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CHOICES Portal 

CHOICES Portal is accessable on the internet for individuals, advocates and service providers 

to view and sign forms.   

(Disclaimer: All names displayed in this training document are entirely fictitious and any 

resemblance to names of real persons, living or deceased, is purely coincidental.)   

Notifications will be sent via email, for example: 

The DDP4 submitted for TABS ID: 55155 on 10/13/2011 2:50 PM is available through CHOICES Portal.  

Please log into the CHOICES Portal to see this form. 

This e-mail was generated by the CHOICES System.  Please do not reply. 

Log into CHOICES Portal: https://choicesportal.omr.state.ny.us 

 

 

 

After signing-in, there are two links viewable on the Main Page of CHOICES Portal:  My 

Individuals and My Forms.  My Individuals lists all persons for whom a portal users is 

representing.  My Forms lists all forms, whether already viewed/signed or still ready for a 

signature, available to the person logged in to CHOICES Portal.            

 

My Individuals 

Using the My Individuals link will be demonstrated first.  Many similarities exist between the 

process of viewing/signing a document in CHOICES Portal whether using My Individuals or My 

Forms.  Here, click on My Individuals to proceed. 

 

https://choicesportal.omr.state.ny.us/
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Below, is listed the individuals that you have access to.  In some cases, when there are many 

individuals listed, a 1 and 2 will appear in the lower right part of the screen.  This would allow 

you to go to the next page.  However, in this example there is only one page.   Select an 

individual’s name to continue. 

 

 

 

 

 

 

 

 

 

 



                                                        

11/1/2011  3 
 

The Forms For Selected Individual screen appears.  The column to the far right is the Action 

column.  In this column, unsigned documents have a link to View or Sign, and signed 

documents have only a link to View.   

 

Notice that the screen is divided into 5 columns.   

1. The first column, Name, lists the names of all individuals for whom the advocate has 

been given access in CHOICES Portal.   

2. To the right of each name, the Form column lists the specific form or document available 

to View and/or Sign within Portal.   

3. If the form listed has been signed, a date will be provided in the Signed On column. 

4. Additionally, if the form listed has been signed, an advocate’s or individual’s name will be 

provided in the Signed By column.   

5. The Action column, on the far right of the My Forms screen, provides the ability to View 

and/or Sign specific forms listed.  If the form has already been signed, or if the option for 

signing the specific form is not available in CHOICES Portal, NA will be shown instead 

Sign for any form.  Clicking on NA will not produce a result in the system. 

As a document should always be viewed before signing, click View to proceed. 
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A PDF version of the DDP4 opens.  As shown in the DDP4 section above, this document may 

be printed or saved.  When finished with this PDF, click the “X” button in the top right corner to 

close the PDF window. 
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Having reviewed the form for accuracy, click the Sign link to continue.  A Signature Form will 

open. 

       

 
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The three (3) steps illustrated below must be followed to submit the completed DDP4.  First, 

click in the white box to agree to the Electronic Signatures and Records Act (ESRA) statement.  

A check mark will appear in the box.  Second, for the Enter Password field, the individual or 

advocate must enter the same password used to sign-in to the CHOICES Portal.  The third and 

final step is to click Submit. 

 

 

A date now appears in the Signed On column, the individual or advocate’s name now appears 

in the Signed By column, and View is the only option in the Action column.  Congratulations!  

This DDP4 form has now been successfully signed in CHOICES Portal. 
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My Forms 

Now, viewing/signing a document using the My Individuals link will be demonstrated.  Many 

similarities exist between the process using My Individuals, shown above, and My Forms, 

shown below.  For this example, click on My Forms to proceed.   

       

 

The My Forms screen appears.  Notice that the screen is divided into 5 columns.   

1. The first column, Name, lists the names of all individuals for whom the advocate has 

been given access in CHOICES Portal.   

2. To the right of each name, the Form column lists the specific form or document available 

to View and/or Sign within Portal.   

3. If the form listed has been signed, a date will be provided in the Signed On column. 

4. Additionally, if the form listed has been signed, an advocate’s or individual’s name will be 

provided in the Signed By column.   

5. The Action column, on the far right of the My Forms screen, provides the ability to View 

and/or Sign specific forms listed.  If the form has already been signed, or if the option for 

signing the specific form is not available in CHOICES Portal, NA will be shown instead 

Sign for any form.  Clicking on NA will not produce a result in the system. 
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Assume a decision has been made to sign a form in the CHOICES Portal for an individual listed 

in one of the rows below.  (Disclaimer: All names displayed in this training document are entirely 

fictitious and any resemblance to names of real persons, living or deceased, is purely 

coincidental.)   

As a document should always be viewed before signing, click View to proceed.  In this example, 

an MSC1 form will open. 

          

 

A PDF version of the MSC1 opens.  This document may be printed or saved.  When finished 

with this PDF, click the “X” button in the top right corner to close the PDF window. 
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Having reviewed the form for accuracy, click Sign in the Action column to continue.  A 

Signature Form will open. 

The three steps illustrated below must be followed to submit the completed MSC1.  First, click in 

the white box to agree to the Electronic Signatures and Records Act (ESRA) statement.  A 

check mark will appear in the box.  Second, for the Enter Password field, the individual or 

advocate must enter the same password used to sign-in to the CHOICES Portal.  The third and 

final step is to click Submit. 

 

 

 

A date now appears in the Signed On column, the individual’s or advocate’s name now appears 

in the Signed By column, and the option to Sign is replaced by NA in the Action column.  

Congratulations!  This MSC1 form has now been successfully signed in CHOICES Portal. 
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