “Submit for
Modifications Requested” Revise DDS Review”
Review Status Modification
Switchboard

Step 2: Select “Revision Requested Status”

The system will navigate to the Modifications Review Switchboard and display the modification that has

been returned.

Click “Revision Requested.”

Revision Reguested

™

ISP Dashboard ISP Meeting Details Vision Assessments

Goals

Objectives Medifications

View/Print ISP

N

Modifications Review Switchboard

Modification Reason

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

Modification Type

Goal

Created On

10/29/2015

Created By Document History

View Document History

Update Year ISP

Revision Reguested

Add New Modification
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Scenario: Revising a Modification

Step 1
Navigate to
Modifications
Review
Switchboard

Step 2
Select “Revision
Requested”
Status

Step 3
Review and
Revise
Modification

Step 4
Click “Submit for
DDS Review”

Step 3: Review and Revise Modification

The Modifications Details Form will display. Review the comments section to identify the requested

revisions.

Modification Detalls

Modibication Rassen

Goals.
irigunal | nry
Foal TH!
Maray Maragemart
2al Caseripe:
ves il castady 1o do 8 big
= Olbjectives & Support Strategics
Original Entry

fie medeations for chyuctivat craated,

Bruce should swew oo For amed altend thrwe wrarets pan year

a4
945 Modfcaon

Vil
%5 MadFcacon

Update Year ISP

s
5% MadFeann

anm

Sowd Cowch || Rt || Sovm || Dolmie

Save ot Corirnug

Subrmt for DOS Beviery
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Scenario: Revising a Modification

Step 1 Step 2 Step 3 Step 4
Navigate to Select “Revision Review and Click “Submit for
Modifications Requested” Revise DDS Review”
Review Status Modification
Switchboard

Step 3: Review and Revise Modification

Select the Radio Button for the modification element you would like to edit.

Update Year ISP

Modification Detalls

= Review Section

Eropased Haview Date

Cortriuy.

Subrmt for DOS Beviery
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Scenario: Revising a Modification

Step 1 Step 2 Step 3 Step 4
Navigate to Select “Revision Review and Click “Submit for
Modifications Requested” Revise DDS Review”
Review Status Modification
Switchboard

Step 3: Review and Revise Modification

Click “View / Edit Goal Modification.”

Update Year ISP

Modification Detalls

= Review Section

Eropased Haview Date

View,/Edit
Goal Modification

Savw orvd Comtwg | | Submit fox DOS Farvimry
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Scenario: Revising a Modification

Step 1 Step 2 Step 3 Step 4
Navigate to Select “Revision Review and Click “Submit for
Modifications Requested” N Revise DDS Review”
Review Status Modification
Switchboard

Step 3: Review and Revise Modification

The Goals pop-up screen will display. An element associated with a modification will display with two

asterisks.

Modify Goals

Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # - 03/04/2015 03/04/2015 Coordinator, Service
Goals @ Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Update Year Status
ﬂ/loney Management 08/21/2014 Individual Current
Community Involvement 08/21/2014 Individual Current

** This element Is associated to a Modification
| View/Edit Goal H Delete Goal H Add Goal |

Update Information

No Change

Bruce is to save for and attend events semi-annually rather than quarterly

Modification Information

| Spell Check || Reset || Save |

Goal Title:* Money Management

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

Date Goal Identified:* 08/21/2014

Goal Identified By:* Individual

Update Year Status:* Current

Save and Close
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Scenario: Revising a Modification

Step 1 Step 2 Step 3 Step 4
Navigate to Select “Revision Review and Click “Submit for
Modifications Requested” Revise DDS Review”
Review ) Status ) Modification )
Switchboard

Step 3: Review and Revise Modification

Modify the goal as requested.

Modify Goals

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

Goals &

Goal Title Date Identified Identified By Created By

® |** Money Management 08/21/2014

Update Year ISP

Updated By Update Year Status

Community Involvement 08/21/2014

** This element is associated to a Modification

Goal Title:* Money Management

Goal:* Bruce will save up quarterly
etc

Date Goal Identified:* 08/21/2014

Goal Identified By:* Individual

Update Year Status:* Current

Update Information

Mo Change

Bruce is to save for and attend events three events annually|

Modification Information

Spell Check H Reset H Save |

Bruce is to save for and attend events three events annually

Save and Close
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Scenario: Revising a Modification

Step 1 Step 2
Navigate to Select “Revision
Modifications N Requested”
Review Status
Switchboard

Step 3
Review and
Revise
Modification

Step 4
Click “Submit for
DDS Review”

Step 3: Review and Revise Modification

Click “Save and Close.” The system will return to the Modifications Details screen.

Modify Goals

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

Service Coordinator
Coordinator, Service

Goals @ Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Update Year Status
® |** Money Management 08/21/2014 Individual Current
Community Involvement 08/21/2014 Individual current
** This element is associated to a Modification
‘ View/Edit Goal H Delete Goal H Add Goal ‘
Goal Title:* Money Management
Goal:* Bruce will save up quarterly to do a big event. Each quarter he will identify an event he would like to do. Example: Boston Harbor Cruise, a concert, casino
: etc
Date Goal Identified:* 08/21/2014
Goal Identified By:* Individual
Update Year Status:* Current

Update Information

Mo Change

Bruce is to save for and attend events three events annually|

Modification Information

Spell Check H Reset H Save |

I| Save and Close |I

Save and Close
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Scenario: Revising a Modification

Step 1 Step 2 Step 3 Step 4
Navigate to Select “Revision Review and Click “Submit for
Modifications Requested” Revise DDS Review”
Review ) Status ) Modification )
Switchboard

Step 4: Click “Submit for DDS Review”

Revise the Proposed Start Date, if desired, and then click “Submit for DDS Review.”

Modification Detalls

= Goals.

broposed Seart Date: * ek 3 Fropased Raview Ciste
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Notes and Next Steps

Service Coordinator and/or Service Coordinator Supervisor

* Once a modification has been submitted to DDS, the Service Coordinator or Service Coordinator
Supervisor are responsible for reviewing the modification. They can either Disapprove, Accept, or
Request Revision on the Modification.

» Ifthe Service Coordinator or Service Coordinator Supervisor determines that the modification is
acceptable, they will submit the modification for Area Office Director review. The Area Office Director is
able to approve or disapprove the modification.

Area Office Director

» If the Area Office Director approves, the status of modification is changed to approved in the
Modifications Review Switchboard and the modification can be printed without a draft watermark.

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

NOTE: Once a modification for a newly added objective is submitted and approved, progress summaries
will be triggered for the objective.

NOTE: All modifications for a plan need to be approved or disapproved for next years plan to open.

NOTE: DDS Staff is capable of initiating a modification to a Goal or Residential Support Plan / Other —
but not for an Objective Support Strategy. If a modification is initiated by a Service Coordinator or
Service Coordinator Supervisor, the Provider Supervisor is not required to complete the form but will
receive access to the form once the modification has been approved.
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Printing Modifications

» To print modifications for the current ISP, navigate to the “View / Print ISP” tab from the Individual
Dashboard.

«  Click on ™ icon on the Modification bar to expand the modification section.
* Once initiated, all Modifications will appear in the “View / Print” tab.

* Until an Area Office Director approves the modification, however, all modifications will print with a
draft watermark.

yes]

- 2
Health and Human Services Mass.ét)_ “fﬁ?

Individual Search | Review Process Management | Reports | ISP Data Extracts | References
Search Results | 1SP Dashboard | Progress Summary
ISP > Individual Search > ISP Dashboard > View/Print ISP

Individual Planned Meeting Date ISP Meeting Deadliie Region - Metro Service Coordinator
Test, Bruce 08/30/2014 07/26/2015 Area Office - Greater Boston Coordinator, Service

ISP Dashboard | ISP Meeting Details | Vision Goals | Objects ificati | int ISP |
View/Print ISP Materials ( rical ISP ial
Expand AN | Collagse AN Full Year ISP
@ vision [WITH Status: Shared (||
@ Goals and Objectives (WIT) Status: Approved ¥ |
@ Assessments Status: Action wll

Modifications Status: Action Require A
Test (Goal) - Started —

@ o action needed ) Action needed @ Section complete @ Section overdue
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Review Process Management

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

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

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

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

&
B

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

Search | Reset

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

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

This Chapter covered:

Overview of Modifications
Scenario: Provider Initiates a Modification
Scenario: Reviewing and Revising Modification
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