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DDP2 – Dev. Disabilities Profile  

The DDP2 may be used to provide an accurate and thorough description of the 
skills and challenges of a person with developmental disabilities that are related 
to their service needs. 
 
CHOICES has been developed to automate the process of completing and transmitting forms 
and generating certain reports. 
 

There is no “Delete” function in CHOICES. 
 

DDP2 

Click on DDP2 to review the list of applications from your agency: 

 

The content pane will display any completed or partially completed and Saved DDP2 forms: 

 

You can see the status of the current DDP2 for Sam Briggs is “Saved.” This means that this 
DDP2 has been saved but not submitted. Also, the View is set to Active.  
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If the view was changed to Inactive DDP2 using the dropdown arrow, you would be able to view 
any DDP2 that was submitted and successfully entered into TABS. 

 

 
Create New DDP2 (Form) 

To create a new DDP2 we will start in the Workplace section under People, click the 
“Individuals” link: 

 

 

The Individuals section displays everyone that is known to TABS in your Agency. 

In the Individuals section you can search by name either in the area where it states Search for 
records or you can narrow the search down by clicking a letter at the bottom.  
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For this example we will show typing the name ‘Adams’ in the Search for records section. Then 

click the Start Search button . 

A list matching our search displays. 

To start a DDP2 for ‘Lurch Adams’ we simply click his name 

 

A screen appears with her information pulled directly from TABS. 

To start a new DDP2, click the DDP2 link under Details. 

 

 

The DDP2 screen for Lurch Adams appears 

Currently, there is one DDP2 for Lurch Adams.  
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To start a new DDP2 click the New DDP2 – Dev. Disabilities Profile link. 

 

This will open a new DDP2 for Lurch Adams. 

 

Completing the DDP2  

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

There is a “Find” icon  with each field that has a list of values to assistance in selecting a 
choice. 
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Choose the appropriate TABS Program Code by clicking on the Find icon. 

 

The lookup window will display with Program Codes that you can select for the 
individual.              

Example of clicking the Find icon and getting a pop up displaying options:  
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Throughout the DDP2 there are dropdown lists that should be filled out if you have the 
information. 

To enter information into a field with a dropdown list click the dropdown arrow and 
select a choice from the list by clicking on that item. 

 

 

 

Moving through the DDP2 

There are links in the left pane titled Information to move through the different areas of 
the DDP2. 

To move to a different section of the DDP2, click the link for the section you want to 
enter. 

Example: To move from Identification to Disability Description And Medical, click the 
Disability Description And Medical link 

 

 

 

 

 

 

 

 

 

NOTE: Some selections that you make may be dependent on other selections made in the 
DDP2  
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Saving, Printing and Submitting the DDP2 

Once the form is completed, all required fields are completed and all information 
available is entered into the DDP2 form you can either Save or Submit the form. 

In the top left-hand corner of the screen you will find a Save, Save and Close, Save & 
New buttons (under the DDP2 – Dev. Disabilities Profile tab) and Submit button (under 
the Form Actions tab). 

 

 

 

 Saves the DDP2 

 Saves the DDP2 and closes the form  
 

 Saves the DDP2 and opens a new DDP2 form  
 

 Submits the DDP2 to TABS  
 
In this example we click Save to Save the DDP2 but keep the form open. 
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Once the DDP2 is saved two more buttons appear, the first button is View PDF for 
printing: 

 

      The Copy button is used for creating a new form based on one that has been 
saved.  
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Click View PDF  to open a pdf version of the DDP2. 

 

  

You can print the DDP2 out this way. Click the X in the top right-hand corner to close 
the PDF.  

When the DDP2 is ready for submission, click the Submit Form  button. 
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An electronic submission box will display: 

Enter your password and click Submit: 

 

 

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

 

The form is now signed and submitted.  You are returned to the main screen and you 
can view the DDP2 in the list under Inactive DDP2. 

 

  
NOTE: 

From the Individuals screen for an individual you can access the Master 
Client History by clicking the TABS Inquiries link, select Individual 
inquiry, then Open PDF. All the DDP2 – ISPM scores appear on this 
inquiry once the form has been successfully submitted to TABS. For 
more information on Inquiries check the CHOICES_INQUIRIES 
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