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Uploading Supporting Documents

(The personal information and accompanying data shown in this guide are fictional and are
used for illustrative purposes only.)

Supporting documents can be uploaded to CHOICES and attached to an individual's record. The
document is then available to be viewed by an authorized user.

Important Information

The Maximum file size for the system is 50 Megabytes. The following file types are allowable in
this system:

Text & Documents

Axt Text File

.pdf Portable Document Format
.doc / .docx / .xml MS Word

.Wps MS Works

rtf Rich Text Format

Xls / xlsx / .xml MS Excel

.wks MS Works

.gif Graphic Interchange Format
.jpg/ .jpeg Joint Photographic Experts Group
.png Portable Network Graphics
if / tiff Tagged Image File Format

To upload any supporting document, the user must first complete and Save the form to his/her
computer. Before any document can be uploaded into CHOICES, it must be saved in the correct
naming convention as shown below. This will also display on the Upload File box each time you
do an upload.

LastName_FirstName_TABSID_YYYY_MM_DD_DocumentName
Example: Consumer_Jon_12345 2012 09 01_transmittal

Supporting Documents cannot be edited or modified once they are uploaded. If a
document needs to be changed or updated, it will need to be uploaded again.

Once the document is uploaded it cannot be removed by the end user; contact the ITS Help Desk
to request the removal of a document.

N
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Supporting Documents — Attaching directly to a Form

In this example, a DDP1 is completed and additional necessary supporting documents are
required to be uploaded before the DDP1 can be reviewed and approved by the DDRO. Please
contact your local DDSO for the exact documents needed when completing forms.

First, complete the DDP1 form.

Once all required fields are completed, click the Save icon on the top left side of the form.

Ay Microsoft Dynamics CRM ~

DUDP1 - REGISTRATION/MOVEMENT

New DDP1 - R

Click on the down arrow next to the Individual's name on the DDP1 for Smith, Mark title, the
Supporting Documents Tile will become available in the subsection of the tiles.
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Click the Supporting Documents tile

The Supporting Documents section of the DDP1 displays.
On the left side, is a New button, click the New button to begin to upload.
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The following screen displays when the New button is clicked.
=lolx|

Supporting Document Upload Control

< Click Here to Upload a File... | >

Pleaze 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.
[Allowed File Types - .twt;.pdf;.doc;.doox; . wps;.ritf;.xls; xdex; . whks; .gif ;.jpg; . jpeag; . png;.-tif ; tiff]

[Maximum File Size Allowed - 50 MB] [Invalid Characters in FileName - {}~%/&:&% " <=| @§~;=, ]

Choose the Click Here to Upload a File... button.

A dialog box opens, from which you will browse your computer folders to select the correct file
or document.

Click on the correct document to highlight.

Click the Open button. This will actually “Upload” the document.

-

Once the document has finished uploading, the following message will display.
Click “OK" to close the dialog box.

Message from webpage

‘g The fie has been uploaded. You must add additional information
£ ! "\, about this document to continue.
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The following screen is the additional information needed for the uploaded document.
This will categorize the document that has been uploaded to the form.

Document Class, Type and Subtype are all Required Fields (*), you must fill them in.

Start with Document Class by clicking on the down arrow and select the most appropriate Class
from the list. Once a Class is selected, the dependent field of Type will be available with the
appropriate list relative to the Class you selected. Click on the Type down arrow and make the
proper selection. Do the same for “Subtype”.

In this example, we are completing a DDP1 for an Add to Program. This particular program add
requires a transmittal as a supporting document.
1. Class — asthe DDPL1 is a Service Request, the Class “Service Request/Change” is
selected
2. Type —as DDP1 is an add to program, the type “Registration/Program Adds is selected
3. Subtype — the actual document is a “transmittal form” so that subtype is selected.
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After completing the 3 sections, Save & Close the classification screen.

-

After uploading all necessary supporting documents, click, DDP1 for Smith, Mark, to return to the
DDP1 General page.

A4 Microsoft Dynamics CRM ~  #f | WORKPLACE ~  DDPl-Registration/.. |~  DDPL for Smith, Mark |

DDPL - REGISTRATION/MMOVEMENT FORM @ INFORMATION

DDP1 for Smith, Mark

% | Mew | Uniink From This Form | L% Eait| ‘L% Retresn | & Fag

Hame Fila Types Doeument Class Typa Sialty e

O sk Smith 200088 2018 03 DOCK File

You can now Submit the form, click on three dots next to RUN REPORT, which will display more
commands and click Submit Form.

iy Microsoft Dynamics CRM «  # | WORKPLACE v  DDPl-Registration/.. | v  DDP1 for Smith, Mark | v @Create

B sAave EJ'SAVE&CLOSE EJSAVE&MEW = NEW € SHARE e EMAILALUNK  [¥] RUN REPORT ~

@ Help On This Page
DDP1 - REGISTRATION/MOVEMENT FORM : INFORMATION =@
FAQ

DDP1 for Smith, Mark )i

I Submit Form

4 General ,
Capy
Purpose Of DDP1
Purpose ™ Add Demaographic Data Change # No
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Supporting Documents — Uploading directly from an Individual’s Record

To upload supporting documents for an individual that is not attached to a particular form you
must open that individual’s record.

To attach new Supporting Documentation, hover over the Workplace to display the subsection
tiles, click the “Individuals” tile:

Hicrosoft Dymamics CRM - Internet Explorer —1E1x]
i = Ly netos: fooscestest oo ny.gov a: x O=] |47 b eoroseitDynamics CRmM * I
Bt vew  Pavorites  Tosk el

CPume,. 2]cH0.. 5=t SI0MM. o ]Sg. 21T

500, 2 moe. Elwen. Bise. = @lwek - Lana

My Work

AMNOUNCEMENTS REPORTS
. = re o =
More rmaty
A Code Migrations
Code Migrations wil eicur Tussdey and ThuriGay momings between T:10em and B:0Mm. Mebse G0 not test during this time

In the Individuals section search by TABS ID or name, starting with last name as shown in the
field below in the red oval, or you can search by clicking a letter at the bottom of the screen.

Pradecg Proddut...
4 t

w Full Hame 1 Dt Ak dre A Al r a ¢

AMAAL 01 CyPRESS ST nowE HEW YORE 13840 -
320 JONES RO SOMEPLACE NEW YOI 12345
5 ALOANY STREET BROGRLYN NEW YORK nm
ALY, AW 200en ity NEW YORK 12920
ABCTEST 200987 Amasry NEW voRK 13469
ABCULPAULA C BROCKLYN HEW TORK 123
ABELLAANTONIO SOMEPLACE NEW YORK 1222
5 ALBANY STREET BROGKLYN NEW TORK 11211
520 MAIN §T NEW PLATT NEW TORK s
ALBANY HEW YORK 12345
BROOKLYN NEW TORK 11212
atasrry 11365
4 5TRE BROOKLYN NEW YORK 11218
1385 CHASE HALL 3372 BOERAM K., ONEDA NEW YORK 10002
3644 FAIVIEW, CORTLAND HEW YORK 13045

NEW TORK o

- e
il [ [ G % | ] 0 %

For this example we will show how to locate a certain individual by typing the name ‘Mark,Smith’

in the Search for records section. Then click the Search button @ A list matching our search
displays.
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Click on his name to open his record.

+~ Search Results ~

w  Full Mame

TABSID Date Of Birth Medicaid Numb...

MARKSMITH 201846 1/1/15G90

A screen appears with his information.

Click on the down arrow next to the person’s name (Mark,Smith). Row of subsection tiles will
display. Click Supporting Documents to go to that section.

£ Individuak MARK,SMITH - Microsoft Dynamics CRM - Internet Explorer

+ = IA https: //choicestest.opwdd.ny.gov/main.aspx #665220297 ﬂjl&l 45 A Individual: MAR

s Q@uek.. 2)cHo... it 2]oPW.. 2]Sg.. £]Thi. 2|oPw... @ct. G 50.. £]sig.. Elwel.. B sa. v 2]web...

My Microsoft Dynamics CRM v ft | WORKPIACE v Individuals | v MARKSMITH [0 -

Comman

: a, o
‘ SUPPORTING DOCUMENTS CLOSED ACTIVITIES TABS INQUIRIES

upporting Documents

Address Zipcode - County Of Resid]

« Additional Information

Additional Information

DDP Mumber - CO-labID

Medicare Number Verified - Medicaid Numb)
Citizenship Verified - Date of Birth Ve
Country of Birth -- Hispanic Qrigin
Soial Carviit Numboor Varifiod No Mo of Cobol

The Supporting Documents section for Mark Smith appears. Currently, there is no Supporting
Documentation for Mark Smith. To attach a new Supporting Document, click the “New” button.

INDIVIDUAL @ INFORMATION

MARK,SMITH

New) |2 Edit | &% Refresh | @ Faq
Name File Type

Then follow the same steps as outlined on page starting on Page 5.
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Opening a Supporting Document

Once at the Supporting Document section, click on the document to open.

INDIVIDUAL : INFORMATION

MARK,SMITH

LElf*l'a‘*-'-fl L2 Edit| &V Refresh | @ Faq

Name File Type Document Class Type

IQ Mark Smith 200066 2015 03 ) DOCH File

The following dialog box displays. Click Open.

INDIVIDUAL : INFORMATION

MARK,SMITH
[ New| 2 Eait | &% Refresn | @ Fa
Name File Type Document Class Type Subtype Size (in KB) Created By Created On
[ Mark Smith 200085 2018 03 -DOCX File Eligibility Determination Intellectual Tests The Stanford-Binst Scales " Pradeep Proddutoari 03112018 08:47:17

DDDD Showing page 1 of 1

Status Active Do you want to open or save Mark_Smith_200066_2018_03_15_Trasmittal.docx (11.4 KB) from csitechoicestest.o) ny.g *
Active Open §save |7 Cancel

Next to New button you can Edit the Supporting Document. This is only for editing the categories
selected.
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Editing the classification

If there is more than one document listed, place a checkmark by clicking inside the box that is in
front of the document. Then click the Edit button.

INDIVIDUAL : INFORMATION

MARK,SMITH

EI New| |2 Edit | &7 Refresh | @ Faq
MName File Type

(] Mark Smith 200068 2018 o3 .. -DOCXFile

Mark Smith 200055 2018 oz ... -DOCXFile

The document you selected is now opened to the category window. All fields are now unlocked.

Start with Document Class by clicking on the down arrow and select the most appropriate
Class from the list. Once a Class is selected, the dependent field of Type will be available with
the appropriate list relative to the Class you selected. Click on the Type down arrow and make
the proper selection. Do the same for “Subtype”. Then click Save & Close

E Supporting Document: Mark_Smith_200066_2018_03_15_Trasmittaldoox -

v M | Mark_Smith_200066... | v

G_) Pradeep Proddut...

ChoicesTest
INDIVIDUAL : INFORMATION

MARK SMITH = save Q]SA\-‘E&CLOSE @ EMAILA LINK  [F] RUN REPORT ~
!

SUPPORTING DOCUMENT : INFORMATION

Fiven e Sreren @ N ark Smith 200066 2018 03 15 Trasmittal.docx

Name

D Mark Smith 200066 2018 03 ... 4 General

Mark Smith 200066 2018 03 ...
e nent Nants B  Mark_Smith_200066_2018_03_15_Trasmittal.doex 2) Type* Intellectual Tests
1) Dacument Class ™ Eligibility Determination 3) Subtype ™ The Stanford-Binet Scales
Individual B MARKSMITH File Type -DOCX File

File Size (KB) 1

Once the change has been made, the new classification will display.

INDIVIDUAL : INFORMATION

MARK,SMITH
] New | L2 Edit| <% Refresn | @ Fac:
Name File Type Document Class Type Subtype Size (in KB) Created By Created On
O Vol S g T — T — 12 Pradesp Proddutoori 03192018 02:03:38
&L ek smith 200088 2018 p3 . DOCK File Consent Plans Res Hab Flan > Pradesp Proddutoori 0311912018 08:47:17
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Linking Documents to a Form

Linking documents can be done if documents were previously uploaded that need to be linked to
a new form. Also if a form is returned, the supporting documents are no longer linked to that form.
You will need to link the supporting documents to the form again.

To link supporting documents to a form, the supporting documents would have been previously
uploaded.

Go to the Supporting Documents section of the form, by clicking on the down arrow next to
“DDP1 for ...” and then clicking on Supporting Documents

13 WORKPLACE « DDP1-Registrationy... | = DDP1 for Smith,JLhn'

Process Sessions

@EE::-

BACKGROUND F

. »
s =,

=
x

SUPPORTING DOCUMENTS ACTIVITIES CLOSED ACTIVITIES

4« General

In the Supporting Documents section, on right side is View, click the down arrow and select
“Supporting Documents for This Individual”’. Once highlighted, click.

DDP1 - REGISTRATION/MOVEMENT FORM : INFORMATION

DDP1 for Smith, John

—
\' 155 Supporting Documents For This Individual W >

E New | Link To This Form | =2 Edit| &V Refresh | '@' FAQ

Name File Type Document Class Type Subtype Size (in... Created By Created On

All supporting documents in the Individual's record will be displayed.

Click in the box in front of the documents that are needed to link to to the form.

¥ Toafom g VY ppses Brag

Tilt Ty [ocwerd Dty Type Sabeytat et i Y Trested By Crted On

DO Pl gty Dmsrwaor £ Bt Py 3 Fowdesg Pracduioan e
DOCH M Aaieivrer vesleoia T et S e S e 2 Padoeg Prduion LS00 DRl
DOC e Comtent rielecinl Tean Tt Wechier Soes of Paigeece 1 ez Pt e LYTRONIE DT AT
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Click “Link To This Form.”

ENmILinanWEFM| L2 Edit| &Y Refresh | @ Faq

MName File Type Document Class Type Subtype 55

The following message will display, if your selection(s) are appropriate click OK.

X

y W you sure you want to link the 2 selected document(s) to this
" form?

QK Cancel

Now return the View back to the View ...For This Form

Supporting Documents For This Form
Supporting Docurnents For This Individual

Cr'Suppurting Documents For This Form

i 03182015 13:05:51

ri 0182015 09:03:35

The documents that you selected will show here if they were successfully linked to the form.

If you need additional documents linked to the form that have not been uploaded yet, You can
upload another document(s) via the New button process.

There is also an “Unlink from this Form”, which will function the same to remove a document from
a form. The “Unlink” function will not delete the supporting document from the Individual’s record;
only remove it from the form.

e

E ”E@ )a.i Edit| &% Refresh| @ Faq
Name

ink From This Form
O —

File Type Document Clazs
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