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EAA – Eligibility, Assessment and Authorization Tool - Entry 
 

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.  
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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. 

 

Add EAA form for someone known to TABS 

Go to the Individuals section and find the individual you need to complete the EAA form for. 

Search for the Individual by typing the last name in the search box and click the Find icon   

 

 

Click on the name, to open the Individual’s information screen. 

 

 

NOTE:  Allow all records or forms to fully open before trying to maximize or clicking within to begin 
work. 
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The Individual’s Information screen has all the forms you may need to work on. Forms available are 
based on your role. 

Click on the form section (EAA in this example) to get a new form or view any saved, submitted or 
Inactive form. 

 

NOTE:  By checking the Program Enrollments you can see what Programs this individual is enrolled 
in. 

In this example, we are completing an EAA for Aliyavar Badley: 
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Click the, Add New Eligibility, Assessment and Authorization Tool, button  

 

A new EAA for Aliyavar displays, with all information known to TABS pre-populating on the form 

 

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. Service Coordinator Information or Assessment Information, etc..) 



                                                        

5/14/2013  5 
 

Residence Type and Living Arrangement are dropdown fields, where there is a list of options to 
choose from: 

  

and 

 

In this example we are choosing Residence Type: With family or friends and Living Arrangement: 
With parent(s) or guardian. 

NOTE: Required fields have Red asterisks * 

Some fields like Primary Language (if not English) are fillable fields, where you can type anything you 
like,  
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Primary Contact 

The Primary contact could be a CHOICES Portal User (for more information on CHOICES Portal 
Users check the CHOICES training page and review the Step-by-Step for Portal Users: 
http://www.opwdd.ny.gov/opwdd_login/choices ) that is selected from the List of Values for Primary 
Contact or you can enter a person in manually.  

  

To select a Portal Contact from the List of Values, click the Find Icon. 

 

Users cannot type any program codes in CHOICES; all must be selected via the Find icon. If you try 
to type one in manually, you will get an error like the one below: 

 

To remove this, click back in the field and press the Delete key on your keyboard. 

 

 

 

 

 

 

 

 

 

 

 

http://www.opwdd.ny.gov/opwdd_login/choices
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The following Look Up Record displays with the entire list of Portal Users.  There may be pages of 
information in a Look Up Record popup; check the Page section, at the bottom right of this box, if the 
forward arrow is blue, not grayed out, there are multiple pages of codes. 

In our example there are no Portal Users for this individual 

 

If there was a Portal User you could select them from the list and click OK, in this case we will select 
Cancel. 

 

In this case we entered the information manually, filling out the First Name, Last Name, etc.. 

NOTE: The Alternate Contact section works the same way as Primary Contact 
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Developmental Disabilities Regional Office (DDRO) Information 

The EAA form is different than other forms in CHOICES have been in the past, because it is set up in 
a Regional format following the Regional format for OPWDD.  

Notice that the DDRO lists three DDSOs for this example. 

 

Select a DDRO Contact by clicking the Find icon. NOTE: This will be a user of CHOICES 

  

The following Look Up Records popup displays: 
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Search for that name of the person that will be submitting the form, type their name in the Search 
field. 

 

If more than one appear, select the person you are looking for and click OK. 

 

Their phone number and email address will populate on the EAA form. 
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Service Coordination Information 

 To open the Service Coordination section, click the Heading for that section. 

 

The section will open revealing the fields that need to be filled out for this section. 

 

Once you select a Service Coordinator from the Service Coordinator lookup all of their other 
information will auto populate: 
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Initial Participant Contact 

The Initial Participant Contact section captures information about when Individual expressed interest 
in supports and services, whether the person was referred for OPWDD eligibility or to another entity, 
and when and if the person will participate in an ICS information session. This section captures dates 
in a few different areas. 

 

To enter a date in fields like Date of initial call or meeting, click the Date button. 
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Click a day on the calendar to select that day as the Date of initial call or meeting. 

 

 

NOTE: CHOICES is a dynamic form and some selections you make change other fields to required 
fields. A good example of this is when you select ‘Yes’ for Are special accommodations needed?. 
By selecting ‘Yes’ Special accommodations becomes a required field. 

 

Another good example of this is the field Has Individual participated in ICS information session. 

 

When you select ‘Yes’ Date participated in ICS information session becomes a required field. 
When you select ‘No’ the Reason Individual did not participate field becomes required. 
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Eligibility Determination 

The Eligibility Determination section allows the user to Import Eligibility information from TABS. 

 

You start by answering the question, Is an Agency assisting the Individual to gather information 
for an eligibility determination?  

 

Choosing ‘Yes,’ changes Name of Provider to a required field.  
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Choose an Agency in the Name of Provider field from the Lookup Records popup. For this example I 
choose Broome DDSO (keep in mind it could be an Agency) and click OK. 
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To Import the Individual’s Eligibility, type the four digit DDSO code in the DDSO text field and then 
click the Import Eligibility button. It will ask that you please wait while it is Importing this data, it 
could take a few moments. 

 

 

 

NOTE: The eligibility information cannot be entered manually onto the form, you must Import the 
Eligibility from TABS 

TIP: If the Individuals eligibility changes while working on this form, you can always go through the 
steps above to Import their eligibility again. 
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The last three fields (pictured below) in the section can still be filled in. 

 

Individual’s Needs and Interests 

The Individual’s Needs and Interests section covers topics like What are you currently doing with 
your day?, What do you want to do with your day?, Where do you want to live?, Other Needs 
and Interests and Self-Direction. All of the fields are drop-down fields. 
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Some of the fields are dynamic and are grayed out until you make a selection in a related field. Under 
the Self-Direction section if you choose ‘Yes’ for Are you interested in self-directing some or all 
of your services?, the fields Budget Authority and Employer Authority? become recommended 
fields. 

 

NOTE: A blue plus sign (+) represents a recommended field.  

 

Assessment Information 

This section allows users to Import an Individual’s DDP2 Scores and capture the Personal Resource 
Account (PRA) figure. 
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To Import the Individual’s DDP2 score specify the DDSO by entering their code in the DDSO section. 
For this example, I am using Broome DDSO, which is 0233 and then click the Import DDP2 Scores 
button. 

 

 

The form has now been updated with the latest DDP2 Scores: 

 

 

NOTE: The DDP2 scores cannot be entered manually onto the form, you must Import the DDP2 
scores from TABS 

The area right below that has the question: 

 

You may go ahead at this point and enter the PRA information 
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Priority Factors for Consideration 

The priority factors listed in the EAA form correlate with the priority factors in OPWDD’s HCBS 
Waiver.  These priorities factors are largely crisis oriented and our first responsibility is to ensure that 
people we serve are safe from harm. 

 

NOTE: It is important to save often when filling out the EAA form. If you get to this section and have 
not yet saved you should do so, or you will not be allowed to choose Priority Factors. 

Click Save button at the top of the form.  

 

 

Adding Sub-form for Priority Factors for Consideration 

Now click inside the grid or box for Priority Factors for Consideration. 
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Once you click inside the Priority Factor for Consideration box you will notice an Add New Priority 
Factors for Consideration button becomes active.  

 

Click the Add New Priority Factors for Consideration button. 

 

The Priority Factors for Consideration sub-form opens. 

 

Click the Priority Factor Look Up Records button. 
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The Priority Factor Look Up Record pop-up box displays: 
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Click the checkbox for the Factor that you wish to select and Click OK button. 

 

Select a choice from the Is the Individual at risk for this? Dropdown box  

 

At this point, you can choose to Save and close out of the form using the: 

  

                      Save and Close button 

 

Or, you can Save this information and enter a new Priority Factor by clicking the: 

                          Save and New button 

 

Both buttons can be found at the top left corner of the Sub-form. 
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In this example, I added three Priority Factors. Once you have added the Priority Factors for 
Consideration click the Compute Priority Level button. 

 

The Priority level message will change to reflect the priority level for the individual 

 

Now say you found that you made a mistake and you want to replace one of the Priority Factors. You 
can click the Priority Factor that you wish to remove. 
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At the top of the EAA form, next to the Add New Priority Factors button, click the Delete Priority 
Factors for Consideration button. 

 

You will get a message to confirm Deletion, click the OK button. 

 

Now click the Add New Priority Factors for Consideration button (to add a new Priority Factor), 
follow the steps above to choose a new Priority Factor for Consideration from the sub-form. 
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Once you add the new Factor, Click Compute Priority Level button again to re-compute the Priority 
level. 

  

You can see the Priority level in this example went from a 1 to a 2. 

 

 

 

 

 

Non-OPWDD Supports and Services 

 

 

NOTE: 

The sections Priority Factors for Consideration, Non-OPWDD Supports and 
Services Currently in Place, Current OPWDD Supports and Services in Place and 
Discussed and Authorized Supports and Services all use the Sub-form Process. To 
learn more about adding and deleting through a Sub-form please read the Adding Sub-
form for Priority Factors for Consideration section above. 
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You can choose whether the Individual is currently receiving Non-OPWDD supports and services 
through the dropdown menu and then add any services using the sub-form process. If you do not 
know how to manipulate the sub-form please view Adding Sub-form for Priority Factors for 
Consideration section above. 

The Sub-form displays. Here you can select the Type of Service, Is Individual currently receiving 
this service and if this is an Add, Change or Remove for this service.  

 

 

 

Current OPWDD Supports and Services in Place 

 

 

There are two questions with dropdowns for if the Individual is currently receiving and OPWDD 
services and if they have ever received OPWDD services. After those questions you can add the 
OPWDD services that the individual is receiving through the sub-form process. If you do not know 
how to manipulate the sub-form please view Adding Sub-form for Priority Factors for 
Consideration section above. 
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The Sub-form displays. Here you can select the Category and Type of Service, Is Individual 
receiving this service and if this is an Add, Change or Remove for this service.  

 

 

Discussed and Authorized Supports and Services 

 

There are no questions before the sub-form area for Discussed and Authorized Supports and 
Services. You can add the Discussed and Authorized Supports and Services that the individual is 
receiving through the sub-form process. If you do not know how to manipulate the sub-form please 
view Adding Sub-form for Priority Factors for Consideration section above. 
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The Sub-form displays. Here you can select the Category and Type of Service, Was this service 
discussed with the Individual? and if this is an Was this service recommended for 
authorization?  

 

NOTE: If you are an Approver you will have to double-click on the Support and Service in the sub-
form and approve this Support or Service. Notice how above that area is grayed out if you have an 
EAA Entry role in CHOICES. 
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Financial Management Services Agency (FMS) 

 

You can select the FMS Agency and the FMS Contact from the Look Up Records area for that field. 
You can bypass the FMS Contact and enter the Contact manually as well. 
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Broker 

 

You can choose a Broker from the Look Up Records button or enter one in manually by typing the 
First Name, Last Name, etc..  
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DDRO Director/Designee Signoff 

 

Use the Look Up Records button to choose a DDRO Director/Designee. This is the person that the 
form will go to for final approval. 

Type a name in the Search field and then click the Search button. 
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Click the name of the person you were searching for and click the OK button. 

 

 

The Director/Designee’s Phone Number will auto-populate.  

 

 

 

Messages 

The Messages section of the form will update every time the form is saved, submitted and processed. 
This tracks anytime a user makes a change to the form. 

This is an example of the Messages in an EAA form that has been Submitted and Processed by the 
DDRO Director/Designee. Instead of train100 you would see the user’s actual name. You can see it 
was Submitted to the Director and then the Form was completed (Final Authorization by DDRO 
Director/Designee).  
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Notes 

A user can make a Note at any time on the EAA form. If the Director/Designee Returns the EAA form 
to the Submitter, they are forced to make a Note to let the user know what is required. 

Click the Notes header to open the Notes section. 

 

To add a new note, click the Add a new note link. A field will open where you can type your note. 

 

 

NOTE: When you have finished typing the Note click outside the field you are typing inside to save 
the Note. 
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Supporting Documents 

To begin loading a Supporting Document, Click the Supporting Document link on the left side of the 
screen. 

NOTE: See the Step by Step, Supporting Documents, if necessary for full instructions on 
Uploading. This can be found on the CHOICES training page. 
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Submit Form to Director/Designee 
Once everything that needs to be filled out is completed on the EAA form you are ready to Submit 
the form.  
 

Click, Form Actions 

 

Under the Form Actions tab, are function buttons. 

 

Submit, will submit the form to the Director/Designee. 

View PDF, will display a PDF version of the form at the time of last “Save”.  Thus if you changed 
information and wish to view the latest information, click “Save” before you view the PDF. 

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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Click Submit, to Submit the form to the Director Designee. 

  

From the dropdown click Submit Form to Director/Designee. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: 

This will send an automatic email to the Director Designee that they have an EAA 
form ready for Approval. 
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NOTE: If you close the form and the EAA has not updated, you may have to refresh   the list to 
see the latest EAA that you have completed. 

 

TIP: Each form, whether Saved, Submitted, Approved or whatever the Form Status is, is listed in the 
form’s section for the Individual.  Each column, in the section, has a heading button which will allow 
you to sort by clicking on that button. The example above shows the Created On heading. 

 

EAA Form for an Individual NOT KNOWN TO TABS: 

The Add process, shown below, begins a new EAA form for an Individual and Registers that person to TABS.   

Go to Forms, in the navigation column on the left side of the Main CHOICES screen (This is the screen you 
see when you first log into CHOICES).   

Click on EAA-Eligibility, Assessment and Authorization under this column heading. 
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The content pane will now list active EAA forms. 

Remember: Active EAA forms are Saved or Submitted forms that have not been finalized by the 
Director/Designee.  

“New” appears as the first button on the ribbon displaying above the Workplace Column.  Click New. 

 

 

The following is the screen that will display. It is a Lookup.  Please be sure you have all correct 
information, verify the spelling of the Individual’s name, Social Security number and Medicaid number 
from good documents. (For more detailed instructions on conducting a Lookup please see the 
Individual Lookup Step by Step guide.) 

• Type in the Individual’s Last Name  
• And at least one of the identifying numbers, either the Social Security, TABS ID or Medicaid 

number 
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Once the Lookup box has enough information, the Lookup button in the lower right will activate. 

 

Click Lookup. 

NOTE:  2 results are possible, both are shown below. 

1. If the Individual, is truly an unknown name and matching number to TABS, the following message 

displays, 

Your query did not return any results. 
Click on the “New Individual” button in the lower right. 

 

 

 

 

 

 

 

 

 

A new EAA Form will display with the name and number you input in the Lookup box. 

 

 

 

 



                                                        

5/14/2013  40 
 

Complete the EAA for the new Individual. 

 

NOTE: There are many fields that have a Red , which means it is a required field. Fill in as much 
information as you can and send the Form for Registration into TABS. To see how this is done please 
read the section below Send EAA Form for Registration in TABS. 

Once completed: 

• Add any Supporting Documents, if necessary 
• Go to Form Actions and Submit the form. 

 
2. If you get a return of information showing the Individual’s name, TABS ID, etc.., then the 

Individual is known to TABS.  
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If you wish to start a new EAA Form for this Individual, click on the TABS ID number. 

TIP: You may want to check this Individual’s Information page to make sure that they do not already 
have an EAA Form started. 

Notice the number is blue, it is a hyperlink that you can click. 

 

The EAA will open with the Individual’s information populated. 

Once completed: 

• Add any Supporting Documents, if necessary 
• Go to Form Actions and Submit the form. 

 

Send EAA Form for Registration in TABS 

If you are in an EAA Form for an Individual that is not known to our TABS application, you must send 
the information in the EAA application to TABS to Register the Individual in TABS and get a TABS ID 
for the person. 

Fill in as much information as you can for the person and select Date of Registration. 
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Click the Form Actions tab. 

 

Click the Register button and then Click Submit Registration Request.  

 

Once the Individual’s Registration Request is completed they will be assigned a TABS ID 
automatically from TABS. 
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NOTE: If you check the Messages section you will also see that the Individual has been successfully 
Registered to TABS 

 

 

This completes the Step-by-Step for EAA – Entry, if you need to see how to complete Registration or 
Authorize the EAA form please check the EAA – Registration and Authorization Step-by-Step. 


