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MSC – Medicaid Service Coordination: 

 MSC is provided by qualified service coordinators and uses a person-centered planning 
process in developing, implementing, and maintaining an Individualized Service Plan 

 

MSC1 – APPL – Application for MSC Form 

MSC2 – CHNG – Consumer Request for Change 

MSC3 – WITH – Withdrawal from MSC 

MSC5 – MSCA – MSC Agreement 

MSC10B – MSC – Service Coordination Monthly Notes 

 

Create a MSC form for an Individual already known to your Agency: 

To begin searching for individuals, start in the People heading in the Workplace 
navigation column on the left side of the screen.  Click on the Individuals link under this 
column heading, which will which will display everyone known to TABS. 

 

 

The Content Pane will now list all active individuals. 

 

Type the the individual‟s last name in the Search for records field, and click the search 

icon  to continue.  You can also narrow the search down in the Content Pane by 
clicking a letter at the bottom. 
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TIP:  If you are unsure of how to spell the last name do not guess, you will not get a 
good result.  Use the first letter of the last name at the bottom of the screen or only spell 
what you know is correct. 

 

We‟ll work with the record of Mary K. Babbitt for all the MSC forms in this 
documentation. 

  

 

Click on Mary‟s name to continue. 

 

 

The Individual’s record opens.  From this window, graphic below, the individual‟s 
information can be viewed, including supporting documents, contacts can be added, 
and forms can be viewed or completed.  As in the graphic, Mary K. Babbitt‟s record, 
displays all sections available to you.  From here we can create MSC forms. 

NOTE:  If the Individual is already being served by your agency, can you use the 
Individual‟s record, to create any of the MSC forms.  Otherwise, you will be using the 
Forms sections and doing an Individual Lookup. 

 



                                                        

11/7/2012  3 
 

 

 

Create a New MSC1 – Application for MSC Form 
 

The Application for MSC Form (MSC1) may be used to apply for an individual’s 
participation in Medicaid Service Coordination in CHOICES. 
From the Individual’s record, click on the MSC1-APPL-Application for MSC link as 
shown in the previous graphic. 

A list of MSC1 forms will display for this individual.  To view an existing MSC1, click on 
a specific form from the list, such as if you began an MSC1, saved it and is now ready 
to complete it. 

To begin a new MSC1, click on, Add New MSC1-APPL-Application For MSC as 
shown below. 

 

New MSC1 
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The new MSC1 opens, required fields are marked with a red asterisk.   

Section I, is already completed with information from TABS.   

In Section II, MSC Vendor/DDSO Information: 

the first required field is TABS Program Code.   

Click on the Search icon at the right of the TABS Program Code field.  Only MSC 
Program Codes will be listed in the Look Up Record window. 

Select the appropriate MSC code and then click OK. 
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Section III. Individual Signature: 

Requested Participation Effective Date field is required. 

Click the calendar icon at the right of the blank field.  A small calendar box will appear, 
click on the appropriate date to continue.   

Also, you can just type in the box, the appropriate date. 

 

Immediately below the, Requested Participation Effective Date, are the sections related 
to signing the MSC1 by either the Individual or Family Member or Advocate via paper. 

The default in CHOICES for all forms requiring signatures. is the CHOICES Portal User 
Option.  Under the Portal User Information is a red asterisk, until or if you click into the 
box for either option of signing via paper. 
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If the Individual or Family member or Advocate is siging a paper copy of the completed 
MSC1, then click in the appropriate box.  

NOTE: the default option of Portal User will become grayed out at this time. 

Once either of these boxes are checked, other required fields will become available.  
Complete all required information as appropriate. 

 

 

CHOICES Portal User Information 

By default, the system chooses the CHOICES Portal, the electronic option, as the 
method for the signature.  This is an electronic gateway to CHOICES for the individual, 
family and advocates.  But the person must be added as a contact for the Individual 
prior to completing any forms.  (See “Creating a Portal User”, Step by Step) 

 

  

The first required field is the Name field. Select the name by clicking the Search          
icon.  A list of contacts associated with this Individual will display.  
 
Click on the name of the person who is being designated to sign the form.  The lookup 
record will close and the contact name appears in the Name box. 
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Next, complete the Relationship to Individual field. 
 
Send Form to CHOICES Portal field needs to be changed to Yes. 
 

 
 
The portal user listed will receive an email stating the form(s) requires their attention 
and to please enter through the Portal.  The email will contain only a TABS ID as the 
identifier. 

Scroll down the MSC1 to view the other fields.  No other fields are available for the 
submitter to complete. The MSC1 is ready to be saved and have the necessary 
supporting documents uploaded. 
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The Portal Option is Used for Signature: 

If Yes is selected in the Send Form to CHOICES Portal field, then the form must be 
saved in order to send an auto generated email from CHOICES to the selected Portal 
user informing them they need to sign the form.   

Click Save: 

 

 

 

 

 

 

At this point, action must be taken by the Portal User before this form can be 
submitted.  Once the Portal User signs and then saves the form within the Portal, an 
email will be generated to the user who completed and sent the form to the Portal.  By 
receiving that email, the user will be reminder to return to CHOICES and now submit the 
MSC form. 

 

Once the MSC1 form is signed and submitted, the appropriate DDRO staff member will  
process the form.  

Upon the form being processed at the DDRO, an email is automatically sent to the 
submitter of the form notifying them of the decision. 

If the form has a, Returned, status follow the instructions on the Notes tab of the 
returned form as to what needs to be done to correct the submission. 

See Returned Forms, Step by Step guide, if you need assistance in locating any 
returned forms in CHOICES. 

 

 

 

 

 

NOTE:   
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Create an MSC form for an Individual NOT known to your Agency via an 
Individual Lookup: 

If the Individual is being referred to your agency by the DDSO or another Agency, get 
the TABS ID so you can do the proper Lookup of the Individual.  See the Step by Step 
guide on Individual Lookup for full details. 

Brieftly:  At the MSC1 (or MSC2, depending on your need) Forms section, click on New 
Record

 

The Lookup box displays, put in the correct TABS ID, (or last name and Social Security 
Number) and click “Lookup” button 

 

The Individual‟s information displays, click on the actual TABS # to pull the information 
through to the new form.  Complete form as being instructions in this guide. 
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Save, Save and Close, the MSC Form: 

Once any MSC form is completed and all required fields have been entered, the form 
can either be Saved, Saved and Closed, or Submitted. 

In the top left-hand corner of the MSC screen in the “MSC” tab (corresponding to the 
type of MSC form), you will find a Save and a Save and Close button.  In this example, 
we see an MSC2 form. 

 

 

           Saves the MSC form, and it remains open for you to continue work if necessary. 

     

           Saves the MSC form, and closes the form, giving it a Saved status. 

 

Upload Supporting Documents: 

Once the form has been Saved, the Supporting Documents link will be activiated. 

Click on the link to move to the Supporting Documents section of the MSC1 to upload 
all necessary documents required by the DDRO to process your request. 
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View, Print, Copy, and Submit the MSC Form: 

In the “Form Actions” tab you will find a Submit button. 

 

 

 

 

 

 
 

           Submits the MSC form to be processed, giving it a Submitted status. 

 

Once the MSC form is Saved, two more buttons will be enabled in the “Form Actions” 
tab. 

 

 

 

To view and/or print the PDF file, click the View PDF button and a PDF version of the 
MSC form will display.
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Depending on the version of Adobe Acrobat on your PC, you can print the MSC form 
using the PDF toolbar either at the top or the bottom of the PDF screen. 

 

 
 

 
 
 
To close the PDF, click the „X‟ in the top right-hand corner of the screen. 

 
 

 

Copy the MSC form, click the Copy button in the “Form Actions” tab. 

 

 

 

 

NOTE:  The Copy button is used to create a new form based on one that has been 
saved so that you can edit necessary information without redoing the whole form. 

 

A message is displayed reminding you to edit the form and be sure to “Save” it. 

 

 

 

Top of screen 

Bottom of screen 
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Submit the MSC form, click on the Form Actions tab, then click the Submit Form 
button. 

 

 

 

 

 

A Signature Form pop-up box will appear.  The three steps illustrated below must be 
followed to submit the completed MSC form that has been signed in CHOICES Portal.  
First, click in the white check box to agree to the Electronic Signatures and Records Act 
(ESRA) statement.  Second, for the Enter Password field, enter the same password 
used to sign-in to CHOICES.  The third and final step is to click the Submit button. 

 

 

1 

2 

3 
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NOTE:  Whenever you submit or process MSC forms that require a signature, you will 
automatically have this electronic signature box display.  By clicking in the box before 
the statement and then putting in your password, you are attesting to signing the form. 

TIP: If you are missing any required fields, you will receive an error message. 

 

The MSC form is now signed, and its Form Status in the MSC content pane is 
“Submitted” in the Active View.  In this example, we see a submitted MSC2 form. 

 

 

Location of MSC forms: 

On the left side of the screen under Workplace navigation column is the Forms 
heading, which is the central filing location.  Click on the link for the appropriate MSC 
form type to see the full list of forms in progress or completed for that particular category 
of MSC, as well as their current status by your agency or DDRO. 

 

Status of MSC forms: 

When you click on one of these links for a particular MSC form, the content pane will 
default to the Active MSC list first. 
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In the Active view, the different status of each MSC is displayed: 

“Saved” means that the MSC form has been saved but not submitted.   

“Submitted” means that the MSC form has been completed and submitted by the user 
to the DDRO for processing.  . 

To change the View from Active MSC to Inactive MSC2, click the dropdown arrow and 
then click on the Inactive MSC selection. 

 

 

NOTE:  A form becomes “Inactive” when it is no longer “in progress” due to completion 
or being returned. 
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MSC2 – CHNG – Consumer Request for Change 

The Change Form (MSC2) is to be used by an Individual to request a change from 
one MSC vendor to another MSC vendor.  The entry of this form in CHOICES is 
initially started by the new MSC vendor.  This process requires input from the 
new MSC vendor and the DDSO MSC Coordinator. 
 

Create a MSC form for an Individual already known to your Agency: 

In the People heading, under Workplace in the navigation column on the left side of the 
screen, click Individuals to display everyone known to your agency. 

 

Create a New MSC2 Form: 

From the Individual’s record, click on the MSC2-CHNG-Change Of MSC Vendor link.  
A list of MSC2 forms will display for this individual.  To view an existing MSC2, click on 
a specific form from the list.  In this example, there are no MSC2 forms yet for Mary.  To 
begin a new MSC2, click the Add New MSC2-CHNG-Change Of MSC Vendor button 
in the upper left portion of the screen once at the MSC2 section of the Individual‟s 
record. 
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This will open a new MSC2 for Mary Babbitt. 

 

 

Completing the MSC2: 

Beginning with Section III, if the individual chooses to receive state delivered MSC, 
either the new MSC Vendor or the DDSO completes this section. 

 

Complete all required fields and any other information known. (Required is noted by a 
red asterisk) 

 

There is a “Search” icon  with each required field that you may want assistance in 
selecting a choice. 

 

The first required field is “New TABS Program Code” in which the individual will be 
enrolled.  Choose the appropriate TABS Program Code by clicking on the Search icon.  
A window will pop up with eligible programs that can be selected. 
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In this example there is only one program, click OK to select the highlighted program.  
The program selected will be brought into the New TABS Program Code field. 

 

 

 

 

 

 

 

 

Next in Section III, we‟ll indicate with check boxes whether or not an Individual or Family 
Member signed a paper acknowledging this document.  The first checkbox asks:  Has 
Individual signed paper acknowledging this document? 

Note:  The Requested Effective Date Of Change is defaulted by the system to the 
first day of the month following the month in which a requested change is being 
made.  In this case the entry that is being made for this individual on 09/12/2012; 
therefore the system defaults to 10/01/2012. 
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If you check this box, another required field displays: Date Signed.  

 

The second checkbox asks:  Has Family Member or Advocate signed paper 
acknowledging this document? 

 

If you check this box, numerous required fields display: Date Signed, Name of Family 
Member or Advocate, and Phone Number.  All fields must be entered. 

 

Below is an example of both checkboxes being checked. 

 

 

 

Once all required fields are completed, you may Save the MSC2.  After clicking Save, 
the MSC2 form may now be Viewed and/or Printed in PDF format.   

Be sure to upload all Supporting Documents necessary for the DDSO to process the 
form. 

Please refer to the instructions starting on page 10 of this documentation with regard to 
Save, Save and Close, View, Print, Copy, and Submit. 
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MSC3 – WITH – Withdrawal from MSC 

The Withdrawal from Medical Service Coordination (MSC3) is to be used to withdraw an 
individual from MSC.  This form may be initiated by the vendor or the DDSO due to loss of 
eligibility (Section 3 of form) OR by the individual because they no longer require service 
coordinator or moved to another district (Section 4 of form). 

Create a New MSC3 Form: 

From the Individual’s record, click on the MSC3-WITH-Withdrawal from MSC link.  A 
list of MSC3 forms will display for this individual.  To view an existing MSC3, click on a 
specific form from the list.  In this example, there are no MSC3 forms yet for Mary.  To 
begin a new MSC3, click the Add New MSC3-WITH-Withdrawal from MSC button in 
the upper left portion of the screen. 

 

 

 

This will open a new MSC3 form with Mary‟s personal profile already completed from 
TABS. 
 
Confirm that that you have selected the correct individual, and that all fields in Section I 
and Section II are populated with the correct data. 
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Completing the MSC3: 

Complete all required fields and any other information known. (Required is noted by a 
red asterisk) 

There is a “Search” icon  with each required field that you may want assistance in 
selecting a choice. 

 
NOTE:  Section III and Section IV are the two options available for the withdrawal of 
an individual from MSC.  Complete only one of these sections, depending on which is 
relevant. 
 
Section III is to be used when an individual is withdrawn due to loss of Eligibility.   
 
Section IV is to be used when the Individual requests to be withdrawn from MSC.   If 
Section IV is completed, then an MSC4 (Verification) will need to be completed prior to 
processing the MSC3.  The MSC4 can only be completed by the DDSO. 
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Completing Section lll - An individual being withdrawn due to loss of Eligibility   
 
The first required field is the Reason For Withdrawal for this individual.  Click the 
dropdown arrow and select a choice from the list by clicking on the item.  In this 
example, Individual is no longer enrolled in Medicaid is the reason for withdrawal. 

 

 

After selecting a specific reason for withdrawal, other required field(s) related to that 
specific choice will become available for completion. 
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In this example, two other required fields now become available: 

1. Requested Withdrawal Effective Date 

2.  MSC Vendor/DDSO Contact.  Usually, the MSC Vendor/DDSO Contact is 
automatically filled in with the person signed into the application. 

 

 

Once all required fields are filled in for Section lll, you can either Save, Save and Close 
or Submit this form. 

 

Completing Section IV - Individual Requesting to be Withdrawn From MSC   
 
The first required field in Section IV is Reason For Withdrawal From MSC for this 
individual.  This is a free text field, so you‟re able to type whatever reason is relevant. 

NOTE:  If you have text from another document for this field, you can copy & paste 
here.  Be sure the copied text is relevant and accurate. 

 

The second required field is Individual Understands Effects, and it only becomes 
required once a reason is entered into the Reason For Withdrawal From MSC field.  It 
requires either a „Yes‟ or „No‟ response. 

 

 

NOTE:  Although it is not a required field in Section IV, if you check “Yes” for the HCBS 
Waiver Participant field, the Agency Selected field will become required because you 
need to indicate which agency will still be providing PCSS for the individual. 
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Once all required fields are completed, you may Save the MSC3.  After clicking Save, 
the MSC3 form may now be Viewed and/or Printed in PDF format.   

Be sure to upload all Supporting Documents necessary for the DDSO to process the 
form. 

Please refer to the instructions starting on page 10 of this documentation with regard to 
Save, Save and Close, View, Print, Copy, and Submit. 

NOTE:  Once the MSC3 form has been Submitted, with Section IV completed, the 
DDSO Application Processor will need to complete an MSC4, Verification of 
Withdrawal, before processing the MSC3. 
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MSC5 – MSCA – MSC Agreement 

Effective October 1, 2010, the MSC Agreement is to be signed only once in a lifetime by 
an individual or a family.  Previously, the form had to be signed annually.  If there is a 
change in vendor, it is not necessary to do a new MSC5 form.  However, if a vendor 
opts to do a new MSC5 form, it is fine to do so. 
 

This form can only be completed by a Service Coordinator (MSC Coordinator) and a 
Service Coordinator Supervisor (MSC Supervisor). 
  

Under People, in the Workplace column, go to the list of Individuals and find the 
Individual you need to complete a form. 

 
Create a New MSC5 Form: 

From the Individual’s record, click on the MSC5-MSCA-MSC Agreement link.  A list of 
MSC5 forms will display for this individual.  To view an existing MSC5, click on a 
specific form from the list.  In this example, there are no MSC5 forms yet for Mary.  To 
begin a new MSC5, click the Add New MSC5-MSCA-MSC Agreement button in the 
upper left portion of the screen. 

 

 
 
 
 
 



                                                        

11/7/2012  26 
 

Completing the Form:   

Upon opening, the information in the General link is displayed.  There are no fields to 
be completed in this section. 

 

 

 

Click the link for Rights and Responsibilities, and review your rights and responsibilities 
(scroll down to view all the information). 
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Click the link for Signatures, and fill in all required fields and any other information 
known. (Required is noted by asterisk) 

 

 

Agency/DDSO section:  

The MSC Vendor / DDSO field and Service Coordinator field are filled in with their 
defaults. 

Service Coordinator Supervisor field needs to be completed. 
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To select a Service Coordinator Supervisor, click the Search icon.  A list of names 
displays.  Or you may type the last name in the Search for records field and click the 
Search icon. 

 

 

Click on the name of the individual‟s Service Coordinator Supervisor, and the selected 
person is populated in the field. 

 

 

Individual / Family Member Section: 

Complete the following required fields by clicking the down arrow for the appropriate 
selection: 

“Has Individual signed paper acknowledging this document?” 

“Has Family Member or advocate signed paper acknowledging this document?” 
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If “Yes” is selected, then the “Date Signed” becomes a required field. 

If “No-unable/unwilling to sign” is selected, then the Date Signed field is not required. 

 

 

 

CHOICES Portal User Information Section 

Although these are not required fields (no red asterisk), you may fill out desired fields. 

 

 

Once all required fields are completed, you may Save the MSC5.  After clicking Save, 
the MSC5 form may now be Viewed and/or Printed in PDF format.   

You may also Submit the form.   

Please refer to the instructions starting on page 10 of this documentation with regard to 
Save, Save and Close, View, Print, Copy, and Submit. 

 

 

 

 

 

How the Service coordinator Supervisor is to Process the MSC5: 

 

NOTE:  The MSC5 can only be submitted by an MSC Coordinator.   

And the MSC5 must be processed by a Service Coordinator Supervisor. 
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From the main screen, under Active, are the forms the MSC Supervisor needs to open 
to sign and process. 

 

 

MSC Supervisors can click on the name for any individual in the list that they are 
responsible to process.  

Once the form is opened, the MSC Supervisor’s name will default into the signature 
field and if they are satisfied with the form they can process it to completion. 

Click the “Process Form” button. 

 

 

Once the form is processed, it will come off the Active list, and will be available for 
view under the Inactive. 
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Error Messages 

If any person other than an MSC Supervisor tries to Process the form, the 
following message is received. 

 

 

The wording notes “submitted” but it is at the point of processing by a Service 
Coordinator Supervisor. 
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MSC10B – Service Coordination Notes 

The MSC10B is a monthly summary of activities.  The Service Coordinator may 
indicate within the form if an ISP Review, Service Coordination Agreement Review or 
Level of Care Eligibility Determination (LCED) was completed.   
In a particular month the Service Coordinator may document multiple activities such as 
a face to face contact with the individual; an entry under Referral / Linkage; and an entry 
within the Monthly Summary. 
This form can only be completed by a Service Coordinator (MSC Coordinator) and a 
Service Coordinator Supervisor (MSC Supervisor). 
 
NOTE:  The MSC10 form is no longer an electronic option in CHOICES, but is still 
available as a paper option. 
NOTE:  There is NO Copy function available on the MSC10B form. 
 
Create a New MSC10B Form: 

From the Individual’s Record, click on the MSC10B-MSC-Medicaid Service 
Coordination Notes link.  A list of MSC10B forms will display for this individual.  To 
view an existing MSC10B, click on a specific form from the list.  In this example, there 
are no MSC5 forms yet for Mary.  To begin a new MSC10B, click the Add New 
MSC10B-MSC-Medicaid Service Coordination Notes button in the upper left portion 
of the screen. 
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Completing the Form: 

Upon opening, information under the General header is displayed. 

 

The General header has an Individual Lookup Section with the Individual‟s name, an 
ISP Review, a Service Coordination Agreement (SCA) Review, and an ICF/MR Level 
Care Eligibility Determination (LCED), a Monthly Summary, and a Service Coordinator 
Information section. 

The Service Coordinator can fill out these sections in any order. 

Individual Lookup: 
 

• Month of Service/Year of Service means the month and year that services were 
rendered to the individual. 
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ISP Review Section: 
 
By completing the “Month of Service” and “Year of Service” drop down boxes, the 
system searches to find if an ISP already exists in the system for the selected month 
and year.  If an ISP exists in the system for the selected month and year, the system will 
default to that date of the last ISP Review and populate the field “Date of ISP Review” in 
ISP Review Section.  The system will also set “Was ISP Review conducted this month?” 
to Yes and the system will check for a “Face-to-Face” value and if Yes, default as Yes 
for “Was individual present at ISP Review?” 
 
If there was no ISP Review in CHOICES for the individual, the system enables “Was an 
ISP Review conducted this month?”  Selecting “Yes” for this field enables the “Date of 
ISP Review” field as well as the “Was the Individual Present at Review?” field. 
 
The Service Coordinator can save the form at this point without providing a date since it 
is a recommended field, not a required one. 
 
NOTE:  If a date is entered in “Date of ISP Review” field, the month must match the 
month in the Month of Service field, and the year must match the year in the Year of 
Service field. 
 

 

 
 
 
Service Coordination Agreement (SCA) Review (This section is optional): 
 
By completing the “Month of Service” and “Year of Service” drop down boxes, this 
enables, “Was the SCA reviewed this month” field. 
 
Multiple Service Coordinators can complete this section.  For instance, one Service 
Coordinator can select “Yes” for SCA Review and this enables the “Date of SCA 
Review.” 
 
“Date of SCA Review” must be the same as the month and year of service selected in 
the MSC 10B General header. 
 
The Service Coordinator can save the form at this point without providing a date since it 
is a recommended field, not a required one. 
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ICF/MR Level of Care Eligibility Determination (LCED) (This section is optional): 
 
By completing the Month of Service and Year of Service drop down boxes, the “Was 
LCED completed this month” field is enabled. 
 
Selecting “Yes” for this field enables “Date of LCED Completed.” 
 
“Date of LCED Review” must be the same as the month and year of service selected in 
the MSC 10B General header. 
 
The LCED section has been completed, signed and locked. 
 

 

 
Supporting Documents 
 
In the left column under, Common, is the link for the Supporting Documents section 
of the MSC10b. 

 
 
 

There are two views within this screen:  

 
 

1. Support Documents For This Form, which is the default; or 
2. Supporting Documents  For This Individual.   
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Supporting documents uploaded through the MSC10B can be viewed in both views.  
Supporting documentation that is uploaded to the Individual‟s record will not appear in 
the MSC10B view entitled Supporting Document For This Form.  That is why you can 
change the view to see and link another document to your ISp tah has been uploaded 
by another CHOICES user, such as the Residential Coordinator or a Nurse. 
 
(For more information on Supporting Documents please check the Step by Step 
material on the CHOICES training page.) 
 
Click the “New” button to upload a file. 
 

 
 
Click on the “Upload File” button to browse to the specific file you want to upload.  
Check with your DDSO if you‟re not sure what supporting documents are required. 
 

 
 
After the file is uploaded, the Service Coordinator will be prompted to input additional 
information about the file attachment such as Document Class, Type, and Sub type. 
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The Service Coordinator clicks Save and Close on the classification screen.  The 
MSC10B Supporting Document Section displays with the upload document. 
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The Service Coordinator can remove documents from the form, by selecting the 
appropriate file and then click, “Unlink From This Form.” 
 
NOTE: You are not deleting the document only removing it from the form.  All forms that 
have been uploaded to a file are permanently attached to the Individual‟s Supporting 
Document section. 
 

 
 
 
The Service Coordinator can edit the classification information of the attachment by 
selecting the appropriate file and then highlighting, “More Actions” and Click, “Edit 
Supporting Documents.”  Any of the 3 required fields can be edited or all 3. 
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Face-to-Face Contacts 
 
In the navigation column, under Common, is the link for Face-to-Face Contacts.  Click 
the link to move to that section of the MSC10b.   
 
In this example, there are no Face-to-Face Contacts for Mary Babbitt.  
 

 
 
Click the “Add New Face-to-Face Contacts 10B” button to enter a Face to Face contact. 
All fields for the new contact are required and must be completed. 
 

 
 
“Location of Service Meeting” field is a dropdown list.  Select “Other” if your location is 
not available for a text box to enter your location. 
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Click Save and Close  
 
NOTE:  The month and year in the “Date of Contact” field must match the month and 
year in the MSC 10B General heading. 
 
The new Face-to-Face contact now appears in the list. 
 

 
 
A Service Coordinator can modify and save a Face-to-Face contact which was created 
by another Service Coordinator. 
 
 
Referral/Linkage, Benefits Management, or Monitoring: 
 
In the navigation column, under Common, is the link for Referral/Linkage, Benefits 
Management, or Monitoring section.  Click the link to move to that section of the form. 
 
Click “Add New Referral/Linkage, Benefits Management, or Monitoring 10B” to display 
the Referral/Linkage screen. 
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Enter all required fields, then click Save and Close. 
 
NOTE:  The month and year in the “Date of Activity” field must match the month and 
year in the MSC 10B General heading. 
 
The new Referral/Linkage item now appears in the list. 
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Click the General link to return to the main MSC10B screen. 

 

Once all required fields are completed, you may Save, Save and Close, or whatever 
function is necessary depending on the business process at your Agency/DDSO.   

Such as, if the Notes are to be reviewed by a Supervisor, you may just Save and Close 
and inform your Supervisor they are completed by NOT yet signed.  Therefore, they can 
be edited.   

But please be sure to, Submit, the Notes by the 15th of the following month, of the 
date of the Notes, to stay compliant. 

Please refer to the instructions starting on page 10 of this documentation with regard to 
Save, Save and Close, View, Print, and Submit. 

NOTE:  There is NO Copy function available on the MSC10B form. 

When you click the “Submit Form” button in the MSC10B, a pop-up message will 
display, reminding you that this submission is an irreversible action.  Click “OK” to 
submit the MSC10B form. 

 

 

The MSC10B form closes and becomes “Completed”.   

NOTE:  Any Service Coordinator/Supervisor can modify and save a Monthly Note which 
was created by another Coordinator.  The new Coordinator will have to choose their 
name as the contact completing the form before they will be allowed to even Save the 
form. 

This is allowed so if a Coordinator is unable to complete a Note, someone at the agency 
can do so. 


