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 MSC5 – 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). 
 

 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). 

 In CHOICES, there is NO delete function.  If a mistake is made on a form before saving or 
submitting, just close and nothing is saved. Once a form is saved, a new form will need to be 
completed with the correct information. 

Upon logging into CHOICES, the default is to “Announcements,” which notes System messages, explains 
new features or gives helpful information.  Depending on your role, only certain items may be available. 
 

 

 

The Workplace Menu or navigation column is how to move around inside the application. 

The content pane displays the folder you have highlighted in the Workplace Menu. 

 The 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 Forms 

1)  On the left side, under Workplace, is the Forms section which is the central filing location.  Click on 

the link to see the full list of forms in progress or completed and their current status. 

      

 

 

 

 

 

                                

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

 

The View above is set to Active.  You can see the status of each.    

• In Process means that the record has been completed and signed by the Service Coordinator but is 

awaiting signature of the Service Coordinator‟s Supervisor. 

• Saved status means that the record is incomplete but saved. 

 

Use the dropdown arrow to highlight Inactive to view any form that was Completed. 

   

 NOTE:  A form becomes “Completed” once the Service Coordinator‟s Supervisor signs the form.  

 

 

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

To create a new MSC5 go to Workplace, under People, click the “Individuals” link: 

 

The Individuals section displays everyone that is known to TABS. 

In the Individuals section, you can search by name in either the area where it states Search for records or 

by clicking the first letter of the last name at the bottom of the screen.  

 

In this example, we want to look for Marcia Brady.  So, we‟ll enter her last name in the Search for records 

section. Then, click the Start Search button . 

A list matching our search displays. 

To start an MSC5 for Marcia Brady, click in the row to highlight and then double-click. 

   

A screen appears with her information pulled directly from TABS. 
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Confirm that the Individual displayed is the correct person by reviewing the pre-populated fields. 

On the left side of the screen under Details, click MSC5-MSCA-MSC Ag… link.  

 

 

Currently, there is no MSC5 for Marcia Brady.  

 

To start a new agreement, click the New –MSC5-MSCA-MSC Agreement link.  
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Completing the Form   

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

 

Click  tab, and review your rights and responsibilities (scroll down to view all 
info). 
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Click  tab and fill in all required (*) fields and any other information known. (Required is 
noted by asterisk.) 

The Signature screen looks like: 

 

 

Agency/DDSO section 

MSC Vendor / DDSO field and Service Coordinator field are defaulted. 

Service Coordinator Supervisor field needs to be filled. 

 

To select a Service Coordinator Supervisor, click .    
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A list of names displays: 

 

 
Click in the row to highlight desired person and then double-click: 

Selected person is populated in the field: 

 

 

Individual / Family Member Section 

Fill in required fields: 

* “Has Individual signed paper acknowledging this document?” 

* “Has Family Member or advocate signed paper acknowledging this document?” 

Click the down-arrow and make appropriate selection:  

 

 

 

 

  

If “Yes” is selected, then the * “Date Signed” becomes a required field. 

If “No-unable/unwilling to sign” is selected, the date field is not required. 
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CHOICES Portal User Information Section 

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

 

 
 

After all fields are filled out, the screen looks like: 
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Saving, Printing and Submitting the MSC5 

Once the form is completed and all required fields have been entered, the MSC5 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.    

            

 

 

 

 

        Saves the MSC5 – Gives it a Saved status and remains open for you to work on. 

                           Saves the MSC5and closes the form - Gives it a Saved status. 

                          Submits the MSC5 to be processed - Gives this form an In Process status. 

                

Once the MSC5 is saved, another button appears: 

View PDF 

1. View PDF: click on “View PDF” to open and review the form 
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To Print the form do so from the PDF. 

Using the PDF toolbar at the top of the page click on the print icon:          

 

 

 

To close the PDF, click ‘X’ in the top right-hand corner:  

 

 

There is NO Copy function available on the MSC5 form. 

 

Submitting the Form   

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

When the form is ready for submission, click „Submit Form: button  

 

TIP: If you are missing any required fields, an error message will display informing you what to do. 

Signature Form screen displays.   

Please read the informational paragraph then click the box noting – “By checking this box…”  
(this process is the same for all forms). 

 

Enter your Password and click the Submit button. 
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Process the MSC5 

 

 

 

The form is now signed and submitted.   

From the main screen, under Active, are the forms the MSC Supervisor need to open to sign and process. 

 

MSC Supervisors can double click on 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 “Process Form” 

 

 

 

 

 

 

 

 

 

 

NOTE: The MSC5 can only be processed by a Service Coordinator 

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

 

 

 

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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Sort the Information in any List 

 
 
 

 Each list can be sorted by any column. 

 To see the list alphabetically arranged, click on the “Name” button 

 To sort the list according to the date forms were completed or created, click the “Created On” button. 
 
 
 
 
 
 
 
 
 


