Completing Reqistration for an Individual through the EAA form.

The Eligibility, Assessment and Authorization Tool (EAA), is a form used to guide Regional Office
(RO) Staff through the processes associated with OPWDD’s Front Door. The EAA Tool records vital
information as it is obtained from “new” people seeking supports and/or services through OPWDD.
This tool will also be utilized for people already receiving services that express a desire for a new
service or a change in existing services.

A person with the EAA entry role would begin filling out the EAA form for a person that is not known
to our TABS system. At some point early in the process of filling out information on the person they
are working with, they will send the EAA form for Registration, so the person would be granted a
TABS ID and be identified by our system.

NOTE: For help and Step-by-Step instructions for logging into CHOICES please check the
Navigation Step-by-Step documentation on the CHOICES Training page.

EAA form that is awaiting Registration

Click on the EAA section from the main CHOICES page and click the Active Eligibility, Assessment
and Authorization dropdown .
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From the dropdown click Forms Waiting for Registration.
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This will bring you into the View that shows all EAA forms where the person on the form is waiting to
be registered to TABS. This screen displays the Individual’'s name and TABS ID along with the date
the form was created, who created the form and who submitted the form.

NOTE: You can sort any of the columns by the column heading by clicking the column heading. For
example, if | wanted to sort by the person that created the form, | would just click the Created by
column heading.
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ICS EAA form for smith,barney trainl00 trainl00 4417/2013 12:58 ...

ICS E&A form for Hur,Ben trainl0& trainl0a 5/3/2013 11:34 AM

ICS EAA form for smith,jim trainl04 trainl04 5,/9/2013 2:56 PM

For this example we will search for the Individual that the form was submitted for. Search for the

0

Click on the EAA form for the Individual that you wish to Register to TABS, to open the Individual's
EAA form.

Individual by typing the last name in the search box and click the Find icon:
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NOTE: Allow all records or forms to fully open before trying to maximize or clicking within to begin

work.

The EAA for the Individual displays.
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You can scroll down the form using the scrollbar on the right, or you can click the blue links in the left
column to go to that section (E.g. Eligibility Determination or Assessment Information, etc..)

Check the form to make sure that everything meets with your approval.
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Complete Registration
Once you have finished viewing the EAA form you are ready to Register the Individual to TABS.

Click, Form Actions
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Under the Form Actions tab, are function buttons.

Eligibility, Assessment and Authorization Tool Form Actions
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- - PDF

Form Actions

Submit, will allow the person entering information on the form and the Director/Designee to Complete
the EAA Form.

View PDF, will display a PDF version of the form.

Copy, will copy the form. NOTE: It will not copy any supporting documents forward to the copy.
(See, Supporting Documents, Step by Step on how to “Link to the form”.)

With the EAA form you can only Copy an EAA form that is in an Inactive state, meaning that it has
gone through the full process and has been signed off on by the Director/Designee. Notice that in our
example, the Copy button is grayed out (cannot use it yet).
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Register, the Register button will allow the person entering information on the form to send the form
for registration. The Register button also allows the people responsible for registering individuals to
TABS , to Complete the Registration.

Click Register, to Complete Registration to TABS.
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From the dropdown you can click Approve Registration Request to register the individual to TABS
or you can click Deny Registration Request to send the form back to the person that submitted the
form to you. You would deny the registration if you found that the person is already registered in
TABS.

NOTE: If you click Deny Registration Request it means this person is registered in TABS. You will
have to put their TABS ID in the box that pops up and click OK. This will replace the information that
the entry person filled in with the correct information for the registered individual. Then Click OK.
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In this case we will approve the Registration request, so we click Approve Registration Request.
The request will process and you will see the Individual field will be filled in with the person’s name
and they now have a TABS ID.
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To close the form just click the ‘X’ in the top right-hand corner of the screen.

This person will no longer be listed in the Forms waiting for Registration view of the EAA forms
from the Main CHOICES Screen, because you have just registered the person to TABS.
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This completes the Step-by-Step for EAA — Registration, if you need to see how to enter information
for an EAA form or complete Authorization of the EAA form please check the EAA — Entry and
Authorization Step-by-Step.
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