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DDP4 – Conf. Needs Identification  

The DDP4 provides information to the NYS Office For People With Developmental 
Disabilities (OPWDD) which is used for planning.  It helps to identify services 
needed for persons with developmental disabilities, whether these persons are 
receiving services from OPWDD or not. 

 

Create New DDP4 (Form) 

To create a new DDP4 we will start in the Workplace section under People, click the 

“Individuals” link: 

 

  

 

 

 

 

 

 

 

 

The Individuals section displays everyone that is known to TABS and in a Program in 

your Agency. 

In the Individuals section you can search by name either in the record search field in the 

upper right portion of the screen, or you can narrow the search down by clicking a letter 

at the bottom. 
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For this example, we‟ll use Mary Fletcher; type the name „Fletcher‟ in the record search 

field.  Then click the Start Search button.  

A list matching our search displays. 

To start a DDP4 for „Mary Fletcher‟, click her name to open Mary‟s record. 

 

 

Mary‟s record displays with her information pulled directly from TABS. 

To start a new DDP4, click the DDP4 link in the left column under Common. 
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The DDP4 section for Mary Fletcher displays. 

Currently, there are no DDP4s for Mary Fletcher.  To start a new DDP4 click the Add 

New DDP4 – Conf. Needs Identification link in the upper left portion on the ribbon. 

 

 

This will open a new DDP4 for Mary Fletcher. 
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Moving through the DDP4 

There are different links under the “Information” section in the left margin of the DDP4 
screen; clicking each link will bring you to a different section within the DDP4.  

NOTE:  Not all sections are available to be completed.  Disabilities and Other 
Demographic is grayed out, since the purpose of this form is NOT to modify that 
information.  (Use a DDP1 if necessary to modify those items) 

To move from Individual Information to Unmet Needs section, click the Unmet 
Needs link. 

 

Or you can use the scroll bar on the right side to move down the form. 
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Completing the DDP4  

Complete all required (*) fields and any other information known. (Required is noted by 
a red asterisk) 

Throughout the DDP4 there are different fields, radio buttons and dropdown lists that 
may need to be completed. 

To enter information into a field such as, Age of Primary Care Giver, simply type the 
information into the field. 

              

To fill in a radio button selection simply click inside the circle of „Yes‟ or “No‟. 

 

 

To enter information into a field with a dropdown list click the dropdown arrow and 
select a choice from the list by clicking on that item. 

 

 

 

 

NOTE:  All unmet needs can be filed on one DDP4 form per agency. 
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Submission Information  

 

Agency Reporting Need, automatically populates according to the user completing the 
form. 

Select which, DDSO*, this requests needs to be submitted to for processing.  (Only 

DDSOs your agency works with will be displayed in the Look Up record.) 

If you choose to include a “TABS Program Code” you can, but it is NOT a required field. 

 

The next section, Information Provided By, gives three options for signing the new 
DDP4. 

1) The default option is the Portal User.  If the individual has a Portal User listed on 
their record within CHOICES, you can use the Look Up at the end of Individual 
or Family Member field to select the Portal User. 

2) Individual or Family Member signed a paper acknowledging this document, 
check the box and additional required fields display.   See Page 8. 

3) Does Individual or Family Member choose not to sign. (If this option is used, 
please call DDSO contact prior to submission) 

 

1) Portal User Option: 

Choose the appropriate Individual or Family Member by clicking on the Find icon.  

NOTE:  This person must be added as a Portal User prior to completing the form. (See 
Step By Step, Creating a Portal User for more information) 
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Click the Find icon 

 

 

A lookup window displays with a list of Portal User assigned to the Individual, which you 

can select to sign the form electronically.              

 

Example of clicking the Find icon and getting a pop up displaying options: 

 

 

Select the user from the list and then click the OK button. 
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The Portal User‟s name appears in the Individual or Family Member field, along with 
the Phone Number and Name of Individual or Family Member. 

 

 

The Relationship to Individual becomes a required field.  Make the appropriate 
selection. 

Select the relationship to the individual by clicking the dropdown arrow for that field and 
selecting a choice from the list. 

 

 

The Send Form to CHOICES Portal? field also becomes active.  Select “Yes” or the 
Portal User will not receive a copy to electronically sign. 

 

A DDP4 with the Portal option selected can only be saved and not submitted at this 
time.  By “Saving” the form, CHOICES sends an auto generated email to the Portal 
User informing them a form needs to be signed, go to the Portal and sign the form. 

Once the form is signed electronically, the Agency/DDSO user who created the form will 
receive an email notifying them that the DDP4 for TABS ID XXX, has been signed. 

The DDP4 can now be submitted by the Agency/DDSO user. 
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2) Individual or Family Member signed a paper copy of the DDP4: 

 

To indicate that the Individual or Family Member signed a paper copy of the DDP4, click 
the check box for that selection. 

  

 

Once this option is selected, the Phone Number, Date Signed and Name of 
Individual or Family Member become required fields that you must complete. 

 

 

If the Individual or Family Member signs a paper copy of the completed DDP4, you must 
scan and upload the paper copy to the DDP4 to be submitted as a Supporting 
Document.   (See Supporting Documents on how to Upload) 

 

3) Individual or Family Member chose not to sign (not recommended, contact DDSO): 

To indicate that the Family Member or Individual chose not to sign, you would simply 
click the Yes radio button. 
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Saving, Printing and Submitting the DDP4 

On the ribbon, in the upper left-hand corner of the form, you will find a Save, Save and 
Close and Save & New button. 

 

 

            Saves the current DDP4 and keeps it open. 

 

                          

 Saves the current DDP4 and closes it.  You can return at a later time to 

complete or modify. 

                           

                      Saves the current DDP4 and opens a new DDP4. 

 

In the next tab “Form Actions” you will find the Submit button. 

 

              Submits the DDP4 to the DDSO 
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Once the DDP4 is saved, two more buttons will be activated in the “Form Actions” 

tab; View PDF and Copy. 

First View PDF: 

 

Click View PDF, to open a PDF version of the DDP4 for viewing and printing.   

 

 

 

 

 

 

 

 

 

 

 

Click the larger ‘X’ in the upper right-hand corner to close the PDF.  

The smaller, X, only closes the PDF and not the Adobe window. 
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The second is Copy: 

This will create an exact copy of the existing form with all saved information. 

 

 

 When the DDP4 is ready for submission, click the Submit Form button. 

NOTE:  Be sure any and all Supporting Documents have been uploaded prior to 

“Submit” 
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 An electronic “Signature Form” box will display.  Please read the information, and then 

click the box noting “By checking this box you agree to the above.”  

Then enter your password and click Submit: 

 

NOTE:  Whenever you submit or process forms that require a signature, the electronic 
Signature Form box will automatically display.  By clicking in the box before the 
statement and then putting in your password, you are attesting to signing the form. 

TIP: If you are missing any required fields you will receive an error message. 

Once you click submit you will get the pop-up box below.  If you are sure that you want 
to Submit the form, click OK. 

 

 

The form is now signed and submitted.  On the Individual Screen, you can see that this 
DDP4 has been Submitted. 
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Accessing a Submitted or Saved DDP4 

1. Click on DDP4, under Forms in the Workplace column, to review the list of all 

forms for your agency: 

      

The content pane will display any saved or submitted DDP4s forms that have not yet 

been processed: 

 

You can see the status of two of the DDP4s is “Saved.”  This means that these DDP4s 

have been saved but not submitted.  Six of the DDP4s have been “Submitted”, but not 

yet processed in CHOICES.  The View is set to Active. 

If the view is changed to Inactive DDP4 using the dropdown arrow, you will be able to 

view any DDP4 that was submitted and processed into TABS. 
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2. At the Individual‟s record, all forms pertaining to that Individual, no matter the 

status are listed within the form section. 

 

 

 

 

 

 

 

 

 

 

NOTE: 

When working on a DDP4, you can Save what you have completed and come back 

to it at a later date.  To find it, access the individual‟s record, click on the DDP4 

section link and then click the appropriate DDP4. 

 

   


