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CCO Documentation Submission Form
(Data in this guide is fake)

This form has two purposes, Eligibility Determination and Service Authorization.

For Eligibility Determination, CCO staff will need to attach all documents necessary for
the DDRO to determine OPWDD Eligibility and Level of Care Eligibility Determination.
Also, specific to this purpose, the person for whom the form is being completed will not
be known to the CCO. Therefore, the person will not have an Individual’s record in
CHOICES. Only when a person is being served by the CCO will an Individual’'s record
be available.

The second purpose, Service Authorization, the individual will be known to the CCO and
therefore, an Individual's CHOICES record will exist from which the form can be
completed or staff can use the look up function explained later in this document. This
purpose is used when other OPWDD services are being requested and OPWDD needs
additional documentation to review the request.

The CHOICES roles that will have access to this form are the following:
CCO Supervisor — Create, edit and submit

CCO Level 2 - Create, edit and submit

CCO Level 1 — Read only

Documentation Submission Form Section

From the main CHOICES Screen, click, Workplace, to display the sub-sections of
CHOICES.

£ Dashboards: AnnouncementsDashboard - Microsoft Dynamics CRHM - Windows Internet Explorer provided by New York State 0PWDD.
L
[T Ty —

Fle Edt Vew Favontes Took Heb
(3 Share Browser  WebEx ~

Click here to open CHOICES General FAQ
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Scroll over the tiles, or click the “right” direction arrow, till the Documentation
Submission tile displays, click on the tile.
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The Documentation Submissions sub-section displays (default views are set).
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Views and Sorting
The default is the “Active” list. At this list, both, Saved and Submitted, forms will display.

The user can change the View. Click on the down arrow to next to the current view to
display all System Views available.

Ju Microsoft Dynamics CRM v % | WORKPLACE v Documentation .. | v

-

~ Active Documentation

System Views

By clicking on the, Inactive Documentation Submission, the list displays all inactive
forms. See “Form Statuses” Section on the meanings of Active and inactive.

Each column on the list has a column header, which can be used to sort the list. Hover
to highlight, then click to sort.




To Search for a Specific Individual

Click on the column header, Individual, to sort the list in an alphabetical order by the
individual’'s last name. The lists can be sorted, A to Z, or, Z to A, to search quickly for a
specific person.

+ Inactive Documentation $ibmissi

Form Statuses

All forms in CHOICES have 2 types of statuses, Active or Inactive and then the form
status, noted as Status Reason.

Active statuses for the Documentation Submission form are:

1. Saved — A saved form can be opened, edited and then saved or submitted.

2. Submitted — A form that is no longer editable by the CCO, but available to the DDRO
for processing or finalizing.

Inactive status for the Documentation Submission form is:

1. Completed — this form has been submitted and has been finalized by the DDRO.

Aiy Microsoft Dynamics CRM ~  #% | WORKPLACE v  Documentation Sub... | v _

=+ NEW [ DELETE ~ = EMALALUNK ~ [FIRUNREPORT~ [ EXPORTTOEXCEL i ADVANCED FIND @) HELP ON THIS PAGE

+ Inactive Documentation Submissi... ~

| Name TABSID Agency Reason for Submissicn Transaction Date Status Reason Medified On
Documentation Submission for ZETAPI 201838 ADVANCE CARE ALLIANCE OF NYINC.  Eligibility Determination 5/9/2018 Completed 5/10/2018 5:05 PM
Decumentaticn Submission for APPLE DEAN R 438 ADVANCE CARE ALLIANCE OF NYINC.  Service Autherization 5/8/2018 Completed 5/10/2018 5:00 PM
Documentaticn Submission for ARROYO,EDDIE 199266 ADVANCE CARE ALLTANCE OF NY INC.  Eligibility Determination 5/9/2018 Completed 5/10/2018 5:04 PM
Documentation Submission for APPLE DEAN R 456 ADVANCE CARE ALLTANCE OF NYINC.  Eligibility Determination 5/9/2018 Completed 5/10/2018 5:01 PM
Documentation Submission for MARTIN,DEAN 12 ADVANCE CARE ALLTANCE OF NYINC.  Eligibility Determination 5/8/2018 Completed /10/2018 5:04 PM
Documentation Submission for DAVOCK,OWEN 113 ADVANCE CARE ALLTANCE OF NY INC.  Eligibility Determination 5/8/2018 Completed 5/10/2018 5:04 PM
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How to Create, Upload Documents and Submit the Form

The person for whom the user needs to upload documents should not be known to the
CCO, therefore not on the “Individuals” list.

Go to the Documentation Submission sub-section under, Workplace.

2 Dx i Active D sions - Microsoft Dynamics CRM - Windows Intemet Explorer provided by New -|= x|
O ~ i nnps .00V 443244 P-||@| % i DocumentationSub. = |
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+ Active Documentation Submissions ~

Pull the Individual’s demographic information into the form by TABS ID.
1. Enter the TABS ID of the person in the TABS ID box, then click Lookup.

Lookug by TABS 10
=

Lookup by sther criteria (chear TABS 10 to search by other criteria)
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2. The results will load, check the person’s name, if a match, click on the TABS ID
number, which is a hyperlink.
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5/31/2018 5



The form will load with the person’s demographic and the Agency (CCO)’s information.

All fields with a red asterisk are required even to initially save the form. Any field with a
lock is not available to the user to complete. Only two fields, Reason for Submission *
and DDSO (required to “Submit” the form) need to be completed by the user to submit.

@ Create - St P

New Documentation Submission

+ Individual Lookup

“General

Individual Information

Individus Indivicdas Frst Name
@ B JACOPO
Individusl Lost Name TAESID

B PETERMAN 8 024

Submission Information

ICE CARE ALLIANCE OF NY INC

At the Reason for Submission field, hover over the field then click to view the options.

1. Eligibility Determination is for all documents necessary for OPWDD to determine a
person’s Eligibility Status.

2. Service Authorization is to be used when the care manager is ready to request
service authorization for the person. For this purpose, the form can be opened at the
person’s record, under the sub-section, Individuals.

SCRM v Y | WORKPLACE v

DOCUMENTATION SUBMISSION : INFORMATION

New Documentation Submission

* Individual Lookup

«General

*» Notes

The DDSO field is a lookup field, click the icon to display the values list, select DDSO.

OCUMENTATION SUEMISSION - INFORVATION
New Documentation Submission
» Individual Lookup
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How to Upload Supporting Documents to the Form

Once the form’s general page has been completed the user can upload any necessary
documents.

In CHOICES, forms need to be saved to allow additional functionality in the form.
Click, Save.

DOCUMENTATION SUBMSSION  MEORMATION
New Documentation Submission
» Individual Lookup

4 General

The ability to move to the Supporting Documents section of the form is now available.
1. Click on the down arrow (on the blue CRM line) next to the Documentation Sub...tile
for the person to display the sections of the form.

2. Click on the Supporting Documents tile to move to that section of the form.

3. To upload a document, click “New”

DOCUMENTATION SUBMISSION : INFORMATION

Documentation Submission for PETERMAN, JACOPO

l E Wew | nlink From This Form | |22 Edit | %Y Refresh | @' FAQ
-

[ame File Type Document Class Type Subtype

Note: There is an established naming convention for any document to be uploaded to a
person’s record. Also, users need to categorize the document for ease of retrieval.
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This is necessary to ensure all users of a person’s record can find a document without
delay or users do not open other documents that they do not need to see.

Naming Convention: Last name_first name_TABS ID_YYYY_MM_DD_Document Name
Example: Peterman_Jacopo_201249 2018 02_28 PsychologicalEvalJP
Be sure your document file name adheres to the naming convention prior to beginning

this process.

4. A dialog box displays, click the “Click Here to Upload a File...” button to begin.

2 https://csitechoicestest.opwdd.ny.gov/?orgname=ChoicesTest&userid=10ecf7bf-df47-e811-8109-00505 - ... — ﬂ i

Supporting Document Upload Control

pocL Click Here to Upload a File...

D C Please verify the name of your file matches the following convention: ‘LastName_FirstName_TABSID_YYYY_MM_DD_DocumentName’,
Make sure you do not use any special characters in the file name. Note that the date is the date the document itself was created.
EI Me [Allowed File Types - .txt;.pdf; .doc;.docx;.wps;.rtf; .xls; xlsx; .wks; .qif; .jpa;.jpea;. pna; .tif; . tiff]

Na [Maximum File Size Allowed - 50 MB] [Invalid Characters in FileName - {}~%/#:&%? <> | @!$";=, ]

A “browse” dialog box displays for the user to locate, on their computer, the document to

Upload. 2 Choose File to Upload

Organize = New folder

- Favorites
B Desktop

4 Downloads

(}(} = « Libraries + Documents «

Documents library
Includes: 6 locations

Name =

v &

-

5. Once the document has finished uploading, a message will display noting the user will
need to categorize the document, click OK.

Message from webpage

I The file has been uploaded. You must add additional information
about this document to continue.

X

OK
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6. Categorize per the standard for the reason for submission either Eligibility
Determination or Service Authorization. If unsure, please check with your supervisor or
the DDRO.

DOCUMENTATION SUBMISSION : INFORMATION @ https://choicestest.opwdd.ny.gov/?etn=omr_supportingdocument&id=b7fc95ec-23bc-4f0a-a5a7-defeaf0 - Windows Internet Explorer pro - ﬂ
H . testaca01 CCO Su...
Documentation Submis| Kk @ Cjeston
- [ SAVE  [3'SAVE&CLOSE & EMAILALINK  [F] RUN REPORT = al
IF] New| Unilink From This Form | |2 Edit | &7 Refresh | @ Fag
1 LTS SUPPORTING DOCUMENT : INFORMATICN By
[ peterman Jacopo 201248 2018 02 28 JePs, DOCX File h | H ‘ | CLo s
Peterman_Jacopo_201249_2018_02_28_JPPsychologicalEval_FA...
+General
Document Name @ Peterman_Jacopo_201249_2018 02_28_JPPsychologicalEval . 2) Type *
DocaumentCass” - PP TTSTR———— . ¥ 5P
Consent
Indivicual @ Assessmen it File Type B DOCXFile
Service Request/Change
MSC Training File Size (KB) #
Status Active
Active unsaved changes F
®100% ~

Select a Class, Type and Subtype.

Type is dependent on the Class chosen. And Subtype is dependent on the Type and for
a few Types, there are no Subtypes.

In the example below, the document is for the DDRO to establish OPWDD Eligibility.
Class: Eligibility Determination

Type: Psychological Evaluation Report

Subtype: None are available with this Type so the field just locks

testaca01 CCO Su...

Jll v 13 Peterman_Jacopo_2... | v @ ChoicesTest

B saVE ' SAVE & CLOSE @3 EMAILALINK  [F] RUN REPORT * al

SUPPORTING DOCUMENT : INFORMATION

Peterman_Jacopo_201249_2018_02_28 JPPsychologicalEval_FA...

4 General

Document Name "] Peterman_lacopo_201249_2018_02_28_JPPsychologicalEval_ 2} _}rpe* Psychological Evaluation Report
1) Document Class * Eligibility Determination 3) Subtype 8 -

Individual a8 - File Type B .DOCXFile

File Size (KB) 8 12
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Click the Save & Close button

@ testacall CCO Su...

Ay . 1} Peterman_Jacopo_2... | v

ChoicesTest

H save [;'j] SAVE 8 CLOSE &= EMAIL A LINK  [F] RUN REPORT = al

SUPPORTING DOCUMENT : INFORMATION

Peterman_Jacopo_201249 2018_02_28_JPPsychologicalkval_FA...

«General

Document Mame B Peterman_Jacopo_201249_2018_02_28_JPPsychologicalEval_ . 2) Type* Psychological Evaluation Report
1) Document Class ™* Eligibility Determination 3) Subtype [~ -

Individual B - File Type B .DOCX File

File Size (KE) B 12

The pop up closes and the classification may or may not be readily displayed.

DOCUMENTATION SUBMISSION : INFORMATION

Documentation Submission for PETERMAN, JACOPO

[¥] Mew  Uniek From This Form | |2 gan 4 remean ' @ rag

name. File Type

200248 2013 02 25 POy | DOCH File

Paychoicgicsl Evalustion Raport

To add more documents, repeat the above steps.
The example below is now a Social Evaluation being categorized.

A4 Microsoft Dynamics CRM v % | WORKPLACE v  Documentation Sub... | v

Docu

mentation Submission for PHE 6822-4007-9303-8066921 - Windows Internet Explorer pro _ | | x| |

IMENT : INFORMAT

e — UPPORTING DOC

Peterman_Jacopo_201249 2018 _02_28 JPSocialEval_FAKE.docx

«General

R Peterman_Jacopo_201249_2018_02_28 JPSocialEval_FAKES

Eligibility Determination ]

Active

wing poge 1 o |
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Return to the General Page of the Form
The last tile on the CRM line is the opened window.
Click on the tile to return to the general page of the form.

File Edit View Favorites Tools Help

@ Share Browser Webfx v
« 0 - w & OPWDD Extranet - 5.. [§

) w v Page~ Safety~ Toals™ @+
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How to Submit the Form
Once all documents have been uploaded, the form can be submitted.
On the General page, click the 3 dots to display more functions, including, “Submit.”

ft Dynamics CRM « % | WORKPLACE v

Hsave (savEaciose ElsaveanEw < New [ DE Br
8 Help On iz Page

DOCUMENTATION SUBMISSION : INFORMATION

Dacumentation Submission for PETERMAN, ws

» Individual Lookup
« General

Individusl Information
Indescusl

8-

Indridusl Last Name
& PETERMAN

& Jacoro

TAgS ID
B 201249

Submission Information

ooso

CARE ALLIANCE OF NY INC.

Note: If the DDSO field is not completed an error message will display. Click, OK and
complete the DDSO field. Then click “Submit”

Message from webpage ﬂ

[ You must specify a DDSO before you can submit this form.
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The form will “blink”, complete the Transaction Date and Submitted By fields and then
close. The user is returned to the Active Documentation Submissions List.

Ais Microsoft Dynamics CRM v #% | WORKPLACE v DocumentationSub.. | v Documentation Sub... | v @ Create

W DELETE |~ e EMAILALNK | [ RUNREPORT~ (@ EXPORTTO

EL  #hADVANCEDFIND @ HELPONTHIS PAGE ===

+ Active Documentation Submissions ~

v Name TABS ID Agency Reason for Submission Transaction Date Status Reason Modified On v

~/ Documentation Submission for PETERMAN, JACOPG 201249 ADVANCE CARE ALLIANCE OF NYINC,  Efigibility Determinatien 5/29/2018 Submitted 5/28/2018 5:00 PM

Documentation Submission for FINKLESTEIN,CARL 4770 ADVANCE CARE ALLIANCE OF NYINC.  Eligibility Determinatien 5/25/2018  Submitied 5/25/2018 10:03 AM
Documentation Submission for FAY,TINA 200753 ADVANCE CARE ALLIANCE OF NYINC.  Eligibility Determinatien 5/25/2018  Submitied 5/25/2018 9:22 AM
Documentation Submission for FAY,TINA 200753 ADVANCE CARE ALLIANCE OF NYINC.  Biigibility Determination 5/25/2018  Submitted 5/25/2018 2:20 AM
Documentation Submission for LAING DEVON 200549 ADVANCE CARE ALLIANCE OF NYINC.  Biigibility Determination 5/25/2018  Submitted 5/25/2018 2:08 AM
Documentation Submission for DIAZ KEVIN 108353 ADVANCE CARE ALLIANCE OF NY INC.  Eiigibilty Determinaticn, 5/25/2018  Submitted 5/25/2018 8:40 AM
Documentation Submission for HALLORAN ALEXIS 106654 ADVANCE CARE ALLIANCE OF NY INC.  Eiigibilty Determinaticn, 5/25/2018  Submitted 5/25/2018 8:36 AM
Documentation Submission for FERMANDO,HECTOR 158861 ADVANCE CARE ALLIANCE OF NY INC.  Eiigibilty Determinaticn 5/24/2018  Submitted 5/24/2018 £:18 PM
Documentation Submission for FERMANDO,HECTOR 158861 ADVANCE CARE ALLIANCE OF NY INC.  Eiigibilty Determinaticn 5/24/2018  Submitted 5/24/2018 £:17 PM

The Submission Information section is now completed with the user’s information.

Ais Microsoft Dynamics CRM v #d | WORKPLACE v Documentation Sub... | v Documentation Sub... | v (‘D Create

4 NEW e EMAILAUNK  [)RUNREPORT - @HELPONTHISPAGE  EBFAQ

DOCUMENTATION SUBMISSION : INFORMATION

Documentation Submission for PETERMAN, JACOPO

» Individual Lookup
“General

Individual Information

Individual Individual First Name
B PETERMAN,JACOPO 8 JacoPo
Individual Last Name TABS ID

@ PETERMAN @ 201240

Submission Information

Reason for Subrmission ™ DDSO
@ Eigibility Determination @ BROOKLYN DDSO
Agency

@ ADVANCE CARE ALLIANCE OF NY INC.

Submitted By Transaction Date
8 & testacadl CCO Supervisor 8 512972018

» Notes

Note: Once a form has been submitted no additional documents can be added.
Below is a copy of the error message.

Y

testaca01 CCO

[§/ = hitpsy/csitechoicestestopwdd.ny.gov/?orgname=ChoicesTest&userid=10ecf7bf-df47-e811-8109-00505 - ... — ﬁ @ Create

ChoicesTest

Supporting Document Upload Control

poct Browse.
D Progress 3%

There was 2 problem with Upload - SecLib: :AccessCheckEx failed. Returned hr = 2147167962, ObjectID: 3260d74b-5163-¢811-6810b-

005056b4217b, Ownerld: 0044933-37 14-c011-672c-005056b3 191, OwnerldType: 8 and CallingUser: 10ecf7bf-df47-e811-8109-

View] Supporting Documents|
Ne
2 005056045301 ObjectTypeCode: 10110, objectBusinessUnitId: 1beed0S2-3714-e011-672c-005056b31681,
Nar [ Subtype Size (in KEB) Crested By Created On
AppendToAcces: - please make sure you have proper authorization, .
Oy Message from webpage 2 testaraD COO Supenvisor 08292018 16:4318
O 2 testataD? 60O Supervisor 0802972018 162607

j,  There was a problem with Upload - SeclibzAccessCheckEx failed
Returned hr = -2147187962, ObjectlD:
326cd74b-5163-e811-810b-005056b4217b, Ownerld:
d0044939-3714-011-872c-005056b31e91, OwnerldType: 8 and
CallingUser: 10ecf7bf-df47-e811-8109-005056b4530L
ObjectTypeCode: 10110, objectBusinessUnitld
1beed092-3714-2011-872c-005056b31e91, AccessRights:
AppendToAccess - please make sure you have proper
authorization.

oK
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Processing Documentation Submission Forms

The DDRO will have a copy of submitted forms in a queue from which they will verify
the documents.

They will then take the necessary steps to start the business process for either the
eligibility determination or service authorization. The DDRO will contact the CCO if
there is a problem.

The CCO or submitter can monitor the progress by checking the either the Active or the
Inactive list.

PRV ADTIEN ISRV IV #' | WORKPLACE v  Documentation Sub... | v
4+ nEw [ DELETE >~ e EMAILAUNK |~ [FIRUNREPORT~ [ ExPORTTOEXCEL  JADVANCED FIND @ HELP ONTHIS PAGE =+«
+ Inactive Documentation Submissi... ~ Search
v Name TABSID Agency Reason for Submission Transaction Date ¥ Status Reason Modified On
o Documentation Submission for DANGERFIELD, HERMAN R 200911 ADVANCE CARE ALUANCEOF NYINC.  Service Autherization 5/25/2018 Completed 5/25/2018 4:37 PM
Documentation Submission for FERNANDO,HECTOR 199961 ADVANCE CARE ALUANCE OF NYINC.  Eligibility Determination 5/24/2018 Completed 5/24/2018 10:40 AM
Documentation Submission for TIGER GUY W 445 ADVANCE CARE ALUANCEOF NYINC.  Service Authorization 5/10/2018 Completed 5/10/2018 4:50 PM
Documentation Submission for FAY, TINA 200753 ADVANCE CARE ALUANCE OF NY INC.  Eligibility Determination 5/10/2018 Completed 5/10/2018 4:51 PM
Documentation Submission for KELLY TANNA S 199971 ADVANCE CARE ALLUANCE OF NY INC.  Eligibility Determination 5/10/2018 Completed 5/10/2018 4:52 PM
Documentation Submission for KENNEDY,BILL 16860 ADVANCE CARE ALLUANCE OF NYINC.  Eligibility Determination 5/10/2018 Completed 5/10/2018 4:52 PM
Documentation Submission for HALLORAN, ALEXIS 106654 ADVANCE CARE ALUANCE OF NYINC.  Eligibility Determination 5/9/2018 Completed 5/10/2018 4:52 PM
Documentation Submission for LAING,AMY 200403 ADVANCE CARE ALUANCE OF NYINC.  Eligibility Determination 5/9/2018 Completed 5/10/2018 4:34 PM
Documentation Submission for LAING,AMY 200403 ADVANCE CARE ALUANCEOF NYINC.  Eligibility Determination 5/9/2018 Completed 5/10/2018 4:53 PM
Documentation Submission for FINKLESTEIN, ALEXANDRA 105429 ADVANCE CARE ALLUIANCE OF NY INC. Eligibility Determination 5/9/2018 Completed 5/10/2018 4:51 PM

NOTE: There is no functionality to delete any submitted or completed forms.

Following is the error message a user will receive if they click, Delete...

Access Is Denied

You do not have enough privileges to access the Microsoft Dynamics CRM object
or perform the requested operation. For more information, contact your Microsoft
Dynamics CRM administrator.

Download Log File
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