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Vision Statement

Creating a Vision by DDS Staff in a Full Year

When creating a Vision in a Full Year ISP, the system will pull information from the individual's previous
ISP. If the last plan created for an individual is an Update Year Plan, the system will display the Updated
Information recorded in this plan in addition to the information from the previous Full Year ISP plan. Any
recalled information from past plans will be editable during a Full Year. Providers will not be able to see
the recalled information before the Vision is shared with them.

Scenario Description:
e A consultation has taken place between an individual, the individual's guardian and the Service
Coordinator, during which a new Vision Statement has been developed
e The Service Coordinator creates the Vision Statement for the individual in the module

90 days 45 days 30 days 15 days 7 days

Approval of
before 15P before ISP before ISP before 15P before ISP Plan in
meeting mieeting meeting mieeting Isp ISP Meeting: MEDITECH

L meeting
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+ + (1) () | *
T T |
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Data Entry
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Service
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X - Alert
{,_!,:J - Due Date

First Steps:

e Search for an individual

Assessments
due to
Provider Data
Entry Users
and Provider
Supervisors

e View the Individual Dashboard

Roles and Responsibilities:

e Service Coordinators: Creates the Vision in the module and shares with Providers.

due to
Provider Data
Entry Users
and Provider
Supervisors

Service
Coordinators

Service
Coardinators
and Service
Coordinator
Supervisors

e Service Coordinator Supervisors: Creates the Vision in the module and shares with Providers.
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Note: To prevent a loss of information for Service Coordinators and Service Coordinator Supervisors,
Auto Save functionality is available when completing the Vision section. Auto Save is implemented for
Vision, as well as Other ISP Components, due to the large text boxes and detailed information input into
these fields. Auto Save will run after 15 minutes of inactivity. This feature saves documentation
automatically to reduce the risk or impact of data loss in the event that the system logs the user out of
HCSIS or the computer shuts down. Auto Saved information will be stored temporarily; upon returning to
the page the user must click “Save” or “Save and Close” to permanently save the information. In the
situation that the user does not want to save the recovered information the user can select “Reset” to
delete the information. Auto Save does not apply for any screens other than the Other ISP Components
or Vision Statement.

1) Select "Vision" from the ISP components table on the ISP Dashboard or select the “Vision” tab.

Health and Human Services Mass. /o
,,.l
Lo Tom [pam (15 [ansan |

Individual Search | Review Process Management | Repors | References
Search Results | ISP Dashboard | Progress Summany

159 Dashiboed ESFMequ\glmmeuwwslnaw;nrh Rmoew Assessments  Current Supporls | Safely/Risk  LegalFinancsl  Successes/Chalenges  Gosls | Objectves  Modifications  Viewy/Print 159

»eExpand this section to sea ISP timeline

L3 2
Region/Area Office: Metrof/Greater Boston &Test, Bruce Service Coordinator: Coordinator, Sorvice

View Print ISP Document | W

Demographic Information ISP Meeting Details ISP Deadlines
SEN. Mannied Meeting Date: 12/07/2015 Meeting Deadline: 12,07/,
Eligibility: Macting Time: 10:00 AM Semil Annual Review Date: OF

£/ 20
Meeting Location: Kext 150 Meating Deadline: 12/06/2016

Full Year ISP

Visian - L Goals Reguest Assessments
Status: Started by DDS 0 i

D Dabe: 10/07/2015

Last Updated On: 06/25/2015 Last Updated O 8212014
Last Shared On:
e

L] Objectives & Support Strategies : L

2) The module redirects the Service Coordinator to the Individual's “Vision” page.
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15 Gushboard | 5P Merting Gt

Vimca | Megend Amesewsts | Seves Aoty | Cuered Suwowls | SeetyBik | Logelfeence | SecomsewiCheliorge | Gosh | Objrctves | Modifcabions  View Trist £

Vision O Full Year 15P
E.What daes (s}he identity activities snd Imvalved inT What other things weuld {sjhe Bk to ssplare?
Brits Fried ot be 0 el tor Beves b 0ok ey el By gt e Bt . Beveie Tt b oni St U mgere b
e 8 arteeii el ki fVeried el 1 wevuhd et A e g ‘o e s b s 6 bt It i . ol £30d e el
e 0 s meeery wockig 4.t vty e et shares it e i b o s o 2t St 1 B Lt T S T L ot B
Slaca: h than mratisea aach i s four Rncmamaten byt 1 Bt at Ty aru i Sy A5gethar.. Bruce want o b
b

bt friand e tha b of tam s g 51 3 TuRe Medey o

2.What daes (s} think wemesns nesds bs knsw o srder 1o provids slective wapperts? ()

Pt (anpraied [P Ra sty gl 19 v bt it b bhas b s
Tt e 5 D ST v el o i s el g e
T, Biacs U Bt o DR s ks A 59 o et Sl b TGt Py, Gt A R 5 b sl Pl et et

phe b4 et b s i, Bt

prbiet Boriyas

1LWhat does (s} think ars s /her shrangiin snd shdimbe? ()

P armeverad Hes uession by ieng, ‘| 01 0 BTt 8 Pusmibs oo
"hgreint goed feparnisiin s}

g, w pemnd frimad, med 8 Mard woskee.* ioe

Bt bt s §

b
g ot o s et

bt b et b et o bt 1
i mad Ve bt

Persons contributed te create Vision: Brecn Tumt (Ta¥
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Note: Values from the past ISP are recalled along with any updates entered during the past update year
and are displayed in the same text box. The character limit for all text boxes will remain the same, and
recalled information will not be truncated. The user has to ensure that information does not exceed the
allowed character limit in order to save changes.

3) Complete the Vision Statement questions with valid responses. All questions must be answered and
recalled values that exceed the character limit must be edited before the user can save or share the
vision with Providers.

159 Dusbbeard 5P Mostveg Dalihs | visas | Mguedt Aidewsents | Mewiew Aiiesirects | Cwvesl Swosdl  SsbitnWink  LegebPiesncdl | SeooeeiChilings | Gosk | Obmdven | Maddabion  ViewPrsl 159
Vision 0 Full Year 15P
1 Wiat daes (s} Idemtify s important scsivities and i o be What ather things would (s)he ik ta expiors? @

a.wibiat does (s} think are his/her strengths and abiities?

[P — g g — 000 - | krdom 8 bk ket thats thisgs, (e roend), 548 Rard moskar.” i
s thared that be m “honest and feperdetie.” e closed by steting that he Bes poasle o ot

A.Wmat would (s]e like 1o see happen in Bis/her B over the next two years?

o out 10 4 lace Tt i guster, e e by oy © g e #eme prapis that bve with him ge1 ton kol o
3 e hanes I b hapory and o have lots of fands. e wants b ot be an artik raking actwerk Fie macts 1o S0
ar, har i 8 whia

Persons contributed 1o crests Vishon: [Brwcs Tast (51

Spel Check || Rssee || Save hare with Froviders ‘Srwn B Contisun

Note: If the user tries to navigate away prior to saving the information the system will display the
“Navigate Away” pop up message. In order to save the recovered information entered for this section the
user should select “Remain on this Page” and click “Save” before proceeding to the completing the next
action.

4) In the event that the user is inactive and the screen goes idle for 15 minutes, Auto Save will run. Auto
save will temporarily save the information while the user is idle.

Individual Planned Meeting Date ISP Mecting Deadline Region - Metro Service Coordinator

Test, Bruce 12/U7 201D 12fUJf2ULS Area umnice - Greater Boston Coordinator, Service
Information present on the screen has been auto saved on 10/30/2015 01:35:39 EST

ISP Dashboard ISP Mecting Dotalls | Vision | Request Assessmonts  Review ASSessments  Cument SUpports Legal ses/Challenges  Goals | Objectives  Moddfications  View/Print ISP
Vision @ Full Year ISP
1.What does (s)he identify as important activities and jonships to continue to be i in? What other things would (s)he like to explore? ()

[Bruce stated that be is an artist. He enjoys painting pottery and to paint other things ke pictures, Bruce responded that
he woukd ke to explore ather forms of arwork and making different jewelry. He would aisc like to make things out of
wood like he Lsed to when he was younger. He said he would like to make money working a5 an artist selling hes
artwork. Bruce shared that he has loes of friends who are special to him Jike the ones that v at h place: he then
menticned each of his four housemates by name, He stated that they are all Boe a fFamily tcgether, Bruce went on to say
that Chuck (AT1 Program Manager) is his best friend and the two of them are going on a cruise someday soon,

2.What does (s)he think someone needs to know in order to provide effective supports?

Bruce responded that e would like pecple 1o know about what b liees 1o do; hes routing, He stated that he warnts

people to help him have fun. Bruce said that life is too short sometimes and he would ke help finding excitement. He
shared he wants to walk again someday and could use some help with that. Bruce stated that if people don't know him
or have questions about him that they can ask ham and he will lave & meeting wih them.

Note: Any information that is entered after auto save has run, in between the 15 minutes before the auto
save runs again, will not be recovered.
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5) Ata later time, if you return to the Vision tab, the screen will load the auto-saved information and a
message will display that prompts you to determine
or the previously saved information.

I5P Dashboard

Eligibility # - Planned Meeting Date

Information was Auto Saved on 10/27,/2015 0

Click Reset to remove the auto saved information or click on Save to retain the auto saved information.

ISP Meeting Duldlmc

which text to retain — the auto-saved information

uegmn Metro
b
8:13 EST and is ﬂlsp]aved on lhe sCreen.

Service Coordinator
Coordinator, Service

ISP Mesting Detalls | vision | Request Assessments | Review Assessments | Current Supports

e Challenges | Goals | Objectves | Modifications  View/Print 1SP

Vision @

1.What does (s)he identify as important activities and te to be i

[Bruce stated that ne & an artist of sorts, He loves to pant pottery and to paint other things e pictures. Bruce
responded at v would ke 1o explre other forms of atwork and making oefetent Jewely. e would also ki 0 make

things cut of wood like he used to niger. He said he would like o make maney working as an artist

selling his sntwork. Bruce shared !hal he has lots. ﬂf friends who are special to him Iike the ones that live at his place; he

then mentianed each of hés four housemates by name. He stated that they are all I @ famsdy together. Bruce went on

to say that Chuck (ATI Program Manager) Is his bast friend and the two of tham are going on 3 cruise someday S0,

in? What other things would (s)he like to explore? [}

Full Year ISP

Note: An InfoTip displays next to the fields in which autosaved information has been loaded. Click the
InfoTip to display and compare the text that was last saved by the Service Coordinator to the autosaved
information.

Individual Eligibility # - o Planned Meeting Date ISP chh'nq Dn-dlmﬂ Region - Metro Service Coordinator
Test, Bruce SSN # - 12/07/2015 Area Office - Greater Boston Coordinator, Service
Information was Auto Saved on 10/27/2015 06 28 13 EST and is displayed on the screen.
Click Reset to remove the auto saved information or click on Save to retain the auto saved information.

ISP Dashboard TSP Mesting Details  \ision | Request Assesements  Review Assessments. | Curment Supports Leg Challenges ~ Goals  Objectives | Modifications | Veew/Print 159

Vision €@

ures. Bruce responded that he would like to
1.What does (sJhe identify as important and relati to to be i hen he was

Bruce stated that be & an ATt of Soets, Me loves (o paent pottery and to pairt other things like pictures. Bruce
respended that he would like 1o explore other forms of artwork and miking dfferent Jewelry. Me would alss ke to make
thirgs cut of wood like he used to when he was yourjer. Me said he would like to make money working as an srist
selling his anwork. Bruce shaned that he has lots of friends who are special to him like the ones that live at his place; he
en mentioned sach of b four housemates by name. He. siaked thak they are al Wi @ famiy together. Bruca went on
b sy thak Chuck {ATI Pregram Manager) 15 hes best friend and the two of them are going on 3 cruse someday

red that he has ots
o him ke the ones that kve at his phace; ¢ b5 o howsem: slcs’ny name. He stated
togetes. Bruce werit cn 1o 8y that Chuck (AT] Program Mansger] i his best friend snd the twa of them ane

5 who are
it they are all lios
ng 6N & criise

6)

To remove the auto saved information, click “Reset.

the manually entered information, click “Save”.

To retain the auto saved information and delete

4.What would (s)he like to see happen in his/her life over the next two years? )

|Bruce stated that he might move out to a place that s quieter. He said he pnly thinks about maving when some pecgple
[that live with hirm get 100 boud or angry. He said in wo years he hopes to be happy and to have bots of fnends. Bruce
|wants to still be an artist making Artwork. He wants to see his mother stating he hasn't seen her in & white,

[Bruce Test (sei)

7) Click “Share with Providers” to share the Vision Statement in the module.

|_Spell Check | [ Resex | [

4.What would (s)he like to see happen in his/her life over the next two years?

|@ruce stated that he might mave out to a place that is quieter. He said he only thinks about moving when some people
(that eve with him get too lowd or angry. He said in two years he hopes to be happy and to have lots of friends. Bruce
|wants to still be an atist making artwork. He wants to see his mother stating he Rasnt seen her in & while.

Persons contributed to create Vision: [Bruce Test (Seln)

Save |

Save & Continue

Note: The “Share with Providers” button turns into an “Edit” button once the Vision is shared and the
screen will be displayed in read only mode. To make changes, simply click “Edit”. It will be necessary to
share again with providers if changes are made. Please note that Providers will not see the updates

H

CSIS ISP Module
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unless the vision is re-shared with them. Also, Providers do not receive an alert when the Vision is
shared or re-shared with them.

Next Steps

After the system saves the Vision Statement and makes it available to Providers, end users will be able to
take the following actions:

e Service Coordinators can proceed to request assessments from Providers.

e Service Coordinators and Providers will have access to view the date on which the Vision
Statement was last updated. This will be reflected on the Individual Dashboard.

e The “Edit” button will not be displayed to Providers and Provider Supervisors. However, Service
Coordinators and Service Coordinator Supervisors can edit an individual’s vision by clicking on
“Edit” after a Vision Statement has been shared with providers. The Vision would then need to be
shared again for Providers to see those changes.

Other buttons are available on this screen. They are as follows:
e “Save”: The system will save the user’s work. Saved work can be accessed at a later date.
e “Reset”: The system will revert back to what was last saved. In the event that there are no saved
data, “Reset” will clear the form.
e “Spell Check”: A proofreading tool that can be used prior to saving or sharing.
e “Save & Continue”: The system will redirect the user to the ISP Dashboard.

HCSIS ISP Module Page 7
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Updating a Vision by DDS Staff in an Update Year

When creating a Vision in an Update Year ISP, the system will pull information from the individual’s last
ISP. The recalled information will be editable to allow users to enter any missing information from last
year’s approved ISP. All updates to the original Vision must be entered using the process outlined in the
below scenario. Providers will not be able to see the recalled information before the Vision has been
shared with them.

Scenario Description:
e This scenario describes the steps required to update an individual's Vision.

90 days 45 days 30 days 15 days J Gays Approval of

before 1SP before 15P before 15P before 159 before ISP Plan in

meeting meeting meeting meting 15 ISP Meeting MEDITECH
mseting

iy A
+ + () () | *
T T |

Assessments

Service Service Assessments Service Service
Coordinators Coordinators due to due o Coordinators Coordinators
and Provider Provider Data Provider Data and Service

Data Entry Entry Users Entry Users Coordinator
Users and Provider and Pravider Superisars
5 a 0
Supervisors Supervisors
X - Alert
—

{,_!,} - Due Date

First Steps:

e Search for an individual
e View the Individual Dashboard

Roles and Responsibilities

e Service Coordinators: Updates the Vision in the module and shares with Providers
e Service Coordinator Supervisors: Updates the Vision in the module and shares with Providers

HCSIS ISP Module Page 8
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1) Select "Vision" from the ISP components table on the ISP Dashboard or select the “Vision” tab.

Health and Human Services

Mass. -

Individual Search | Review Process 1 I Rk
Search Results | ISP Dashboard | Progress Summary
15F - Individual Search - ISP Dasht

ISP Dashboard ISP Meeting Details Request Assessments Review ASSOSSments Current SUpposts.

Safety/fusk | Legal/Financial

Successes/Challenges | Goals | Objectives. Modifications  View/Print ISP

b Expand this section to see ISP timeline
e
Region/Area Office: Metro/Greater Boston
View /Print
Demographic Information i
S5N:

Elgibliity:
Maeting Location:

Test, Bruce

W

15P Document |WIT

Update Year ISP

Service Coordinator: Coordinator, Service

1SP Deadlines
Meting Deadiine: 12/07/2015
Semi Annual Review Data: 06/04/2016
Next 5P Meeting Deadline: 12/06/2016

Visien <

s5; Started by DDS

Due Date: 1
it

ar/201%

Last Upda

ed On;

B/ 25/2015

Lt &

Goals
Status: Created
Due Date: N/A
Last Updated On; 08/21/2014

[ ] Objectives & Support Strategies - [ ] Review Assessments
Status: Awalting Submission Status ding Request
Due Date: 1 22015 Due Date; 11/22/.
Pending Provider Submisslon: 3/3 Pending Provider Submission: 0/0
Pending DDS Review Pending DDS Review; 0/0

Request Assessments
Status; Not Sent

Due Date: 11/07/2015

Notification Last Sent On:

Last Updated On:

] Other ISP Companents ]
Status

Due b 01

Current Support Last Updated On

tty & Risk Last Updated On: 06

Saf

Suco

@ tio action needed © Action needed @ Section complete @ Section overdue

2) The module redirects the Service Coordinator to the Individual's “Vision” page.

| 159 Cushboard | ESPblasting Dueade | vigoe | Rageest Amecsmants | Meview Asemsmects | Cumiet Supperis | Saletyibisk | LegalTeancisl | Succmmes/Chalanges | Gasls | Objectives | MoSfcations | ViewPrnk ESP

Vision 0

what doss {5} identily as i sctivities and

t e 5 a0 At e e 53 A pottery and o AT Gthar things ks pectures. ruce responded that he
phars amvar darmn of Brtwenric aned making, SSArens jawalry. Wa wocld ales b 12 ks tangn st of waad oa
actat aaling e atwork, Brce
1 o Wi, orsmiaand 2 ek a2 s
s hewisesites by rame, He wtisied that thery ars o Big o faesdy tpeter, Brusce mosdon 1 oy thi
= ot friamd 4n tha e of Hham are g on & s Bomaday wwen.

2.wihat does {5} think somesne nesds 1 know in onder to provide sifsctive supports?

(= 15 onger ba b reating. e iEabed that he sands people 15
e e s, Dvce 1 i 10 horl st ae b ol B ey frde extrsant. i shared b
i1 ol e 0 s s e - s 5.y A B .
Sumstaorns abeout b st Hory can gk ferm ped b il furs & reetng wih ther

3.What does [s)he think are his/her strengiis and abilities? ()

“roe srasered thes cumhise e
. are  hard vt
ot

stating, “T am un artm, & Pramins rghts parson - [ krow & bt about hase tenga, 2 good
e sl shard that he i Tressst and deserdeble,” Fe choaed by stating that be Fen procie &

Awhat would (s)ie like (0 see Rappen in bis/her lle over the et tws years?

Briscn stated Shat e Taght move out {r 8 Pecs et m qusster. He nasd ha ouly thinks sbout movisg when some pecple that
g it i i 0 . 4 52 in ey veas e o b b bopa e 5o have e of . e i
5l D 2 M kg MrTevork. He waATE 0 ee s iating e PSS peas e i1 & mhuls.

Parsans contributed 1o creste Vislos: [Eruce st zem

te continge to be bnvoled in? What sther things would [s)he like to exglore? @)

Ugdate Year ISP

Update Information

[ Upsdate Information
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Note: The Vision from the last Full Year ISP plan will be displayed as editable to allow for entering
missing information from last year’s approved ISP. If there is no information saved in HCSIS for a specific
section, the system will display the following message: “No information recorded in HCSIS for this
section.” In order to enter the missing information, the Service Coordinator must delete the message and
then type or copy and paste the information from last year’s approved ISP. Updates are entered in the
designated text boxes, as outlined by the steps below.

3) Select the “Update Information” checkbox next to the sections of the Vision that require updating.

ISP Dashboard ISP Moeting DUtails | Vision | ReEQUESE ASSCRSITWNES | Rirview ASSESSMONTS | CLTTeNt SUpperts | Safety/Risk | LegalFinancil | Successes/Challenges | Goals | Obectives  Modifications  View/Prnt ISP

‘ Vision @ Update Year ISP

1L.What does (s)he identify as important activities and relationships to continue to be involved in? What other things would (s)he like to explore? i}

+ Update Informatio

2.What does (s)he think someane nesds to know in order to provide effective supports? ()

Update Infarmaticn

Note: The user may select any combination of sections to update in an update year, or may select to edit
none of the sections.

3.What does (s)he think are his/her strengths and abilities? (3

answered this question by stating, *1
e things, a goced friend, and
e.” He dosed by stating that

ghts person - | know a ol
d that he Is “honest and

likes. people a lat,

Update Information

4.What would (s)he like to see happen in his/her life over the next two years? )

+ Update Information

Bruce decided that he woukd like to remain in his present location. He refterated that he would like:
to strengthen his fricndships and spend time making art,

Persons contributed to create Vision: Bruce Test (Seif) Update Information
Spell Check Reset Save | Share with Providers | Save & Contmue

e All Updated Information text boxes will have a 2,000 character limit.

o If information is entered in the “Updated Information” text box and the “Update Information”
checkbox is unchecked, the system displays the following pop-up window: “Information entered in
this text box will not be saved. Do you wish to proceed?” If the user selects “Yes”, the system

HCSIS ISP Module Page 10
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unchecks the checkbox and hides the “Updated Information” text box without saving the
information entered in it.

4) Select “Share With Providers.”

3.What does (s)he think are his/her strengths and abilities? ()

Bruce answered this question by Stating, 1 am an arst, & human nghts person - [ know a ot
{about those things, a good friend, and a hard worker.” He also shared that he Is "honest and
|dependable.” He dlased by stating that b likes people a lot,

Update Information

4.What would (s)he like to see happen in his/her life over the next two years? )

Bruce stated that he might mave out to a place that is quicter. He saki he only thnks about
mmavireg when some people that live with him get too loud of angry. He Said in two years he hopes.
o be happy and to have lots of friends. Bruce wants to sull be an artist making amwork. He
wanks tn see his mother stating he hasn't seen her in a while,

+ Update Information

[Bruce decided that he woukd like to remain in his present location. He refterated that he would like
1 strengthen his friendships and spend time making art.

Update Information

Persons contributed to create Vision:

[osiicnat] [ [5we] (e [Ssacmme]

Note: The “Share with Providers” button turns into an “Edit” button once the Vision is shared and the
screen will be displayed in read only mode. To make changes, simply click “Edit”. It will be necessary to
share again with providers if changes are made. Providers do not receive an alert when the Vision is
shared or re-shared with them.

Note: The system populates “No Change” for all instances when no updates were entered by the Service
Coordinator for a certain section.

15 Dirshbsrd 159 Meating Detads Wision Ragquest Asgeidenents Hervaew Asdeiaments Cwrrenl Suppeits  Salely/Risk Legal/Fnancial Suctrisen/Chalenges Goaly Obpextives Modificalions  View,/Print 159

Vision © Update Year ISP

L What does (8)he identify as important activities and i ta i te be in? What other things would (s)he like to explore?

Bruce stated thak he is an artist. He loves to paint pottery and to paint other things like pictures, Bruce responded that he would lke te explore other forms of artwork and making different jewelny. He would alsa like
to make things out of wood like he used to when he was younger. He aaid he would like to make money working s an artist selling his srtwork. Bruce shared that he has lots of friends wie s spedal bo him like the
ones that live at his place; hi then mentioned each of his four housemates by name. He stated that they are all like a Family together. Bruce went on Lo say tha & his best Friend and
the two of them are going on a crulse someday soon.

Updated Information:

2.What does (8)he think somesne nesds te know in order te provide effective supports?

Bruce responded that he wants people to know about what he likes to do; his routine, He stated that he wants peopde to help him have fun. Bruce said that Iife is teo short sometimes and he would like hedp finding
exgitement. He shared he wants to walk again someday and could wse some help with that. Bruce stated that if pesple don't know him or hawe questions about him that they can ask him and he will have a meeting
wilh tham.,

Updated Information:

3.What dees (s)he think are his/her strengths and abilities? ()

Bruce answeraed this question by stating, "1 am an artist, & human rights person - 1 kndaw & kot about thase things, a good friend, and a hard worker.” He also shared that he iz "honest and dependable.” He closed by
stating that he likes people a lok.

Updated Information:

4. What would {s)he like ta see happen in his/her life over the next two years? ()

move out 1o a place that is quieter. He said he only thinks about moving when some people that Fve with him get too loud or angry. He said in two years he hopes to be happy and to have
s to still ba an artist making artwork. He wants to see his mather stating he hasn't seen her in a while,

Bruce stated that he right
bots of friends, Bruce wants

Updated Information:
Bruce decided that he would like to remain in his present location. He refterated that he would like to strengthen his iriendships and spend tine making art.
Persans contributed to create Vision: Bruce Test (Self)

Updated Information:

[ continue |
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Next Steps

After the system saves the Vision Statement and makes it available to Providers, end users will be able to
take the following actions:

e Service Coordinators should proceed to request assessments from Providers.

e Service Coordinators and Providers will have access to view the date on which the Vision
Statement was last updated. This will be reflected on the Individual Dashboard.

e The “Edit” button will not be displayed to Service Providers and Service Provider Supervisors.
However, Service Coordinators and Service Coordinator Supervisors can edit an individual’'s
vision by clicking on “Edit” after a Vision Statement has been shared with providers. The Vision
would then need to be shared again for Providers to see those changes.

Other buttons are available on this screen. They are as follows:
e “Save”: The system will save the user’s work. Saved work can be accessed at a later date.

e “Reset”: The system will revert back to what was last saved. In the event that there are no saved
data, “Reset” will clear the form.

e “Spell Check”: A proofreading tool that can be used prior to saving or sharing.

e “Save & Continue”: The system will redirect the user to the ISP Dashboard.
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Viewing a Vision by Provider Staff in a Full Year

The Provider can view the Vision once the following conditions are met:
e The Service Coordinator has entered the Vision statement and clicked “Share with Providers”

When the Provider or Provider Supervisor accesses the Vision page, the screen is displayed in read-only
mode.

Scenario Description:
e A consultation has taken place between an individual, the individual's guardian and the Service
Coordinator, during which a new Vision Statement has been developed and the Service
Coordinator has created the Vision Statement for the individual in the module and shared with

Providers.
90 days 45 days 30 days 15 days J Gays Approval of
before 1SP before 15P before 15P before 159 before ISP Plan in
meeting meeting meeting meting 15 ISP Meeting MEDITECH
mseting

iy A
+ + (1) () | *
T T |

Assessments

Service Service Assessments Service Service
Coordinators Coordinators due to due o Coordinators Coordinators
and Provider Provider Data Provider Data and Service

Data Entry Entry Users Entry Users Coordinator
Users and Provider and Pravider Superisars
5 a 0
Supervisors Supervisors
X - Alert
S

(,_!,] - Due Date

First Steps:

e Search for an individual
¢ View the Individual Dashboard

Roles and Responsibilities:
e Providers: Views the Vision in Read-Only mode in the module
e Provider Supervisor: Views the Vision in Read-Only mode in the module
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1) Select "Vision" from the ISP components table on the ISP Dashboard or select the “Vision” tab.

Health and Human Services Mass./
[ v [ o0 Feant [ 15 [ aomean |

Individual Search | Review Process Mansgement | Reports | 1SP Data Extracts | References
_Qe_armRasult.s | ISP Dashboard | Progress Summary.

ISP Dashboard | ISP Meeting Detsils m Assessments | Goals  Objectives  Modifications  ViewPrint 159

Expand this section to see 15P timeline

b
Region/Area Office: Metro/Greater Boston ‘a""est' Bruce Service Coordinator: Coordinator, Service
Demographic Information ISP Mesting Details ISP Deadlines
SEN: Planned Mesting Date: 12/07/2015 Meating Deadline: 12/07/2015
Eligibdlity: Meeting Time: 10:00 AM ; Semi Annual Review Date: 06/04/2016
Meeting Location: ,-‘! Next ISP Meeting Deadline: 12/06/2016

Full Year ISP

[ Vision - -

e Assessments

Awaiting Reguest

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

2) The Vision Statement will display in Read-Only mode.

ISP Dashboard ISP Meating Details Wislon Assessrsents Goals Dibjectives Madifications View/Print 159

Vision @ Full Year ISP

1.What does (s)he identify as important activities and relationships to continue to be involved in? What other things would (s)he like to explore? £}

Bruce stated that he is an artist. He loves te paint pottery and to paint other things like pictures. Bruce responded that he would like to explore other forms of artwork and making
different jewelry. He would also like to make things out of wood like he used to when he was younger. He said he would like to make meney working as an artist selling his
artwork. Bruce shared that he has lots of friends who are special to him like the ones that live at his place; he then mentiened each of his four housemates by name. He stated
that they are all like a family together. Bruce went on to say that s his best friend and the two of them are going on a cruise someday soon.

2.What does (s)he think someone needs to know in order to provide effective supports?
Bruce responded that he wants people to know about what he likes to do; his routine. He stated that he wants people to help him have fun, Bruce said that life iz too short
sometimes and he would like help finding excitement. He shared he wants to walk again someday and could use some help with that. Bruce stated that if people don't know him or
hawe guestions about him that they can ask him and he will have a meeting with them.

3.What does (s)he think are his/her strengths and abilities? @

Bruce answered this question by stating, "I am an artist, a human rights person - I know a lot about those things, a good friend, and a hard worker.” He also shared that he is
“honest and dependable.” He closed by stating that he likes people a lot.

4.What would (s)he like to see happen in his/her life over the next two years?
Bruce stated that he might move out to 2 place that is quieter, He said he only thinks about moving when some people that live with him get too loud or angry. He said in two
years he hopes to be happy and to have lots of friends. Bruce wants to still be an artist making artwork. He wants to see his mother stating he hasn't seen her in a while.

Persons contributed to create

Vision: Bruce Test (Self)

[comie

Next Steps

After the Providers view the shared Vision, they can continue working on an Individual's plan by
completing any of the following actions:

e Providers and Provider Supervisors can use the Vision Statement as a reference tool when

completing assessments requested by the Service Coordinator, recording Goals, Objectives or
Support Strategies.

Other buttons are available on this screen. They are as follows:
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e “Continue”: The system redirect the user to individual Dashboard
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Viewing a Vision by Provider Staff in an Update Year

The Provider can view the Vision once the following conditions are met:
e The Service Coordinator has entered the Vision statement and clicked “Share with Providers.”

When the Provider or Provider Supervisor accesses the Vision page, the screen is displayed in Read-
Only mode. On an update year, the Vision from last year’s ISP will be displayed along with any updates
entered by the Service Coordinator or Service Coordinator Supervisor.

Scenario Description:

e A consultation has taken place between an individual, the individual’'s guardian and the Service
Coordinator, during which a new Vision Statement has been developed and the Service
Coordinator has created the Vision Statement for the individual in the module and shared with
Providers.

Note: The Provider user will not be able to view the Vision answers if the Vision is “Started by DDS.” If
the Provider user accesses the Vision screen when the Vision is “Started by DDS,” the following error
message will be displayed, “The individual's Vision is locked for editing. Please contact the Service
Coordinator for details.”

90 days 45 days 30 days 15 days 7 days Approval of

before ISP before ISP before ISP before ISP before ISP Plan in

meeting meeting meeting mieeting I5P ISP Meeting MEDITECH
mseting

A A
+ + () ) | *
T T |

Assessments

Service Service Assessments Service Service
- . due to . .

Coordinators Coordinatars due to Coordinators Coardinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users Ent:'r;r._lsers Coordinator

- . B and Provider - o
Users and Provider . Supervisors

Supervisors SUPENASOrS
—_—

{,_!,] - Due Date

First Steps:

e Search for an individual
e View the Individual Dashboard

Roles and Responsibilities:
e Providers: Views the Vision in Read-Only mode in the module
e Provider Supervisor: Views the Vision in Read-Only mode in the module

1) Select "Vision" from the ISP components table on the ISP Dashboard or select the “Vision” tab.
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o el uwury.ml = Il—-rn D ObpDves  MaaDotw ey el

e Epnd this sectian to s |SP fimehnes

e
Ragion, Ares Crffice; Motio G este Dot £1mr Bruce Srvicn Cogudinater {oordrgtns, Servios
Dhanissgiaphic Enfaimation 150 Daadlines
S i Mewting Deadine: 070015
[ Ryt Serul Arnusl Aevew Dabe: | LINLR4
Bheting L ocmtion o Pt 5P esteg Desding: (0105
Adtusl Mesting Date; 06 700 L4
Fuill Faas TSP
|
Toaa
L] Chiectiems B Suppord Shaleses L] LEEL

W P Vi k] Vi et B S i ket i Sl ik

2) View the original Vision Statement along with all updates in Read-Only mode.

Note: All updates entered by the Service Coordinator are displayed under last year’s ISP information and
are labeled as “Updated Information”. If the Service Coordinator has not updated a certain question, the
text that reads No Change” will be displayed.

ISP Dishbosrd 150 Heating Detail Wiskon Asseiarenls Gosl Ot Hodificalions  View/Frint 159

Vision @ Update Year ISP

| 1.What does (s)he identify as important activities and relationships to continue to be i in? What other things would (s)he like to explore? ()

Bruce stated that he is an artist. He loves to paint pottery and to paint other things ke pictures. Bruce responded that he would like to explore other forms of artwork and making dfferent jewelry. He would also like
o make things out of wood like he wsed Lo when he was younger. He said he would like to make money working as an artist selling his artwork. Broce shased that he has lafe of frieods who are special to him like the
anes that ltva at his place; be then mentioned ssch of his four housemates by name. He stated that they aro all llke s Family together. Bruce went on to say thal : his best friend and
the two of them are going on a crulse somaday soon,

Updated Information:
No Change

2.What does (s)he think someone needs to know in order to provide effective supports?
Bruce responded that ha wants people to know about what he likes to do; his routing, He stated that he wants peaple to halp him have fisn, Bruce sald that |ife is too short somatimes and he would like help finding
exditernent. He shared he wants to walk again someday and could use some help with that. Bruce stated that If people don't know him or have guestions about him that they can ask him and he will have & meeting
with tham,

Updated Information:
N Chiange

3.What doss (s)he think are his/her strengths and abilities? )

Bruce answered this question by stating, "I am an artist, a human rights person - T know a lot about these things, a geod friend, and a hard worker.” He also shared that he is "honest and dependable.” He dosed by
stating that he likes people a kot

Updated Information:
Na Change
4.What would [s)he like to see happen in his/her life over the next two years?

Bruce stated that he might move out to a place that is quieter. He said e only thinks about moving when some people that live with him get too lowd or anary. He sald in bwo years he hopes to be happy and to have
lots of friends. Bruce wants to still be an artict making artwark. He wants to sea his mother stating e hasa't sean her in a while.

Updated Information:

Bruce dedkded that he would like to remain in his present location. He relterated that he would like to strengthen his friendships and spend time making art.
Persons contributed to create Vision: Bruce Test (Seif)
Updated Information:

Na Change

Cantinge

Next Steps

After the Providers view the shared Vision, they can continue working on an Individual's plan by
completing any of the following actions:

e Providers and Provider Supervisors can refer to the Vision Statement when completing
HCSIS ISP Module Page 17
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assessments requested by the Service Coordinator, recording Goals, Objectives or Support
Strategies.

Other buttons are available on this screen. They are as follows:
e “Continue”: The system redirects the user to the individual dashboard
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Goals for DDS Staff

Creating a Goal in a Full or Update Year

Scenario Description

Service Coordinators and Service Coordinator Supervisors can create a Goal in the module starting at 90
days before the ISP meeting, once the plan selection has been made. Goals can be created as long as
the ISP plan remains unlocked.

Note: For demonstration purposes, the scenario will show the Goals form in an Update Year, and any
differences present in a Full Year will be noted.

90 days 45 days 30 days 15 days 7 days Approval of
before ISP before ISP before ISP before ISP before ISP Plan in
meeting meeting meeting meeting I5P 5P Megting MEDITECH
" L meeting |
(T (O |
N H’” |
Service Service Assessments Ass%ssmer:: Service Service
Coordinators Coordinators due to due o Coordinators Coordinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users Entry Users Coordinator
Uzers and Provider and Provider Supervisors
Supervisors Supervisors
* - Alert
|
{:,;,} - Due Date
First Steps

e Search for an Individual
e View the Individual Dashboard

Roles and Responsibilities

e Service Coordinators: Create Goals
Service Coordinator Supervisors: Create Goals
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1) Select “Goals” from the ISP components on the Individual Dashboard or menu tabs.

Health and Human Services

[1ose [ou [eas 150 [ sowin

Individual Search | Review Process | Reports |
Search Results | ISP Dashboard | Progress Summary
1SP = Individual Search > ISP Dashboard

ISP Dashboard ISP Mecting Details — Vision  Request Assessmonds  Review Assessments  Current Supparts  Safety/Rusk  Legal/Financial mem«rm Objectives  Moddications  View/Print ISP

¥k Expand this section to see ISP timeline
ke

Service Coordinator: Coordinator, Service
View/Print ISP Document | W/

Region/Area Office: Metro/Greater Boston &Tﬂﬂ: Bruce

Demeographic Information ISP Deadlines

Mecting Deadline: 12/07/2015
Semi Annual Review Date: 06/04/2016
Next [SP Meeting Deadline: 12/06/2016

Planned Mecting Date: 12/07/2015
Meating Time: 10:00 AM
Meeting Location: &

SSN:
Eligibility:

Update Year ISP

- Vigion = - Goals Request Assessments
Status: Created Status: Not
Due Date: N/ Date: 11/07/2015
Last Updated On: 08/21/2014
®

= [ ] Review Assessments

Pending DDS Revi

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

The system will display the Goals screen with a blank Goals form where a new Goal can be entered:

ISP Dashboard ISP Meoting Details  Vision Request Assessments  Review Assessmants  Current Supports Safoty/Rusk Legal/Financial  Successes/ Challenges Goals Chjectives  Modifications. Wiew/Print ISP
Goals O Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
2 Money Management 0872172014 Individual Updated
JCommunity Involverment 08/21/2014 Individusal Current
Personal Growth & -
= Accomplishments— 0B/18/2014 Provider Current
| view/Edit Goal || Delete Goal | | Add Goal |
Goal Title:*
Goal:*
Date Goal Identlfied:* L |58
Goal Identified By:* b
Update Year Status: * [New o
—
|[sawe |

Note: If already viewing an existing Goal, clicking on “Add Goal” will provide the Goals form and allow
the user to enter a new Goal.

2) Complete mandatory fields. The Goal fields must be completed with accurate information in order to
proceed.

HCSIS ISP Module Page 20



ISP Assessments User Guide

ISP Dashboard ISP Meeting Details  Vision | Request Assessments | Review Assessments | Current SUpports ¥ Legal a psses/Challenges | Goals | Objectives | Modifications  ViewPrint 159
Goals © Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
~ Money Management 08/21/2014 Indlvidual Updated
Community Involvement 08/21/2014 Individual 3 Current

-, Personal Growth &

L st by O8/18/2014 Provider Current

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

Goal Title:* Community Membership

By February 2016, Brice wil have parmiopated in two activities per month and ané néw
activity per quarter,

Goal:*

Date Goal Identified:* ]
Goal Identifled By:* Guardian bl |

7= - —
[_pal Chock | [ Resar | save | [Save & Comtinue |

Note: The “Update Year Status” will be present only for an Update Year ISP. In a Full year, the Goals
form will look similar with the exception of the “Update Year Status” field, which will not be displayed.

ISP Dashboard ISP Meeting Details  Vision | Request Assessments | Review Assessments | Current SUpports ¥ Legal a psses/Challenges | Goals | Objectives | Modifications  ViewPrint 159
Goals © Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
~ Money Management 08/21/2014 Indlvidual Updated
Community Involvement 08/21/2014 Individual 3 Current

-, Personal Growth &

L st by O8/18/2014 Provider Current

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

Goal Title:* Community Membership

By February 2016, Brice wil have parmiopated in two activities per month and ané néw
activity per quarter,

Goal:*
Date Goal Identified:* [oajos/2015 ]
Goal Identified By:* Guardian v]
Update Yoar Status:* New vl
Spall Check | | Reset “ Sove | [ save & Contimue |

3) Verify and/or change the “Update Year Status” for the Goal. This will be defaulted to “New” and will
be editable.

Note: This step is applicable to Update Year only. There will be no “Update Year Status” when creating

a Goal in a Full Year.

By February 2016, Bruce will have parbapated in twa SCtivities per maonth and ane new
|metiity per quarter

Goal:*

Date Goal Identified:*

Current
Discontinued bt |

Met

Goal Identified By:*

Update Year Status:*

N
Updated

| Spell Check

Note: Please see the table below for more information on Update Year Status.
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Met Used to describe a Goal or objective that has been achieved by the individual and
no longer remains a Goal or objective for the Update Year ISP.

Discontinued Used to identify a Goal or objective that is no longer relevant for the individual or
has ended.
Current Used to identify a Goal or objective from the previous year’s ISP that has not

changed and continues into the update year ISP.

*All recalled Goals and objectives will be defaulted to current.

*If a current Goal or objective is updated, the status should be changed to
updated.

Updated Used to identify a Goal or objective from the previous year’s ISP that has been
changed for the update year ISP.

New Used to identify a newly added Goal or objective. *Newly added Goals and
objectives will be defaulted to “new”.

4) After completing the Goals form, click “Save” to save the Goal in the module.

Update Year Status:* New w

Spell Check ill:xﬂ Save & Continue

Other buttons are available on this screen. They are as follows:

e “Save & Continue”: The system will redirect the user to the ISP Dashboard.

e “Reset”: The system will revert back to what was last saved. In the event that there is no saved
data, “Reset” will clear the form.

e “Spell Check”: A proofreading tool that can be used prior to saving or sharing.

5) After saving the Goal, the system will update the Goals Summary table with the information saved by
the user. The system will also display a message reading “Operation Successful.”

ISP Dashboard ISP Meating Details Visicn Request Assessments Review Assessments Current Suppats Safety/Risk Legal/Financial Successes, Challenges Goals Objactives Madifications. View/Priet ISP
Goals @ Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status

Money Management 08/21/2014 Individual Updated
08/21/2014 Indlvidual Current
08/18/2014 Provider Current
09/09/2015 Guardian New

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

Goal Title: *
Goal:*
Date Goal Identified:™
Goal Identified By:* ~
Update Yoar Status: ™ New -
| Sgpell Check Reset Save Save & Continue
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Note: The “Included in ISP Document?” column is visible only to DDS staff and will display a dash prior to
the ISP Meeting. For more information on this column, please refer to the Post ISP Meeting Activities
quick guide posted on the References page.

Next Steps
e The system will update the Goals Summary table with the information.

e Service Coordinators and Service Coordinator Supervisors can view and edit Goals
submitted by themselves as well as those submitted by Providers.
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Editing a Goal in a Full Year

Scenario Description
Service Coordinators and Service Coordinator Supervisors can edit an existing Goal in the module in a
Full Year ISP once the plan has been created and Goals have been recalled, or new Goals have been
created in the Full Year.

Recalled Information

e All Goals from the previous year’s Full or Update ISP will be recalled into a Full Year ISP. All
fields will be in editable mode.
e Ifthere is no Full Year ISP saved in HCSIS for the individual, the system will display the following
message: “No information recorded in HCSIS for this section.”

and Provider

Provider Data

Provider Data
Entry Users

90 days 45 days 30 days 15 days . Approval of
before ISP before ISP before ISP before 15P before ISP Plan in
meeting meeting meeting meeting I‘_'\Pj 5P Meeting MEDITECH
i " meeting |
Ty (O |
g g |
Service Service Assessments "5'55%“"'1&'“‘5 Service Service
Coordinators Coordinators due to due to Coaordinators Coordinators

Data Entry Entry Users Coordinator
Uzers and Provider and Provider Supervisors
5 e Supervisors

and Service

* - Alert
(,L} - Due Date

First Steps

e Search for the Individual

e View the Individual Dashboard

Roles and Responsibilities

e Service Coordinators: Edit a Goal created by the Area Office or any Provider agency
e Service Coordinator Supervisors: Edit a Goal created by the Area Office or any Provider

agency
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1) Select “Goals” from the ISP Dashboard or select “Goals” tab. The system redirects the user to the

individual's Goals page.

ISP Dashboard | ISP Meeting Detalls ~ \Vision ~ Request Assessments ~ Review Assessments  Current Suppofts  Safety/Risk  Legal/Financial Sucr,essc-s/challengel GDB\SIOO}(&EIWEE Modifications ~ View/Print ISP

»»Expand this section to see ISP timeline
e
Region/Area Office: Metro/Greater Boston

Demographic Information
SSN:

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

ISP Meeting Detail
Planned Meeting Date: 12/07/2015

Service Coordinator: Coordinator, Service

ISP Deadlines

Status: Shared
Due Date: 11/07/2015
Last Updated On: 09/22/2015

Last Shared On: 09/22/2015

[ ] Objectives & Support Strategies

Status; Awaiting Submission

Due Date: 11/22/2015

Pending Provider Submission: 3/3

Pending DDS Review: 0/3

Status: Created
Due Date: N/A

Last Updated On: 08/21/2014

[ ] Review Assessments
Status: Awaiting Submisslor

Due Date: 11/22/2015

Pending Provider Submission: 5/5

Pending DDS Review: 0/5

N: Meeting Deadline: 12/07/2015
Eligibility: Meeting Time: 10:00 AM Semi Annual Review Date: 06/04/2016
Meeting Location: 0 Next ISP Meeting Deadline: 12/06/2016
Full Year ISP
Gy Vision » Goals Request Assessments

Status: Sent
Due Date: 11/07/2015
Notification Last Sent On: 09/24/2015

Last Updated On: 09/24/2015

Other ISP Components

2016

i On: 09/24/2015
dated On: 06/24/2015

On: 02/20/2015
dated On: 06/24/2015

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

2) Select a Goal to edit by clicking the corresponding radio button and then selecting “View/Edit Goal.”

ISP Dashboard ISP Mesting Details  Vision  Request Assessments | Review Assessments | Currert Supports sk L ol | & /Challenges | Goals | Objectives | Modifications | View/Print 1P
Goals & Full Year ISP
Goal Title Date Tdentified Tdentified By Created By Updated By Included in ISP Doc?
o] Money Management 08/21/2014 Individual
‘Community Involvement 08/21/2014 Individual
Personal Growth & E
" Accomplishments- i e i)
[ Vet Goal J[ Delse Goal | add Goal
Goal Title:* ]
Goal
Date Goal Identifled:™ i |
Goal Tdentified By:* ~|
| Spell Check || Reset | [ save | [ save & Continue |

Note: The “Included in ISP Document?” column is visible only to DDS staff and will display a dash prior to
the ISP Meeting. For more information on this column, please see Post ISP Meeting Activities.

3) The system populates the text boxes with previously saved information for that Goal. All of the text
boxes can now be edited.
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| Date Goal Identified:™

P T

Goal Tite: * [Muney Management
Bruce wil save Up quartery to do a Dig event, Each quarter he will kentify an event he
woukd ke t0 do. Example: Boston Harbor Cruise, & concert, casing etc

Goal:*

08/21/2014

Changes Approved By Provider:=
Person Contacted Lo Approve
Change: *

Spell Check || Reset || Save |

ISP Dashboard ISP Meeting Detals  Vision | Request Assessments | Review Asstssments | Cufrent Supports gl hallenges | Goals | Objectives  Modificstions | Wiew/Print ISP
Goals @ Full Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc?

®  Money Management 08/21/2014 Individual

} o Community Involvement 08/21/2014 Individual
Personal Growth &
' Accomplishments- IRt oy
[ VuowfEit Goal | | Delete Goal |

Save & Continue |

If the selected Goal is created by a Provider instead of the Service Coordinator, the Service Coordinator
will see two additional fields on the bottom of the screen when viewing/editing the Goal:

| Date Goal Identified:*

DA/Z1/2014

<

Changes Approved By Provider:™

Person Contacted to Approve
Change:*

i

\ [l check | sese

Save & Continue |

4) To finish editing a Goal,

select “Save.”

| Date Goal Identified:*

Goal Identified By:™

DA/Z1/2014

Individual

Changes Approved By Provider:™

Person Contacted to Approve
Change:*

[_spell check | e

Note: Other buttons are available on this screen. They are as follows:

e “Save & Continue”: The system will redirect the user to the ISP Dashboard.

e “Reset”: The system will revert back to what was last saved. In the event that there are no saved
data, “Reset” will clear the form.

e “Spell Check”: A proofreading tool that can be used prior to saving or sharing.

After saving the Goal, the system will update the Goal Summary table with the information saved by the
user. The system will also display a message reading “Operation Successful.”

|

[L_ooerating Successtul
ISP Dashboard ISP Meeting Detads  Vision | Request Assessments  Review Assessments  Current Supports Logal/ /Challenges | Goals | Objectives  Modifications  View/Print ISP
Goals @ Full Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status

) Money Management 08/21/2014 Individual Updated

) | Commwunity Involvement 08/21/2014 Individual Current

. Personal Growth & e

Fobrtiarii 08/18/2014 Provider Current

Next Steps
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e The system will save the changes made to the Goal and redirect the user to the ISP Dashboard.
e Service Coordinators, Service Coordinator Supervisors can create additional Goals or edit
Goals that have been previously submitted.
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Updating a Recalled Goal in an Update Year

Scenario Description
Service Coordinators and Service Coordinator Supervisors can update a recalled Goal in the module in
an Update Year once the Update Year plan has been created, and if there was a Goal in the previous Full

Year ISP plan that was recalled.

Recalled Information

e All Goals from the previous year’s full ISP will be recalled into an Update Year ISP. The fields will
not be editable.

7d:
90 days 45 days 30 days 15 days befws Approval of
before ISP before ISP before ISP before ISP ore ISP Plan in
meeting mieeting meeting meeting lf‘pj I5F Meeting MEDITECH
i " meeting |
¢y (Y |
N 7 |
Service Service Assessments 'qssfssmer-‘s Senvice Service
Coordinators Coordinators due to due to Coordinators Coordinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users Entry Users Coordinator
Uszers and Provider and Provider Suparvisors
5 . Supervisors
K - Alert
|
{:,;.} - Due Date
First Steps

e Search for an individual
¢ View the Individual Dashboard

Roles and Responsibilities
e Service Coordinators: Update a Goal created by the Area Office or any Provider agency
e Service Coordinator Supervisors: Update a Goal created by the Area Office or any Provider

agency

1) Select “Goals” from the ISP Dashboard or select the “Goals’ tab. The system redirects the user to the
individual's Goals page.
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Health and Human Services

Mass. /o 4

Individual Search | Review mﬂmlmlm
Searmkemlts | 15P Dashboard | Progress Summary

idual Search = 5P Dashboard

15F Dashbosrd | ISP Mesting Details  Vision | Request Asssssments  Review Assessments  Current Supports 5. i | !Bual;l Objectives  Modifications  View/Print 15P

»pExpand this section to see ISP timeline

L2 g
Region/Area Office: Metro/Greater Boston &Tes‘-—: BI'IICE

RS o Service Coordinater: Coordinator, Service
View /Print 159 Document (W

Demographic Information ISP Meeting Details ISP Deadlines
SSN: Planned Mecting Date; 12/07/2015 Meeting Deadli 12/07/2015
Eligibifity: Meeting Time: 10:00 AM Semi Anmvual Review Date: 06/04/2016
Meeting Location: ] MNext ISP Meeting Deadline: 12/06/2016

Update Year ISP

L J Vision . L Goals L ] Request Assessments

: Created

Date: N/A Due Date: 11

Last Updated On: 0

Last Updated On; 08

Notification Last Sent On: 09/23/2015
Last Shared On

Last Updated On: 0925,

Objectives & Support Strategles - [ ] Raview Assessmants =] Other I5F Companents —

Stal Status: Awaiting 5

Due C Due Detir;

Pending Provider Sul

Pending DDS Review: 2/4

@ Ho action needed © Action needed @ Section complete @ Section overdue
[User 1D: EPEN

2) Select arecalled Goal to update by clicking the corresponding radio button and then selecting
“View/Edit Goal.”

ISPDashboard | ISP Meeting Detalls | Vision | Request Assessmenls | Heview Assessments | Current Suppors L 5 Challenges.

Goals | Objectives  Modifications  View/Print 159

Goals O

Update Year ISP

Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
oney Management 08/21/2014 Individual " Current
Community Involvemaent 08/21/2014 Individual Current
Personal Growth & I
Acc lishments- 08/18/2014 Provider Current
I_ View/Edit Goal l__mme Goal | | Add Goal |
Goal Title:

Goal:*

Date Goal Identified:™

Goal Identified By:™ v

Update Year Status:* New

[ Spell Check | [ Reset | [ Save |

Note: The system returns the recalled Goal in read-only mode with an “Updated Information” check box
and Goal Status dropdown that are editable.
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ISP Dashboard ISP Meeting Details  Vision  Request Assessments Review Assessmerts  Cusrent Supports. U f 5 /Challenges Goals Objectives  Modifications  View/Print ISP
Goals O Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
& Maney Management 08/21/2014 Individual Current
) Community Invelverment 08212014 Individual Current
y [Personal Growth & ! .
) licoomplishments: 0B8/18/2014 Provider Current

[ ViewiEd Gaal || Delete Goal | [ Ad Goal |

Goal Tithe:* Maoney 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: Bosten Harbor Crulse, a concert, casino etc
Date Goal Identified: * 08/21/2014

Goal Identified By: = Incividual

Changes Approved By Provider:*

Porson Contacted to Approve

Change:*
Upsdate Yoar Status:® Current ~ “|Update Informatiol
|_Spell cheek || s ] | save & Continue

3) Select the Update Information checkbox. Enter updates for the Goal in the Updated Information text
box that appears.

ISP Dashboard ISP Meoting Details  Vision | Request ASSessments | Reviow ASSESSMONts  Cumenk Supports ¥ g hallenges | Goals | Objectives  Modifications  View/Print ISP
Goals O Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
® Money Management 08/21/2014 Individual Current
Community Involverment 08/21/2014 Individual Current

Personal Growth &

° Accomplishments-- 0B/18/2014 Provider 5 Current

Goal Tite:* 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, casing etc
i Date Goal Identified:™ 08/21/2014

Goal Identified By:® Individual

| Changes Approved By Provider:*

Person Contacted to Approve
Change: *

| Update Year Status:* [Current__~] I + Update Information

Bruce will expand his money management capabilies to mclude the ability to independently manage his
expenses]

[ Spell Chock. [(ave & Contine |

Note: One Updated Information checkbox will appear for each recalled Goal and will be displayed at the
end of the form. This field will NOT appear for new Goals added as part of an update year.

Note: The Updated Information text box will have a 2,000 character limit.

4) Select a status for the Goal from the Update Year status dropdown.

Changes Approved By Provider:* -
Person Contacted to Approve

Change:*

Update Yoar Status:* + Update Information

Bruce will expand his money mansgend [ the ability to ndependently mansge his
expanses,

[ Spest Check | [ Reset | [ save | || Save & Contine |
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Note: This field is mandatory for all Goals pulled forward from a previous full year ISP plan. The
dropdown value will have the following options: Met, Discontinued, Current, Updated, and New. The
Goals status is pre-populated to “Current” for all recalled Goals and will be editable.

Note: Please see the table below for more information on Update Year Status.

Met Used to describe a Goal or objective that has been achieved by the individual
and no longer remains a Goal or objective for the Update Year ISP.

Discontinued Used to identify a Goal or objective that is no longer relevant for the individual
or has ended.

Current Used to identify a Goal or objective from the previous year’s ISP that has not
changed and continues into the update year ISP.
*All recalled Goals and objectives will be defaulted to current.
*If a current Goal or objective is updated, the status should be changed to
updated.

Updated Used to identify a Goal or objective from the previous year’s ISP that has
been changed for the update year ISP.

New Used to identify a newly added Goal or objective. *Newly added Goals and
objectives will be defaulted to “new”.

5) To finish updating a Goal, select “Save”.

ISP Dashboard | ISP Meeting Details.  Vision | Request Assessments  Review Assessments | Cufrent Supports  Safety/Risk  LegalFinancisl | Successes/Challenges | Goals | Objectives  Modifications: | View/Print ISP

Goals @ Update Year ISP

Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
08/21/2014 Individual - Current
08/21/2014 Individual Current
08/18/2014 Provider Cugrent
‘ View/Edit Goal Delete Goal Add Gaal

Goal Tith Mone: y M, o t

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 Crulse, 8 concert, casino etc

Date Goal Identified: = 08/21/2014

Goal Identified By:*® Individual

Changes ed By Provider:=

Person Contacted to Approve

Change: *

Update Year Status:* Updated e ~ Update Information

| [ Spell check || Rese Save Save & Continue

Note: Other buttons are available on this screen. They are as follows:

e “Save & Continue”: The system will redirect the user to the ISP Dashboard.

e “Reset”: The system will revert back to what was last saved. In the event that there are no saved
data, “Reset” will clear the form.

e “Spell Check”: A proofreading tool that can be used prior to saving or sharing.
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6) After saving the Goal, the system will update the Goal Summary table with the information saved by
the user. The system will also display a message reading “Operation Successful.”

Dperation Successful,

Goals

Objectives  Modifications.

Wiew/Print ISP

ISP Dashboard 15P Meeting Details. Wisson Request Assessments Review Assessments Cusvent Supports Safety/Risk Legal/Finsncial Successes/Challenges
Goals Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
Money Management O8/21/2014 Individual Updated
Community Invelvement 08/21/2014 Inndhvidual Current
Personal Growth & . -
Accomplishmnts 08/18/2014 Provider Current

Next Steps
e The system will save the changes made to the Goal and display a cleared Goals form.
e Service Coordinators and Service Coordinator Supervisors will be able to create additional

Goals or update Goals that they have previously submitted.

Page 32
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Deleting a Goal in a Full or Update Year

Scenario Description
Service Coordinators, Service Coordinator Supervisors and Area Office Directors can delete a Goal in
both a Full Year and Update Year ISP, given the following restrictions:
e Arecalled Goal cannot be deleted during an Update Year. Only new Goals added during the
Update Year can be deleted.
e A Goal cannot be deleted if there are any Objectives and Support Strategies associated to the
Goal. The associated Objectives and Support Strategies must be deleted prior to deleting the
Goal.
e A Service Coordinator may delete Goals created by the DDS staff or the Provider agency.

Note: For demonstration purposes, the scenario will show the Goals form in an Update Year, and any
differences present in a Full Year will be noted.

90 days 45 days 30 days 15 days 7 das Approval of
before ISP before 15P before ISP before 1SP before ISP Plan in

meeting mieeting meeting meeting 5P 15P Meeting | MEDITECH
meeting

A A
+ + ) () | *—
T T |

Assessments

Service Service Assessments Service Service
Coordinators Coordinators due to due to Coardinators Coordinators
and Provider Provider Data Provider Data and Service

Data Entry Entry Users Entry Users Coordinator
Uszers and Provider and Provider Supervisors
5 I Supervisors

* - Alert
{,L} - Due Date

First Steps

e Search for an Individual
e View the Individual Dashboard

Roles and Responsibilities

e Service Coordinators: Delete Goals created by SC or any Provider agency
e Service Coordinator Supervisors: Delete Goals created by SC or any Provider agency
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1) Select “Goals” from the ISP Dashboard or select “Goals” tab.

Health and Human Services

Mass. o it

Individual Search | Review Process Y I.Remml !/
|Search Results | ISP Dashboard | Progress Summary

I Search = ISP [

15F Dashbosrd | ISP Mesting Details  Vision | Request Asssssments  Review Assessments  Cusrent Supports

Gosls Vi Print 15P.

»pExpand this section to see ISP timeline

L2 g
| Region/Area Office: Metro/Greater Boston T_es"—! _Brl.lce Service Coordinater: Coordinator, Service
View/Print ISP Document | W/TS
Demographic Information i ISP Deadlines
SSN: Planned M o Date; 12/07/2015 Meeting Deadling: 12/07/2015
Eligibifity: Meeting Time: 10:00 AM Semi Anmvual Review Date: 06/04/2016
Meeting Location: ] MNext ISP Meeting Deadline: 12/06/2016
Update Year ISP
L J Vision " L

[ ] Request Assessments

Status: Shared Status: Sent

Due Date: 11/07/2015

Due Date: 11/07/2015
Last Updated On: 09/23/2

5

09/23/2015
Last Shared On: 09

f2015

Last Updated On: 09/25/2015

Objectives & Support Strategles - [ ] Raview Assessmants =] Other I5F Companents

Status: Actic

Status: Awaiting Submission

Due Da 2015 Due Date 15
Pending mission: 2/4 Panding Provider Suba ion: 2/4
Pending DDS Review: 2/4 Pe g DDS Review: 0/4

@ No action needed *© Action needed @ Section complete @ Section overdue
[User 1D: EPEN

2) Select a Goal to delete by clicking the radio button that corresponds to the Goal.

ISP Dashboard ISP Meeting Details  Vision | Request Assessments | Reviow Assessmonts | Cummenk Supports

¥ gl Challenges - | Gosts | Objectives | Modifications.  Wiew/Print 15P
Goals 0 Update Year ISP
Date Identified Created By Updated By Included in ISP Doc? Update Year Status
Money Management 08/21/2014 Individual Current
Community Involvement 08/21/2014 Inciividual Current
Personal Growth & -
o Accamplishments- IUHKIBJZUH .Plcwvder | Current
B Community Membership 09/09/2015 Guardian Coordinator, Service Coordinator, Service

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

Goal Title: * [ ]

Goal:*

Date Goal Identified:*

Goal Identifled By:*

Update Year Status:* [Mew ~|

[“speitcheck | eset | [ Save |

3) Click on “Delete Goal".
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ISP Dashboard ISP Meeting Detalls  Wision | Flequest Assessments | Review Assessments | Curment Supports t Legalf hallenges | Goals | Objectives | Modifications | View/Print ISP
Goals O Update Year ISP
Date Identified Identified By Created By Included in ISP Doc? Update Year Status

} Money Management 08/21/2014 Individual Current

O [Community Tnvelverment 08/21/2014 Individual = Current

 Personal Growth & .
? Aecomplishmants-- 08/18/2014 Provider | Current

®  Community Membership 09092015 Guardlan Coordinator, Service Coordinator, Service

[ Miewitdic Goal | | Delete Goal || add Goal |

Goal Title:*

Goal:*

Date Goal [dentified: ™ |

Goal Identified By:* C -

Update Year Status:™ (New -

[soet chock ][ meser | smve | [save & cantioue |

Note: It is recommended that all users click “View/Edit Goal” to view Goal content before proceeding to
delete the Goal.

4) The system will display a confirmation pop-up screen:

Goals Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
Money Management 08/21/2014 Individual Current
} | Community Tnvolvement 08/21/2014 Individual Current
Personal Growth & T =
Pl sipiiatrents 08/18/2014 Provider : - = Current
@ |Community Membership 09/09/2015 Guardian Confirmation Message X

Are you sure you want to delete this Goal?

o

Goal Title:* [Communiey Meme

[By February 2016, Bruce will have partiapated in two a
activity per quarter.

5) Click “Yes.”

Goals Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status.
} |Money Management 08/21/2014 Individual Current
3 Community Involvement 08/21/2014 Individual Current
Personal Growth & 5 i
A cplstr et 08/18/2014 Provider - = Current
® |Community Membership 09/09/2015 Guardian | Confirmation Message X

Are you sure you want to delete this Goal?
==

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

Goal Title:* |Community Membershi

6) After clicking “Yes”, the system will delete the Goal and update the Goal Summary table with the
information saved by the user. The system will also display a message reading “Operation
Successful.”
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|
I Operation Sul:oassfnl.l

ISP Dashboard | ISP Meeting Details | Vision | Request Assessiments | Review Assessments  Current Supports | Safety/fisk | Legal/fnancial | Successes/Challenges | Goals | Objettives  Modifications | View/Pring 159

Goals @ Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
Money Management Of/21,/2014 Individual - Current
Community Involvement 08/21/2014 Individual . Current

Personal Growth &

Accomplishments--CLASS 0B/18/2014 Provider Current

[ viewsEdet Goal | [ Dedete Goal | [ add Goal |

Goal Title: *

Goal:*

Date Goal Identified: = =
Goal Identified By:* vl

Update Year Status:* [ New |

Spell Check | [ Reser || Save | [ Save & Continue

Note: If the Goal that the user is trying to delete has any associated Objectives and Support Strategies,
then the user will be prompted to delete the associated Objectives and Support Strategies before deleting
the Goal.

Next Steps

The system will update the Goal Summary table to reflect the changes made by the user.

e Service Coordinators and Service Coordinator Supervisors can create new and edit existing
Goals
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Goals for Provider Staff

Creating a Goal in a Full or Update Year

Scenario Description
Providers and Provider Supervisors can create a Goal in the module once the SC user has made the ISP
year selection. Goals can be created as long as the ISP plan remains unlocked. It is not necessary for the
Vision to be shared by the Service Coordinator in order to start work on creating Goals.

Note: For demonstration purposes, the scenario will show the Goals form in an Update Year, and any

differences present in a Full Year will be noted.

90 days 45 days 30 days 15 days 7 days Approval of
before ISP before ISP before ISP before ISP before ISP Plan in
meeting mieeting meeting meeting I':'Pj 5P Meeting MEDITECH
i L meeting |
{00 {1
e 7 |
Service Service Assessments 'qssfssmer-‘s Senvice Service
Coordinators Coordinators due to due to Coordinators Coordinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users Entry Users Coordinator
Uszers and Provider and Provider Suparvisors
5 . Supervisors
X - Alert
|
{:,;.} - Due Date
First Steps

e Search for an Individual
¢ View the Individual Dashboard

Roles and Responsibilities

e Providers: Create Goals
e Provider Supervisors: Create Goals

The below steps are completed by either a Data Entry User or a Provider Supervisor.
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1) Select “Goals” from the ISP components on the Individual Dashboard or select “Goals” tab.

Health and Human Services

Individual Search | Review Process Management | Reports | ISP Data Extracts | Referances
Search Results | ISP Dashboard | Progress Summary
159 =~ Individual Search = I5P Dashboard

ISP Dashboard | ISP Meeting Detalls  Vision I ; ! View,/Print 155

b Expand this section to see ISP timeline
e

Region/Area Office: Metro/Greater Boston &Test' Bruce Service Coordinator: Coordinator, Service
Demographic Information ISP Meeting Details ISP Deadlines
SEN: Planned Mecting Date: 12/07/2015 Meoting Deadline: 12/07/2015
Eligibility: Meeting Time: 10:00 AM Semi Annual Review Date: 06/04/2016
Meeting Location: o Next ISP Meeting Deadline: 13/06/2016
Update Year ISP
L] Vision -] - Goals
Status: Created
Due Date; N/
Last Updated On: 09/28/2015
[ ] - Assessmants

Status: Approved

Due Date: 11/22/2015

Pending Provider Subr

Pending DDS Review: 0/1

@ tio action needed - Action needed @ Section complete @ Section overdue

2) Complete mandatory fields. The Goal fields must be completed with accurate information in order to

ISP Dashboard ISP Meeting Details | Vision | Assessments | Goals | Objectives Moddications. | View/Print 159
Goals @ Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Update Year Status
2 |Money Management 08/21/2014 Individual Updated
Community Involvement 08/21/2014 Individual Current
- |Personal Growth B
G i 08/18/2014 Provider Current
Goal Title: * Cornmunity Memibershig
By February 2016, Bruce wil have partiopated in two activitles per mankh and one now
activity per quarter.
Goal:*
Date Goal Identified:* /s 2015
Goal Identified By:* (Provider
Update Yoar Status:™ [New ]
- L . : - :
| Spell Check || Reset | [ save | | Save & Continue |

3) Verify and/or change the “Update Year Status” for the Goal. This will be defaulted to “New” and will
be editable.

Date Goal Identified:*

(Current
Goal Identified By:* Discontinued
Met

Update Year Status:*

[ Spel check || Reset || Save |

[ save & continue |

Note: This step is applicable to Update Year only. There will be no “Update Year Status” when creating
a Goal in a Full Year.

HCSIS ISP Module
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Note: Please see the table below for more information on Update Year Status.

Met Used to describe a Goal or objective that has been achieved by the
individual and no longer remains a Goal or objective for the Update Year
ISP.

Discontinued Used to identify a Goal or objective that is no longer relevant for the

individual or has ended.

Current Used to identify a Goal or objective from the previous year’s ISP that has
not changed and continues into the update year ISP.
*All recalled Goals and objectives will be defaulted to current.
*If a current Goal or objective is updated, the status should be changed
to updated.

Updated Used to identify a Goal or objective from the previous year’s ISP that has
been changed for the update year ISP.

New Used to identify a newly added Goal or objective. *Newly added Goals
and objectives will be defaulted to “new”.

4) After completing the Goals form, click “Save” to save the Goal in the module.

Date Goal Identified:* 09/ 15 201 5
Goal Identified By:* Provider e

Update Year Status:* New v

Spell Check || Reset Save & Continue

Note: Other buttons are available on this screen. They are as follows:

e “Save & Continue”: The system will redirect the user to the ISP Dashboard.

e “Reset”: The system will revert back to what was last saved. In the event that there are no saved
data, “Reset” will clear the form.

e “Spell Check”: A proofreading tool that can be used prior to saving or sharing.

5) After saving the Goal, the system will update the Goal Summary table with the information saved by
the user. The system will also display a message reading “Operation Successful.”
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| | 1
l Operation Successful, l

ISP Dashboard 15P Meeting Details  Vision Assessments Goals. Objectives  Modifications  View/Prink ISP

Update Year ISP

Goals @
Goal Title Date Identified Identified By Created By Updated By Update Year Status
Money Management 08/21/2014 Individual Updated
Community Involvement 08/21/2014 Individual Current

~ Personal Growth &
R omplahrents: 08/18/2014 Provider Cusrrent
Community Membership 09/08/2015 Provider Hew

| View/Edi Gaol || Delete Goal || add Goal |

Goal Title:*
Goal:*

| Date Goal Identified:* i)
Goal Identified By:* [ ~
Update Year Status:™ New ~

| Save & Continue

Spell Check. || Reset || Save |

Next Steps

e Providers and Provider Supervisors can view and edit Goals created by their own Provider
Agency

e Providers and Provider Supervisors can view Goals created by any user

e Provider and Provider Supervisors can associate an Objective to any previously created
Goal (also for Goals created by Service Coordinators or by Providers from Other Agencies)
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Editing a Goal in a Full Year

Scenario Description
Providers and Provider Supervisors can edit an existing Goal in the module in a Full Year ISP once the
plan has been created and Goals have been recalled, or new Goals have been created in the Full Year.

Recalled Information

¢ All Goals from the previous year’s full or Update ISP will be recalled into a Full Year ISP. All fields

will be in editable mode.

e Ifthere is no Full Year ISP plan saved in HCSIS for the individual, the system will display the
following message: “No information recorded in HCSIS for this section.”

90 days 45 days 30 days 15 days 7 days Approval of
before ISP before ISP before ISP before ISP before ISP Plan in
mieeting mieeting meeting meeting lf‘pj I5F Meeting | MEDITECH
" L meeting
() (0
e \“1"! |
Service Service Assessments 'qssfssmer-‘s Senvice Service
Coordinators Coordinators due to due to Coordinators Coordinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users Entry Users Coordinator
Uszers and Provider and Provider Suparvisors
5 . Supervisors
K - Alert
|
{:,;.} - Due Date
First Steps:

e Search for the Individual
¢ View the Individual Dashboard

Roles and Responsibilities:

e Providers: Edit a Goal created by his/her own agency
e Provider Supervisors: Edit a Goal created by his/her own agency

The below steps are completed by either a Data Entry User or a Provider Supervisor.
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1) Select “Goals” from the ISP Dashboard. The system redirects the user to the individual's Goals page.

I15P Dashboard | ISP Meeting Detalls  Vision Asﬂ:qusl Goals 'mm.w.-: Modfications | View/Pring 15

b Expand this section to see ISP timeline
>
Region/Area Office: Metro/Greater Boston Test, Bruce Service Coordinater: Coosdinator, Service
Demographic Information ISP Meeting Details ISP Deadlines
S Planned Mecting Date; 12/07/2015
Eligibiiby:

Meeting Deadline: 12/07/2015
Seml Annual Review Date: 06/04/2016
MNext ISP Meeting Deadline: 12/06/2016

Meeting Time: 10:00 AM
Meeting Location:

=

Full Year ISP

Vislon Goals

@ no action needed ©© Action needed @ Section complete @ Section overdue

2) Select a Goal to edit by clicking the corresponding radio button and then selecting “View/Edit Goal.”

ISP Dashboard  [SP Meeting Details  \Vision  Assessments | Goals | Objectives  Modifications  View/Print 15

Goals @ Full Year ISP

Goal Title Date Identified Identified By Created By Updated By
) Money Management 08/21/2014 Individual
Community Involvement 08/21/2014 Individual
o IPersm'\a\ Growth & Accomplishments-- 08/18/2014 Provider
| [ view/edic Goal |iue\m Goal |[ Add Goal |

Goal Title:*
Goal:*
Date Goal Identified: * 3 . "”ﬁ
Goal Identified By:* il

The system populates the text boxes with previously saved information for that Goal. All of the text boxes
can now be edited.

3) Make necessary changes to the Goal. If the Goal needs to be deleted, please refer to the section on
deleting Goals.
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ISP Dashboard ISP Meeting Details  Vision  Assessments Goals Objectives Modifications  View/Print ISP

Goals Full Year ISP
Goal Title Date Identified Identified By Created By Updated By
®  Money Management 08/21/2014 Indiividual
Community Involvement 08212014 Individual

Personal Growth & Accomplishrments- 08/18/2014 Providar

[ Viewjtdit Goal | Delete Goal | Add Goal |

Goal Tithe:* [Money Management

|Bruce will save up quarterly to do a big event. Each quarter he will identify an event he
would ke to do. Examphe: Boston Harbor Crulse, 3 Concert, casing &c

Goal:*
Date Goal Identified:® {avz1/2014 I |
Goal Identified By:® Individual -

‘ - Seot hoce | e || S | [ Save & Continue |

4) To finish editing a Goal, select “Save”.

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

Goals Full Year ISP
Goal Title Date Identified Identified By Created By Updated By
®  Money Management 08/21/2014 Indiividual
Community Involvement 08212014 Individual

Personal Growth & Accomplishrments- 08/18/2014 Providar

[ Viewitdit Goal | | Delote Goal | | Add Goal
Goal Tithe:* [Money Management

|Bruce will save up quarterly to do a big event. Each quarter he will identify an event he
would ke to do. Examphe: Boston Harbor Crulse, 3 Concert, casing &c

Goal:*
Date Goal Identified:® {avz1/2014 I |
Goal Identified By:® Individual -

‘ | Spell Chock | [ Reset [ Save & Continue |

Note: Other buttons are available on this screen. They are as follows:

e “Save & Continue”: The system will redirect the user to the ISP Dashboard.

e “Reset”: The system will revert back to what was last saved. In the event that there are no saved
data, “Reset” will clear the form.

e “Spell Check”: A proofreading tool that can be used prior to saving or sharing.

5) After saving the Goal, the system will update the Goal Summary table with the information saved by
the user. The system will also display a message reading “Operation Successful.”
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Operation Successful

ISP Dashboard | ISP Meeting Details | Vision  Assessments | Gosls | Objectives  Modfications | ViewyPrink ISP

‘ Goals © Full Year ISP
Goal Title Date Identified Identified By Created By Updated By
Money Management 08/21/2014 Tndividual
Community Involvement 08/21/2014 Individual

IPersonaI Growth & Accomplishments 08/18/2014 Provider

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

Goal Tithe: *

Goal:*

Date Goal Identified: m
Goal [dentified By:= b |

Spell Check | | Reset | [ save |

Save & Continue |

Next Steps

e Providers and Provider Supervisors can create Objectives and Support Strategies associated
to Goals that have been created in the module, as well as create additional Goals.

e Providers and Provider Supervisors can create additional Goals or edit Goals that have been
previously submitted by the same agency.
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Updating a Recalled Goal in an Update Year

Scenario Description

Providers and Provider Supervisors can update a recalled Goal in the module in an Update Year once the
Update Year plan has been created, and if there was a Goal in the previous Full Year ISP plan created by
the same agency that was recalled.

Recalled Information

¢ All Goals from the previous year’s full ISP will be recalled into an Update Year ISP. The fields will
not be editable.

90 days 45 days 30 days 15 days 7 days Annioval of
before ee

before ISP before 159 before ISP before 1P ISP Plan in

meeting meeting meeting meeting IsP 5P Meeting MEDITECH
meeting |

- iy
+ + ) () ' *—
T T |

Assessments

Service Service Assessments - Service Service
Coordinators Coordinators due to due to Coordinators Coordinators
and Provider Provider Data Provider Data and Service

Data Entry Entry Users Entry Users Coordinator
Users and Provider and Provider Supervisors
. A Supervisors
K - Alert

|

{.;.} - Due Date
First Steps

e Search for an individual
e View the Individual Dashboard

Roles and Responsibilities

e Provider Data Entry User: Update a Goal created by the same Provider agency
e Provider Supervisor: Update a Goal created by the same Provider agency

The below steps are completed by either a Data Entry User or a Provider Supervisor.

1) Select “Goals” from the ISP Dashboard or select “Goals” tab. The system redirects the user to the
individual’'s Goals page.
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Health and Human Services

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

ISP Dashboard | TSP Meeting Details  Vision Anu-.wm-m Objectives  Modifications  View Print 159

#kExpand this section to see ISP timeline

>
Region/Area Office: Metro/Greater Boston &Tgst, Bruce Service Coordinator: Coordinator, Service
Demographic Information ISP Meeting Details ISP Deadlines
SSN: Planned Mesting Date: 12/07/2015 Meating Deadline: 12/07/2015
Eligitility: Mecting Time: 10:00 AM Seml Annual Review Date: 06/04/2016
Meeting Location: o Next ISP Meeting Deadline: 12/06/2016
Update Year ISP
® Viston =) (@ Goals
Status: Shared Status: Created
Due D 11 Due Date: NfA

Last Up Last Updated On: 09/28/2015

On: 092

Last Shared On: 09/2:

Objectives & Support Strategles = Assessments

Status: Action Re

Status: Action Required

Pending F

Pending DDS Review

@ o action needed ©  Action needed @ Section complete @ Section overdue

2) Select arecalled Goal to update by clicking the corresponding radio button and then selecting
“View/Edit Goal.”

ISP Dashboard | ISP Meeting Detaile | Vision  Assesements | Goals | Objectives  Modifications  View/Print (5P

Goals @ Update Year ISP

Date Identified Identified By Created By Updated By Update Year Status

n Money Mansgement 08/21/2014 Individual Updatod
3 [Community Involvement 08/21/2014 Individual Current

Parsonal Growth &
" Accomplishments—-

08/18/2014 Provider Current

| View/Ed# Goal | | Delote Goal || Add Goal
Goal Tide:*
Goal:*
Date Goal Identified:* [ i |
Goal Identified By:* ~|
Update Year Status:* [Mew ]
'_s_gucneck I; Reset || Save | [ save & Continue ,

Note: The system returns the recalled Goal in read-only mode with an “Updated Information” check box
and Update Year Status dropdown that are editable.
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ISP Dashboard ISP Moeting Details Vision Assessments Goals. Ohpectives Modifications Vigw,/ Pring [59
Goals @ Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Update Year Status
®  [Money Management 08/21/2014 Tndividual Upchated
1 Community Involvement 08/21/2014 Indlvidual Current
. |Personal Growth & z
4
) Inscommplkhmants= 08/ 18201 Provider Current
View/Edit Goal ||
Goal Tithe:* Maoney 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, casing ete
Date Goal Identified: 08/21/2014
Goal Tdentified By:* Individual
Update Year Status:* Current ~ Update Infarmationf|
[l Too Walus =
Spell Check | | Reser | [ Sove | | Save & Cantinue |

3) Select the Update Information checkbox. Enter updates for the Goal in the Updated Information text
box that appears.

ISP Dashboard | ISP Mecting Details | Vision | Request Assessments | Review Assessments  Current Supports L

g2 Challenges | Goals | Objectives  Moddications | View/Print 1SP
Goals © Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
@ Money Management 08/21/2014 Individual - No Updated
Community Involvemnent 08/21/2014 Individual No Current
-, ‘Personal Growth &
Accomplishments-- 08/18/2014 Provider Mo Current
[ viewrEdic Goal | | Delete Goal | [ Add Goal |
| Goal Tithe: * Moniy 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 Crulse, a concert, casino etc
Date Goal Identified: * 08/21/2014
Goal Identified By:® Iraclivichual

| Changes Approved By Provider:* -

Person Contacted to Approve
Change:*

Update Year Status:* [Updated V] I ¥ Update Information

Bruce will expand hits money management capabilibes 1o nchude the abety 1o mdependently manage his
experses

[_Spal check |[ Rasat |[ save |

[ Save & Continue |

Note: One Updated Information checkbox will appear for each recalled Goal and will be displayed at the
end of the form. This field will NOT appear for new Goals added as part of an update year.

Note: The Updated Information text box will have a 2,000 character limit.

4) Select a status for the Goal from the Update Year status dropdown.

Goal Titla:*

Goal:*

Date Goal Identified:™
Goal Identified By:=

Update Year Status:*

 Update Information

Note: This field is mandatory for all Goals pulled forward from a past full year ISP plan. The dropdown
value will have the following options: Met, Discontinued, Current, Updated, and New. The Goals status is
pre-populated to “Current” for all recalled Goals and will be editable.

Note: Please see the table below for more information on Update Year Status.
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Met Used to describe a Goal or objective that has been achieved by the
individual and no longer remains a Goal or objective for the Update Year
ISP.

Discontinued Used to identify a Goal or objective that is no longer relevant for the

individual or has ended.

Current Used to identify a Goal or objective from the previous year’s ISP that has
not changed and continues into the update year ISP.
*All recalled Goals and objectives will be defaulted to current.
*If a current Goal or objective is updated, the status should be changed to
updated.

Updated Used to identify a Goal or objective from the previous year’s ISP that has
been changed for the update year ISP.

New Used to identify a newly added Goal or objective. *Newly added Goals and
objectives will be defaulted to “new”.

6) To finish updating a Goal, click “Save”.

Goal Title:*

Goal:* went. Each quarter he will identify an event he would like to do. Example: Boston Harbor Crulse, a concert, casing etc

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

Update Year Status:* Updated o » Update Information

Spell Check || Resed Save f Continue

Note: Other buttons are available on this screen. They are as follows:

e “Save & Continue”: The system will redirect the user to the ISP Dashboard.

e “Reset”: The system will revert back to what was last saved. In the event that there are no saved
data, “Reset” will clear the form.

e “Spell Check”: A proofreading tool that can be used prior to saving or sharing.

7) After saving the Goal, the system will update the Goal Summary table with the information saved by
the user. The system will also display a message reading “Operation Successful.”
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ration Suc !

ISP Dashbosrd | ISP Mesting Details | Vison | Atssszments | Goals | Objeciives  Modifications  View/Print 15P

Goals 0 Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Update Year Status
0 Money Management 08/21/2014 Individual Updated

Community Involvement 082172014 Individual Current

Personal Growth &

< Accomplishments-- 08/18/2014 Provider Current

| View/Edic Goal || Delete Goal | [ Add Goal |

Goal Title:*

Goal:*

Date Goal ldentified:*

< i

Goal Identified By:*

Update Year Status:* [New w|

| spen check || meset | sove | [ Save & Continue |

Next Steps

e Providers and Provider Supervisors will be able to create additional Goals or update Goals
that they have previously submitted
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Deleting a Goal in a Full or Update Year

Scenario Description
Providers and Provider Supervisors can delete a Goal in both a Full Year and Update Year ISP, given the
following restrictions:
o Arecalled Goal cannot be deleted during an Update Year. Only new Goals added during the
Update Year can be deleted.
e A Goal cannot be deleted if there are any Objectives and Support Strategies associated to the
Goal. The associated Objectives and Support Strategies must be deleted prior to deleting the
Goal.
e A Provider user may delete Goals created by the same Provider agency.

Note: For demonstration purposes, the scenario will show the Goals form in an Update Year, and any
differences present in a Full Year will be noted.

90 days 45 days 30 days 15 days 7 days Approval of
before ISP before ISP before ISP before ISP before ISP Plan in

meeting meting meeting meting I5P &P Megting I MEDITECH
el |ﬁE

A A
+ + ) () ' *—
T T |

Assessments

Service Service Assessments - Service Service
Coordinators Coordinators due to due to Coardinators Coordinators
and Provider Provider Data Provider Data and Service

Data Entry Entry Users Entry Users Coordinator
Uszers and Provider and Provider Supervisors
5 I Supervisors
* - Alert

|

{,;,} - Due Date

First Steps

e Search for an Individual
¢ View the Individual Dashboard

Roles and Responsibilities

e Providers: Delete Goals created by his/her Agency
e Provider Supervisors: Delete Goals created by his/her own agency
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The below steps are completed by either a Data Entry User or a Provider Supervisor.

1) Select “Goals” from the ISP Dashboard or select “Goals” tab.

Health and Human Services Mass. (/o i

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

Individual Search = ISP Dashboa:
ISP Dashboard | ISP Mecting Detalls  Vision M«Kﬂmn( Objectrves. | Modifications.  View/Print 15F

# e Expand this section to see ISP timeline

NS
Region/Area Office: Metro/Greater Boston &Test' Bruce Service Coordinator: Coordinator, Service
Demographic Infermatien ISP Meeting Details 1SP Deadlines
SEN: Planned Mecting Date: 12/07/2015 Meating Deadiine: 12/07/2015
Eligibility: Meeting Time: 10:00 AM Semi Annual Review Date: 06/04/2016
Meeting Location: o Next ISP Meeting Deadline: 13/06/2016

Update Year ISP

L] Vision -] L

Last Updated On: 09/28/2015

Assessments

Status: Approved

Due Da 11/22,

Pending Provider Subr

Pending DDS Review: 0/1

@ tio action needed - Action needed @ Section complete @ Section overdue

2) Select a Goal to delete by clicking the radio button that corresponds to the Goal.

ISP Dashboard | ISP Meooting Details  Vision | Assessments | Goals | Objectives  Modifications | ViewPrint ISP

Goals Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Update Year Status
o Money Mansgerment 08/21/2014 Individual Updated
Community Involvement O8/21/2014 Individual Current
Personal Growth & - -
2 ascomplishments- 08/18/2014 Providar Current
Ecommumtv Membership 09/09/2015 Provider New
[ view/Edit Goal | [ Delete Goal | [ add Goal
Goal Title: * i |
Goal:*
| Date Goal Identified:* =
Goal Identified By:* ~|
Update Year Status: [New ]

[ Spell check || Resat | [ Save | [ 5ave & contine |

Note: The “Update Year Status” column is displayed only on Update Year.

3) Click on “Delete Goal” button.
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ISP Dashboard ISP Meeting Details  Vision | Assessmaonts | Gosls | Objectives  Modfications  ViewPrint 155
Goals © Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Update Year Status
‘- [Money Mansgement 08/21/2014 Individial Updated
Community Involvement 08/21/2014 Individual Current
Personal Growth &
)| Iaccomplishmients 08/18/2014 Providor Current
®  Community Membership 09/09/2015 New
Goal Tite:®
Goal:*
Date Goal Identified:* [ |=
Goal Identified By:* bl
Update Year Status: [New ]
[_oslt Check || Reser | [ save | [ save & continue |

Note: It is recommended that all users click “View/Edit Goal” to view Goal content before proceeding to
delete the Goal.

4) The system will display a confirmation pop-up screen.

Goal Title Date Identified Identified By Created By Updated By Update Year Status
Money Management 08/21/2014 Tndividual Updated
:Cummunhy Tnvolvement 08/21/2014 Individual Current
ke oy oosa/aots proug i
® |[Community Membership 09/09/2015 Provi u|| Conbiruatian MastEs [=] New

Are you sure you want to delete this Goal?

Goal Title: " Community Membership [ ves :_;‘lu

activity perquarter.

By February 2016, Bruce will have participated in two actifities-pertmrr sroms e ‘

5) Click “Yes".

Goal Title Date Identified Identified By Created By Updated By Update Year Status
1 [Money Management 08/21/2014 Individual Updated
Community Involvement 08/21/2014 Individual Curmrent

Personal Growth &
Accomplishments
@ |Community Membership 09/09/2015

08/18/2014 Provider Current

l'mvlllui‘ Eanhinnabinn Me = % New

Are you sure you want to delete this Goal?

By Fabruary 2016, Brice will Rave participated In TWo AcHVITi i
activity per quarter.

Note: If the Goal that the user is trying to delete has an associated Objectives and Support Strategy, then
the user will be prompted to delete the associated Objectives and Support Strategy before deleting the
Goal.

Note: Other buttons are available on this screen. They are as follows:

“Save & Continue”: The system will redirect the user to the ISP Dashboard.
“Reset”: The system will revert back to what was last saved. In the event that there are no saved
data, “Reset” will clear the form.

e “Spell Check”: A proofreading tool that can be used prior to saving or sharing.

6) After clicking “Yes”, the system will delete the Goal and update the Goal Summary table with the
information saved by the user. The system will also display a message reading “Operation
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Successful.”

Accomplishments-

Goal Tite:*

Goal:*

| Date Goal Identified: ™ =
Goal Identifled By:* [

|
Updati Year Status:* New

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

Operation Successful.
ISP Dashboard | ISP Meeting Detalls  Vision  Assessments  Goals | Objectives  Modifications | ViewPrint ISP
Goals 0 Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Update Year Status
Money Management 08/21/2014 Individual Updated
1 Commumity Involvement 08/21/2014 Individual Current
Feroorial Growth & 08/18/2014 Provider Current

| Save & Continue |

Next Steps

by their agency.

Providers and Provider Supervisors will be able to create new and edit existing Goals created
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