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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.

* CHOICES has been developed to automate the process of completing and transmitting forms and
generating certain reports.

» The workflow is Individual driven so it is recommended that work begin on any form by selecting the
Individual first and then selecting the necessary form or report to view. (Shown later in document)

* Inside CHOICES there is NO delete function. If a mistake is made on a form before saving or
submitting, just close and nothing is saved. But once a form is saved, it cannot be deleted.

» Depending on your role in the system some items may or may not be available to you.

Below is a graphic of the screen an end ser will see upon logging into CHOICES.

The default upon opening is to “Announcements,” which notes System messages, explains new
features or give helpful information.
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| Announcements = welcome

People 3 Welcome to NYS OPWDD CHOICES Application...

g Ldividlalz Issue Reporting
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- If you find an issue with the system or require assistance, please send an email to “helpdesk” (Help. Desk@omr .state.ny.us). In your emai,

Agencies * include as much of the following information as possible:

& agencies What Form and Section/Tab are you in? The current testing is for DDP2.

[T Program Codes What Role do you have?

= DpS0s Have you created any screenshots of errors you have encountered? If yes, please attach them to the email.

Describe the issue you encountered in as much detail as possible.

Forms
DOPZ-Dev. Disabilties. . =

»

Personalize Workplace ...

e

k @ Workplace D

The Workplace Menu or navigation column is how to move around inside the application.
The content pane which displays whatever folder you have highlighted in the Workplace Menu.
Toolbar which duplicates all the actions available under the Workplace Menu

Display of the user signed on to the system and the Sign Out Area.
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Location of MSC2 forms

1.) On the left side, under Workplace, is the Forms section which is the central filing location. Click
on the MSC2 link to see the full list of MSC2forms in progress or completed and their current status.

Workplace
My Work

“

MSC2-CHNG-Ch. ..

People

<

Agencies

<«

Forms
DOP1-Registration/Move. ..
DOP2-Dev. Disahilities Pr...

»

MSC2-CHAE-Change OF ...,

=1 MST RN TTH A M R A 2 al

The content pane will display any completed or partially completed and saved MSC2 forms:

MSC2-CHNG-Change Of MSC Vendor

——
Search for records | 0 | @ Active ﬁw =

New | &: | More Actons-
| Name | Created On : | Form Stab.ls'.'
MSC2 for CREED,KADEN 11/9/2010 | Saved 1

3 MSC2 for MASI, CARMILA M 111042010 : Saved :
3 MSC2 for MASSOTH,KAGAN 11/18/2010 | Submitted :
[

Depending on the view, the different status of each MSC2 is displayed:
“Saved” means that the MSC2 has been saved but not submitted.

“Submitted” means that the MSC2 has been entered and submitted by the new MSC vendor
requesting the change. However, the change has not yet been approved. The View above is set to
Active MSC2.

If the view was changed to Inactive MSC2 using the dropdown arrow, you would be able to view any
MSC2 that was submitted and successfully entered into TABS.

View: |MSC2 Copied Forms -]

System Views
Active MSC2

MSC2 Copied Forms

2.) All forms are also filed under the Individual for whom they were created.

3.) Any form that requires further processing after being created and submitted will also be copied to
the appropriate Queue at the DDSO.
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Create a New MSC2 (Form)

To create a new MSC2, start in the Workplace section under People, click the “Individuals” link:

Workplace Individuals
My Work =
Search for records

j.ﬁ.nnuuncements
People “ @ | More Actions =

Tndreiduals T | FullName « | TABSID
|&5] Contacts a
Agencies 2 b £ AacH, ROwANDA 85452
= pgencies b £ AacHQUEASIA 45715
[l Program Codes b £ AacHROWANDA 85452
=& DOSOs -~ ey

The Individuals section displays everyone that is known to TABS.

In the Individuals section, you can search by name, last name only, either in the area where it states

Search for records or you can narrow the search down by clicking a letter at the bottom.

Workplace Individuals
-
E::;tncements A |Sea|'-:h for records |p D View: IAcﬁve Individuals =l
—

People 2 | Mare Actions =

£ Individuals | FullName | TABS D | Date OfBirth | Medicaid Mumber | Addressline 1 | Addressline2 | City &
8 contacts [} &/14/2010 300 tray B
Agencies 2 b £ AACH, ROWANDA 85452 3/16/1983 B536452D 10865 INDIAN H... PERR'
& pgencies b £  AACHQUEASIA 45715 3/5/1957 AK4ST15K £745 PITTSFOR.... FAIRF
[ Program Codes b £ AACHROWANDA 85452 3/16/1983 B536452D 10865 INDIAN H... PERR"
=4 Dp30s b £ AADAHL, MARTHE g 53102 7/15/1384 DM53109T 3LASSER LANE SALISBURY MILLS  MNEW*
Forms 2 LN p £ AADAHLMARTHE G 53102 7/15/1934 DM58109T 3LASSER LANE SALISBURY MILLS ~ NEW
DDFZ-Dev. Disabilities... | | T | m]z‘
el U He o 1 of 50 selected. P Paoe 1 B
‘@Workpbce Al # A B € D 9 F 6 H I 3 K L N O Q R 5 T U v wW X Y Z

~—~

In this example, we want to pull up an Individual, Merisa Dileone. Enter her last name in the “Search

for records” section; then click the Start Search icon EI
A list matching our search displays.

To start the MSC2, highlight and double-click her name, Merisa Dileone.

Individuals

| dileone

|

View: ISE.an:h Results

Maore Actions -

5/6/2011

l_ | Full Name | TABSID | Date Of Birth | Medicaid Mumber | Addressline1 |
DILEONE, KENTORI 350675 8/23/2005 DW 506758 101 FRANKLIN 5. ..
@E,MERID 9/22/1967 B130587M 317 CHEMUNG 5.,



A screen appears with her information pulled directly from TABS.

To start a new MSC2, click the MSC2 link under Details.

@ B dose | Il Actions -

Individuak DILEONE,MERISA
o £ Information

Details: * General | Additional Information | MNotes |

a Information

I-_::% Activitios Individual Information

L(\?.‘a Histary Last Name * DILECNE First Name ™ MERISA
W Tndividual Inquiry i N

L% Supporting Docurnents b Full Name DILEONE, MERISA
85 Contacts Date Of Birth * 9/22/1967 FEw| Sex Female
L& Program Enrollments Ethrici —

DDP1 - Registrationy. . nicity Wit [

DDPZ - Dev. Disabiliti. .. Phone Mumber 607-734-6135 Cell Phone Number

Email
(5] MSCz-CHNG-Change ..
MSCI-WITH-Withdra... Sodial Security Mumber |000-03-0587 Medicaid Mumber B130587M

The MSC2 screen for Merisa Dileone appears.

Currently, there are no MSC2s for Merisa Dileone. To start a new MSC2 click the New MSC2 —
CHNG-Change Of MSC Vendor link.

/2 Individual: DILEONE,MERISA - Windows Internet Explorer provided by New York State OPWDD

@ Eiglose [0 631 Actions -

Individual: DILEONE,MERISA
MSC2-CHNG-Change Of MSC Vendor
— L ——
Details: # | (& New MSC2-CHNG-Change OF MS Add Existing MSC2-CHNG-Change Of MSC Vendor |
a Information T | Mame | Created on | Form Statu
|ZF activities
LE:} Hisktary:

,[,-’ Individual Inguiry

|} Supporting Docurnents
@_E Contacks

L Pragram Enrallments
DDP1 - Registration...
DOPZ - Dev, Disabilii...
DOP4 - Conf, Heeds I...
MSC2-CHNG-Chanage ...
MSC3-WITH-\Withdra. .. No M5C2-CHMNG-Chan

m
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This will open a new MSC2 for Merisa Dileone.
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I.r; ) = £} saveandcose | Submit Form @ Help -
_.\‘-\.

MSC2-CHNG-Change Of MSC Vendor: New
Information

Details: 3 General | MNotes |
Infarmation =
ﬁ Activitios Section L Individual Information:
LE:) Hiskary: Individual g DILEQNE, MERISA _j DDSO _j
_1 Supporting Documents

Last Name DILEOME First Name MERISA

Middle Initial TABS ID 30587

Social Security Number 000-03-0537 Medicaid Mumber B130587M

Date Of Birth 9/22/1967 [m v] Phone Number 607-734-6135

Address Line 1 317 CHEMUNG STREET Address Line 2

City WAVERLY State ,} NEW YORK _jl

Zip 14392

Section IL Current MSC Vendor/DDS0 Information:

Current Vendor /DD50 _.j Current TABS Program _J]

Code
Section IIL. New M5SC Vendor:
New Vendor/DDSO * |.-Q 0233 - BROOME |Ej| Mew TAES Program |ﬁ|
Code *

Requested Effective  [12/1/2010 [m v]

Date Of Change *

MSC VendorDDSO [ @ anthanw kesseling |01 MSC Vendor/ DDSO 2l [~

Completing the MSC2

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

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

There is a “Find” icon @ with each 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 Find icon.

Section IIL New MSC Vendor:

Mew Vendor/DDS0 * |* 0233 - BROOME |Eﬂ| Mew TABS Program ( |Ej

Code * N—

Requested Effective  12/1/2010 | [E v]
Date Of Change *
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When the Find icon @ is clicked, a window pops up with eligible programs that can be selected. In
this example there is only one program, double click or click [OK] to select the highlighted program.

Section IIL New M5C Vendor:

Mew Vendor/DDSO * |4 0233 - BROOME |E| Mew TABS Program | |E|

Code *
Reguested Effective  [12/1/2010

.9 Look Up Records -- Webpage Dialog

Date Of Change *
MSC Vendar /DDSO [ -] ook Up Records

Contact * Select the record you want and dick OK.

Has Individual signed [~

paper acknowledging T 02330590 —MA SERVICE COORDINATION-MSC SERVICE COCRDINATIC MEDICAID SERVICE COf
this document?

Has Family Member or [ Date Signed i vl
Advocate signed

paper acknowledging
_this document?

The program selected will be brought into the New TABS Program Code field.

Mew TABS Program @ 02330590 —MA Eﬁ|

Code *

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 11/20/2010; therefore the system defaults to
12/1/2010.

Section IIL New MSC Vendor:

Mew Vendor/DDS0 * |4 0233 - BROOME |E| Mew TABS Program | [ 02330590 --MmA Em|

Code *
Requested Effective |12,,r 1/2010 | [ﬁ v]
Date Of Change *
MSC Vendor/DDSO 8 Anthony Kesselng |[3]|  MSC Vendor/DDSO g
Contact * |_ | | Contact's Electronic
Signature
Has Individual signed [~ Date Signed [ﬁ v]

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

Has Individual signed [W--------------- - Date Signed * | | [ﬁ v]
paper acknowledging
this document?

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?

Has Family Member or W - - - - - - - oo - - —+ Date Signed * | | [m vl
Advocate signed e PO
paper acknowledging T e
this document? T e
v N
Mame of Family Phone Mumber * | |

Member or Advocate
+

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.

Has Individual signed [ Date Signed * |11f1tlfltl 10 | [E v]
paper acknowledging
this document?

Has Family Member or [ Date Signed * |11f1tlfltl 10 | [ﬁ v]
Advocate signed
paper acknowledging
this document?

Mame of Family IThumas Dileone Phone Mumber * |5 15-545-9573 |
Member or Advocate
*

Saving, Printing and Submitting the MSC2

Once the form is completed and all required fields have been entered, the MSC2 form can either be
Saved or Submitted.

In the top left-hand corner of the screen you will find a Save, Save and Close and Submit button.

/~ MSC2-CHNG-Change OF MSC Yendor: New - Windows Internet Explorer provided by New York State OF

@ e E2saveandClose | SubmitForm

I% MSC2-CHNG-Change OF MSC Vendor: New

Information

Details: -] General | Motes |

Infarmation _ ) i

[ Activities Section I Individual Information:

L History Individual £ preomeMERISA[G]  DDSO =& EROOME DDSO

l} Supporting Docurments . DRULME UUSU
Last Name DILEQME First Name MERISA
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= Saves the MSC2 and remains open for you to continue work if necessary.
fxsaveandCoss Saves the MSC2 and closes the form - gives it a Saved status.

[ submit Form Submits the MSC2 to be processed; gives the form a Submitted status.

View and Copy

Once the MSC2 is saved two more buttons appear.

. MSC2-CHNG-Change OF MSC Yendor: MSC2Z for DILEONE,MERISA - Windo

ks ‘D H n'[‘_;l Save and Close || Submit Fo B'I.-'iew PDF Copy
I
S

MSC2-CHNG-Change Of MSC Vendor: M5C2 for DILEONE, MERISA

O Information
To View the PDF or to print:
Click on [jvewror and it will open on a PDF Version of the MSC2.

NEW YORK STATE MSCZ — CHNG
OFFICE FOR PECPLE WITH DEVELOPMENTAL DISABILITIES 1ai00)
-

INDIVIDUAL REQUEST FOR
CHANGE OF MEDICAID SERVICE COORDINATION VENDOR

Section L. Individual Information: To be complered by DDSO

Name: Laz* First ] TABE D& (¥ kmowa) Boolal Securily Number:
DILEOME MERISA 0587 [=]=]x]-[z[x |- o[ ]e 7]

Addrecec: Sirmst I:Iljaiua‘i EII:E|I|:2 1987 Bhadinald Humbar:

37 CHEMUNG STREET —le e EEEEH

[ Sisde Zip Fhore Number: DD3O:

WAVERLY NY 14392 (807 ) 734-8135 BROOME DDSO

Section [I. Current MSC Vendor/DDS0 Information: To be completed &y DDS0

WendonDDED Hama: Wendor Addrsss: Sirear

TAEEL Frogram Cods: City Sde F)

Section ITL. New MSC Vendor: To be complated by new MSC vendor or DDSO (for state delivered MEC)

WendonDDE0 Nama: Vendor Aodrass: Stresr

0233 - BROOME 249 GLENWOOD ROAD

TAEL Program Cods: City Stade il
EEEEEEEE BINGHAMTOMN NEW YORK 13805

Requested Effective Date of Change: (Must be the first day of 3 month followdng the manth in which the reques! s madz.)
12 o01,2010¢0

Tme oo v

W3C Vendor or DDE0 3alf Percon: Fhome Number: Date:
(518 ) 381-2133 I S E——
] oo VIVE
Indreicual’s Tigraturs: abe;
On Fi 1 Fhze e
i oo VY
Family Mamber or Acwonais's 2lonaturs (if aocrocrianel: Fhions Humbsr: I:Ifh:
. 1. 20 20 10
On File (518 ) B45-0878 —_
1] oo VIVE
e cifc e TET To L e T T L. VWO WD A e e
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You can print the MSC2 from here using the pdf toolbar at the top of the page.

Click the ‘X’ in the top right-hand corner to close the PDF.

.aspx?orgname= - Windows Internet Explorer pro

To Copy the MSC2

Click the Copy ' B&Ceey pytton.

- MSCZ2-CHMG-Change OF MSC ¥Yendor: MSCZ for DILEONE,MERISA - Windows Internet Explorer

ﬂ!! e EJsaveanddose | submitForm [)view P B2 copy

MSC2-CHNG-Change Of MSC Vendor: M5C2 for DILEONE, MERISA
B Information

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.

MSCZ-CHMG-Change OF MSC ¥Yendor: MSCZ for DILEOME,MERISA - Windows Internet Explorer

@ A EfjsaveandClose | SubmitForm [ view POF B2 Copy

Windows Internet Explorer x|

: ' ': This is a copy of an existing form. To keep this copy vou must save it; otherwise, it will be removed from CHOICES owvernight.,
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Submit the MSC?2

When the MSC2 is ready for submission, click the Submit Form I SsmitFem 5 tt0n,

,ff MSCZ2-CHMNG-Change OF MSC Yendor: MSC2 for DILEOME,MERISA - Windows Internet Explorer prq

[ Submit Form B View POF Copy

MSC2-CHNG-Change Of MSC Vendor: MSC2 for DILEONE, MERISA
Information

Details: B General | Motes |
Inforrnation
Iﬁ Ackivities Section L Individual Information:
L Histary Individual £ DIEONE MERISA K
__} Supporking Documents
Last Mame DILECME

An electronic signature box will display:

Please read the information, click the box noting — “By checking this box...”

Then enter your password and click Submit:

Q Signature Form -- Webpage Dialog EI

Signature Form

Article ITI of the Mew York State Technology Law (Chapter 57-A of the Consolidated Laws of Mew
York), the Electronic Signatures and Records Act (ESRA) § 304 (2) states the following, an electronic
signature may be used by a person in lieu of a signature affixed by hand. By re-entering your netwark
password and checking the box to agree to the terms and conditions herein, and dicking the submit
button, you are authenticating that you are, in fact, the user assodated with the user-ID below. Any
document electronically signed after this authentication will be subject to the same laws that are
applicable to a paper document you have signed by hand (ESRA § 304 (2)). PROTECT THIS SESSION

pCUORDIMGLY. Do not allow anyone else access to this application once you have authenticated.
checking this box you agree to the above.
— Please enter your password to sign this form electronically.
Individual Mame: DILEONE,MERISA

MSC Vendar/DDS0 Contact:  Anthony Kesseling

Enter Password:  |essssssssl |

[ Submit | | Reset || Close |

NOTE: Whenever you submit or process 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.

If you are missing any required fields, you will receive an error message.
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The form is now signed and submitted. It can be found in all of the 3 places forms are filed. This view

is the main screen central filing MSC2 list under Active MSC2.

Workplace MSC2-CHNG-Change Of MSC Vendor
My Work -3
g Announcements | Search for records View: Im
&y Jueues Mew | £ | More Actions -
[#] reparts [ | Name « | created on | Form Status |
People # MSC2 for BUCKLAND,GASTON 11/20/2010 Saved
& mndviduals B MSC2 for BUCKLAND,GASTON 11/20{2010 Saved
8 Contacts b M5C2 for BUCKLAND, GASTON 11/20{2010 Copied
Agencies 2l B MSC2 for BUCKLAND,GASTON 11/20,/2010 Saved
‘ﬁ :fl;g";::cndes B MSC2 for BLUCKLAND,GASTON 11/20/2010 Copied
_'* Ho50s b MSC2 for CREED,KADEN 11/3/2010 Saved

I 3 MSC2 for DILEQNE, MERISA 11/20/2010 Submitted I
’“‘5 o I MSC2 for MASL,CARMILA N 11/10/2010 Saved
DDP1-Reqgistration/Move. .. b MSC2 for MASSOTH, KAGAN 11/18/2010 Submitted

DOPZ-Dev. Disabilities Pr...
DDP4-Canf. Meeds Ident. ..
MSC2-CHNG-Chanae OF ..

A pacee LTTO Wikhde -l
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