Staff - Caseload Management

The primary purpose of Staff, caseload management, is to register the Medicaid Service Coordinators (MSC)
into TABS, to document MSC certifications, to assign Individuals to a MSC, and to maintain a record of
weighted caseloads assignments.

e Only one MSC can be assigned to an Individual at a time.

e MSC must be certified within the DDSO that the individual is associated with, in order for the Individual to be
assigned to that MSC’s caseload.

Note: The staff list does not represent a list of users that have access to CHOICES.

Note: Even though a staff person may have been assigned a MSC role within CHOICES this does not mean that
the staff person has been registered in TABS as a MSC.

Location of Staff Records

On the left side, under Workplace, is the People section which is the central filing location. Click on the
“Staff” link to see the full list of MSC Staff.

The content pane will display the list of Staff:

Workplace @ | 2~ || staft Active Staff Registration ~

“ My Work ™ | Full Name | staff Id | bpso | sector | ageney
—4 ’;nn::ncedmnts & satm 19431 BROOME DDSO Voluntary HERITAGE FARM, INC.
j R:;m,:ar | ™ & BENSEEDEAN 19442 BROOME DDSO Voluntary HERITAGE FARM, INC.
Ppmm— ™ & BENsOND 19385 BROOME DDSO Voluntary HERITAGE FARM, INC.
§ Indwiduals ™ & BENTON,BRAD 19417 BROOME DDSO Voluntary HERITAGE FARM, INC.
(85 Portal Users I~ & BRIGGSTEST 19390 BROOME DDSO Voluntary HERITAGE FARM, INC.
& start & Brownsil 19490 BROOME DDSO Voluntary HERITAGE FARM, INC.
4 Agencies I & BROWNEBILY 19396 CENTRAL NEW YORK DDSO  Voluntary HERITAGE FARM, INC.
=& Agencies ~ & BrOwNJ 19472 CENTRAL NEW YORK DDSO  Independent
0] Program Codes ™ & BROWNJAMES K 19398 CENTRAL NEW YORK DDSO  Proprietary HERITAGE FARM, INC.
=4 DDsOs ™ & BROWNLUSAR 19395 BROOME DDSO Voluntary HERITAGE FARM, INC.
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The default View is set to Active Staff Registration.

—

5taff:t Active Staff Registration T

lag
[ | Full Name | Staff{Select a view] DDSO Sector
& BAaTM 19431 BROOME DDSO Voluntary
[~ & BENSEEDEAN 194472 BROOME DDSO Voluntary

Click on the drop down arrow to see the list of Inactive Staff, once you have ended a current staff’s registration
for your agency/DDSO.

Staff:| Inactive Staff Registration -

| Full Name | staffId

Add New Staff

To add new staff, under Workplace, People, click the “Staff” link:

Then click the New button on the ribbon.

/
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A new window displays:

Fill in all required (*) fields and all other information known. (Required is noted by asterisk.)

Name - The name must be format - LAST, FIRST, MIDDLE INITIAL (Please note, there is no space between
LAST, and FIRST, but there is a space between FIRST, and MIDDLE INITIAL).

Sector — Select Voluntary, Proprietary or Independent from the drop down list. The agency name will
automatically populate with the user signed into CHOICES agency’s affiliation.

Note: There is a drop down option for State when signed-in to CHOICES as a state MSC.
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B s T haeioA o
| | E'ﬂSa\re&New 7 Copy a Link

2 Look Up Record -- Webpage Dialog ﬁ
Look Up Record

Enter your search criteria and click Search to find matching records, Filter your results and view different columns
of data by using the View options. Then, select the record you want and click QK.

.ook for: |DDSO J [~ Show Only My Records
View: |DDSOs My Agency Has Programs In j
Staff Id [
| Name | DDSO Code | g | y

v =% BROOME DDSO 0233 <%

[~ =&} CENTRAL NEW YORK DDSO 0261 Agengy* & HERITAGE FARM. INC.
Staff Type * [ |
End Active Date [ =T

DDSO - click the Find icon to display the Look Up record with the list of DDSOs associated with the
agency. The MSC record will need to be registered to each DDSO if there is more than one.

County — this is the county in which the MSC works.
Social Security Number is the required Only for State Staff; SSN of the MSC
Note: The first five digits are masked after the form is saved.
Begin Active Date
o Refers to the first day the staff was working for the agency in the capacity of MSC.

Note: Can be back- dated to 4/1/1996 so long as this does not contradict a previously registered
date in this DDSO. The date cannot be a future date.

Staff Type — select from the drop down menu.

End Active Date — will not be used in registering a new staff person. But will be used to Inactivate the staff
when no longer a MSC for the agency.
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Click Save on the ribbon, to save the information and have it file to TABS.

The staff person is registered in TABS and a Staff Id is assigned.

& Staff Staff ~|#|®
' Patricia Walshh

* General

/ \

Name * |Walshh,Patricia staff Id 12483 I
Sector * [valuntary -] Dpso* =& BROOME DDSO =
County 4% BROOME O  Ageng* & HERITAGE FARM, INC, =
Social Security |ggg_gg4444 Staff Type * | Service Coordinatar ;I
Mumber *
Begin Active Date ® |1;1;2u05 v End Active Date | v

TABS Messages  |Staff Information successfully submitted to TABS on 9/19/2012 at 2:51 PM

»

If the agency is associated with 2 or more DDSOs, you must submit the staff registration to all

DDSOs through this record.
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Click on the DDSO field Look-up icon and select the next DDSO.

All DDSOs the agency serves will be listed, but you must do them one at a time.

#  Look Up Record -- Webpage Dialog ﬁ

Look Up Record | 4
Enter your search criteria and click Search to find matching records. Filter your results and view different columns =& BROOME DD5O g
of data by using the View options. Then, select the record you want and click OK.
= HERITAGE FARM, INC, g
Look for: |DDSO J [ Show Only My Records |Senrice Coordinator j
View: |DDSOS My Agency Has Pragrams In j |
B »
| Mame | DDso cCode | e
u *. BEROOME DDSO 0233
[ =& CENTRAL NEWYDR% DDs0 0261
|CENTRAL MEW YORK DDSO

Click Save, and the staff will be registered in the second DDSO and the submission to TABS is
recorded below the original registration.

v
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If staff is not registered and certifications put on file for all DDSOs the agency serves, Business
Process Errors will be displayed as to the inconsistency when you are trying to assign caseload.
This is NOT a CHOICES error, but a user error in not completing the records correctly.

To Continue to complete the Staff record:

Under Common, Certifications, is now activate and must be completed.

Click on Certifications within the left column.

Document Certifications

A new window displays, The Certifications Screen:

Click on Add New Certification:
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The New Certification screen appears.

Required fields are denoted by an asterisk:
o Staff Person field defaults and is not editable
e DDSO field, select the first DDSO to record the certification
e Certificate Type will default to MSC Service Coordinator
e Certificate Number is a free text field and is optional
o Effective Date is a required field.
o Cannot be future dated. Warning message will appear: EFFECTIVE DATE***INVALID
RESPONSE***
e Can be back-dated, but not prior to Begin Active Date (date of MSC hire on first screen of the
Staff registration). So if the MSC was certified prior coming to your agency, the Effective Date
(for the Certification) would still only be the date of hire.
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e Expiration Date is not to be used during registration of Staff.
o This section is to be used if the MSC loses certification.
o Cannot precede the Effective date or Begin Active Date.
o Cannot be back-dated.

Click Save to submit.

If successful, a TABS message is displayed that the staff information was successfully submitted to
TABS. Click: Save and Close.

If an error occurs, a message will be displayed. Correct the error and then click Save & Close.

User is returned to the Certifications section and the new certification is listed.
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For each DDSO the agency serves, a new certification will need to be completed.

Click, Add New Certification, and follow the same steps as for the first certification recorded.

Add a Caseload Assignment from the Staff Information Screen

Click: Caseload Assignments

The Caseload Assignments screen appears. (Caseload can also be assigned through the Individual’s
record, see page 20 of this document.)

/

From the ribbon, click “Add New Caseload Assignment” button
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The New Caseload Assignment displays:
The following fields are pre-populated: DDSO, Case Manager, Case Manager Type and Staff ID.

Begin with Individual:
Select from the list of Individuals available through the look-up.
Click on the look-up icon to display the list of Individuals for the agency.

Once the Look Up Record displays:
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In the Search field:

Type in the last name, select the appropriate Individual by clicking in front of the name to put a
checkmark at that name.

Click OK
Look for: |[n-:|i.'i-:|l_|a| J [~ Show Only My Records
View: |Indi1ridua| Lookup View j
| Full Name | TABSID | Date OfBith | Medicaid Numb..| Address Line 12
" £ RasasJAMELAN 143295 2/11/1988 8865 BLUEFIELD.,
Jv £ RASAS SHERMELL 8733 5/24/1987 BS08733U 5541 FRADFOR...
q »
1-2of 21 selected) Page 1

Properties | |

| QE | Cancel ||

https://choicesqa.opwdd.ny.gov/_co €& Local intranet | Protected Mode: Off

Continue to complete the Caseload Assignment record. (See graphic below)

DDSO
e This field is to select the DDSO which is responsible for the MSC program the /ndividual
is enrolled. Remember, the MSC must also have certification recorded (in this Staff section)
for each DDSO in which they serve Individuals or the assignment will fail.

Effective Date must be entered
e The effective date of the assignment of the individual to the MSC, obviously, cannot pre-
date the Begin Active Date and/or certification of the MSC.
o Cannot be future dated.

Termination Date
e Is to be completed when this MSC will no longer have this Individual assigned to their
caseload.
o Note: This date can be future dated.

1/25/2013 12



Once the assignment record is complete, click Save & Close or Save and New

Select “Save and New”, if there are multiple Individuals to assign to the MSC

Below is the result if you clicked Save & Close and the information on the record was completed

correctly.

The Caseload Assignment record closes and you are returned to the Caseload Assignment Section,
which lists all the Individuals assigned to this MSC.

Information L | Staff Staff ME AR
L General = Patricia Walshh
Related € Caseload Assignments: Caseload Assignment Associated View ~ Pel
4 Common ] | Case Manager Type | Staff | Individual | DDSO | Assignment Effective Date | Assignment End Date | z
E/ TABS Inguiries [ % M5 Service Coordinator Patricia Walshh RASAS, SHERMELL CENTRAL NEW YO 11/2013

[#] cCertifications
% Caseload Assignments

After clicking, Save & New, (if no errors) a new blank Individual Assignment record will appear.
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OR you may get an error message:

Example of the Business Process Error, if the DDSO which serves the Individual is not listed

correctly. Click OK to close the message box and change the DDSO selection for this Individual.

Click on the icon to display the DDSO, Look Up Record, which shows the agency has an association

with 2 DDSOs. Make the appropriate selection.

Information El Caseload Assignment
|: General " New
Motes
v General
Related o "
Individual £, RASAS SHERMELL
4 Common
e Assignment Information
S
Lo DDsO* =& BROCME DDSO
4 Proce

@ #  Look Up Record -- Webpage Dialog

Look Up Record

9

]

TABS ID

x|

Enter your search criteria and click Search to find matching records. Filter your results and view different columns

of data by using the View options, Then, select the record you want and click OK,

Look for: | DDSO | I~ Show Only My Records
View: |DDSOs My Agency Has Programs In j
| Wame DDSO Code |
[~ =% BROGME DDSO 0233
[ =& CENTRAL NEW YORK DDSO 0261
1/25/2013
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n Date *

ager Type *

L MSC Service Coordinator
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Now the Individual’s information on assignment record is correct. Click Save & New.

Example of another possible Business Process Error:

If the Individual’s DDSO selection is correct but the staff was NOT registered and / or certified in that
particular DDSO, the following message will display

To correct the Case Manager error:

Return to the General section of the Staff record, click on the DDSO Lookup & select the next DDSO
Then check the certification is on file for both DDSOs.
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Click the Save and allow the record to process to TABS and the second “successful” message will
display.
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To ensure Certification is correctly completed for all DDSOs go to Certifications to view the list for
this staff. The Certifications section shows only one DDSO has a certificate on file.

You must add a certification record for the next DDSO, in this example, Central NY DDSO.

On the ribbon, click on Add New Certification and select the other DDSO this MSC serves.

Complete new Certification record as previously instructed with the next DDSO selected.
Click Save & Close and on the list both Certifications will display.
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Refer back to Page 10, if necessary to see all the steps as to how to move to Caseload Assignment
and continue to assign Individuals to this MSC, after you have ensured all information for this MSC is

completed accurately for each DDSO the agency serves.

Or briefly:

Click, Caseload Assignments, in the left column

Click Add New Caseload Assignment
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When the new Caseload Assignment window displays, select the Individual, DDSO the MSC program
is registered and all other required fields, click Save and Close or Save & New.

For staff, Patricia Walshh, there are now 2 Individuals assigned and viewable as such in CHOICES.
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Add Caseload Assignment at the Individual’s Record

From the Main Page of CHOICES, Workplace column, select Individual link and search for the
correct Individual and open the Individual’s record. (one click on the name to open)

The Individual’'s record opens. In the left column, click on Caseload Assignments in order to view
any current assignments.
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This Individual had a case manager assigned previously, but we can see when that assignment was
terminated in the column “Assignment End Date”. (If assignment has not been ended go to next
page)

Thus there is no assignment at this time. To add the new case manager, on the ribbon, click, Add
New Caseload Assignment.

The new assignment screen displays:

Fill in all required fields.
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DDSO where the Individual's MSC is served
Effective Date must be after other assignment ended, if any existed
Case Manager will be selected by the Look Up icon.

Click, Save & Close

The new assignment record closes, and at the Individual’s record in the Caseload Assignments
section, is the list of current and previous case managers with dates displayed.
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Assignment End Date is blank, thus a current assignment still exists:

The current assignment needs to be ended, before adding a new assignment.

Double click in the blank field under the heading, Assignment End Date.

€ Caseload Assignments: Caseload Assignment Associated View ~ | Search for recgrds
v | Case Manager Type | Staff | Individual | DDs0 | Assignment Effective Date J| Assignment End Date | =~
v % MS5C Service Coordinator JILL TUNISOM PARLO.ROERT £ CENTRAL MEW YO 3/1,/2000
DOUBLE &_ICK
HERE

The Caseload Assignment record for the current MSC will display:
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Click in the Termination Date field and insert the date.

@ Caseload Assignment
" Case manager TUNISON,JILL assigned to PARLO,ROERT Z

* General

Individual *

Assignment Information

DDso*
Effective Date *
Case Manager ™

Staff ID

Click Save & Close

Caseload Assignments = | i | &

PARLO.ROERT £

=} CENTRAL MEW YORK DDSO

Termination Date *

E JILL TUNISOM Case Manager Type *

j12/31/2012 e

Lﬁ MSC Service Coordinator ﬂ

The current assignment is ended and displays on the Individual’s record, Caseload Assignments

section.

Information

General
Additional Information
Motes

Related

4 Common
G4 Activities
[ Closed Activities
D Supporting Documents
i) TABS Inquiries
|85 Portal Users
% Caseload Assignments
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Individuals AE 3R

6l Caseload Assignments: Caseload Assignment Associated View ~

| case manager Type

[~ €5, MSC Semvice Coordinator CENTRAL NEW YO

|Sea|'-:h for records o

Assignment Effective Date | Assignment End Date | z
3/1/2000 12/31/2012
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The new assignment can now be added. Click on Add New Caseload Assignment.

Complete the required fields as previously instructed in this document.

1/25/2013
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Click Save & Close

If any Business Process Error occurred, fix the problem and then repeat, Save & Close.

On the Individual’s record, the second, the current assignment is now listed.

Assignments completed at the Individual’s record are actually completed through the Staff’s record.
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Therefore, at Staff section of CHOICES, open the staff’s record and all assignments, ended or begun
at any Individual’s record will be listed.

Case Manager Caseload Report

At the Staff record, Click TABS Inquiry
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Select Staff Caseload Inquiry.

The following displays, if the DDSO is the correct, click Open PDF

Staff Inguiries

Select an Inguiry: | Staff Caseload Inguiry ;I

D050 |BROOME DDSO =l

StaffID 19483 |
|  OpenFOF... |

Otherwise, or in addition to, after one DDSO report is run, open the dropdown for the DDSO and
make the appropriate selection. Then click Open PDF.

Inquiries
Staff Inquiries
Select an Inguiry:

| Staff Caseload Inguiry |
DoOso CEMTRAL MEW YORE DDSO ;I
BROOME DDSO
CEMTRAL MEW YORE DDSO h
Staff ID EN
| OpenPDF.. |
1/25/2013
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At this dialog box, click Open

File Download

Ix

Do you want to open or save this file?

Ei: Name: Staff_Inquiry_for 19483 pdf
[ Type: Adobe Acrobat Document, 1.91KB
From: choicesqacsite.opwdd.ny.gov

COpen | Save | Cancel |

The Case Manager Caseload Report is displayed.
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Scroll down to the next page, to view individual(s) assigned to the MSC.

The report displays, please see next page for graphic.
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The report list all the Individuals

And at the end of the report, is the Weighted MSC Caseload and a breakdown of Individuals
(Consumers) by Willowbrook class or not
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Printing an Inquiry

Any Report or Inquiry can be printed from the PDF view.
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