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Getting Started

The Home and Community Services Information System (HCSIS) is an online information system used by
the Department of Developmental Services (DDS).

What is Virtual Gateway?

Virtual Gateway provides a central portal for accessing programs and services offered by the Executive
Office of Health and Human Services (EOHHS).

The Goal of Virtual Gateway is to streamline service access and coordinate service delivery. It serves
three important groups:

e Consumers
e Service Providers
e Internal Health and Human Services (HHS) staff

How to Access Virtual Gateway

e Obtain Virtual Gateway logins for new users in your organization. User Request Forms (URFs)
are available through the HCSIS link under the “Administration” section. This URF contains the
ISP roles to assign to new users.

Commonwealth of Massachusetts EMAIL COMPLETED REQUEST TO:
Executive Office of Health and Human Services Do Serui HaUS
HCSIS User Request Form for Virtual Gateway Access Questions?
B - Provider/State Operated Program Please Contact the DDS Helpdesk at
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DDS CustomerSarvice 6 State MA LIS
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e Assign roles in HCSIS. Users can assign roles to new users and add/change roles for existing
users. Roles must be assigned in order to start using the module.

e Provider agencies can assign roles to new users once VG logins are obtained.

o DDS Staff will automatically be assigned their specific roles.

Virtual Gateway is the entry point for HCSIS end users to log into the HCSIS application.

HCSIS Users
DDS Staff
-Providers
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ISP Assessments Module Overview

What is the ISP Assessments module?

The Individual Support Plan (ISP) Assessments module exists within the Home and Community Services
Information System (HCSIS). It standardizes and streamlines the capture, submission and review of the
required ISP Assessment documents. The required ISP Assessments documents include the individual’s
Vision Statement, Goals, Assessments, Objectives and Support Strategies which are mapped to the
Individual's Goals, Current Supports, Safety and Risk, Financial/Legal/Benefit Status, and Successes and
Challenges. Providers, Provider Supervisors, Service Coordinators and Service Coordinator Supervisors
are the main users of the ISP Assessments module in HCSIS.

Implementing the ISP Assessments process into the MA HCSIS system promotes consistent standards
for required ISP Assessments documents that clarify DDS’s expectations, reduce redundancy and
encourage priorities that create an individual centric ISP document. Implementing required ISP
Assessment documents into online forms in HCSIS and providing the tools to manage end users’
workflows will enable information sharing. Efficient workflow distribution will enhance Service
Coordinators’ and Providers’ ability to prepare for and adhere to ISP Assessment timelines. Implementing
the ISP Assessments module in HCSIS enables changes to the ISP Assessments process in a system
that is familiar to end-users and will increase accountability, traceability and transparency at the
organizational level.

Implementing components of the ISP Assessments process into MA HCSIS does not restrict or inhibit
existing communication channels, but instead provides an efficient mechanism for capturing and
solidifying offline discussions and enabling better information sharing between Service Coordinators and
Providers.
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The ISP Assessments Process

The ISP Assessments module has been developed to support waiver assurances and monitor regulatory
requirements. The module itself is focused on system features that address the following business needs
for Sub-process I, Il and Il of the ISP Assessments process.

A high level overview of the ISP Assessments process is below:

Aszessments Project
Initiation-

Set 15P Meeting Date

Sub-process I11- Sub-process -

Review Objectives and Regquest and Review
Support Strategies Assessments

* This activity is related to implementing full ISP Module functionality into HCSIS and is not covered by
the ISP Assessments module. The ISP Document is now part of HCSIS, but the review and approval
process will continue to be in MEDITECH.

HCSIS ISP Module Page 5



ISP Assessments User Guide

Following is a summary timeline for how these processes are defined in the ISP Assessments module in

{,_!,} - Due Date

HCSIS:
90 days 45 days 30 days 15 days J Gays Approval of
before ISP before 15P before 15P before 159 before ISP Plan in
meeting veeting meeting meting Isp MEDITECH
o L mseting
(A [
k“_-r! ‘L‘_‘_-r_'_f |
Service Service Assessments Assessments Service Service
Coordinators Coordinators due to due o Coordinators Coordinators
and Provider Provider Data Provider Data and Service
Data Entry Entry Users Entry Users Coordinator
Users and Provider and Pravider Superasors
Supervisors Supervisors
X - Alert

The actions in the table below correspond to the ISP timeline as per current regulations. Actions listed
may or may not correspond with Alerts in the module.

Action End User Regulations Alert?
Consult with Guardian and
Individual on required Service Coordinator fior tglfﬁg(:gsynieetin No
Assessments, Vision, and Goals P 9
Notification of ISP meeting and Service Coordinator ' 30 days . Yes
request for Assessments prior to the ISP meeting
Create and enter proposed Goals Providers and DDS N/A No
for the individual Staff
Assessments and Proposed
Objectives & Support Strategies . 15 days
submitted Providers prior to the ISP meeting Yes
to Service Coordinator
Service Coordinators . .
Annual Progress Summary Due and Providers 15 days prior to the ISP meeting Yes

HCSIS ISP Module
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Action End User Regulations Alert?
Review and approval or request 7 davs
for revision of submitted Service Coordinator . Y . Yes
documents prior to the ISP meeting
Print documents for ISP meeting Prowdega?fnd DDS N/A No
Depends
. . . Providers and DDS Up to 45 days on the
Revise ISP documents if required Staff after the ISP meeting type of
revision
ISP Mailed to ISP Team Service Coordinator 45 Days . No
after the ISP meeting
Semi-Annual PDrcl)Jgress Summary Service Coordinators 180 Days after the ISP Meeting ves

and Providers

HCSIS ISP Module
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ISP Assessments Module Implementation Overview

The ISP Implementation Team's vision for the module was to develop a system that accomplished two
important Goals.

1) Standardize the ISP Renewal Process

e Develop ISP documents that increase clarity, reduce redundancy and promote priorities
that will create an individual-centric ISP document.

e Strengthen DDS's focus on developing measurable and achievable objectives that
promote on-going growth and development for the individual.

2) Establish consistent standards that clarify DDS’s expectations and reinforce requirements
e Build a module in HCSIS that enables electronic submission and review of required ISP

documents including individual’'s Vision, Goals, Assessments, and Objectives & Support
Strategies.

SEUE
DEVERMINATIOK
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Basic ISP Assessments Module Navigation

The ISP Assessments module can be accessed through the Virtual Gateway.

Basic Module Navigation

1) Access the Virtual Gateway using this link: https://gateway.hhs.state.ma.us/authn/login.do.

2) Login to the Virtual Gateway with username and password.

Executive Office of Health and Human Services - Virtual Gateway

. Virtual Gateway
Welcome to the Virtual Gateway Customer Service

Login Monday through Friday
8:30 amto 5:00 pm
800-421-0938¢5D (Voice)
G17-847-6578(TTY forthe
deaf and hard of hearing)

Usemame

Password (Case sensitive)

Forgot Password

Important Messages

When logging in, you may be required to change your password and update your user profile.
Faor assistance with logging in, please visit www.mass. goviva/loginassistance.

HCSIS ISP Module Page 9
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3) Click the “Developmental Services Quality Management Reporting (HCSIS)” hyperlink to access
HCSIS.

Executive Office of Health and Human Services - Virtual Gateway

S U
\Virtual Gateway I E *"
A B W

Welcome

Manage My Account

Change My Password

. . . Answer My Secret
Please select one of the following Business Services: Questions

(Clicking on link will open in a new window.) Update My Personal
Information
+ Logout

=+ Catalog of Seprvices
| + Developmental Services Cuality Management Reporting (HCSIS) |

Virtual Gateway
Customer Service

Monday through Friday
830 am to 5:00 pm
800-421-093808 (Voice)

4) This is the homepage for HCSIS. Click the “ISP” tab at the top of the page to access the ISP module.

Horme and Community Services Information System

5) After clicking the “ISP” tab, the system returns the page shown below.

Health and Human Services Mass./jo- /_u\
Individual Search | Review Process Management | Reports | References

ISP > Menu Selection

Please Select a Menu Item
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Confirmatory Pop-up Message

The confirmatory pop-up message appears in the ISP Module in HCSIS if the user has unsaved
information on the screen and attempts to navigate to a different screen within the Individual’s Plan.

Navigating within the ISP Module

Scenario Description:
The user has unsaved information in any section of an individual’'s ISP and attempts to navigate away
from the page without saving, prompting a confirmation pop-up to appear.

Note: The confirmatory pop-up window only appears when navigating within sections of the ISP module,
i.e. while within any of the tabs as highlighted below. The confirmatory pop-up window does not appear
when navigating to other modules, or to the second level menu options.

For DDS staff, the confirmatory pop-up window appears when clicking on the tabs below:

Health and Human Services Mass. o

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

nBﬂ}a;rmarc ISP Meeting Details. ~ Vision  Request Assessments  Review Assessments  Current Supports | Safety/Risk  Legal/Financial  Successes/Challenges  Goals  Objectives  Modifications \-'tn'.'i‘nl\(JSPl

For Provider staff, the confirmatory pop-up window appears when clicking on the tabs below:

Health and Human Services Mass. /o =

Individual Search | Riview Process Mansgement | Reports | ISP Dats Extracts | References
Search Results | ISP Dashboard | Progress Summary

[P Daahboard | ISP Masting Details  Vision  Assessmants  Goals  Objectives  Modiications  View/Print ISP

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 Plan. The below
screenshots show the tabs visible to DDS users, but an identical navigating away pop-up functionality is
available for Providers.

First Steps

e Search for an Individual
e View the Individual Dashboard
¢ Navigate to the Goals Screen

Roles and Responsibilities

Service Coordinators: Enter information in the Individual's Plan

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

HCSIS ISP Module Page 11
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1) Enter information into a textbox on the Goals screen.

ISP Dashboard ISP Meeting Detalls  Vislon | Request Assessments  Review Assessments  Curfent Supports g Legal/ |5 Challenges | Goals | Objectives  Modiications  View/Print 159
Goals @ Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
3 Money Management 08/21/2014 Individual - Upedated
! Community Involvement 08/21/2014 Individual Current

Personal Growth &

Accomplishments- Ml G Proxider Z Current

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

Goal Title:* [Community Membership

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

Goal:*
| Date Goal 1dentified:* [0ai09/2015
Goal Identified By:* Guardian |
| '
Update Year Status:* New e

| Save & Continue |

Spell Check || Reset || save |

2) Select the ISP Dashboard Tab from the menu tabs.

157 Dashbosrd fl 15P Mecting Detalls  Vision | Request Assessments | Review Assessmerts  Current Supports g Legal/ s Challenges | Goals | Objectives  Moddications  View/Frint 158
Goals @ Update Year ISP
Goal Title Date Identified Identified By Created By Updated By Included in ISP Doc? Update Year Status
3 Money Management 08/21/2014 Individual - Upedated
! Community Involvement 08/21/2014 Indlvidual Current
Personal Growth & -
Frebpthrdalendd 0B/18/2014 Provider Current
View/Edit Goal || Delete Goal || Add Gosl
Goal Title:* [Community Membership

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

Goal:*
| Date Goal 1dentified:* [0ai09/2015
Goal Identified By:* Guardian |
| '
Update Year Status:* New e

Spell Check || Reset || save | [ save & continue |

3) A confirmation pop-up window message will read: “Entered information has not been saved. Leaving
this page will cause unsaved information to be lost. Do you wish to leave this page?”

yormant 08/21/2014 Individual Currant

Coment

| %

Entered information has not been saved. Procesding with the next action will cause unsaved information to be lost, Do you wish to proceed to the next action?

Goal Titler® Proceed to next action | Stay on this page

Note: Clicking “Leave this page” navigates the user to the ISP Dashboard without saving information on
the current screen. Clicking “Stay on this page” or “X” at the top right corner of the pop up window keeps
the user on the same page with the previously entered information, and user must select “Save” or “Save
& Continue”.
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Roles and Responsibilities in the ISP Assessments Module

Each process in the ISP Assessments Module is triggered or executed by one or more of the roles listed
below. Roles may be people, groups, or systems that work together or individually to accomplish the
actions required as part of the ISP Assessment renewal process. The following list provides an overview
of the roles involved in the module, along with a brief description of each role.

Role Role Description Access
Individual An individual with developmental N/A
disabilities who is receiving services
provided by Massachusetts DDS.
Service Performs case management Create,
Coordinator activities, and acts as a liaison review,
between the Provider and approve,
Individual. request
revision
Service Provides oversight for the Service Create,
Coordinator Coordinators working with service review,
Supervisor plans. Supervisors can perform the | approve,
functions of a case manager but request
have additional responsibilities revision
relating to service planning that are
more financially oriented. Clinical
Managers and Service Coordinator
Supervisors are both represented
as Supervisors.
Provider An agency or individual providing Create, edit,
services to individuals served by submit for
DDS. internal review
Provider Provides oversight for the Providers | Create, edit,
Supervisor working with individuals served by submit for
DDS. DDS review
Area Director Provides oversight for Service Create,
Data Entry Coordinators and Service review,
User Coordinator Supervisors working approve,
with service plans. request
revision,
unlock and
relock plans
Area Office Area Office Directors view ISP- Read-only ISP
Director Read related documents in Read-Only documents;
Only, Regional mode in the module. They are Review,
Directors and required to review Provider initiated | approve or
Commonwealth | ofr Service Coordinator initated disapprove
Users modifications. Modifications

HCSIS ISP Module
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Service Coordinator Roles and Responsibilities

Within the ISP Assessments module, Service Coordinators have the ability to:

View and verify ISP meeting information (date, time, location, etc.).

Enter, edit and share the vision statement with Providers.

Create, edit, and delete Goals created by any member of the ISP Team.

Create and edit ISP sections: Current Supports, Safety and Risk, Financial/Legal/Bengfit Status,
and Successes and Challenges.

Request assessments from Providers.

Delete assessments prior to their approval.

Review Goals entered by Providers.

Review assessments, Objectives and Support Strategies submitted by Providers. Approve these
documents or request revision, if necessary.

Delete Objectives and Support Strategies submitted by Providers.

View Goals, assessments, Objectives and Support Strategies created by all members of the ISP
Team.

e Print ISP components as well as the full ISP Document in PDF and Word.

View the ISP Summary Report.

View the Reference page documents.

View and Print Historical ISP documents, Assessments and Objectives and Support Strategies
Review Progress Summaries submitted by Providers. Approve or request revision, if necessary.
Initiate Modifications to a locked ISP.

Review Provider Initiated Modifications to a locked ISP. Accept, disapprove or request revision, if
necessary.

The roles and responsibilities of the Service Coordinator begin when the Service Coordinator develops
the Vision Statement with the individual. Service Coordinators should also expect to receive 3 to 9
different types of alerts related to the submission of ISP components for each individual in the Service
Coordinator’s caseload; these alerts will start 90 days prior to the scheduled ISP meeting.

Below is a sample view of the ISP Assessments module for Service Coordinators, which depicts how
Service Coordinators will be able to create, edit and view a Vision Statement for an individual.

HCSIS ISP Module Page 15
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Health and Human Services Mass./ /o=

Individual Search | Review Process | Reports |
Search Results | ISP Dashboard | Progress Summary
Service Coordinator

T Eligibility # - Planned Mesting Date 15P Meeting Deadiine Region - Metro
SSN # - 12/07/2015 12/07/2015 Area Office - Greater Boston Coordinator, Service

ISF Dashboard = ISP Mesting Details | wition | Request Assessments  Review Assesements  Current Supports  Safety/Risk  Legal/financial | Successes/Challenges  Goals  Objectives | Modifications  View/Frint ISP

Individual

‘ Vision @ Update Year ISP

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

Bruce stated that he is an artist, He loves to paint pottery and to paint ather things lke pictures. Bruce responded that he would like to explare ather forms of artwork and making different jewelry, He would also lke
to make things out of wood like he used to when he was younger. He sald 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 mentloned 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 crulse someday soon.

Updated Information:
No Change

2.What does (s)he think someone needs to know in order to provide effective supports? )
Bruce responded that he wants people to know about what he likes to do; his routine. He stated that he wants people to help him have fun. Bruce said that life 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 mesting
with them,

Updated Information:
No Change

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

Bruce answered this question by stating, "1 am an artist, a human rights person - | know a lot about those things, a good friend, and a hard worker.” He also shared that he i "honest and dependable.” He chosed by
stating that he likes people a lot,

Updated Information:
No Change
4.What would (s)he like to see happen in his/her life over the next two years?

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

Updated Information:

Bruce decided that he would like to remain in his present location. He relterated that he would like to strengthen his friendships and spend time making art,

Service Coordinator Supervisor Roles and Responsibilities

Note: Service Coordinator Supervisors receive a reduced number of alerts. All of the information
pertaining to Service Coordinator Supervisors also applies to Area Office Directors.

Within the ISP Assessments module, Service Coordinator Supervisors have the ability to:

e View and verify ISP meeting information (date, time, location, etc.).

e Enter, edit and share the vision statement with Providers.

e Create, edit, and delete Goals created by any member of the ISP Team.

e Create and edit ISP sections: Current Supports, Safety and Risk, Financial/Legal/Benefit Status,
and Successes and Challenges.

e Request assessments from Providers.

e Delete approved and unapproved Assessments.

e Review Goals entered by Providers.

e Review Assessments, Objectives and Supports Strategies submitted by Providers. Approve these
documents or request revision, if necessary.

o Delete Objectives and Supports Strategies submitted by any member of the ISP Team.

e View Goals, Assessments, Objectives and Supports Strategies created by all members of the ISP
Team.

e Print ISP components and the full ISP Document in PDF and Word.

e View the ISP Summary Report.

o View the Reference page documents.

e View and Print Historical ISP documents, Assessments and Objectives and Support Strategies.

e Review Progress Summaries submitted by Providers. Approve or request revision, if necessary.

e Initiate Modifications to a locked ISP.

[ ]

Review Provider Initiated Modifications to a locked ISP. Accept, disapprove or request revision, if
necessary.

HCSIS ISP Module Page 16
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While the Service Coordinator Supervisors can perform the same actions as Service Coordinators,
Service Coordinator Supervisors’ primary responsibility is to monitor the ISP process for each Service
Coordinator they oversee.

Below is a sample view of the ISP Assessments module for Service Coordinator Supervisors, which
depicts how Service Coordinator Supervisors will be able to create, edit and view a Vision Statement for
an individual.

Health and Human Services

Indivicusl Search | Raview Process Mansgement | Reports | References
an:m Results | ISP Dashboard | ?ruqmﬁs Summary

Indhldud Planned Meeting Date ISP Meeting Deadline Regien - Metro
Bruce 12/07/2015 12/07/2015 Area Office - Greater Boston

5P Dashbosrd 15 Mesting Deta wision | Hequest Assessments  Review Assessmen s | Current Suppots | Safety/Risk | LegalPinaecial | Successes/Challenges  Goals | Objectives  Moddications | Whew/Print 150
| Vision 0 Update Year ISP
1.What does (s)he identify as i ivities and relationships te continue to be involved in? What other things would (s)he like to explore? )

Bruce stated tha 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 aiso like
to make things out of wood like he used to when he was younger. He said he would like to make maoney working as an artist selling his artwork. Bruce shared that ko him like the
ones that live at his place; he then mentioned each of his four housemates by name. He stabed that they are all ke a family together. Bruce went on to say that et friend and
tha two of tham are going on a crilse someday soon,

Updated Information:
No Change
2.What doas (s)he think somesne needs to know in order to provide effective supports?
Bruce responded that he wanks peaple to know about what he likes to do; his routine. He stated that he wants peaple to halp him have fun. Bruce sald that life Is too short sometimes and he wauld like help finding

exdternent. He shared he wanis 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.

Updated Information:
No Change
3.What does [s)he think are his/her strengths and abilities? )

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

Updated Information:
No Change
4.What would (s)he like to see happen in his/her life over the next two years? i}

Bruce stated that he might move out to a place that |5 quictoer. He sald he only thinks sbout moving when some people that live with him got too lowd or angry. He sald in two years he hopes to be happy and to have
bots of friends, Bruce wants to still be an artist making artwork. He wants to see his mather stating he hasn't seen her In a while

updated Information:

Bruce decided that he would ke to remain in his present location. He reitesated that e would like to strengthen his riendships and spend time making art.

Area Office Director Data Entry Role

The Area Office Director Data Entry Role has the same responsibilities as the Service Coordinator
Supervisor; Above and beyond these responsibilities, the Area Office Director Data Entry Role has the
ability to unlock and re-lock and ISP plan after it has been locked and is responsible for approving
Modifications.

Service Provider Data Entry User Roles and Responsibilities

Within the ISP Assessments module, Service Providers with the data entry role have the ability to:

View the shared Vision statement.
View ISP meeting details (date, time, location, etc.).
Create Goals, Aassessments.

Create Objectives and Support Strategies related to a Goal created by any of the ISP Team

members.

e Save Assessments, Objectives and Support Strategies prior to internal review by a Provider
Supervisor.

e Submit Assessments, Objectives and Support Strategies for internal review by Provider
Supervisor.

e Edit Goals, Assessments, Objectives and Support Strategies created by the same Provider
Agency.

e Delete Goals, Objectives and Support Strategies created by the same Provider Agency.

e View Goals, approved Assessments, approved Objectives and Supports Strategies created by all
members of the ISP Team.
e Complete Progress Summaries for Objectives.

HCSIS ISP Module Page 17
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e Print all documents created by the same Provider Agency regardless of the status of the
documents in PDF and Word.

Print approved documents created by all members of the ISP Team in PDF and Word.
View the ISP Summary Report.

View the Reference page documents.

View and print Historical Assessments and Objectives and Support Strategies.

Request Data Extracts (with the Data Extract Role).

The Service Provider’s responsibilities begin with the development of Goals in relation to the Vision
Statement that has been submitted by the Service Coordinator, in addition to completing assessments
once they have been requested by the Service Coordinator. Providers can access the ISP Assessments
module as early as 90 days prior to the ISP meeting after the SC has made the plan selection, to create
Goals, Objectives and Support Strategies. It is not necessary for the Vision statement to be shared by the
Service Coordinator to begin work on these documents. Service Providers should expect to receive
between 6 and 12 alerts related to the submission of assessments and objectives per individual; these
alerts will begin 90 days prior to the ISP meeting. Provider Agencies will determine how to manage
required ISP Assessments tasks in HCSIS within their Agency.

Below is a sample view of the ISP Assessments module for Service Providers, which depicts the alerts for
a Service Provider.

Health and Human Services Mass. = o

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

|il'_ﬁ Please be aware alerts will be i deleted ing on the alert { 7 to 60 days). Consult the Process Management screens and Reports to manage all outstanding tasks.

ALERT SEARCH CRITERIA
Medule: | Individual Supports Plan w Reciplent User: | v

Subject:

[Select all]

A Modification has been approved for an individual

An ISP is due

Deadline te submit Objectives and Support Strategies has passed

Select Date of Alert Deadiine to submit Progress Summaries has passed ssage

Search: Show| 10| entries

Deadline to submit required Assessments has passed

ISP Is locked .
09/24/2015% ¥ h dame: ISP Maeting Date:
15P Meating Notification
09/24/2015 g ISP Progress Summary 15 Due ment; Name: 15P Meeting Date:

R, < ] 159 will be locked in 15 days if approval s not entered in Meditech e T
& Objectives and Support Strategles due In fifteen days ISP Meeting Date.

£ Progress Summaries due in thirty days

/40
02412015 Provider Supervisor has requested revision of proposed Objectives & Support Strategies

™ egies: Name 15P Meeting Date:

Provider Supervisor has requested revision of proposed Objectives

D201 & Support Strategies

Revisiens requestad for proposed Oblectives & Support Strateqies: Name ISP Meeting Date:

Service Provider Supervisor Roles and Responsibilities

The roles and responsibilities for Service Provider Supervisors are very similar to those for Service
Providers. However, only Provider Supervisors can submit documents to DDS for review. Within the ISP
Assessments module, Service Provider Supervisors have the ability to:

e View the shared vision statement.

e View ISP meeting details (date, time, location, etc.).

e Create Goals and assessments.

e Create Objectives and Support Strategies related to a Goal created by any of the ISP Team
members.

e Save Goals, assessments, Objectives and Support Strategies.

e Edit Goals, assessments, Objectives and Support Strategies created by the same Provider
Agency.

e Delete Goals, Objectives and Support Strategies created by the same Provider Agency.

e Review and submit assessments, Objectives and Support Strategies created by the same
Provider Agency for DDS review.
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e View Goals, approved assessments, approved objectives and supports created by all members of
the ISP Team.

e Print all documents created by the same Provider Agency regardless of the status of the

documents in PDF and Word.

Print approved documents created by all members of the ISP Team in PDF and Word.

View the ISP Summary Report.

View the Reference page documents.

View and print Historical Assessments and Objectives and Support Strategies

Request Data Extracts (with the Data Extracts Role).

Review Progress Summaries submitted for internal review by Provider Data Entry User. Request

Revision or Submit for DDS Review.

¢ Initiate Modifications to a locked ISP. Revise if DDS Staff reviews the Modificaiton and requests
revision.

e Review Provider Initiated Modifications to a locked ISP. Accept, disapprove or request revision, if
necessary.

The Service Provider Supervisor’s roles and responsibilities can begin with the development of Goals,
Objectives and Support Strategies or when the Service Coordinator has shared the vision and requests
an assessment from a Provider. Service Provider Supervisors will receive 1 — 6 alerts (for additional
information on alerts, please refer to the ISP Timeline and Alerts quick guide). Provider Agencies will
determine how to manage required ISP Assessments tasks in HCSIS within their agency.
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Area Office Directors Read Only Role, Regional Directors and Commonwealth
Users

Area Office Directors Read Only Roles, Regional Directors and Commonwealth users may view ISP-
related documents in Read-Only mode in the module. These roles will not receive alerts, nor will they be
tasked with the completion of ISP documents in the module. The roles will not be able to view or print
documents that have not been approved/ completed. They can also:

e View the ISP Summary Report

e View the Reference page documents

e View Historical ISP documents, Assessments, Objectives and Support Strategies and

Modifications
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ISP Year Selection

Upon accessing an individual's plan for the first time, Service Coordinators, Service Coordinator
Supervisors and Area Office Director Data Entry roles will see a pop-up message prompting them to
make an ISP Year Selection as either a “Full Year ISP” or an “Update Year ISP”. No information can be
entered for the individual’s plan by both Providers and DDS Staff until the ISP year has been selected. If
the user does not wish to make a plan selection at that time, selecting “X” or “Cancel” will navigate away
from the pop-up and Dashboard.

Providers do not have access to the individual's plan until the selection has been made. It is important
to make this selection as early as possible to allow sufficient time for Providers to work on the
ISP. The following message is displayed when a Provider attempts to access a Dashboard before the ISP
Year selection is made by the Service Coordinator: “The plan cannot be accessed as the Service
Coordinator has not yet designated an Update Year or Full Year ISP. Please contact the Service
Coordinator for details.”

Health and Human Services Mass.

anl
Individual Search | Review Process Management | Reports | References
Search Resuts

=
| | The plan cannal be accessed as the Service Coordinator has not yet designated an Updale Year or Full Year 1SP, Please contact the Service Coordinator for details. [

Last Name: First Name:
Idantifiar Typa: |Eligibility Mumbser =] 18antdiar:
Region: - area Office: =|
ISP Dua In: -|

Saaril Rasit

Making an ISP Year Selection for DDS Staff

Scenario Description:
e This scenario describes the steps required to select an ISP Year.

First Steps:
e Access the ISP Dashboard through the Individual Search, Review Process Management or Alerts
screen (Refer to Accessing the Individual Dashboard section for detailed steps).

Roles and Responsibilities:

e Service Coordinators: Select the ISP Year
e Service Coordinator Supervisors: Select the ISP Year

1) View the ISP Year selection pop-up for the selected individual.

ISP Plan Year selection [ x
Either the previous ISP for this individual was a Full Year ISP, or there were no previous ISP's completed in HCSIS for

this individual. You may choose either an Update Year Plan or Full Year Plan.

ISP Update Year ISP Full Year

Save || Cancel
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Note: The year selection process has been partially automated. If the plan type for the most recently
completed plan is an update year, the system will automatically choose full year for the subsequent plan.
If, on the other hand, the plan type for the most recently completed plan is a full year, the Service
Coordinator is still required to manually make the year selection.

Note: If, on the other hand, the plan type for the most recently completed plan is a full year, The name of
the individual, along with their eligibility number, will be displayed on the top left corner of the ISP Year
selection pop-up window.The ISP Dashboard will be grayed out and the user will not be able to navigate
to the individual’s plan until the ISP year has been selected.

2) Select an ISP year (Full or Update) from the pop-up and click on “Save”.

ISP Plan Year selection X

Either the previous ISP for this individual was a Full Year ISP, or there were no previous ISP's completed in HCSIS for
this individual. You may choose either an Update Year Plan or Full Year Plan.

+" 1SP Update Year ISP Full Year

Save | Cancel |

Note: When you select an individual and are prompted to make the year selection the pop-up screen will
indicate what year selection was used in the previous plan.

The system will display a second pop-up window prompting you to confirm the selection. The pop-up
message will read: “Are you sure you want to make this selection?” and the available options are “Yes”
and “No”.

ISP Plan Year selection [x1

Either the previous I Confirmation Message x | completed in HCSIS for
lam.
Are you sure you want o select 1SP Update Year for Test, Bruce?

1
o
Yes No
. B
«: Onoe the “Yes® button is clicked, this selection cannol be

Save || Cancel

Note: Once the ISP Year has been confirmed, it cannot be reversed or re-selected. The following
message will be displayed at the bottom of the box: “Please Note: Once the “Yes” button is clicked, this
selection cannot be changed.”

3) Review the selection and click on “Yes”.
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ISP Plan Year selection X

Either the previous I!i Confirmation Message »  completed in HCSIS for
{ lan.
‘ Are you sure you want to select ISP Update Year for Test, Bruce?

No

PMlease Nole: Onoe the “Yes® butlon is Cdicked, this sslection cannol be

hanged
l i

[ save || cancel |

Note: Clicking “Yes” will close both pop-up windows and display the ISP Dashboard. Clicking “No” or the
“X” button will close the confirmatory pop-up and allow the user to change the ISP Year selection made in
the first pop-up window.
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Viewing ISP Year Selection for DDS Staff and Providers

Depending on the selected ISP year, either “Full Year ISP” or “Update Year ISP” will be displayed in the
ISP Summary box. In this case, since the user selected Update Year ISP, “Update Year ISP” appears in
bold in the Summary box.

»bExpand this section to see ISP timeline

e
Region/Area Office: Metro/Greater Boston TEStF Bruce - Service Coordinator: Coordinator, Service
View,/Print ISP Document (W

Demographic Information ISP Maating Details ISP Deadlines
S5 Planned Meeting Date: 13/07/2015 Meeting Deadline: 12/07/2015
Eligibility : Meeting Time: 10:00 AM Semi Annual Review Date: 06/04/2016
Meeting Location: o Next ISP Meeting Deadline: 12/06/2016

Update Year ISP

In the screenshot below, since the user selected Full Year ISP, “Full Year ISP” appears in bold in the
Summary box and the following message is displayed: “Information recalled from past plans will not be
truncated and could exceed the allowable character limit in a Full Year ISP. If recalled information
exceeds the character limit of a text box, the information must be edited within the acceptance range prior
to saving”

| Heatth and Human Services Mass. ov /=
I

Please note: Information recalled from past plans will not be truncated and could exceed the allowable character Bmit in a Full Year 159, If recalled information exceeds the character Bmit of a text
box, the information must be edited within the acceptance range prior o saving
1 l\ll-lql-l‘Lu—l l | Gt Sospuria “““‘]"’""-‘lm“"‘"l""j_‘_"‘ M--iwn‘;

BBUpand this section 10 sew 159 tirbne

e
Region/Area Olfcr: Moo/ tssater fanton Test, Bruce Servioe Coordinator: Ceordnatsr, Servics
View/Frien 15 Ducumast (W
Demographic Information 1SP Mecting Details 159 Deadlines
ke Flarnad Mostivg Date . 00/ 302014 atinng Dusdira: 01/28/2015
iapaitey] Mheacing Time: 10,00 A Seomd Arawist e Cote: 11730/ 2014

Masting Locatis: ot 159 Peerinng Ouatben: OGNS

Actual Mesting Date: 06/03/2014

¥

Full Yoar ISP

Next Steps

After confirming the ISP Year selection, users can begin working on the individual’s plan. Goals and
Objectives can now be completed by Providers. SC’s should enter and share the Vision so that Providers
can also complete Assessments.
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The Individual Dashboard

The Individual Dashboard is a feature that provides a comprehensive snapshot (one stop shop) of an
individual who is served by DDS. The Dashboard includes basic demographic information (SSN, Eligibility
number), an individual's Region and Area Office, planned meeting date, and ISP meeting deadline. Each
of the links on this Dashboard will navigate the user to the corresponding detail level page.

The ISP Assessments module creates an ISP for each Ricci class member, as well as individuals enrolled
in adult HCBS waiver programs, individuals receiving residential supports, individuals receiving day or
employment supports, and individuals receiving Day Habilitation or Adult Day Health services.

Note

e For Individuals ages 18-21, ISPs will be created in HCSIS as long as a planned meeting date has
been entered in MEDITECH.

e For individuals for whom a Death Report has been filed after an ISP plan is created in HCSIS and
an ISP Meeting has been held, the plan will continue to be active in HCSIS allowing the Service
Coordinator to complete work on the plan.

e If an ISP has been manually unlocked by the Area Office Director post 150 days after the ISP
meeting, the plan must be manually re-locked by the Area Office Director for a following plan to
be created in HCSIS.

Accessing the Individual Dashboard

The Individual Dashboard can be accessed by searching for an individual.
Note: This action can be completed by either DDS or Provider staff.

1) Select the Individual Search screen.

Health and Human Services Mass.:

Review Process Management | Reports | References

Please Select a Menu Item

2) Users can search using any of the search fields displayed in the screen below. In the scenario below,
the eligibility number has been entered after selecting the identifier type as Eligibility Number.

Health and Human Senvices Mass.

Individual Search | Raview Process Maragement | Reports | References
Indlividual Ssareh

Lass Mame: Firgt Name
Identfer Type: |Eigibdity Mumber v Tdenbifer: (XXl
Region: b Area Office il

ISP Dy In: r

Smarch Ransd

3) Enter search criteria and click “Search”.
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Health and Human Services Mass. e
fmos [om fram fose [asm [voms B T ]
]MHEHI‘HI 1 ﬁvﬁmm | Repsty | Eaferentsy

) Individual Search

Lask Nama: Firgt Nama
Identhier Type: [Eigibdity Number »| 1dentifier: X1
Region: | ) e Area Office |
15 Bue In: | ™

Eligibility or SSN numbers are unique identifiers so clicking on “Search” will direct the user to the ISP
Dashboard of the individual. If the user were to search using a common Last Name, the user will see a list
of all individuals with that last name. If there is only one individual with that last name the user is brought
directly to the individual's Dashboard. The Individual Dashboard will appear differently to DDS and
Provider staff.
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Individual Dashboard for DDS Staff

Service Coordinators can use the dashboard to monitor their progress on completing an ISP and access
various components of an individual’s ISP including:

Vision

Goals

Objectives and Support Strategies
Request Assessments

Review Assessments

Other ISP Components

Health and Human Services Mass. ’
sl
mnmmm@

Individual Search | Review Process b | Reports | Ref
Search Resulls | ISP Dashboard | Progress Summary

ISP Dashboard | ISP Meeting Details | Vislon | Request Assessments | Review Assessments  Cument Supports | Safety/ L

ga/Financial | Suc hallenges | Goals | Objectives  Modifications  View/Print ISP

# e Expand this section to see ISP timeline

e
Region/Area Office: Metro/Greater Boston &T‘?Str _Bruca it Service Coordinater: Coordinator, Service
View/Print ISP Document | W]
Demographic Information ISP Mesting Details ISP Deadlines
SSN: Planned Meeting Date: 12/07/2015 Meeting Deadiine: 12/07/2015
Eligihility: Meating Time: 10:00 AM Seml Annual Review Date: 06/04/2016
Meeting Location: _"‘_ MNext [SP Meeting Deadling; 12/06/2016

Update Year ISP

Vision 3 Goals Request Assessments

Other ISP Companents

@ to action needed  Action needed @ Section complete @ Section overdue

Summary information appears below each of the major sections — this information, specifically relating to
reviewing assessments and the completion of Objectives and Support Strategies will change depending
on how many assessments, Objectives and Support Strategies are pending Provider submissions or DDS
review. Below each hyperlink, the user can view a summary of the information contained in that particular
page.

The DDS staff user can view the following components and corresponding details:

e Vision: The Vision box tracks the status of all actions involved with completing an individual’s
vision. This informs Service Coordinators of the status, the due date, the last updated on date,
and the date the Vision was shared with providers. Clicking the box will navigate Service
Coordinators to the Vision tab.

e Goals: The Goals box tracks the status of all actions involved with completing Goals. This
informs Service Coordinators on the status and the last updated on date and Due Date (displayed
as N/A). Clicking the box will navigate Service Coordinators to the Goals tab.

e Request Assessments: The Request Assessments box tracks the status of all actions involved
with Requesting Assessments. This informs Service Coordinators on the status, the due date,
and the date the notification was sent to Providers. Clicking the box will navigate Service
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Coordinators to the Request Assessments tab.

e Objectives & Support Strategies: The Objectives & Support Strategies box tracks the status of
all actions involved with completing objectives. Since completing objectives are the responsibility
of the Providers the purpose of this status update is to inform Service Coordinators on
submission of objectives and objectives awaiting their review.

e Review Assessments: The Review Assessments box tracks the status of all actions involved
with reviewing assessments. Since completing assessments are the responsibility of the
Providers the purpose of this status update is to inform Service Coordinators on submission of
assessments and assessments awaiting their review. As a Service Coordinator, clicking on this
link will redirect the user to the Assessments Review Switchboard. The Service Coordinator can
begin to review and approve assessments on this page, and view the status of assessments. The
Review Assessments page allows the user to view assessments which are pending review either
by DDS or that are pending submission/ revision by a Provider. SCs will be able to review
completed assessments, but will not be able to make changes to the assessments themselves.
The SC will need to request revision of the Provider for the documents to be edited.

e Other ISP Components: The Other ISP Components box tracks the status of all actions involved
with completing sections on Current Supports, Safety/Risk, Legal/Financial Status and
Successes/Challenges. This informs Service Coordinators of the status, the lock date the last
updated on date for each additional ISP Component (Current Supports, Safety and Risk, Legal
and Financial Status, Successes/Challenges). Clicking the box will navigate Service Coordinators
to the Current Supports tab.

¢ Modifications: If there is a modification initiated in the system for the individual, a modification

component will be added to the dashboard for the particular individual with the corresponding
status information.

Status Icons and Text

A status icon along with a text status is displayed for each component of the ISP. The text and colored
icon provide an update on the status of the document at any given point. The status is reflective of the
user’s responsibility. A legend indicating the meaning of each color is available at the bottom of the page.

Below is the description of the legend displayed on the dashboard

Black — No action needed by the logged in user.
Yellow — Action needed by the logged in user.
Green — Section has been completed.

Red — Section is Overdue.

E - D e D
Duse Date: 11/07/2015 Due Date: N/A Due 1072015
15t Updated On: 06, ] ast Updated On: 08/21/2014 st O
Last Shared On Last Updated On:
E Objectives & Support Strategles E Review Assassments D Other ISP Components
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Note: In the example above, information from a past plan has been pulled forward into the newly created
plan. Since HCSIS has pulled forward the Vision questions entered in a past plan, the Vision Status
appears as “Started by DDS". If there was no information to pull forward, the status would appear as “Not
Started by DDS". Similarly, as there are Goals pulled forward from a past plan, the Goals Status appears
as “Created”. For more information on what information is pulled forward, please visit the respective
chapter for each component.

Timeline

Above each individual's ISP dashboard details, there will be a personalized ISP timeline graph for that
individual. The timeline will be collapsed by default. Click the expand arrows next to “Expand this section
to see ISP timeline” to view the timeline.

e With Full and Update Year plan types, the timeline displays events related to an ISP plan
including when the ISP was opened by the system and when the ISP Year was selected:
0 ISP Open reflects the date the ISP is created in HCSIS--90 days prior to the Planned ISP
Meeting Date. If the ISP Planned Meeting Date has not been entered in MEDITECH, the
ISP Meeting Deadline will be used
0 ISP Year Selected appears only when the Service Coordinator/ Service Coordinator
Supervisor/ Area Office Director Data Entry role makes a selection in HCSIS to indicate if
the plan is for an Update Year or a Full Year ISP.
e Hovering over an action will show the actual date it was completed
e The red vertical line represents the current date allowing users to track where they currently fall in
the process
e Deadlines are marked bold

” P pExpand this section to see ISP timeline I

3
Region/Area Office: Metro/Greater Boston aTEStf Bruce Service Coordinator: Coordinator, Service

View/Print 150 Document W/

Demaegraphic Information ISP Deadlines
con: -  12/07/2015

Meetin,
Semi Annu
Next ISP M

SSN: Planned Meating Data: 12/
Eligibility: Meeting T
Meeting Location

{.'.ia’:)ln'fl'l
ng Deadline: 12/06/2016

=

Update Year ISP

L2
Plannad Maoting Date
Assessments & 0SS Due

Today Vision Due ISP Meeting Deadline

Summary Box

Demographic information for each individual will be displayed in a summary box on the dashboard. The
summary box is below the timeline and it will be expanded by default.

Summary box provides ISP Meeting details and deadlines

Shows the Service Coordinator assigned to the individual

Shows the ISP Year selection made for the individual (Update or Full Year)
Allow the Service Coordinator to view and/or print the full ISP Document
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T
B pExpand this section to see ISP timeline

(3
Region/Area Office: Metro/Greater Boston TESt, Bruce S Service Coordinator: Coosdinator, Service
View/Print ISP Document |8/

Demaographic Information ISP Meeting Details ISP Deadlines
55N: Planned Meeting Date: 12/07/2015 Meeting Deadline: 12/07/2015
Eligibility: Meeting Time: 10:00 AM Seml Annual Review Date: 06/04/2016
Meeting Lecation: Next ISP Meeting Deadline: 12/06/2016

¥

Update Year ISP

Clicking Google Maps icon on the ISP Meeting Details will bring the user to the ISP Meeting Details page.
This page provides ISP Meeting Details including the planned meeting date, meeting time, and location
as well as a Google Maps feature that will allow the user to pull up directions to the ISP meeting if a
meeting location has been entered into MEDITECH.

| B b Expand this section to see ISP timeline

(3
Region/Area Office: Metro/Greater Boston TESt, Bruce S Service Coordinator: Coosdinator, Service
View/Print ISP Document |8/

Demaographic Information ISP Meeting Details ISP Deadlines

55N: Planned Meeting Date: 12/07/2015 Meeting Deadline: 12/07/2015
Eligibility: Meeting Time: 10:00 AM Seml Annual Review Date: 06/04/2016
Meeting Location: o Next ISP Meeting Deadline: 12/06/2016

Update Year ISP

" Eligibility # | e i Planned Mecting Date | ISP Mecting Deadline | Region - Metro T Service Coordinator

S5N & . 12/07/ 2015 '] Area Office - Greater Boston Coordinator, Service

ISF Gashboard ISP Meeting Details | Wsion | Request Assessments | Reveew Assessments | Curent Supports | Safety/Rek  LegelMinancisl | Successes/Chalienges | Gools | Objectives | Modeficstions | View/Print ISP

ISP Meeting Details Update Year ISP
Planned Mesting Date: 12/07/ 2015
Time: 10: 00 AN
Location:
Continue

Tabs

Your role determines the tabs that are displayed as well as the order that those tabs are in. The view
below is from a DDS view.
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Health and Human Services

‘_I 'R“m' | Pofe

[Individual Search | Review Process Mo
Search Resulls | ISP Dashboard | Progress Summary

ISP Dashboard ISP Meeting Details Wision  Request Assessments | Review ASsessmonts Current Supports  Safety/Risk  Legal/Financial Surcesses/ Challerges Goals  Objectives. Modifications — View,/Print. IS’I

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

Demographic Information
SN:

55
Eligibility:

Test, Bruce g
View/Print ISP Document (W1

ISP Meeting Details
Planned Meeting Date: 12/07/2015
Meeting Timea: 10:00 AM
Maating Location:

Update Year ISP

Service Coordinator: Coordinator, Service

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

Visien
Status: Started by DDS
Due Date: 11/07/2015
Last Updated On; 06/25/2015%
Last Shared On: -

[ ] Obfectives & Support Strategies
Status: Awalting Submission
Due Date: 11/22/2015
Pending Provider Submission: 3/3
Pending DDS Review: 0/3

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

Review Assessments

Status: Pending Request
Due Date; 11/22/2015
Pending Provider Submission: 0/0

Pending DDS Revi

w; 0/0

Request Assessments
Status: Not Sent
Due Date: 11/07/2015
Hotification Last Sent On:
Last Updated On: -

=] Other ISP Companents

Status: Started
Due Date; 012172016
Current Support Last Updated On: 06/24/2015
Safuty & Risk Last Updated On: 06/24/2015
Legal Status Last Updated On: 02/20/2015
Successes & Challenges Last Updated On; 06/24/2015

@ tio action needed © Action needed @ Section complete @ Section overdue
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Individual Dashboard for Provider Staff

Service Providers can use the dashboard to monitor their progress on completing an ISP and access
various components of an individual's ISP including the individual’s:

Vision

Goals

Objectives and Support Strategies
Assessments

Note: Providers do not have access to the Individual Dashboard until the ISP Year Selection has been
made by Service Coordinators, Service Coordinator Supervisors or Area Office Directors. If a Provider
accesses the individual’s dashboard and the plan type has not been selected by DDS user, the following
message is displayed on top of the screen: “The plan cannot be accessed as the Service Coordinator has
not yet designated an Update Year or Full Year ISP. Please contact the Service Coordinator for details.”

Once the plan selection has been made and the Provider user can access the individual’'s dashboard,
“Update Year ISP” or “Full Year ISP” will be displayed in the summary information box.

Health and Human Services Mass. /- .'“
mmmmmm—J

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

ISP Dashboard | ISP Mecting Detads | Vision Assessment t5 | Goals  Dbjectives | Modifications | View/Print ISP

k- kExpand this section to see 15P timeline
(1
Region/Area Office: Metro/Greater Boston Test! Bruce Service Coordinator: Coordinator, Service

Demographic Information ISP Deadlines

12/07/2015

Eligibility: o 06/04/2016

ne: 12/06/2016

¥

Update Year ISP

[ ] Vision : - Goals

Objecti & Support gi &) L ] Assessments
Stabus: Action Required
Due Dake: 11/22/3015
Pending Provider Submission: 1/1
Pending DDS Review: 0/1

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

Modifications displays for Provider Data Entry Users in Read-Only mode.

Summary information appears below each of the major sections — this information, specifically relating to
reviewing assessments and the completion of Objectives and Support Strategies will change depending
on how many assessments, Objectives and Support Strategies are pending Provider submissions or DDS
review. Below each hyperlink, the user can view a summary of the information contained in that particular

page.
The Provider user can view the following components and corresponding details:

e Vision: The Vision box tracks the status of all actions involved with completing an individual’s
vision. This informs Providers of the status, the due date, the last updated on date, and the date
the Vision was shared with providers. Clicking the box will navigate Providers to the Vision tab.
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e Goals: The Goals box tracks the status of all actions involved with completing Goals. This
informs Providers on the status and the last updated on date. Clicking the box will navigate the
providers to the Goals tab.

e Objectives & Support Strategies: The Objectives & Support Strategies box tracks the status of
all actions involved with completing objectives. The purpose of this status update is to inform
Providers on submission of objectives and objectives awaiting Service Coordinators review.

e Assessments: The Assessments box tracks the status of all actions involved with completing
and submitting assessments. The purpose of this status update is to inform Providers on
submission of assessments and assessments awaiting Service Coordinators review. As a
Provider data entry user, clicking on this link will redirect the user to the Assessments Review
Switchboard. The Provider data entry user can begin to complete and submit assessments to
Provider Supervisors for Internal Review and view the status of the assessment. As a Provider
Supervisor, clicking on this link will redirect the user to the Assessments Review Switchboard.
The Provider Supervisor can review, edit and submit assessments to service coordinators, and
view the status of assessments. The Assessments page allows the user to view assessments
which are pending review either by DDS or that are pending submission/ revision by a Provider.

o Modifications: If there is a modification initiated in the system for the individual, a modification

component will be added to the dashboard for the particular individual with the corresponding
status information.

Status Icons and Text

A status icon along with a text status is displayed for each component of the ISP. The text and colored
icon provide an update on the status of the document at any given point. The status is reflective of the
user’s responsibility. A legend indicating the meaning of each color is available at the bottom of the page.

Below is the description of the legend displayed on the dashboard

Black — No action needed by the logged in user.
Yellow — Action needed by the logged in user.
Green — Section has been completed.

Red — Section is Overdue.

D Objectives & Support Strategies u E Assessments

@ No actlon needed | Action needed @ Sectlon complete @ Section overdus

Note: In the example above, information from a past plan has been pulled forward into the newly created
plan. Since HCSIS has pulled forward the Goals from a past plan, the Goals Status appears as “Created”.
If there was no information to pull forward, the status would appear as “Not Started”. For more information
on what information is pulled forward, please visit the respective chapter for each component.
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Timeline

Above each individual's ISP dashboard details, there will be a personalized ISP timeline graph for that
individual. The timeline will be collapsed by default. Click the expand arrows next to “Expand this section
to see ISP timeline” to view the timeline.

e With Full and Update Year plan types, the timeline displays events related to an ISP plan
including when the ISP was opened by the system and when the ISP Year was selected:

0 ISP Open reflects the date the ISP is created in HCSIS--90 days prior to the Planned ISP
Meeting Date. If the ISP Planned Meeting Date has not been entered in MEDITECH, the
ISP Meeting Deadline will be used.

0 ISP Year Selected appears only when the Service Coordinator/ Service Coordinator
Supervisor/ Area Office Director Data Entry user makes a selection in HCSIS to indicate
if the plan is for an Update Year or a Full Year ISP.

e Hovering over an action will show the actual date it was completed

e The red vertical line represents the current date allowing users to track where they currently fall in
the process

e Deadlines are marked bold

oy see ISP Iiﬂu'lim-l

Region/Area Office: Motro/Greater Boston &Test, Bruce Service Coordinator: Coordinator, Service

b rExpand this s

123

Demographic Information ISP Meeting Detgils ISP Deadlines
S5N:
Eligibility:

2015
06/04/2016
1 12/06/2016

¥

e

ISP Mecting Deadline

oday Assessmen! s & 0SS Due

17 24 1 3 17 28 ! a 17 2 1 17 1 1 17

Summary Box

Demographic information for each individual will be displayed in a summary box on the dashboard. The
summary box is below the timeline and it will be expanded by default.

e Summary box provides ISP Meeting details and deadlines
e Shows the Service Coordinator assigned to the individual
e Shows the ISP Year selection made for the individual (Update or Full Year)

#rExpand this section to see ISP timeline
bb
Region/Area Office: Metro/Greater Boston Tgst, Bruce Sarvice Coordinator: Coordinator, Service
Demographic Information ISP Maeting Datails ISP Deadlines
SSN: Planned Meeting Date: 12/07/2015
Eligibility: Meeting Tire: 10:00 AM

Masting Location:

¥a

Update Year ISP

Clicking Google Maps icon on the ISP Meeting Details will bring the user to the ISP Meeting Details page.
This page provides ISP Meeting Details including the planned meeting date, meeting time, and location
as well as a Google Maps feature that will allow the user to pull up directions to the ISP meeting if a
meeting location has been entered into MEDITECH
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#rExpand this section to see ISP timeline

(14
Region/Area Office: Metro/Greater Bos &Test‘I Bruce Service Coordinator: Coordinator, Service
Demaographic Information ISP Meeting Details ISP Deadlines
55N Planned Meeting Date: 12/07/2015
Eligibility:

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

Moeting Time: 1

Meeting Location:

Update Year ISP

Planned Meeting Date

ISP Mesting Deadling
12/07/20

on =
Ares Office - Grester Boston Coordinator, Service
ISP Dashboard [P Maeting Detsly | Vision  Assessments | Goals | Objectives | Moddications | Wiewrint 1P

| ISP Meeting Details

Update Year ISP .

| Planned Meeting Date: 12/07/2015
| Time:

10 Ol AP
Location:

Continue

Tabs

The order of the tabs has been revised dependent on your role. For Provider staff, the Goals and
Objectives tabs have been moved to the end as Objectives are associated to Goals in the system.

Health and Human Services

Mass.
P o o o Vv
Individual Search | Review Process Management | Reports | ISP Data Extracts | References
Search Results | ISP Dashboard | Progress Summary

159 Dashboard | ISP Meeting Detads  Vision

Assessments | Goals | Objectives | Modifications  View/Print ISP

FkExpand this section to see 15P timeline

L d
Region/Area Office: Metro/Greater Boston aTESt' Bruce

Demographic Information
SSN:

Service Coordinator: Coordinator, Service

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

SEN: Planned Meeting Da
Eligibility: Meeting Time:

Meeting Location:

Update Year ISP

Last Upds 08/21/2014
Last Sha

[é Objectives & Support gl &) [ ]
Stabus: Action Required
Due Date: 11/22/2015
Pending Provider Submission: 1/1

Pending DOS Review: 0/1 Pending
g

Assessments

Status: Awaiting Re

Due

ding Prov

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