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Uploading Supporting Documents

(The personal information and accompanying data shown in this guide are fictional and are
used for illustrative purposes only.)

Supporting documents can be uploaded to CHOICES and attached to an individual’s record. The
document is then available to be viewed by an authorized user.

Important Information

The Maximum file size for the system is 50 Megabytes. The following file types are allowable in
this system:

Text & Documents

Axt Text File

.pdf Portable Document Format
.doc / .docx / .xml MS Word

.Wps MS Works

rtf Rich Text Format

Xls / xlsx / .xml MS Excel

.wks MS Works

.gif Graphic Interchange Format
.jpg/ .jpeg Joint Photographic Experts Group
.png Portable Network Graphics
if / tiff Tagged Image File Format

To upload any supporting document, the user must first complete and Save the form to his/her
computer. Before any document can be uploaded into CHOICES, it must be saved in the correct
naming convention as shown below. This will also display on the Upload File box each time you
do an upload.

LastName_FirstName_TABSID_YYYY_MM_DD_DocumentName
Example: Individual_Jon_12345 2022 09 01_transmittal

Supporting Documents cannot be edited or modified once they are uploaded. If a document
needs to be changed or updated, it will need to be uploaded again.

Once the document is uploaded it cannot be removed by the end user; contact the ITS Help Desk
to request the removal of a document.

11/9/2022

N



Supporting Documents — Attaching directly to a Form

In this example, a DDP1 is completed and additional necessary supporting documents are
required to be uploaded before the DDP1 can be reviewed and approved by the DDRO. Please
contact your local DDSO for the exact documents needed when completing forms.

First, complete the DDP1 form.

& choicesust.opwddny.gov/main.asp’

Dynamics 365 Workplace v | DDP1-Registration/.. > NewDDP1-R

EISAVE [3ISAVERCLOSE [ SAVERNEW + NEW T SUBMITFORM

DDP1 - REGISTRATION/MOVEMENT FORM : INFORMATION

New DDP1 - Registration/Movement Form =
4General

Purpose Of DDP1

Add Demographic Data Change 8o
Individual Information
8 BADIAARIA 301672
@ 8ap| 8 aRin
[] 8111041994
8 Male 8 cso16722
8 000-30-1

Once all required fields are completed, click the Save icon on the top left side of the form.

100118&pagetype=entityrecord&extrags=%3fetc%3d10011%26_

8 choicesuat.opwdd.ny.gov/main.aspx?et

Dynamics 365 Workplace ~ | DDP1-Registration/.. > New DDP1 - Registra..

@ 7 SAVE & CLOSE [} SAVE& NEW =+ NEW T SUBMIT FORM

DDP1 - REGISTRATION/MOVEMENT FORM : INFORMATION

New DDPT1 - Registration/Movement Form -=

Click on the down arrow next to the Individual’s name on the DDP1 for Smith, Mark title, the
Supporting Documents Tile will become available in the subsections. Click the Supporting
Documents tile.

& choicesuat.opwdd.ny.gov/main.aspx?etc=100118&pagetype=entityrecord&extrags=%3fe CreateFromld%3d%a2

Dynamics 365 Workplace ~ | DDP1-Registration/.. > DDP1 for BADIAARIA

Commgn Process Sessions

<, I
Closed Activities
X

The Supporting Documents section displays. Follow the instructions in Uploading on page 4.

11/9/2022 3



Uploading

On the left side, is a New button, click the New button to begi
B DDP1 - Registration/Movement Form: DDP1 for BADIA ARIA - Google Chrome

8 choicesuat.opwdd.ny.gov/main.as

n to upload.

Dynamics 365 Workplace v | DDP1-Registration/.. > DDP1 for BADIAARIA

DDP1 - REGISTRATION/MOVEMENT FORM : INFORMATION

DDP1 for BADIA,ARIA -=

mmk From This Form | |7 £qit | & Refresh | @ Faq

MName File Type Document Class

The following screen displays when the New button is clicked
a File... button.

Type

. Choose the Click Here to Upload

(€ File Upload - Internet Ex

Supporting Document Upload Control

< Click Here to Upload a File... | >

Flease wverify the name of your file matches the following cenvention:

'LastName_FirstName_TABSID_YYYY_MM_DD_DocumentName',
Make sure you do not use any special characters in the file name. Note that the date is the date the document
[Allowed File Types - .txt;.pdf;.doc;.docx;.wps;.rtf;.xls; xlsx; .wks;.gif;.Jpg;.Jpeg; . png;.tif;.tiff]

[Maximum File Size Allowed - 50 MB] [Invalid Characters in FileName - {}~%/ /&% <=| @$"~;=, ]

=101 ]

itself was created.
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A dialog box opens, from which you will browse your computer folders to select the correct file
or document. Click on the correct document to highlight. Click the Open button. This will
actually “Upload” the document.

= Open
« v A &Gy ThisPC » Windows (C)
Organize » Mew folder

PM Training 202 *  Mame

Review_2022 Intel
User Guides Perflogs
v [ This PC Program Files
. : Program Files (x26)
3 ' 3D Objects
ProgramData

B Desktop PTWS25
|2 Documents Sun
; Downloads Users
J’s Music Windows
= Pictures SWINRE_BACKUP_PARTITION.MARKER
m Videos D2F3AFSEQ4FA

. s DESKTOP_SUPPORT
> i Windows (C)

-CMNSE Shared- (

=
= cwartwae (\\opw
W

Date modified

Search Windows (C)

== O @
Type Size

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
MARKER File 0KB
File 1KB
Shortcut 2KB

File name: |

v| All Files v

C o D

Cancel

Once the document has finished uploading, the following message will display.
Click “OK” to close the dialog box.

An embedded page at csitechoicesuat.opwdd.ny.gov says

The file has been uploaded. You must add additional information about

this document to continue.

The document has now been uploaded.
Click the box next to the document name and then click Edit to add the class and type of the file.

DDP1 - REGISTRATION/MOVEMEMT FORM : INFORMATION

DDP1 for BADIA,ARIA -=

E New | Unlink From This an@ Y Retresh | @ Fan

C

Mame

k )milh Johnm 1234 2022 12 21 LifePlan.docx
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The following screen is the additional information needed for the uploaded document.
This will categorize the document that has been uploaded to the form.

8 choicesuat.opwdd.ny.gov/main.aspx?

tn=omr_supportingdocument&lid=793920ce-734b-465d

Dynamics 365  smithohn_1234.20.. >

&= save Q]SAVE&CLOSE = EMAIL A LINK @WORD TEMPLATES ~ [F] RUN REPORT ~ al X

SUPPORTING DOCUMENT : INFORMATION
Smith_John_1234_2022_12_21_Lif... -=

The 'Save and Close' function does not work on this particular form. Please use the 'save’ button after making your changes, and then either click the X' or hit ALT+F4

«General
Document™Nggge & Smith_John_1234_2022_12_21_LifePlan.d 2) Type " L
1) Document Class * = ---mrrrrmmmmmmmmm e 3) Subtype [
ividua 8 BADIAARIA File Type B DOCX File
File Size (KB) 812
Status Active
Active H

Document Class, Type and Subtype are all Required Fields (*), you must choose the correct
option from the drop downs.

Start with Document Class by clicking on the down arrow and select the most appropriate Class
from the list. Once a Class is selected, the dependent field of Type will be available with the
appropriate list relative to the Class you selected. Click on the Type down arrow and make the
proper selection. Do the same for “Subtype”.

In this example, we are completing a DDP1 for an Add to Program. This particular program add
requires a transmittal as a supporting document.
1. Class — as the DDP1 is a Service Request, the Class “Service Request/Change” is
selected

2. Type —as DDP1 is an add to program, the type “Registration/Program Adds is selected
3. Subtype — the actual document is a “transmittal form” so that subtype is selected.

4 General
Document Name a Smith_John_1234_2022_12_21_LifePlan.d 2) Type * Plans
Eligibility Evaluations
_ ~ " o " Intellectual Tests
1) Document Class Service Request/Change 3) Subtype e
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After completing the 3 sections, Save & Close the classification screen.

| @ choicesuat.opwdd.ny.gov/main.aspx?etn=omr_supportingdocument&id=

=entityrecord8extrags="%3f...

Dynamics 365  SmithJohn_1234 20.. >

H savi{ ' SAVE & CLOSE )= EMAILA LINK  [F] WORD TEMPLATES ~ [ RUN REPORT ~ X

SUPPORTING DOCUMENT : INFORMATION

Smith_John_1234_2022_12_21_Lif... =

The 'Save and Close' function does not work on this particular form. Please use the 'save' button after making your changes, and then either click the "X' or hit ALT+F4

4 General
- . . T * .
C e e 8 smith_John_1234_2022_12_21_LifePlan.d <l lype Registration/Program Adds
Document Class Service Request/Change 3) subtype Transmittal Form
ndividua @ BADIAARIA File Type B .DOCX File
File Size (KB 8

After uploading all necessary supporting documents, click, DDP1 for ..., to return to the DDP1
General page.

[ | B® DDP1- Registration/Movement X | | - o X
& C @ (%] httpsy//choicesuat.opw
Dynamics 365 Workplace v | DDP1-Registration... DDP1for AARONSR.. />
I SAVE [J'SAVE&CLOSE |[)SAVE&NEW == NEW [ DELETE > EMAILALINK [F| WORD TEMPLATES ~  [F) RUNREPORT v  EJVIEW PDF  se» A b @ X
T Submit Form
DDP1 - REGISTRATION/MOVEMENT FORM : INFORMATION
Copy
- - & - =
DDP1 for AARONS,RALEIGH =
Purpose Of DDP1 o
Purpose * B Add Demographic Data Change 8 No
Individual Information
dua B AARONS,RALEIGH T N 8 668
t Name * B AARONS First Name * B raLEIGH
Niddle Initia B oo Date Of Birth * 8 10/1/1977
ex* & Male 5 er” B csse86aC
. R -
Active
Active unsaved char H

You can now Submit the form, click on three dots, which will display more commands and click
Submit Form.
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Supporting Documents — Uploading directly from an Individual’s Record

To upload supporting documents for an individual that is not attached to a particular form you
must open that individual’s record.

To attach new Supporting Documentation, hover over the Workplace to display the subsection
tiles, click the “Individuals” tile:

Dynamics 365 Workplace ~ | DDPi-Registration/.. > DDP1for BADIAARIA >

Workplace

My Work People Agencies Forms Retired Forms
. Announcements m @ Agencies j CCO1-CCO Enrollime... j ELI-Transmittal for D... j Retired - DDP2Z - De...

Dashboards @ Program Codes CCO2-CCO Disenroll... LCED-ICF/IID-Level ... j SP-Individualized 5...

. Reports @ DDSOs

DDP1-Registration/... LCED-LCED Date Tra...

D [ [

DDP1s-DDP1 Suppl... Documentation Sub...

DDP2-Dev. Disabiliti...

¥
) ) (659 () (B

DDP4-Conf. Needs |...

In the Individuals section search by TABS ID or name, starting with last name as shown in the
field below in the red oval.

Dynamics 365 Workplace v | Indwiduals >

O EMALAUNK | = [ RUNREPORT - O} EXPORTTO EXCEL | ~

+ Active Individuals + < P >

O | Full Name & TABS ID Date Of Birth..| Medicaid Nu.. | Address Line ..| Address Line..| AddressCity | Address State..| Address Zipc. Yo

For this example we will show how to locate a certain individual by typing the name

‘Hartford,Jaekob’ in the Search for records section. Then click the Search button EI A list
matching our search displays.

D | Q choicesuatopwddnygov-Searc X | B Individuals Active Individuals - 1 X | - (m]
< C @ &) https//choicesuat.opwdd.ny.gov/main.aspx#410366414 A d 0] 1= E £

Dynamics 365 Workplace ~ | Individuals >

@ EMAILALINK |~ [ RUN REPORT = @._) EXPORT TO EXCEL | ~

—
< Active Individuals < . » D

O Full Name TABS ID Date Of Birth.. | Medicaid Nu... | Address Line .| Address Line..| Address City Address State..| Address Zipc.. h 4 C_ )
AACH ROWANDA 86452 8/30/1982 BS86452D 50228 BROE... 7563 BELLAM. PERRYSBURG NEW YORK 08012
AAMIR LAMAR 78184 9/9/1967 BE78184) 6858 EASTEN... 5528 MEDLEY... UTICA NEW YORK 14621-2823
AARONSON,RISHA 355627 5/10/2007 ED55627) 9712 BALKE a... WYNANTSKILL ~ NEW 14736
ABASUTAN C 390 4/28/1921  AK0O0330T 275 TELEPHO WEST HENRIE... NEW YORK 14588
7/14/1994 CP40273E 4058 HATOR... BUFFALO 11955 Cl ICk to Sea rCh
11/29/1998 DC23970M 7449 GLENM... FRANKFORT 13124
AIRMONTEIL 312537 9/26/2000 DH12537X 705 Hudson ... ROCHESTER 14751
ABAKPA LINDSEY 28861 8/31/1964 AS28851F 3617 FIVE MI... ALLEGANY NEW YORK 14706
1- 50 of 5000+ (0 selected) Al # A B C D E F GH I J K L MNOUPQRSTUVWXY Z W4 Pagel p
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Click on his name to open his record.

+= Search Results v

(] Full Name TABS ID Date Of Birth.. | Mec

w 338837 8/19/2001 DG3

A screen appears with his information.

Click on the down arrow next to the person’s name (Hartford,Jaekob). Row of subsection tiles will
display. Click Supporting Documents to go to that section.

& O ] =] https://choicesuat.opwdd.ny.gov/main.aspx#49571882 A
Dynamics 365 ;| Individuals > HARTFORD,JAEKOB .

y Workplace | indiduals 3 v Click here for
dropdown
box

Retired - DDP2 - De...

. Supporting Docume... CCO2-CCO Disenroll... LCED - Level of Care... Background Processes

DDP1 - Registration/... LCED Date Transmittal j SP-Individualized 5... @ Real-time Processes

DDP1s - DOPT Supp... Documentation Sub...

B A
Closed Activities
Ll | .
! 1 ‘ TABS Inguiries
@ Program Enrollments

] ccot-cco Enrolme..

DDP2 - Dev. Disabili...

DDP4 - Conf. Needs ...

ELI-Transmittals for ...

Date Of Birth 8/19/2001 Sex Male
Ethnicity Black

Phone Numb

m

]
=1
T
m
U
o
o
;
@
an
it}
1
r
f
o
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The Supporting Documents section for Hartford,Jaekob appears. Currently, there is no
Supporting Documentation for Hartford,Jaekob. To attach a new Supporting Document, click the
“‘New” button.

INDIVIDUAL : INFORMATION

HARTFORD,JAEKOB -=

@ 2 Edit| &V Refresh | @ Fag

ame File Type

Then follow the same steps as outlined in Uploading on page starting on Page 4.
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Opening a Supporting Document

Once at the Supporting Document section, click on the document to open.

INDIVIDUAL : INFORMATION

MARK,SMITH

LElf*l'a‘*-'-fl L2 Edit| &V Refresh | @ Faq

Name File Type Document Class Type

IQ Mark Smith 200066 2015 03 ) DOCH File

The following dialog box displays. Click Open.

INDIVIDUAL : INFORMATION

MARK,SMITH
[ New| 2 Eait | &% Refresn | @ Fa
Name File Type Document Class Type Subtype Size (in KB) Created By Created On
[ Mark Smith 200085 2018 03 -DOCX File Eligibility Determination Intellectual Tests The Stanford-Binst Scales " Pradeep Proddutoari 031872013 03:47:47

UDDD Showing page 1 of 1

Status Active Do you want to open or save Mark_Smith_200066_2018_03_15_Trasmittal.docx (11.4 KB) from csitechoicestest.o) ny.g *
Active Open §save |7 Cancel

Next to New button you can Edit the Supporting Document. This is only for editing the categories
selected.
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Editing the classification
If there is more than one document listed, place a checkmark by clicking inside the box that is in

front of the document. Then click the Edit button.

INDIVIDUAL : INFORMATION

HARTFORD,JAEKOB -=

] New | |2 Edit | &% Refresh | @ Fag
Name File Type

( Dartﬂ:-rcl Jaskob 1234 2022 12 21 LifePland... -DOCX File

The document you selected is now opened to the category window. All fields are now unlocked.

Start with Document Class by clicking on the down arrow and select the most appropriate
Class from the list. Once a Class is selected, the dependent field of Type will be available with
the appropriate list relative to the Class you selected. Click on the Type down arrow and make
the proper selection. Do the same for “Subtype”. Then click Save & Close

8@ choicesuat.opwdd.ny.gov/main.aspx?etn=omr_supportingdocument8id=1007e2d6-6bea-4d9d- ebd9dbf7b9d48&pagetype=entityrecord&lextrags="%..

Dynamics 365  Hartford Jaekob_123.. >

HsAvE [§'SAVE& CLOSE > EMAILALINK  [EIWORD TEMPLATES +  [¥] RUN REPORT ~ A X

SUPPORTING DOCUMENT : INFORMATION

PO
4
[}

Hartford Jaekob 1234 2022

The 'Save and Close' function does not work on this particular form, Please use the 'save’ button after making your changes, and then either click the X' or hit ALT+F4

4 General

Document Name B Hartford_Jaekob_1234_2022_12_21_LifeP 2) Type ™

ndividua 8 HARTFORD.JAEKOB File Type 8 pocx File

File Size (KB) 81
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Once the change has been made, the new classification will display.

INDIVIDUAL : INFORMATION

HARTFORD,JAEKOB =

[Fnew Loat] © Refesh| @ e

Name _ iment Class Type Subtype: Created By Created On
() Hartford Jaskeb 1234 2022 42 21 L1 RQCX File Eligibility Determination Plans Res Hab Plan 12 }13 Train123 11/0912022 16:33:02
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Linking Documents to a Form

Linking documents can be done if documents were previously uploaded that need to be linked to
a new form. Also if a form is returned, the supporting documents are no longer linked to that form.
You will need to link the supporting documents to the new form.

To link supporting documents to a form, the supporting documents would have been previously
uploaded.

Go to the Supporting Documents section of the form, by clicking on the down arrow next to
“DDP1 for ...” and then clicking on Supporting Documents

Dynamics 365 Workplace -~ | DDP1-Registration/.. > DDP1 for HARTFOR...

Common Process Sessions

Background Processes

Supporting Docume...

Activities Real-time Processes

-, o
Closed Activities
X

In the Supporting Documents section, on right side is View, click the down arrow and select
“Supporting Documents for This Individual”. Once highlighted, click.

DDP1 - REGISTRATION/MOVEMENT FORM : INFORMATION

DDP1 for HARTFORD,JAEKOB -=

\I'iew.| Supporting Documents For This Individual v|

Mew | Link To This Form | |2 £it | &% Refresh | @ Eacy

nnodine -
Supporting Documents For This Individual >
e R R R —

MName File Type Document Class Type Subtype Size (i

I:I Hartford Jaekob ... .DOGCX .. Eligibility Determination Flans Res Hab Plan 12 Train123 Train123 11/0%2022 16:33:02
All supporting documents in the Individual’s record will be displayed.
Click in the box in front of the documents that are needed to link to to the form.

DDP1 - REGISTRATION/MOVEMENT FORM : INFORMATION

DDP1 for HARTFORD,JAEKOB -=

\I'iew:| Supporting Documents For This Individual v|

Mew | Link To This Form | |2 Egit| &% Refresh | @ Faq
Name File Type Document Class Type Subtype Size (in ... Created By Created On

| Hartford Jaekob ... .DOCK .. 12 Anne Swartwout 11/09/2022 16:29:53

artford Jaskob ...  .DOCX ... Eligibility Determination Plans Res Hab Plan 12 Train123 Train123 11/08/2022 16:33:02
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Click “Link To This Form.”

—

E New | Link To This Form | |-% Edit| &% Refresh | @ FAQ

Hame File Type Document Class Type Subtype Si

The following message will display, if your selection(s) are appropriate click OK.

An embedded page at csitechoicesuat.opwdd.ny.gov says

Are you sure you want to link the 1 selected document(s) to this form?

Now return the View back to the View ...For This Form

Supporting Documents For This Form
Supporting Docurnents For This Individual

Cr'Suppurting Documents For This Form

i 03182015 13:05:51

ri 0182015 09:03:35

The documents that you selected will show here if they were successfully linked to the form.

If you need additional documents linked to the form that have not been uploaded yet, You can
upload another document(s) via the New button process.

There is also an “Unlink from this Form”, which will function the same to remove a document from
a form. The “Unlink” function will not delete the supporting document from the Individual’s record;
only remove it from the form.

A
E Nen@rﬂink From This Fn;! Edit| ¥ Refresh | @ Faq
TTeEe—

Name File Type Document Clazs

11/9/2022 15



