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Create Draft 
Annual Review 

▪ Navigate to the Create Draft screen by following the menu path: Plan> Plan

Admin> Create Draft

▪

▪

Search for the participant by Last Name or Social Security Number (SSN). 
The screen will appear with the participant’s name in the blue header at the 
top of the screen.

Enter the following information:
▪ Waiver/Program Type (Select the waiver/program from the drop- 

down list)
▪ Proposed Start Date (Enter 07/01/20XX)
▪ Proposed End Date (Enter 06/30/20XX)
▪ Category of Plan Changes (Select Annual Review)

▪ Click [Create Draft]

▪ Verify the draft plan was created by checking to see if an Operation
 Successful message appears at the top of the screen. If you do not receive

an Operation Successful message, an error has occurred and the draft plan

was not created. Read the error message at the top of the screen, address

the error, and click [Create Draft] again.

Select Annual Review 

from the drop-down 

All users should review the following steps before 
performing an annual review in HCSIS 
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Individual Service Plan (ISP) 

Employment/Volunteer 

Information 

▪ Navigate to the Employment/Volunteer Information screen by following

the menu path: Plan> Functional Information> Functional Level –

Employment/Volunteer Information
▪ Select Employed, Volunteer or None from the Work Status drop-down list.

▪ Enter the following information

▪ Frequency (Select Fulltime or Part-time from drop-down list)

▪ Position

▪ Employer/Organization

▪ Address

▪ City

▪ State

▪ Zip Code

▪ Phone

▪ Answer Does this consumer have employment/volunteer goals?

(Select Yes/No from the drop-down list).

▪ If Yes is selected, enter goal information in the List Employment/volunteer

goals text box.
▪ Click [Save].

▪ Continue to Existing Services, Details.

Note: A participant must 

have employment/volunteer 

information in HCSIS in 

order to submit a draft plan. 

If the participant does not 

have employment 

information recorded in 

HCSIS, you will receive an 

error message when 

submitting the plan. 
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Existing Service 
Details 

▪ Navigate to the Service Details screen by following the menu path: Plan>

Serv & Supp> Serv Dtls

▪ Note: HCSIS copies all of the exact information, including services, from the

existing approved ISP into the draft Annual Review.

▪ Click the Select circle (or radio button) for a service to edit from the table at

the top of the screen.

▪ Click [Edit] and the selected service’s information will appear in the fields

below the table.

▪ Highlight the appropriate outcome in the Related Outcome Phrase field.

▪ Enter the following information:

▪ Total Annual Units (Update the service dates and units as
appropriate to reflect the entire fiscal year)

▪ Units of Service Coordination = 144

▪ Units of Service = 52* Total permanent hours* 4

▪ Expected Start Date (Set this to 7/1/20XX)

▪ Expected Stop Date (Set this to 6/30/20XX)

▪ Click [Save].

▪ Repeat these steps for each service on the plan.
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Deleting Old 
Services, Details 

   Navigate to the Service Details screen by following the menu path: Plan> Serv & 
Supp> Serv Dtls 

▪ Click the Select circle for a service to be removed from the plan.

▪ Click [Delete] and a box will appear asking you to confirm the deletion.

▪ Click [Yes].

▪ Repeat these steps for each service that should be removed from the plan. 
Note: Skip this step if 

you are not deleting 

services from the 

participant’s plan. 
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▪ Navigate to the Services and Supports Directory (SSD) screen by following
the menu path: Plan> Serv & Supp> SSD

▪ Enter the following information into the Provider Service Search fields:

▪ Provider (if known – this is not a required field)

▪ County

▪ Click [Search].

▪ Select the services to add to the plan by clicking the checkbox to the left of

the service name(s). Be sure to reference the Contract Start Date on the SSD

to ensure you are selecting a service that fits within the plan dates.

▪ Click [Add to Selected].

▪ Repeat these steps for each provider.

▪ If vendor services will not be added to the participant’s plan, click on [Serv

Dtls] in the blue menu bar at the top of the screen to go to the Service

Details screen

Note: Skip this step if 

you are not adding 

new services to the 

participant’s plan. 

Note: When 
searching for 

services in the SSD 

screen, use the Go 

To box to view “All” 

results or narrow 

search criteria to 

show fewer services 

on the screen 

Adding NEW SSD 
Services 

5 
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▪ Navigate to the SSD screen by following the menu path: Plan> Serv &

Supp> SSD

▪ If you just finished adding provider services to the plan, use the “Go To” drop- 

down list located in the upper right corner of the HCSIS window to select

Vendor Services.

▪ Click [Go].

▪ If you navigated away from the SSD screen or you are logging back into

HCSIS, follow the menu path above and the SSD screen will display.

▪ Enter the following information:

▪ Provider Name (This is a required field.)

▪ County of Service (This is a required field.)

▪ Click [Search].

▪ Click on the vendor service that you would like to add.

▪ Note: See tip sheet 6.0 Vendor Services for additional information on Vendor
Services.

Note: Skip this step 

if you are not adding 

new vendor services 

to the participant’s 

plan. 

Adding NEW 
Vendor Services 

6
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Adding Service 
Details for NEW 

Services 

▪ Navigate to the Service Details screen by following the menu path: Plan>

Serv & Supp> Serv Dtls

▪ Click the Select circle (or radio button) for a new service on the left side of the

table at the top of the screen.

▪ Click [Edit] and the selected service’s information will appear in the fields

below the table.

▪ Highlight the appropriate outcome in the Related Outcome Phrase field.

▪ Enter the following information:

▪ Total Annual Units

▪ Units of Service Coordination = 144

▪ Units of Service = (52 * Total permanent hours* 4)

▪ Expected Start Date (Set this to 7/1/20XX)

▪ Expected Stop Date (Set this to 6/30/20XX)

▪ Click [Save].

▪ Repeat these steps for each new service.

Note: Skip this step 

if you did not add 

new services to the 

participant’s plan. 
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Submit Plan 

▪ Navigate to the Draft Plan screen by following the menu path: Plan> Plan

Admin> Draft Plans

▪ Search for the participant’s plan by Last Name or  SSN.

▪ Answer “Are any of the consumer’s attendants family members?”

(Select Yes/No from drop down list).

▪ Enter any comments/details by clicking View/Add Comments. A separate

window opens and allows multiple comment entries. Please see the

Comment Box Requirements Tip Sheet for more information about what

details should be provided here.

▪ Click [Submit Comments] to save comments.

▪ Click [Close] to return to the Draft Plans screen.

▪ Click [Submit] to submit the plan for review.

Note: Comments are viewable to all users who have access to view the plan in 

HCSIS. Comments entered on this screen cannot be deleted or modified. If 

necessary, a new comment should be added to clarify or correct errors. 
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Review Plan 
▪ Navigate to the Pending Review screen by following the menu path: Plan> Plan

Admin> Pending Review/Approval

▪ Search for the participant’s plan by Last Name and First Name or SSN.

▪ Enter any comments/details by clicking View/Add Comments. A separate

window opens and allows multiple comment entries. Please see the

Comment Box Requirements Tip Sheet for more information about what

details should be provided here.

▪ Click [Submit Comments] to save comments.

▪ Click [Close] to return to the Pending Review/Approval screen.

▪ Click [Reviewed] to send the plan on for approval, or click [Pending

Revision] to send the plan back to the Service Coordinator for revision.

▪ Note: If you send the plan back to the Service Coordinator for revision, be

sure to explain why the plan needs to be revised in the comments.

Click [Reviewed] to send the plan on for approval, or click [Pending Revision] to send the plan back to the 
Service Coordinator for revision.

9
9
9
9

Note: This step is 

performed by the 

SC Supervisor. 

9 
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Approve Plan 
▪ Navigate to the Pending Approval screen by following the menu path: Plan>

Plan Admin> Pending Approval/Review

▪ Enter search criteria such as First Name, Last Name, SSN, Waiver/Program

Type, or SC Entity and SC.

▪ Note: Only one of the search fields listed above is required.

▪ Set the search criteria field Category of Plan Changes to Annual Review.

▪ Click [Search].

▪ Find the ISP for the participant and click on the appropriate hyperlink.

▪ Review the participant’s ISP information as needed by bringing up a read-only
version of the plan by clicking on the printable version of the plan link.

▪ Click [Approved].

Review ISP 
Approval Alert 

▪ Navigate to Tools> Alerts> Pending Alerts

▪ Under “Alert Search Criteria” select “ISP Status Set to Approved” as the

“Subject”.

▪ Click [Search].

▪ Find the Alert for the participant. The participant plan has been approved

and no additional action is required.

▪ If no Alert can be found for the participant. 

▪ Under “Alert Search Criteria” select “ISP status set to pending
revision” as the “Subject”.

▪ Click [Search].

▪ Find the Alert for the participant.

▪ Click on “Individual plan requires revisions.”

 

ISP Set to Pending 
Revision 

▪ Navigate to Plan> Plan Admin> Pending Revision

▪ Click View/Add Comments to review the comments regarding why the plan

was not approved.

▪ Click [Revise].

▪ Make the needed changes to the plan and resubmit

If no Alert can be found 

under either “ISP Status 

Set to Approved” or “ISP 

status set to pending 

revision” no decision has 

yet been made regarding 

this participants plan. 

Note: If only one 
participant's ISP is 

produced from your 

search criteria, 

HCSIS automatically 

directs you to their 

ISP without having to 

click on a hyperlink. 
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