GETTING TO YOUR ASSESSMENT, WORKSHEET, OR PLAN -
GETTING to your Assessment, Worksheet, or Plan

How To: ASSESSMENT, WORKSHEET, AND PLAN WORKFLOW

Steps used in this HowTo process.
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GETTING TO YOUR ASSESSMENT, WORKSHEET, OR PLAN

returned to the Provider Dashboard,
but there are new options; Switch
Provider and Go To Oversight.

Click Go To Oversight (Red Box).

1. Change your Profile - We will start Click here to go to Therap logon.
from y0UI’ pI’OVIdeI’ Dashboard. ThIS m Casey Manager, Case Manager
. . oy i | leesvieas Dashboard | Quick Links P
case manager is on their Initial profile m—
H H H Program: No Program Selected Choose Program
(Blue Box) and in their provider proare! o b
context (Green box). Module:
ra00 .
H H H are [ssues
Click Switch Profile (Red box). e
Case Note New | Search | Archive m
NOTE: If your default profile is your External profile, skip to step 4 You are at the Oversight Dashboard.
2. Choose the External profile by clicking  profi
Switch Profile
the button by External (Green Box),
and then C“Ck the [SWItCh] bUtton at A Profile will function according to the privileges assigned to you under that Profile. You may view the Roles and Caseload
. il d file by clicki hi fil b I i diff files bl I by ke
the bottom right (Red Box). e
Select the Profile to switch to }
External
® [nitial
3. Wlth yOUF new PrOfI|e, yOU are Casey Manager, Case Manager

Logout

Provider:

Switch Provider

Go To Oversight

Program: No Program Selected Choose Program

Profile: External Switch Profile

Module:

NOTE: The Dashboard link (top left of the screen) is sensitive to your Therap location. If you are at Oversignt and
click Dashboard it will take you to the Oversight Dashboard. If you are in a provider (like the Initial profile), it will
take you to the provider Dashboard. This gives you a very quick way to get back to your current Therap home.
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https://secure.therapservices.net/auth/login

CASE MANAGEMENT ASSESSMENT WORKFLOW -

Caske Management Assessment Workflow

4. You are at the Oversight Dashboard.
At Oversight you will see three
columns. On this dashboard, find the
areas for Case Management
Assessment (Green Box), Case
Management Worksheet (Gold Box),
and Case Management Support Plan
(Red Box).

Click New in the Case Management
Assessment area (Green Box).

Casey Manager, Case Mana_ger
Logout

Provider:
Profile:

External

Switch Provider

Document Storage
Individual
New
Search

Level of Care
Level of Care
New

Search

Eligibility
Eligibility
Search

(Case Management Assessment \
New
D

J

Case Management Worksheet

N

{ Mylssues

My Account
Personal Details
Super Admin List
Change Password
Configure Nofification Information
Configure Nofification Profile
Apply Default Notification Profile

Agency Reports

Test FirstPage
Switch to Test mode

CASE MANAGEMENT ASSESSMENT

WORKFLOW

5. Your new Assessment takes you to a
list of all people on your caseload like
what shows at right. At the top of the
names list you can click in the
Alphabet letter to limit the list to
individuals with a last name starting
with a particular letter. You can also

type in the Filter area (Green Box)

Select Individual For Assessment

Last Name

» First Name

15 v Records

Individual ID

000134

78954

000061

which will filter the appropriate field by what you put in — put in text and names are filtered, put in numbers and

the ID is filtered

Click the row that contains the individual for whom you will do the assessment.

6. Therap then shows the available
information on the individual you
clicked. Make sure you have the
correct individual!

Click the [Save] button (Red Box).

Case Management Assessment new @

Identification Information

Name

Case Manager

Current DDSN
Waiver

DDSN Eligibility
Category

SSN

CM Provider

Waiver Status

DoB 09/04/2007
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CASE MANAGEMENT ASSESSMENT WORKFLOW -

Caske Management Assessment Workflow

The information you confirmed shows
at the top of the screen. Immediately
below are all the sections of the
Assessment where you as Case
Manager do your magic.

Immediately left of every Assessment
section the status will be represented.
e Blankifitis not started

e Pencil (#)ifitisin process

e Check mark (V) if it is complete.

At the bottom of the screen, you have
three buttons [Submit], [Approve] and
[Delete]. Use Approve when you can
approve your own Assessments, and
Submit when you cannot, you wait for
another to approve.

To continue click [Submit] or
[Approve] (Red Box).

Identification Information

Name

Case Manager

Current DDSN
Waiver

DDSN Eligibility
Category

v Sources of Information

# Health

Current Resources

Activities! Skilll Abilities
Daily Living
Personal Care
Toilet Use
Mobility and Access
Fir

Commun

on

Basic Transportation

[ Exportto PDF

Back

SSN

CM Provider

Waiver Status

Emotional, Mental, and
Behavioral Health

Educational Opportunities

Vocational

Living Environment

Community Connections

DoB 08/04/2007

Natural Support Network
Self-Advocacy and Rights
Personal Priorities

Preparation For Upcoming Plan
Meeting

Submit Approve Delete

When you are looking at an Approved
Assessment the buttons at the bottom
of the page change, shown at right.
Notice that you can directly create a

Back

Create New Worksheet

Discontinue Copy As Draft

New Worksheet (Green Box). Further, an assessment can be copied into another new one to start the next
assessment for this individual using the [Copy As Draft] button (Red Box). Avoid the [Discontinue] button.

NOTE: You may begin a new Worksheet or Plan in two ways. First, by using the new worksheet link from an
approve assessment, see Step 8, above, or the new plan link from an approved worksheet, see Step 9, below.
Second, by going back to the Dashboard and selecting New in the Case Management Worksheet section (Gold

Box) or the Case Management Support Plan section (Red Box). Using the Assessment and Worksheet links have
the advantage of taking the individuals information to the next step and can be fastest.
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CASE MANAGEMENT WORKSHEET WORKFLOW -
CAaske Management Support Plan Workflow

CASE MANAGEMENT WORKSHEET WORKFLOW

9.

At right is a completed and approved
Worksheet. Notice a button to [Copy
As Draft] or [Discontinue].

Click Create New Support Plan to
move to the next step for this
individual (Red Box).

Individual Information

Name SSN DoB 12/251988

Need Grouping

Group #1

To improve communication ability so that the person is understood by: Primary/Experienced caregivers

To improve communication ability so that the person is understood by: Those w om interactions occur regularly
To improve communication ability so that the person is undersiood by: Others with whom he/she lives and/or works
To improve communication ability so that the person is undersiood by: Sirangers

Group #2

Lose weight
Assistance to achieve personal goals

Group #3

Continue regular dental visits to maintain oral hygiene
Takefuse/receive Incontinence Supplies for Incontnence
Assistance to know and understand human rights

Create New Support Plan

Back Discontinue Copy As Draft

CASE MANAGEMENT SUPPORT PLAN WORKFLOW

10. A Case Management Support Plan is at

right in Draft state. Complete the
Support Plan using your Case Manager
magic.

Case Management Support Plan orr @

Individual Information

Name SSN DoB 12/25/1988

Support Plan Details

Compliance Officer

This agency must comply with Title VI of the Civil Rights Act, Section 504 of the Rehabilitation Act of 1973, Americans with Disabilities Act of 1990
and the Age Discrimination Act of 1975. This agency has designated the person noted below to coordinate the Agency’s complaint process. If you
feel you have been discriminated against, please contact this person at the number noted below

Compliance Officer's Name Superman
Phone Number
Emergency Planning
11. Atrightis a saved Support Plan. It can Supporting Documents
be reopened using the [Edit] button Attachment :
Add File Scan File

(Green Box). Itis deleted using the
[Delete] button, requiring that a
support plan be restarted. And it is
submitted to Waiver Management for
approval using the [Submit] button
(Red Box).

Click [Submit] to continue.

Export to PDF

o peete
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SUPPORT PLAN RETURNS WORKFLOW -
QUESTIONS

12. When you click Submit you will be

asked to attest as to truth and
accuracy — this is your signature. To
complete the submission of your plan,
click (NG|

By submitting this document, you attest that you have reviewed the content and verified
the information provided is true and accurate

No Yes

SUPPORT PLAN RETURNS WORKFLOW

13. Returned Support Plans will show up

in the Oversight Dashboard Case
Management Support Plan (Red Box)
shown at right and Step 4, above.
Notice the line “Returned (1).” Click
the link to find your returned plan
(Red Box).

When you have your list of returned
Support Plan, click in the line of the
Support Plan you wish to correct
(Green Box), opening the support
plan.

Case Management Support Plan

Mew

Returned (1)

Search

Returned

Form ID Individual

15 v Records

Entered By Entered Date Last Updated Date » Time Zone

[ CMP-STATESC-

Returned = Manager, Casey  10/12/2017

101272017

US/Eastem ]

Showing 1 to 1 of 1 entries

Export to Excel

Cancel

14. Areturned plan will have a Comments

section, and among the comments will
be a Return Reason (Red Box). Once
the stated return reason is corrected
you will use the familiar [Submit]
button (Green Box) at right to return
the form to Waiver Management.

Click the Submit button to return the
Support Plan to Waiver Management.

Comments

Return Reason

We will need and address for Superman. He is not in the system

Back

Edt Delete

NOTE: The best way to know when your Support Plan is approved is to set up notifications. Please see “How To
Configure User Accounts for Notification.”

QUESTIONS

1)

How do | know when my Support Plan
changes status?

Therap has a wonderful tool called Notifications. See the document
“How To Configure User Accounts for Notification.”

2) This HowTo does not show me how to | The versions of the Assessment, Worksheet and Support Plan are very
complete an Assessment, Worksheet, | like the versions from CDSS. Please use the same processes to complete
or Plan. Where is that? these same documents in Therap.

3) Can my Plan be returned more than | can be returned until the Waiver Management office can approve it.

once?
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