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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
QSR Workflow
Schedule Conduct Supervisor Action Plans/ Vendor
QSR QSR Reviews QSR Follow Ups Receives
:> :> & Sends :D Generated by ") Notification
Internal System or
Notification Manually

QSR Action Plan/Follow Up Process Workflow

Vendor DDS Manager Action Plan Vendor/Provider CAP is
Submits Negotiates closed by

and Due
Action Plan [=—) ActionPlan [——Y  Dates [——jrepors the — g

for with Vendor Finalized %OArgpletlon of the personnel

Improvement
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II. QSR Application Access

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

I1.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.
e 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

Add Favorite 7%

* Interret Explorer will add this page to your Favorites list.

Customize... | Cancel |

Note: Always

access your Mame: IQuaIilySystem Feview - LogOn Create in << |
favorites through Cesers [ o —
Internet Explorer 20 NowFokr. |
instead of Outlook. £ (1 Taining

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.

CTgOV DDS Applications Menu DBS

STATE OF CONNECTICUT —
DDS Applications

Select Application:

+« eCamris
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DDS

Log On to the QSR System

Enter your username and password to log on to the QSR system. If you are an emplovee of the State of Connecticut, your
username is the same as your network logon ID. If you are an employee of an extemal vendor, your username is most likely your
email address.

Usermame:
|

Password:

Forgotten Your Username or Password?

1f you have forgotten your username and/or password, please use our Password Resat tool to have a new password emaled to you,
1f you are nat sure whether vou have an account or not, please try your emal address in the Passward Reset tool. If vou need other
assistance, please contact QSR support.

5. For Vendors/Providers, the agency assigned e-mail address
will serve as their Username.

e 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.

Reviews |

My QSR

Follov: Ups |

Cashboard Inbox Archive

My QSR Motification Center
Lo Inbox (13 MNew)
wyelcome to the Quality Systermn Review web application, This "My QSR" page is a corwvenient place to 3 Archive
find all of the most relevant, recent, and future items needing your attention. = Sont
=2 sent
LW Search

Logged in as: benhavenuser@bnhy. test (Wendor)
Email address: BEenhavenlUser@bnb. test

Recent Reviews

The S most recent reviews, relevant to yvou, are listed below,

vendor Service Type Service Location Consumer Date Created

BEMHAVEMN IMNC. CLa PRO41003235R JIOMES 2, DOE 11/16/2006 4:19:18 PM Wiewr
BENHAWEN INC. CLA PRO41003745R MILLS 34, J0OHM 117152006 12:05:20 PM View
BENHAWYEMN IMC. LA PRO41003745R MILLS 34, I2HM 11152006 12:05:12 PM view
BEMNHAVEN IMNC. CLa PRO41003745R MILLS 34, 10HM 11/15/2006 12:05:11 PM Wiewr
BENHAWEN INC. CLA PRO41003735R [RITFY 1171572005 11:21:43 AM View
Recent Follow Ups
The 10 most recent folow-ups, relevant to you, are listed below. NOTE: only Open Follow-1Ups are listed.

Created Due Status Source Review Detail

11/14/2006 12/13/2006 Open D15 11/ 14/2006 view /Edit
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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:

Log On to the QSR System

Enter your username and password to log on to the QSR system. If vou are an emplovee of the State of Connecticut, your
username is the same as your network logon 1D, If you are an employee of an external vendor, your username is most likely your
emal address.

Username:
[

Password:

Forgotten Your Username or Password?

If you have forgotten your username and/or password, please use our Password Reset tool to have a new password emailed to yvou,
If you are not sure whether you have an account or not, please try vour cglell address in the Password Reset tool, If you need other
assistance, please contact QSR support,

1. Open the QSR application through the Ihternet Explorer

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

o u

bottom of the box

Password Reset

To reset your password, enter your QSR username below and click ‘Reset’. A new system-generated password will be sent to your

email address on file, You can then log in with the new password, and change it to a password of your chioosing.

Username:

Reset |

Don't Know Your Username?

If vou have forgotten your username or otherwise don't know your QSR username, please contact QSR Support,

The Password Reset screen will display

Enter your Username

= DDS personnel will use their LAN User ID
» Vendor/Provider personnel will use their e-mail address

Select the Reset button
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.

My QSR Consumers | Yendors | Gervice Locations | Reviews | Follow Ups |

Dashboard Inbax archive Sent Search Compose Preferences Change Passward

Change Password

Lise this form to change your QSR systemn passward, Your new password must be between 8 and 10 characters, contain at least
one digit and one alphabetic character, and must not contain special characters,

Current Passward:
Mew Passward:

Canfirmn New Passwiord:

Change |

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., #@$*).

Enter your new password in the Confirm New Password field.

Select the Change button to save your changes.

uk
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III QSR Opening Screen Layout

II1.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.

Wy QSR Ravigws Faallows Ups

Duashboand

My Q5R Peatification Center

J ooy (13 Nerer)
Wikoomes: 10 thia Quiality System Review weh soplcasion. Ths My (JSR” pega & & comseneant flacs to

Pl all ot et v, cisenil, el Ruluns ilermd Fessading wour 31%8nnor #inher
=2t
wﬂﬁ'lﬂ‘."lﬂv‘." wrigr Dbk, 16 (vencon) 4 Gzinch
atitiresy: Berhureenl ek best

Recent Reviews

The 'S most recent reews, et o you, e ke el

Wanidor Srvice Type Siereitie Lovation Lt [maki Cratid

BENHANES INC. [a F PRIM I3 358 JORES 3, 0CE 111812008 4-19;18 P Wi
BENHANES INC. 1A PRI 10037458 MILLS 34, JOHN 1171572006 12:05:20 PR Wi
DRy il £l [EEERT} TRFELRT MILLE 34, Koel 115208 150512 PH [ y—
BEWHANES INC. 1A PRIH 10037458 MILLS 34, JOHN L1L/15/2006 1Z:0% 11 P Thas
AERHANTS Tl Cla [r BRI Ve ki A1 I5A006 d0:31:43 AR Wiess
Recent Follow Ups
Tha 10 most recent folow.ues, rievant to you, ana kbed belme. MOTE: ondy Open: Folowrs: am Ested

Creatrl D Status  Soume  Rewiew Detall

15/14/2006 12/13)3006 Open D35 11, 54, 2006 Wiaw/ Eclit

Header Menu

In the Header you will find menu options:

vrare or conmtcnicrr  CHLIALTTY SERVICE REVIEW

DDS

reofomumecncur QUALTTY SERVICE REVIEW Nalp - Roperts « Leg Dut

HEADER

TABS

\ My OSR

> TAB CONTENTS




Vendor/Provider QSR Data Application Reference Manual

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

My QSR Reviews | Follow Ups |

Search Compose Preferences Change

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.

My QSR +« Reviews -+ Follow Ups

Help + Reports : Log Out + Logged in as: STUser@st.test (Vendor)
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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.

My QSR Reviews | Follow Ups |

Crashbeard Inbox Archive Sent Search Compaose Preferences Change Password

My QSR Notification Center

5 Inbox

Welcome to the Quality Service Review web application. This "My QSR" page is a convenient place & &5 Archive
all of the most relevant, rdcent, and future tems needing your attention. =
=3 Sent

Logged in as: STUser@st.test (Vendar)
Email address: STUser@st.test

L3 Search

Dashboard Contents

Recent Reviews - the lastTfive reviews
Recent Follow-Ups e last ten follow-ups (not shown)
Notification Center - quick links to your communications, including Inbox,

Notification Genter
LA Inbox (13 New)
9 archive

[ Sent

4 Search

welcoms) to \the Quality Systermn Review web application. This "My QSR” page is a convenisgt place to
find all of the\most relevant, recent, and future items needing your attention.

Logged in\ as: berhavenuserabnhy. test (Wendor
Email address: BenhavenUserbnhy. test

Recent Reviews

The S most receit reviews, relevant to you, are listed below.

vendor Service Type Service Location Consumer Date Created

BENHAVEN ING. cLa PRO41003235R IOMNES 3, DOE 11/16/2006 4:19:18 PM e
BENHAVEN ING. cLa PRO41003745R MILLS 34, 10HMN 11/15/2006 12:05:20 PM wiew
BENHAVEN ING. cLe PRO41003745R MILLS 34, JOHMN 11/15/2006 12:05:12 PM wiew
BENHAVEN ING. cLa PRO41003745R MILLS 34, 10HMN 11/15/2006 12:05:11 PM wiew
BENHAVEN INC. cLa PRO41003735R [RTEY 11/15/2006 11:21:43 AM wiew

Recent Follow Ups
The 10 most recent follow-ups, relevant to you, are listed below. NOTE: only Open Follow-Ups are listed.

Created Due Status  Source Rewiew Detail

11/14/2006 12/13/2006 Open D 1S5 11/14/2006 View /Edit

Conduct a Review

Consumer: DRUMT 34, DAM DMR w: 02800 Review Date: 10/26/2006
enHnr : RENHAEN T A FresdRsAndr
RDID: PRO< 10007551 Ser - al Quality Moritar
Service | nraTinn: RENHAL/NOR THSTE Annnuncer: vas

Incidante Conmantanm, Mobile Raview Uty Follow Upe

@ st
@ ot Mt
& ot Rated

@ e
@ Met Exermolary

=l

Zl  create acuon van

10
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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

My QSR Reviews | Follow Ups |

Dashboard Archive Sent Search Compose Preferences Change Password

Inbox

Your new notifications are presented below. To view archived notifications, select the Archive tab at the top of the screen.
You have (0) new message(s).

I From Subject Received

Il = Madsen, Erik Indicator Review - PRO41003545R - TUXIS*/QOPENING HILL 415 - 12/18/2007 3:13:17 PM
CL& - State Quality Monitor

[~ = Secchiarol, Crescentino Follow Up History Added - - SARAH TUXIS INCORPORATED - CLA - 12/14/2007 11:53:20 &AM
PRO41011675R - TUXIS®/MAYMARD 5T 15

Il i< Secchiaroli, Crescenting Indicator Review - PRO41011675R - TUXIS*/MAYMARD ST 15 - CLA - 12/14/2007 11:42:09 AM
Case Manager

Page 1

Archive Selected

My QSR - Reviews - Follow Ups
Help + Reports + Log Qut . Logged in as: STUser@st.test (Vendor)

Note: For Vendors, notifications are automatically sent to
Resource Manager/Quality Coordinator when either creating or
saving follow ups.

11
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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.

My QSR Reviews Follow Ups

Dashboard Inbaox Archive Search Compose Preferences Change Password

Archive

You have chosen to archive the following notifications. Usually, this is done to "clean out” your inbox, making it easier to manage.
Maote that, for audit purposes, you may not delete notffications from the QSR system.

From Subject Received
(= Secchizroli, Crescenting Indicator Review - PRO41003545R - TUXIS®/OPEMING HILL 415 - CLA - Case  12/12/2007 3:24:15 PM
Manager
= Secchiaroli, Crescenting Indicator Review - PRO41003545R - TUXIS®/OPEMING HILL 415 - CLA - Case  12/12/2007 3:03:37 PM
Manager
=] Secchiaroli, Crescentino Follow Up Closed - D 20 - SARAH TUXIS INCORPORATED - CLA - 12/11/2007 3:31:54 PM

PRO41003535R - TUXIS*/LONG HILL RD. 681

Morgan, Siebhan Follows Up History Added - D 20 - SARAH TUXIS IMCORPORATED - CLA - 12/11/2007 3:29:19 PM
PRO41003535R - TUXIS*/LONG HILL RD. 681

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.

My QSR i Follow Ups

Dashboard Archive Sent Search Compose Preferences Change Password

Inbox

Your new notificglions are presented below. To view archived notifications, select the Archive tab at the top of the screen.
You have (0) ngw meassage(s).

I Ffom Subject Received
[~ =/ Madsen, Erik Indicator Review - PRO41003545R - TUXIS*/OPENING HILL 415 - 12/18/2007 3:13:17 PM
CLA - State Quality Monitor
4 Secchiaroli, Crescentino Follow Up History Added - - SARAH TUXIS IMCORPORATED - CLA - 12/14/2007 11:53:20 AM

PRO4101167SR - TUXIS*/MAYMARD 5T 15

I =1 Secchiarali, Crescentino Indicator Review - PRO41011675R - TUXIS*/MAYNARD ST 15 - CLA - 12/14/2007 11:42:09 AM
Case Manager

Page 1

| Archive Selected I

3. To archiye 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.

12
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Sent - Shows all notifications sent.
= My QSR > Sent

Click the Subject link to view a notification.

My QSR Reviews Follow Ups

Dashboard Inbox Archive Search Compose Preferences Change Password

Sent

Listed below are the notifications either generabed by the system or manuzly created by you. Use the links 2t the bottom of the
page to browsea.

From Subject Sent
UserST, Followr Up History Added - D 8 - SARARNTUXIS INCORPORATED - CLA - PRO41011215R. - 11/25/2006 11:46:15
Test TUXIS*/NORTH 5T 15 i AM

= UzersST, Follow Up History Added - SC 12 - SARAH TUXIS INCORPORATED - CLA - PRO41005645SR  11/25/2006 12:20:18
Test - TUXIS™/FISKE LANE, 72 PM

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.

My QSR Reviews Follow Ups

Dashboard Inbox Archive Sent Compose Preferences Change Password

Search

Use the form below to search for notifications you have received or sent. Only the subject and body of 2l notifications are searched.
Your notification archive is included.

Indicator Review Search |

Results
Found 18 Notifications matching your criteria. Displaying on 2 pages.

From Subject Received
B4 UserST, Test Indicator Review - PRO41003235R - BENHAY/DEBRA HOUSE, 42 - CLA - 12/19/2007 4:48:49 PM
Reqional Qualty Monitor
Madsen, Erk Indicator Review - PRO41003545R - TUXIS*/OPEMING HILL 415 - CLA - 12/18/2007 3:13:17 PM
State Quality Monitor
UsersST, Test Indicator Review - PRO41011675R - TUXIS*/MAYMNARD ST 15 - CLA - Case  12/14/2007 11:51:38 AM
Manzger

Compose - Tab Access Only — Currently Not Functional DO NOT USE
= My QSR > Compose

13
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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

My QSR Reviews | Follow Ups |

Dashboard Inbox Archive Sent Search Compose Preferences Change Password

Preferences

lUse the fpldiving options to affect the way the QSR system interacts with the Motification Center as it relates to your account.

¥ Receive email for new notifications.
Submit |

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

14
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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

1.

2.

4,

Search Criteria Basics

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

a. DMR # (D

Consumer usirg cq

First Name/(N(

S #), Last OR First Name - search for records by
mplete DMR # or Consumers Last Name OR

ame (Service Location) - search for
me using complete RDID or partial

c. RDID or/Program
records by Program N&
Program/ Name

My QSR Reviews Fo

Find a Review My Reviews \iew a Review

Find a Review

Use the search form belpw to find 3 partiqular review. All fields ard optional, but vou must enter at least one search criteria. In the
event you enter textual data, such as 3 Cpnsumer's last name, the search is performed with 3 widcard (*) on each side of the text
you entered. For example, "Smith" would|find 2l Consumers with the kst name "Smith", as well as "Smithe".

v

DMR#= or Last/First Name: PIN or Vendor Name: RDID ar Program Mame:

¥ Only find my Reviews what's this?

Search |

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

. 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.

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.

15
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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.

the "My Reviews"” screen is shown below.

My QSR

Reviews

My Reviews

Follow Ups |

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,

My Reviews

Found 25 Reviews matching your criteria. Displaying on 3 pages.

Listed below are all of the reviews you have conducted in the QSR systern. You may sort by any field to make it easier to find the
review you might be looking for, Alternately, you may uze the "Find a Review" link abowe,

VYendor

BENHAVEN INC.
BENHAVEN INC.
BENHAVEN INC.
BENHAWVEN INC.
BENHAVEN INC.
BENHAVEN INC.
BENHAVEN INC.
BENHAVEN INC.
BENHAVEN INC.
BENHAVEN INC.

Page 1 [2] [3]

Service
LA
CLa
CLa
CLa
LA
LA
SEI
CLA
cLa
LA

Sort hy:

Service Location
PRO41003235R
PRO41003745R
PRO41003745R
PR841003745R

RO41003235R
PD210003725R
PRO41003235R
PRO41003235R
PRO41003755R

Consumer
JOMES 3, DDE
MILLS 34, JOHN
MILLS 34, JOHN
MILLS 34, JOHMN
hfA

JOMES 3, DDE

PARKER 26, SAMUEL

JOMES 3, DOE
SMYTH 22, JAME
DRUFF 34, DaN

Date Created

11/16/2006 view
11/15/2006 view
11/15/2006 View
11/15/2006 itus
11/15/2006 View
11/14f2006 view
11/14f2006 view
11/14f2006 View
11/10/2006 View
10262006 itus

Vendor Service Location Service Type Consumer Date Created

at the bottom of the page (see screen below).

NOTE: The RDID/SSID, a unique Service Location identifier, is 12

characters long.

For example: PR0O4100354SR

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 PR0O4100354SR Service Location code:
"041” = CLA,; “533” = ISR

6-10 5 # code PR04100354sR | Identifies a single location

11-12 NR, SR, WR | pPR04100354SR Region of location

16
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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.)

My QSR Reviews Follow Ups

Find : Yiew a Review

Conduct a Review

Consumer: DRUFF 34, DAN DMR #:82083 Review Date: 10/26/2006
Vendor: BEMHAWEN IMC, PIN: 115 Review Name: Deschenesdesmondt
RDID: PRO41002755R Service: CLA Reviewer Title: Regional Quality Monitor
Service Location: BENHAY /NORTHSIDE Announced: Yes
Indicators Outcomes Focus Areas Incidents Commentary Mobile Review Utility Follow Ups
Code Detail

CI1l Do you like your home or where you live?

Show /Hide Guide Text

& Mat

& Lot Mat

& Lot Rated

& npa

& Met Exernplary

Comments:

[~

;I Create Action Plan

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.

17
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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:

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

e 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.

1.0.3 The individual chooses services, the degree of self-direction and providers to the extent he or she wishes,

Show /Hide Guide Text

Comments:

Create Action Plan

2. Locate the question and click the Create Action Plan link.

18
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3. The View/Edit Follow Up screen appears.

My QSR Consumers Vendors Service Locations Rewviewy Fallow Lps

Find a Follow Up My Follow Ups Create, View, or Address Follow Up
View/Edit Follow Up

Al deteik relevant o this Follow Up are presented below, Use this page to view or add Folow Up history, andfor dose the Follow
Up.

Consumer: DMR #: Review Date: 11/15/2007
Vendor: DMR PIN: 1 Review Name: sokalowd
RDID: DD20300263WE Service: D0 Reviewer Title: State Qualiy Moniar
Service Location: DMR-WR/ TORRING TON-DS0 Announced: Yes
Source Indicator =10] x|
< MNovember 2007 =
AP 2  There & documentation of annual sprinkler/fire alamm system senicing for a bulk iMo Tu vWe Th Fr Sa Su a fire alarm
SYSLEM. 12 3 4
Annual sprinidar or fira alarm sysbam sarvdng &5 parformed in accerdance witk 5 & 7 E El 1_|:| 1_1 3
Refar ta DDE CLA Licsnsing Regulstion: iis 1212 14 15 1617 18
Rating: Mot Maf 1820 Z1 22 2224 23
Comments: 28 27 28 2330
ActionPlan Type: | Select One ﬂ
Deadline Date: g\
Harrative: ;I
A =

Save Action Plan i

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

Enter the|Deadline Date (required)
Enter a Narrative (required)
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.

Now

19



Vendor/Provider QSR Data Application Reference Manual

VII Action Plan Follow Up Management

Action Plan Follow Up Process:

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

e 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.
Ups screen appears.

/5 QsR Main - Windows Internet Explorer

The My Follow

@ S [ @ https:liddsap. stag ct.govIQeR Training!

[=IL8 J[4 [ [uive search o[-

Ele Edt Uiew Favorites Tooks Help

o @osMan ‘ ‘

I - B - - hpage v GiTodls - 7

My QSR | Res

Find ¢ Bl "y Follow Ups

My Follow Ups
Please select a follow up for viewing/edliting. *NOTE: you must concluct a Review in order to view/ed folow ups.
Found 11 Follow Ups matching your criteria. Displaying on 2 pages.

Created  Due Status Source Review Detail

7/21/2008 N/A Open D43 7/16/2008 View/Edit
AAAAAAAAAAAAAAAAAAAA / PS533000805R / BOTHOMLY
21, BEVERLEY

7/21/2008 N/A Open D433 7/16/2008 View/Edit
SARAH TUXIS INCORPORATED { PSS33000808K / BOTHOMLY
21, BEVERLEY
7/21/2008 N/A Open 7/16/2008 View/Edit
aaaaaaaaaaaaaaaaaaaaaaaaaaa
NEW

7/21/2008 NfA Open 7/16/2008 View/Edit
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa / PS533000605R / CLIENT 37,
NEW
7/21/2008 9/7/2008 Open D40 7/16/2008 view/Edit
SARAH TUKLS INGORPORATED / PSS33000605R / CLIENT 37,
NEW
7/21/2008 N/A Open D26 7/16/2008 View/Edit
MR Resp SARAH TURIS INCORPORATED / RSSS300060SR / CLIENT 27,
7/21/2008 N/A Open D7b 7/16/2008 View/Edit
aaaaaaaaaaaaaaaaaaaa / PRO41006305R / SMITH 16,
MaRY
7/21/2008 N/A Open D36 7/16/2008 View/Edit
s Mgme as Svc SARAH TUKIS INCORPORATED / PRO4100630SR / SHITH 16,
MARY
7/21/2008 NfA Open D20 7/16/2008 view/Edit
C: Mome 2= Suc SARAH TUXTS NCORPORATED / PRO4100630SR / SMITH 16,
ARY
7/21/2008 NfA Open D40 7/16/2008 View/Edit
aaaaaaaaaaaaaaaaaaaa / PRO41006305R / SMITH 16,
MARY
Page 112] Sorthy: Date Greated Source Vendor Service Location Consumer

My QSR - Reviews - Follow Ups
Help  Reports « Log Out - Logged in as: testvu_st1@st.test (vandor)

bane
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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.

Consumer: JONES 3, DOE DMR #: 67911 Review Date: 7/16/2008
Vendor: BENHAVEN INC. PIN: 118 Review Name: testrgml
RDID: PRO41003235R Service: CLA Reviewer Title: Regional Quality Monitor
Service Location: BENHAV/DEBRA HOUSE, 42 Announced: No

Source Indicator

D 20 Periodic Reviews of the Individual Plan reflect modifications to the plan based on changes in the individual's life goals or
crcumstances and preferences.

R

In a family setting (FAM),
Refer to DDS CLA Licensing Regulation: 17h

Refer to DMR CTH Licensing Regulation: 20f6

Rating: Mot Met - DDS Responsibility

Comments: The IP Periodic review documentation did not reflect the change in the Individuzls Day Program.

ActionPlan Type: | Select One »

Deadline Date: iz
Narrative:

Save Action Plan

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.

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.

Source Indicator

D11 The individual's record includes assessment of personal safety and emergency needs,

| assessment and individual safety screening,

Includes water safety, bed and sidera
An individual's Bathing Guideline iden
regulate water ternperature, [The Saf
Guideline, will be a component of the
educate the individual about abuse a
In a family horme, an individual's parg
applicable to personal crcumnstances,

Fefer to DMR CLA Licensing Regulatio
ongaoing individual health care and inj

ifies the level of supervision needed and whether or not the individual can safely
ty Screening tool, which addresses all areas mentioned in this Interpretive

new MR Individual Plan.] Includes individualized training on procedures to

d neglect detection and prevention if appropriate,

onal safety and emergency needs are identified in hiz or her individual plan, As
writtan plans ar pracedures may not be necessary,

hi 18a2E Ongaoing health and injury Each licenzee shall have a palicy regarding:
bries,

Rating: Mot Met
Comments:

ActionPlan Type: Corrective Action

Is Closed: [
Is Accepted: [@
Deadline Date:[11/1/2006 |

Marrative:

Follow Up History

Found 3 Action Plan History, Displaying on 1 pages.

User Description \/

Mo assessment of personal safety was found during the review, Wendor should provide a Plan of
Correction showing when that assessment will be included in the recaord,

deschenesdesmondt
10/5/2006 3:23:29 PM

We will provide the assessment in the record, however we wil not be able to do that unti
Movernber 1. Is that acceptable?

benhavenuser@bnhy.test
10/5/2006 2125148 PM

This revised date of Movernber 1 from the origingl deadline date of October 26 is acceptable, In
accepting this date the Yendor wil no longer be able to edit this date.

deschenesdesmondt
10/5/2006 3128112 PM
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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

Click the View button. The Conduct a Review screen opens.
Click the Follow Ups tab (not the follow-ups tab on the
application menu he Existing Follow-Ups appear, if any.

wiN

Consumer: JOMES 3, DOE
Vendor: BENHAWEN INC,
RDID: PRO41003235F Service: CLA

Service Location: BEMHAY/DEBRA HOLISE, 42 Announced: No

Review Date: 11/14/2006
Review Name: deschenesdesmmondt
jewer Title: Regional Quality Monitor

Indicators Dutcomes Focus Areas Incidents Commentary Mobile Review Utility Follow: Ups

Required Follow Ups

One or more Indicators requiring Follow Up were marked as "Not Met" in this review, If the review has been locked, you can select
"Create Follow Up" for any of the Indicators below to create the Follow Up now, Also, note that you may create a Follows Up for any
Indicator, Outcome, or Focus Area at any time by viewing a Review once it has been locked.

Code Indicator Rating

wjte] The individual's plan identifies behavioral issues and strategies,  Not Met - DMR Responsibility Create

Case Marnt as Swve ag applicable, Follow Up

D8 There is evidence the individual experisnces prompt treatment, Not Met Create
rmanagernent and follow-up services for his or her health issues Follow Up
upon identification.

D7 Al required medical assessments and appointrments are current.  Not Met Create

Follow Up

Existing Follow Ups

The Follow Ups below were created either manually, or by the systern as a result of this review being sent to the Vendor,

Created Due Status Source Review Detail

11/14/2006 12/13/2006 Open 015 11/14/2006 view /Edit
DMR Resp  BEMHAWEN IMC, / PRO41003235R / JONES 2, DOE

11/14/2006 11/30/2006 Open D11 11/14/2006 View /Edit

MR Rezp BEMHAVWEM INC. / PRO41003235R / JONES 3, DOE

11/14/2006 11/30/2006  Cpen D26 11/14/2006 View /Edit

4. Follow the steps 3 through 6 on page 20 “Action Plan Follow-
Up Using the Follow Ups Tab”

REMINDER

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.
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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

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

Click the View/Edit link of the indicator that has had the CAP
completed prior to the Due date.

=[5(x]
08 ][] [cve somen o
2 v B - - rpage v (CiTosk + 7
=l
My Follow Ups
Please select a follow up for viewingfEditing. *NOTE: you must conduct a Review in order to view/edit follogy ups.
Found 11 Foliow Ups mageiir3 your criteria, Displaying on 2 pages.
Created Due Status Source Review Detail
7/21/2008 N/A Open  D43b 7/16/2008 fiew /Edi
SARAH TUXIS INCORRORATE
7/21/2008 N/ Open D43 e Edi
nnnnn
7/21/2008 N/A Ops 7/16/2008 jew /Edi
7/21/2008 N/A Oper /Edi
7/21/2008 9/7/2008 Open fievr /Edi
7/21/2008 N/A Oper e Edi
7/21/2008 NiA Oper fieve / Edi
7/21/2008 NjA Ope fievs /Edi
7/21/2008 N/A Op e Edi
7/21/2008 NiA Open D40 7/16/2008 fieve / Edi
SARAH TUKIS INC
Page 1[2] Sortby: Date (reated Source Wendor Sarvice Location Consumer
My QSR + Reviews « Follow Ups
Help - Reports - Log Out - Loggedin as: testvu_st1@st.test (Vendor)
|
[T @ weme )
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3. In the Narrative box, type in a brief description reporting that the
CAP for the indicator has been completed

/2 QSR Main - Windows Internet Explorer

=1&1 %]
@A ) = | repsifatsopp stag ct.qaviqsRraning/ | =1 & |42 x| [cve search £l
Fe ot vew Favortes Tods bep /
% & @osmman | | / B - B - - [rese - G Tack < ”
Vendor: SARAH TUXIS INCORPORATED: IN:1273 Review Name: testrams = |
533000605R Serfice: 1L Reviewer Title: Regional Quality Monitor

Service Location: TUXIS*SR/ISA/RES SUPP Annourfced: No
Source Indicator

D40 Indvicual’s incidents and accidents are reported, investigatgd and foloweckup as appropriate.

Incidents and acadents are documanted an DDS 255 Indflnt Report Farms, Review that investigation racommeand stion s
haue been follaved-up, Incidents reported from aun harfe and family homes are documentad an DDS 285 OH Farms,

Review copies of inddant reporks completad by the proufler. The pravider log may indicste if or when inddants accur.
In 5 family setting (FAM), documentation may be foundlin the family home for people who hire their oun staff, The

reviuer shauld 3zk the individusl or parsanal represerfiativs i thers is any documantation kapt in these areas
Otharuize, dacumantation will be maintsined in the cafs managsment recard,

Refer to DDS CLA Licensing Regulation: 15248, 15a4]

Refer ta IR DDS Licansing Regulation; 302104, 30f108, 30310¢, 3052, 3063, 30s4, 3063, 3006
Rating: Not Met

Comments: A support person progress note recordid an incident where the Indvidual was missing from the work site for
‘one hour, This Incident was ot recorded on a DDS[2SS form and was not reported to the region,

ActionPlan Type: Corrective Action

Deadline Date: [3/7/2008

Nareative:

Follow Up History
Found 2 Action Plan History. Displaying on 1 pages.

User Description

TestvU_ST1@ST.test  The DDS 255 form for tfis incicent will be fllec out by 9/7/08
©/23/2008 12155142 P

testrma CAP has been accepte
9/5/2008 11152112 AM

Page 1

Add Follow Up History

Nanative: [ gz 7o, D0 255 Eor wan e Invea s e, 2|

=

My QSR - Reviews - Follow Ups
Help - Reports - Log Out - Logged in as: testvu_sti@st.test (Vendor)
Done

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.

0T [@meme e -
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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.

My QSR Reviews | Follow Ups |

Dashboard Archive Sent Search Compose Preferences

Change Password

Inbox

You have (D) new message(s).

[ From

[~ = Madsen, Erik

[~ = Madsen, Erik

- =1 Secchiarali, Crescenting
- =1 Secchiarali, Crescenting
Page 1

Archive Selected

My QSR - Rewviews - Follow Ups

Your newy notifications are presented below, To view archived notifications, select the Archive tab at the top of the screen.

Subject

wendor fService Review - CLA - State Quality Monitor

Indicator Rewview - PRO41003545R, - TUXKIS*/OPENING HILL 415 -
CLA - State Quality Maonitor

Follow Up History Addel - - SARAH TUXIS INCORPORATED - (LA -
PRO41011675R - TUNIS*/MAYNARD ST 15

Indicatar Review - PRD‘I\IDII&?SR - TUXIS*MAYMARD ST 15 - CLA -

Received

12f20/2007 2:08:00 P

12f18/2007 3:13:17 PM

12f14/2007 11:53:20 AM

12/14/2007 11:42:09 AM

Case Manager

Help : Reports - Log Out - Logged in as: stuser@st.test (Mendor)

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.

Revimves Fallow Lips

Motification Details

Frefersnoes

Fromm: veooD (VECE, DIAME)

To: Morgans {Margan, Sobhan); Borbavenlsorf@bnby tost (User, Bonhawen)

Subiject: Indicator Raeview - PDZ L0025 1SR - BEEMHAWV-SR]ESE-M HAVEM - GEE - Case Managor
Priority: Medium

This &= a systermn gernerated notifcation generaled a5 s result of 3 Reveeys bieang Savadd by vecec)

T wiewe thie ful review click: harse
To dowrload the renagny results report 42 4 POF fle

Thea surnrmary of the revies ks kstad balows.

SLINIAF Y

Consumer:
Whancar: BERNHAVEMN INC.
RCHC: P2 1425 1GR

Rowiewss Date: iy 20 200
Rembasy Timms: 2:52 PM

3. Click on the li
file TClick here”

Clack: hazra

26
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4, The Indicator Review Results Report will open.

A[1], el - Aiode By e

a5
Fle Bl Yew Geowed (ke Weedes el =l ]
[} E.h R dwn Fr -
B 2
o DDS Quality Service Review
I State of Comnecticut Indicator Review Results Report B
Canzumar: DMA &: MTER Rwwlaw Date: DEAEE00E
I Wandar: T R PiN; RE] Raviswar Hame; Wl
R0 PLI1A00I515R Barvica: ZEE Reaviawar Role: Case Manager
Service Lotation: BENHAM-SRIGSE-N HAVEN anngumced:  YES
Quality Review Summary
Total Rated Total Rated MET % MET
{tatal MET I todal)
Consumer Interdes o o Q%
Cotumariation =] 1 2 Y
Ganaral Moniter Cammants (5uch as exemplary aspecis of provider perfomance and quallty Improvement commentany;

T Crr Accca A 7] 7 Glvie 308 Gl B

K. WebUl/DownloadReport.aspx?r=Indicator? 20Review

20Resulisitp=0,1124 -... [l [=] B

J Fle Edit GoTo Favorites

J L {Dsearch  [GelFavorites £ | - S = i o
= Qpen. ..
J e e DR, SR WebUT DownloadReport, aspxfr=Indicator %2 0R eview %2 0Resultsip=0, 1124 j @Go
J_ Page Setup... K SHEC @Google @DMR Applications Menu @Qualltv Service Review - LogOn @DMR Tail
= Nt Chrl+P [ E E 1, H
Print Chrl+P __J ‘ @k - ._IJ o ) IIDD% - @ M3, :.5 s Ya'ﬁ|
=  Send 3
b |
¢ Import and Export... . . . 18
! : X Quality Service Review =
£ Properkies R )
= Indicator Review Results Report
work OFfline
Close HIARELLO, VINCENZA DMR #: 31128 Review Dats: 12/18/2007
- e RAH TUXIS INCORPORATED PIN: 1273 Reviewsr Name: madsene
ROID: PRO41002545R Service: CLA Reviewer Role: State Quality Monitor
Service Location: TUXISYOPEMING HILL 415 Announced: MO
£
r
E [
5 i .
3 Quality Review Summary
7 Total Rated Total Rated MET % MET
& (total MET / total)
E Support Person Interview 0 0 0%
5] Consumer Interview 0 0 0%
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IX Establishing Roles & Assignhing Service Locations to Personnel

The Admin (Administration) Tab is accessible only to supervisory personnel and
System Administrators. Within the QSR database, administrators may:

e Add new persons into the system
e Add or remove roles of personnel
e 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):

e 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.

My QSR | C

Manage Users

The users vou have permissions to manage are listed below. You may also creats a new user by selecting 'Add New User', Keep in
mind that If yau belang to multiple rales, changing your role wil affect what users you see i this list.

UserName User Details
ClarkG Clark, Gail
Assaciate User to Service Location

ObrienT] OFrien, Timothy
iate User to Service Location

PankoskyB Pankasky, Barbara
iate User to Service Location

Stickling Sticklin, Karen
Associate User to Service Location
Tiermey] Tierney, John
iate User to Service Location
WesLotte Wigscott, Patricia
Assaciate User to Service Location

Page 1

__p | AddNewleer |

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.

Update User Information

Use the form below to edit the user's infarmation,

User Mame: W
First Mame: W
Last Mame: W
Ernail: m
Assigned Roles: W Planning and Quality Caardinator

Assigned Regions: T EENTRAL GFFICE ¥ SOUTH REGION

Back to User List I Delete User Save

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.
Click the User Name of the person.

The Update User Information screen appears.
. Make the desired changes and click Save. DO NOT DELETE THE USER

s w

My QSR | Consumers | Yendors | Service Locations | Reviews | Follow Ups Admin

Manage Users

Manage Users

The users you have permissions to manage are listed below. You may also create a new user by selecting ‘Add New User'. Keep in
mind that if you belong to multiple roles, changing your role wil affect what users you see in this list,
UserName User Details

Clark Clark, Gail
Associate User to Service Location

ObrienT] O'Brien, Timothy

PankoskyE Pankosky, Barbara
Associate User to Service Location

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.

Manage Users Associations

YOU are managing the Service Location associations for: PankoskyB.

Region: I SOUTH REGION j Town: PIN/endor Mame: IEIenhaven
RDID:I Service Location Mame:

Search

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.

Matching Services

Found 11 RDID'S ratching your criteria, Displaying on 1 pages.

" RDD Brogram PN Wendor Town

¥ PD210003725R BENHAW-SRSEL-N HAVEN 118 BENHAVEN INC. MNORTH HAWEM
¥ PD21400251SR BENHAW-SR/GSE-M HAVEN 118 BENHAVEN INC. MNORTH HAVEM
¥ PRO4100117SR BENHAW/ROSENBERG HSE-ICF 118 BENHAVEN INC. EAST HAVEN
¥ PRO41003235R BENHAW/DEBRA HOUSE, 42 118 BENHAVEN INC. MNORTH HAWEM
¥ PRO41003255R BENHAWOLIVER HOUSE 342 118 BENHAVEN INC. MNEW HAWEM
¥ PRO4100373SR BENHAW NAKASH HOUSE 118 BENHAVEN INC. EAST HAVEN
¥ PRO41003745R BENHAWJOHNSON HOUSE 187 118 BENHAVEN INC. EAST HAVEM
¥ PRO41003755R BENHAWNORTHSIDE 118 BENHAVEN INC. MNORTH HAVEM
¥ PRO41003B5SR BENHAW/MARLEN DR. 17 118 BENHAVEN INC. MNORTH HAVEM
¥ PS513003005R BENHAW/RESPITE TRAIN INW 118 BENHAVEN INC. HEW HAVEM
¥ PS53300291SR BENHAW-SR/ISAJRES SUPP 118 BENHAVEN INC. MNEW HAWEM
Page 1

Dissociate All | Associate All | Associate Selected |

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
assighments 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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