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I  Introduction 

The purpose of this manual is to provide a reference guide for 
Vendor/Providers using the QSR Application.   This manual includes step-by-
step procedures for the following tasks: 

 
� Send Notifications 
� Create an Action Plan/Follow Up 
� Address Corrective Action Plan/Follow Ups 
 

 
 
 
 
 

 
I.A        Quality Service Review & Follow Up Process Workflow 
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II.  QSR Application Access 

The QSR application is a web-based application accessible through the 
Internet.    

II.A  Log On 

1. Open Internet Explorer 
2. In the Address field, type in the following URL:  

https://ddsapp.stag.ct.gov/qsrtraining (For Training ONLY) 
https://www.ddsapp.ct.gov (Actual Application Address) 

3. The DDS Applications Menu will display. 
• To add the link to your Favorites 

a. Select Favorites from the Menu bar in the Internet Explorer 
b. Choose Add to Favorites 
c. Change the favorite name or keep the default name 

 

 
 

d. Select the OK button to save the link.  It now appears in your 
Favorites. 

 
4. Click on the Quality Service Review (QSR) link to bring you to the 

log on screen. 
 

Note:  Always 
access your 
favorites through 
Internet Explorer 
instead of Outlook. 
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5. For Vendors/Providers, the agency assigned e-mail address 
will serve as their Username.  
 

• If you do not have a Username or Password, contact your 
Supervisor or Administrator. 

� Your Username and Password are sent in two separate e-
mails once you are entered as a user in the system. 

� All Passwords are case sensitive. 
� Select the Log On button or press ENTER.  The My QSR 

screen appears. 
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II.B   Reset Password  

If you forget your Password, the Log On screen allows you to submit a 
“Password Reset” request (see below).  You will receive a new, randomly 
assigned Password via e-mail. 
 
To reset your Password: 

1. Open the QSR application through the Internet Explorer 
 

 
2. On the Log On screen, click the “Password Reset” link at the 

bottom of the box 

3. The Password Reset screen will display 
 

4. Enter your Username 
� DDS personnel will use their LAN User ID 
� Vendor/Provider personnel will use their e-mail address  

5. Select the Reset button 
6. You will receive an e-mail with a generic Password.  
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II.C   Change Password  

⇒ My QSR > Change Password 
 
Users will receive an assigned random password composed of various alpha 
and numeric characters.  It is recommended that users change their 
password to an alphanumeric password by using the Change Password 
option.  
 

 
 
To change your password once you have logged in: 
 

1. Click the Change Password tab under the My QSR tab 
2. Enter your current password in the Current Password field. 
3. Enter a new password in the New Password field.  The new password 

must be between 8 and 10 characters, contain at least one number 
and one letter, with no special characters (e.g., #@$*). 

4. Enter your new password in the Confirm New Password field. 
5. Select the Change button to save your changes.  
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III  QSR Opening Screen Layout 

 

III.A  Header, Tabs & Footer 

The My QSR tab is the screen you see when the application first opens.  The 
My QSR screen is a roadmap to other QSR application screens, and there are 
many ways to navigate through the system. 
 

 

HEADER 

TABS
A

My QSR 

TAB CONTENTS 

 

Header Menu 

In the Header you will find menu options: 
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III.B  Menu Options 
 

Change Roles – Allows personnel to change roles (visible only to 
those who are assigned multiple roles) 
Help – Opens the On-Line QSR Manual  

 Reports – Opens the Reports screen 
 Log Out – Logs you out of the QSR application 
   

Tabs 

 
 
Tabs permit quick navigation through the QSR application.   There are two 
levels to the tabs.   Select an upper level tab and the lower tabs will 
show the choices available.   Tab choices are dependent upon your role. 
 

 
Upper Level Tabs Lower Level Tabs

  

My QSR Dashboard, Inbox, Archive, Sent, Search, 
Compose, Preferences, Change Password  

Reviews Find a Review, My Reviews, Find a Visit, Schedule 
a Visit and Conduct Review 

Follow Ups Find a Follow Up; My Follow Ups; Create, View, or 
Address Follow Up 

Admin Manage Users (visible for personnel with 
administrative authority) 

 
 

 

Footer Menu 

 
The Footer Menu provides links to the main tabs within the QSR application 
and displays the users Log On name and role. 
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IV My QSR Tab Content 

My QSR displays current items needing your attention.  
 

IV.A  Dashboard – General Content 

⇒ My QSR > Dashboard 
 
The Dashboard allows you to quickly view your profile, which includes your 
Username, Role and e-mail address.    
 

 
 

Dashboard Contents 
 

Recent Reviews – the last five reviews 
Recent Follow-Ups – the last ten follow-ups (not shown) 
Notification Center – quick links to your communications, including Inbox, 
Archive, Sent & Search 
 
For example, from the Dashboard you can navigate to various tasks such as 
viewing a review. 
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IV.B  Dashboard – The Notification Center 

 
The Notification Center is where you can send and receive application 
related messages.  You can create, archive, view and search for 
communications. 
 
 
 
 
 

Note:  This is not an e-mail system.  These are system generated 
messages based on reviews and follow-ups. 

 
You can navigate using the blue sub-tabs under the My QSR tab or use the 
Notification Center box on the right side of the Dashboard. 

  

Inbox - Shows notifications received. 

⇒ My QSR > Inbox 
 

 

Note:  For Vendors, notifications are automatically sent to 
Resource Manager/Quality Coordinator when either creating or 
saving follow ups.   
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Archive – Inbox notifications cannot be deleted from the QSR application.   
A user can only archive Inbox messages.  

⇒ My QSR > Archive 
 
Notifications in the screen below have been archived.  You may access, read 
and print archived notifications.  To view the detailed information about an 
archived notification, click on the Subject link. 
 

 
 
To begin the process of archiving notifications: 
 

1. Click the Inbox in the Notification Center. 
2. Select the check box next to the notification(s) you wish to archive. 

 

 
 

3. To archive all notifications on the page, select the check box in the 
grey banner (to the left of the “from” column) 

4. Select the Archive Selected button at the bottom of the screen. 
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Sent - Shows all notifications sent. 
⇒ My QSR > Sent 

 

Click the Subject link to view a notification. 

 

Search – Searches Inbox, Archived and Sent tab notifications.    

⇒ My QSR > Search 
 

Key words entered need to match text in the subject line or in the body of a 
message.   
 

To perform a notification search: 
 

1. Click on the Search tab under the My QSR tab. 
2. Enter key words in the text field and click the Search button. 
3. Notifications stored in the Inbox, Sent and Archive screens will appear. 

 

PRACTICE:  Use the key words “Indicator Review” for all notifications related 
to Indicator Review.  Note:  Indicator Review is in the subject line as seen in 
the examples below. 

 
Compose – Tab Access Only – Currently Not Functional DO NOT USE 

⇒ My QSR > Compose 
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Preferences – Tab Access Only 

⇒ My QSR > Preferences 
 
Preferences allow you to turn e-mail notification alerts on or off.  Once these 
alerts are turned off, personnel will not receive messages from the QSR 
application through their Outlook or other e-mail program, external to the 
QSR application.     
 
To turn off the notification alerts in the Preferences screen: 

1. Click the Preferences tab under the My QSR tab. 
2. Deselect the Receive e-mail for new notifications box  
3. Click the Submit button 

 
 

 
 
To turn on the e-mail notification alerts in the Preferences screen: 

1. Click the Preferences tab under the My QSR tab. 
2. Select the Receive email for new notifications box  
3. Click the Submit button 

 
 

 

There is NO SPELL CHECK tool within the QSR
Application.  Before entering information into the
comment sections of the QSR form, consider this: 
 
Type your comments into MS Word FIRST; check for
errors and then copy and paste your “spell checked”
comments into the comment field within the QSR
application. 
 

Spelling Errors = Lack of Quality 
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V Finding QSR Records Using Tabs 

⇒ Reviews > Find a Review 
⇒ Follow Ups > Find a Follow Up 

 
These tabs allow you to find specific records.   You can limit your search to 
records associated with your Username and Role.    
There are several search options available on each screen: 
 

V.A Search Criteria Basics 

1. Determine your search criteria.   You must enter criteria in at least one 
search field. 

a. DMR # (DDS #), Last OR First Name – search for records by 
Consumer using complete DMR # or Consumers Last Name OR 
First Name (NOT BOTH) 

b. PIN or Vendor Name – for a Vendor/Provider, this search field 
has the Vendor ID (PIN) already entered in the field and this 
number cannot be changed 

c. RDID or Program Name (Service Location) – search for 
records by Program Name using complete RDID or partial 
Program Name 

 

 
 

2. Check the “Only find my [e.g., Reviews, Follow Ups]” box to 
search for records assigned to your Username and Role OR 

3. Uncheck the “Only find my [e.g., Reviews, Follow Ups]” box to 
search for ALL relevant records in the QSR application assigned to you 
and others. 

4. Click the Search button to display your results. 
 
PRACTICE:  Using the Find A Review screen, search for a Review 
at a Vendor Service Location. 

 
Once the QSR application completes the search, up to 10 records matching 
your search criteria will display on each page. 
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V.B Finding Records Assigned To You – “My” Tabs 

⇒ Reviews > My Reviews 
⇒ Follow Ups > My Follow Ups 

 
This is an alternate way to find records associated with your Username and 
Role.   You can view the list of records assigned to your Username and Role 
by selecting the “My [e.g., Reviews, Follow Ups]” tabs.   For example, 
the “My Reviews” screen is shown below. 
 

  
 
On some screens you can sort and/or go to the next page by using the links 
at the bottom of the page (see screen below).   
 

NOTE: The RDID/SSID, a unique Service Location identifier, is 12 
characters long.   For example: PR04100354SR 
 

Position Character Example Meaning
    

1 P, D PR04100354SR Public (D) or Private (P) 
location 

2 R, D, S PR04100354SR Residential (R), Day (D) or 
Support (S) location 

3-5 3 # code PR04100354SR Service Location code: 
“041” = CLA; “533” = ISR 

6-10 5 # code PR04100354SR Identifies a single location 

11-12 NR, SR, WR PR04100354SR Region of location 
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V.C  Viewing Review Indicators, Outcomes, Focus Areas  
 

1. QSR indicators appear when the Indicator tab is selected.   
 

(Click the Outcome or Focus Area tabs to view results.) 
 

 
 

2. To view the Interpretive Guidelines for a question, click the text 
Show/Hide Guide Text link.  The information appears.  Click the 
same text link again, and the information is hidden. 

 
3. A dot will appear in the button for ratings chosen by the reviewer. 

 
4. Any comments appear in the Comments box. 

 
Tip:  To move quickly between the top and bottom of the page on the 
Conduct a Review screen, you can press the key “Home” to go to the 
top of the page and “End” to go to the bottom of the page. 
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 VI  Action Planning & the Manual Creation of an Action Plan 
 
An Action Plan is the Vendor/Providers’ statement of how an item for 
Follow-Up will be addressed/improved.  An Action Plan has a follow-up 
history that tracks the progress of implementation and monitoring of the plan 
until the Action Plan is completed and closed.   
 
Actions Plans can be created in the following ways: 
 

• The QSR Application automatically generates Action Plan records for 
Required for Follow-Up Indicators rated “Not Met” 

• DDS personnel and Vendor/Provider initiated Action Plans are 
created manually 

 
DDS and Vendor/Provider initiated Action Plans can be manually created for 
Indicators, Outcomes, or Focus Areas. 
 

1. Locate the completed Review and View the results.  The ratings in the 
Conduct a Review screen will appear gray, because the review is 
locked.  

 

 
 
 

2. Locate the question and click the Create Action Plan link. 
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3. The View/Edit Follow Up screen appears.     
 

 
 

4. Select the Action Plan Type:  Corrective Action or Quality 
Improvement  

5. Enter the Deadline Date (required) 
6. Enter a Narrative (required)   
7. Once complete, click the Save Action Plan button.  The Quality 

Coordinator (for Public) and the Resource Manager (for Private) will 
receive notification automatically once “Save Action Plan” is selected. 
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VII  Action Plan Follow Up Management  

Action Plan Follow Up Process: 
 

• An action plan/follow up is either generated by the QSR application or 
manually by DDS personnel and is forwarded to the Vendor/Provider 

• The Vendor/Provider creates the action plan/follow up for corrective 
action or quality improvement.  The Vendor/Provider and DDS 
negotiate the completion date and only authorized DDS personnel can 
accept the date. 

 

VII.A  Action Plan Follow-Up Using the Follow Ups Tab 
 

To find an Action Plan/Follow-Ups using one of the following tabs: 
 

⇒ Follow Ups > My Follow Ups 
⇒ Follow Ups > Find a Follow Up 

 

1. For example, Select Follow Ups > My Follow Ups.    The My Follow 
Ups screen appears.  
 

 
 

 

 20          



Vendor/Provider QSR Data Application Reference Manual 

 

2. Locate the Action Plan/Follow Ups you want.  Click View/Edit to 
access the record.  The Action Plan/Follow Up will appear under the 
Source Indicator heading of the View/Edit Follow Up screen.   
 

The screen below displays an indicator, Not Met, that is Required for 
Follow-Up.  This follow-up record is automatically generated by the 
QSR application. 

 

 
 

3. Vendor/Providers can enter a Deadline Date for completion of the 
action plan if not already done so by DDS personnel.  The completion 
date is negotiable with DDS.  DDS, however, makes the final decision 
on the completion date. 

4. Action plans are entered into the Narrative box by the 
Vendor/Provider.  You will NOT be able to “Save History” if you 
do not enter a comment.  The Vendor/Provider will then send a 
Notification to DDS for review and approval of the action plan.    
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Caution:  If you enter a Narrative and click “Save History” 
and click the “Back” button, the Follow Up screen will appear 
without data.  Be aware that your previous follow-up record 
was saved – Do not reenter the same follow-up again and 
save it otherwise a duplicate follow-up record will be 
generated.    

Caution:  Once you enter a Narrative and click “Save 
History”, the record will appear in follow-up history, even if 
the follow-up was not sent to anyone.   Make sure you send 
the Notification to relevant parties.   
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5. Click on Save History and the authorized DDS personnel will be 
notified. 

 
 
For an indicator that is “Required for Follow Up’, the Vendor/Provider 
typically submits a Proposed Deadline Date along with the Action Plan.  
Authorized DDS personnel may choose to enter a revised Deadline Date.  
Deadline Dates may be negotiated between the two parties.  When the 
Deadline Date is accepted, authorized DDS personnel will check the Is 
Acceptable box and this will lock in the date.  Only authorized DDS 
personnel can modify the Deadline Date until the Action Plan is closed. 
 
For example, the screen below displays an Action Plan/Follow-Up with 
communications between DDS and the Vendor/Provider.  
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VII.B   Action Plan Follow-Up Using the Follow Ups Tab of the 
            “Conduct a Review” Screen 
 

1. Access the review by selecting the tabs Reviews >  Find a 
Review  

2. Click the View button.  The Conduct a Review screen opens. 
3. Click the Follow Ups tab (not the follow-ups tab on the 

application menu).   The Existing Follow-Ups appear, if any. 
 

 
4. Follow the steps 3 through 6 on page 20 “Action Plan Follow-

Up Using the Follow Ups Tab” 
 

 

 
The QSR Application will “time-out” after 10 minutes of 

inactivity and if you don’t 
 

SAVE YOUR WORK 
 

any information you have entered will be lost. 

 
REMINDER  
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VII.C  Action Plan Verification Through Self-Reporting  
 

• Once the Resource Manager (RM) or Quality Coordinator (QC) 
has accepted a Corrective Action Plan (CAP) for an indicator 
“Requiring Follow Up”, the Vendor/Provider will be required to self-
report the completion of the CAP.     

• Prior to the Due date, the Vendor/Provider will log into the QSR 
application, locate the corrective action plan and enter a 
narrative describing the completion of a CAP and send a 
notification to the RM or QC within the QSR application.   

• After the RM or QC has received notification of the completion of 
the CAP, they will close the issue in the QSR application.   
Randomly selected indicators “Requiring Follow Up” that have 
been self reported and closed will be verified though an on-site 
visit by quality management staff members. 

 
How to Find Previously Submitted Corrective Action Plans 

 
1. Select Follow Ups > My Follow Ups.    The My Follow Ups screen 

appears. 
 
2. Click the View/Edit link of the indicator that has had the CAP 

completed prior to the Due date. 
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3. In the Narrative box, type in a brief description reporting that the 

CAP for the indicator has been completed 
 

 
 

4. After the narrative has been completed, click Save History.  The 
Quality Coordinator (for Public) and the Resource Manager (for 
Private) will receive notification automatically once “Save History” is 
selected. 
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VIII  Printing a Review Results Report 
 
Indicator Review related messages are delivered to the My QSR > Inbox. 
 

1. Select the tabs My QSR > Inbox.    
 

  
2. Locate and select an Indicator Review by clicking on the text in the 

Subject column of the message Inbox.   The Notification Details 
screen appears. 

 
 

3. Click on the link text:  ”To download the review results report as a PDF 
file Click here” 
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4. The Indicator Review Results Report will open. 
 

 
 
5. Select “File” and “Print” from the menu bar of the browser. 
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IX  Establishing Roles & Assigning Service Locations to Personnel  
 
The Admin (Administration) Tab is accessible only to supervisory personnel and 
System Administrators.  Within the QSR database, administrators may: 
 

• Add new persons into the system 
• Add or remove roles of personnel   
• Add, remove or edit assigned service locations to personnel  

 
Most administrative users will be restricted to assigning users to roles that report  
to them.  Roles Administrators can assign are based on the role of the Administrator  
(for example):  
 

• Vendor Administrators can only assign the roles of Vendor User or Vendor 
Administrator 

• Regional Administrators and System Administrators can assign multiple roles  
to personnel 

 

IX.A Adding a New Person into the QSR Application 

 
1. Select the Admin Tab.   The Manage Users screen appears.  

 

 
 

2. Click the Add New User button.  The Update User Information screen 
appears.    
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Below is a Update User Information screen that has already been completed. 
 

 
 

3. Enter the User Name.     

 

Note:  The User Name is the LAN User ID of the new employee.  DDS personnel 
use this “name” to Log On to the QSR Application.    

4. Enter the First Name and Last Name of the new person.  
5. Enter the e-mail address.  

 

Note:  The User Name for the Vendor/Provider is his or her e-mail address, used 
for logging on to the QSR Application.  

6. Click the Assigned Roles box(es) as applicable.  
 

 

Note:  If an Administrator is regionally based, the Administrator can only assign 
persons within that region (other regions will not appear on the screen). 

 

 
7. Click Assigned Region boxes as applicable. 

 
8. When all information is entered, click the Save button.  At this point, an  

e-mail is automatically generated by the system to the new user.  They  
will receive two separate e-mails containing their User Name and randomly 
assigned Password.  They will be required to change this password when  
they log into the QSR application. 

9. Click the Back to User List button.  The name of the new person will now 
appear in the Manage Users screen. 
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IX.B  Updating Pre-existing “User” Information for a Person 

 
To modify or delete a record for a person in the Update User Information screen: 
 

1. Click the Admin tab. 
2. Find the name of the person in the Manage Users screen.  The names are 

alphabetical.  Change pages using the page link at the bottom of the screen. 
3. Click the User Name of the person.    
4. The Update User Information screen appears. 
5. Make the desired changes and click Save.  DO NOT DELETE THE USER 

 

 
 

IX.C  Assigning Service Locations to a Person 

 
1. Click the Admin tab. 
2. Find the name of the person in the Manage Users screen.  The names are 

alphabetical.  Change pages using the page link at the bottom of the screen. 
3. Click the Associate User to Service Locations link under User Details  

for the person.  The Manage Users Associations screen appears. 
 

 
 

4. Search for the Service Locations to associate to the person by entering search 
criteria and clicking the Search button.  Search for a Service Locations by 
Region, Town, PIN/Vendor Name, RDID or Service Location Name. 
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The Matching Services screen appears. 
 

 
 

5. Select and Assign the Service Locations to associate to the user by clicking the 
box(es) on the left of the location RDID and Program (Service Location) name.  
You can: 

 
a. Select and assign or deselect and dissociate one or many locations on a 

single page by clicking the Associate Selected button.  Selections and 
assignments are made one page at time. 

b. Select and assign or deselect and dissociate all locations on a single page 
by selecting or deselecting, respectively, the box next to the RDID label at 
the top left of the page and then clicking the Associate Selected button.  
Selections and assignments are made one page at time. 

c. Select and assign all locations on every page by clicking the Associate 
All button. 

d. Deselect and dissociate all locations on every page by clicking the 
Dissociate All button. 

 

 

Caution:  Be aware that clicking the ‘Associate All’ and 
‘Dissociate All’ buttons assigns or de-assigns all 
Service Locations displayed in a search.   

6. Newly assigned Service Locations will now appear in the “My Service 
Locations” screen for the person.  Associated Vendors and Consumers will 
appear in the “My Vendors” and “My Consumers” screens.  De-assigned 
Service Locations will result in the removal of records from these screens. 
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