Supporting Documents

D Supporting Documents

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

The following file types are allowable in this system

Text & Documents

Graphic Formats

Axt

Text File

.gif

Graphic Interchange
Format

.pdf

Portable Document
Format

Jjpg/ .jpeg

Joint Photographic
Experts Group

.doc / .docx / .xml

MS Word

-png

Portable Network
Graphics

MS Works

tif / tiff

Tagged Image File
Format

Rich Text Format

Spreadsheets

Xls / xlsx / .xml

MS Excel

.wks

MS Works

The Maximum file size for the system is 50 Megabytes

Documents are uploaded to CHOICES by clicking the Supporting Documents button.
This can be found in 2 places depending on whether the document is associated with a
particular form, or simply uploaded as a reference document for the individual. Both will
be shown below.
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Supporting Documents — Attach directly to a Form

To upload a supporting document to a particular form, the user must first complete and Save

the form.

In this example, a DDP1 will be completed and all necessary supporting documents that are
required by the DDSO will be required to be uploaded to the form to complete the packet.

A DDP1 to add an Individual to a Respite program may only require a transmittal; but another
add to program, MSC, will require at a minimum 3 supporting documents, a completed copy of
the MSC with the Family or Advocate’s signature, the Ongoing and Comprehensive form,
current Psychological Evaluation.

NOTE: Please contact your local DDSO for the exact documents required if you are unsure.

Example DDP1: Complete the form

K
Save Sawve &
Close

Save

ﬁ DODF1 - Registration/Movement Form | Form Actions
Al

H I-‘b iysaveaew s

E 3

tar Aun
alog  Report .

Data

DDP1 - Registration/Movement Form

New

* General

Purpose Of DDP1

L)

Help On This
Page

Help

OPWDD - CHOICES

Purpose® | ada =l
Individual Information

Individual B nemsmais re |
Last Name ® |

Middle Initial [

Sex® | =l
Social Security [

Humber *

Ethnicity/Race [wnite =l
Individual's | |
Residence Type

County Of Residence |y ONONDAG e}
Address Line 1 [

City Jraa

Tip [

Agency / Program Information

Agency Name =f BROQKLYN DEVELOPMENTAL CENTER =
Add TABS Program [l REHABILITATION SERVICES WAC -- 02352000 r |
Code*

Remove/Add Date™  [au/2012 B
Current 2 TABS =
Program Code

Disabilities (Check All That Apply)

Developmental Delay =
Autism « L
Status Active

Déemographic Dats @ -
Change

TestBRKGS TestBRKES &
choicestestl o

Tagsin*

First Name *

\
\
Date Of Birth * [
Medicaid Number* |

Specify Other |
Residence Tyne

Address Care Of |

Address Line2* [

State & HEW YORK

@l
| d

Date of Registration ‘

DDSO =& EROOKLIN DDSO

Remove TABS
Program Code

kil &l

Date of Death

Mental Retardation 2 o]

Cerebral Palsy & c

H Once all required fields are completed, click the Save button on the left side of the top

Save

ribbon.
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The Supporting Documents button will become available in the left column of the form.

Click the Supporting Documents button

DDPL - Registration/Movement Farm Form Actions

ol Sharing -

| I | ! %Sava&:New P = a 0
%Copyaunk k") Li=p
Save Save & Sl n Start Run Help On This
Close EﬁiE—maiIaLink Workflow Dialog Report. Page
Save Collaborate Process Data Help
Information I_'@'l DDP1 - Registration/Movement Form
’- General “ DDP1 for NEIRS,MALA
- Motes
* General
Related
Purpose Of DDP1
4 Common
(5 Activities Purpose * [F 7 —————— . | D e =S
[y Closed Activities 0 .
[ supporting Documents | Individual Information
4 Processes — ;‘d'gd“l - £ NERSMALA [ Tes?’ [:
P iew Supperting Documents
G Workllows \—pLﬂ.ﬂ-“m—l [ First Name * [Wae |
id 3 I - I eews

The Supporting Documents section of the DDP1 displays.

In the content pane, (upper left corner) is a New button, click the New button to begin to upload.

m DOPL - Registration/Movement Form
l l E] Save B New . Sharing »
hé 5% copy  Link

Save Save &
Close

Form Actions

@ m 8 0

Run  Halp On This
Page

Run Start
fﬂE-malralmlt Workllow Dialog  Report+

cholcestestl

Save Collaborate Process Data Help
Information I‘&l DDPL - Registration/Movement Form IE IR |
General ~*~ DDP1 for NEIRS,MALA
Hotes
View: | Supporting Documents For This Form -
feated [hiew | Unink From TNs Form - Mare Actions -
4 Common LS Haga FeType| DoamentCliss | Type Subtype sze (n 0P
() Actinties i
&b Closed Activities
] supperting Documents
A Processes
G Workllows

NOTE: 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: Consumer_Jon_12345 2012 09 01_transmittal
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The following screen displays when the New button is clicked.

Upload File...

-

Click Upload File...” and choose a file to begin uploading.

Please verify the name of your file matches the following convention:
'L astName_FirstName_TABSID_YYYY_MM_DD DocumentName'

Note that the date is the date the document itself was created.

Click Upload File...

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.

B e 9 68 @

Save  Save & =
Close '€ File Attachment Uploader - Windows Internet Explarer provided by New York State OPWDD - ||:||£||
Save
Upload File...
Information
|: General Click Uy g Open b
Notes — —
Please ‘UU |@ v Libraries  Documents = - m I Search Documents @
‘Lastia
Related
Organize v  Mew folder = ~ 0 @
“ CE%""“ Note thy S ts lib
= Activities i -
3 Closed Activi W Favorites ocumen S iprary Arrange by: Folder v
. B Desktop Includes: 2 locations
| supporting D
4 Downloads Date modified Name = | Type | Size 1
4 Processes 151 Recent Places T MsCY_prog_spec_vd_tech_comments.doc TWicrosoft UTfice ... q
G Workflows @) 7/26/2011 2:..  MSCL0 Monthly Notes pics for TimC.doex Microsoft Office . 2
il Libraries 9] 8/15/20121...  MSC10b_Supporting doc Error.docx Microsoft Office ... 2
@ Dacuments 1] 1/6/2011 11:..  Names_DDSO_training.docx Microseft Office ... 22
J’ Music ﬁj 5/16/20121... Meirs_Mala_200066_2012 08 31_Transmittal.docc  Microsoft Office ...
] Pictures i8] 6/14/2011 5:...  New Insert for ISP Signature Tab.docx Microsoft Office ... 10
B videos 9] 8/1/2012 5:4...  New MSC SuppDoc Classification.docx Microsoft Office ... 19
. iéﬂ 12/22/2010 ... new Roles & Access format to Patxdsx Microsoft Office E.. 2
1% Computer ] 4/2/201212:...  New SP site.docx Microsoft Office ... 19
&, Local Disk (C:) ) !
i8] 4/13/2011 2:...  No TABS ELIGIBILITY.docx Microsoft Office ... 9
S GroupData (G:) . .
i8] 4/28/2011 5:...  Notes Hudson Valley.docx Microsoft Office ... 1,

o walshwpa - Hom-;l 4

File name: I Meirs_Mala_200066_2012_08_31_Transmittal.docx =

Open I Cancel |

o
<]

iles

- )
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Once the document has finished uploading, the following message will display.

Click “OK” to close the dialog box.

Message from webpage

-]

The file has been uploaded. You must add additional information
about this document to continue.

The following screen is the additional information needed for the uploaded document.

This will classify, or categorize, the document that has been uploaded to the form.

Also, all documents attached to a form are copied over to the Individual’s record.

@ Supporting Document: Meirs_Mala_200066_2012_08_31_Transmittal.docx - Microsoft Dynamics CRM - Windows Internet Explorer provide

E Supporting Document

ol b

Save Save &
Close

Save

Lﬁ| Copy a Link
s E-mail a Link

Collaborate

OPWDD - CHOICES

=

Run Start Run
Waorkflow Dialog Report«

Process Data

TestBRKGS TestBRK68 ¢
choicestestl

Information

L General

Related

4 Processes

@’g Workflows

E@’J Supporting Document
" Neirs_Mala_200066_2012_08_31_Transmittal.docx

~ General
Document Name | 2) Type *
1) Document Class * |Ser\rice Request/Change < j > 3) Subtype *
Individual 8 NERsmMaLA = File Type
File Size [KB)
Status Active

| Registration/Program Adds

L L

Application Checklist

Service Cover Sheet

Supporting Documentation of Disability
Eligibility Letter

LCED

Documentation of Choices
HCBS Waiver Application for Participation Transn

Determination of Capable Adult Status & Advocats
Physical/Medical Assessment

Sodial History/Assessment

Psychological Assessment

PISP/ISP

Signature Sheet

OFTS Enrollment Form

MNumber of Service Hours Requested for Each Servi
Price Proposal/Budget

Res Hab Waiver Service Request Checklist

Document Class, Type and Subtype are all Required Fields (*), you must fill them in.

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”.
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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 — our DDP1 is a Service Request so - Service Request/Change is appropriate
2. Type —our DDP1 is an add to program so — Registration/Program Adds is appropriate
3. Subtype — the supporting document is clearly a transmittal

@ Supporting Document: Neirs_Mala_200066_2012_08_31_Transmittal.docx - Microsoft Dynamics CRM - Windows Internet Explorer provide

OPWDD - CHOICES TestBRK
E Supporting Document
L"@ Copy a Link g%
H I_I-_é - )
7 E-mail a Link )

Save | Save &L Run Start Run
lose Warkflow Dialog Report-
Save I,} Collaborate Process Data
Save & Close (ALT+5) )
Informd yporting Document
L Gen| Sveand dosethissupporting birs Mala_200066_2012_08_31_Transmittal.docx
Related * General
4 Processes Document Mame | 2) Type * |Registrati0n_a‘Pr0grarn Adds

@{g Workflows

1) Document Class ™ | Service Request/Change j 3) Subtype * Transmittal Form
Individual £ NERS MALA q File Type [
File Size (KB) |

After completing the 3 sections, Save & Close the classification screen.

NOTE: Be cautious that you are using the Save & Close on this screen and not the DDP1. If
you use the wrong, Save & Close, you will close the DDP1 and wonder “what happened?” or
“where is my form?”

After uploading all necessary supporting documents, click General, under Information, to
return to the form’s information page.

W o5 8 e

Save Save & ) Run Run Help On This
Cloze @ E-mail 2 Link  Weorkfiow Disleg Report ~ Pzge
Save Collaborate Process Data Help
Information E%J DDP1 - Registration/Movement Form
L oeneral > * DDP1 for NEIRS,MALA
Motes
~ General
Related
Purpose Of DDP1
4 Common
B
(5 Activities TR [Add

[ Closed Activities

[ Supporting Documents Individual Information

You can now Submit the form, go to, Form Actions, on the ribbon, and click Submit .
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Supporting Documents for an Individual

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

To attach new Supporting Documentation to an Individual we will start in the Workplace section
under People, click the “Individuals” link:

Workplace | & | G2~ || 1ndividuals: Active Individuals ~

]

F

4 My Work ™ | Full Name | TABSID | D] <

= Announcements r 1 =
AAL AN 200066

(23 Dashboards a “i

&, Queues ™ § aanses 201389 a

(2]

@] Reports I~ £ aBBY,DAWN 200971 T

l'[:'}a ABC,TEST 200987 5

I ABDUL PALILA C 201073 s

-

i@ Aot-anm ADmALIARA W s m

The Individuals section displays everyone that is known to TABS.

In the Individuals section, you can search either by name, type the last name in the blank field,
shown below in the red oval, or you can narrow the search down by clicking a letter at the
bottom of the screen.

Workplace | @} | 52~ || [dividuals: Active Individuals ~ <| D

-

[ L T ™ | Full Name | TaBSID | DateofBith | Mk <
=" Announcements r 1l -
AAD AR 200066 2/2/1942
|:_ﬂ Dashboards a ] h
2 Queues M8 AraABB 201389 1/1/1957 =1
[+]
2| Reports ™ & asev.DawWN 200971 12/6/1980 g
]
4 People M 8 AsCTEST 200987 1/2/1995 =
£ Indviduals ™ § aspuLPAULAC 201078 3/12/1955 E"
|83 Portal Users [T £ ABIGAILAERAHAM 201126 1/1/1973 E
& start M8 ACORN.MOLLY 199811 7/12/1976 =
I5P-Individualized Servic 4 »
B ] L -
151 LCED-ICF/MR-Level of ©.7 1 50 of 5000+ 0 selected) Page1 b
(%] Workplace IAII-.?ABCDEFGHIJKLMNOF‘QRSTUVWXYZI|

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

Search for records section. Then click the Search button EI
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A list matching our search displays.

To start attaching documentation for “Mala Neirs,” click on her name to open her record.

Individuals: Search Results ~

I~ | Full Name

| TABSID

@N EIRS, MALA > 4962

| Date Of Birth

I neirs

®

| | <

3271959 ALk
/211 il

A screen appears with her information pulled directly from TABS.

)

Under Common, Click Supporting Documents to go to that section of the Individual's record.

Information L@| Individual

I General “ NEIRS,MALA
- Additional Information
- Notes

* General
it Individual Information
o G Last Mame * || IFIRS
[ Activities Middle Initial

x C :
L * T
| 3 Supporting Documents Date Of Birth [3z11959

4 e Ethnicity
il Partal lleare

vwhnite

The Supporting Documents section for Mala Neirs appears.

Currently, there is no Supporting Documentation for Mala Neirs.

To attach a new Supporting Document click the “New” button.

Information I{}?| Individual

I General " NEIRS,MALA
I Additional Information

- Motes

| [(new ) More Actions -
Related S

First Name *
Full Name

Sex

Individuals

| MName
4 Common ' -

I:j Activities
[ Closed Activities
D Supporting Documents

i1 TARE tnruiiriar

Follow the same steps as outlined for forms starting on Page 4.
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Open a Supporting Document either on a Form or in the Individual’s

Record

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

Individual
4od Sharing ~ i%
- )
L‘]ﬁ Copy a Link e -

B Run Start Run
E@E-mailaLink Workflow Dialog Report«

Collaborate Process Data

Information E Individual
" NEIRS,MALA

General
Additional Information
Motes

DNew | More Actions ~
Related

r | Name

| File Type | Document Class

4 Common
[ Activities
[ Closed Activities

I D Meirs_Mala_200066_2012_08_31_Transmittal. docx
I D Meirs_Mala_200066_2012_08_31_Transmittal. docx
I D Meirs_Mila_200066_2012_08_31_Transmittal. docx

The following dialog box displays. Click Open

File Download x|
Do you want to open or save this file?

[[F,‘ j Mame: Meirs_Mila_200066_2012_08_31_Transmittal. doox
Type: Microsoft Office Word Document, 21.0KE

From: choicescsitetestl.dynamics.omr

Cpen Save | Cancel |

| -"\l While files from the Intemet can be useful, some files can potentially
@ harm your computer. f you do not trust the source, do not open or
= save this file. What s the rsk?

Closing the Supporting Document

.DOCX File
.DOCX File Service Reguest/Ch...
.DOCX File

Click the Xl in the top right hand corner to close the Supporting Document you opened.

The Supporting Document(s) is now listed in the Individual screen for Mala Neirs. You can

open up any document by just double clicking on the name of the document.

NOTE: Supporting Documents cannot be edited or modified in any way once they are

uploaded.
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More Actions

Under the “More Actions” button you can Edit Supporting Document. This is only for editing
the categories selected.

NOTE: Once the document is uploaded it cannot be removed by the end user; contact the
DDSO or IMS-Help Desk for assistance if the document must be removed. This will only be
done if there is a HIPAA violation!

To edit the classification

If there is more than one document listed:

Place a checkmark, click inside the box, in front of the document, to select it
Click the arrow next to More Actions

Click Edit Supporting Document

Information @ Indmidual
General NE[RS,MALA
Additional Information
Motes
[jnew | More Actions ~
Related
O | | Edit Supporting Document | File Type | Documer
4 Ci
&":‘;“ . W [ Blankform 2.00C .DOCFile  Eligibility
ivities
L& e S E TS O D external contacts.docx .DOCY File
[ Supporting Documents O D external contacts.docx .DOCX File Eligibility

The document you selected is now opened to the category window.

All fields are now unlocked.
Start with 1) Document Class* and continue until you complete Subtype.

Then click Save & Close

Information EQ}J Supporting Document e e | Y [P
= Blank form 2.DOC

L General

Related ~ General
4 Processes Document Name IEIanI' form 2.00C 2) Type™* IRegistration!Program Adds ;I
G{g Waorkflows
1) Document Class * hs 3) Subtype * |HCBS ‘Waiver Application for Participation ;I
Individual £ NEIRS.MALA [Q  FileType |.pocCFile
File Size (KB} EN)
Once the change has been made, the new classification will display.
[hen | More Ackons
Related | :
[] Name | FleType| DocumentClass | Tig
4 Common : =
...... o [ [ Bankform 200¢ DOCFle Consent e
| Activities [ r :,]
I.é Closed Ates . !_ external contacts.docx DOCK Fle
|'_'] Supporting Dacuments [ {_] external contacts. docx .DOCK File Elighiity Determination Reg
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Linking Documents to a Form

Especially necessary to read if Copying a returned form. Copies of any form do not
keep the supporting documents attached.

To link supporting documents to a form, the supporting documents would have been previously
uploaded to the Individual's record or automatically copied over to that section when previously
attached to a form in CHOICES.

The supporting documents section for any form as two options for Uploading:

1. The New button, which was already shown in this Step by Step
2. OrLink to the form.

On the form, in this example a MSC1, go to the Supporting Documents section

E MSCL-APPL-Application For MSC Form Actions choicestestl

W3, o5 @ @

Save Save & ; Run Start Run  Help On This
Close EﬂE-mai\aLmk Workflow Dialog Report+ Page
Save Collaborate Process Data Help
Information = E@J MSC1-APPL-Application For MSC MSCLAPPL Application F... ~| & | &
|: General “ MSC1 for NEIRS,MALA
Notes
View: | Supporting Documents For This Form -
Related [CInew | Unlink From This Form - More Actions ~
4 Common | Name | File Type | Document Class Type | subtype | size (in KR
[ Adivities
I Closed Activities
[ supporting Documents
[
4 Processes =
G Workflows

At the Supporting Documents section, on left side is View, click the down arrow to select
“Supporting Documents for This Individual”, once highlighted, click.

@} MSC1-APPL-Application For MSC MSC1-APPL-Application F... = | it | &
" MSC1 for NEIRS,MALA

View: |Supp|hgg Documents For This Individual
Suppeefing Documents For This Form
Supporting Documents For This Individual

| Name | File Type | Document Class | Type | subtype | size (in KER

DNEW | Unlink From This Form  More Actions =
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All supporting documents in the Individual's record will be displayed.

Eé} MSC1-APPL-Application For MSC

MSCL-APPL-Application F.. ¥ | i+ | %
" MSC1 for NEIRS,MALA

View: |Suppcrting Documents For This Individual -
[CImew | Link ToThis Form  More Actions =
[~ | Mame | File Type | Document Class | Type | subtype | size (in KER
[ D Meirs_Mala_200066_2011_12_31_Medical.docx .DOCX File Eligibility Determination Physical Evaluation ... 21
[ D Meirs_Mala_200066_2011_12_31_PsychEval.docx .DOCX File Assessment Registration/Progra...  Psychological Assess... 21
[ D Meirs_Mala_200066_2012_08_31_Transmittal. docx .DOCX File 21
[ D Meirs_Mala_200066_2012_08_31_Transmittal.docx .DOCX File Service RequestfCh... Registration/Progra... Transmittal Form 21
[ D Meirs_Mila_200086_2012_08_31_Transmittal.docx .DOCX File 21

Click in the box in front of the one or multiple documents you need.

E‘__}} MSC1-APPL-Application For MSC
-~ MSC1 for NEIRS,MALA

MSC1-APPL-Application F.. =

View: |Suppurting Documents For This Individual

DNew | Link To This Form  More Actions ~

r | Name | FieType | Document Class | Type | Subtype Size
Iv D Meirs_Mala_200086_2011_12_31_Medical.docx .DOCX File Eligibility Determination Physical Evaluation ... 21
Iv D Meirs_Mala_200086_2011_12_31_PsychEval.docx .DOCX File  Assessment Registration/Progra...  Psychological Assess... 21
r D MNeirs_Mala_200066_2012_08_31_Transmittal. docx .DOCX File 21
r D Meirs_Mala_200066_2012_08_31_Transmittal. docx .DOCX File Service Request/Ch... Reagistration/Progra... Transmittal Form 21
r D Meirs_Milz_200066_2012_08_31_Transmittal.docx .DOCX File 21

Hover over the button, Link To This Form, to highlight and then click

D Mew | Link To This FOKH More Actions ~
[ | Mame ST
W |1 Meirs_Mala_200066_2011_12 31 M

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

Message from webpage ﬂ

I Are you sure you want to link the 2 selected docurnent(s] to this form?

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

View: ISuppDrﬁng Documents For This Individual ﬂ
Supporting Documents For This Form
Suppaorting Documents For This Individual | _ _
{Supporting Documents For This Form
:| Document Class | Type | sooTpE T _HE(IFHE"I—J

The supporting documents have successfully linked to the form.

G| 11sci-apPL-application FarMSC | Form Adicns choicestestl 2

l | l ! h‘__,‘ Save & Mew [ Sharing » -~ ﬁ 0

A Copy a Link o =9

Save Save & Ri Help On This

Close {3 E-mail alink  Wo ] . Fage
Save Collaborate

Help

Information = !-@i MSC1-APPL-Application For MSC g ——y
| General *' MSC1 for NEIRS, MALA
- Motes
View: |Supporting Documents For This Form -
e - —
Tt I- pipe: Fie Type | Document Class Type Subtype Size (i KEE
iz;ﬂ:’;mm“ T [ Mers Mala_200086_2011_12_31 Medical.docx DOCXFie Elgibiity Determination Physical Evaluation ... o
T [ Ners_Mala_200066_2011_12_31_Psychval.docx DOCK Fie Progra... chological Assess... 21

[) supporting Dociments

4 Processes
G Workflows

Notice there is also an “Unlink from this Form”, which will function the same to remove a
document from a form.

NOTE: The “Unlink” function will not delete the supporting document from the Individual's
record; only remove it from the form!

Other Supporting Documents necessary to this form:

If besides the supporting documents, you reattached via Link To This Form, you can upload
another document(s) via the New button process.

This can be done either, before or after, you have completed the Linking process.
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