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 MSC9 – Medicaid Service Coordination Activity Plan 

The Activity Plan describes the short-term service coordination activities that are most 
important to the individual and that will help the individual meet the individualized valued 
outcomes described within their ISP. 
 

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

 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 active or inactive saved forms:  

 

 

The View above is set to Active MSC9.  You can see the status of each.    

Created On and Form Status.  Created on means the date the form was created.  The form status is 
either saved, copied or completed.  For this example of the MSC9, the form status is saved.  
  

 
NOTE:  A form becomes “Completed” once the Service Coordinator submits the MSC9.  After the form is 

submitted it is moved to the Inactive view. 
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Use the dropdown arrow to highlight Inactive to view any forms that have been submitted.  The MSC9 

does not go to the DDSO for processing.  Inactive forms cannot be changed. 

   

 

 

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

 

 

Create a New Form 

To create a new MSC9 go to Workplace, under People, click the “Individuals” link: 

 

The Individuals section displays everyone that is known to TABS that can be viewed by your DDSO or 

Agency. 

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.  
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In this example, we want to look for Alda Balowitz.  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 MSC9 for Alda Balowitz, click in the row to highlight and then double-click. 

   

 

A screen appears with her information pulled directly from TABS. 

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 MSC9-MSCA-MSC Ag… link.  
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To start a new Medicaid Service Coordination Activity Plan, click the New –MSC9-SCAP – MSC Activity 

Plan link.  
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Completing the Form   

Upon opening, the General tab is displayed.   

 

 

If the MSC9 is created using the individual search, the demographic information related to the individual is 
defaulted in as well as the following fields: Service Coordinator (disabled field); Service Coordinator’s 
agency (disabled field); and Send Form to CHOICES Portal is defaulted to No.  Date of Initial Activity Plan 
is the only required field.  After the Date of Initial Activity is populated and the form is saved and submitted, 
the form becomes inactive and locked from any further user input.   
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The MSC completes the required field, Date of Initial Activity Plan.  This cannot be a future date.   
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The Service Coordinator clicks on the Notes Tab and types in additional information.  The Service 

Coordinator clicks on the General Tab and then clicks on the save icon in the left top corner .     
 
 

 

 
The links in the details section become activated  
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From this screen the Service Coordinator may create a new or additional MSC9 Reviews, Service Request 
and Personal Goals.  In addition, the Service Coordinator is able to submit the MSC9; view the PDF version 
of the MSC9; or create a copy of the MSC9.    
 

 

 
 
The Service Coordinator clicks on the link, MSC9 Reviews. 
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Click new MSC9 Review button to create a new or additional review.  
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There are no required fields within the MSC9 review form.  The MSC9 review can only be saved and edited 
it cannot be submitted.  The date of the MSC9 review cannot be a future date. 
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The Service Coordinator selects save and close.  The columns give information about the review such as 
created on, created by, modified on, modified by and form status. 
 
 

 

 
 
The Service Coordinator clicks on the link entitled Service Request/Personal Goal to document service 
requests and personal goals. 
 
 

 
 
 
Service Coordinator clicks on New Service Request/Personal Goal to create a new or additional 
request/goal. 
 

 

 
There is no limit on the number of services requests or personal goals.   
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There are no required fields in the Service Request/Personal Goal form (except initial goal when first 
creating this form).  Service Requests/Personal Goals will not be locked to user input until MSC9 is saved 
and becomes Inactive/Completed. 
 

 
 
 
The Service Coordinators choose Save and the Add an Activity dialog box appears.   
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The Service Coordinator clicks Add an Activity and a new form opens. 
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Within this form, the Service Coordinator completes the General Tab screen and uses the Notes Tab 
screen to add additional information.   
 
 
 

 
 

1. The only required field is the Activity Description.   
2. There is no date validation on an activity’s start date. 
3. If “Is Task Complete” is yes, then Completion Date is enabled. 
4. There is no date validation on an activity’s completion date. 
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The Service Coordinator clicks save to save work or Save and close to return to the Service 
Request/Personal Goal screen.  When the Service Coordinator saves and closes the Activity screen, the 
Service Coordinator can either add another activity or click on the (+) sign by the activity field and edit the 
existing activity. 
 

 
 
The Service Coordinator clicks on the (+) sign by the activity field to edit the existing activity. 
 

 
 

1. Activities will not be locked to user input until MSC-9 is submitted and becomes Inactive/Completed. 
2. Individual activities can be edited or deleted. 
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The Service Coordinator clicks save and close to return to the main MSC9 screen. 
 
 

 
 
 
To view the PDF, the Service Coordinator clicks on View PDF.  
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If there are more than one MSC9 Reviews on record, only the latest 6 Month Review will print and all other 
reviews will not print 
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SUBMITTING the Form 
 
Once the MSC9 is completed and all required fields have been entered, the MSC9 is submitted.  This form 
does not go into TABS and is not processed by the DDSO. 
 
 

 
 
 
The form changes from Active to Inactive and is available for viewing within the Inactive list.  

 

 

If the Service Coordinator needs to copy an existing MSC9, a completed MSC9 can be opened by double 
clicking on the individual’s name (see above).  The screen below appears, the Service Coordinator clicks 
on copy icon (see below). 
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NOTE: MSC9 Reviews do not copy to the new form.  
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The system prompts the Service Coordinator that the copy has to be saved after created. 

 

 

 

Service Coordinator clicks Ok, then clicks Save. From this point the Service Coordinator could make the 
changes to the copied MSC9 to update the information on this individual. Before submission a copy of the 
MSC9 would appear in the active view. 

 

 

NOTE: 

The final step for every form in CHOICES is to Submit the form. A form will 

not be completed or processed until it is Submitted.    


