Navigation & Terminology
This section will familiarize the user on the methods used to navigate through the CHOICES System.
Sign In
To Sign into CHOICES, either use the following URL:
https://choices.opwdd.ny.gov

Or, Sign In, at the OPWDD website, http://www.opwdd.ny.gov , Login, CHOICES
A realm page will display, select the appropriate option, Voluntary agencies will select Non OPWDD...

Then click “Continue to Sign In”

;\&-\“’m"’i NYS Office For People With Developmental Disabilities

‘w' Putting People First

The site that you are accessing requires you to sign in. Select your organization from the following list.

‘Non OPWDD Employees j

Continue to Sign In

|
‘ 3

Please read the Affirmation and then enter your user name and password, then click the Sign In

", NYS Office For People With Developmental Disabilities

&' Putting People First

CHOICES User Affirmation

1am authorized by my agency Director to use the OPWDD Secure Applications. I understand
that OPWDD Secure Applications contains confidential information that identifies or tends to
identify individuals receiving or seeking services through OPWDD and provider agencies and
information pertaining to the individuals' care and treatment.

1 am familiar with the privacy and security requirements of New York State Mental Hygiene
Law, the federal HIPAA Privacy Rule (Health Insurance Portability and Accountability Act of
1996) and HITECH (Health Information Technology for Economic and Clinical Health) and agree
to safeguard the confidential information I am authorized to access through OPWDD Secure
Applications in compliance with such laws. I agree to safeguard my User ID and not to share it
with anyone else. I agree to access only confidential information minimally necessary to
perform my assigned duties and to disclose such information only to persons authorized to
receive it.

1 understand that the OPWDD Secure Applications tracks all users who access information
through the system and enables discovery of unauthorized access to confidential information. I
understand that the impermissible use or disclosure of the confidential information I access
through OPWDD Secure Applications could subject me to appropriate disciplinary action, as
well as civil and criminal penalties, including fines.

By clicking "Sign In", I affirm the statement above.

Type your user name and password.

User name: \ \

Password: \ \

[Signn
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If successful, you will be brought to the Dashboards screen for CHOICES.

There is an option to change your default pane. Please see the Step by Step, View User Profile.

@ The Workplace Menu or navigation column is how to move around inside the application

E Dashboards

=E

Save New Edit
As

Delete

Dashboard Management

ig’

Set As

)

Share ussgn Re’resh Advanced

Default  Dashboard

Action Query

OPWDD - CHOICES

©

@

-

Workplace o G-

al

4 My Work —
j Announcements
24 Dashboards
j Reports

4 People
8 ndwiduals
(84 Portal Users
& st

4 Agencies
& rgencies
m Program Codes
=& DDSOs

4 Forms
[Z) opP1-Registration/Mo...
&) pop2-Dev. Disabilitis...
{Z) Retired - DDP2 - Dev...
[ oppa-cont. Needs Ide...
[F) msc1-appL-Application...

Dashboard: A

@ Msc2-cHNG-Change...
(@) Msc3-wiTH-withdrawa... —
(@ MsCS-MSCA-MSC Agr..
[Z) MSCE-TRN-MSC's Trai...
(&) Msc7-scor-sc obser...

4 Workplace

[ Msco-scap-MSC Adtivi. |7

tcDachh

j Welcome

4
d

-

. 3 Individuals: Active Individuals ~

Welcome to 2011 version of the CHOICES Application!

1f you encounter a bug, please send email to the IMS Help
Desk with "CT" at the beginning of the Subject line:

To: Help.Desk@opwdd.ny.gov
Subject: CT

Please include the following in your e-mail to the Help Desk:

Your Test ID

Your role;

Date and Time of Bug:

IE Version:

TABS ID of Individual:

Name of Individual:

Form or functionality with problem:
Exact error message:

Steps to recreate problem:

Attach a screenshot showing the problem:

j Code Migrations

Full Name ~

I— £ AoamsarrL
™ § apamspavo

™ § awsanesesiL

[~ § ALBANESEMARY

[~ § ALBANESERICHARD
™ § AsanesesTeve

™ £ ABANESETIMOTHY
[~ § ANDERSONZOE

[~ § ANZALONE CHRISTINE J
™ 8§ anzaonepavios
r 8 ANZALONE,DONNA J
K|

1 - 11 of 385 (0 selected)

TABS ID
104016
46620
3258
S722
8105
3614
7082
199799
35303
8920
159478

Search for yel

Date Of Bith &

7/27/1961
11/12/1973
2/9/1952
9/22/1940
10/15/1957
5/18/1938
10/28/1969
3/31/1966
9/25/1952
1/31/1927
10/20/1984
o

4 4 page1 D

Al # ABCDEFGHIJKLMNOPQRSTUVWXYZ

N

The content pane displays whatever folder you have highlighted in the Workplace Menu

@ Ribbon which contains all the actions necessary for the section selected in Workplace

@ Display of the user signed on to the system and the Sign Out Area.

Note:

staff and the role you have within CHOICES.

©

Items displayed in the Workplace column are based on whether you are an Agency or DDSO

When finished working in CHOICES, please be sure to disconnect by using the Sign

Out.
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Navigation

To move to (or display) another folder, place your cursor over the selected folder and click.

In this example, we are moving from the Dashboards folder to the Individuals folder.

Dashboards
—————
@@l (@ .ITI' . | [e@ | o
7 [-*]
Me

Save W Edit Delete  Set As Share Assign  Refres
As Default  Dashboard All

Dashboard Management Action

Workplace G G-
Dashboard: Announcemen
4 My Work
j.ﬂ\nnouncements
ﬂ Dashboards

@] Reports | Welcome
4 People Welcome to 2011 ver:
Ij Individyals | }| If you encounter a bu
i o Heln hesk o

As you navigate to another folder (section), the ribbon will change to display the correct functions
available for that particular folder. Please note the difference in the ribbons in the Dashboards
section above and the Individuals below.

oPW
Individuals View Charts
e
| Share ‘aB fx» Export to Excel .
. @ & '
43 Copy a Link . - < W Filter
o ] . Run Start Run Advanced
‘fg| E-mail a Link . Workflow Dialog Report - Find
Collaborate Process Data
Workplace G} 5 Individuals: Active Individuals ~
4 - |
L ™ | Full Name TABS ID
J Announcements [ g ADAMS,APRIL 104016
24 Dashboards
~ £ ApamsDavD 46620
l:l Reports
£ ABANESEBIL 3258
4 People =
E Individuals g ALBANESE,MARY 3722
’_ ﬂ AlDARICCC DT IADI vk al=d

For the folder, Individuals, we rarely use any of the ribbon buttons.
The Individuals section displays everyone that is known to TABS and served by the agency.

DDSO Individuals section, will have all Individuals known to TABS.
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Selection of a Record

To find a specific Individual:

In the box to the right, above the list of Individuals, type the last name, or last and first name of the
Individual using a comma and no spaces, click the Enter key or click the Find icon 0

(In the graphic below, the search box is highlighted in red)

E Individuals

OPWDD - CHOICES

J Share ' Ix? Export to Excel ﬂ
\v) =1 I
43 Copy a Link . -’  Filter
: Star Advanced
-_,] E-mail a Link . Find
Co \abuu'._k Data
Workplace G L Individuals: Search Results + ' spiak I(
2 -
4 My Work ™ | Full Name TABS ID Date Of Birth Medicaid Number | Address Line 1 Address Line 2 City e <
j SHotncements & seaxent 127308 10/20/1970 5402 MULFORD §... CORTLAND ab
24 Dashboards
(=] Reports ™ § spakcar 18772 5/21/1944 AS58233X £.0. BOX 157 HIGH STREET CASTORLAND g
A ™ § spakessica 189414 7/24/1961 1099 STARR ROAD CORTLAND 7
ple 3
8 individuals ™ § seaxkevin 75001 10/8/1967 SA32145H BROOKLYN e
83 Portal Users ™ § seiaxsusan 120185 2/7/1952 8289 QUEEN LEA.. 838 LYRA GRANGE  CORTLAND ;
E Staff 2
=z

From the list of Individuals displayed by last name, click on the correct Individual’s name to open their
record...

e L R [RLT IR [ELTIOT]

G} | G-

Workplace

Individuals: Search Results ~
4
My Work ™ | Full Name | TABSID
= Announcements
_ £ SsPAKBIL 127308
[ Dashboards
Iﬂ Reports B g SPIAK, CARL 15772
B g SPIAK, JESSICA 159414
4 People
£ Individuals 73001
G5 Portal Users 120135
£ starr
Or you can search by clicking the first letter of the last name at the bottom of the screen
e Forms [ X ALBANESE TIMOTHY 7082 10/28/1969 BV29401M 37 [CVVDALE PARK  10/1/95 CORTLAND
2] DDP1-Registration/Mo... ™ & anpersonzoE 199799 3/31/1966
[5) pop2-Dev. Disabiliies.. [~ £ ANZALONE CHRISTINE J 35302 9/25/1952 AH15691P 2583 WOLREMO... 2208 PENCEE STS.. DRYDEN
B Retired - DDP2 - De... I § ANZALONEDAVID ) 8920 1/31/1927 7568 MELBA NAY.. 5298 OAKCREST ..  CORTLAND
[Z) DDPa-Conf. Needs Ide...
o I~ § anzaloneDonNa 150478 10/20/1984 8980 CEMETERY .. 2455 LAKEWOOD.. MOHAWK
[Z) msc1-appL-application..
B Msc2-CHNG-Change... ™ £ anzalongNick ) 159331 11/5/1969 5669 BARRINGER K MARATHON
B MSC3-WITH-Withdrawa... ™ & anzaloneowen 138479 12/27/1969 WEB9736X 549 82ND STREE.. BROOKLYN
2] mscs-msca-msc Agr.. & aeeeswL 8091 3/24/1961 BQOOD25C 32 JEWETT AVEN.. CORTLAND
() MS06-TRN-MSC's Trai.. ™ § areecare 6061 9/13/1950 AH37813X 2-4 ACADEMY 5T... MCGRAW
£ MSC7-SCOR-SC Obser.. & speiexevin 5719 10/13/1943 3763 RAINY SCH.. 3436 AMBER lane  MC GRAW
Bl Msco-scap-MsC Activi..
- £ appLENANCY 174633 10/11/1951
2 msc1o-Msc-Medicaid...
B MSC108-MSC-Medicai I~ & appEsTEVE 8509 6/23/1957 8843 IRENE M 7528 CALYER GE..  CORTLAND
a 15P-Individualized Servi. [ Q ARROYO GRFTCHEMN R4RQ 12/15/19A3 13N1 Al RFRRAARI A34A Al RFRMAR CORTI AND A
“ >
[Z] LCED-ICF/MR-Level of...
1 - 50 of 385 (0 selected) Page 1 b
(4] Workplace Al # A B C D E F 1 J K MM P Q@ R s T U Vv W X Yy I
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Once the Individual’s record is opened, move to any of the sections (folders) by placing your cursor to
highlight, and then click.

In this example, we moved to Kevin’s DDP1 section (Graphic below)

Individual choicestestl

i Sharing - -~ =3 i
(¥ copy a Link o s

} Run Start Run
ﬁ E-mail a Link Workflow Dialog Report~

Collaborate Process Data
Information Individual Individuals v| i | 1
General vy SPIAK,KEVIN

Additional Information

Motes

~ General
e Individual Information
AT Last Name * |5p|;}: First Mame * |}:E-_-||g
[% Activities Middle Initial I Full Mame ISP|;I:_|<E','||!
[ Closed Activities .
D Supporting Documents Date Of Birth Il-j B/1967 i w Sex IMaIE ;I

\ - TABS Inguiries Ethnicity [Hispanic =

g :;:L::e;signments Phone Number | Cell Phone Number |
\L&. Program Enraollments Email |
DDFL - Registration/M...
Retired - DDF2 - Dev. D...
DDP2 - Dev. Disabilities...
DDP4 - Conf. Needs Id...
MSCL-APPL-Applicatio... TABSID |?5-:.-;.1
MSC2-CHNG-Change ...
MSE-WITH-Withdraw...

Social Security
Mumber

Medicaid Number |S;32145H

Medicare Number |

D [ [ [ [ D

Address Information

An example of a Section ribbon

All the Form Sections’ ribbons are the same.

Other sections have specific functions available as needed.

OPWDD - CHOICES Test/M031 TestyM031 &
DDP1 - Registration/Movement Form | choicestestl &
= ki Share < A w = pus . 5 ?_‘
= % Copy aLink Y A = “ 0 v > x
Add New DDP1 - Registration/Movement Filter Set As Default Chart  Help On This Run Start Run  Export DDP1 - Registration/Movement
Form 2| E-mail a Link View Pane « Page Workflow Dialog Report~ Form
Records Collaborate Current View View Help Process Data
Information E@ Individual Individuals .] 2 ‘\ Y
'; General 4 SPIAK,KEVIN
[ Additional Information
“ Notes |) DDP1 - Registration/Movement Form: DDP1 Associated View ~ search for L
[ Name ~ Created By Agency Name Add TABS Progra..| Remove TABS Pr.. | Approved Effectiv., Form stal®
Ralased 5 J DDP1 for SPIAK,KEVIN TestUMO31 Test/MO ). M. MURRAY CEN' 4057 WEST ROAD - Submitted
4 Common [~ @ DoP1 for SPIAK KEVIN Test/MO31 TestMO ). M. MURRAY CEN'  BROOKLYN SW.AT 7/2/2012 Returned
(5 Activities I .J DDP1 for SPIAK KEVIN Test/MO31 Test/MO  J. M. MURRAY CEN'  CARL FENICHEL PRE 7/5/2012 Approved
LE) Closed Activities
[1) supporting Documents
d) TABS Inquiries
84 portal Users
a Caseload Assignments
_& Program Enroliments
[JJ DDP1 - Registration/Mov...
[Z) Retired - DDP2 - Dev. Dis...
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The “Add New...Form” is on the left side of the ribbon. (On the graphic, highlighted in red)

List Tools OPWDD - CHOICES TestIM031 TestiM031 &
Individual DDP1 - Registration/Movement Form choicestestl &
1 Share e 3
E ) i W o o = &
- #| Copy a Link : 7l - = Slx
Add New DDP1 - Registration/Movement Filter Set As Default  Chart Help On This Run Start Run  Export DDP1 - Registration/Movement
Form =1 E-mail a Link View Pane - Page Workflow Dialog  Report « Form
Records Collaborate Current View Wiew Help Process Data

In the example of the DDP1 section, hover over the button to highlight, then click the button and a
new form will display.

u |
==
E = |

Add Mew DDP1 - Fiegistratian,-’Mctg:ament
Form

Records

An example of a Form ribbon

@ ‘E DDP1 - Registration/Movement Form Form Actions

OPWDD - CHOICES

I} save & New [l Sharing - ¥ \
nl l‘r_é < 8 o
IT3 copy a Link . -
Save  Save & ) Run Start Run Help On This
Close @ E-mail a Link Workflow Dialog Report = Page
Save Collaborate Process Data Help

The first tab, A, on the ribbon has the Save functions, Sharing function, if your role allows you to share
a form you created, Help on this Page, the other buttons’ functions are non existent

The second tab, B, has the Actions possible for the form, Submit, Copy, View PDF... For DDSO
staff, also, Process Form, Return...

© ©0

The third tab, C, has duplicate functions from the first 2 tabs and some general actions, this tab is rarely
used in conjunction with the forms.

NOTE: Depending on your role, the different Form Actions buttons will be available.
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OPWDD - CHOICES

E DDP1 on_frvlo-.-'ement Form Form Actions

I B B

Submit Register  View Copy | Return Process

Form PDF Form
m Form Actions % O\
—

Once the form is saved, you will be able to view and use the View PDF and Copy buttons.

@ Submit form to DDSO
Create a PDF version of the form for viewing and printing

@ Copy forward to create an editable copy of an existing form

Icons

OPWDD - CHOICES
1SP-Individualized Service Plan View Charts

j 3ad Share o) é. Fx» Export to Excel ?a Ig
= {3 Copyalink . = b W Filter

New . i Run Start Run Advanced Help On This
ﬁ‘j E-mail a Link » Workflow Dialog Report » Find Page
Records Collaborate Process Data Help
Workplace G 2~ | ISP Individualized Service Plan: Active ISP ~
P -
People I— Name ISP type ISP Date Review Date
Individual .
§ maviduals [~ [3 15P for RANOUS FRANK New/Tnitial 7/9/2012
&5 Portal Users .
g Staff I ,j ISP for BORDEN,LIZZY MNewyInitial 7/17/2012
2l
. [v' ] ISP for SPIAKKEVIN New/Initial 8/1/2012
4 Agencies
4. Agencies
m Program Codes
& DDs0s
4 Forms
[2) DDP1-Registration/Mo...
:] DDP2-Dev. Disabilities... L\\,

|Z) Retired - DDP2 - Dev...

|Z) DDPa-Conf. Meeds Ide..
[2) mMsc1-appL-application..
2 Msc2-CHNG-Change...

B MSc3-WITH-Withdrawa...
B mscs-Msca-MSC Agr...
[2) Mscs-TRN-MSCs Trai...
[5) MsC7-SCOR-SC Obser...
5 msco-scap-vsc Activi..
3 Msc10-Msc-Medicaid...
[5) mscioe-msc-Medicai..
[:] I5P-Individualized Servi...

1
2] LCEDACF/MR-Level of.. |+

1 -3 of 3 (1 selected)

.';JWorkplaoe Al # A B C D E F G H 1 J K L M N O P @Q

When in the Forms list, in the Workplace, the ribbon has buttons available to allow user to navigate
through the list to a specific record or to create a New form. Example above, is the ISP list for the
whole agency.
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File, New, is to create a New Record for an Individual NOT known to your agency

=

MNew

Recorcl&

. Share, is to share the selected record, such as an ISP, with other
s Share | | CHOICES users.

Displays a list of the pages you recently looked up

L de
HPTEcentl}r viewed pages and views (Ctrl+Shift+7

7 Returns user to the Dashboards (Home) Page

[

|G|:- to your Home page

Other icons have no function for CHOICES at this time.

Navigating to other sections

Agencies

In the Agencies section you can find information about Agencies, Program Codes and DDSOs.
Place your cursor to highlight the section and click. Select a record by clicking on the name of the
record to open.

Agencies Wiew Charts
53 CopyaLink . %% fx# Export to Excel [ﬁ @
. %)
] E-mail a Link = ; ¥ Filter

Run Start Run Advanced Help On This
Waorkflow Dialog Report« Find Page

Collaborate Process Data Help

Workplace faf | 3~ Agencies: Active Agencies ~

“ M},:I:Work - | Agency Mame | Agency Code
BRREREE S [ =& ADVOCATES FOR SERVICES 79420
i
i Dashboards [~ = AGENCY OME NAME 12111
|;“] Reports
[~ = AGENCY TWO NAME 12112
4 People
£ Individuals [ 4 _acy 21910
&r% Portal Users [ =} AGY2 23456
& staff & AGY2 22222
4 Agencies [~ = ALBANY CO. NYSARC, INC. 71330
o pgencies [~ = ALLEGANY CO. NYSARC, INC, 57920
[{] Program Codes [ =& ALLEGANY REGIOMAL DEVELOPMENT CORP. A7440
=} DDSOs [ = AR23 TESTING BUG 66778
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Once any record is open, there is a left hand column, similar to the Workplace on the main page.
This left hand column displays the sections of the opened record.

Highlight and click on any section, to move to that section.

N o

@Copya Link i%

| & 2
5] E-mail a Link

Run Start Run Help On This

Workflow Dialog Report« Fage
Collaborate Process Data Help
@ Information |: Agency
t General “~ ALBANY CO. NYSARC, INC.
Motes
¥ General
Related
Agency Name * | Agency Code
e 4 Common ) -
IL:T Addivities Is this a DD507 (= ' DDs0
N L
Ly Closed Activities T Sector

i) TABS Inquiries

[0 Program Codes Address Line 1 Address Line 2

M5C 10B-M3C-Medicai...

City | State
4 Processes 7i c ty
i oun
6{; Workflows P |
Telephone Number | Fax
Contact | Email

The Information section, General is the main page of the open record, Notes if necessary or
allowed on the type of record will be displayed

®)

Common refers to any Tasks available with the opened record. But, Activities, and Closed Activates,
have no functionality for the basic user at this time.

0 ©

Processes is a system function and not available to the basic user
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How to Search for a Record (Returned Forms see P.14)

Records are located in the Individuals folder, and, on the Forms list in the Forms section.

Individuals

To look up a record for a particular Individual, go to the Individuals section and search by name, click
on the correct name to open the record.

Workplace @& | 52~ || Individuals: Active Individuals ~ [ spial

o = ™ Full Name TABS ID | Date of girth | Medicaid Number | Address Line 1 Address Line 2 City @
i_' 'gr;::::;::m 8 apamsapr 104016 7/27/1961 DIR4SO9L 4844 CELESTE AL.. BROOKLYN || il
% Reports ™ § ADAMSDAVID 16620 11/12/1973  CJ89598W 168 THOMPKINS . CORTLAND g

 Peonle ™ § aBanesesL 3258 2/9/1952  ATIESTIR 5958 OLD ONEID.. LINE 2 OF STREET.. ROME %
spm e [ § aBanesEmMary 5722 9/22/1940  AGA4438Z 47 LENNEX DOW... CORTLAND 8
(85 Portal Users [~ £ ABANESERICHARD 8105 10/15/1957 2190 WALTERS L. CORTLAND g
& st ™ § ABANESESTEVE 3614 5/18/1938 2711 NOMTGOM... CORTLAND g

) firrse ™ § asanessTIMOTHY 7082 10/26/1969  BV29401M 37 LEVYDALE PARK  10/195 CORTLAND 5

Once the record is open, all the Form sections, which your role allows you to see, will be displayed in
the left hand column. Click to open any section, and all forms your agency created, will be displayed.

/& Individual: SPLAK KEVIN - Microsoft Dynamics CRM - Windews Intemnet Explorer provided by New York State OPWDD ;IEIE
OPWDD - CHOICES Test/MO31 Test/Mo31 &
Individual choicestestl ¢
s Sharing ~

!((444(

)
d‘_ﬁ Copy a Link
Run Start Run

Ei E-mail a Link Workflow Dialog Report -

Collaborate Process Data
Information () individal Indlviduals v |8
- General . SPIAK,KEVIN
Additional Information
| -
[eike ~ General

Individual Information

Related

i Comron - Last Name * | First Name * |
A Activities Middle Initial | Full Name |
LFB Closed Activities .
[ ] supporting Documents it O | RS Sex | Male J
L) TAES Inquiries Ethnicity | Hispanic J
84 portal Users

. Ph Numb Cell Ph Numb
& Caseload Assignments one Humber | &l Fhone Rumber |
& Program Enrollments Email |
[Z) DDP1 - Registration/M...
aj Retired - DDP2 - Dev. Social Security Number | Medicaid Number |
[Z) DDP2 - Dev. Disabilitie... Medicare Number |
2] DDP4 - Conf. Needs Id... |
TABS ID

2 Msc1-appL-applicatio... -
[ msca-cHNG-Change ...
B Msca-wTH-withdraw... [+ | | Status Active

€& Local intranet | Protected Mode: Off v | H15% ¥
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Forms

Use the Forms section to search for a particular form.

There are multiple /ews of each Form’s list.

Active will display only those forms with an Active Status. For an agency, on the DDP1 example,

that will be Saved and Submitted, meaning they are not finalized. And other forms may have
additional Active Status, e.g. the ISP will have “In Process”.

OPWDD - CHOICES
DDP1 - Registration/Movement Form View Charts
j 1 Share Vo) E“ [x» Export to Excel ﬂ @
=l (33 Copyalink . - BB 7 rirer '
Mew ) Run Start Run Advanced Help On This
fﬂ E-mail a Link .  Workflow Dialog Report« Find Page

Records Collaborate Process Data Help

Workplace &3 | G2~ || ppp1- Registration/Movement Form: @)

4 My Work “ ™ | Name System Views | add Tal
fﬂ 2:2:;2;er:;nts [~ &) DDP1 for ALBANESE,BILL Active DDP1 N 4057 W
:_'i — [~ [£] DDP1 for ALBANESE,BILL Inactive DDP1 . N BROOK

+ Poose [~ [&] DDP1 for ALBANESE,BILL Returned DDP1s submitted by me N CARL Fg
splndividuals [~ &) DDP1 for DOYLE MICHAEL P Create Personal View N
8 Portal Users [~ 2] DDP1 for SPIAK KEVIN Test)MO31 TestIMO  J. M. MURRAY CEN' J M MU
& star [~ 5] DDP1 for SPIAK KEVIN TestJMO31 TestJMO  J. M. MURRAY CEN 4057 W

4 Agencies [ _L| DDP1 for Sam, Sammy TestCAYO041 TestCA  CAYUGA CO. NYSAF
- Agencies
]:l Program Codes
=& DDsOs

4 Forms
[) DDP1-Registration/Mo...

[£) pop2-Dev. Disabilities...
[Z) Retired - DDP2 - Dev...

In the Active View, of any form list, you can search for all forms, of that type, for a particular
Individual.

In this example | am searching for only Doyle’s DDP1s.

Workplace G | B2~ || DDP1 - Registration/Movement Form: Active DDP1 « [oyiel )

“ MyﬂNork = |— Name Created By Agency Mame Add TABS Progra.., Remove TABS Pr... Appr@
fﬂ 222:;2;::““ I j DDP1 for ALBANESEBILL TestJMO31 TestIMO  J. M. MURRAY CEN 4057 WEST ROAD, | ih
j Reports r J DDP1 for ALBANESE,BILL TestUMO31 TestJMO ). M. MURRAY CEN'  BROOKLYN SW.AT %

4 Peaple [ _Ll DDP1 for ALBANESE,BILL TestIMO31 TestIMO  J. M. MURRAY CEN"  CARL FENICHEL PRE ;
gplﬂd\\’\dua\s - _L' DDP1 for DOYLE,MICHAEL P TestUMO20 TestJMO ). M. MURRAY CEN E
84 Portal Users [ _L, DDP1 for SPIAK, KEVIN TestIMO31 TestMO  J. M. MURRAY CEN" J M MURRAY CENT 2.
E Staff [ _Ll DDP1 for SPIAK,KEVIN TestIMO31 TestIMO  J. M. MURRAY CEN" 4057 WEST ROAD - g

4 Agencies [ [E oDP1 for Sam, Sammy TestCAY041 TestCA CAYUGA CO. NYSAF g
— Lz

NOTE: If the Individual is known to your agency, use the Individual’s record to search for any forms.
All forms created for an Individual reside on their record and copy over to the Forms list.
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Displayed are the Search Results:

-

4 My Work ' Mame
| ™ [ DOP1 for DOYLE MICHAEL P
22 Dashboards
|*] Rreports

4 People
8 individuals
83 Portal Users
E Staff

4 Agencies
4 pgencies
[:| Program Codes
= DDsOs

4 Forms
J DDP1-Registration/Mo...

Workplace Gy | G2~ | pop1- Registration/Movement Form: Search Results

Created By Agency Name
TestUMOZ0 TestIMO ). M. MURRAY CEN'

Doyle

Add TABS Progra..| Remove TABS Pr.. | Approvi

] § ieahilifies

Search for Forms created by a Particular User

This is a more common search, to find all the forms, such as DDP1s, you may have been working on.

The columns have heading buttons and each allows the user to sort the information by that field.
Hover over the button to highlight and then click.

In this example, all the DDP1s are now sorted accordingly and grouped by the user who created the

forms.

e

| mName

[ _Ll DDP1 for ALBAMNESE,BILL
[~ 2] DODP1 for ALEANESE BILL
[ |] DDP1 for ALBANESE BILL

— 15

DDP1 - Registration/Movement Form: Active DDP1 ~

Created By

TestIMO31 T %"‘ =
& & Sort by Created By

TestIMO31 TestiM0 1 M. MURRAY CE
TestIMO31 TestiM0 ). M. MURRAY CE

Agency Mame
ALon Ay CE

NOTE: Each search described above can be done for all Forms, sorted by any of the columns and

done for any of the Views.
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Inactive
Inactive will display only those forms with an Inactive Status.

At the appropriate Forms list, change the View by hovering over the Active View to display other
Views available for that list.

In this example we are using, MSC1.

Workplace @} | 52~ || msci-APPL-Application For MSC:| Active MSC1 ~ .
R = | MName al
j:- Ay e e ey £

Highlight the Inactive MSC1, or whichever list you are searching, and then click to display the all the
Inactive forms.

Workplace @ | 5#~ | Msc1-APPL-Application For MSC:| Inactive MSC1 ~

-

4 My.Wcrk | Name System Views m Code

{ t iv
&l Announcements ™ [£) msct for BORDEN,LIZZY Adtive MSC1 Y CENTER IN

= Dashboards z
EA Reports [~ [E] MSC1 for CARLISLE MATTHEW M Inactive MSC1 s ¥ CENTER IN

MSC1 Copied Inactive MSC1 ¥ CENTER IN
4 People

a Individuals
85 Portal Users
& staf

4 Agencies
4 Agencies
m Program Codes
=& DDSOs

4 Forms
[Z) ppP1-Registration/Mo...
[Z] DDP2-Dev. Disabilities...
[5) Retired - DDP2 - Dev...
[Z) DDP4-Conf. Needs Ide..
[5] Msci-appL-application...

[~ [] Msc1 for SPIAK KEVIN
[~ [E] MSC1 for SPIAK KEVIN Create Personal View ¥ CENTER IN

Remember you can sort any list, by any column, by clicking on the column’s heading button.

MSC1-APPL-Application For MSC: Inactive MSC1 ~ [ search for records o)
TABS ID TABS Program Code Vendor/DDSO N... | Application Decisi.. Form Status Created On g <
M MURRAY TER INC H . M. MURRAY CEN' for MSC ... A 7 e
201352 J URRAY CENTER INC HC- J URRAY CE! Request for MSC pproved /6,
34878 J M MURRAY CENTER INC HC-  J. M. MURRAY CEN' Returned 7/6/2012 444 PM | O

Clicking 2Xs on the column will re-sort the information by the latest date or last letter of the criteria of
that column.
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To Search for a Returned Form

Go to the Inactive section of a Forms list, in the example MSC1.

Returned forms are always assigned a status of Inactive. Users will first be viewing all Inactive forms,
not just Returned. Sort the list by clicking on Form Status.

Workplace

& Ga-

-

MSC1-APPL-Application For MSC: Inactive MSC1 ~ [search for record

4 My Work
__,i' Announcements
{28 Dashboards
[*| Reports

4 People
8 Individuals

TABS ID
201352
34378
75001
75001

TABS Program Code

J M MURRAY CENTER INC HC:
J M MURRAY CENTER INC HC:
J M MURRAY CENTER INC HC
J M MURRAY CENTER INC HC-

Vendor/DDSO M.

J. M. MURRAY CEN'
J. M, MURRAY CEN
J. M. MURRAY CEN'
J. M. MURRAY CEN'

Application Decisi...
Request for MSC ...

Request for MSC ...

Form Status Created On
Sort by Form Status fEeE A

Returned

Returned

Approved

e}
(=]

7/6/2012 4:44 PM
7/3/2012 4:00 PM
7/6/2012 11:25 AM

84 Portal Users
& statt

4 Agencies
4 pgencies
[T] program codes
& DDsOs

4 Forms
(B DDP1-Registration/Mo...
[©) pDP2-Dev. Disabilties...
[# Retired - DOPZ - Dev...
[ pDPa-Conf. Needs Ide...
[3) Mmsci-appL-application...

n

The DDP1 Section, has a unique Returned DDP1s submitted by me (the user signed in)

E DDP1 - Registration/Movement Form -

OPWDD - CHOICES

Jiew Charts
;. Share 3 [x» Export to Excel \
g . oH B Hh @
—1 i3 Copyalink . - “ Filter
New o Run Start Run Advanced Help On This
| E'mail aLink . Workflow Dialog  Report- Find Page
Records Collaborate Process Data Help
Workplace G | G2~ | pop1- Registration/Movement Form:| Returned DDP1s submitted by me ~
- )

4 MY_W°"‘ ' Name System Views Purpose Add TABS Progra
& Announcements [ B ooP1 for BORDENIZZY Active DDP1 M Add BROOKLYN S.W.A
i} Dashboards Inactive DDP1
(®] Report [~ @ DoP1 for WiLD PATTY ! M Add BROOKLYN S.W.4

eporis 5
peon! [ B DDP1 for SPIAK KEVIN (3L BRI S N M Add BROOKLYN S.W.4

4 ple . |
8 individuals S S NS [Returmed DDPLs submitted by me}

4 Portal Users
& st

4 Agencies
& pgencies
[1] Program Codes
=& DDSOs

4 Forms
(33 ppP1-Registration/Mo..

% e

NOTE: Returned forms can only be copied to resubmit. You cannot resubmit the original returned
form, copy it and then fix the mistakes or upload the additional supporting documents.
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