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Additional Functionalities

There are several additional system functionalities that are available to all end users in the module. The
functionalities described in this section will demonstrate the following features to end users:

InfoTips

Document History

Unchecking the Update Information Checkbox
Saving and Printing ISP Documents

Accessing Historical ISP Materials

Summary Report

Alerts in the ISP Module

How to utilize the Review Process Management tool

Alerts in the ISP Assessments Module

The ISP Assessments module in HCSIS enables electronic submission and review of required ISP
documents including an individual’s Vision, Goals, Assessments, Objectives and Support Strategies.
There are alerts associated with each of these events. Alerts in the ISP Assessments module can be
seen by Providers, Provider Supervisors, Service Coordinators and Service Coordinator Supervisors, and
in some cases the Area Office Director. Service Coordinator Supervisors and Provider Supervisors
receive a reduced number of alerts. Commonwealth users and Regional Office Directors do not receive
alerts.

Alerts are notifications that are generated either automatically by the ISP module or as a result of an
action taken by the users in the module. Regardless of what triggers the alert, alerts reference milestones
in the ISP Assessments planning process according to DDS standards and policies.

The presence of alerts allows the module to achieve its objective of enabling electronic submission and
review of required ISP documents. The alerts are a valuable tool to streamline the submission, review,

and approval of documents and eliminate the duplication of effort throughout the process of planning the
ISP meeting.

Alert Timeline

90 days 45 days 30 days 15 days 7 days

) Approval of
before ISP before ISP before 15P before 159 before ISP Flan in
mieeting meeting meeting meeting ISP 5P Meeting MEDITECH
. . meeting
(Y () |
".T.f '*-;T,! |
Service Service Assessments ASSESSMENLS Service Service
Coordinators Coordinators due to du= t""‘ Coordinators Coordinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users E.-:t":r._lsers Coordinator
Users and Pravider and Provider Supervisars
T Supervisors
* - Alert
—_—
(1)
—/ = Due Date
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e The ISP renewal process is initiated 90 days prior to the ISP meeting deadline with a reminder
alert. From the time this alert is generated, the SC and SC Supervisor may make an ISP Year
Selection.

e Approximately 45 days prior to the ISP meeting deadline, the Service Coordinator consults with
the individual and guardian to draft a preliminary Vision Statement for the individual.

e At least thirty days prior to the planned ISP meeting date, the Service Coordinator will send an
electronic notification to Providers that includes the ISP meeting plan and the required
assessments.

e Providers will also receive a reminder alert about Objectives and Support Strategies 15 days
before they are due.

e Assessments and Objectives and Support Strategies are due fifteen days prior to the planned ISP
meeting date.

e Once the Service Coordinator receives required documents, he/she will begin reviewing them.

e The final step is for the ISP team to meet and finalize the ISP documents.

e By regulation, the ISP Document and supporting documents need to be mailed out by 45 days
after the ISP Meeting.

e Documents will remain open for editing up to 150 days after the meeting.
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ISP Assessments Module Alerts by Event

Below is a table of the alerts in the ISP assessments module by the trigger event and corresponding

recipient of the alert.

# Alert Subject
1. An ISP is due

2. ISP Meeting notification due to
providers in fifteen days. Verify the
service enrolments in MEDITECH
before requesting Assessments from
Providers

3. ISP Meeting Notification

4. Request to complete individual's
assessments

5. ISP Meeting Notification and/or
Request for Assessments have not
yet been sent to Providers

6. Assessment(s) Submitted for Internal
Review
Provider Supervisor has requested
revision of Assessments

7. Provider has completed requested
Assessments

8.  Service Coordinator has requested
revisions of Assessments

9. Service Coordinator has approved
submitted Assessment

10. Deadline to submit required
Assessments has passed

11. Objectives and Support Strategies
due in fifteen days

12. Objective(s) And Support Strategy(s)
Submitted for Internal Review

Provider Supervisor has requested
revision of proposed Objectives and

Alert Recipient

Service Coordinator
role and Provider
Data Entry role
Service Coordinator
role

Provider Data Entry
role and Provider
Supervisor role

Provider Data Entry
role

Service Coordinator
role and

Service Coordinator
Supervisor role

Provider Supervisor
role

Provider Data Entry
Role

Service Coordinator
role

Provider Data Entry
role

Provider Data Entry
role

Provider Data Entry
role and Provider
Supervisor role

Provider Data Entry
role
Provider Supervisor
role

Provider Data Entry
Role

Trigger

System Generated Alert: 90 days prior to
ISP Meeting Due Date

System Generated Alert: 45 days prior to
ISP Meeting Date

System Generated Alert: 30 days prior to
ISP Meeting Date to select providers from
whom assessments are not requested from
the system

User Generated Alert:

Service Coordinator sends notification to
Providers

System Generated Alert:

Service Coordinator did not submit in
invitation to the Providers prior to the due
date.

User Generated Alert: Provider submits an
assessment for internal review

User Generated Alert:

Provider Supervisor requests revision for
Assessments submitted by Provider Data
Entry

System Generated Alert:

Provider submits assessments for review

User Generated Alert:

Service Coordinator request revisions of
assessments submitted by Provider
User Generated Alert:

Service Coordinator approves all
assessments submitted by Provider

System Generated Alert:
Provider does not submit assessments by
the due date

System Generated Alert:

30 days prior to ISP Planned Meeting Date
User Generated Alert: Provider submits an
Objective and Support Strategy for internal
review

User Generated Alert:

Provider Supervisor requests revision for

HCSIS ISP Module
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W&

13.

14.

15.

16.

17.

18

19.

20.

21.

22.

23

24.

Support Strategies

Provider has submitted Objectives &
Support Strategies

Deadline to submit Objectives &
Support Strategies has passed

Service Coordinator has requested
revision of proposed Objectives &
Support Strategies

Service Coordinator has approved
submitted proposed Objectives &
Support Strategies

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

ISP is locked

A manually unlocked ISP Plan has
not been re-locked

Progress Summaries due in thirty
days

Progress Summaries Submitted for
Internal Review

Provider Supervisor has requested
revision of proposed Progress
Summaries

Provider has submitted Progress
Summaries
Deadline for provider to submit

Progress Summaries has passed

Deadline to submit Progress
Summaries has passed

Service Coordinator
role

Provider Data Entry
role and Provider
Supervisor role
Provider Data Entry
role

Provider Data Entry
role

Service
Coordinator,
Service Coordinator
Supervisor,
Provider and
Provider Supervisor
roles

Service Coordinator
role

Service Coordinator
Supervisor

Service
Coordinator,
Service Coordinator
Supervisor, Area
Office Director Data
Entry Role

Provider Data Entry
role

Service Coordinator
Provider Supervisor
role

Provider Data Entry
Role

Service Coordinator
role

Service Coordinator
Role

Provider Data Entry
role
Provider Supervisor
role

proposed Objectives and Support
Strategies submitted by Provider Data
Entry

User Generated Alert:

Provider submits Objectives & Support
Strategies

System Generated Alert:

Provider does not submit Objectives &
Support Strategies by due date

User Generated Alert:

Service Coordinator requests revision for
proposed Objectives & Support Strategies
submitted by Provider

User Generated Alert:

Service Coordinator approves all proposed
Objectives & Support Strategies submitted
by Provider

System Generated Alert:

135 Days after the ISP Meeting Due Date if
the approval flag has not yet been pulled
from MEDITECH

System Generated Alert: Plan locked
based on the Approval flag in MEDITECH

System Generated Alert:

30 Days after an ISP plan has been
manually unlocked by the Area Office
Director Data Entry Role

System Generated Alert:

30 days prior to ISP Progress Summary
Due Date

User Generated Alert: Provider submits a
Progress Summary for internal review
User Generated Alert:

Provider Supervisor requests revision for
proposed Progress Summaries submitted
by Provider Data Entry

User Generated Alert:

Provider submits Progress Summaries

Batch alert (Tuesday and Friday)
System Generated Alert:

Provider does not submit Progress
Summaries by due date

System Generated Alert:

Provider does not submit Progress
Summaries by due date
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25.

26.

27.

28.

29.

30.

31.

32.

33.

35.

36.

Service Coordinator has requested
revision of proposed Progress
Summaries

Service Coordinator has approved

submitted proposed Progress
Summaries

Provider has proposed a Modification
Service Coordinator has accepted

proposed Modification

Service Coordinator has disapproved
proposed Modification

AOD has approved your proposed
Modification

AOD has disapproved Modification

A Moadification has been approved for
an individual

Deadline to approve or disapprove
proposed Madification has passed

Service Coordinator has requested
revision of proposed Madification.

A Moadification has been accepted for
an individual

Provider Data Entry
role

Provider Supervisor
role

Provider Data Entry
role

Provider Supervisor
Role

Service Coordinator
role

Provider Supervisor
role

Provider Supervisor
role

Provider Supervisor
role

Service Coordinator
role

Service Coordinator
supervisor

Provider Supervisor
role

Service Coordinator
role

Service Coordinator
supervisor

Provider Supervisor
role for all

Providers who are
providing services
for the individual
Service Coordinator
role

Service Coordinator
Supervisor

Area Office Director
Role

Provider Supervisor

Area Office Director

User Generated Alert:

Service Coordinator requests revision for
proposed Progress Summaries submitted
by Provider

User Generated Alert:

Service Coordinator approves all proposed
Progress Summaries submitted by
Provider

User Generated Alert:
Provider proposes Modification

User Generated Alert:

Service Coordinator accepts Modification
proposed by Provider

User Generated Alert:

Service Coordinator disapproves proposed
Modification initiated by Provider

User Generated Alert:

AOD approves Modification initiated by
Provider

User Generated Alert:
AOD disapproves Modification initiated by
Provider

User Generated Alert:
AOD approves Maodification for an
individual

System Generated Alert:
AOD does not approve or disapprove a
Modification by the due date

User Generated Alert:

Service Coordinator requests revision for
proposed Modification submitted by
Provider

User Generated Alert:

SC accepts Modification for an individual

HCSIS ISP Module
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Accessing Alerts in the ISP Assessments Module
Note: This action can be completed by either Area Office staff or Provider staff.

1) Access alerts by clicking “Alerts” hyperlink on the top left hand side of the screen.

Health and Human Services

A s Home and Community Services Information System

* Dirta Extrac Updates 10 300075 7

HCSIS News

2) Filter the ISP-specific alerts by using the Module drop-down menu to select Individual Support Plan.
Users may also search by Alert Subject.

Mass. i -“—II";

Healh and Human Services

Fisporbn | sty | Bisc | B Ublses | DOAC | Dets Cxirects | 08 ikt | TH Utlibes | MT Ublktes | S0 Sepsrvscory Taal
Prauin] AaTL

ﬂ Feane b amare sloris wil b deterad Thee abert o 800 dirgs). Consult thes Pracess 3 srreens ports 1o mansge all sutsteding tasks

ALIET STARCH CRITIRIA

A rraraislhy unicoesd 1P Plss Aaa o Bess re-backosd

B [ Fiaer al b W) T g

An ISR m dew

o ) PR Bl M PO RASASEAL Y P A0 i B85 B 00 I ey Tr——

S 10 [= ]| e

17 Mpwtng rotfcaton da B prowdens n Ao deye Yo'y T mreos svciments in MEDUTECH Betors requemtng
ARGl R o Proreaded

Privviee s diergieted mmeled disrideeanly

Frooidas San nuberesind O tectreas snd Soppest Sirategan
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Search Alerts by Recipient User
Service Coordinators may search by Recipient User. The names that populate in this drop-down allow

users to search by SC caseload. The Recipient User drop down menu is only available to Service
Coordinators.

Health and Human Services Magg_.o_,-,. -;’.I i.'_\
Eﬂ_

[Reports | Alerts | Misc | IM Utibties | DPPC | Data Extracts | DR Utilities | IN Utilitias | MT Utilities | SC Supervisary Tool
[Pending Alerts
@ Please be aware alerts will be Iy deleted d ding on the alert (b 7 to 60 days). Consull the Process Management screens and Reports to manage all outstanding tasks.
ALERT SEARCH CRITE|
Module:  Indrvidual Supports Plan = Reciprent User: =]
Subject: ! ! : I SERVICE CODRDIMATOR,
Search | [(Reser |
Your search found multiple matches, Please select the desired Alert,

When Service Coordinators search for alerts, the results will look similar to those in the following
screenshot.

The “Search” box on the top left allows the user to search for a word within the displayed alerts subjects
or messages.

; L T ] 7 Rl Mg _
1271572014 & rrarsialy uniched [S9 Plan bua sol Besn reiodeed
L3154 e ISP A0 B5P i g ISP Maating Dasdina: 608 5/2095; Mama
12715/2014 64 ISP bl BOLESP o g ISP Mawting Daadies: 00/ 152015: Marrar
1RSI0 o 1P B0 BSP i i FRF Maating Dasdina: £0/E6/3015; Mama
12715/2014 w1 15P o 0 5P i cdug- ISP Manbng Dasdir: 001 52015: Narmac
(TR T ] R T T RLIAE o g [P Maae) Ceiens ) G078 237
LAAE0A o 18 S5 A b R M e Ediens
127113004 o 15P &0 ISP i g DSP Mawting Dasdir: G EVIHE;
(EIRREF L] A TH BAISE g PSP Mewive) Dabdins
A1 13004 den 1P 80 BEF @ dug- ISP Maating Casdina: £0/LE331

i | o b0 ol APS ssnries .
Wi Beevis 0l 2 3 4 3 st Last
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Responding to Alerts in the ISP Assessments Module
Note: This action can be completed by either DDS staff or Provider staff.
In this particular example, the Provider Supervisor responds to the alert.

1) Provider Supervisor clicks on the hyperlink in the Alert message which explains the nature of the

alert. An alert with the subject “Request to complete individual's assessments” is an alert only seen
by Providers.

Health and Human Services Mass./
[1some [qu [ pan [15P [ apean |
Reports | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utilities | MT Utilities | SC Supervisor Tool
Pending Alerts
Tools > Alerts > Pending Alerts > Pending Alerts
@ Please be aware alerts will be ically 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:
Subject:
Search || Reset
Your search found multiple matches. Please select the desired Alert.
Search: Show 10 - entries
Select Date of Alert Alert Subject N Alert Message N
T — ISP Assessments due: : i : Test, H i :
11/12/2015 Reguest to complete individual's assessments 2r07/3015 ISP Assessments due by: 11/22/2015; Name: Test,Bruce; ISP Meeting Date I
11/10/2015 Provider Supervisor has requested revision of sl e ies: Name: Test,Bruce; ISP Meeting Date:
proposed Progress Summaries 03/05/2015
Requested Data Extract Processed: A requested data extract has been processed. Date Requested:
11/02/2015 Data Extract Metification 11/2/2015 4:00:15 AM, Extract File Name:SMALLETT1_ISP_11_02_15_03_56_10.zip ,Extract Status :
Failed
Requested Data Extract Processed: A requested data extract has been processed. Date Requested:
11/02/2015 Data Extract Motification 11/2/2015 3:54:02 AM, Extract File Name:SMALLETT1_ISP_11_02_ 15 03_50_19.zip ,Extract Status :

2) Click the alert status to begin completing the required next steps to respond to the alert.

Health and Human Services
[1some [qu [ pan [15P [ apean |
Reports | Alerts | Misc | IM Utilities | DPPC | Data Extracts | DR Utilities | IN Utilities | MT Utilities | SC Supervisor Tool
Pending Alerts
Tools > Alerts > Pending Alerts > Pending Alerts
@ Please be aware alerts will be ically 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:
Subject:
Search || Reset
Your search found multiple matches. Please select the desired Alert.
Search: Show 10 - entries
Select Date of Alert Alert Subject N Alert Message N
T — ISP Assessments due: : i : Test, H i :
11/12/2015 Reguest to complete individual's assessments _ SP Assessments due by: 11/22/2015; Name: Test,Bruce; ISP Meeting Date
11/10/2015 Provider Supervisor has requested revision of sl e ies: Name: Test,Bruce; ISP Meeting Date:
proposed Progress Summaries 03/05/2015
Requested Data Extract Processed: A requested data extract has been processed. Date Requested:
11/02/2015 Data Extract Metification 11/2/2015 4:00:15 AM, Extract File Name:SMALLETT1_ISP_11_02_15_03_56_10.zip ,Extract Status :
Faile
: A requested data extract has been processed. Date Requested:
11/02/2015 Data Extract Motification 11/2/2015 3:54:02 AM, Extract File Name:SMALLETT1_ISP_11_02_ 15 03_50_19.zip ,Extract Status

The system redirects the Provider Supervisor to the Assessments Review Switchboard page. This page
gives Providers and Provider Supervisors a detailed snapshot of which Assessments are required for the

HCSIS ISP Module
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individual. On the far right, there is a status provided for each of the assessments. The Provider can
begin to complete the assessment by clicking on the hyperlink that reads “Not Started”.

Next Steps

e The alert has been resolved.

e Users may manually delete alerts, or they will be deleted by the system automatically after 15

days, with the exception of the re-lock ISP alert, which does not expire until after the plan is
manually relocked.

HCSIS ISP Module Page 10



ISP Assessments User Guide

InfoTips

InfoTips are available across the module and are shared between Providers and DDS staff, meaning the
same information is available in the InfoTips regardless of which user has logged in. InfoTips are marked

with the following icon: e
InfoTips display information relevant to the field they are placed next to when the user hovers over it with
their cursor (without clicking).

Below is an example of the InfoTips available on the Vision page:

ISP Dashboard ISP Meeting Detalls  Vision | Request Assessments  Review Assessments | Current Supports Legal/ ses/Challenges  Goals ~ Objectives  Modifications  View/Print ISP

Vision © I Full Year ISP

1.What does (s)he identify as important activities and relationships to continue to be involved in? What other things would (s)he like mexplom
Bruce stated that he is an artist. He loves to paint pottery and to paint ather things like pictures. Bruce responded that he would like to explore other forms af artwork and making different jewelry. He would also like to
make things out of wood like he used to when he was younger. He said he would like to make money working as an artist selling his artwork. Bruce shared that he has lots of friends who are spedial to him like the ones

that live at his place; he then mentioned each of his four housemates by name. He stated that they are all like a family together. Bruce went an to say th: 5 his best friend and the two
of them are going on a crulss someday soan.

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

Bruce responded that he wants people to know about what he likes to do; his routine, He stated that he wants people to help him have fun, Bruce said that life is too short sometimes and he would like help finding
excitement. He shared he wants to walk again someday and could use some help with that. Bruce stated that if people don’t know him or have questions about him that they can ask him and he will have a meeting
with them.

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

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

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

Bruce stated that he might move out to a place that is quister. He sald he only thinks about moving when some people that live with him get too loud or angry. He sald In two years he hopes to be happy and to have
lots of friends. Bruce wants to still be an artist making artwork. He wants to see his mother stating he hasn't seen her in a while

Persons contributed to create Vision: Bruce Test (Self)

Edt | | continue

Below is a screenshot of how the text is displayed when the user hovers their mouse over the InfoTip
icon:

ISP Dashboard § The Individueal ion statement is an exploration of what is Pssessments | Curent Supports | Safety/Risk  Legal/financial  Successes/Challenges  Goals  Objectives  Modifications  View/Print ISP
important to the person in his/Mer life. 1t should describe individual's
e prelerences on how hejshe wishes to live, work and spend his/he
Vision © [ e tne as wei s inerests relationships, and activities hejshe Full Year ISP
weould like to contine and/or explare. i the individus abe to
hersell, please note the people snd sousces of

contibuted 1o the snswers of the 4 Vision auestiors, [Phips to continue to be invelved in? What other things would (s)he like to explore? @)

1.What del jnrormatio

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

These steps must be completed by both DDS staff — a Service Coordinator or a Service Coordinator
Supervisor — and Provider Agency staff — a Provider and a Provider Supervisor. Users can view the
document history for each assessment once the following conditions have been met:

1) The individual is receiving one or more services that require an assessment to be completed

2) The Service Coordinator or Service Coordinator Supervisor have requested at least one
assessment and/or

3) The Provider or Provider Supervisor has created at least one Objective and Support Strategy

For each Assessment and Objective that is created in HCSIS, the system will display a Document History
that details the review process specific to that Assessment or Objective. Document History will capture
the request (if applicable), submission, review, revision, and approval dates for both DDS and Providers.

In both a Full Year and an Update Year, the document history will only display the data for the current
year.

Roles and Responsibilities

e Service Coordinator: Views the Document History for any of the available Assessments or
Objectives & Support Strategies.

e Service Coordinator Supervisor: Views the Document History for any of the available
Assessments or Objectives & Support Strategies.

e Provider: Views the Document History for any of the available Assessments or Objectives &
Support Strategies.

e Provider Supervisor: Views the Document History for any of the available Assessments or
Objectives & Support Strategies.

(,_!,} - Due Date

90 days 45 days 30 days 15 days 7 days Approval of
before 15P before ISP before ISP before ISP before ISP Plan in
meeting meeting meeting meeting I5P MEDITECH
L e meeting
(A ()
“"T"‘I \.‘T_'_f |
Service Service Assessments AREBEEMENtS Service Service
Coordinators Coordinatars due to due to Coordinators Coardinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users Entry Users Coordinator
Users and Provider and Provider Supervisors
Supervisars Supervisors
* - Alert

Note: For demonstration purposes, this scenario shows the document history pop-up from the
Assessments screen, however please note that this is present on Objectives, Progress Summary and
Modifications screen within an Individual's ISP Plan.

1) Service Coordinator or Provider selects “View Document History” from the individual’s Assessments
Review Switchboard, Objectives & Support Strategies Review Switchboard, Modifications Review

HCSIS ISP Module
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Switchboard or Progress Summary Review Switchboard.

ISP Dashboard ISP Meeting Details  Vision

Roquest ASSESSMENts | Rleview Assestments.

Current Supports  Safety/Risk  Legal/Financial | Successes/Challenges | Goals

Objectives  Modifications  View/Print ISP

Expand A1 | Collapse Al
=) standardized Assessments

No sssessments have been requested,
Comments

Please complete the assessments,

Assessment Service Category
Financial 3153 - Residential Habilitation NiA
Health and Dontal 3153 - Residential Habilitation [ NfA
| 3169 - Conter-Based Wark | Day/Employment
Safoty
3153 - Residentlal Habilitation NfA
Update HCR NA [ NfA
(= Additional Assessments
Assessment Service Category

Provider

Provider

Submitted for DDS Revis

Update Year ISP

Document Delete
Histol Assassment]
D

Status

Not Started

Mot Startad

Mot Started

Arcess HOR

Document

Histo

2) The system displays the document history for the selected document.

ISP Dashboard | ISP Mesting Dotwils  Vison | Request Assestments | Review Assessments | Curtent Supparts + hallenges  Godis | Objecivies | Modificabions | ViewSPrnt 15F
A Review Switchboard History L. Update Year ISP
Exnand Al | Codlasme i)
i g Due Date: 11/22/2015
|© standardized A ants Individual Name: Test, Bruce T ue 11/23f
Assessment: Safety Provider: Provider One
i Document [
Service: Day/Employment Status Histo - o
Financial 3153 - Pot Started V'Q"L-E:!‘g;f*”‘ | Deiate |
Showing 1 to 10 of 14 entries 12 View Documient e
Health and Dental 3153 - Residentlal - Nat Started History Dredete
3169 - Center-fiay fod for DS Revieye | VIRSECRERREOL [Coiete
Sulely uested 09/23/2015 Coordinator, Service fir Doctme
3153 - Residestial ha 522 dinator, Sa Pt Startod oy Betumant Dedete
Started 09/23/2015 oy
c o) Submitted For Internal Review 09/23/2015 sz HCR na e
(= Additional Assessments Internal Review Started 09/23/2015 User, Provider One
Internal Revision Requested 092372015 User, Provider One e
Internal Revision Started 09/23/2015 Status “"‘ m‘
i RaBARATACTS PR et eaUASEd. Submitted For Internal Review 09/23/2015
Internal Review Started 09/23/2015 User, Provider One
Comments Submitted for DDS Review 09/23/2015 User, Provider One
Revision Requested 09/24/2015 Coordinstor, Service
Please complete the assessments. i e e e e —
Showing 1 to 10 of 14 entries 12

3) If desired, it is possible to print the document history. To print the document, click the PDF icon.

ISP Dashboard | ISP Mesting Dotwils  Vison | Request Assestments | Review Assessments | Curtent Supparts + hallenges  Godis | Objecivies | Modificabions | ViewSPrnt 15F
A Review Switchboard mpot fistory 1. Update Year ISP
Exnand Al | Codlasme i)
Vi . Due Date: 11/22/2015
|© standardized A ants Individual Name: Test, B ue 11/23f
Assessment: Safety Provider: Provider One
Assessment ™ service: Day/Employment Status D s
Financial 3153 Hl - Pot Started V'Q"L-E:!‘g;f*”‘ | oot |
Showing 1 to 10 of 14 entries 12 o e
Health and Dental 3153 - Residentlal | - Mot Started Dredete
3169 - Centor-Hase fed for DDS Review H‘fxl'af.!- Detots
Sulely uested 09/23/2015 Coordinator, Service fir Doctme
3153 - Residential b o 923 d Mot Startod Wiew Docusnent Dadete
Started 09/23/2015 History
c o) Submitted For Internal Review 09/23/2015 sz HCR na e
=) additional Assessments | Internal Review Started 09/23/2015 User, Provider One
Internal Revision Requested 092372015 User, Provider One e
ool Rvion stated oopraots satix PhEr s
No nssessmisnts have been requested. | Sirttbad For totbinel Redew A a2y
| Internal Review Started 09/23/2015 User, Provider One
Comments | Submitted for DDS Review 09/23/2015 User, Provider One
| Revision Requested 09/24/2015 Coordinstor, Service
Please complete the assessmeants, | I e g e e ek e —r e e
Showing 1 to 10 of 14 entries 12

4) Service Coordinator or Provider clicks on the “X” button to close the document history pop-up

window.
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ISP Dashboard | ESP Mesting Dotsils  Vision | Request Afspsiments | fleview Assassments

Current Suppars.

‘Challenges  Godis Obfectives  Modifications

View/Prnt ISP

Exand Al | Coflagme Al
Standardized Assessments

Individual Name: Test, Bruce T
Assessment: Safety
Service: Day/Employment

Due Date: 11/22/2015
Provider: Provider One

Financial 3153 i
Health and Dental 3153 - Residontial |
3169 - Center-Base
Safety
3153 - Residential H
Update HCR | N/A

Additional Assessments
No pssessments have been requested.
Comments

Please complete the assessments.,

Showing 1 to 10 of 14 entries

Requestod
Started
Submitted For Internal Review
Internal Review Started
Internal Revision Requested
Internal Revision Started
Submitted For Internal Review
Internal Review Started
Submitted for DDS Review
Revision Requested

09/23/2015
09/23/2015
09/23/2015
09/23/2015
09/23/2015
09/23/2015
09/23/2015
09/23/2015
09/23/2015
09/24/2015

Coordinator, Service

User, Provider One
User, Provider One

User, Provider One
User, Provider One
Coordinstor, Service

Showing 1 to 10 of 14 entries

vot Started

Llﬁt Started

Startod
piccess HOR

Update Year ISP

Vigw Docyrment
Higtory
Wi Rocument
History

HCSIS ISP Module
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Unchecking the Update Information Checkbox

Scenario Description:
The user has entered information into an Update Information textbox, and attempts to uncheck the
corresponding checkbox, prompting a confirmation pop-up to appear.

Note: For demonstration purposes, this scenario shows the functionality of the pop-up from the Goals
screen, however please note that this is present on all screens within an Individual’'s ISP Plan.

First Steps
e Search for an Individual with an Update Year ISP created
e View the Individual Dashboard
¢ Navigate to the Goals Screen
e Select a radio button for a Goal and click “View/Edit Goal”

Roles and Responsibilities

Service Coordinators: Enter information in the individual’'s ISP Plan

Service Coordinator Supervisors: Enter information in the individual's ISP Plan
Provider Data Entry User: Enter information in the individual's ISP Plan
Provider Supervisor: Enter information in the individual's ISP Plan

1) Select an “Update Information” checkbox on the Goals screen and enter information into the
corresponding textbox that appears.

ISP Dashboard | ISP Mecting Details  Visicn | Request Assessments | Rewiow Assessments | Cumment Supports | Safety sk gal/ Succes hallenges | Gosls | Objectives  Modfications  View/Print ISP
Goals © Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
Money Management 08/21/2014 Individual : N Updated
& Community Involvement 08/21/2014 Individual 3 Current
) mf{:‘;:‘;:z:‘::‘& 08/18/2014 Provider = Current
View/Edit Goal | | Delete Goal | Add Goal
Goal Tite:* Community Involvement
Goal:* Bruce will volunteer at in serving meals once a week.
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

Bruce wall yoluntees at @ AEW Grganizaton in

Spell Check: Reset || Sowve | Save & Continue.

2) Uncheck the “Update Information” checkbox.
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ISP Dashboard ISP Meoting Details | Vision | Request Assessments | Review Assessments | Curment Supports Leg Succe: Challenges | Goals | Objectives | Hodifications | View/Print ISP
Goals O Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
2 Money Management 08/21/2014 Indlvidual . - - Updated
®  Community Involvement 08/21/2014 Individual + Current

Personal Growth &

: 2 i ]
" Accomplishments-- 08/18/2014 Provider Current

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

Goal Tite:* Community Involvement

Goal:* Bruce will volunteer at In serving meals once a week,
| Date Goal Identified: ® 08/21/2014

Goal Identified By:* Individual

| changes Approved By Provider:* -

Person Contacted to Approve
Change:*

Update Year Status:* :Currem ~ "Update Informatio

Brusce will yoluntess at 3 new organization in

Spell Check || Reset || Save | | Save & Continue |

3) The system displays the following message, “Update information entered for this text box will be
cleared. Do you wish to proceed?”

Geal Titla:* Community Invohemant

Goal: * Bruce will volunteer at firmation Message X |

Date Goal Identified:® 08/21/2014 Update Information entered for this text box will be deared.

Goal Identified By;* Indlvidual Do you wish to proceed?

Changes Approved By Provider:* - Yes ™ J

Person Contacted to Approve

Change:*

Update Year Status:* | |Update Information

Clicking “Yes” removes the updated information text box without saving information in the text box.

Clicking “No” or “X” at the top right corner of the window keeps the “Updated Information” text box with the
previously entered information.
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Review Process Management

The Review Process Management screen provides users with resources to manage workload as
components associated with the ISP Assessments module are completed. As the alerts expire after 14
days, both provider and DDS staff can use the Review Process Management screen as a reference to
monitor all outstanding activities for individual's ISP meetings.

The Review Process Management screen (RPMS) will allow the user to search for ISPs that have
been created within a certain time period. It is a great tool for monitoring pre-ISP meeting to
ensure that documentation is received and approved prior to the ISP meeting. RPMS can also be
used to monitor post-meeting activities and ensuring all documents are completed and approved
before the ISP is locked. Users can search for ISPs by date, Region, Area Office, or Provider.
Providers and Provider Supervisors will also have a “Security Group” filter that can be used if
Enhanced Security is implemented for their agency.

1) Click the “ISP” tab at the top of the page to access the ISP module.

Health and Human Services Mass.
A wsrs

Home and Community Services Information System

Cirta Exteact Undates

HCSIS News

After clicking the “ISP” tab, the system returns the page shown below:

Health and Human Services Mass. P

=TI
[=E]E e = =]

[ndividual Search | Review Process Management | Reports | References
SP > Menu Selection

Please Select a Menu Item

2) Click the “Review Process Management” menu item.

Health and Human Services

ndividual Search || Review Process Management || References

SP > Review ProceSSmaniageiie

Search Criteria
ISP From Date: * i ISP To Date: *

i
[ER

Region: - Area Office: -

Provider:

3) Enter the Search Criteria. The “ISP From” and “ISP To” dates are required in order to search. The
remaining drop-down search features are optional.

Note: This tool could be used to monitor post-meeting activities for meetings that have taken in place in
the last two weeks. The user can enter “ISP From Date” as any date in the past and ‘ISP To Date’ as
today’s date. This search result will include all ISP’s that have been held in the past. In the example
below, the user has chosen a date 2 weeks in the past if today’s date were 12/10/2015.

Note: For planning purposes, the user would use future dates.
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Health and Human Services Mass./ - =
el
mnmmﬂﬁ—

Individual Search | Review Process Management | Reports | References

Search Criteria

ISP From Date: * |12/01/2015 ] 15P To Date: * |12/10/2015 o
Reglon: ) Area Offics: | ¢ December, 3015 »
Provider: w i

Search || Reset |
. - | 12 14 15 16 17
30 3122 33 24 @5 W6

‘ @ 7839 30 3 4 @ |

ser 10;

3 4 5 6 7 B @

& 2MS- Commanusalth of Massachi it 0 P SRS Viersian T8

Today: September 24, 2015 |

Note: Providers will have an additional Security group filter in the RPMS screen to filter results based on
the site/security group, if Enhanced Security is implemented.

Search Criteria
ISP From Date: * i ISP To Date: * i
Region: IE] Area Office: zl
Provider: B | Security Group: 53] |
Search [E

4) Click “Search”

The screen shot below shows the format in which the Review Process Management search results
appear. The Review Process Management search results can be sorted alphabetically by name, region,
area office, planned meeting date, meeting deadline, status of assessments and Objectives and Support
Strategies, by Service Coordinator/Provider name and by ISP Year (Update or Full Year). A hyphen is
displayed for plans with Planned Meeting Date less than 5/22/2015 as no plan selection was available for
them. “Not Selected” appears for plans with Planned Meeting Date greater than 5/22/2015 where DDS
staff have not yet made a selection. In the Service Coordinator’s view, the SC name will appear in the
column on the far right for each individual in the search results. For Providers, the Provider's name
appears in the column on the far right. A new column, Modificaitons, has been added.

Health and Human Services Mass. - =
e
(oA B

Individual Search | Review Process Management | Reports | References
ol D o
ISP From Date: * [12/01/2015 - ISP To Date: * |12/10/2015 =
Reglon: V: Area Offlce: |
Provider: ~|
Search | Reset |

Showing 1 to 12 of 12 entries Show |25 | Entries

w'"";:‘:fﬁ"“ 1::‘:;:“ Motification - : QM'—QT'S—",EM Madification - Region - Aren Office = = Service Coordinator - = ISP Year -
a 12/07/2015 12/07/2015 Mot Sent Pending Request Awaiting Submission Mot Applicable Metro Greater Boston  Coordinator, Service Mot Selectad
a 12/07/2015 12/07/2015 Mot Sent Pending Request Awalting Submission Mot Applicable Metro Greater Boston  Coordinatos, Service Not Selected
(] 12/07/2015 12/07/2015 Mot Sent Pending Request  Awaiting Submission Mot Applicable Metro Greater Boston  Coordinator, Service Not Selected
a 12/07/2015 12f07/2015 Mot Sent Pending Request Awalting Submission Mot Applicable Metro Greater Boston  Coordinator, Service Not Selectad
o 12/07/2015 12/07/2015 Mot Sent Pending Request  Awaiting Submilssion Mot Applicable Metro Greater Boston  Coordinator, Service Not Selected
o 12/07/2015 12/07/2015 Not Sent Pending Request  Awaiting Submission Mot Applicable Mistre Greater Boston  Coordinator, Service Not Selected
o 12/07/2015 12/07/2015 Mot Sent Pending Request  Awalting Submission Mot Applicabile Metro Greater Boston  Coordinater, Service Not Selected
o 12/07/2015 12/07/2015 Mot Sent Pending Request Awaiting Submission Mot Applicable Metro Greater Boston Coordinator, Service Not Selected
8 Test, Bruce 12/07/2015 12/07/2015 Mot Sent Pending Request  Awaiting Submission Hot Applicable Metre Greater Boston  Coordinator, Service Update Year

5) Clicking on the “+" button to the left of the individual's name will allow the user to view ISP details
about the individual. The system lists all of the activities associated with the ISP document, along with
corresponding due dates and status for each activity. Clicking on the Individual’'s name will redirect
the user to the Individual Dashboard.
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ISP From Date: ® [12/01/2015 ISP To Date: * [12/10/2015 | 2
] Area Offi ~|

Showing 1 to 12 of 12 entries Show|[25 | Entriq
e Ph“n_:::: ting w Notification * | A . 3 Area Office ©  Service Coordinater © ISP Year
a 12/07/2015 12/07/2015 Mot Sent Pending Request Awalting Submission Not Applicable Metro Greater Boston  Coordinator, Service Mot Selectd
a 12/07/2015 12/07/2015 HNot Sent Pending Request Awalting Submission Not Applicable Metra Greater Boston  Coordinator, Service Mot Selectd
o 12/07/2015 12/07/2015 Mot Sent Pending Request Awalting Submission Not Applicable Matro Greater Boston  Coordinator, Service Not Selectd
o 12/07/2015 12/07/2015 Not Sent Pending Request  Awaiting Submission Not Applicable Metro Greater Boston  Coordinator, Service Not Selectd
a 12/0772015 12/07/2015 Mot Sent Pending Request Awaiting Submission Not Applicable Matra Greater Boston  Coordinator, Service Mot Selectd
a 12/07/2015 12/07j2015 Not Sent Pending Request Awalting Submission Not Applicable Moo Greater Boston  Coordinator, Service Mot Selectd
o 12/07/2015 12/07/2015 Not Sent Pending Request Awalting Submission Not Applicable Matro Greater Boston  Coordinator, Service Not Selectd
a 12/07/2015 12/07/2015 Not Sent Pending Request  Awaiting Submission Not Applicable Metro Greater Boston  Coordinator, Service Not Selectd
IE Test. Bruce 12/07/2015 12/07/2015 Mot Sent Pending Request  Awalting Submission  Not Applicable Metro Greater Boston  Coordinator, Service Update Yed

Activity | Due Date Status

Vislon l‘l,fn?_.l’JOlS Started by DDS

Current Supports 01/21/2016 Started

Safety/Risk 01/21/2016 Started

Legal/Benefit/Financial Status 01/21/2016 Started

Successes/Challenges 01/21/2016 Started

Goals N/A Created

Objectives and Support Strategies 11/22/2015 Awaiting Submission
Notification 11/07/2015 Not Sent
Assossrments 11/22(2015 Pending Request

6) If the user has navigated to an individual's dashboard and then wants to come back to the search
results, user can do that by clicking on “Search Results” in the top left corner of the screen. The

system will then navigate the user to the Review Process Management Screen and retain the

previous search criteria.

Health and Human Services

| Review Process | Reports |
| 1SP Dashboard | Progress Summary

15P Dashboard

I5# Dashboard ESP Meeting Details  Vison | Request Assessments  Review Assessments

Challenges

Current Supparts ¥ Legal

Goats Wiew Print 5P

#kExpand this section to see ISP timeline
(4 g
Region/Area Office: Matro/Greater Boston

Demographic Information

Test, Bruce
ViewPrint ISP Document (W)

1SP Meeting Detail
Planned Meeting Date: 12/07/2015%
AM

Service Coordinator: Coordinator, Service

ISP Deadlines

Status: Started by DDS

Due Date: 11/07/.

Last Updated On: [

Last Shared On

Objectives & Support

P

Pending DDS Review: 0/3

S5N: Meating Deadiine: 12/07/2015
Eligibility: Maeeting Time: 10:00 Semi Annual Review Date: 06/04/2016
Meeting Location: Q Next ISP Meeting Deadline: 12/06/2016
Update Year ISP
Vision o = Goals Request Assessments

St

Due Date: N/A

Last Updated On: 08/21/

Review Assessments

Status: Pending R

Dwie Diste: 11/

Pending Pro

Pe

Status: Not Sent
Due Date: 11/07/2015

Notification Last Sent On:

Other ISP Components B

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

HCSIS ISP Module
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Summary Report for DDS Staff

The Summary Report is available to all users who have access to the ISP Module. The report displays
information about actions that took place leading up to the ISP Meeting. The report displays all activities
for individuals whose ISP Meeting has been held. An individual will be displayed in the report results once
the following conditions have been met:

¢ An ISP meeting has taken place between an individual/guardian, Service Coordinator, and
Providers.
e The Service Coordinator has entered the Actual Meeting Date into MEDITECH.

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

meeting meeting meeting meeting 15 I5P Megting MEDITECH
" meeting I

1y
+ + ) () ' *—
T T |

Assessments

Service Service Assassments - Senvice Service
Coordinators Coordinators due to due to Coordinators Coordinators
and Provider Provider Data Provider Data and Service

Data Entry Entry Users Entry Users Coordinator
Uszers and Provider and Provider Suparvisors
Supervisors Supervisors
K - Alert

|

{:,;,} - Due Date
First Steps:

e The user selects reports
e The user searches for an individual

Roles and Responsibilities:

e Service Coordinators: Generate and view a report.
e Service Coordinator Supervisors: Generate and view a report.

Accessing the Summary Report

1) From the ISP module, select the “Reports” menu.

Individual Search | Review Process Management | Reports | References
ISP = Menu Selection

Please Select a Menu Item

2) Select search parameters.
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Select “ISP From Date” and “ISP To Date” on the calendar controls. These are mandatory fields. The ISP
“from” and “to” dates must be in the past as the report only shows pre-meeting activities for individuals for
whom the ISP meeting has been held. The date range selected refers to the Actual Meeting Date (AMD),
where plans with an AMD in that date range are included in the report results. Should the date range
entered span across more than one Actual Meeting Date for an individual, all plans of the individual
between the selected Actual Meeting Dates will be included in separate lines of the report.

Users may narrow their search further by using the additional filters. In the event that the user is a Service
Coordinator, Service Coordinator Supervisor, or Area Office Director, the Area Office filter will be pre-
populated based on the Area Office the logged in user is assigned to. For users with access to more than
one Area Office this will be a multiselect dropdown. For central office users, all Area Offices will be
displayed in the dropdown.

After selecting the appropriate Area Office the report will only show individuals in the selected Area Office
who have plans with Actual Meeting Date specified in the date range.

Individial Search | Review Process Managament | Reports | ISP Data Extracts | Referances

Search Criterla
10

Tedar: Juse 24, 2015

Additional Filters Available:

Provider:

o DDS staff can filter the Provider dropdown using partial search or the drop-down menu to select
Providers. Within the drop-down menu, multiple checkboxes can be selected. An auto-complete
feature has also been enabled when using the partial search function.

e When using the Provider dropdown, the report will show all individuals who received those
services that have mandatory assessments when the plan was created regardless of whether
there are assessments or Objectives and Support Strategies created for that individual.

o |If the services that the provider is providing do not have any mandatory assessments and no
assessments are requested prior to the Actual Meeting Date, the individuals will not be displayed
on the report.

Document Status:

o DDS staff can filter by Document Status by selecting “Deadline Not Met Only”, to view only

individuals for whom one or more documents have been requested/ submitted past the deadline.
Service Code:

e DDS staff can filter the Service Code dropdown using partial search or the drop-down menu to
select one or more Service Codes.

e The report will show only individuals in that user’s scope who were enrolled in the specified
service or activity code(s).

o |If the services specified did not have any mandatory assessments and no assessments were
requested prior to the AMD, the individuals will not be displayed in the report.

e The filter display options will display all service codes. If, however, the user selects a service
code in which no individuals are enrolled, the report will not generate results.

Group Results By:

e DDS staff can select a value: Provider or Area Office from the “Group Results By” dropdown.

e This is defaulted to Area Office and will group results by Area Office, Service Coordinator,
Individual, and then by date. The Provider filter groups results by Provider then by Individual.

Report Display Option:

HCSIS ISP Module Page 21



ISP Assessments User Guide

o DDS staff will use the drop-down menu to select the Report Display Option. The choices are
either “Expand All” or “Collapse All". “Expand All” will show all of the individuals with the
assessment and objective details expanded. Please note that choosing “Expand All” will increase
the amount of time it takes to render the report. “Collapse All” will show all of the individuals with
the assessment and objective details collapsed.

3) Click “View Report”

Health and Human Services Mass.

e [ acems | roocs |

Individual Search | Raview Procass Hanagement | Regorts | ISP Data Extracts | Naferences

T

The report organizes data for individuals by Area Office or Provider depending on the selection made in
the search criteria. If Area Office is selected, the report sorts the results within an Area Office by Service
Coordinator name. For each Area Office there is a separate summary box evaluating overall timeliness.
Only individuals who are part of the Service Coordinator’s scope will appear in the search results.
Additionally, only those individuals with an Actual Meeting Date defined in MEDITECH will be returned in
the search results.

The search criteria selected to generate the report will be shown on the screen at the top of the report,
and will be included in the printable version of the report.

The Summary Report includes a Results Summary Box for the individuals displayed in the results. The
Results Summary box above the individual details displays an overview of Assessments and Objectives
and Support Strategies for all individuals in the date range selected. The Results Summary Box displays
results summary for:

e “Requested On Time” records timeliness in requesting assessments

e “Submitted for DDS Review On Time” records Providers’ timeliness in submitting assessments

e “Met DDS Criteria on Initial Submission” measures whether or not the Assessments met the
DDS acceptance criteria — i.e. Approved or Revision Requested the first time they were reviewed.
If the criteria were not met the Service Coordinator recommended a revision.

Note: The report provides a list of individuals. Only those individuals with an Actual Meeting Date will be
returned in the search results. There is no limit to the date range for which the report can be run. Should
there be more than one plan per individual for the time period selected, they will show up as separate
search results on distinct lines of the report.

4) Summary Report Details
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Tlee Commonwealth of Massackasetts

Department of Developmental Services

Hesting Date entered in MEDITECH, DDS Criteria iz based on initial submbssion.
SEARCHCRITERIA:

ISP From Date: OO0 2014 ISP Te Date: 0602/ 201%

Aras Office: Marrimack Valley Sarvice | Activity Code: ALL
Prowvidar: ALL
Document Status: ALL Group Results By: Args Dffice

Resull Sumenary
Boguesied On Tims Submitted for DDS Reviews Mgt DOS Critoria On
O T Inatisd

Run Cake: 07/00/200%

Run Timan O 28 &M

Please Note: The report will display time iness of actions that sccurred leading up Lo the ISP mesting. Any activities after the ISP mesting will
not be captured on the report. Only plans for which an Actual Meeting Date has been entered in MEDITECH will be shown on the report. To view
information for plans without an Actual Meeting Date please use the Individual Search Screen. Dates are caloulated based on the Planned

Fubmisian
Asvesemanly 23 5B T
Objeitives avd Support L I LR
Andividual Mams Degimiling @ B Naims BC Supervieer 5P freadiine ISP Gpen Planned Mesting Al Hestiag ISP Yeur [Eod b
Hame Dt
Cordim st a8 DLFASF 04 AZFADSTOA] DTS A4 TOEA DASLAFIOAE m
Service
Provider Mams W Type Cer Lol Fulr Swhesinned On  Sulbisn Mo of LElEhd
Coste: Cmadline Dus Deatline revisioms Criteria
Mt Het i Tl Mst
widir Taend Duiy s’ By i Salety L1 L L
r— & & 3
i Dk nla:
Proevider Mams Qi by M Fulrie sl Dus FubrEiied Os Fubpersl Desdling Hey DS Coveria Me
Brirwicher Tesl commuracation 0L/ My 2014 HELG R s LY
wride 3kal? of Per markuineeds
durg Ter Ga
B Five. Individual Ll ool i AA7EESPOEE OFFEDS 0T 11545/ 2004 B
Sarvice
H Four, Indivéd sl L Comradiommar, DEFO)FI0E LE TR L s b 137/ I0EA Uil ar & ﬂ
Service Wioar
H Four, Individusl XN Cordimstor, o&fierI0N4 03FE27 2084 QESOI/TOLA D&/ OIS I0TA = ﬂ
Sarvice
[ Gne, Individual W Cordimsior, 1G/02r201% 037225 r00% OF/ 0272015 Fulll Yaar B
Fervice
Fl Gne. Individual X Courdimstor. 0&/137 1014 03715/ P004 06713/ P04 061372004 ] E
Sarvice
H fne. Individuasl il Coordimaior. AR/ RIFI0EE Q87 OEFT0ES OEF0AFTOEE Fulll Vear m |
i

The Report is sorted by Service Coordinator Name and it displays the Individual Name, Eligibility
number, Service Coordinator Name, Service Coordinator Supervisor Name, ISP Deadline, Planned

Meeting and Actual Meeting Date, ISP Year and Lock Status.

ISP Year shows either “Update Year” or “Full Year” for plans where the Service Coordinator has made a
year selection. A hyphen is displayed for plans with Planned Meeting Date less than 3/15/2015 as no plan
selection was available for them. “Not Selected” appears plans with Planned Meeting Date greater than

3/15/2015 where DDS staff have not yet made a selection.
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The Lock Status indicates whether the Individual's ISP is within the 150 days post ISP Meeting. The blue

lock symbol ﬂ means the plan can still be updated and is unlocked. The red lock symbol ) means the
plan has been locked and is over 150 days past the ISP Meeting Date.

5) Click the “+" sign to expand and view Individual's ISP details.

7& MMM Ob' T assachasetts Run Dater 07/01/201%

Department of Developmental Services Ruts Thinds O30 AM

Please Note: The report will display timsliness of actions that sccurred lsading wp to the ISP mesting. Any activitiss after the ISP mesting will
mot be captured on the report. Only plans for which an Actual Mesting Date has been entered in MEDITECH will be shown on the report. To view
information for plans without an Actual Meeting Date please use the Individual Search Screen. Dates are calculated based on the Planned
Hesting Date entered im MEDITECH. DDS Criteria is based on initial submission,

SEARCH CRITERIA:

ISP From Date: 027042014 ISP Te Date: 06/02/ 2005
Area Office: Marnimach Valley Service f Activity Code: ALL
Provider: ALL

Document Status: ALL Group Results By: Area Office

Result Fummany
Ragueested On Tims Bubmitted fo DOE Review Mat DO Criveria 0w
G T

Initial Subminsion
Ay prna et a T3% L TS
b jectives and Swppon Ni& i MFAA
brategies
Indiwidu sl Nams Eligitdlity 8 SC Neww  5C Supsrviser ISP Desdling TEP Open  Planmed Mesting Azhusl Mesiing TEP Year Loclossd ¥
Maivs Dave
E Lol inglor, DIFEE 0L IFERII0LY DR/ 2A7 004 IS4 IR = E
Serviie
Provider Mame  Service) A wi Fype  Request Due Requested Om  Meguest  Sebmissien  Submitied On  Submit ho of oS
Code: Depacdline Dus Cesdling revisions Critesis
L] e wegurylod e
Tasd iy ¥ Lal g 14 i 1 Vs
Ersg Lo TER i Vih
Crjprrtive Ditsile:
Prowlded Wame Dbt ive Mava Submepsion Der Sulbrmited On Swbrit Deadling Ha BDE Criveria Mel
Ergwider Tesd r paiire X i &
sydlem 3 Wl a Pt ma <
durng Par dad
Iﬂ. Endividual Lot Coardlinafor, 170672004 D2/2137F 2005 11/1%S 054 E
Serviie
[H Fempr, Imdiwidusl WL Comwdlinator, 0&FOS 20LE D76/ 200 125 3%/ 3004 Ypdsts E
Serviie Yoar
H Four, Individusl Ea Comrdlinator, DESI07 3014 DIFETSI0LA DESOIFTOEA SE/O3FI0EE E
Servitw
H Cne, Individual Le ) Comedlinsior, 10703/ F01E ORFII/I0LE B /OFF IO Full ¥Vear E
Serviie
Hone Individual KL Comwrdlingdor, &I 014 QIFAE/T0LA D6/ 1D T0RA B/ 107 004 E
Serviie
H One, Individusl Ly Comrdlinstor, O 03301 a8/ 1015 9170473018 Falll Vear ﬂ |
it

Assessment Details

Assessment Details provides details on the Assessment type and represents actions of both Service
Coordinators and Providers. The highlighted section of the Summary Report below represents actions
of Service coordinators. Utilizing the report allows Service Coordinators to record the timeliness of
requesting Assessments for an individual.
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e “Requested Due” column is the date on which the assessment is due to the Provider. The
request is due to the provider 30 days prior to the ISP Meeting.

e “Requested On” column is the actual date the Service Coordinator sent the assessment to
the Provider.

e “Request Deadline Met” column reads either “yes” or “no”. “Yes” means the deadline was
met, “No” means the deadline was not met and the assessment was requested after the due
date.

Merrimack Valley

Result Summary
Requested On Time Submitted for DDS Review |Met DDS Criteria On Initial
On Time Submission
Assessments 23% 58% 76%
‘Objectives and Support N/A 31% N/A
Strategies
Individual Name Eligibility # SC Name SC Supervisor ISP Deadline ISP Open Planned Meeting Actual Meeting ISP Year Locked?
Name Date
Five, Individual XX coordinator, 02/15/2014 12/13/2013 |02/14/2014 02/14/2014 - B
Service
Five, Individual XX coordinator, 11/16/2014 (0271372015 11/15/2014 -
Service
E Four, Individual XX Coordinator, 06/10/2014 03/12/2014 |06/03/2014 06/03/2014 - ﬂ
Service

Assessment Details:

Provider Name Service/Activity Assessment Type q Due q Oon q issi i On | Submit No. of DDS
Code: Deadline Due Deadline revisions Criteria
Met Met requested Met
Provider Test 3163 Safety 05/04/2014 No I|05/19/2014 0
Day/Employment |Safety 05/04/2014 03/17/2014 Yes ||05/19/2014 05/14/2014 Yes 0|Yes
Employment 05/04/2014 03/17/2014 Yes ||05/19/2014 05/19/2014 Yes 0|ves
Objective De
Provider Name Objective Name Submission Due Submitted On Submit Deadline Met DDS Criteria Met
Provider Test will express his feelings at work 05/19/2014 05/19/2014 Yes N/A
appropriately by identifying and describing
with words what i

The highlighted section of the Summary Report below represents actions of Providers

e “Submission Due” column is the date the assessment is to be submitted by.

e “Submitted On” column is the actual date the assessment was submitted.

e “Submit Deadline Met” column measures whether the assessment was submitted prior to
the due date. If the Assessment was submitted before the due date the column reads “Yes”.
If the assessment was submitted past the due date the column reads “No”.

e “No. of Times Revision Requested” column measures the number of times revision was
requested for an Assessment.

e “DDS Criteria Met” column measures whether or not the assessment met DDS criteria with
initial submission or if revisions were requested to the assessment. If revisions were
requested the column reads “No.”
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Merrimack Valley
Result Summary
Requested On Time Submitted for DDS Review |Met DDS Criteria On Initial
On Time Submission
Assessments 23% 58% 76%
‘Objectives and Support N/A 31% N/A
Strategies
Individual Name Eligibility # SC Name SC Supervisor ISP Deadline ISP Open Planned Meeting Actual Meeting ISP Year Locked?
Name Date
H Five, Individual XX coordinator, 02/15/2014 12/13/2013 |02/14/2014 02/14/2014 - B
Service
H Five, Individual XX coordinator, 11/16/2014 (0271372015 11/15/2014 -
Service
E Four, Individual XX Coordinator, 06/10/2014 03/12/2014 |06/03/2014 06/03/2014 - B
Service
essment Deta
Provider Name Service/Activity Assessment Type Due q Oon q issi i On | Submit No. of DDS
Code: Deadline Due Deadline revisions Criteria
Met Met requested Met
Provider Test 3163 Safety 05/04/2014 No 05/19/2014 0
Day/Employment |Safety 05/04/2014 03/17/2014 Yes 05/19/2014 05/14/2014 Yes 0|ves
Employment 05/04/2014 03/17/2014 Yes 05/19/2014 05/19/2014 Yes 0|ves
Objective Deta
Provider Name Objective Name Submission Due Submitted On Submit Deadline Met DDS Criteria Met
Provider Test will express his feelings at work 05/19/2014 05/19/2014 Yes N/A
appropriately by identifying and describing
with words what i

Note: Red, bolded and italicized text indicates that the actions were not performed on time.

Note: If there are no standardized assessments requested for the individual either because the Service
Coordinator did not request them before the meeting or the individual does not require any assessments,
the message “No standardized assessments have been requested and/or no assessments are

required for the individual” is displayed in the event that there are no mandatory assessments required
for that individual.

|| ' Diastowenbunne__iast Teeanbaine ] ' ' -

| Mo standardized assessments have been requested and/or no s are required for the individual

However, mandatory assessments will always appear on the report. Therefore, even if the Service
Coordinator has not requested mandatory assessments, they will appear on the report, but there will be
no date in the “requested on” column and the Request Due date will be displayed in Red.
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7“6 edmmm 0{ mddddéﬁddfd Run Date: 07/29/2015

Department of Developmental Services Run Time: 10:13 AM

Please Note: The report will display timeliness of actions that occurred leading up to the ISP mesting. Any activities after the ISP meesting will
not be captured on the report. Only plans for which an Actual Meeting Date has been entered in MEDITECH will be shown on the report. To view
information for plans without an Actual Meeting Date please use the Individual Search Screen, Dates are calculated based on the Planned
Meeting Date entered in MEDITECH. DDS Criteria is based on initial submission.

SEARCH CRITERIA:

ISP From Date: 07/13/2014 ISP To Date: 10/30/2014
Area Office: Greater Boston Service/ Activity Code: ALL
Provider: ALL

Document Status: ALL Group Results By: Provider

Result Summary
Reguested On Time Submitted for DDS Review |Met DDS Criteria On Initial
On Time Submission
Assesaments 7% 50% 100%
Objectives and Suppart IR 13% N/A
Strategies
Individual Mame Efigibility = | SC Name | SC Supervisor | ISP Deadiine | ISP Open | Planned Meeting Actual Meeting
Mame Date
d J 06/26,/2014 | 08/28/2014 08/28/2014
Provider Name Service/ Activity Assessment Type Due on ‘Submitted On | Submit
Code: Deadiine Due Deadline
Met Met
Ine 3153 Financial 0F/20/2014 Mo 08/13/2014
Health hnd Dentai 0772972014 Mo 08/13/2014
Salety 0r/29/2014 Mo 08/13/2014
1182 Salaty 0F/29/2014 Mo 08/13/2014
Safety 07/ 20/2014 Mo 08/13/2014

Note: Additional Assessments may be visible on the report in scenarios where these assessments were
requested for a plan prior to the removal of additional assessments from the system in June 2014.

Objective Details

The highlighted section of the Summary Report provides details on the Individual’'s Objectives and
Support Strategies.

e “Submission Due” column is the date the Objective was to be submitted by

e “Submitted On” column is the actual date the Objective was submitted.

e “Submission Deadline Met” column measures whether or not the Objective was submitted
before the due date. If the Objective was submitted before the due date the column reads
“Yes.” If the Objective was submitted after the due date the column reads “No.”
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Result Summary
L d On Time for DDS Review On Met DDS Criteria On Initial
Time Sul n
Assessments 23% 589 760
Objectives and Support NiA 3% NfA
Strategies
Individual Name Eligibility # SC Name  SC Supervisor ISP Deadline ISP Open Planned Meeting Actual Mesting I5P Year Locked?
Hame Date
B Five, Individual pd Coordinator, 02/15/2014 12/13/2013 02/14/2014 0z2/14/2014 - B
Service
Assessment Details:
Provider Namea Service Activity Assessment Type R Dus R sted On R d On  Submit MNo. of revisions DDS
Code: Deadline Met Due Deadline requested  Criteria Met
Flet
Provider Test Day/Emplayment Safety 01/15/2014 01/02/2014 Yaz 01/30/'2014 01/15/2014 Vs D Yas
Employment 01/15/2014 01/02/2014 Yes 01/30/2014 01/15/2014 Yas 1 Ne

Provider Name Objective Name Submission Due Submitted On Submit Deadline Met DDS Criteria Met
Provider Test will use her picture communication 01/30/2014 01152014 Yes A
system to inform staff of her wants/needs
during her dail

Note: Red, bolded and italicized text indicates that the actions were not performed on time

Exporting the Summary Report

1) Expand the individual details by clicking on the “+” sign next to each individual.

Health and Human Services Mass.j 4.3

indideal Saah | Mo Praces Musagamas | Raserts | Ruftanses

The Pommonwvealel of Massackusetts PR———

Department of Developmental Services R Time: 03:10 B4

Please Notis The repoct will display Timelimess of actions that sccurred leading wp 1o the 158 meeting. Any activitics star the ISP meeting will
ot be captursd n the report. Only plans for whach an' e shoumn on tha repost. Ta sies
nfarmation for plans withaut an Actual Mesting Date plesss wss the Indevidiual Search Soresn. Datas are caleulated hased on the Planned
Meating Date entered m MEDTTECH. DEIS Criteria 1s based on iitial submession.

‘SEARCH CRITERIAI
5P Fram Date: /4014 15P Ta Date: oefazons
Area Offic: Starrenack valay ‘Sarvicn Activaty Coder AL
Bravidar: AL

Document Statust AL Croup Resulla By Aras Cics

P B | T o | Pt Rt | e iy | 89 vt

e O e T T Ty

T O T T T YT

3EBF E

T YT EEET fotete

2) Service Coordinators can export the data into either a PDF or Word document. Select either “PDF” or
word from Save drop down.
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Health and Human Senvices Mass. /o
individusl Search | Raview Brocess Management | Rasorts | References.
5770 Dutes - frmiznis =0
T e :
Group Ranult By: [iren Offcs o)
[t g | [ |
Tl Posmonaealth of Maseackuserts R Dot 67/28/2015
Department of Developmental Services i Thmge D330 0
T ——
ST o om0 A S A g i e
Tt = i it
s i e e e e e i
—
o FRRG  eRE
PEon i B i, T
Provider: AL
oot Sty liniiie
T8¢ Oven Artus meeting Inn—l Cnea? 'I
P s =
—— e
i s e e
e o o
3) A pop up-window will appear. Click “Open” to view the report in PDF form.
Health and Human Scrvices Mass. ;£

oitual Saarch | Ravns Pricais Masgumast | Rasirts | Safararces

B e Data: * GLMUT0I4 L1
b i, v by |

[
Cmeumans St ~
Rapeot Donele Dption: Collapan 41 -

The Pommonsmealth of Wassacdusetts
Department of Developmental Services

¥

i

¥
@®

Plasss Mota) Tha ropart will Iammlinsas of actiomns that acomrved lasding up bs the 159
e

armstinn fos plant

59 Yo Oste: * [OUD2/ 0NN o

R Dunes o778

e Timas 93150 5

bt after tha ISP meetung will

‘SEARCH CRITERLA:
G o Ot e 158 T Dates

rea oemce: Mammack vatey Servic Activity Codu:
Frdee [

[ Y Groes Rasuita By

n plesss uss the Sarmen.
isbing Date smtared in NEDITECH. DO Criarts ia bavad = inftial submasies.

T

™

Araa Sce.

eyl b iy e g g o oy g eyl
s o

on s Plased

Er—y———

Do o want 20 ogeen o Srve ISP Sumenary Report.pdt from 170.63242377

4) View the Summary Report in the selected format and continue to print the report using the file print

options.
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[Tt view Window Help

1205127 Hoene Hea_t Outisck 2018 st
LCA\Approved Powerficint Templste tm.pol
HCAtar Regitration - Horth [nd pdt

S e zsmmesman Desiteg L gl

S CAUser emmmesmann Dotuments'.\pietl gl

not be captured on the report. Only plans for
information for plans without an Actual M

hich an Actual Meeting Dat
ing Date please use the In

du.

search Scr

Please Note: The report will display timeliness of actions that eccurred leading up to the 1SP meeting. Any activities after the
i

L) Cirie) SEARCH CRITERIA:
ISP From Date: 02/04/2014 ISP To Date:
Area Office: Merrimack Valley Service/Activity Code: ALL
Provider: ALL
Document Status: ALL Group Results By:

% fpen i | B B o Customize = ]
T Comee O —
Er = ST RN 1 e TN Tools | Fill & Sign | Comment
BOF.. Shifts (a5
Sove s O v
) Sand P
Regen
e oW 746 (3 .‘?“ a‘ W assactuscts: Run Date: 07/28/2015
9"“’”“‘"— e Department of Developmental Services Run Time: 03:13 P

s meeting will

s been entered in MEDITECH will be shown on the - To view
Dates are calculated based on the Planned
Meeting Date entered in MEDITECH, DDS Criteria is based on initial submission.

Next Steps:

® Print the exported report.
® Generate another report for a different time frame.
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Summary Report for Provider Staff

The Summary Report is available to all users who have access to the ISP Module. The report displays
information about actions that took place leading up to the ISP Meeting. The report displays activities for
individuals whose ISP Meeting has been held. An individual will be displayed in the report results once
the following conditions have been met:

¢ An ISP meeting has taken place between an individual/guardian, Service Coordinator, and
Providers.
e The Service Coordinator has entered the Actual Meeting Date into MEDITECH.

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

meeting meeting meeting meeting 15 ISP Meeting | MEDMTECH
meeting

- iy
+ + ) () | *—
T T |

Assessments

Service Service Assassments Service Service
Coordinators Coordinators due to due to Coordinators Coordinators
and Provider Provider Data Provider Data and Service

Data Entry Entry Users Entry Users Coordinator
Uszers and Provider and Provider Suparvisors
Supervisors Supervisors
K - Alert

|

{:,;,} - Due Date
First Steps:

e The user selects reports
e The user searches for an individual
Roles and Responsibilities:

e Providers: Generate and view a report.
e Provider Supervisors: Generate and view a report.

Accessing the Summary Report

1) From the ISP module, select the “Reports” menu.

[nome [gu [eam [15v [aomin 0015
Individual Search | Review Process Management | Reports || References
ISP = Menu Selection
Please Select a Menu Item

2) Select the search parameters.

Select “ISP From Date” and “ISP To Date” on the calendar controls. These are mandatory fields. The ISP
“from” and “to” dates must be in the past as the report only shows pre-meeting activities for individuals for
whom the ISP meeting has been held.
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Health and Human Services Mass.

| avwuin | rocis
indivicusl Search | Review Process Management | Regorts

Tody: by 15, 055 Toduy: Iuby 1%, 3915

Note: If the services provided to an individual in the selected timeframe have a mandatory assessment,
the individual will be displayed in the report whether or not assessments or OSS have been submitted. If,
however, the services provided to the individual by the provider did not require a mandatory assessments
and no assessments were requested prior to the Actual Meeting Date (AMD), the individuals will not be
displayed on the report.

Note: Should the date range entered span across more than one Actual Meeting Date (AMD) for an
individual, all plans of the individual between the selected AMD will be included in separate lines of the
report.

Users may narrow their search further by using the additional filters. The Provider filter will be pre-
populated based on the Provider Agency.

Additional Filters Available:

Health and Human Services Mass. o =

Area Office

e Provider staff can filter the Area Office dropdown using either partial search or the drop-down
menu to select Area Offices. Within the drop-down menu, multiple checkboxes can be selected.
An auto-complete feature has also been enabled when using the partial search function. The filter
will only display the Area Offices associated to the individuals to which the provider is providing
services. Additionally, if the services provided to an individual in the selected timeframe have a
mandatory assessment, the individual will be displayed in the report whether or not assessments
or OSS have been submitted. If the services that the provider was providing did not have any
mandatory assessments and no assessments were requested prior to the AMD, the individuals
will not be displayed in the report.

Provider
e The Provider filter will be pre-populated based on the Provider Agency.

Document Status
e Provider staff can filter by Document Status by selecting “Deadline Not Met Only”, to view only
individuals for whom one or more documents have been requested/submitted past the deadline

Report Display Option
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3)

Provider staff will use the drop-down menu to select the Display Options. The choices are either
“Expand All" or “Collapse All". “Expand All” will show all of the individuals with the assessment
and objective details expanded. Please note that choosing “Expand All” will increase the amount
of time it takes to render the report. “Collapse All” will show all of the individuals with the
assessment and objective details collapsed.

Service / Activity Code

Provider staff can filter the Service / Activity Code dropdown using partial search or the drop-
down menu to select one or more Service Codes.

The report will show those individuals enrolled in the specified service or activity code(s) if the
services provided to an individual in the selected timeframe have a mandatory assessment
regardless of whether assessments or OSS have been submitted.

If the service specified did not have any mandatory assessments and no assessments were
requested prior to the AMD, the individuals will not be displayed on the report.

The filter display options will display all service codes. If, however, the user selects a service
code that no individuals were enrolled in during that date range the report will not generate
results.

Security Group

If enhanced security is not abled, the security group filter will not display, If enhanced security is
enabled, however, providers can filter by Security Groups. Security groups are used to designate
and restrict access for certain provider staff. Site security groups are set up through the provider
agency.

Click “View Report”

Note: Only individuals who are part of the Provider’s or Provider Supervisors’ scope will appear in the
search results. Only those individuals with an Actual Meeting Date defined in MEDITECH will be
returned in the search results. There is no limit to the date range for which the report can be run.
Should there be more than one plan per individual for the time period selected, they will show up as
separate search results on distinct lines of the report.

Health and Human Services Mass. < -
st
[ it o |

Individual Search | Review Pracess Management | Reparts | ISP Data Extracts | References

Search Criterin,
ISP From Date: * [62/04/2014 o]

* jog/02/2015 10

‘‘‘‘‘

4) Summary Report Details
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Health and Human Services Mass. o 25
=
o an [oan o cn [ 10015 R
Individual Ssarch | Review Process Management | Reports | ISP Data Extracts | References
Search Criteria
ISP From Date: * 09/04/2014 20 159 To Date: * 060212015 20
area Office: Service/activity code: v
Providar: Provider Test Security Group: A
Document Status:
Report Display Option: | Collapse Al
‘iew Report || Reset
Wi Jea s POPTI s

e € of Wt 2 [—

Department of Developmental Services Run Time: 02:33 PM

meeting will
a ovnt on the report. To view
1 e ol L] . based on the Planned
Meeting Date e o i
SEARCH CRITERIA:
ISP From Date: 02/04/2014 15P To Date: 06/02/2015
Area Office: AL Service/Activity Code: ALL
Provider:

Provider Test Security Group:

Document Status: AL

Provider Test
ndividend Barme Eligibility #  SCMame  SCSupervisor  1SPDwalline  ISPOpen  Plawed Mesting  Actusl Mesting ISP Y¥asr  Locked?
[ Date
a o o3/28z00e  22/28/2013 e37/2004 03/27/2018 B
a P ©3/13/3014  12/13/2013 03/10/2014  02/10/2014 - B

The Report is sorted by Individual Name and it displays the Eligibility number, Service Coordinator

Name, Service Coordinator Supervisor Name, ISP Deadline, Planned Meeting and Actual Meeting
Date, ISP Year and Lock Status.

ISP Year shows either “Update Year” or “Full Year” for plans where the Service Coordinator has made a
year selection. A hyphen is displayed for plans with Planned Meeting Date less than 3/15/2015 as no plan

selection was available for them. “Not Selected” appears plans with Planned Meeting Date greater than
3/15/2015 where DDS staff have not yet made a selection.

The Lock Status indicates whether the Individual's ISP is within the 150 days post ISP Meeting. The blue

lock symbol ﬂ means the plan can still be updated and is unlocked. The red lock symbol @) means the
plan has been locked and is over 150 days past the ISP Meeting Date.

5) Click the “+” sign to expand and view Individual’'s ISP details.

Health and Human Services Mass. o4 =3
s con | s e s s oo e
Individual Search | Review Process Hanagement | Reports | [SP Data Extracts | References

Search Criteria
15P From Dates * 02/04/2014 =no 158 To Dates * 06/02/2015 =0
Area Office;
Provider: | Provider Test
Document Status:
Repart Display Option: | Collapse Al
View Regort | Reset
$ e s Fiod (Nt B+ &

The f a{ T e Run Date: 07/15/2015

Department of Developmental Services Fum Time: 02:33 P4

Please

report will dis,

not be captured on the report
information for plans without an
Meet

SEARCH CRITERIA:

15P From Date: 02/04/2014

15P To Date: 06/02/2015

Area Office: aL Service/Activity Code: ALL
Provider: Provider Tast Security Group:

Document Status: AL

[rrTereT— Eligibiity 8 SCHame  SCSupervisor ISP Desdline

IS0 Open  Planmed Mecting  Actusl Hesting 159 Vesr  Locked?
Hame Date
0 ©3/28/2014  13/3873013 03/27/3014  03/37/2014 - o
0 02/13/2018  12/13/3013 62/18/2014  B2/10/2014 - ]

Assessment Details
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Assessment Details provides details on the Assessment type and represents actions of both Service
Coordinators and Providers. The highlighted section of the Summary Report below represents actions
of Service coordinators. Utilizing the report allows Providers to record the timeliness of Service
Coordinators requesting Assessments for an individual.

e “Requested Due” column is the date on which the assessment is due to the Provider. The
request is due to the provider 30 days prior to the ISP Meeting.

e “Requested On” column is the actual date the Service Coordinator sent the assessment to
the Provider.

e “Request Deadline Met” column reads either “yes” or “no”. “Yes” means the deadline was

met, “No” means the deadline was not met and the assessment was requested after the due
date.

Provider Test
Individual Name

Eligibility #

SCName | SC Supervisor

ISP Deadline Planned Meeting Actual Meeting ISP Year

XX 12/28/2013 |03/27/2014 03/27/2014 -

Assessment Details:

Provider Name Assessment Type Request Due Submitted On | Submit No. of
Deadline revisions
Met requested Met
Provider Test 3163 Safety 02/25/2014 No 0
Safety 02/25/2014 No 0
Day/Employment |Safety 02/25/2014 0271972014 Yes 03/13/2014 |No 0|ves
Employment 02/25/2014 02/19/2014 Yes 03/13/2014  |No 0|Yes
Ob D
Provider Name Objective Name Submission Due Submitted On Submit Deadline Met DDS Criteria Met
Provider Test will focus on task at hand without  |03/12/2014 03/07/2014 Yes NfA
being distracted in 30 minute intervals 90%
of the time 5 o

The highlighted section of the Summary Report below represents actions of Providers

e “Submission Due” column is the date the assessment is to be submitted by.

e “Submitted On” column is the actual date the assessment was submitted.

e “Submit Deadline Met” column measures whether the assessment was submitted prior to
the due date. If the Assessment was submitted before the due date the column reads “Yes”.
If the assessment was submitted past the due date the column reads “No”.

e “DDS Criteria Met” column measures whether or not the assessment met DDS criteria with
initial submission or if revisions were requested to the assessment. If revisions were
requested the column reads “No.”

e “No. of Times Revision Requested” column measures the number of times revision was

requested on an Assessment submitted by the Provider.

Provider Test
Individual Name Eligibility # SC Name SC Supervisor | ISP Deadline ISP Open Planned Meeting Actual Meeting ISP Year Locked?
Name Date
2] XX 03/28/2014 12/28/2013 |(03/27/2014 03/27/2014 - ﬂ
essment D
Provider Name Service [ Activity Assessment Type q Due q on q Submission | Submitted On [  Submit No. of DDs
Code: Deadline Due Deadline revisions Criteria
Met Met d Met
Provider Test 3163 Safety 02/25/2014 No 03/12/2014 1]
Safety 02/25/2014 No 03/12/2014 0
Day/Employment |Safety 02/25/2014 02/19/2014 Yes 03/12/2014 03/13/2014 |Ne 0fYes
Employment 02/25/2014 02/19/2014 Yes 03/12/2014 03/13/2014 |No 0|Yes
Ob D
Provider Name Objective Name Submission Due Submitted On Submit Deadline Met DDS Criteria Met
Provider Test will focus on task at hand without | 03/12/2014 03/07/2014 Yes N/A
being distracted in 30 minute intervals 90%
of the time 5 o

Note: Red, bolded and italicized text indicates that the actions were not performed on time.
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Note: If there are no standardized assessments requested for the individual either because the Service
Coordinator did not request them before the meeting or the individual does not require any assessments,
the message “No standardized assessments have been requested and/or no assessments are
required for the individual” is displayed in the event that there are no mandatory assessments required
for that individual.

| T T Test_Twentyone Test_Twentynine | | =7

| HNo dardized have been d and/or no are regqui for the individual

However, mandatory assessments will always appear on the report. Therefore, even if the Service
Coordinator has not requested mandatory assessments, they will appear on the report, but there will be
no date in the “requested on” column.

The Commonwealth of Massackusetts Run Date: 07/29/2015
Department of Developmental Services Run Time: 10:13 AM
Please Note: The report will display timeliness of actions that occurred leading up to the ISP meeting. Any activities after the ISP meeting will
not be captured on the report. Only plans for which an Actual Meeting Date has been entered in MEDITECH will be shown on the report. To view
information for plans without an Actual Meeting Date please use the Individual Search Screen. Dates are calculated based on the Planned
Meeting Date entered in MEDITECH. DDS Criteria is based on initial submission.
SEARCH CRITERIA:
ISP From Date: 07/13/2014 ISP To Date: 10/30/2014
Area Office: Greater Boston Service [ Activity Code: ALL
Provider: ALL
Document Status: ALL Group Results By: Provider
Result Summary
Reguested On Time Submitted for DDS Review |Met DDS Criterla On Initial
On Time Submission
Assciamenls 2T% 0% L00%:
Objectives and Support NfA 3% LT
Strategios
Individual Name Eliglbility ® | SC Name | 5C Supervisor | I5P Deadiine | ISP Open | Planned Meeting Actual Meeting ISP Year Locked?
Hame Date
! 06/26/2014 |08/28/2014 08 /282004 - ﬂ
Provider Name Service /| Type Due on on Ne. of DDs
Code! Deadiine Due Desdiine revisions Criteria
Met Mel requested Hel
I J153 Fanandaal 0F/29/2014 Mo 0813/2014 i}
Healih And Dental OFf 28/ 2014 Mo 0813/ 2014 [
Salely or/29/2014 M 08/13/2014 0
JiE2 Salety o7/ X9/ 2014 Ma 08132004 a
Salely OF/IR/2014 Mo 0&/13,/2014 [t}

Objective Details

The highlighted section of the Summary Report provides details on the Individual’s Objectives and
Support Strategies.

e “Submission Due” column is the date the Objective was to be submitted by
e “Submitted On” column is the actual date the Objective was submitted.
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e “Submission Deadline Met” column measures whether or not the Objective was submitted
before the due date. If the Objective was submitted before the due date the column reads
“Yes.” If the Objective was submitted after the due date the column reads “No.”

¢ Red, bolded and italicized text indicates that the actions were not performed on time

Provider Test
Tredlividial Maie Eligibility # SC Name SO Supervisor TSP Deadline ISP Open Planmed Mesting Actual Meet ISP Year Locked?
Date

03/27/2014

xX

Provider Name
revisions Criteria
| | | requested Met
Provider Test 3163 Safety 02725/ 20104 Mo 03/12/2014 o
Safety 0D2F 2572014 Mo 0312/ 2014 1]
Diay/Ermpdoy ment -Seufet-.- 02/25/2014 02/19/2014 Yes -Dlu' 12/2014 0371372004 -m} 0| Yes
Employment 02/35/2014 DA19/2014 s 0312/ 3014 03 1372004 |No 0| Yas

Mrjective Details:

Provider Name Objective Name Submission Due Submitted On Submit Deadline Met DDS Criteria Met
provider Test will focus an task at hand without 03 121/2014 03707/ 2014 Yos LY
being distracted In 30 minute intervals 0%
of the time 5 o

Exporting the Summary Report

1) Once the report is run, providers can export the data into a PDF or Word document. Select the Export
drop down menu and click either “Word” or “PDF”

Health and Human Services

Indlvidual Search | Review process Management | Reports | ISP DIt Extracts | References

[ Search Criterin
ISP From Cate: * 02/04/2014 26 159 To Date: * D6/02/2015 me
Ared Office: Service/Activity coda:
Provider: | Provider Test hd Security Group: v
Dacument Status: hd
Raport Dsplay Option: | Collapse A1l .

WAl fetamori e #ing | mast

pEs, alth of Hiassachusetrts fun Date: 07/15/2015

Department of Developmental Services Run Time: 02:45 #H

2) A pop up-window will appear. Click “Open” to view the report in PDF or Word form.
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Search Criteria

ISP From
Date: *

Area t Area Office | Service/Activity Seles
Office: = S | code: -
Provider: [Provider Test v| security Group: ‘ bl

Document [ |
Status:

Report
Display [Collapse All v]

Option:

[02/04/2014 | @ 15p 7o Date: * 06/02/2015 E=L i

e/Activity code

oft b bl 4 [100% V] T Jrnd | tex e -

Ttee Comemonwealth of Massackuscrts Run Date: 07/28/2015

Department of Developmental Services Run Time: 02:56 PM

Please Note: The report will display timeliness of actions that occurred leading up to the ISP meeting Any activities after the ISP meeting will
not be captured on the report. Only plans for whlch an Ac’(ual Heetnng Date has been entered in HEDITECH will be shown on the report. To view
information for plans without an Actug - ased on the Planned

Meeting

3) View the Summary Report in PDF or Word and continue to print the report using the file print options.

(% ISP Summary Reportpdf - Adobe Acrobat Pr - olEl
| IET Edit View Window Help 7
8 Gpen oo lp BB B BT cusomize = | ) |
5 Cruste H=— = —
a;.,. e NECAE I =T T N Tools | Fill & Sign | Comment

BOF.. Shift-Ctrk+ 5

Seve As Orper.. *
(=] Send Fle..

i o The Commonwealth of Massackusetts Run Date: 07/28/2015

Department of Developmental Services Run Time: 02:56 PM

the 1SP meeting will
on the report. To view
sed on the Planned

. Any acti
ITECH will be sl
Dates are calculated

2 €A \Approved PowerPuinn Template sm.pdf
3 €A\ \Woter Registration - Narth End.pat

4 C\Users\zimmermana Desttoph i pdf
5 Ci\sers\immenmanen De<uments)...\peet).pof
st k-0 SEARCH CRITERIA:
ISP From Date: 02/04/2014 ISP To Date: 06/02/2015
Area Office: ALL Service/Activity Code: ALL
Provider: Provider Test Security Group:
Document Status: ALL
1ef5

Next Steps:

® Print the exported report.
e Generate another report for a different time frame.
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Progress Summary Report for DDS Staff

The Progress Summary Report is available to all users who have access to the ISP Module. The
Progress Summary Report provides information about the Progress Summary submission, review and
approval process. The report aggregates Progress Summaries based on their due date and enables you
to identify upcoming or overdue Progress Summaries. It is a consolidated view of the status of the
Progress Summaries assigned to you. An individual will be displayed in the report results once all the
following conditions have been met:

e The Service Coordinator has entered the Actual Meeting Date into MEDITECH and the plan in
HCSIS displays the Actual Meeting Date.

e The Service Coordinator has selected Objectives to be included in the ISP document and initiated
a Progress Summary.

Accessing the Progress Summary Report

Scenario Description

The Progress Summary Report displays information about actions associated with the Progress Summary
submission, review and approval process. It displays information related to Progress Summaries in
HCSIS based on the due dates specified on the report. In this scenario, a user will access the Progress
Summary Report and generate the report.

90 days 45 days 30 days 15 days 7 days 135 days 150 days
before ISP before ISP before ISP before ISP before after ISP after ISP
meeting meeting meeting meeting 1sp ISP Meeting meeting meeting
e L meeting
+ () () +
A N
- |
Service Service Assessments ;s;is:on:’::; Service Provide_rs .
Coordinators Coordinators invitation due Obiectives and Coordinators me[,je{
and Providers to Providers JSu — and Providers SUpErvisors
A r::ment (including
e 3 Supervisors)
ue
* - Alert
(L) - Due Date
First Steps: Navigate to ISP module
Roles and Responsibilities:
e Service Coordinators: Generate and view the report
e Service Coordinator Supervisors: Generate and view the report
1) Click on the Reports link in the 2" level menu. The system navigates to the Reports page.
Health and Human Services Mass.

Individual Search | Review Process
ISP > Menu Selection

Please Select a Menu Ttem

2) On the Reports Landing Page, click “Progress Summary Report.” The system navigates to the
Progress Summary Report.
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Health and Human Services Mass-’,;:'::'fml,;"

Individual Search | Review Process | Reports | e

5P > Reports List

Reports Description
| ISP Summary Report Displays information for actions leading up to the ISP meeting for plans with an Actual Meeting Date
= s R Displays information related to Progress Summaries completed in HCSIS based on the due dates
specified on the report

Note: This landing page has been added because there are now two reports available within the ISP
module.

3) Select a date range by selecting the calendar dropdown for the “From Date” and “To Date” fields.

Health and Human Services Mass.f:v-=~»!"—l.;“
Inﬂivid?s?rchgkeview Process I Reports |
ISP > Reports List > Progress Summary Report
[ Banort Eiltare ]
Ime Date: * =0 To Date: * | 20 I
Area Office: || Newton/South Norfolk X Group Results By: [Area Office |
Provider: | Select
Objective Status: | Select Objective Status Document Status: | v
Report Display Option: |Collapse All v

Note: These are mandatory fields. This filter allows users to view individuals within a specified date
range. The dates are based on the Progress Summary due date. Please note that the report is intended
to be used by multiple user bases — some of whom use it as a tool to identify Progress Summaries that
are past due and others that use it to identify either upcoming or future progress summaries. With that in
mind, it is possible to enter dates that have already past or dates that span up to one year in the future.

4) If desired, users may narrow their search further by using the additional filters.

Health and Human Services Mass.{:«-r/—.i“
e
[ [onn 150 [avrun |
individual Search | Review Process | Reports |
ISP > Reports List > Progress Summary Report
Report Filters ]
From Date: * |10/04/2015 }ﬂ (i} To Date: * ‘ 11/28/2015 2o
Area Office: | | Newton/South Norfolk X Group Results By: |Area Office v
Provider:
Objective Status: bjective Statu Document Status: | v
Report Display Option: | Collapse All "I
View Report || Reset

Area Office:

o For DDS users, the Area Office filter will pre-populate based on the Area Office to which the
logged in user is assigned. For users with access to more than one Area Office this will be a
multiselect dropdown. For central office users, all Area Offices will be displayed in the dropdown.
After selecting the appropriate Area Office the report will only show individuals in the selected
Area Office who have Progress Summary specified in the date range.

Provider Agency:
o DDS staff can filter the Provider dropdown using partial search or the drop-down menu to select
Providers. Within the drop-down menu, multiple checkboxes can be selected. An auto-complete
feature has also been enabled when using the partial search function.

Objective Status:
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o DDS staff can filter by Objective Status by selecting the dropdown options of “Met”, “Partially
met”, and “Discontinued.” Once selected, the report will display only individuals with Progress
Summaries with Objectives in the selected status. If no selection is made on the Objective Status
filter, the report will display Progress Summaries with Objectives in all statuses.

Group Results By:

e DDS staff can use the Group Results By drop-down menu to determine how the results of the
search are ordered. The choices are “Provider” or “Area Office.” If “Area Office” is selected, the
report will group results by Area Office, Service Coordinator, and then Individual. If “Provider” is
selected, the report will group results by Provider then by Individual.

e If not selection is made, the Group Results By filter defaults to “Area Office.”

Report Display Option:

e DDS staff can use the drop-down menu to select the Report Display Option. The choices are
“Expand All” or “Collapse All". “Collapse All” will show all of the individuals with the Progress
Summary Details collapsed. “Expand All” will show all of the individuals with the Progress
Summary details expanded. Please note that choosing “Expand All” will increase the amount of
time it takes to generate the report.

e The Report Display Option filter defaults to “Collapse All.”

Document Status:

e DDS Staff can use the drop-down menu to select the Document Status. The filter default is empty
and the drop-down option is “Deadline Not Met Only”. If “Deadline Not Met Only” is selected, the
report will only display individuals with Progress Summaries which are past the deadline date.

5) Click “View Report”.

Health and Human Services Mass. =
MME@E_J

individual Search | Review Process Management | Reports | References
[SP - Reports List > Progress Summary Report

Report Filters

From Date: * |10/04/2015 -3 o To Date: * ‘11/25./‘2015
Area Office: | Newton/South Norfolk X Group Results By: |Area Office v
Provider:
Objective Status: Document Status: | v
Report Display Option: [Collapse Al v

Note: The system displays the report. The report includes all the individuals satisfying the search criteria.
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Department of Developmental Services

SEARCH CRITERIA:

From Date: 10/04/2015 To Date:

Area Office: All Security Group:
Provider: Objective Status:
Document Status: All

Run Date: 01/12/2016

Run Time: 02:58 PM

11/28/2015
N/A

All

Individual Name | Eligibility # SC Name SC Supervisor Actual Next Planned Next ISP ISP Year Overall Total
Name Meeting Meeting Date Deadline
2] Coordinator, 08/30/2014 (11/24/2015 11/24/2015 Full Year Total Objectives: 2
Service Total Progress Summary: 2
= Coordinator, 08/30/2013 |11/24/2015 11/24/2015  |Full Year Total Objectives: 2
Service Total Progress Summary: 2
= Coordinator, 06/03/2014 |11/28/2015 11/28/2015  |Full Year Total Objectives: 2
Service Total Progress Summary: 2
= Coordinator, 08/30/2014 [11/28/2015 |11/28/2015 |Full Year Total Objectives: 2
Service Total Progress v: 2
B est, Bruce Coordinator, 08/30/2014 |11/28/2015  [11/28/2015 |Full Year Total Objectives: 2
Service Total Progress Summary: 2

6) To view additional details for an individual, select the (+) which is located to the left of the individual
name column. Once clicked, the Progress Summary form will expand and display the details on the

Reports page.

SEARCH CRITERIA:

Department of Developmental Services

From Date: 10/04/2015 To Date:

Area Office: All Security Group:
Provider: Objective Status:
Document Status: All

Run Date: 01/12/2016

Run Time: 02:58 PM

11/28/2015

N/A

All

America R :
Individual Name | Eligibility # SC Name SC Supervisor Actual Mext Planned Next ISP ISP Year Overall Total
Name Meeting Meeting Date Deadline
o] Coordinator, 08/30/2014 |11/24/2015 11/24/2015  |Full Year Total Objectives: 2
Service Total Progress Summary: 2
=] Coordinator, 08/30/2013 |11/24/2015 11/24/2015  |Full Year Total Objectives: 2
Service Total Progress Summary: 2
a8 Coordinator, 06/03/2014 |11/28/2015 |11/28/2015 |Full Year Total Objectives: 2
Service Total Progress Summary: 2
™ Coordinator, 08/30/2014 |11/28/2015 |11/28/2015 |Full Year Total Objectives: 2
Service Total Prog v: 2
= Coordinator, 08/30/2014 |11/28/2015 11/28/2015 Full Year Total Objectives: 2
Service Total Progress Summary: 2
g Test, Bruce 11/12/2014 11/12/2015 Tou:'olal Objectives: 1 .
Prog y:
Progress. Request Date| Due Date Initial Initial SC Most Recent Date of Last MNo. of Date App ] Obji Status
Summary b Date Document Revision Revisions
Lo . Requested | Requested
Objective:
Annual |05{15u"2015 | 10/28/2015 | | |N0t Started

Note: The report displays the following fields:
¢ Individual Name
e Eligibility Number
e Service Coordinator Name
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e Service Coordinator Supervisor Name
e Actual Meeting Date
e Next Planned Meeting Date
e Next ISP Deadline
e ISP Year
e Overall Total of Objectives and Progress Summaries
e Progress Summary
e Request Date
e Due Date
e Initial Submission Date
e Initial SC Response Date
e Most Recent Document Status
e Date of Last Revision Requested
¢ No. of Revisions Requested
o Date Approved
e Objective Status
Red, bolded and italicized text indicates that the actions were not performed on time.

7) |If desired, click the export icon and select “PDF” to export.

4 41 ofl1 b I < IIOO% VH ‘Fmd]N:.\'

Document Map

Sl rogress Report]

Newton/South Norfolk

e Commonealth of Massackusette

Department of Developmental Services

Note: The PDF will print the exact image that is displayed on the Reports page. If the Progress Summary
Report is shown with the expanded information, the expanded information will be printed. If the Progress
Summary report is collapsed, only the collapsed information is printed.

8) Click “Open” to view the PDF of the Progress Summary Report.

Do you want to open or save Progress Summary Report.pdf from Save |¥ Cancel

9) Click on the “File” tab and then click “Print” to print the PDF.

‘ m Edit View Window Help

% Open... Ctrl+0 ™ ] {é}
ﬁ} Create »
il © 4

Save Ctrl+S

PDF... Shift+Ctrl+S

Save As Other... 4
=4 Send File...

Revert

Close Ctrl+W

Properties... Ctrl+D
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Progress Summary Report for Provider Staff

The Progress Summary Report is available to all users who have access to the ISP Module. The
Progress Summary Report provides information about the Progress Summary submission, review and
approval process. The report aggregates progress summaries based on their due date and enables you
to identify upcoming or overdue progress summaries. It is a consolidated view of the status of the
progress summaries assigned to you. An individual will be displayed in the report results once all the
following conditions have been met:

e The Service Coordinator has entered the Actual Meeting Date into MEDITECH and the plan is
HCSIS displays the Actual Meeting Date.

e The Service Coordinator has selected objectives to be included in the ISP document and initiated
a Progress Summary.

Accessing and Using the Progress Summary Report as a Provider

Scenario Description

The Progress Summary Report displays information about actions associated with the Progress Summary
submission, review and approval process. It displays information related to Progress Summaries in
HCSIS based on the due dates specified on the report.

90 days 45 days 30 days 15 days 7 days 135 days 150 days
before ISP before ISP before ISP before ISP before after ISP after ISP
meeting meeting meeting meeting '59_ 1SP Meeting meeting meeting
i Al meeting
Ly {q )
A vF I
Assessments - .
Service Service Assessments Service Providers and
. and proposed ' Provider
Coordinators Coordinators invitation due e Coordinators
Objectives and 4 Provid Supervisors
and Providers to Providers Supports and Providers
Agreement (Including
g d Supervisors)
ue
X - Alert

(1) - Due Date

First Steps: Navigate to ISP Module
Roles and Responsibilities:
e Providers: Generate and view the report
e Provider Supervisors: Generate and view the report

1) Click on the Reports link in the 2nd level menu. The system navigates to the Reports Landing page.

Health and Human Services Mass.

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

ISP > Menu Selection

Please Select a Menu Item

2) On the Reports Landing page, select “Progress Summary Report”. The system navigates to the
Progress Summary Report.
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Health and Human Services Mass./’;(-r/:_-‘.

0
[ [pan [1sm [apsen |

Individual Search | Review Process Management | Reports | ISP Data Extracts | References
159 > Reports List

Reports List
Summary Reports

Reports. Description

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

e ——
Displays information related to Progress Summaries completed in HCSIS based on the due dates
Eramss it specified on the report

Note: This landing page has been added because there are now two reports available within the ISP
module.

3) Select the date from the calendar dropdown next to the “From Date” and “To Date” fields.

Health and Human Services Mass. o A

=]

Individual Search | Review Process Management | Reports | ISP Data Extracts | References
ISP > Reports List > Progress Summary Report

[ Report Filters ]

|Flurn Date: * | 10/04/2015 L) To Date: * 11/28/2015 EOI

Provider: | | Security Group: v
Objective Status: | Select O] a Document Status: v
Report Display Option: @gpse All v|

Note: The “From Date” and “To Date” are based on the Progress Summary due date. This filter allows
users to view individuals within a specified date range. Conditions for the following dates are as follows:
the “From Date” must be prior to the “To Date”, and both dates can be up to a year in the future. The
range can span multiple years, all progress summaries for an individual between the selected dates will
be included in separate lines of the report. Please note that the report is intended to be used by multiple
user bases — some of whom use it as a tool to identify Progress Summaries that are past due and others
that use it to identify either upcoming or future progress summaries. With that in mind, it is possible to
enter dates that have already past or dates that span up to one year in the future.

4) If desired, users may narrow their search further by using the additional filters.

Health and Human Services Mass./
[qm [oam [150 [avman |
Search | Review Process Management | Reports | ISP Data Extracts | References
ISP > Reports List > Progress Summary Report
Report Filters ]
From Date: * | 10/04/2015 =0 To Date: + 11/28/2015 =0
Area Office:  Selecl Area Off
Provider: | ~| Security Group: v
Objective Status: 1 Obj Document Status: hd
Report Display Option: @gnse All Vl
- View Report || Reset
Area Office
e The filter will only display the Area Offices associated to the individuals the provider is providing
services to.

Provider Agency:
o Provider staff can verify that the filter is populated with the correct Provider Agency name.
Within the drop-down menu, multiple checkboxes can be selected. An auto-complete feature has
also been enabled when using the partial search function.

Objective Status:
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e Provider staff can filter by Objective Status by selecting the dropdown options of “Met”, “Partially
met”, and “Discontinued.” Once selected, the report will display only individuals with progress
summaries for objective in the selected status.

Report Display Option:

e Provider staff can use the drop-down menu to select the Report Display Option. The choices are
“Expand All" or “Collapse All". “Collapse All” will show all of the individuals with the assessment
and objective details collapsed. “Expand All” will show all of the individuals with the Progress
Summary details expanded. Please note that choosing “Expand All” will increase the amount of
time it takes to render the report.

e The Report Display Option filter defaults to “Collapse All”.

Security Group:
e Provider Staff can select a security group from the filter. Please note that the dropdown will not
be available if the Provider Agency does not have enhanced security set up.

Document Status:

e Provider Staff can use the drop-down menu to select the Document Status. The filter defaults is
empty and the drop-down option is “Deadline Not Met Only”. If “Deadline Not Met Only” is
selected, the report will only display individuals with Progress Summaries which are past the
deadline date.

5) Click “View Report.”

Health and Human Services Mass. /o /—‘;
=
fndividual Search | Review Process Management | Reports | ISP Data Extracts | References
SP > Reports List - Progress Summary Report
[ Report Filters
From Date: * ‘la/onfzuls 20 To Date: * [11/23/2015 I 20
Area Office:
Provider: ‘ Vl Security Group: b
Objective Status: 1 Objective St Document Status: | v
Report Display Option: \Coliapse All |

View Report ||| Reset

Note: The system returns the report and displays all the individuals satisfying the search criteria i.e. all
the individuals within the applied filters.

Tte Commonuealth o{ Hasoacthusetts Run Date: 01/12/2016
Department of Developmental Services RUBTTires 02250 BEl
SEARCH CRITERIA:
From Date: 10/04/2015 To Date: 11/28/2015
Area Office: All Security Group: N/A
Provider: Objective Status: All
Document Status: Al
Individual Name | Eligibility # SC Name SC Supervisor Actual Next Planned Next ISP ISP Year Overall Total
Name Meeting Meeting Date Deadline
2] Coordinator, 08/30/2014 (11/24/2015 11/24/2015 Full Year Total Objectives: 2
Service Total Progress Summary: 2
5] Coordinator, 08/30/2013 |11/24/2015 11/24/2015  |Full Year Total Objectives: 2
Service Total Progress Summary: 2
& Coordinator, 06/03/2014 |11/28/2015 11/28/2015  |Full Year Total Objectives: 2
Service Total Progress Summary: 2
] Coordinator, 08/30/2014 |11/28/2015 11/28/2015  |Full Year Total Objectives: 2
Service Total Progress v: 2
= Test, Bruce Coordinator, 08/30/2014 (11/26/2015 11/28/2015 Full Year Total Objectives: 2
Service Total Progress Summary: 2
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6) To view additional details for an individual, select the (+) sign which is located to the left of the
individual name column. Once clicked, the Progress Summary form will expand and display the
details on the Reports page.

Tte &umamea&‘é o{ THassactusetts Run Date: 01/12/2016

Department of Developmental Services Run Time: 02:58 PM
SEARCH CRITERIA:
From Date: 10/04/2015 To Date: 11/28/2015
Area Office: All Security Group: N/A
Provider: Objective Status: All
Document Status: All
American Training
Individual Name| Eligibility # SC Name | SC Supervisor Actual Mext Planned Next ISP ISP Year Overall Total
Name Meeting Meeting Date Deadline
o] Coordinator, 08/30/2014 |11/24/2015 11/24/2015  |Full Year Total Objectives: 2
Service Total Progress Summary: 2
o] Coordinator, 08/30/2013 |11/24/2015 11/24/2015  |Full Year Total Objectives: 2
Service Total Progress Summary: 2
= Coordinator, 06/03/2014 |11/28/2015 |11/28/2015 |Full Year Total Objectives: 2
Service Total Progress Summary: 2
M Coordinator, 08/30/2014 [11/28/2015 |11/28/2015 |Full Year Total Objectives: 2
Service Total Progress v: 2
Coordinator, 08/30/2014 |11/28/2015 11/28/2015 Full Year Total Objectives: 2
Service Total Progress Summary: 2
ﬂ Test, Bruce 11/12/2014 11/12/2015 - rota) 22l Objectives: 1 N
Request Date Due Date Initial Initial SC Most Recent Date of Last No. of Date App ] Obj Status
Summary b Date Document Revision Revisions
Date Status Requested | Requested
Objective:
Annual |06,-’15J'2015 | 10/28/2015 | | |Not Started 0

Note: The report displays the following fields:

¢ Individual Name
o Eligibility Number
e Service Coordinator Name
e Service Coordinator Supervisor Name
e Actual Meeting Date
e Next Planned Meeting Date
e Next ISP Deadline
e ISP Year
e Overall Total of Objectives and Progress Summaries
e Progress Summary
e Request Date
e Due Date
¢ Initial Submission Date
¢ Initial SC Response Date
e Most Recent Document Status
e Date of Last Revision Requested
¢ No. of Revisions Requested
e Date Approved
e Objective Status
Note: Red, bolded and italicized text indicates that the actions were not performed on time.
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7) If desired, click the export icon and select “PDF” to export.

4 41 JoF1 b bl % [100% V]|
Document Map =

Newton/South Norfolk

e Commontwealth of Massackuserte

Department of Developmental Services

Note: The PDF will print the exact image that is displayed on the Reports page. If the Progress Summary

Report is shown with the expanded information, that will be printed.

8) Click “Open” to view the PDF of the Progress Summary Report.

De you want to open or save Progress Summary Report.pdf from Save | ¥ Cancel

9) Click on the “File” tab and then click “Print” to print the PDF.

=
m Edit View Window Help

% Open... Ctr+0 | | &
@ Create »
il | =

Save Ctrl+S

PDF... Shift+Ctrl+S

Save As Other... »
Send File...

Revert

Close Ctrl+W

Properties... Ctrl+D
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Viewing and Printing ISP Materials for DDS Staff

DDS staff can print the full ISP Document and all remaining documents in PDF and Word. The Full ISP
Document will always print with a draft watermark in Word, while the PDF of the full ISP Document will
never print with a draft watermark. For printing ISP materials separately as Vision, Provider Support
Agreements, Assessments, Current Supports, Safety & Risk, Legal/Benefit/Financial Status,
Successes/Challenges, Modifications and Progress Summary sections, the status of the document will
determine whether or not the document prints with or without a “Draft” watermark. This process allows
users to save electronic copies as well as print hard copies of ISP materials.

Note: Providers do not have access to the full ISP Document in HCSIS. Providers will continue to receive
the hard copy of the complete ISP document from the Service Coordinator, 45 days post ISP meeting.

A “Historical ISP Materials” link will be present on the top right corner of the View/Print screen. Clicking on
the link will result in the system displaying a pop-up that will allow users to access ISP Documents,
Assessments, Provider Support Agreements and Progress Summaries from past plans. DDS staff are
also able to print and view the full ISP historical documents. Refer to the next subsection on Historical
Document Access for DDS Staff for more information.

Printing ISP Materials

The table below lists the conditions for which a “Draft” watermark is displayed for each component:

ISP Component Draft Watermark?

Vision Yes, unless shared with Providers.
Objectives and Support Strategies (OSS) Yes, unless approved.
Printed in the format of a Provider Support
Agreement.
Goals Can only be printed in a PSA.
Printed together with OSS as Provider
Support Agreement.
Assessments Yes, unless approved.
Current Supports, Safety/Risk, Legal/Benefit/Financial Yes, unless the answer to “Can this
Status, Successes and Challenges information be considered complete?” is
llYeS".

(Applies only when printed separately from the
ISP Document)

ISP Document In PDF, the full ISP Document is printed
without a “Draft” watermark at any time before
or after the ISP meeting. However, in Word
the “Draft” watermark appears at all times.

Modifications Yes, unless approved

Progress Summary Yes, unless approved
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Update Year Considerations
e Vision
0 When expanded, the Vision section will display the Full Year ISP Vision responses and
the updated information entered as part of the Update Year plan under each prompt.
0 The updated information will be displayed on a new line with the following title: “Updated
Information.” If no updated information is entered for a specific question, the system will
display “No Change” under the title.

ISP Dashboard | [SP Mesting Details  Vision | Request ASSESssmenis | Review Assessments  Current SUpports /1 g Successes/Challenges | Godls

Objectives | Modifications | view/Print 159

View/Print 15P Materials View, Print 159 Docunsent 1T Miew Hestorical ISP Materisls
Expand All | Collapse AN Update Year ISP

& vision W Status: Shared |~

1. What does (s)he identify as important activities and relationships to continue to be involved in? What other things would (s)he like to explore?
Bruce stated that he is an srtist. He loves to paint pottery and to paint other things like pictures. Brisce responded that he would ke to explore other forms of artwork and making different jewelry. He would also like to make things out of wood like he used to when he
was younger, He sakd e would like to make money working as an artist selling his artwork. Bruce shared that he has lots of friends who are special to hm W the ones that ive ot his piace; he then mentiored each of his four housemates by name. He stoted that
they are all Mee 3 famly togethar. Bruce went on to say that #= his best friend and the two of them are going on 3 crutse someday soon.

updated Information: |
e HOLLAI0E

2. What does (5)he think someons needs to know in order to provide effective supports?

Bruce responded that he wants people to know about what he Bes to do; his routine. He stated that he wants pecgle to help him have fun. Bruce said that life is too short sometimes and he would like help finding excitement. He shared he wants to walk again
someday and could use some help wath that, Bruce stated that f people don't know him o have questions about him that they can ask him and he will have a meeting with them,

Updated Information: |
ot baiz

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

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

No Change

4. What would (5} like to see happen in hisher ife over the next two years?

Updated Information: |

Bruce stated that he might maove out to a place that is quieter. He said he only thenks about moving when some people that live with Fim get too loud or angry. He said in two years he hopes to be hapoy and to have lots of friends. Bruce wants to still be an artist
miaking artwork. He wants o see his mother stating he hasn't seen her in & while.

Updated Information:

Bruce decided that he would B to remain in lus present locatson. Me refersted that he would like to strengthen hes fiendships and spend Dime making art.

e Current Supports, Safety & Risk, Legal/Financial/Benefit Status, Successes/ Positive Events,
Challenges, Emerging Issues, and Unmet Needs:
0 When expanded, this section will display the Full Year ISP Current Supports responses
and the updated information entered as part of the Update Year plan under each section.
0 The updated information will be displayed on a new line with the following title: “Updated
Information.” If no updated information is entered for a specific question, the system will
display “No Change” under the title.

ISP Dashboard ISP Mesting Details |~ Vision | Reguest Assessments  Review Assessments  Current Supports | Safety/Rsk | Legal/Financial  Successes/Challenges | Goals | Objectives  Moddications  viewPring 159

5 e : i 1 15P Materiak
View/Print 15P Materials View,/Print 15P Document W/ Miew Historical ISP Materials
Expand afl | Collapse &% Update Year ISP

’ Vision H lore] Status: Shared

@ Salety/Risk (Wi Status; Completed by Service Coordinator ™
[ @ Legal/Benefit/Financial Status W11 Status: Completed by Service Coordinator

Successes/Positive Events, Challenges, Emerging Issues and Unmset Beeds (W1 Status: Started ¥

@ Goals and Objectives | W™ Status: Awaiting Submission
@ Assessments Status: Awaiting Submission

@ No action needed (1 Action nesded @ Secton complate @ Section overdus

e Goals and Objectives

0 The updated information will be displayed on a new line with the following title: “Updated
Information.” If no updated information is entered for a specific question, the system will
display “No Change” under the title.

0 Goals cannot be printed independent of the Provider Support Agreement form.
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0 The Update Year Status entered by the user will be displayed on the printable document
in bold and separated from the document title with a dash, “-“. For example, “Objective
titte — Met” or “Goal Title — Discontinued”. On the View/Print screen, the status will be
displayed in the right top corner of screen.

@ Goals and Objectives |W/™)

Status: Awaiting Submission

|Please wote: some of the objectives are still awaited submission from provider(s). Please visit Objectives Switchboard for details.

Goal: Community Involvement (W/T)

Goal Title:
Goal:
Date Goal Identified:

Goal Identified By:

Community Involvement
Bruce will volunteer at serving meals once @ week.
08/21/2014

Individual

A

Update year Status : Current

@ Related Objective created by

agency: Bruce will increase his participation in community activities | W1

Status: Approved v

Goal: Personal Growth & Accomplishments—

~

I Update year Status : Curmnll

Date Goal Tdentified:

Goal Tdentified By:

@ Related Objective created by

Goal Title: Personal Growth & Accomplishments-
I updated Information: Lo Change
Goal: Bruce will increase his rate of pay.

08/18/2014

Provider

agency: Bruce will increase his rate of pay by 30%, for the next 12 months. (W)™

Status: Approved v

@ Related Objective created by

agency: By November 2015, Bruce will participate in 10 job exploration activities. |W!T™)

Status: Approved v

e Assessments
o0 Only assessments requested as part of the ISP Update Year will be displayed.
Assessment from the last Full Year plan will not be displayed in this section.
o If no assessments have been requested, the following message will be displayed: “No
{Assessment Type} Assessments are available. An assessment must be requested,
created and approved to be able to view or print.”

ISP Dashboard ISP Meeting Details  Vision
View/Print ISP Materials

Expand All | Collapse All

Request Assessments

Review Assessments  Current Supports  Safety/Risk  Legal/Financial

Views/Print 1P Document W T

Successes/Challenges

Goals  Objectives

Modifications

View/Print ISP
View Historical ISP Materials

Update Year ISP

@ Vision \!"-:I

Status: Shared v

Current Supports (W™

& Safety/Risk \!_“.J

Status: Started ¥

Status: Completed by Service Coordinator

@ Legal/Benefit/Financial Status |W/T)

Status: Completed by Service Coordinator ¥

Events, CI

@ Goals and Objectives |WI™)

Emerging Issues and Unmet Needs (W™

i

Status: Started v

Status: Awaiting Submission

@ Assessments

B Health and Dental

B Financial
adent
B safety
3153 - Residential
(Day/Employment) - Appraved
]

No Additional Assessments are available. I

(3153 - Residential Habilitation) - Approved

ot Star

Habilitation) - Not Starte

I
[

308

@ No action needed

Status: Awaiting Submission

Action needed @ Section complete @ Section overdue

Printing an Individual Component of the ISP Document

Scenario Description: Service Coordinator or Service Coordinator Supervisor elects to print an
individual component of the ISP document.
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First Steps:
e The user searches for an individual
e The user views the Individual Dashboard
Roles and Responsibilities:
e Service Coordinators: Can view, save and print approved and unapproved ISP materials as well
as the ISP Document.

e Service Coordinator Supervisors: Can view, save and print approved and unapproved ISP
materials as well as the ISP Document.

90 days 45 days 30 days 15 days 7 days

Approval of
before ISP before ISP before ISP before ISP before ISP Plan in
meeting meeting meeting meeting ISP | ISP Meeting | MEDITECH
e 0 meeting
() () |
\\l'// \\_i_/f |
Service Service Assessments Assessments Service Service
Coordinators  Coordinators due to dlge to Coordinators Coordinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users Entry Uslers Coordinator
Users and Provider and PI’O.VIder Supervisors
Supervisors Supervisors
* - Alert

(i_) - Due Date

1) Click the “View/ Print ISP” tab on the ISP Dashboard.
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150 Dashboard | [SP Meeting Detalls  Vigon  Request Assessments  Review Astessments  Current Supports ¥ L © Fchall Goals  Objectives. Mwlllcu!lulsl Wiew/Print 15F '

#pExpand this section to see ISP timeline

3
Region/fArea Office: Melro/Greater Boston &Tesh Bruce Service Coordinator: Coordinator, Service

View/ Print ISP Document (W7

Demographic Information ISP Meeting Details ISP Deadlines
S5N: Hanned Meeting Date: 12/07/2015 Meeting Deadline: 12/07/2015
Eligibility: Meeting Tima: 10:00 AM Seml Annual Review Date: 03/27/2016
Meeting Location: i Next ISP Meeting Deadline: 09/28/2016
Actual Meeting Date: 09/29/2015
Update Year ISP
Goals Request Assessments

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

Note: The “View/Print ISP Materials” screen can also be accessed by clicking on any of the print icons
available on the top right corner of each of the following boxes: Vision, Objectives & Support Strategies”,
“Request Assessments”, and “Other ISP Components”.

2) View the list of sections available on the screen. All available documents can be printed in both Word
and PDF.

ISP Dashboard ISP Mesting Details  Vision Request Assessments  Review Assessments  Current Supports Safety/Risk Legal/Financial  Successes/Chafienges Goals  Objectives Moddications: View/Print 155

i int ISP Materi s it Historicel 1SP Matesiak
View/Print 1SP Materials View/Print 159 Document W/ e Historicol it

Expand afl | Collapse &% Update Year ISP

» vwm Status: Shared

carrent suppor 17 statuss stated - |
@ safety/gis8 WIS status; Completed by Service Coordinator
@ Legal/Benefit/ Financial su\E Status: Completed by Service Coordinator

ﬁminal(hﬁhnm Emerging Issues and Unmetl Status: Started ¥

@ Goals and Objectiv Status: Awaiting Submission

@ Assessments Status: Awaiting Submission

@ no action neadad 0 Action naeded i Sectan complete i Saction averdue

The View Print screen displays that status of the document with the same colored icon as the dashboard
and text on the right side of the screen. The status is important for printing to understand when
documents will print with a draft watermark. All documents will print with a “Draft” watermark unless they
are in “Approved” status.

3) Use the “Expand All” link to view the information available in each section or click directly on the
section you would like to expand.
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ISP Dashboard ISP Meeting Details | Vision  Request Assessments  Roview ASsessments  Cument Supports | Safety/Risk | Legal/Financial | Sucoesses/Challenges  Goals  Objectives | Moddications | view/Print 159
= 2 =n . — Wiew Historical ISP Material
[ SP Materials View Print 159 Document W ey Historical [SP Materials
Collapze &8 Update Year ISP
@ Vision |WITH Status: Shared

L. Wihat does (s)he identify as important activities and relationships to continue to be imobed in? What other things woubd (s)he like to explore?
Bruce tated that he | an artist, He loves 1o paint pattery and to pant other things like pictures. Brace responded that he would We to explone other formes of artwork and making different jewelry. He would 360 Ik 1o make things out of wond B b Lsed t whin he
was younger. He said he would like to make money warking as an antist selling his antwork, Bruce shared that he has lots of friends who are special to him Ike the cnes that bve at his place; he then menticned each of his four housemates by name. He stated that

they are il like a family togsther. Bruce went on to say that s his best friend and the two of them are going 0n 3 cuise someday soon,

Updated Information:
No Change

2, What does (s)he think semecne necds to know in order te provide effective supgorts?
Beuce responded that he wants people to know about what he likes to do; his routine. b stated that he wants people to belp him have fun. Bruce said that life is too short sometimes and he would ke help finding exatement. He shared he wants to walk again

someday and coukd use same belp with that. Bruce stated that if people dont know him cr have questions about him that they <an ask him and he will have a meeting with them,

Updated Tnformation:

N Change

4) Click the PDF or Word icon next to the Goals and Objectives title to print the Provider Support
Agreement forms for all available Objectives.

Veass Note: Soma of the abjectives ane Still swaited submission from providin(s), Pese visil Objactives Switchboard for detais

@ Goals and m:j-mt W I Status: Awalting Submission |~
He

| Goal: Community Invalvement W1 A
- = Upilate: year Status @ Current
Goal Title: Commurity Involvement
Goal: Bruce will volurteer at Cor Unum in Lawrence serving meals once i week.
Date Goal [dentified: 08/21/2014
Goal Tdentified Dy: Individusl
@ Related Objective created by American Training agency: Bruce will increase his participation in community activities | WIS Status: Approved ~
Upslate yrar Status : New
Related Objective:

Bruce will increase his parcipation in comenunity activities
Setting and Leaming Environment:
Bruce will partopate in this Sctivites in his residential enviranment
Responsible Party:
Erie Test

Teaching Method and Skills to be Developed;
Bruce will Increase his sense of community

Criteria for Evaluating Success:
Bruce will have participated in two activities per month and one new activity per quarer,
‘ Data Collection Method and Report Frequency:

Eric Test to track and document the actvities that Bruce atténds

Note: Clicking the PDF or Word icon next to a specific Goal will print the Provider Support Agreements for
only the Objectives associated with the selected Goal rather than all of the Goals and objectives for an
individual. Clicking on the PDF or Word icon next to an Objective will open the Provider Support
Agreement for that Objective only.

After clicking on a PDF or Word icon, a pop-up window will appear on the screen that will prompt you to
open or save the selected document. The pop-up may look different depending on the browser.

I eny
Do you want to open or save Test_Bruce_Provider_Support_Agreement.pdf (31.7 KB) from 170.63.204.2377 Open Save | Cancel
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Department of Developmental Services

Date Printed: 10/08/2015
Status: Approved

Individual Name: Test, Bruce
Date of Meeting: 09/29/2015
Date Semi Annual Reports Due From Providers: 03/27/20186
Date of Next Annual Review: 09/28/2016

Submitted to DDS by:
Agency Responsible for Implementation:

Provider Support Agreement
(Update Year)

Goal:
Bruce will increase his rate of pay.

Updated Information:
No Change

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

Updated Information:
No Change

Note: The draft watermark is printed on the Provider Support Agreement form if the status of the
document has not been approved.

5) View the document and print by clicking “File” and then “Print” OR Ctrl + P.
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& =
ki printer: | | Properties Advanced bee @
e

"',j Copiest |1 = [[] Print in grayscale (black and white)

-
5.
L} Pages to Print Comments & Forms
® Al Document and Markups ~

() Current page
Summarize Comments

() Pages 1-4
Scale: 97%

8.5 x 11 Inches

» More Options

Page Sizing & Handling @
]
Frosn || D || B st P —
(JFit i,
() Actual size

(®) Shrink oversized pages
) Custom Scale: 100 %

[]Choose paper source by PDF page size

[ Print on both sides of paper

Orientation:

(®) Auto portrait/landscape

() Portrait
Bruce (O Landscape

Page 1 of 4

]

Updated Information:
No Change

Setting and Learning Environment:
Setting: Workshop

Note: This screen might also look different depending on the version of Adobe being used.
Viewing and Printing the Entire ISP Document

Scenario Description: Service Coordinators and Service Coordinator Supervisors can print the full ISP
Document. The full ISP Document will never print with a “Draft” watermark even if a section has not been
finished if it is viewed in PDF. The ISP Document will always print with a “Draft” watermark in Word.

First Steps:

e The user searches for an individual
e The user views the Individual Dashboard
e The user navigates to the “View / Print” tab

Roles and Responsibilities:

e Service Coordinators: Can view, save and print approved and unapproved ISP materials as well
as the ISP Document.

e Service Coordinator Supervisors: Can view, save and print approved and unapproved ISP
materials as well as the ISP Document.
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90 days 45 days 30 days 15 days 7 days Approval of
before ISP before ISP before ISP before ISP before ISP Plan in
meeting meeting meeting meeting 5P | ISP Meeting | MEDITECH
e L meeting
() () |
-/ \_-/ |
Service Service Assessments Assessments Service Service
Coordinators ~ Coordinators due to dlue to Coordinators Coordinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users Entry Uslers Coordinator
Users and Provider and Prolwder Supervisors
Supervisors Supervisors

* - Alert
(i,) - Due Date

1) Click on the Word or PDF icon next to “View/Print ISP Document”.

ISP Dashboard ISP Mesting Details  Vision Request Assessments  Review Assessments  Current Supports Safety/Risk Legal/Financial  Successes/Chafienges Goals  Objectives Moddications: View/Print 155

View/Print 15P Materials Miew Historical ISP Materials

I View/Trint 15P Document W I

Expand &1l | Collapss &% Update Year ISP
& vision [T Status: Shared
Current Supports | W/ Status: Started ¥
@ Safety/nisk Wi Status: Completed by Service Coordinator |
@ Legal/Benefit/Financial Status |7 status: Completed by Service Coordinator
Successes/Positive Events, Challenges, Emerging Tssues and Unmset Meeds {17 Status: Started ¥
[hconia enid oblectives | WITT) Status: Awaiting Submission
@ Assessments Status: Awaiting Submission

@ mo action needed «© Action needed @ Section complete i Section averdue

Note: The link is also available on the ISP Dashboard on an individual:

ISP Dashboard | ISP Mesting Detaits  Vison | Request Assessments | Roviow Assessments  Current Supports | Safety/Risk  Legal/Financal | Successes/Challenges  Goals | Objectives | Modifications  View/Print 15P

P pExpand this section to see 15P timelineg

ke
Region/Area Office: Metro/Greater Boston gt Service Coordinator: Coordinator, Service
View/Print ISP Document
Demographic Information ISP Meating Details ISP Deadlines
SSN: Planned Meeting Date: 12/07/2015 Mecting Deadline: 12/07/2015
Eligibility: Meeting Time: 10:00 AM Semi Annual Review Date: 03/27/2016
Meeting Location: 2 Next 15P Meeting Deadline: 00/28/2016

Actual Meeting Date: 09/20/2015

Update Year ISP

After clicking on a Word or PDF icon, a pop-up window will appear on the screen that will prompt you to
open or save the selected document. The pop-up may look different depending on the browser.

2) Click “Open” to view the full ISP Document.

Do you want to open or save Test_Bruce_ISPDocument.pdf (43.0 KB) from 170.63.204.2377 Save - Cancel

3) Print the full ISP document by clicking on “File” and “Print” OR Ctrl + P. The full ISP Document will
never print with a “Draft” watermark even if a section has not been finished if it is viewed in PDF. The
ISP Document will always print with a “Draft” watermark in Word.
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7&&%%%0{%&6&@6&

Executive Office of Health & Human Services
Department of Developmental Services
Individual Supports Plan

Update Year
Name: Test, Bruce
Date of Meeting: 09/29/2015
Date Semi Annual Reports Due from Providers:|03/27/2016
Next ISP Due No Later Than: 09/28/2016
Prepared By:

l. VISION STATEMENT
Persons contributed to create Vision:
Bruce Test (Self)

Updated Information:
No Change

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

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

Updated Information:
No Change

Note: The above scenario shows an Update Year ISP document. Below is what a Full Year ISP
Document PDF document will ook like.
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Tte Commonnealtt of MHassachuserts

Executive Office of Health & Human Services
Department of Developmental Services
Individual Supports Plan

Name: Test, Bruce
Date of Meeting: 12/07/2015
Date Semi Annual Reports Due from Providers: |06/04/2016
Next ISP Due No Later Than: 12/06/2016
Prepared By: Coordinator, Service

l. VISION STATEMENT
Persons contributed to create Vision:
Bruce Test (Self)

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

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

The Vision must be shared in order for it to print in the document. Goals and Objectives must be
previously selected in order to be included in the ISP document. Please refer to Post ISP Meeting
Activities for additional details on including objectives in the ISP document.

Next Steps:

® Service Coordinators and Service Coordinator Supervisors can print and bring a hard copy of

draft materials to ISP meetings.

® Service Coordinators and Service Coordinator Supervisors can print additional documents from

HCSIS.
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Viewing and Printing Historical ISP Materials Access for DDS Staff

A Historical ISP Materials link will be present on the top right corner of the View/Print ISP Materials
screen. Clicking on the link will result in the system displaying a pop-up with the following tabs: “ISP
Documents”, “Assessments” and “Goals and Objectives”. The ISP Documents tab is visible only to DDS
users. Providers will not have access to viewing and printing historical ISP Documents. All historical
materials will be available in PDF.

15P Dathboard | 15F Masting Data

View [Print ISP Matorials

W Current Supports T

& Safery/Rish T

@ Legal/Benefit/Financial Status 7%

@ SuccessesPositive Lvents, Challenges, Energing Issues and Unnset Needs T
-

@ Goasls and Objectives

B Assessmien s

View /Print 15F Documen! W

Upddate Year ISP
Status: Shared
Status: Completed by Service Coordinator = |
Status: Completed by Service Coordinator
Status: Completed by Service Coordinator |
Status: Completed by Service Coordinator « |
status: Approved v |

Statis: Awaiting Submission v

@ e sction needed 1 Action needed @ Section complete @ Saction cverdue

e Documents on all tabs of the pop-up window will be grouped by the ISP Plan they come from. The
Actual Meeting Date for the plan will be displayed.

e The Assessments tab will have four expandable/collapsible sections for each ISP: Safety
Assessments, Financial Assessments, Health & Dental Assessments and Additional Assessments
(applicable only for assessments requested prior to June 27", 2014).

The “ISP Documents” tab of the pop-up window will be displayed by default.
If there are no historical documents, the system will display the following message: “No [Name]
Documents available for the individual”.

e The Goals and Objectives tab will allow access to past Provider Support Agreements.

e All Assessments and Objectives from past plans will be pulled regardless of their status. If the user
has no access to a document in a certain status, the PDF icon will be disabled and the user will not
be able to view or save the document.

o0 Service Coordinators, Service Coordinators Supervisors and Area Office Directors Data Entry
roles will be able to access Assessments and Objectives in any of the following statuses:
“Submitted for DDS Review”, “DDS Review Started”, “Revision Requested” and “Approved”.

o Area Office Director Read-only role, Commonwealth and Regional users will only be able to
access Assessments and Objectives in “Approved” status.

o0 Only DDS Staff will be able to view historical ISP Documents.

Scenario Description
Accesing historical documents
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90 days 45 days 30 days 15 days 7 days Approval of
before ISP before ISP before ISP before ISP before ISP Plan in
meeting meeting meeting meeting 5P | ISP Meeting | MEDITECH
L e meeting
() ()
-/ \_-/ |
Service Service Assessments Assessments Service Service
Coordinators ~ Coordinators due to dlue to Coordinators Coordinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users Entry Uslers Coordinator
Users and Provider and Prolwder Supervisors
Supervisors Supervisors

* - Alert
(i,) - Due Date

First Steps:

e The user searches for an individual
e The user views the Individual Dashboard

Roles and Responsibilities:

e Service Coordinators: Can view, save and print Historical ISP Documents, Historical Goals and
Objectives, Historical Assessments and Historical Progress Summaries.

e Service Coordinator Supervisors: Can view, save and print Historical ISP Documents,
Historical Goals and Objectives and Historical Assessments.

1) Click the “View/ Print” tab on the ISP Dashboard.

ISP Dashboard | ISP Meeting Deétalls  Vision  Request Asssssments | Review Assessments | Current Suppons | SafetyfRisk | Legal/Financial | Successes/Chalienges  Goals | Objectves Mduumml M Pring (snl

e

=k Expand this section to see ISP timeline

Region/Area Office: Metro/Greater Boston

Demeographic Information
SSN:

Test, Bruce
View/Print ISP Document W/

1SP Meating Detail
Planned Mesting Date: 12/07/2015

Service Coordinator: Coordinator, Service

ISP Deadlines
Meating Deadline: 12/07/2015

Last Shared On; 04

Objectives & Support Strategles

Eligibility: Meeting Time: 10:00 AM Semi Annual Review Date: 03/27/2016
Meeting Location: g Next ISP Meeting Deadline: 09/28/2016
Actual Meeting Date: 09/29/2015
Update Year ISP
ad Vision Request Assassmants

@ o action needed ©© Action needed @ Section complete @ Section overdue
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2) Select the “View Historical ISP Materials” Link from the top right of the screen.

Wiew /Print 15P Materials ViwweFring 155 Domumen W e Histoncal JoF Materiai

@ vision T Status: Shared

| @ Current Supports T Status: Completed by Service Coordinator | |

@ safery/misk T Statas: Compheted by Service Coordinator (v |

@ Legal/Benefit/tinancisl status T Status: Completed by Service Coordinator |

| @ Successes/Positive Events, Challenges, Emerging Lssuss and Unmet tieeds Ty Stutus: Completad by Service Coordinator v |

|@ Gosls and Objectives b | status: Approved |

@ Assessments Status: Awaiting Submission |
i to sction nesdad 11 Actian nesded I Section complats @ Secticn cverdue

Note: The provider user will see Historical ISP Documents, Historical Assessments and Historical
Goals and Objectives tabs. The popup will open to the Historical ISP Documents tab.

3) Select the PDF icon next to the desired Historical ISP Plan to view and print the plan.

View/ Print ISP Materiale

@ wision T | 15P Documents | Assassments  Goals and Objectives
¢ Current Supports T 00604, Individual

Satety/Risk T

Historical TSP Doaments

¢ Legal/ Benefit/ Financial 51

@ Successes [Positive Events]
b Gosls and Objectives T

@ Assessments

Update Year ISP
Status: Shared
kted by Service Coordinator -
Lted by Service Coordinater
Fted by Service Conrdingtar
Foed by Seavicn Emordinatnr
Status: Approved

atus: Awalting Submission

4) Close the plan and click on the Assessments tab.

L
sl Bpa s
St o
ietust thesting Bome weh 87/ 1014
" ™ vt Pkl s el
o i

Frnmand

madetp

Ak nd At et

5) Click on the section headers to expand and collapse the 4 types of assessments.
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T eaal Mesling Dufte o007 IR LS

Ty e

6) Select the PDF icon next to an assessment to open the assessment in PDF.

el ke

7) Close the assessment and select the “Goals and Objectives” tab.

8) Select the PDF icon next to an Objective to open the Provider Support Agreement for that Objective
or click the PDF icon next to a Progress Summary form to open the Progress Summary form
completed in that quarter.
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Upstlate Yoar 1SP
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Actul Eting Date 0601/ 1014 ™
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Viewing and Printing ISP Materials for Provider Staff

Providers can print the Vision once it has been shared with them, Assessments and Objectives & Support
Strategies created by their Provider Agency in any status, and approved documents created by other
Provider Agencies. The status of the document will determine whether or not the document prints with or
without a draft watermark. This process allows users to save electronic copies as well as print hard copies
of ISP materials.

90 days 45 days 30 days 15 days 7 days Approval of
before ISP before ISP before ISP before ISP before ISP Plan in
meeting meeting meeting meeting 1P SP Meeting MEDITECH
0 e meeting
() () |
\\l"/ \\i_/f |
Service Service Assessments Assessments Service Service
Coordinators  Coordinators due to dlue to Coordinators Coordinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users Endtry Uslzrs Coordinator
Users and Provider and Provider Supervisors

Supervisors Supervisors

* - Alert
(i.) - Due Date

Note: Providers do not have access to the full ISP document in HCSIS. Providers will continue to receive
the hard copy of the complete ISP document from the Service Coordinator, 45 days post ISP meeting.

A “Historical ISP Documents” link will be present on the top right corner of the screen. Clicking on the link
will result in the system displaying a pop-up that will allow users to access ISP Documents, Assessments,

Provider Support Agreements and Progress Summaries from past plans. Refer to the next subsection on
Historical Document Access for Provider Staff for more information.

Printing ISP Materials
The table below lists the conditions in which a “Draft” watermark is displayed for each component:
ISP Component Draft Watermark?
Vision Yes, unless shared with Providers.
Objectives and Support Yes, unless approved.
Strategies (OSS)
Printed in the format of a Provider Support
Agreement.

Goals Can only be printed in a PSA.

Printed together with OSS as Provider Support
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Agreement.
Assessments Yes, unless approved.
Modifications Yes, unless approved
Progress Summary Yes, unless approved

Note: The conditions remain the same for printing in either PDF or Word.
Update Year Considerations

e Vision

o Providers and Provider Supervisors will only be able to view or print the Vision Statement
document if the Vision has been shared. All users see the same version of the Vision.

0 The Vision section will display the Full Year ISP Vision responses and the updated
information entered as part of the Update Year plan under each prompt.

0 The updated information will be displayed on a new line with the following title: “Updated
Information.” If no updated information is entered for a specific question, the system will
display “No Change” under the title.

16 Cashbeard | 159 Mecting Detadn | Vison | Asstsaests | Gosls | Objectwes | ModBcations | VeewProt 159
View/Print ISP Materials Viem Mistorical 158 Materialy
Lomteed A0 | Collagse 4 Update Year ISP

Statws: Shared.
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horm B Fus. Brusce s (hat e s Lot shert somstemes and he meud Bie hels fisdng ceotemest. He shared be wints s walk ajan someday and coubd us samme belg with hat. Sruce stated that i seople

3. Wikat dses {3)he think are his fher stoengths and abilities?

Bruce snpmared ths gesstion by stating, 1 #m an artist, & human rights parson - § knaw & &2 $bout thase things, # good friend, ared 8 hard worker,” He wiso shared tha b ie “enest sod dependaiie.” e closed by stating thak he Bes peooie 8 dot
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e Goals and Objectives
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0 The updated information will be displayed on a new line with the following title: “Updated
Information.” If no updated information is entered for a specific question, the system will
display “No Change” under the title.

o Providers and Provider Supervisors will not be able to view or print Provider Support
Agreements for Objectives and Support Strategies created by a different Provider Agency
until the Objectives have been approved.

0 The Update Year Status entered by the user will be displayed in bold and separated from
the document title with a dash, “-“. For example, “Objective title — Met” or “Goal Title —
Discontinued”.
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e Assessments
0 Only assessments requested as part of the ISP Update Year will be displayed.
Assessment from the last Full Year plan will not be displayed in this section.
o If no assessments have been requested, the following message will be displayed: “No
{Assessment Type} Assessments are available. An assessment must be requested and
created to be able to view or print.”
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Printing an Individual Component of the ISP Document

First Steps:

e The user searches for an individual
e The user views the Individual Dashboard

Roles and Responsibilities:

e Providers: Can view, save and print the Vision, Provider Support Agreements, and

Assessments.
e Provider Supervisors: Can view, save and print the Vision, Provider Support Agreements, and
Assessments.
90 days 45 days 30days 15 days 7 days Approval of
before ISP before ISP before ISP before ISP before ISP Plan in
meeting meeting meeting meeting ISP ISP Meeting MEDITECH
e e meeting
() ()
\\i'// \\1-_/’ |
Service Service Assessments Assessments Service Service
Coordinators ~ Coordinators due to dlue to Coordinators Coordinators
and Provider Provider Data Provider Data and Service

Data Entry
Users

* - Alert
(‘_L) - Due Date

Entry Users
and Provider
Supervisors

Entry Users
and Provider
Supervisors

1) Click the “View/ Print” tab on the ISP Dashboard.

Coordinator
Supervisors
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Health and Human Services Mass. /-"
= )

Individual Search | Review Process Management | Reports | ISP Data Extracts | References
Search Results | ISP Dashboard | Progress Summary
1 dividual Search > 15P Dashboar

ISP Dashboard | TSP Meeting Details | Vision  Assessments | Goals | Dbjectives  Modification \igw/Print ISP

¥k Expand this section to see ISP timeline

(23
Region/Area Office: Metro/Greater Boston &Test' Bruce Service Coordinator: Coordinator, Service
Demographic Information ISP Meeting Details ISP Deadlines
S5N: Planned Meeting Date: 12/07/2015 Meeting Deadline: 12/07/2015
Eligibility: Meeting Time: 10:00 AM Semi Annual Review Date: 06/04/2016

Meeting Location: Next ISP Meeting Deadline: 12/06/2016

¥

Update Year ISP

2) View the list of sections available on the screen. The Vision, Provider Support Agreements, and
Assessments can be printed in PDF or Word.

I5# Dashboard ISP Meeting Details ~ Visson  Assessments  Goals  Objectives  Moddications  View/Frint [59

View/Print ISP Materials Miew Mistorical 15P Materials
Lxpand Al | Collagse oY Update Year ISP

@ Vision W Status: Shared
AsSessIenls Status: Action Required

@ to action nended ©© Action nesded @ Section compiete i Section avirdus

The View Print screen displays that status of the document with the same colored icon as the dashboard
and text on the right side of the screen. The status is important for printing to understand when
documents will print with a draft watermark. All documents will print with a “Draft” watermark unless they
are in “Approved” status.

3) Use the “Expand All” link to view the information available in each section.

ISP Dashboard ISP Mesting Details  Vision Assesoments  Goals  Objectives  Moddications. View/Pring 155

View/Print 15P Materials View Historical ISP Materials
Expand afl | Collapse &% Update Year ISP
& vision [T Status: Shared |4

1. What does (s)he identify as important activities and relationships to continue to be imvolved in? What other things would (s)he like to explore?
Bruce stated that he is an artist. He loves to paint pottery and to pant other things like pictures, Bruce responded that he would Mo b explone cther fonmes of artwark and making different jewelry. He woukd atso ke to make things out of wood Mo he used to whan he
was younger. He said he would like 1o make money working as an srtst selling his smwork. Bruce shared that he has lots of friends who are speaal to hem iike the ones that ve at his place; he then mentioned each of his four housemates by name. He stated that

they are s like a famly together, Siruce went on 1o say that Chuck (ATI Program Marager] is his best friend and the two of them are going on 8 culse someday soon.

Updated Information:

No Change

2, Wha does. (s)he think someone needs to know in order to provide effective supports?
Bruce responded that he wants people to know about what he likes to do; his routine. He stated that he wants people to help him have fun. Brucoe said that life is too short sometimes and he would bloe help finding exctement. He shaned he wants to walk again

soameday and could use some help with that, Bruce stated that If people don't know him or have guestions about him that they can ask him and he will have 3 meeting with them.

Updated Information:
No Change

3. What does (5)he think are his/her strengths and abilities?
Bruce answered this question by stating, *T am an artist, 3 human rights person - 1 know a jot about those things. a good friend, and a hard worker.” He also shared that he Is “honest and dependable.® He dosed by stating that he likes people a lof.

Updated Information:
No Change

4) Click on the PDF or Word icon next to the Vision section to open and print the shared Vision
Statement.
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ISP Dashboard ISP Mesting Details  Vision Assesoments  Goals  Objectives  Moddications. Wiew/Print 158

View/Print 15P Materials View Historical ISP Materials

Expand &1 | Coilapse &8 Update Year ISP

& Vi Status: Shared &

1. what does (s)he ientify as iniportant activities and relationships to continue to be imvolved in? What other things would (s)he like to explore?

Bruce stated that he is an artist. He loves 1o paint pottery and to pant other things like pictures, Bruce responded that he would Mo to explone other formes of artwork and making different jewelry. He would also Iike to make things out of wood loe he used to when he
was younger. He said he would like to make money working s an arust selling his artwork. Bruce shared that he has lots of friends who are speaal to hem ife the ones that bve at his place; he then mentioned each of his four housemates by name. He stated that
they are sll like & famuly together. firuce went on to say that Chuck (ATI Program Marager) is his best friend and the two of them are going on 8 crulse someday soon.

Updated Information:

No Change

5) A pop-up window will appear on the screen. Click “Open” or “Open to view the PDF”. The below pop-
up may look different depending on your browser.

Do you want to open or save Test_Bruce_Vision_Statement.pdf (25.9 KB) from 170.63.204.2377 Opln S;e v Cancel »

The Vision Statement will be displayed.

Ve Commonecalth of Massackusctts

Department of Developmental Services

Individual Hame: Test, Bruce
Date of Meeting: 1200772015
Prepared By: Coordinator, Service
Date Printed: 09252015

Vision Statement
(Update Year)

Persons contributed to create Vision: Bruce Test (Self)

Updated Information: Mo Change

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

Bruce stated that he is an artist. He loves to paint pottery and to paint other things like pictures. Bruce responded
that he would like to explore other forms of artwork and making different jewelry. He would also like to make things
out of wood like he used to when he was younger. He zaid he would like to make money working as an artist selling
his artwork. Bruce shared that he has lots of friends who are special to him like the ones that live at his place; he
then mentioned each of his four housemates by name. He stated that they are all like a family together. Bruce went
on to say that Chuck {ATI| Program Manager) is his best friend and the two of them are geing on a cruise someday
SO0N.

Updated Information:

Mo Change

Note: Since the Vision has been shared it will print with no “Draft” watermark. If the Vision has not been
shared, Providers will not be able to view or print.

6) Click on the PDF or Word icon next to the Goal and Objectives section title. This will open the
Provider Support Agreements form for all available Objectives. The related Goals will be printed with
the associated Objective and Support Agreement.
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Goals and Objectives W™
Gaal: Money Management |/

Goal Tithe: Honey Management

Updated Information: Bruce will expand his money management capabilities to Include the abilty ta independently manage his expenses.

Date Goal Tdentified: 08/21/2014
Goal Identified By: Indwidual
Related Objective created by agency: Bruce will find a big activity he would like Lo do at the beginning of each quarter, e will then s |57 Status; Started -~

Status: Action Required ™
Shgw only. my. Culectives | Show all Chisctives

Update year Status ; Updated

Beuce will save up quarterty to do 8 big event. Esch quarter he will identify an event he would like to do, Exarnple: Boston Harbor Cruise, 8 concert, casing eic

Update year Status @ Current
Related Objective:
Bruce wil find @ big actrty he would like 1o do at the beginning of each quarter. He will then save money 1o 89 coe big event each quarter
updated Information:
Ko Change
Setting and Learning Environment:
b will meet with Colleagues at his residence 1o use the internet and search for something he is interested = doing. They will then set up & & budget plan to determime how much Bruce needs 1o save i order 1o attend the event of hes cholce.
Updated Information:
o Change

Responsible Party:

Updated Information:
Mo Change

7

Note: Clicking the PDF or Word icon next to a specific Goal will print the Provider Support
Agreements for only the Objectives associated with the selected Goal rather than all of the Goals and
objectives for an individual. Clicking on the PDF or Word icon next to an Objective will open the
Provider Support Agreement for that Objective only.

Note: To view Goals and Objectives created by your Provider agency only, click “Show only my
Objectives,” which is located in the upper right hand corner of the screen.

After clicking on a PDF icon, a pop-up window will appear on the screen that will prompt you to open
or save the selected document. The pop-up may look different depending on the browser.

Click “Open” to view the document.

Updated Information:
P Change | Doyt to apeen or sve Test_Brisce Frovides Suppont Aqreement pdf (40,5 KE from 170622042377 c,.ml Save -l Cancel |

The Provider Support Agreement will be displayed.

HCSIS ISP Module Page 71



ISP Assessments User Guide

Tte Commonwealth of Massactuserts

Department of Developmental Services

Date Printed: 09/28/2015
Status: Started

Individual Name: Test, Bruce
Date of Meeting: 12/07/2015
Date Semi Annual Reports Due From Providers: 06/04/2016
Date of Next Annual Review: 12/06/2016
Submitted to DDS by: -

Agency Responsible for Implementation:

Provider Support Agreement
(Update Year)

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

Updated Information:
Bruce will expand his money management capabilities to include the ability to independently manage his expenses.

Related Objective:

Bruce will find a big activity he would like to do at the beginning of each quarter. He will then save money to do one
big event each quarter.

Updated Information:

No Change

Setting and Learning Environment:

He will meet with Colleagues at his residence to use the internet and search for something he is interested in doing.
They will then set up a a budget plan to determine how much Bruce needs to save in order to attend the event of his
choice.

Updated Information:

No Change

Responsible Party:

8) View the document and print by clicking “File” and then “Print” OR Ctrl + P.
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Printer: Properties Advanced
Copies: [ Print in grayscale (black and white)
Pages to Print Comments & Forms

(@ All Document and Markups

() Current page
Summarize Comments

() Pages |1 -4
Scale: 97%
85 x 11 Inches

» More Options

Page Sizing & Handling @

E]D Poster @ Multiple E Booklet .fg e (Fnmcrateaivanlh f Wotssashuserts
Dupareat of Dol opmards du:

() Fit

() Actual size
(®) Shrink oversized pages
() Custom Scale: I'IC'C' %

[[] Choose paper source by PDF page size

[]Print on both sides of paper

Orientation:
(®) Auto portrait/landscape
(_) Portrait

(_) Landscape

Page 1of4

Page Setup... Cancel

They will then set up a a budget plan to determine how much Bruce needs to save in order to attend the event of his

This screen might also look different depending on the version of Adobe or Word being used.

9) Click the PDF or Word icon next to the specific Assessment you would like to print. Assessments will
print with a “Draft” watermark unless in “Approved” Status. Repeat steps 7 and 8 to open and view
the document.

TR snatgs Action Regeieed

B by ot et

Appaceeed wT
B il
e
B iery
e
[r— et

Next Steps:

® Providers can print and bring a hard copy of draft materials to ISP meetings.
e Providers can print additional documents from HCSIS.
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Viewing and Printing Historical ISP Materials Access for Provider Staff

A “Historical ISP Materials” link will be present on the top right corner of the View/Print ISP Materials
screen. Clicking on the link will result in the system displaying a pop-up where Assessments and Provider
Support Agreements from past plans can be viewed and/or printed. All historical materials will be
available in PDF.

View [Print ISP Materials Vi Historical 15P Matena

Expand Al | Collapss A Update Year ISP

@ vision W' Status; Shared
Goals and Objectives | W™ Status: Action Required
Assessments Status: Action Required

@ no action needed (1 Action neaded @) Section compéste @ Section averdus

e The pop-up will automatically display the “Assessments” tab. In order to view historical Provider
Support Agreements, click on the “Goals and Objectives” tab.

e Documents on all tabs of the pop-up window will be grouped by the ISP Plan they come from. The
Actual Meeting Date for the plan will be displayed.

e The Assessments tab will have four expandable/collapsible sections for each ISP: Safety
Assessments, Financial Assessments, Health & Dental Assessments and Additional Assessments.

e If there are no historical documents, the system will display the following message: “No [Name]
Documents available for the individual”.

e All Assessments and Objectives from past plans will be pulled regardless of their status. If the user
has no access to a document in a certain status, the PDF icon will be disabled and the user will not
be able to view or save the document.

o Providers and Provider Supervisors will be able to access Assessments and Obijectives in all
statuses as long as the documents were created by the same Provider Agency. If the
documents were created by a different Provider Agency, the Providers and Provider
Supervisors will only be able to view them if they are in “Approved” status.

First Steps:

e The user searches for an individual
e The user views the Individual Dashboard

Roles and Responsibilities:

e Provider Data Entry User: Can view, save and print Historical Goals and Objectives and
Historical Assessments.

e Provider Supervisors: Can view, save and print Historical Goals and Objectives and Historical
Assessments.
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90 days 45 days 30 days 15 days 7 days Approval of
before ISP before ISP before ISP before ISP before ISP Plan in
meeting meeting meeting meeting 5P | ISP Meeting | MEDITECH
e L meeting
() ()
\\l'// \\_i_,f |
Service Service Assessments Assessments Service Service
due to due to Coordinators Coordinators
and Service

Coordinators ;
Provider Data

Entry Users
and Provider

Supervisors

Coordinators
and Provider
Data Entry
Users

Provider Data
Entry Users
and Provider
Supervisors

* - Alert
(i,) - Due Date

Coordinator
Supervisors

The following steps will be taken by either the Provider Data Entry User or the Provider

Supervisor.

1) Click the “View/ Print” tab on the ISP Dashboard.

ISP Dashboard | ISP Meeting Details  Vision  Assessments  Goals | Objectives .‘-amhrx.almml Vluw.'P«m(JSPI

e

#rExpand this section to see ISP timeline
&Test, Bruce

ISP Meeting Datail
Planned Meeting Date: 12/07/2015
Meeting Time: 10:00 AM

Region/Area Office: Motro/Greater Boston

Demographic Information
SN:
Eligibility:
Meeting Location:

Update Year ISP

=

Service Cooerdinator: Coordinator, Service

ISP Deadlines

Meeting Deadline: 12/07/2015
Semi Annual Review Date: 06/04/2016
Next ISP Meeting Deadline: 12/06/2016

Vislen

Objectives & Support Strategies

n Required

Goals

Assessments

@ to action needed

Action needed @ Section complete @ Section overdue

2) Click “View Historical Documents” on the top right of the screen.

View/Print 15P Materials
Lspiind A5 | Collagse 48

@ vision (W
Goals and Objectives W)

Assessments

Update Year ISP
Status: Shared
Status: Action Required Y |

Status: Action Required

@ o action needed | Action needed @ Section compiste @ Section overdue

The popup will open to the Historical Assessments tab.

Note: The provider user will see Historical Assessments and Historical Goals and Objectives tabs.
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3) Click on the section headers to expand and collapse the 4 types of assessments.
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4) Select the PDF icon next to an assessment to open the assessment in PDF.
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5) Close the assessment and select the “Goals and Objectives” tab.
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6) Select the PDF icon next to an Objective to open the Provider Support Agreement for that Objective.
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Enhanced Security for Providers

Enhanced Security will give Provider Organizations the ability to manage a user’s access to individuals in
HCSIS based on the individual’'s physical site location or other predetermined grouping.

Limiting access encourages additional users to utilize HCSIS and allows provider agencies to de-
centralize data entry and prevents duplicate data entry. Limited access also provides streamlined alerts,
where alerts will only be sent to the Providers and Provider Supervisors for which the alerts are relevant
based on the caseload of each Provider staff member.

Note: Review Process Management search results and the ISP Summary Report allow Providers who
have implemented Enhanced Security to filter results by Security Group. For more information, refer to
the Review Process Management and ISP Summary Report for Provider Staff sections of the User Guide.

The Enhanced Security Manual is available on the DDS website: HCSIS>Administration>User Guide-
Provider Administration Enhanced Security.

Contact The DDS Customer Services Help Desk for assistance with implementing this security feature.
The Customer Services Desk can be reached via email at DDS.Customerservices@state.ma.us or by
phone at 1-866-367-8163 or 617-994-5050.
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