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Modifications

Modifications are used to make changes to a locked ISP document. The complete Modification workflow
is now included on HCSIS as part of the ISP module. Provider and DDS staff are now able to coordinate
the review, revision, acceptance and approval of a Modification to a locked ISP document.

Modifications Regulation
Modifications are required to be created in accordance with the following DDS regulations.
¢ A Maodification to an ISP may include one or any combination of the following elements all under
the same Reason for Modification. Changes in an individual's life that would substantially change
the ISP content should be considered for a full ISP meeting.
0 Any change in the Goals for an individual.
0 Any change in the types of supports or services that will be used to help the individual to
attain his or her outcomes or in the duration and frequency of such supports.
0 A change in the strategies that will be used to meet unmet support needs.
o0 A change in the priority for services or supports assigned to the individual's needs where
such a change will affect the services or supports provided and available to the individual.
o Initiation of a behavior Modification plan or Modification of any part of a behavior
Modification plan involving the use of an aversive or intrusive technique.
0 A change in the location of an individual's home, from a home operated by the
Department or a provider certified by the Department to another such home.

Modification Timeline
e Once aplan is locked it can be modified at any point up and until 90 days prior to next year's
planned meeting date.
o If a Modification is outstanding at the 90 days mark, the new ISP is not opened.
¢ Once a Madification is submitted, the AOD has 45 days to approve or disapprove the
Modification. If the AOD has not approved or disapproved at 45 days, the AOD will receive an
overdue alert.

Modification Workflow

Modifications can be completed on both Full Year and Update Year plans. Modifications can be only
completed once an Individual Support Plan has been locked. A plan is locked in HCSIS once one of the
following conditions has been met.

e The Area Director’s approves the ISP in MEDITECH. The system has been enhanced so that
HCSIS pulls the approval flag from MEDITECH and locks the plan.

e The Area Director has not approved the ISP within 150 days of the Actual Meeting Date, and the
plan is locked automatically.

Once the plan is locked, a red lock icon is visible on the Individual Dashboard.
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hls Objectives Modifications

View/Print ISP

Meeting Location:

Actual Meeting Date: 06/03/2014

Test, Bruce
ISP Meeting Detail
Planned Meeting Date: 08/ 4

Meeting Time: 10:00 AM

Full Year ISP

Completing a Modification includes three steps - Initiating a Modification, Adding Elements to a

Modification, and Submitting a Modification.

¢ Initiating a Modification: Opt to complete Modification and identify overall reason for initiating

process.

e Adding Elements: Select which elements of ISP need to be modified and indicate what changes

are required.

e Submitting a Modification: Entering the submission details and submitting for review.

Once a Madification has been completed, the review process is activated. The review workflow depends
on whether the Modification is initiated by the Provider or by the Service Coordinator. The respective
review processes are detailed in the graphic below:

Provider Initiates Modification

Not Started

‘ Started
I

Submitted for DDS Review

Approve by ADD

SC Initiates Modification

isapprove

Disapprove by AOD
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Completing a Modification by DDS Staff
Initiating a Modification by DDS Staff

Scenario Description:

Service Coordinators can create a Modification once a Full or Update Year ISP has been completed and
the plan is locked in HCSIS. There are two methods by which an ISP is locked. If the approval is entered
in MEDITECH by an Area Office Director, the plan will be locked automatically or, if the approval is not
completed within 150 days, the plan will be locked per the current process. Once the plan is locked, a red
lock icon is visible on the Individual Dashboard. Once the icon is visible and the plan is locked, DDS Staff
can initiate a Modification. A single Madification form can include any combination of the following

elements: Goals, Residential Support / Other.

90 Days Prior to
Next ISP Meeting

Dateot —  E OT APPROVED 1
Approvalin 1 Py e pirecH
MEDITECH 'l —mmm— e === I
ISP Meeting 150 Days
X - Alert
(L) - Due Date *————-*:
MEDITECH Automatically
Approval Flag Locked
First Steps

e Search for an Individual
¢ View the Individual Dashboard

Roles and Responsibilities:
» Service Coordinators: Initiate a Modification
» Service Coordinator Supervisors: Initiate a Modification

1) Select “Modifications” from the tabs on the Individual Dashboard.

—_—
(.
—

)

Due date for any
modifications to
present year ISP

HCSIS ISP Module
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ISP Dasnboard | ISP Mesting Detalls |~ Wislon | Request Assessments | Review Assessments | Current Supports. | Safety/Risk | Legal/Financial | Successes/Challenges | Goals uu-,-rn-ucsl Modifications uIW.-nn'-tisP

I kExpand this section to see ISP timeline

33
Region/Area Office: Metro/Greater Boston TGStJ Bruce e Service Coordinator: Coordinator, Service
View /Print ISP Document (W)
Demographic Information ISP Meeting Details [J ISP Deadlines
SSN: Planned Meeting Date: 03/04/2015 Meeting Deadline: 03/04/2015
Eligibility Meeting Time: 10:00 AM Semi Annual Review Date: 09/01/2015
Meeting Location: R Mext ISP Meeting Deadline: 03/04/2016

Actual Meeting Date: 03/05/2015

Update Year ISP

L4 Visien L A L Request Assessments

atus: Shar

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

2) Select “Add New Maodification” on the Modifications Review Switchboard

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

Modifications Review Switchboard Update Year ISP

Modification Type Status

No modification created

Note: If any Modifications to the individual’s current plan have already been submitted or are in progress,
the existing Modifications display on the Modifications Review Switchboard

3) Insert comments into the Modification Reason text box and explain the reason a Modification is

ISP Dashboard | ISP Meeting Details | WVision = Request Assessments | Review Assessments  Current Supports | Safety/Risk | Legal/Financial = Successes/Challenges | Goals = Objectives | Modifications | View/Print ISP
K to Modifications Review Switchboar
Modification Details Update Year ISP
Expand All | Collapse All
Modification Reason: *
fMere has been a change in Bruce's circumstance that require his goals and residential support detalls to be updated |
© Goals
Original Entry New Entry Created On Created By
No modifications for goals created.
Add Viewy/ Edit ete
Goal Modification Goal Modification Goal Modification
=) Residential Support / Other
Original Entry New Entry Modification Type Created On Created By
No other modifications created.
Add View/ Edit Delete
Modification Madification Modification
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4) Decide which elements require Modification: A.) Goal or B.) Residential Support / Other. All of these
elements fall under the previously entered “Reason for Modification”.

1P Dashboard | ISP Meeting Details | Vision | RequestAssessments = Review Assessments = Current Supports | Safety/Risk = Legal/Financial | Successes/Challenges | Goals | Objectives | Modifications | View/Print ISP

k to Modlfications Review Switchboar

Modification Details Update Year ISP
Expand all | Collapse Al

Medification Reason: *

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

Original Entry New Entry Created On Created By

No modifications for goals created.

Add View/Edit Delete
Goal Modification Goal Modification Goal Modification
| © Residential Support / Other ||
Original Entry New Entry Modification Type Created On Created By
No other modifications created.

Add View/Edit Delete

5) For instructions on how to add an element to the Modification, refer to the “Adding an Element
to a Modification by DDS” section.

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

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

Scenario Description:

Service Coordinators can add an element to an Modification once the following conditions have been met:
e The ISP has been locked. There are two methods by which an ISP is locked. The plan locks
when a Full or Update Year ISP has been completed and the approval has been entered in
MEDITECH by the Area Director, locking the plan in HCSIS. Alernatievly, if the approval is not
completed within 150 days, the plan will be locked automatically per the current process.
e The Serivce Cooridinator / Serivce Coordinator Supervisor has initiated a Modification.

ISP Meeting

x - Alert

(L) - Due Date

First Steps

90 Days Prior to
Next ISP Meeting

0

Dateof D
Approvalin 4 T P e bireen
MEDITECH I e e e e s = 1

150 Days
MEDITECH Automatically
Approval Flag Locked

¢ Navigate to the Modifications Review Switchboard

Roles and Responsibilities

e Service Coordinators: Add Elements to a Modification
e Service Coordinator Supervisors: Add Elements to a Modification

Addition of a New Goal

)

!
—

Due date for any
modifications to
present year ISP

1) On the Modifications Review Switchboard, select “Add Goal Modification” to initiate a Modification to

Goals.

HCSIS ISP Module
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iz, b

ISP Dashboard | ISP Meeting Detadls | Wision | Request Assessments | Review Assessments | Curment Supports fety/R Legal/ Sun jChalienges | Goals | Objectives | Modifications | View/Print ISP

Modification Details
Exzacd all | Sollapse All
Madification Reason: *

There has been a change in Bruce's Greumstance tat requine his goals and residential suppert details 1o be updated |

=) Goals

Original Entry New Entry Created On

No modifications for goals created,

Update Year ISP

Created By

View/Edit Delete

(=) Residential Support / Other

Original Entry New Entry Modification Type Created On

No other modifications created

Created By

View/Edit Delete

2) The system redirects to the Modify Goals pop-up screen. It displays all of the existing Goals included

in the ISP document.

Accomplishments—

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

Maodily Goals
Individual Eligibility 2 Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals @ Update Year ISP
Goal Title Date Identified Identified By Created By updated By Included in ISP Doc? ""g‘;‘;‘t’t:'s“'

Money Management 08/21/2014 Individual Yes Current
Community Involvement (08/21/2014 Individual Yes Current
Fersoial Giawth & 08/18/2014 Provider Yes Current

Goal Title:*

Goal:*

Date Goal Identified:* i |
Goal Identified By:* -

Update Year Status:* New il

Spell Check || Reset || Save

Save and Close

3) Enter the title of the Goal in the “Goal Title” text box.

HCSIS ISP Module
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Modify Goals

In idual El ty & Planned Meeting Date ISP Meeting Deadline Service Coordinator
, Bruce : # 03/04/2015 03/04/2015 Coordinator, Service

Goals @

Update Year ISP

Update Year Status:* New ¥

Spell Check | | Reset || Save

Date Identified updated By Included in ISP Doc? Update Year
% Status
Money Management 08/21/2014 Individual Yes Current
Community Involvement |08/21/2014 Individual Yes Current
Personal Growth & !
Accomplishments- 08/18/2014 Provider Yes Current
View/Edit Goal || Delete Goal || Add Goal
Goal Title:* ‘Community Membership I
e E S

Goal:*

Date Goal Identified:* |

Goal Identified By:* v

Save and Close |

4) Enter the Goal description in the “Goal” text box.

Modify Goals

Indi

ual Planned Meeting Date ISP Meeting Deadline
Test, Bruce 03/04/2015 03/04/3015

Service Coordinator
Coordinator, Service

Goals @

Date Iden

Identified By

Money Management 08/21/2014 Individual
.communlrv Invelvement 08/21/2014 .Iﬂdl\ddual
:g_fg;“;: S 08/18/2014 Provider
View/Edit Goal
ammunity Membershi

Created By Updated By
Yes Current
Yes Current
Yes Current

Delete Goal

Update Year ISP

add Goal

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

Goal:*
Date Goal Identified:* i
Goal Identified By:* v

Update Year Status:* New v

Spell Check || Reset || Save

Save and Close

5) Select a date in the “Date Goal Identified” calendar drop down.

HCSIS ISP Module
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Date Ident

Identified By

Money Management 08/21/2014 Individual Yes
Community Invelvement 08/21/2014 Individual Yes
Feshal Croptiih 08/18/2014 Provider Yes

Accomplishments-

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

Goal Title:* Community Membership
By February 2016, Bruce will have participated in two activities per month
and one new activity per quarter

Goal:*

Date Goal Identified:* 03/08/2015 a I
Goal Identified By:* v
Update Year Status:* New h

Spell Check || Reset || Save

Modify Goals
Ind Yk 3 Planned Meeting Date ISP Meeting Deadline Service Coordinator
I Test, Bruce N # 03/04/2015 03/04/2015 Coordinator, Service
Goals @ Update Year ISP

Current
Current

Curmrent

Save and Close

6) Select an option from the “Goal Identified by” drop down.

Date Goal Identified:* 09/08/2015 b
Goal ldentified By:* v
Update Year Status:* Guardian
Service Coordinator
Spell Check || Reset || Savdl |Individual
Provider

Modify Goals
Individual E # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce 55N # - 03/04/2015 03/04/2015 Coordinator, Service
Goals @ Update Year ISP
Date Identified Identified By Created By Vipdute ¥emr
Status
Money Management 08/21/2014 Individual Yes Current
Community Involvement |08/21/2014 Individual Yes Current
Personal Growth & !
|nccomplishments- 08/18/2014 Provider Yes Current
View/Edit Goal | | Delete Goal || Add Goal
Goal Title:* Community Membership
By February 2016, Bruce will have partidpated in two activities per month
and one new activity per quarter
Goal:*

Save and Close

7) Click “Save and Close.”

HCSIS ISP Module

Page 10



ISP Assessments User Guide

Modify Goals

X

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

Goals @

Goal Title

Spell Check || Reset | Save

Money Management 08/21/2014 Individual Yes Current
Community Involvement 08/21/2014 Individual Yes Current
Personal Growth & p :
Accomplishments 08/18/2014 Provider Yes Crirent
View/Edit Goal || Delete Goal | Add Goal
Goal Title:* Community Membership
By February 2016, Bruce will have partidpated in two activities per month
and one new activity per quarter
Goal:*

Date Goal Identified:* 09/08/2015 |
Goal Identified By:* Guardian v
Update Year Status:* New x

Update Year ISP

Update Year
Status

Date Identified Identified By

Updated By

Included in ISP Doc?

Save and Close

Upon selecting “Save and Close” the system will return to the Modification Details screen and will display
the original entry, new entry, date and the individual who created the Modification. In the image below, the
original entry displays N/A because it is a newly added Goal.

Modications | View/Print 15

Update Year ISP

Thare has Been 3 change in Bruce's dreumstance that requine his goals and resisential support detads to be updated.

= Goals

Original Entry Created By

Goal Trtle:
Community Merr P
Goal Description:

By February 2016, Bruce will have participated in

10/29/2015 Coordinator, Service

i/ kit

add Delene
Goal Modification Goal Modification Goal Modification

= Residential Support / Other

original Entry Mew Entry Madification Type Created On Created By

Mo other modifications created,

Add iew/Edit Delete

Note: It is also possible to select “Delete a Goal,” on the same pop-up accessed from the “Add Goal
Modification” button. To do so, select the radio button for the newly added Goal that requires deletion and
click “Delete Goal.” Please note that the delete function operates differently for newly added Goals and
existing Goals. Deleting a newly added Goal will remove the entire Goal from the Modification. Deleting
an existing Goal Modification will only remove the modified information. The Goal will remain a part of the
ISP. Itis not possible to delete an unmodified existing Goal.

Note: The addition of a new goal will likely require the addition of a new objective.

Note: If there are multiple elements that require a Modification and that are required for the same reason,
it is best practice to submit a single Modification that includes multiple elements rather than submit
multiple Modifications.
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Madify Goals X
[ I ual ity # Planned Meeating Date 15P Meeting Deadline Service Coordinator
Test, Bruce * 03/04/2015 03/04/2015 Coordinator, Service
Goals © Update Year ISP
Goal Tithe Identified By Created By Updated By Included in ISP Doc? Update Year Status
Money Management 08/21/2014 Individual - Yas Currant
Community Involvement | 08/21/2014 Individual Yes Current
Personal Growth & ; |
lAccomplishments- 08/18/2014 Provider Yes Current
® ** Community Membership |09/08/2015 Guardian Mo Hew

"% This element is assocrated to a Modification
View/Edit

Goal Title:*

Goal:

Date Goal Identified:

ak

I Goal Identified By:~ v I

Update Year Status:” New ]

Spell Check | | Reset | | Save Save and Chese

HCSIS ISP Module Page 12
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Modification of an Existing Goal

1) On the Modifications Review Switchboard, select “Add Goal Modification” to initiate a Modification to
Goals.

ISP Dashboard | ISP Mesting Detals | Wision | Reguest Assessments | Review Assessments | Cument Supports | Safety/Risk  Legal/Financial | Successes/Challenges | Goals | Objectives | Modificstions | View,/Print ISP

& to Medifications Review Switeht

Meodification Details Update Year ISP
Exguod &)l | Collapse &1l
Modification Reason: *

There has been a change in Bruce's croumstance that require his goale and residentisl support details to be updated |

= Goals

Original Entry New Entry Created On Created By

No modifications for goals created.

Add View,/Edt Delete
Goal Goal Goal

(=) Residential Support / Other

Original Entry New Entry Modification Type Created On Created By

No other modifications created

Add View)/ Edit Delete

2) The system will display the Modify Goals pop-up screen. It displays all of the existing Goals included
in the ISP document. Select the radio button next to the desired Goal and click “View/Edit Goal.”

Modify Goals bx ] F
il Individual Planned Meeting Date ISP Mecting Deadline Service Coordinator 3
Test, Bruce 03/04/2015 03/04/2015 Coordinator, Service
Goals @ Update Year ISP
Date Identified Identified By Creatod By Updated By Included in ISP Doc? Update Year Status
& Money Management 08/21/2014 Individual Yes Current
Community Involvement 08/21/2014 Individual Yes Current
Reridnal Grawdts & 08/18/2014 Provider Yes Current
View/Edit Goal | | Delete Goal | | Add Goal
Goal Title:™
l
L
| | Goal:
|
i
Date Goal ldentified: " i |
Goal Identifled By:~ b
Update Year Status:” Hew v |
Spell Check | | Reset | | Save. Save and Close.

The system will display the existing Goal details for the selected Goal.

HCSIS ISP Module Page 13
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L)
15 Meeting Deadline Service Coordinator i
03/ 04/ 2015 Coordinator, Service
Goals 0 Update Year ISP
Date Identified Identified By Created By Updated Update Year Status
= Mooy Managemaent 08/21/2014 Iradividual Yes Current
Community Involvement 08/21/2014 Endividual Yes Current
(sl o 0g/18/2014 Provider ves Current
View/Edit Goal al|
S -
(Goal Tithe:* Honey 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 l
(Goal Tdertified By:* Individual
(Changes Approved By Provider:” -
Person Contacted Lo Approve
Change:*
Update Year Status:” Current
| [|Update Information
Mo Change I
Modification Information 5
[

3) Enter text in the “Modification Information” textbox to explain the required Modification to the Goal.

Modify Goals % |
Individual Eligibility & Planned Meeting Date ISP Meeting Deadline Service Coordinal 1
Test, Bruce SSH # 03/04/2015 03/04/2015 Coordinator, Service
Goals @ Update Year ISP
F Goal Tithe Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
= Money Management 08/21/2014 Individual Yes Current
Community Involvement 08/21/2014 Individual Yes Current
fFacsoost F,if",‘m‘”‘!,;"s‘ oarisya0us Provider _ Yes Curvent
View/Edit Goal | | Delete Goal || Add Goal
Goa Tithe:* Money Management
Goa:* Bruce will save up quarterdy to do a big evert. Each quarter he will identify an event he would like to do. Example: Boston Harbor Crulse, b concert, casing ete
I Date Goal Identified:* 08/21/2014 I
Goal Tdertified By:* Individual
Changes Approved By Provides:” -
Person Contacted to Approve :
Change:* E
Update Year Status:” Current
| | Update Information
No cnaﬁ
[Bruce is 10 save up for and attend an evert semi-annually rather than gusrterty.| I
Modification Information
[
L Spell Check | | Reset | | Save Save and Cloge |

4) Select “Save and Close.”
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Modify Goals x
Individual Eligibility ® Planmed Meeting Dale ISP Meeting Deadline ] Service Coordinator
Test, Bruce SSN # 03/04/2015 03/0 015 Coordinator, Service
Goals @ Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
= Money Management 08/21/2014 Individual Yes Current
Community Involvement 08/21/2014 Indhidual Yes Current
Pacstod oI A 08/16/2014 Provider Yes Current
View/Edet Goal || Delete Goal || Add Gosl
Goal Tithe:* Money Management
Goal:* Bruce will save up quarterdy to do a big evert. Each quarter he will identify an event he would like to do. Example: Boston Harbor Crulse, b concert, casing ete
Date Goal Identified: 08/21/2014 I
Goal Identified By: Individual
Changes Approved By Provider:”
Person Contacted to Approve .
Change: q
Update Year Status:* Current
Update Information
Mo Change
[Bruce is to sawe up for anc attend an event semi-annually rather than qusrtarly I
Modification Information F
[
Spell Check || Reset || Save Save and Glowe

The system will return to the Modification Details screen and will display the original entry, new entry, date
and the individual who created the Maodification. In the image below, the Original Entry column displays

the original Goal description and the New Entry displays the modified information.

15F Cashibard | |

D o 1o

Modification Details

Exmeed &0 | Sofacue 28

suppet detads te be updated.

= Goals

Created on

Created By

Geal Titke:
Monay Gaal Duscription oo et e
Goal Description: Bruce I8 to save up for and attend an event semi-annually rather than quarterly 10/28/200% Cocrdinator, Service
Bruce will save up quartesty to do a big event, Each
ada ] Dalats
Geal Hodeation Gl Modifeaticr: Geal Hodeatien
= Residential Support / Other
Oviginal Entry New Entry Modification Type Created On Created By
%o ather modifications created
add e B Delete
Modification hon Modification

Update Year ISP

Note: It is also possible to select “Delete a Goal,” on the same pop-up accessed from the “Add Goal
Modification” button. To do so, select the radio button for the newly added Goal that requires deletion and
click “Delete Goal.” Please note that the delete function operates differently for newly added Goals and
existing Goals. Deleting a newly added Goal will remove the entire Goal from the Modification. Deleting
an existing Goal Modification will only remove the modified information. The Goal will remain a part of the

ISP. It is not possible to delete an unmodified existing Goal.

Note: The modification of a goal may also require modification of an associated objective.

HCSIS ISP Module
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Modify Goals

Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator 5
Test, Bruce S: # 03/04/2015 03/04/2015 Coordinator, Service

Goals @
Goal Title Date Identified Identified By Created By
® Money Management 08/21/2014 Individual
Community Involvement |08/21/2014 Individual

View/ Edit Goal I Delete Goall Add Goal

Goal Title: *

Goal:*

Date Goal Identified:*
Goal Identified By:* v

Update Year Status:*

New v

Updated By

Update Year ISP | ]

LINGE) GRS T
Status

Current

Current

Save and Close ‘

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

Goasls ¥ Wpslate Year 159
Dt Boberd et Ut el By T hambial e DS M P A guia b Vo P
Mty FlANIpRITTE R B L rmivduai Tea Cnrrst
Cammunity Brleeme  OAIL2OTR I e e
s """"""_:"" ol L0 4 Pravider - i gt
L=
& "7 Community Hl'ﬂL-r1h-.I:"9l OR"I0ES Guardean Fia: Vv
g piarreF o S 0R0 B0 B S a0
Addition or Modifying Residential Supports or Other
H “ - H ”
1) Click “Add Modification.
156 Dashboard | ISP Mosting Oetals | Vison | Fequest Assessmeets | Review Asssssments | Cusrent Supponts- | Safety/Misk | LegalFinancsl | SorcessesiChalenges | Goals | Objectives. | mMociestions | View/Priat 156
Dack to Modifications Beder Smitchboud
Modification Details Update Year ISP
Exnand 28 | Collagse 21
Hodification Reason: *
Thutre Fas e & chiange in Brute s Srcummitances hat requites an update ta his festential Suppeet plan]
= Goals
Original Entry Mew Entry Created On Created By
Ho madifications for goals created
Add View/Edit Dwiete
Goal Goal Goal
= Residential Support / Other
Original Entry New Entry Modification Type Created On Created By
No other modifications created.
Add \lil_w."ﬁ:! Dralete

The system will display the Residential Support / Other pop-up screen.

HCSIS ISP Module
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Residential Support / Other \LI
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Residential Support / Other
Type of Modification : *
original Entry: *
New Entry: *
Spell Check || Reset Save and Close
2) Select the Type of Modification drop-down and indicate which type of Modification will be submitted:
“Residential Supports or Types of Supports” or ‘Other.”
Residential Support / Other | %]
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Residential Support / Other
Type of Modification : *
Other
New Entry: *
spell Check || Reset Save and Close

3) Fill out the “Original Entry” and “New Entry” text boxes.

HCSIS ISP Module
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Residential Support / Other x|
Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service

Residential Support / Other

Type of Modification : *
Residential Supports or Type of Supports *

original Entry: *
Sample Original Entry

New Entry: *
Sample New Entry|

>

Spell Check || Reset Save and Close

Note: As these elements are paper-processes and not completed in the system, no information will be
prepopulated into the “Original Entry” field. Both the “Original Entry” and “New Entry” fields will be
completed by the user.

4) Click “Save and Close.”

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

Residential Support / Other

Type of Modification : *
Residential Supports or Type of Supports ¥

Original Entry: *
Sample Original Entry

New Entry: *
Sample New Entry|

Spell Check || Reset I Save and Close

The system will return to the Modification Details screen and will display the original entry, new entry,
Modification type, date and the individual who created the Modification. In the image below, the Original
Entry column displays the original Goal description and the New Entry displays the modified information.
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158 Dasbbosrd 157 Mesting Dwtady | Vison | Kequast Assevemests | Raview Sesesiments  Corent Supperts | Safety/Risk | LegalFfieancsl | Soccessed/Challenges | Gosl  Objecthes | Mosficstions | ViewPriet 157

sk to Modifications R Swhchboand

Modification Details Update Year ISP
Expand All | Colapse i

Hadifi

on Reason: *

There Ras been 3 change in Bruce’s clroumstances that requires an update bo his Residential Support plan

Mew Entry

No modifications for goals created,

Add Wiew/ Y Calate
Goal Modification Gosl Madification Goal Hedificatian

= Residential Support / Other

Original Entry New Cabry Created On Created By

Resdential Supports of Type of

sample Original Entry Sample New Entry Suppors

1022015 Coardinator, Servce

&dd View/Edit Deiete
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Submitting a Modification by DDS Staff

Scenario Description:
Service Coordinators can submit an Modification once the following conditions have been met

e The ISP has been locked. There are two methods by which an ISP is locked. The plan locks
when a Full or Update Year ISP has been completed and the approval has been entered in
MEDITECH by the Area Director, locking the plan in HCSIS. Alernatievly, if the approval is not
completed within 150 days, the plan will be locked automatically per the current process.

e The Modification has been initiated and at least one element has been added

e All mandatory fields are completed.

Date of Fem- ===
Approvalin : IF NOT APPROVED : 90 Days Prior to
MEDITECH I _IN_I\iEE)IIEEH_ 0 Next ISP Meeting
ISP Meeting 150 Days
X - Alert
@) 0
L/ - Due Date *""'*: (1)
MEDITECH Automatically Due date for any
Approval Flag Locked modifications to
present year ISP
First Steps

e I|nitiate a Modification
e Add Elements to a Modification
Roles and Responsibilities

e Service Coordinator: Submit Modification for review
e Service Coordinator Supervisors: Submit Modification for review

1) Once you have added elements to a Modification, navigate to the Review Section.
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Modification Details Update Year ISP

Emang 2l | Coigge
Modification Reason: =

There has been  change in Bruce's sircumstance that reauire his goals and residential suppart details to be updated,

= Goals

Original Entry Mew Entry Created On Created By
Goal Title:

Money Management

Goal Description:

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

Goal Description: : rdinator, Servi
Bruce i to save up for and attend an event semi-annually rather than quarterly. 10/29/2015 Coordinator, Servica

Add View/Edit Delete
Goal Madfication Goal Modification Goal Modification
(© Residential Support / Other
Original Entry Mew Entry Modification Type Created On Created By
Ho other modifications created.
Add Viaw/EGR Delote
Modification Modification Piodfication
@ Summary
) Review Section
Proposed Start Date: a Proposed Review Date: 2
Meating Waived: No ¥ Date of Meating:

—
Save and Contirue | |_Submit for AOD Review

e v e T mE
Spell Check || Reset | | Save || Delete

2) Enter a “Proposed Start Date.” If desired, add in a “Proposed Review Date” as well.

© Review Section

Proposed Start Date: 11/04/2015 o Proposed Review Date:

Meeting Waived: Yes ¥ Date Meeting Waived: 10/20/2015 =

Spell Check | | Reset | [ Save | [ Delate Save and Continue | | Submit for AOD Review

Note: The only restriction on the dates selected is that the date selected for the Proposed Review Date
must occur after the date selected for the Proposed Start Date.

3) If the Modification meeting has occurred, select “No” in the “Meeting Waived” drop-down and select
the date from the Date of Meeting calendar drop down. If the meeting did not occur, select “Yes” and
select a date from the calendar drop down.

© Review Section

Proposed Start Date: 11/04/2015 o Proposed Review Date:

Meeting Waived: Yes ¥ Date Meeting Waived: 10/26/2015 =

—
Save and Continue | | Submit for AOD Review

Spell Chedk | | Reset | | Save | | Delete

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

© Review Section

Proposed Review Date:

Proposed Start Date: 11/04/2015 i)
Meeting Waived Yes ¥ Date Meeting Waived: 107262015 2
Spell Check | [ Reset | [ Save | [ Delete Save and Continuell | Submit for AOD Review

Note: Service Coordinator’s retain the ability to edit a submitted Modification until an Area Office Director
approves the Modification. Service Coordinator’s retain these editing rights because Area Office
Director’s only have the ability to approve or disapprove a Modification. In the scenario that an Area
Office Director disapproves of a Modification because it requires revision, the Area Office Director will
explain the reason for disapproving in an offline discussion with the Service Coordinator. The Service
Coordinator will be responsible for making any necessary revisions and resubmitting for Area Office
Director review.
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Revision Required SC to Make Revisions SC to Request Revision by Provider

Modification Not Required  No Action Required No Action Required

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

Initiating a Modification by Provider Staff

Scenario Description:

Provider Supervisors can initiate an Modification once a Full or Update Year ISP has been completed and
the plan is locked in HCSIS There are two methods by which an ISP is locked. If the approval is entered
in MEDITECH by an Area Office Director, the plan will be locked automatically or, if the approval is not
completed within 150 days, the plan will be locked per the current process. Once the plan is locked, a red
lock icon is visible on the Individual Dashboard. Once the icon is visible and the plan is locked, Provider
Supervisor Staff can initiate a Modification. A single Modification initiated by a Provider can include any
combination of the following elements: Goal, Objective & Support Strategy (OSS), Residential Support /

Behavior Plan/Other

ISP Meeting

X - Alert

Date of e ——————

(L) - Due Date

First Steps

e Search for an Individual
e View the Individual Dashboard

Roles and Responsibilities

e Provider Data Entry User: N/A

90 Days Prior to
Next ISP Meeting

. 1 |
oot FAOTHPRON}
MEDITECH R L !

150 Days
MEDITECH Automatically
Approval Flag Locked

e Provider Supervisors: Initiate a Modification

1) Select “Modification” from the tabs on the Individual Dashboard.

——
(i

)

Due date for any
modifications to
present year ISP
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157 Dashbowrd | ISP Meetng Detadls | vision | Assessments. | Goals L.l Modfications I..w.;..w[y

P Expand this section to see ISP timeline

[ 1
Region/Area Office: Metro/Greater Boston &T&St, Bruce Service Coordinator: Coordinator, Service
Demographic Information ISP Deadlines
SSN: Planned Meeting Date: 03/04/2015 Meeting Deadline: 03/04/2015
Eligibility: Meeting Time: 10:00 AM Semi Annual Review Date: 09/01/2015
Meeting Location: Q Next ISP Meeting Deadline: 03/04/2016
Actual Meeting Date: 03/05/2015
Update Year ISP
L vision 2 L] Goals
Status: Created
Due Date: N/A
Upe Last Updated On: 08/21/2014
Shared Or
L J Objectives & Support Strategies 4 L Assessments

@ Mo action needed «© Action needed @ Section complete @ Section overdue

2) Select “Add New Modification” on the Modifications Review Switchboard.

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

Modifications Review Switchboard Update Year ISP

Maodification Reason Modification Type Created On Created By

Document History Status
No modification created

IAdd New Modification I

Note: If any Modifications to the individual’s current plan have already been submitted or are in progress,
the existing Modifications display on the Modifications Review Switchboard

The system will redirect to the Modification Details page.

3) Insert comments into the Modification Reason text box and explain the reason that a Modification is
required.
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ISP Dashboard | ISP Meeting Detals | Vision | Assessments | Goals | Objectives | Modifications | View/Print ISP

& to Modifications Review Switchboary

Modification Details Update Year ISP
Expand A8 | Collagse Al

Modification Reason: *

‘Thers has been a change in Bruce's circumstances that raquires his goals and objactives & support strategies to be updated.

= Goals

Original Entry New Entry Created On Created By

No modifications for goals created,

(=) Objectives & Support Strategies
Original Entry New Entry Created On Created By
No modifications for abjectives created.

add View/Edit Delete
i 0SS Modificati o0ss

(= Residential Support / Behavior Plan / Other

Original Entry New Entry Modification Type Created On Created By

No other modifications created.

4) Decide which elements require Modification: A.) Goal and/or B.) Objective & Support Strategy (OSS)
and/or C.) Residential Support / Behavior Plan / Other. All of these elements fall under the previously
entered “Reason for Modification”. In this scenario, you will initiate a Modification for a Goal.

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

& to Modifications Review Switchboary

Meodification Details Update Year ISP
Expand o | Collapse Al
Modification Reason: *

There has been a change in Bruce's circumstances that requires his gaals and objectives & support strategies ta be updated.

= Goals

Original Entry New Entry Created On Created By
No modifications for goals created.
add Delete
Goal Modification Goal Modification Goal Modification
Original Entry New Entry Created On Created By
No modifications for objectives created.
Add View/Edit Delete
0ss 0SS Madi o0ss
I = Residential Support / Beh. Plan / Other I
Original Entry New Entry Modification Type Created On Created By

No other modifications created

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

For instructions on how to add an element to the Modification, refer to the “Adding an Element to
a Modification by Provider” section.
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Adding Elements to a Modification by Provider Staff

Scenario Description:

Provider Supervisors can add an element to an Modification once the following conditions have been met:
e The ISP has been locked. There are two methods by which an ISP is locked. The plan locks
when a Full or Update Year ISP has been completed and the approval has been entered in
MEDITECH by the Area Director, locking the plan in HCSIS. Alernatievly, if the approval is not
completed within 150 days, the plan will be locked automatically per the current process.

e The Provider Supervisor has initiated a Modification.

ISP Meeting

X - Alert

Date of
Approvalin
MEDITECH

(i,) - Due Date

First Steps

MEDITECH
Approval Flag

He- e

I |[FNOT APPROVED !
IN MEDITECH

150 Days

90 Days Prior to
Next ISP Meeting

Automatically
Locked

e Navigate to the Modifications Review Switchboard

Roles and Responsibilities

e Provider Data Entry User: N/A

e Provider Supervisors: Add Elements to a Modification

Addition of a New Goal

——
(.

)

Due date for any
modifications to
present year ISP

1) On the Modifications Review Switchboard, select “Add Goal Modification” to initiate a Modification to

Goals.
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150 Dashboard | ISP Mesting Detals | Vision | Assessments | Goals | Objectives | Modiications | Veew/Print 159

Back 1o Modifications Bevien Seichboard

Modification Details
Expand & | Collscss 21

Update Year ISP

There has ben 3 change in Broce's droumstances that requires his goals and chjectives & support strategies bo be updated.

= Goals

Original Entry New Entry Created On Created By

Mo modifications for goals created,

Add Wiew/Edit Delete
Goal

bijectives & Support Strategies

Oviginal Entry New Entry Created On Created By

o modifications for objectives created.

Asd Vi Edit Delene
. ots -

=) Residential Support { Behavior Plan / Other

original Entry New Entry Modification Type Created On Created By

Mo other modifications created,

2) The Modify Goals pop-up screen will display. It displays all of the existing Goals included in the ISP

document.
Modify Goals X |
Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce S5N # 03/04/2015 03/04/2015 Coordinator, Service
Goals 0 Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Update Year Status

Money Management 08/21/2014 Individual Current
Community Involvement 08/21/2014 individual Current

Goal Title:*

| Goal:*

Date Goal Identified:*

5

Goal Identified By:* v

Update Year Status:* New ¥

Spell Check || Reset || Save

Save and Close

3) Enter the title of the Goal in the “Goal Title” text box.
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Modify Goals
Individual ility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals O Update Year ISP
Goal Title Date Identified Identified By Created By Updated By pdate Year Status
Money Management 08/21/2014 Individual Current
Community Involvement 08/21/2014 Individual Current
View/Edit Goal | | Delete Goal || Add Goal |
Goal Title:* Community Membership I
Goal:*
Date Goal Identified:* |
Goal Identified By:* .
Update Year Status:® New M
Spell Check || Reset || Save | Save and Close |
H H H " ”
4) Enter the Goal description in the “Goal” text box.
Modify Goals
ivi Eli y & Planned Meeting Date ISP Meeting Deadline Service Coordinator
Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals @ Update Year ISP
Goal Title Date Identified Created By Updated By Update Year Status
Money Management 08/21/2014 Individual Current
Community Involvement 08/21/2014 Individual Current
View/Edit Goal | Delete Goal | Add Goal
Goal Title:* Community Membership
—
By February 2016, Bruce will have participated in two activities per month
and one new activity per quarter
Goal:*
Date Goal Identified:* o)
Goal Identified By:* ¥
Update Year Status:* New v
Spell Check | Reset | Save Save and Close

5) Select a date in the “Date Goal Identified” calendar drop down.
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Modify Goals

y& Planned Meeting Date ISP Meeting Deadline Service Coordinator
SSN # 03/04/2015 03/04/2015 Coordinator, Service

Update Year ISP

Goal Title Date Identified Identified By Created By Updated By pdate Year Status
Money Management 08/21/2014 Individual [ I . —— Current
Community Involvement 08/21/2014 Individual Current

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

Goal Title:* Community Membership

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

Goal:*

Date Goal Identified:* 10/29/2015 b |
S mer e ey

Update Year Status:* New b

Spell Check | Reset | Save Save and Close

Note: The date selected for the “Date Goal Identified” needs to be in the past.

6) Select an option from the “Goal Identified by” drop down.

Modify Goals
Individual Planned Meeting Date Service Coordinator
Test, Bruce 03/04/2015 Coordinator, Service
Goals @ Update Year ISP
Date Identified Created By Updated By Update Year Status
Money Management 08/21/2014 Individual Current
Community Involvement 08/21/2014 Individual Current
View/Edit Goal || Delete Goal || Add Goal
Goal Title:* Commurity Membership
By February 2016, Bruce will have participated in two activities per month
and one new activity per quarter
Goal
Date Goal Identified:* 10/29/2015 bo|
Goal Identified By:*
Update Year Status:* Guardian
Service Coordinator
Spell Check || Reset || Save [ Individual Save and Close
Provider

7) Click “Save and Close.”
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Modify Goals -

X

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

Goals @ Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Update Year Status
Money Management 08/21/2014 Individual Current
Community Involvement 08/21/2014 Individual Current
View/Edit Goal || Delete Goal | Add Goal
Goal Title:* Community Membership
By February 2016, Bruce will have partidpated in two activities per month
and cne new activity per quarter
Goal:*

Date Goal Identified:* 10/29/2015 i)
Goal Identified By:* Guardian -
Update Year Status:* New M

Spell Check || Reset || Save

Save and Close I

The system will return to the Modification Details screen and will display the original entry, new entry,
Modification type, and the date and individual who created the Modification for the completed
Modification. In the image below, the original entry displays N/A because it is a newly added Goal.

Modifation Detads

el W

Update Year [SP

Lohane

e spedelen

= ks

TR0

sk ——— [,
e By g gt PP i

Objectives & Gupport Sirategies

[ra—— S [nfry Crmalied Om Crmalnd By

et view bl aiers
08 Py gtion L A Hedhogie

= Braden sl Saupget [} Brbavier Plas f Olher

Curlginad [nry Srw [ty Hadiliation Fyge Created Dn Created by
i e .
Pl Sy edt e

Note: It is also possible to select “Delete a Goal,” on the same pop-up accessed from the “Add Goal
Modification” button. To do so, select the radio button for the newly added Goal that requires deletion and
click “Delete Goal.” Please note that the delete function operates differently for newly added Goals and
existing Goals. Deleting a newly added Goal will remove the entire Goal from the Modification. Deleting
an existing Goal Modification will only remove the modified information. The Goal will remain a part of the
ISP. It is not possible to delete an unmodified existing Goal.
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Madify Goals | x
[ Individual Eligibility # Planned Meeating Date 15P Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals © Update Year ISP
Goal Tithe Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
Money Management 08/21/2014 Individual Yas Currant
Community Involvement | 08/21/2014 Individual Yeas Current
Personal Growth & .
Accomplishments- b i Provider Yes Current
® ** Community Membership |09/08/2015 Guardian HNo Hew
"% This element is assocrated to a Modification
View/Edit Goall| | Delete Goal dd Geal

Goal Title:*

Goal:

Date Goal Identified:

i)

I Goal Identified By: "~ v

Update Year Status:” New L

Spell Check | | Reset | | Save Save and Chese

Modification of an Existing Goal

1) On the Modifications Review Switchboard, select “Add Goal Modification” to initiate a Modification to
Goals.

ISP Dashboard | ISP Mesting Detalls | Visan | Assessmen s | Goals | Objectives | Modications | View/Print 159

Back 10 Meslifications Bevien Setchboard

Maodification Details Update Year ISP
Expand 20 | Colase 81
Modification Reason: *

There has ben 3 change in Bruce’s droumstances that requires his goals and chjectives & support strateghes bo be updated..

= Goals

Original Entry New Entry Created On Created By

Mo modifications for goals created,

Add View/Edit Delete
Goal Medfication Goal Modification Goal Moddication

(=) Dbjectives & Support Strategies

Oviginal Entry New Entry Created On Created By
o modifications for objectives created.

Add View/ Edit Dabete
055 Modification 055 Hodification 055 Modification

= Residential Support / Behavior Plan [ Other

‘Original Entry Mew Entry Modification Type Created On Create By

Mo other medifications created,

2) The system will display the Modify Goals pop-up screen. The form includes all existing Goals which
were included in the ISP document. Select the radio button next to the desired Goal and click
“View/Edit Goal.”
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Modify Goals

I - ual
Test, Bruce 03/04/2015 03/04/2015

Goals @
Date Identified Created By Included in ISP Doc?
Money Management 08/21/2014 Individual Yes
Community Involvement 08/21/2014 Individual Yes
Personal Growth & 5
e 08/18/2014 Provider Yes
I| View/Edit Goal \taleta Goal || Add Goal |
Goal Title:* |
Goal:*

Date Goal Identified:” [ |

Goal Identified By:™

Update Year Status: ™

Update Year ISP

Update Year Status
Current 1

Current

Current

Lms

LES) < mmm

The system will display the details for the selected Goal.

Modify Goals ]
Individual # Planned Meeting Date ISP Meeting Deadline
B # 03/04/2015 03/04/2015
Goals @ update Year ISP
Goa Date Identifit Identified By Created By Updated By Update Year Status
@ Money Management 08/21/2014 Individual - - Yes Current
Community Involvement 08/21/2014 Individual Yes Current
Personal Growth & :
e S 08/18/2014 Provider Yes Current
View/Edit Goal | | Delete Goal | [ Add Goal
T ——
Goal Title:™ Meney Management ]
Goal:* Bruce will save up quarterly to do a big event. Each quarter he will identify an event he would like to do. Example: Boston Harbor Cruise, a concert, casino etc
Date Goal Identified:* 08/21/2014
Goal Identified By:* Individual
Changes Approved By Provider:* -
Person Contacted to Approve ~
Change:*
Update Year Status:* Current 1
Update Information [
No Change
Modification Information
Spell Check

3) Enter text in the Modification Information textbox and explain what changes are required to the Goal.
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Modify Goals

]

- T N
Test, Bruce 03/04/2015 03/04/2015

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

Personal Growth &

Accomplishments- 08/18/2014 Provider Yes Current

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

Goal Title:* Money Management

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

Goal Identified By: ™ Individual

Changes Approved By Provider:™

Person Contacted to Approve
Change:*

Update Year Status:* Current
Update Information

No Change

Bruce will save up to do a big event three times a year - rather than quarterly|

Modification Information

Spell Check | | Reset || Save save and Close

4) Click “Save and Close.” Alternatively, click on the “Save” buttons to save this information so that it
can be worked on at a later time.

Modify Goals [x]

= -l =
Test, Bruce 03/04/2015 03/04/2015

Goals @ update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
& Money Management 08/21/2014 Individual Yes Current
Community Involvement 08/21/2014 Individual Yes Current

Personal Growth &

IAccomplishments- 08/18/2014 Provider Yes Current

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

Goal Title:* Money Management

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

Goal Identified By:* Individual

Changes Approved By Provider:™

Person Contacted to Approve
Change:

Update Year Status:* Current
Update Information

No Change

Modification Information

4
Spell Check | | Reset || Save I Save and Close

Once, “Save and Close” has been selected, the system will return to the Modification Details screen and
will display the original entry, new entry, Modification type, and the date and individual who created the
Modification for the completed Modification. In the image below, the Original Entry column displays the
original Goal description and the New Entry displays the modified information.
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Vil | Rmquest Assesisen t3 | Raviow Assesenents | Curtent Supports | Sefetwiish | LegakTinascal sayiChalanges | Gosh | Objeeths | Modications | View/Print 155
Update Year ISP
Trare Pas baen 2 change in Bruce's chcumatances that requires an update 1o his Residential Support plan
= Goals
Goal Title:
Maney Management Gaal Description: 1170273015
Goal Description: Bruce will save up 1o do a big event three times a year - rather than quarterly e
R R S R
Add view/Edit Delete
Gaal Goal Goal
(= Residential Support / Other
Original Entry Mew Entry Moditication Type Created on Created By
No other modifications created.
add wiew/Hdiz Cratete

Note: It is also possible to select “Delete a Goal,” on the same pop-up accessed from the “Add Goal
Modification” button. To do so, select the radio button for the newly added Goal that requires deletion and
click “Delete Goal.” Please note that the delete function operates differently for newly added Goals and
existing Goals. Deleting a newly added Goal will remove the entire Goal from the Modification. Deleting
an existing Goal Modification will only remove the modified information. The Goal will remain a part of the
ISP. It is not possible to delete an unmodified existing Goal.

Modify Goals
Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator 5
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service
Goals @ Update Year ISP | ||

Goal Title Date Identified Identified By Created By Updated By Up(;?it‘(te“‘;ear I
oney Management 08/21/2014 Individual Current
Community Involvement |08/21/2014 Individual Current
View/Edit Goal l Delete Goal !Add Goal
Goal Title:*
Goal:*
4
Date Goal Identified:* iz}
Goal Identified By:~ M l
Update Year Status:™ New v
Spell Check Save Save and Close ‘

Note: If an existing Goal is modified, two asterisks display next to the Goal on the Goal tab for the
individual.
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Goals iiplate Year 159
Diale Brberd ified Wpsdat el Py T il o T e gmia lw Vear Palum
tiptap Bl il LT TR Vafiedual - e Carrem
Loy Irdenmard DArInS e Traborabual e Carredd

LTS SR & LA IO ES Pravider vea Carr et

i ~7 Community Hembamnbhig OR"I0ES Guardean Fia: Vv

TEE PIEATearE 1f EEISTED DF & M oA

Addition of a New Objective & Support Strateqgy (OSS)
1) Click “Add OSS Modification.”

ISP Dashboard | ISP Mesting Detads | Vision | Assessments = Godis Objectives | Modiestions | Wiew/Print IS8

Dkt Peifications el Snetchbosed

Eugand ai | Collapse 28
Hodification Reason: *

Thare Fis bawn & changs in Brce's crcumatances that requin s update 1o his Gosls and OEjctiees & Suppont SIratecies

= Goals

Original Entry New Enlry Created On Created By

o madifications for oals created

Add View/Edt Delete

(= Objectives & Support Strategies

original Entry New Entry Created On Created By

No modifications for cbjectives created.

add View/EdE Diete
058 o055 oss

= Residential Support / Behavior Plan / Other

Original Entry Hew Lntry Modification Type Created On Created By

No other modifications created,

Modification Details Update Year ISP

2) The system will display the Modify Objectives pop-up screen. Select a Goal from the drop-down.

Modify Objectives

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

Update Year ISP

i Select Goal : M ‘

Community Invelvement
Money Management
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3) Begin filling in the Objective section by entering comments in the “Measurable Objective” and “Setting
and Learning Environment” text boxes.

Modify Objectives

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

Update Year ISP

‘ Select Goal : | Community Involvement v |
1 Objective(s) Created By Status Update Year Status
Bruce will serve meals once a week at Cor unum in Lawrence Approved Current
View/Edit

Objective and Support Strategy Form

H Expand All | Collapse All
[l | © objective @ |

I Measurable Objective:*

Bruce will wear appropriate attire during cooking 100% of the time

I Setting and Learning Environment:*

Cor ynum in Lawrence

4) Identify the Responsible Party.

Hodify Dbjectives |
Wk pomsilile Barty: " || | X
ety

Tiln, Framiier

Ujpdate Yoar Status:s
= support sirategy ¥

Taaching Hethod and Skills to be Devebsped: *

Crtera For Evaluating Succass:

Data Collection Method and Report Frequency:*

Spall Chede || Rt || Save Sy drd Clorie

5) If the Modification is submitted in an Update Year, select the Update Year status from the drop-down.
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Mosdify Dlsjuethvns

| Respansible Party:"

Tetia. Proicer Aisma |

Upidate Year Status;*

= Suppart Strategy £

Teaching Method and Shills to be Dewebsped:

|
| Criteria for Evahialing Sudcess:®

Data Colecthon Maothaed amd Report Frequency:®

Sl Chack: | | Rest || Sawe

Jaff Tk

6) Fill in the Support Strategy section, by entering comments in the “Teaching Method and Skills to be
Developed,” “Criteria for Evaluating Success” and “Data Collection Method and Report Frequency”

text boxes.

R praaibie
T buter e

Uipdate ¥ear Satis: "

Hew

Support Strategy {§

Teaching Method and Skills 1o be ey eboped: ©

ApPDeIOnETE PUSETOIS B PRI LT

Criteria for Fealuating Succass: ©

19575 pame r drmrsng appre e

Data Coliection Mithod s Report Freguamy:*

[rrs— e

Spdd Ched || Rmet | Sove

Sawn invd Cooe

7) When all sections are complete, click “Save and Close”.
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Party:* 1o Tt
T Prede Aema

Update ¥ear Sialus:*
Sirppurt Strategy ¥

Teaching Method amd Skilts (0 be Developed: ©

e L S R

Criteria for Eraluating Soccess: ®

[ TP R —

Data Collection Mathod snd Report Frequescy:*

Saperrial i ool P AL oy Gl

|
—_— L

The system will return to the Modification Details screen and will display the original entry, new entry,
date and individual who completed the Modification. In the image below, the Original Entry column
displays the original OSS description and the New Entry displays the modified information.

[T Sr—. P iy e e mpem e e e
53 7 Hadtessam Lo ma Lanchbaas
Modifecation Detalls Dpilaie Vear 158

Lo §

= Drjoctives & Suppodt Sirsleglo

= Resldontiad Sepport § Bebaviar Man | Ol

Note: A new OSS that is added as part of a Modification does not need to follow the approval process
that OSS usually require. Rather the approval of the Modification is recognized as an implicit approval of
the OSS and its status displays as approved.

Note: It is possible to delete an OSS Modification on the same pop-up accessed from the “Add OSS

Modification” button. To do so, select the radio button for the newly added OSS that requires deletion and
click “Delete.” Please note that the delete function operates differently for newly added OSS and existing
OSS. Deleting a newly added Goal will remove the entire Goal from the Modification. Deleting an existing
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Goal Modification will only remove the modified information. The Goal will remain a part of the ISP. It is
not possible to delete an unmodified existing Goal.

Modify Objectives

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

Update Year ISP

I

‘ Select Goal : |Community Involvement M | ]
Objective(s) Created By Status Update Year Status
Bruce will serve meals once a week at AL it
* Bruce will increase his involvement in the Started New |
ommunity by attending at least two events a month
ent is associated to a Modification

[View/Ef | Delete |

Objective and Support Strategy Form

Expand All | Collapse All

= Objective @

Measurable Objective: *

Bruce will increase his involvement in the community by attending at

| least two events a month a

Modification of an Existing Objective & Support Strateqy (OSS)

1) Click “Add OSS Modification”.

ISP Dashboard | ISP Mesting Detads | Vision | Assessments Godls | Objectives | Mediications. | Wiew/Print ISP

Dkt Peifications el Snetchbosed

Modification Details Update Year ISP
Euand A | Collaose 28
Madification Reasan: *

Thare Fis bawn & changs in Brce's crcumatances that requin s update 1o his Gosls and OEjctiees & Suppont SIratecies

= Goals

Original Entry New Enbry Created On Created By

o madifications for oals created

= Dhjectives & Support Strategies

original Entry New Entry Created On Created By

No modifications for cbjectives created

058 o055 oss

= Residential Support / Behavior Plan / Other

Original Entry Hew Lntry Modification Type Created On Created By

Mo other modifications created,

2) The system will display the Modify Objectives pop-up screen. Select a Goal from the drop-down.
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Modify Objectives |
Individual Planned Meeting Date ISP Meeting Deadline
Test, Bruce 03/04/2015 03/04/2015

Service Coordinator
Coordinator, Service

Update Year ISP
I Select Goal :

Community Invelvement
Money Management

3) Select the radio button next to the Objective that you would like to modify.

ity Oljectivis K |
Encliwidual Planrsod Mo ety Dala LS B i D line -
Tasi, Baecs 0 O RS Ceprdinaior, Serdoe
Update Year ISP
l Select Goal ;| Commusity D olvement

*
Objective{ s}

Birace will ssrve maals onoe 3 wesk at

Updale Toar Skatus

Approved Currest
Vi [E | | Dvlata

Objective and Support Strategy Form

Exsand A0 | Collacse A

= objective

Measurable Objective: *

Betting and Leaming Envviromment: n

4) Click “View/Edit.”
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Modify Oijectives |

i lagibility & Phanmod Mosting Dels LSF Mg Deadiine =
E5H & 0304 f 215 03 04 7 LS Cimprdinstor, Serioe

Update Year ISP

l Select Goal ;| Community Dvol vemant . |

Objecthen s} € reaabed By Shatus Updale Fear Slatus

s Binace will ssrve meals once 3 wesk at Approved Curresk

Wiyl M Dedut

Objective and Support Strategy Form
Lspand A | Collacse A
= objective (&

Measurabde Objective: *

Satting and Lesming Ensiromsment:® {8

The Objective and Support Strategy form for the selected Objective will display.

Moddity Dixjectives

I G~ = v ot Semc
0304 2005 SO 3015 Coordiea bor, Servion

Update Year 158

| Selnct Goal : | Community bwolvemant i |

bt 4] Eawated By Status (hmllate Fiar St
- Bruce will perve mesy once 3 wesk at Approved Current
VR ER | Dl
Objective andd Suppaert Strategy Form

Exiord 58 | Sobacar b
= bjective

Measurable Objective;

Bruce will sarve meals onor 3 week at

Update Infornsation

No Change
Madification tilorisation

Setting and Leaming Frvironment:*

Bruce will ba in 3 buiiging at #ith echer wolunteers and 3 staff from his residence, Bruce wil than serve food 1o Mss FOMUNaTE for 1-2 howrs a night ance
& weak depanding how long ha | nesded sach times B goes

Update Informsation

ho CRange
Modification Informsation L

5) Select the Modification Information checkboxes for each section of the Objective and Support
Strategy form that requires Modification. Textboxes will appear below a section after you select the
checkbox. Enter Modification information in the desired text boxes.
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T T '
(O304 2015 ST I015 COPTRma LOF, S rvion

Update Year 15P

| Selnct Goal : | Community bwolvement i |

Dol 4] Umdate Fear Stalic

. Bruce will perve meals once @ week it Agpraved Current

Wb B | Dwlebe

Dhjective and Support Strategy Form
Gxarsd 58 | Cobaoue &)
= objective

HMeasurable Dbjecthe;*

Borue will sarve mials onos 3 week at

Ugdate Informsation

N Change
« Modification Infornsat|

6) Click “Save and Close”.

Hadify Ohpeciines
ipdate Information

B Chisngs
Modiflcation Infermalien

Update Toar Slatis:® Currant

= support Strategy 0
Teaching Method and Skills to be Developed: *
Bruce will learn ko werve portioned food to others. e will make friends with other volustess, Druce will learm mons sodal kil

iipadate Imformation
B Changs Muodific ation Tnfemmatisn

Criteria for Evahmting Seccess:®

Brude conlinang to go asch widk and serds food.

Wipdate Infonmation

Mo Chargs Mol atihom Tnlormatien

Bata Callection Melbod and Bepart Frequency:*

‘We will coflect wia share point. Cofsagues will document when Bruce attends and how long he served food for, 'We will also have 3 paper Copy to check
off aodd werie howr loricy b werved food for,

UBpdate Imformation
i Chisngs Modification Information

Spell Check | Reset | | Save Gave and Clowe

The system will return to the Modification Details screen and will display the original entry, new entry,
Modification type, the date and individual who created the Modification. In the image below, the Original
Entry column displays the original Goal description and the New Entry displays the modified information.

HCSIS ISP Module Page 42



ISP Assessments User Guide

Uipdate ear 158

= Redeniis Sugper § Behavior Pias 1 Ofies

Note: A new OSS that is added as part of a Modification does not need to follow the approval process
that OSS usually require. Rather the approval of the Modification is recognized as an implicit approval of
the OSS and it status display as approved.

Note: It is possible to delete an OSS Modification on the same pop-up accessed from the “Add OSS
Modification” button. To do so, select the radio button for the newly added OSS that requires deletion and
click “Delete.” Please note that the delete function operates differently for newly added OSS and existing
OSS. Deleting a newly added Goal will remove the entire Goal from the Modification. Deleting an existing
Goal Modification will only remove the modified information. The Goal will remain a part of the ISP. It is
not possible to delete an unmodified existing Goal.

Madily Dbjectives x

Planned Mesting Date I5P Meeting Deadline Service Coordinator
OOy 200 5 03/04 3015 Coordinator, Service

Update Year ISP

[ Select Goal 1 Community Involeament il

Objective]s) Created By Stalus Update Year Status

- Bruce will serve meals once & weak at " Approved Current

Wi Edit

Objective and Support Strategy Form
Eszand &8 | Cofliade AJ
=) Objective (¥

Measuralle Dbjective:®

Note: If an existing OSS is modified, an asterisk displays next to the OSS on the Goal tab for the
individual.
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ISF Dinbbvnl | DS Fesivg Dol | Vi) | Smewswets | Gows | Gloscoess | Mabhisbond  Yies Sl 15

Objectives and Support Strategies Review Switchboard Updata Year ISP

Cbgrativeis ] Createil iy Status P Trenquency Dursment Hisiony it

Caommmunity Involvessent

" fruce will ssve msak anoe A weet o1 Apge e Guarterly ey Diorment Hstary New

Moy Hanageoend

P w0 00 A U Deginining
; Apg e Sami-Anruw ‘e Diegumer d Hsbire Cared

Addition or Modifying a New Behavior Plan, Residential Support, or Other
1) Click “Add Modification”.

ISP Dashboard | ISP Mesting Detaly | Wiskin | Auetsments  Gosls | Objectives | Modications | View/Srint [P

Dk Lo Madificatins. Beien Snitchboar

Modification Details
Expand 41 | Colagse 21

Update Year ISP

Modification Reason; *

Thiers b e & chiage in Bruce's circumatances that peceires 4n ue-dats 1o his Gosls and Objectives & Scopont Sirategies

= Goals

Orlginal Entry Mew Entry Created On Created By
No madifications for goals created.
add Wi/ it Dalets
Gaal Hodfi Goal Modific Gaal

=) Ohjectives & Suppart Strategies

Original Entry Mew Entry Created on Created Dy

No modifications for objectives created,

add iaw/Edit Celeta
i o855

=l Residential Support / Behavior Plan / Other

Original Entry Modification Type

No other modifications created,

e =

The system will display the Residential Support / Behavior Plan / Other pop-up screen.
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I

t / Behavior Plan / Other

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

Residential Support / Behavior Plan / Other

Type of Modification : *

QOriginal Entry: *

New Entry: *

Spell Check || Reset Save and Close

2) Select the Type of Modification drop-down and identify which type of Modification will be submitted:

Residential Supports of Types of Supports, Behavior Plan Modification or Initiation, Other.

Residential Support / Behavior Plan / Other

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

‘ Residential Support / Behavior Plan / Other

Type of Modification : *

Residential Supports or Type of Supports
Behavior Plan Modification or Initiation

|
4
New Entry: *

, |
Spell Check || Reset Save and Close

3) Fill out the “Original Entry” and “New Entry” text boxes.
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| Resid ial Si
Individual Eligibility # Planned Meeting Date ISP Meeting Deadline Service Coordinator
Test, Bruce SSN # 03/04/2015 03/04/2015 Coordinator, Service

Residential Support / Behavior Plan / Other

pport / Behavior Plan / Other

Type of Modification : *
Residential Supports or Type of Supports +

Original Entry: *
|

New Entry: *

Spell Check || Reset Save and Close

Note: As these elements are paper-processes and not completed in the system, no information will be
prepopulated into the “Original Entry” field. Both the “Original Entry” and “New Entry” fields will be
completed by the user.

4) Click “Save and Close.”

] Residential Support / Behavior Plan / Other [ x|

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

Residential Support / Behavior Plan / Other

)

Type of Modification : *

Residential Supports or Type of Supports *

Original Entry: *
Sample criginal entry

New Entry: *

Sample new entry|

Spell Check || Reset l Save and Close ]
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The system will return to the Modification Details screen and will display the original entry, new entry,
Modification type, date and the individual who created the Modification.

[ e R R | s Ojenes | ety | shesdvies e
B 13 e ation ), R youm S sy

Modification Datails Update Year 15P

ekl 8 | Coainet 20

PR B T

Totrs By B B B B | b o i T (o ool Tt o (e e v . Racpfein] MY

= Genala

gt § g ' Ctrated ny

Mz modtealioms e qras ceabed

- Dbjeciives & Suppoart $irsiogies

e e b Disdwin
D55 MaPoatan 55 Hamnatar P Pmfistion

Exriagiasl & wiry ssdiilicazien Typs Erasind fiy

""""":"_‘ Supporty o Trie of LAARFOLE iner, Prrvader Taa

Sarvpis orgeal wrirg fampis nem srmry e
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Submitting a Modification by Provider Staff

Scenario Description:
Provider Supervisors can submit an Modification once the following conditions have been met

e The ISP has been locked. There are two methods by which an ISP is locked. The plan locks
when a Full or Update Year ISP has been completed and the approval has been entered in
MEDITECH by the Area Director, locking the plan in HCSIS. Alernatievly, if the approval is not
completed within 150 days, the plan will be locked automatically per the current process.

e The Modification has been initiated and at least one element has been added

e All mandatory fields are completed.

Note: The Provider Supervisor will submit a Modification to the Service Coordinator for Acceptance,
before it is sent to the Area Office Director for Approval. The Service Coordinator may accept, disapprove,
or request revision of a proposed Modification submitted by a Provider.

Dateof @ FrT-T—-—-—-=-=
Approvalin ! IFNOT APPROVED | 90 Days Prior to
MEDITECH i_ INMEDITECH | Next ISP Meeting
ISP Meeting 150 Days
X - Alert
©) 0
L/ -Due Date ‘*‘----* (1)
MEDITECH Automatically Due date for any
Approval Flag Locked modifications to
present year ISP
First Steps

e Initiate a Modification
Add Elements to a Modification
e Navigate to Modifications form

Roles and Responsibilities

e Provider Data Entry User: N/A
e Provider Supervisors: Submit Modifications

1) Once you have added elements to a Modification, navigate to the Review Section.
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Wipskale Year 159 |

rm e 1 i as i e b e - L
|Gty
i Tew
e ld st [omarignaoe ..
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a e nar £
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|
|
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S ek Re Gws Cmee P

2) Enter a “Proposed Start Date.” If desired, add in a “Proposed Review Date” as well.

PRSI w—— [
Update Year ISP
Eamadal | Colscan.
Modfication Reason: *
Thars has Boon & shong s Bevon s Urrurkanyos (N eacbes o0 vt iy W Gusls sl oot Tappert Swivpood
= Goals
Oeiginal Eatry New Entry Created O Craated By
Gal Title:
Herky Maragemant ‘Geal Descrigtion: o " —_—
Goal Description; Bruce ks 1o s2vs for and attend evants semi-annually rather than quarterty Vi S B R D
Bruce will 13ve up quirtarty to 00 3 b evert. Each
add Vew/Edit Diete
Goa Motfication oo Modifcation | |__oel Meadiamon
=] Objectives & Support Strateghes
Original Eotry ew Entry Created on Created By
Mo modieations for objectives cremted.
add e Edn
055 Mosheation 085 Nodfzston 058 Madheation
= Residentiol Support / Behavior Mon | Other
Original Emtry New Emry ‘Moditication Type Created on Created By
o other modications created.
add ViewlEdE [
Mdicsbion Modiaaton Visddiation
) Sunanary
= Review Section
Proposed Stk Ote: 2 I | = |
Sanl Chncs | st || Saen || Doietn Savs and Cortinon | | Sberit for GG R

Note: The only restriction on the dates selected are that the date selected for the Proposed Review Date
occur after the date selected for the Proposed Start Date.

3) Click “Submit for DDS Review.” Alternatively, click on the “Save” or “Save and Continue” buttons to
save this information so that it can be worked on at a later time.
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Mipadilisabbon fiedsis Wipslade Vo at 16

Next Steps

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

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

o |f the Service Coordinator or Service Coordinator Supervisor determines that the Modification
requires revision, the Provider Supervisor will receive an alert and will be tasked with revising the
Modification.

e If the Service Coordinator or Service Coordinator Supervisor determines that the Modification is
acceptable, they will submit the Modification for Area Office Director review. The Provider
Supervisor will receive an alert indicating that the proposed Modification has been accepted by
DDS.

o If the Area Office Director approves the Modification, the status of the Modification changes to
approved in the Modifications Review Switchboard and the Modification can be printed without a
draft watermark.

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

¢ Once a Modification for a newly added OSS is submitted and approved, Progress Summaries will
be triggered for the objective.

¢ All Maodifications for a plan need to be approved or disapproved for next years plan to open.
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Reviewing and Accepting of a Modification by DDS Staff

Scenario Description:

Service Coordinators or Service Coordinator Supervisors are responsible for reviewing a Modification
once a Provider Supervisor has submitted it to DDS for review. A Provider initiated Modification can
include any combination of the following elements: Goals, Objective &Support Strategy (OSS),
Residential Support / Other. Service Coordinators or Service Coordinator Supervisors can accept,
disapprove, or request revision to a Provider initiated Modification. This scenario covers the process of
accepting a Modification.

Dateof N OT APPROVED 1 90 Days Prior t
Approvalin INMEDITECH ! Next Tg: Mr:e::i:
MEDITECH 1= == oo s = I g
ISP Meeting 150 Days
X - Alert

—_——

(I)-Due Date "*‘““‘* (__")

MEDITECH Automatically Due date for any
Approval Flag Locked modifications to
present year ISP

First Steps
¢ Navigate to Alert Dashboard

Roles and Responsibilities
e Service Coordinators: Review a Modification, Request Revision of a Modification, Disapprove of
a Modification, Accept Modification and Submit for AOD Review
e Service Coordinator Supervisors: Review a Modification, Request Revision of a Modification,
Disapprove of a Modification, Accept Modification and Submit for AOD Review

1) Service Coordinators will receive an alert indicating that Modifications have been submitted by
Provider agencies. Click the “Modification submitted by” link in the alert message.

Health and Human Services Mass.
Reports | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utilities | MT Utilities | SC Supervisor Tool
Pending Alerts
@ Please be aware alerts will be automatically deleted depending on the alert message (between 7 to 60 days). Consult the Process Management screens and Reports to manage all outstanding tasks.
ALERT SEARCH CRITERIA
Module: v Recipient User:
Subject:
Search | Reset
Your search found multiple matches. Please select the desired Alert.
Search: Show 10 v | entries
Select Date of Alert = Alert Subject Alert Message
10/30/2015 Provider has proposed a Modification lodification submitted by:Provider: Name: ; ISP Meeting Due Date: 03/04/2015

10/30/2015 Provider has propesed a Modification Modification submitted by: Provider: Name: ; ISP Meeting Due Date: 03/04/2015

2) The system will navigate to the Modifications Review Switchboard and display the Modification that
has been submitted. Click the “Submitted for DDS Review” link.
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Lo hshBEard | 1LP Mrenng DelLE | ViSAA | Mequssh ANesasersr

Modifications Heview Switchboard Update Year ISP

Modification Ruason

Croated On
Thare has bwwn @ changs in Bruce's cirsumitances that requires

Dovument Histery Blatus
pare has bean Gual 107293015
an update to his Gouks and Cbjectives ==

Subenitted for D08 Revien

A8 Naw HasEeMtion.

Vizn Documnuent History

3) Review the Goals, Objectives & Support Strategies and Residential Support / Other Sections on the
Modification Details page.

8 Currved Bapeerts | Gefebifsk | LepkPreacusl | SesesseChabuge  Gesh | Gl | Mostcations | Ve el dF

Modification Detalls

Update Year 1SP
Epaest a3 | Cafages b
Moxdific athon Reasen:
Thare has been 2 charge in Bruce's cicumstances Ehat reguires an update o his Goals and Dbfectives & Stepcrt Sirategies
= Goals
Oviginal {ntry

Mew Cntry Created On
Gl Titie:

Crnated Iy
Hetay

Goal Desalption: Bruce s bo save for and ally rather HraoEa
Bruce wil save vp quarterty to 40 a big event, Each

) Otijectives & Support Strategies.

Civigginal Lntry Bew Esitry Croated On Created By
hee modRcations for sbjecthees created.

=/ Residential Support | Other

iginal Eutry herw Lntry [ — Crmated tm Crmated By
Hoa other modcations created

& Summary

= i Section

Praposed Stat Date: IS a2 Progesed Raview Date:
Meeting Waived: te ¥ Dt of Hesting: - |
Comumants:

Save and Contiruie | | Reget Bevson || Submt for 566 Bevem

4) Complete all of the mandatory sections in the Review Section on the Modification Details page.
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P arbaad

Wik et Mdarsarks | G Msbasass | Cuterd Sepeerty | bafwiyk | Lpdfeasusl | bemessecthalege  Gssh | Sk | Mostctons | Ve

Bach 2 P bt

Modification Detalls Update Year ISP
Rt 48 | Cofages a3

Modification Reason:

Thare s been a change in Bruce’s droumstances that reguines an update by his Goals and Cblectives & Support Strategles

= Goals

Creiginal {ntry ew Umtry Crnatod On Crnated By
Goal Titie:

- Goal Bescription: ey
Brica s bo save for and als raher 0302015

Description:
Broce wil s3ve v Quarterly to 80 & big event, Each

) Otijectives & Support Strategies.

Civigginal Lntry Bew Esitry Croated On Created By

W modications for objecthes created.
= Rusidential Support | Other

iginal Eutry herw Lntry [ — Crmated tm Crmated By

Hoa other modcations: created

& Summary

= R Saction
Proposed Start Date: * RS 2 Propused Riview Cabe: 2

Mesting Walved: te ¥ Date of Hesting: - |

Comnmets:

Save and Contiruse || Reguet Bvson || Submt for 500 Revem

5) If the Modification is complete and ready for Area Office Director review, click “Submit for AOD
Review.”

155 Dushbard | 137 Mawtiog Dty | Vi | Bacumh Axsespemeets | Raviens Sevmesements | Curard Suppects, | SaleiyMish | Legallinamcisl | SecovepenChalleges | Gews | Cimctins | hogsbcatiors | Vemanink 155
Bk Mot Bacies Butihons
Madification Detalls update Year ISP
Meparsd a0 | Sxtizmae
Moddification Reason:
Theve bas been a change in Bruce's croumstances that reguires an update to his Goals and Objectives & Support Strategies
= Goaks
Original Entry How Entry Croated On Craated By
Goal Titke: N
Moty Managesnent Dyscripkiont . 10/30/301%
G50l Descripgion: Erce is to save for and attend events sami-aoruall rather tham quartery
Brice wil save up quacterly 1o 85 3 big svent. Exch
= Objactives & Support Steategis:
Original Entry New Entry Created On Created By
N modificatices for objectives created,
= Resibential Support { Other
Original Entry New Entry Modification Type Created On Created By
N cther modfications created
) Summary
= Review Section
Propesed STart Date: * 1002013 3 Progosed Review Date: a
Mosting Wakvad: W v Dt of Shaating: © - |
Commaents;
Spell Cheds | Reset || Sove || Disagprone St and Contioes MumMmF_ mma.....l
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The system redirects to the Modifications Review Switchboard and the status of the Modification displays
as “Submitted for AOD Review.”

ISF Dashboard |- ISP Meeting Details | Wislon | Request Assessments | Roview Assessmenss | Curment Supports: | Safety/Risk | Legal/Financial | Successes/Challenges | Goals | Objectives | Modifications | ViewyPrint ISP

Update Year ISP

Modifications Review Switchboard

Modification Reason Modification Type Created On Created By

There has
that requires a;

10/29/2015

1 a change in Bruce's circumstances
n update to his Goals and Objectives

Add New Modification

Note: When a Service Coordinator reviews a Provider initiated modification and opts to submit it for Area
Office Director review, it constitutes acceptance of the Modification. It does not, however, constitute
approval of the modification. A modification is only approved after a Area Office Director reviews the
document and decides to approve the document. With that in mind, after you submit a modification for
Area Office Director review, Providers will receive an alert indicating that the modification has been
accepted but they still must wait for approval by the Area Office Director.
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Reviewing and Disapproving of a Modification by DDS Staff

Scenario Description:

Service Coordinators or Service Coordinator Supervisors are responsible for reviewing a Modification
once a Provider Supervisor has submitted it to DDS for review. A Provider initiated Modification can
include any combination of the following elements: Goals, Objective &Support Strategy (OSS),
Residential Support / Other. Service Coordinators or Service Coordinator Supervisors can accept,
disapprove, or request revision to a Provider initiated Modification. This scenario covers the process of
disapproving a Modification.

Date of re——m—m-==—=
Approvalin : IFNOT APPROVED | 90 Days Prior to
MEDITECH i_ INMEDITECH | Next ISP Meeting
ISP Meeting 150 Days
X - Alert
("‘\ —
) -Due Date ‘*‘----'*: (1)
MEDITECH Automatically Due date forany
Approval Flag Locked modifications to
present year ISP
First Steps

¢ Navigate to Alert Dashboard

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

1) Service Coordinators will receive an alert indicating that a Modification has been submitted by a
Provider agency. Click the “Modification submitted by” link in the alert message.

Health and Human Services Mass.

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

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

ALERT SEARCH CRITERIA
Module: . Recipient User:
Subject:
Search || Reset
Your search found multiple matches, Please select the desired Alert

Search: Show 10 v entries

Select Date of Alert Alert Subject Alert Message

10/30/2015 Provider has proposed a Modification odification submitted by:[Provider: Name: ; ISP Meeting Due Date: 03/04/2015
10/30/2015 Provider has propesed a Modification Modification submitted by: Provider: Name: ; ISP Meeting Due Date: 03/04/2015

2) The system will redirect to the Modifications Review Switchboard and display the Modification that
has been submitted. To navigate to the Modifcation Details screen, click the “Submitted for DDS
Review” link.
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ISP RABEAr | 1L MReNAg DNUAA | ViSAA | Megusst AMLESaserss

arteptens | Laebiuisk | Legal

Modifications Review Switchboard

Modification Ruason

I Bruce's Greumstances that regquites

want @ chanigs
to his sl and Gbjectives

Mudification Type

LINIOLE

Update Year ISP

Document Histery Blatus

Vizn Documnuent History Sstmitied for 0OS Revien

A8 Naw HasEeMtion.

3) Review the content on the Modification Details screen.

Modification Detalls

Modific ation Reason:
Thare has been 2 charge in Bruce's cicumstances Ehat reguires an update o his Goals and Dbfectives & Stepcrt Sirategies
= Goals

Creiginal {ntry
Goal Thta:
Horwy Manageemsre sl Gascripgion:
Goal Desoription:
Broce wil 53ve up Quarterty to do by event, Each

= Objectives & Support Strategies.
Civiginal Entry
hee modRcations for sbjecthees created.
= Residential Support / Other
Oviginal £ try
tex othar modcations created
& Sumimarny
= R Saction

Praposed Stat Date: RS 2

Mesting Watved: )

o Chudk | hvet | Sare || Brimpprove

Bruce s to save for and

anrually rather

Mew Estry

herw Lntry

Propesed Raview Dabe:

Duate of Mastieg:

[ —

Update Year 1SP

Created On Croated By

EUE T

Croated Om Crmated By

Save and Contiruie | | Reget Bevson || Submt for 566 Bevem

4)

If the Modification was submitted in error or is not required, click “Disapprove.”
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[E—

s Suppetn | 3

Bach ba Medfontions Excie

Madification Details Update Year ISP
Eapacd ol | Sxirsma st

Modification Reason:

Thera bas been 3 change in Bruce's droumstances that regures an update to his Goals and Objectives & Support Strateples

= Goals

Original Entry Hew Entry Pr—r
Goal Tt

Marey Man, Gescrgtion: Tohaans
Goal Description: Bruce i to save for and attend events semi-anrually racher than quartesty T
Brice will sive up quarterty 1o &0 3 big event. Each

Created By

= Objactives & Support Strategies

Original Entry

New Entry Created On Created By
P mecficaticer for bjectives ereated.

= Residential Support { Other

Original Entry

Moddification Type Crnated On Created By
Mo cther modiications created.

) sumwnary

= Review Section

PrOposed SIArt Date: * el

"

Preposed Riview Date: - |
Mesting Waad e Date o Seaating: |
Commnns:

Spe Check || Reset sal Cusapprove |

Sane aved Contienes || Boquest Pavision | | Submt for AGD Reviem

The system redirects to the Modifications Review Switchboard and the status of the Modification displays
as “Disapproved by SC.”

ISP Dashboard ISP Meeting Datails | Wision | Request Assessments Review Assessments | Current Supports | Safety/Risk | Legad/Find

cial SuCesses/ Challe

(e Copectives Modifications | View/Print ISP

Maodifications Review Switchboard

Update Year ISP
Madification Reason Madification Type Created On Created By Status
There has been a change in Bruce's circumstancaes 5 7 .
= i f Miew Document History gLroved B
that requires an update to his Goals and Objectives e 10202015
Add New Modification
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Reviewing and Requesting Revision on a Modification by DDS Staff

Scenario Description:

Service Coordinators or Service Coordinator Supervisors are responsible for reviewing a Modification
once a Provider Supervisor has submitted it to DDS for review. A Provider initiated Modification can
include any combination of the following elements: Goals, Objective &Support Strategy (OSS),
Residential Support / Other. Service Coordinators or Service Coordinator Supervisors can accept,
disapprove, or request revision to a Provider initiated Modification. This scenario covers the process of
requesting revision on a Modification.

Date of Fem- ===
Approvalin : IF NOT APPROVED : 90 Days Prior to
MEDITECH I _IN_[\ﬂEE)IIEEH_ 0 Next ISP Meeting
ISP Meeting 150 Days
X - Alert
("‘\ p—
L) -Due Date ‘*‘----* (1)
MEDITECH Automatically Due date for any
Approval Flag Locked modifications to
present year ISP
First Steps

¢ Navigate to Alert Dashboard

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

1) Service Coordinators will receive an alert indicating that Modifications have been submitted by
Provider agencies. Click the “Modification submitted by” link in the alert message.

Health and Human Services Mass. /o

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

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

ALERT SEARCH CRITERIA
Module: bl Recipient User:
Subject:
Search || Reset
Your search found multiple matches, Please select the desired Alert,

Search; Show| 10 |entries
Select Date of Alert N Alert Subject Alert Message

10/30/2015 Provider has proposed a Modification lodification submitted by:fProvider: Name: ; ISP Meeting Due Date: D3/04/2015

10/30/2015 Provider has proposed a Modification Modification submitted by: Provider . Name: © ISP Meeting Due Date: 03/04/2015

2) The system will navigate to the Modifications Review Switchboard and display the Modification that
has been returned. To navigate to the Modification Details screen, click the “Submitted for DDS
Review” link.
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ISP RSABEAT | 1LP MRENAg DNALE | ViSAA | Mequssh AMSSaSrSl | Bbview SEamests | CertantSepsami | Ladrbilisk | Legabtesssisl | SuesessayChateges

Modifications Review Switchboard

Modification Resson Muslification Type

Dotument Histery
Thare has b i b Brucw's Chicimmitancas that reguiies

an update I::Il.\‘c:a'“:wmd Objectives Gual LIRI0LS Vizn Dot Hiviory Sukenitted for DOS Revien

A8 Naw HasEeMtion.

3) Review the content on the Modification Details screen.

15P Duskbard | 133

Vitn | Regd Arespmasts | Raviess Adsssrerts | Cumwns Suppssts | Saleky sk

Bach te ModSontines Bazies

cabaar

Maodification Details Update Year ISP
Easuzd 2l | Satamazt

Modification keason:

Thers bas besn 3 change in Bruce's droumstances that reguires an update to his Goals and Objectives & Support Strateples

= Goals

Original Entry Horwe Entry Created On Craated By
Morey Managernert ‘ol Descrigt

e 10/20/201%
ription: Brce b 10 save for and attend events sari-annually rathes thin quartedty ¥ :
Brizce will $ave uD GuTerty R0 62 3 BVG 8vnt, Each

= Objactives & Support Strategies

Original Entry New Entry Created On Created By
P modificatice for chjectives eraated.

= Residential Support { Other

Original Entry

Moddification Type Crnated On Created By
Mo cther modfications created.

) sumwnary
= Roview Section

PrOposed SIArt Date: * el

"

Prisgossd Ravia Date: - |
Meating Waded: W v Date of Raating: *
Comments:

S Chesk || Reset sl Cuspprave |

S et Fequest Pranon it fo B Forvhem,

4) If the Modification is required but is either incomplete or requires changes, enter an explanation in the

“Comments” text box and click “Request Revision.”
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[E—

s | Vesen | Beguet daessmests

mmerks | Cuvad Suppscts | Sa

[P U [—— i —

Bach.e Modoations Busie

bt

Modification Detalls

update Year ISP

Thera bas been 3 change in Bruce's droumstances that regures an update to his Goals and Objectives & Support Strateples

= Goals

Original Entry N Entry
Goal Titke:

Ereated On
Forey Managernert

Created By

s 103072008
Description: Eruce B to save for and attend events semi-aruall racher than quartedty ;
Brisce wil sanve up cuadtery 15,85 3 big et Ench

= Objactives & Support Strategies

Original Entry New Entry Created On

Created By
P mecficaticer for bjectives ereated.

= Residential Support f Other

Original Entry

Muoditication Type Crnated On

Created By
Mo cther modiications created.

% Summary

= Review Section

PrOposed SIArt Date: * el

"

Preposed Ravisw Date:
Mesting Waivad e v Date of teaating: *

Spel Check || Reset || Save || Cusapprive

S e WO

The system redirects to the Modifications Review Switchboard and the status of the Modification displays
as “Revision Requested.”

15P Dashbowd ISP Mesting Detalls | Vision Reguest ASSESSMILs Review Assessmenis  Current Supports | Safety/Risk  Legal/Financial Successes/Chatienges | Goals Chjectives Modifications | View/Print 158

Modifications Review Switchboard

Update Year ISP

L ——
Madification Reason Created By Document History Status
There has been a change in Bruce's circumstances = =
that requires an update to his Goals and Objectives ool AnRENIE

Modification Type Created On

View Document History i Revision Requested

Add New Modification
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Reviewing and Revising a Modification by Provider Staff

Scenario Description:
Providers Supervisors are responsible for revising and re-submiting a Modification once DDS has
returned a Modification for revision.

Date of Fmm—————== =
Approvalin I [FNOT APPROVED : 90 Days Prior to
MEDITECH i_ INMEDITECH | Next ISP Meeting
ISP Meeting 150 Days
X - Alert
("‘) —

/) -Due Date ‘*‘----* (1)
MEDITECH Automatically Due date for any
Approval Flag Locked modifications to
present year ISP

First Steps
e Navigate to the Alert Dashboard
Roles and Responsibilities:

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

1) Provider Supervisors will receive an alert indicating that DDS has requested revision on submitted
Modifications. Click the “Revision Requested for Proposed Modification” link in the alert message.

Health and Human Services

Mass. 7

Reports | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utilities | MT utilities | SC Supervisor Tool
Fencing alert
@ Please be aware alerts will be automatically deleted depending on the alert message (between 7 to 60 days). Consult the Process d Reports to il tasks.
ALERT SEARCH CRITERIA
Hode: Reciiert Usar
Subject:
e | [t
Your search found multiple matches. Please select the desired Alert.
Search: Show | 10 ¥ | antries
Select Date of Alert Alert Subject Alert Message
10/30/2015 Service Coordinater has requested revision of propesed modification fification: Mame: Test,Bruce; ISP Meeting Date: 03/04/2015
10/29/2015 A Modification has been approved for an individual 1SP Maeting Date: 03/04/2015
10/26/2015  Objecia(s) & Support Stestagy(s) Submitted or Incarnal Revis Spisn s i S o el o o P TR R T O D G
10/26/2015 ;err;l:;f:urdma[m has approved submitted proposed Objectives and Support Proposed Gbjectiv SR A AT N

2) The system will redirect to the Modifications Review Switchboard and display the Modification that
has been returned. Click “Revision Requested”

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

Modif Review Swi d

Modification Reason

Modification Type

There has been a change in Bruce's circumstances that

requires an update to his Goals and Objectives Goal

Created On Created By Document History

10/29/2015 View Document History

Update Year ISP

Status
Revision Requested

Add New Modification

3) The Modification Details screen will display. Review the comments section to identify the requested
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revisions.

Modification Details Update Year 159

Modifesticn Reaseo

= Goals.
Oiginal Entry Hew Eotey [T Craated By
ol T
e Geal Dascrptize: ——
oo ” et 1t S For R 4v40E3 Sar-anially rathar e Quarterly paNa
Erce o sae up quartaly b do 0 b event. Each
s Ve el
o stheseen aaal [N
© Ghjectives & Support Strategics
Oripinal vty Mo Entry Craaie O Crmated By
Mo modcations for cksuctives created.
i Vasid
38 Mtheren 085 At 058 pedteaen

& Residential Support | Behavior Plan / Other

1022013
e

S wns Gontnen || Subm o 95 e

Update Year 15P

fost i
y Managemart Geal Duscriptize: e
¥ Dasenpeion. Brice 1 to tave for and sttand avacts samsrannuslly rather than quartery D
VA tave u Guatarly 15 82 8 big avest, Ench
S VadEs el
o MRt o i Cnu it
 Objectives & Support Strategies
Omigenal Entry e Entry Created On Craated by
Ho modbeations o ckiuctives craated.
s VasEd
035 Mosfesan 055 Matfcamon 053 Medezacon

& Residential Support / Behavior Plan / Other

“ summary

=) Review Setion
Breposed Stait Date: T ] Prspesed Raview Ditar 2
Havting Wariad s ata banating Wascads a0

Camments:

Bruce should save e for and aitand theee evants oas yemr

Eoal ack| vt S | s Swve s Cantinus | Submit o DO B

Note: The review process is identical for all of the elements. This scenario demonstrates an example of
how to revise a Modification to a Goal.

5) Click “View / Edit Goal Modification.”
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Original Entry

semare
i

up quarkarhy ke de 8 big avant. Each

© Objectives & Support Strategies

Originat Entry

Mo Eatry

N medbeatizns for chiactines cranted.

& Residential Support | Behavior Plan / Other

[r—r— [T S——

150 othar mediheations craated

 Summary.

=) Review Section
Brepsses Stan Dates s 2 Frpesed Ravitns Datas 2
[r—— ver sty bisating Wsead 10202013

Commmants:

Bruce should save op for and aitand theee vants pas yemr

5o Cvack | Puaer | Save | Dwma.

Crmated By
g VaEd e
038 bodheren 045 tosteamen 088 dbzaein
Crmaimd By
) VaEin e
[t adbzaan vedbne

Update Year 159

S wns Gontnun || Subm o 095 e

6) The “Modify Goals” screen will display. Modify the Goal as requested.

Modify Goals

Goal Title

Identified By

reated By Updated By

update Information
Mo Change

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

Modification Information

| Spell Check || Reset || Save

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

-mloney Management 08/21/2014 Individual
Community Involvement 08/21/2014 Individual
*= This element is associated to a Modification
View/Edit Goal || Delete Goal || Add Goal
Goal Title:* Money Management
Goal:* Bruce will save up quarterly to do a big event. Each quarter he will identify an event he would like to do. Example: Boston Harbor Cruise, a concert, casing
etc

Date Goal Identified:* 08/21/2014
Goal Identified By:* Individual
Update Year Status:* Current

Update Year ISP

Update Year Status
Current

Current

Save and Close

Note: Elements associated with the Modification will display with two asterisks.

7) Click “Save and Close.” The system will return to the Modification Details screen.
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Modify Goals

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

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

Goal Title:* Money Management

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

Date Goal Identified:* 08/21/2014

Goal Identified By:* Individual

Update Year Status:* Current

Update Information
No Change

Bruce is to save for and attend events three events annually

Modification Information

Note: The user also has the ability to add additional elements once a Modification is returned for revision,
in addition to making changes to the previously added elements.

8) Once all requested changes have been addressed, return to the Modification Details page and click
“Submit for DDS Review.”

Madification Details Update Year 15P

= Goals

Origanat Entey Crmated O Crasted By
10
@ sty b5 o 4 g evact, Exch
Vi i
Genl Wohicroon ol et et M on
& Objectives & Support Strategies
Origanal Entry e Entry Craated On Created By

3 Fropesed favien Dater -]

ke Masting Wasead 1awzons

Camments:

Bruce shouls sav op for ans attend three events pes yas

St Coack || Bt | ave) | Gime s..n-:c;-v[ smwws-.m..l

The system redirects to the Modifications Review Switchboard and the status of the Modification displays
as “Submitted for DDS Review.”
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ISP Dashboard 157 M

Is | Vision | Assessments | Goals | Objectives | moddfications | ViewyPrint 159

Modifications Review Switchboard Update Year ISP

Modification Reason Maodification Type Created On Created By Document History Status

There has been a change In Bruce's circumstances

. Crasted Tn | - Submitted for DDS
: : Goa L
that requires an update to his Goals and Objectives al e 20/ 2015 View Document History e

Add New Modification
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Reviewing and Approving a Modification by Area Office Directors

Scenario Description:

Once DDS has submitted a Modification for review, Area Office Directors are responsible for reviewing
the Madification. The Area Office Director has two options — to “Approve” or “Disapprove” the
Modification. This scenario covers the process of approving a Modification.

Date of FE=————== =
Approvalin I IFNOT APPROVED | 90 Days Prior to
MEDITECH ._ INMEDITECH | Next ISP Meeting
ISP Meeting 150 Days
X - Alert
(""‘) —
) -Due Date ‘*‘----'*: (1)
MEDITECH Automatically Due date for any
Approval Flag Locked modifications to
present year ISP
First Steps

e Navigate to Alerts Dashboard
Roles and Responsibilities
e Area Office Director: Review Modification, Approve Modification, Disapprove Modification

1) Area Office Director receive an alert when a Modification has been submitted for review. Click the “A
Modification has been accepted for an individual” link in the alert message.

Heaith and Human Services Mass. /ot 7
=
[Reports 1 Alerts | Mise I Utifties | DPPC | Data Extracts | DR Utiities § IN Utiities | MT Utilities | SC Supervisoe Taol
Pending Alerts
L1 ] Please be aware alerts on the ( 7 to 60 days). Consult the Process nd Reports to
ALERT SEARCH CRITERIA
Module: . Reciplent User:
Subject
Saacch | Rosat
Your search found nuiltiple matches. Please select the desired Alert)
Search: ‘Show 35 v | entries,
Select Date of Alert Alert Subject Alert Hessage
10/20/2015 A Modification has been accepted by SC for an indvidual | & tteification has been accepted for anindividual: ffame: Test Bruce; 15P Mesting Date: 03/04/2015

2) The system will redirect to the Modifications Review Switchboard. Click the “Submitted for AOD

. -
Review” link.
ISP Dashboard ISP Meeting Details Vision Request Assessments Review Assessments Current supports safety/Risk Legal/Financial Successes/Challenges Goals Objectives Modifications View/Print ISP
Modifications Review Switchboard Update Year ISP

Modification Reason Modification Type Created On Created By Document History Status

There has been a change in Bruce's circumstances

that. requires an update ko hisGoals andObjectives Goal 10/29/2015

View Document History

Note: Until the Area Office Director completes their review and approves the document, the SC remains
able to edit a Modification. If the SCs opts to edit the Modification after it is been submitted, the status of
the Modification changes to “Started.”
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3) The system will display the Modification Details page. Review the content on the page.

Hebadifiianisn Detaik Update ¥ear (w0

....... B e L L TN,

Bt e Tren

P T D T Fi st Sapsaem TR
Faetiog 8 el " Ll Mty A el
§ e

Pra el e op e ard) S Fren et
VL Fit B B [

Famgren ipprmn e

4) If the Modification is complete and required, click “Approve.”

iipdste Vesr 159

B e s

P W D T Fi st Sopsaem TR
astiog 8 el " i Bty Vel
§ mm—

Frem el i o b e o e et

Sl i A S [

— == _

5) The system will redirect to the Modifications Review Switchboard. The status of the Modification will
read “Approved by AOD.”
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ISP Dashboad | (5P Meeting Dt vision | Request Assessment Review Assesements | Current Supports | Safety/Risk | LegalFinancial | Sulcesses/Chalienges | Goals | Objectives | Moddications | View/Print ISP

Modifications Review Switchboard Update Year ISP

Stalus

Approved By ADD

Created On

Document History

Modification Reason Maodification Type Created By

View Document History

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

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

Note: After an Area Office Director approves a Modification that includes changes to either Goals or OSS,
the Provider Service Agreement is updated and all users are able to print an updated copy of the Provider
Service Agreement.

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

Scenario Description:

Once DDS has submitted a Modification for review, Area Office Directors review the Modification. The
Area Office Director has two options — to either “Approve” or “Disapprove” the Modification. This scenario
covers the process of disapproving a Modification.

Date of Fem- ===
Approvalin : IFNOT APPROVED ! 90 Days Prior to
MEDITECH i_ INMEDITECH | Next ISP Meeting
ISP Meeting 150 Days
X - Alert
@) -
L/ -Due Date Y& (L)
MEDITECH Automatically Due date for any
Approval Flag Locked modifications to
present year ISP
First Steps

e Navigate to Alerts Dashboard
Roles and Responsibilities
e Area Office Director: Review Modification, Approve Modification, Disapprove Modification

1) Area Office Director receives an alert when a Modification has been submitted for review. Click the “A
Modification has been accepted for an individual” link in the alert message.

Health and Human Services Mass. 0

Rgerts | Alerts | Misc 1M Utities. | DPPC | Data Extracts | DRt Unilithes | I UtBthes 1 HT Utiities | 5C Supervisor Tool
Parding dlert
i ] Ploase bo (hstuveen alt the t manage
ALERT SEARCH CRITERIA
Hodude . ecigitet e
Subfest
o s the desined Alert,
Search: Shewe, 15 > | arkried
Setect Date of Alert Adert Subject Alert Message
10072015 & Modicatien has been scoepted by SC for an indhidual | e Test Brue: 158 Hewting Date: 0042015

Note: Until the Area Office Director completes their review and approves the document, the SC remains
able to edit a Modification.

2) The system will redirect to the Modifications Review Switchboard. Click the “Submitted for AOD
Review” link.

ISP Dashboard | ISP Meeting Details | Vison | Request Assesuments | ieview Assessments | Current Supports | Safety/Risk | Legal/Financial | Sutrestes/Challenges | Goals | Objectives | Moodications | View/Print (59

Modifications Review Switchboard Update Year ISP

Modification Reason Modification Type Created On Created By Document History

There has been a change kn Bruce's clrcumstances
that requives an update to his Goals and Objectives

= T i Submitted For AQD
I /29 i S0
Goal 10/29/2015 View Document History Beylew
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3) The system will display the Modification Details page. Review the content on the page.

Maditianisn el st Updlate Year e

P el e g b ard) ed Frrs et pm

e

4) If the Modification is either incomplete or not required, click “Disapprove.”

Hediflarisn ivtaik Update Year 10

Lo b | Gt

It M bt P s s e Dot
Py b e " e ]
]

P afmadd e b el e Wy el e e

= -

Note: In an offline discussion with the SC, the Area Office Director will explain the reason for
disapproving. The Area Office Director will either indicate that the Modification requires revision or that it
is not required altogether. The reason will determine the next steps.

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

Revision Required SC to Make Revisions SC to Request Revision by
Provider
Modification Not Required No Action Required No Action Required

5) The system will redirect to the Modifications Review Switchboard. The status of the Modification will
read “Disapproved by AOD".

ISP Dashboard ISP Mesting Details |~ Vigion | Request Assessments | Review Asspsrnen nts | Current Supports | Safety/Risk.  Legal/Financial | Successes/Chalienges | Goals | Objectives | Modifications | Wiew/Print ISP

Modificati [ S 4 Update Year ISP

Modification Reason Modification Type Created On

There has been a change in Bruce's circumstances "
- View Document History | Disapproved By AOD
that requires an update to his Goals and Objectives Goal 10/29/2015
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