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NOTE: If you are viewing this document before the upgrade, Previous version stands for 

version 4.0 and Current version stands for the upgraded version or CHOICES 2011. 

Login 

 

 

When logging into the CHOICES application through the Sign In window, you must choose the 

appropriate realm from the drop down list based on whether you’re using the application in the 

role of an OPWDD Employee or a Non-OPWDD Employee.  Then click “Continue to Sign In”. 

 

 

 

Dashboards 

New Functionality – There are two panes that you can view: Announcements and Individuals  

Note:  Dropdown for Individuals 

 

 

 

Setting your Default Page 

You can choose your default landing page – the page you see as soon as you log into 
CHOICES 2011. 
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Click File, and from the dropdown select Options. 

 

 

 

 

 

 

 

 

 

 

 

 

From the Set Personal Options screen, Click the dropdown arrow for Default Tab and change 
the Dashboards dropdown to what you want to see and click the                        button at the 
bottom of the screen.  

 

We suggest that you change the Default Tab to Announcements. 

 

 

 

 

Displaying User Profile 

From the Set Personal Options screen, you can also view your User Profile. 

Follow the steps above from the main CHOICES screen by clicking File and Selecting Options.  

In the Previous version of CHOICES you had to click here at the bottom where it says View 
your user profile here. 

Previous Version   Current Version 
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Program Selection pop-up 

When selecting a program, there is now a dropdown to choose View. 

 

 

 

Location of Search for Records and View dropdown 

These sections are now reversed. The View dropdown is on the left and the Search is on the 
right. 

Previous Version 

 

 

Current Version 

 

 

 

NOTE:  You have to hover over the words user information for the link 

to appear. 
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Filter a column 

In addition to being able to sort a column, you can now filter on a column in 2011.  

Example:  You want to find all Returned DDP1s submitted by me. 

 

Click the dropdown where it says Active DDP1 and choose Returned DDP1s submitted by 
me. 

 

 

 

 

You can also return all of the Active DDP1s that contain the name “BENTON” Choose Active 
DDP1, then type Benton in the Search for Records field. Click the Search Button. 

 

 

 

 

 

 

Created On Column 

In the updated version of CHOICES the date and time display. In the previous version, only the 
date displayed 
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Form Tabs 

Form tabs have been replaced with links on the left, so instead of clicking the tab to enter a 
specific section of the form, you must click the link on the left of the form. 

 

Previous Version      

 

 

Current Version 

 

 

 

Tab Key Order 

When tabbing through a section of a form, the tabbing order goes down the left-hand side of the 
form and then to the top of the right hand column and down. 

Example: With the section below, the tabbing order would go down from Respiratory to 
Cardiovascular, Gastro-Intestinal and then back up to Genito-U 
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Location of Submit, View PDF and Copy button 

In the Previous version of CHOICES, the Submit, View PDF and Copy buttons were on the main 
section of the form. 

 

Previous Version 

 

In the Current version of CHOICES these three buttons display in a different tab labeled Form 
Actions. Click the Form Actions tab to display these buttons. 

 

Current Version 
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DDP2 Dropdowns replaced Radio Buttons 

The retired DDP-2 form from the previous version of CHOICES had radio buttons which do not 
work in the correct manner. A user could choose not to make a selection. This is not how radio 
buttons are supposed to work. These abnormal radio buttons would not work in the current 
version of CHOICES, so we had to create a new DDP-2 with dropdowns.   

Previous Version 

 

Current Version 

 

To make a selection, simply select Yes or No from the dropdown list. 

 

 

 

 

 

DDP2 in TABS 

The DDP-2 in TABS has 2 additional fields: 

40. INDIVIDUAL PROVIDING INFO: > 

41. INDIVIDUAL PROVIDING INFO PHONE NUMBER: > 

Above fields will be populated from CHOICES fields:  

Agency/DDSO Contact Name and Phone Number under the Processing Information link 

 

 

NOTE:  After the upgrade, functionality will be added to copy a retired 

DDP-2 to a new DDP-2 with dropdowns. 
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Alert for DDP and MSC forms that interact with TABS 

The way requests were sent to TABS has changed. There are no popup boxes indicating 

status.  Instead, you will need to scroll down on the form to the box title "TABS Messages".  

There, you will be able to see Success, Error and Warning Messages. 

Previous Version 

 

Current Version 

 

 

Note: Form will no longer automatically close if TABS processing was successful.  The user will 
have to manually close the form. 

 

 

Disabled Text Boxes are harder to distinguish 

 

Previous Version 

 

 

Current Version 
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DDP4 Removed confusing text 

Removed “Choose all that apply” from read-only sections in DDP4 

 

Previous Version 

 

 

Current Version 

 

 

 

 Return to Form from Supporting Documents screen 

You need to click one of the links under Information, on the left to return to the form from the 

Supporting Documents list screen. 

Previous Version 
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Current Version 

 

 

Or 

 

 

 

Inactive MSC1 list changed 

Added more columns to Inactive MSC-1 list (matches fields in Active MSC-1 list) 

Previous Version (Active View) 
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Previous Version (Inactive View) 

 

 

Current Version (Active View) 

 

Current Version (Inactive View) 

 

 

 

MSC-9 Adding Activities to Service Request / Personal Goal 

You need to do 3 things to add an activity to the service request / personal goal. 

Current Version  

 

 

1. With the Service Request/Personal goal form open, Click Save. 

 

 



                                                        

10/24/2012  13 
 

 

 

2. Click the rectangle under Activities. 

 

 

3. Click the "Add New MSC Activity button" in the top-left corner of the ribbon. 
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4. Fill out the form for MSC Activity and then Save. 

 

 

The activity now shows up in the list for the MSC9 

 

 

MSC-10 and MCS-10B  

MSC-10 has been retired. MSC-10B with only one signature is to be used instead.  

 

Previous Version 

In the previous version the user would sign each section of the MSC-10 along with signing the 
Monthly Notes, before Submission of the form. 

  

Current Version 

In the current version of CHOICES the user only has to sign the form at the final submission of 
the form. 

 

 

 

 

NOTE:  You can now print the MSC-10B after it is saved and before it is 

signed. 
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ISP Add Service buttons 

After you click in the box for each service, the Add service button will appear in the ribbon at the 
top-left corner. 

 

Previous Version 

 

 

Current Version 
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ISP – Services Additional Information keeps formatting in PDF 

The Additional Information box, which usually contains provider address, now keeps it 
formatting in the PDF. 

Previous Version 

 

Current Version 

 

 

 

ISP – Other or 100% funded has a link instead of listing the Services 

This is built in CRM functionality that happens for sub-grids after the forth one on the page.  It 
saves on the time it takes a page to load. Users must click on this link to display previously 
entered services. This is out-of-the-box functionality that cannot be changed. 

 

Previous Version 

 

Current Version 
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LCED Date of Waiver Enrollment before date Physician signed 

If Is this initial LCED in CHOICES? is Yes, then the form allows the Date of Waiver 
Enrollment to be before the Date Physician Signed, an alert is displayed for the DDSO 
Director/Designee to make them aware 

Current Version 

 

 

 

Advanced Find 

There is no longer a Find button to run an Advanced Find query. You have to click Results! to 
run a query in 2011. After getting the results, you have to click on the Advanced Find tab to 
return to the query. 

Previous Version 
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Current Version 

 

 

 

 

 

Queues 

Assign 

Due to problems with using the assign feature, this functionality will be turned off in CRM 2011. 

Previous Version 

 

 

DDP1 Register Button 

The Register button will always be enabled if the user's role has register capability. 

Previous Version 

Register button would not display if person was already registered. 

 

Current Version 

 

 

 

NOTE:  After getting the results, you have to click on the Advanced 

Find tab to return to the query. 
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MSC and DDP Queue Report Links 

These are now located under My Work > Reports.  

Previous Version 

 

Current Version 

 

 

Check the box of a report and click Run Report button. 

 

NOTE:  No harm is caused by a user trying to register someone who is 

already registered in TABS. 
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Reports 

ISP Report 

Lists Individuals whose most recent completed ISP is dated more than 6 months ago. All 

CHOICES users can run this report, but if you do not have access to ISP you will not see any 

results.  

Select Checkbox for ISP Overdue Report. 

Click Run Report 
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User Summary Report 

The upgrade comes with an out-of-box User Summary Report which will be used instead of the 

custom report in the Previous Version of CHOICES. All users can run this report to display 

CHOICES users and their roles within their DDSO or Agency. 

Select Checkbox for User Summary. 

Click Run Report 
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Portal User Report 

The Portal User Report displays Individuals that are enrolled in programs in your agency and 

their associated Portal Users. Access to this report is granted by Jim Hacknauer. 

Select Checkbox for Portal User Report. 

Click Run Report 

 

 

 

 

 


