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

This form has two purposes: Eligibility Determination and Service Authorization. 

For Eligibility Determination: 
CCO staff will need to attach all documents necessary for the DDRO to determine 

OPWDD Eligibility and Level of Care Eligibility Determination. 

Also, specific to this purpose, the person for whom the form is being completed will not 
be known to the CCO. Therefore, the person will not have an Individual’s record in 
CHOICES.  Only when a person is being served by the CCO will an Individual’s record 
be available. 

For Service Authorization: The individual will be known to the CCO and therefore, an 
Individual’s CHOICES record will exist from which the form can be completed, or staff 
can use the look up function explained later in this document. This purpose is used 
when other OPWDD services are being requested and OPWDD needs additional 
documentation to review the request. 

The CHOICES roles that will have access to this form are the following: 
CCO Supervisor – Create, edit and submit 
CCO Level 2 - Create, edit and submit 
CCO Level 1 – Read only 
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Dynamics 365 Workplac • v Announcements 

Workplace 

- -

My Work People Agencies Forms 

■ Announcements a Individuals 
a 

Agencies D CC01-CCO Enrollme ... D Ell-Transmittal for D ... 

~ Dashboards 
a 

Program Codes D CC02-CCO Disenroll. .. D LCED-ICF/IID- l evel .. , 

■ Reports 
a 

DDSOs D DDP1-Registration/, .. D 
a 

DDROs D DDP1s-DDP1 Suppl ... 

D DDP2-Dev, Disabilit i ... 

D DDP4-Conf. Needs I ... 

Jynarr1cs JG~ vVor~pla::::e ,_, DocL.mfntat,on 5.u::_ > 

+ N[W llJ DCLCU ... n> [ MAILAlltJI( ... }: RUNfiCPOl1.T ... 01> CXPOfU TOD:at ... 

_,, Actve Cocumenta~io, SJbmissons • 

n I Nam•1' I TADS ID I Ag•ncy I Reason tor sii:imissio. .. I Transact.on Date I $tatus R~on I M:diri«I On 

Documentation Submission Form Section 
From the main CHOICES Screen, click the arrow next to Workplace, to display the 
sub-sections of CHOICES. Then click on Documentation Submission from the 
dropdown selections 

The Documentation Submissions sub-section displays (default views are set). 
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Oocumentat,on Subm,ss,on for DUNN, STEPHEN 

Documentation Submossion for HANKS, ROBERT 

Documentation Submission for JAMES, JOHN 

Documentation Submission for NEW BEE, CCO 

OocumentatKln Subm,ss,on for AAMSHOOK, CA. .. 

~ Inactive Documentation Submissions " 

0 I Name'!' I TABSIO 

OocumentatlOnSubm,ss,onforABYS,CHRISTE 

Documentation Submission for ABYS,CHRISTE 

Documentation Submission for AGU,DIEGO 

Oocumentat,on Subm,ss,on for ALPETER.NAOMIA 

Oocumentat,on Subm,ss,on for BURWEE.JOHNN .. 

Documentation Submission for NEWBH,CCOSU ... 

Documentat ion Submission for NEWBEE,CCOSU ... 

I Agency I Reason for Submlssio". I Tran=ion Date I Status Reason I Modified On 

PRIME CA.Rf. COORDINATION, . Eligibility Detemimat,on 11/21/2022 Subm,tted 

PRIME CARf. COORDINATION, ... Eligibility Detennination 12/2/2022 Submitted 

PRIME CARf. COORDINATION, . Eligibility Detennination 

PRIME CARf. COORDINATION. . Elig,bihty Oetefmonation 

PRIME CA.Rf. COORDINATION, . Eligibility Detemi,nation 

PRIME CARf. COORDINATION, . Eligibility Detennination 

PRIME CARf. COORDINATION, . Eligibility Dete<mination 

PRIME CARE COORDINATION, . Elig,bihty Oetemunation 

I Agency I Reason for Submlssio"- 1 Tran=ion Date I Status Reason 

PRIME CARf. COORDINATION, . 9/11/2018 Completed 

PRIME CARf. COORDINATION, .. Eligibility Detennination 

PRIME CARf. COORDINATION, . Eligibility Detenninat,on 

PRIME CARE COORDINATION, .. Eligob,hty Oewm,nat,on 

PRIME CARf. COORDINATION, . 

PRIME CARf. COORDINATION, ,_ Eligibility Oetennination 

PRIME CARf. COORDINATION, . Eligibility Oetenninat,on 

9/11/2018 Completed 

11/9/2018 Completed 

11/9/2018 Completed 

8/17/2018 Completed 

8/24/2018 Completed 

B/24/2018 Completed 

11/21/20223,S7? ... 

8(7/20191:51PM 

B/9/20198:22AM 

12/2/20221:59PM 

I ModifiedOn 

8/ 3/2-1 S-M -.~ -...,- __,- 0,,-I 

11/9/201811:24 ... 

2/27/20202,SlPM 

T O 

p 

T O 

Views and Sorting 
The default is the “Active Documentation Submission” list.  At this list, both, Saved and 
Submitted, forms will display. 

The user can change the View.  Click on the down arrow to next to the current view to 
display all System Views available. 

By clicking on Inactive Documentation Submission, the list displays all inactive forms. 
(See “Form Statuses” Section on the meanings of Active and inactive.) 

Each column on the list has a column header, which can be used to sort the list. Hover 
to highlight, then click to sort. 
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0 I Name1' 

Dorumenta1JonSubm1monf0<ABYS,CHRISTE 

DorumentallonSubmissionfofABVS,CHRISTE 

Documentation Submission f0< AGU,DIEGO 

Dorumentallon SubmlSSIOO fof ALPETER,NAOMIA 

Documentation Submission f0< BURWEE,JOHNN ... 

Documentation Submission l0< NEWBEE.CCOSU- . 

Dorumentallon Submism:in f0< NEW8EE,CCOSU_, 

I TABSID I Agency I Reason for Submi...;o_ I Trans.action Dale I Status Reason I Modified On 

PRIME CARE COORDINATION, .. . 

PRIME CARE COORDINATION ... Ebgib,hty Determmat,on 

PRIME CARE COORDINATION, ... Eligibility Determination 

PRIME CARE COORDINATION ... Ebg,b,hty Determination 

PRIME CARE COORDINATION, ... Service AuthO!ization 

PRIME CARE COORDINATION ... Eligibility Oetermin,1t,on 

PRIME CARE COORDINATION, ... El,g1bihty Oeterm1nat10n 

9/11/2018 Completed 

9/11/2018 Completed 

11/9/2018 Completed 

11/9/2018 Completed 

8/17/2018 Completed 

8/24/2018 Completed 

8/24/2018 Completed 

8/3/20214:26PM 

9/20/20182:14PM 

11/9/201811:25 .. . 

11/9/201811:24 .. . 

2/27/20202:SlPM 

2/27/20202:40PM 

T O 

Dynamics 365 Workplace v Llornmentat ,on ~ub > p '..'l) + y 0 ? (I} 
+ NEW 9DELHE • ca>EMAll A LINk • rnRUNREPORT • 111 .. DCPOfl.TTOEXCEL 

-co Inactive Documentation Submissions " 

0 I Name 1' I TABS ID I Agency I Re<1S0n for Submissio_ I Trans.action Dale E:t::~ I Modified On 

OocumentallOn SubmlSilon for ABYS,CHRISTE PRIME CARE. COORDINATION, ... SeMce AuthO!izat,on 9/11/2018 Completed 8/3/2021 4:26 PM 

Oocumenta110nSubmisi0onforABYS,CHRISTE 

Documentation Submission for AGU,DIEGO 

Qocumentallon Submisilon for Al.PHER,NAOMIA 231!202 

OocumentallOn Subm,siOon for 8URWEE,JOHNN ... 

DocumentallOn Submission for NEW8EE,CCOSU ... 

Oocumentanon Submission for NEWBEE.CCOSU ... 

PRIME CARE. COORDINATION, ... Eligibility Del:erm1nat10n 

PRIMECARf.COORDINATION, , .. EligibilityDetermination 

PRIME CARE. COORDINATION, ... flig1bihty Oeterm,nal10n 

PRIME CARE. COORDINATION, ... SeMCe Authonzation 

PRIMECARECOORDINATION, ... EligibilityDetermination 

PRIME CARE. COORDINATION, ... Eligibility Determination 

9/11/2018 Completed 

11/9/2018 Completed 

11/9/2018 Completed 

8/17/2018 Completed 

8/24/2018 Completed 

8/24/2018 Completed 

9/20/20182:14PM 

11/9/201811:25 ... 

11/9/201811:24 ... 

2/27/20202:SlPM 

2/27/20202.43PM 

2/27/20202.40PM 

p 

T O 

To Search for a Specific Individual 
Click on the column header, Individual, to sort the list in an alphabetical order by the 
individual’s last name.  The lists can be sorted, A to Z, or Z to A, to search quickly for a 
specific person. 

Form Statuses 
All forms in CHOICES have 2 types of statuses: Active or Inactive.  The status of a form 
can be found under the header, Status Reason. 

Active statuses for Documentation Submission reflect as: 

1. Saved – A saved form can be opened, edited and then saved or submitted.

2. Submitted – A form that is no longer editable by the CCO, but available to the DDRO
for processing or finalizing.

Inactive status for Documentation Submission reflects as: 

1. Completed – this form has been submitted and has been finalized by the DDRO.
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.,, Active Documentation Submissions • 

D I Name '!' I TABS ID I Agency I Reason for Submissio ... I Trans.action Date I Status Reason I Modified On 

~ lnd1vidLcll Lookup 

;,~ "'""'""'" ::::============================================ 

How to Create, Upload Documents and Submit the Form 
The person for whom the user needs to upload documents will not be known to the 
CCO, so will not be on the “Individuals” list. 

At the Documentation Submissions section, click on the “+ New ” 

1. Enter the TABS ID of the person in the TABS ID box, then click Lookup.

2. The results will load, check the person’s name, if a match, click on the TABS ID.

The form will load with the person’s demographic and the Agency (CCO)’s information. 
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Dynamics 365 Workplace v Docurnentat,on Sub > Nev. Documentat ion p 8 f 7 0 ? ~ 

B S.AVE ld1SAVE& CLOSE t=l, SAVE&NEW +NEW 

DOCUMENTATION SUBMISSION: INFORMATION 

New Documentation Submission ·= 

4 General 

Individual Information 

lndrvidual 

Iii AACH,ROWANDA 

lndrviduallastName 

Iii A.A.CH 

Ag,ncy 

Iii PRIME CARE COORDINATION, LLC 

Submitted By 

a 

4 Notes 

Submission Information 

DDSO 

Determination 
uthorization 
c Inpat ient Treatment and Discharge Planning and/or Gui 

-4. CEITTRAL NEW YORK DDSO 
0261 

-4. CENTRAL OFFICE 
0200 

-4. FINGER LAKES DDSO 
0263 

i -4. HUDSON VALLEY DDSO 
0262 

-4. INSTITUTE FOR BASIC RESEARCH 
0224 

10 results 

p 

Individual First Name 

Iii ROWANDA 

TABSID 

Iii 86452 

Transaction Date 

Elig ibility Determination I 

0 

Fields with a red Asterisk * are required to even save the form. 
Fields with a lock are not available for the user to complete. 

Only two fields: Reason for Submission * and DDSO are required to be completed by 
the user to “Submit” the form. 

At the Reason for Submission field, hover over the field then click to view the options. 
1. Eligibility Determination is for all documents necessary for OPWDD to determine a
person’s Eligibility Status.
2. Service Authorization is to be used when the care manager is ready to request
service authorization for the person.

The DDSO field is a lookup field, click the icon to display the values list, then select 
the DDSO.  If the DDSO is not listed, scroll to the bottom, and select Look Up More 
Records. 

How to Upload Supporting Documents to the Form 
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Workplace v Oocumeotatoon ',ub > New Oocumentat on p :::9 + V 0 ? . ~ 

New Documentat ion Submission ·= 

.. General 

lnchvidual 

i AACH.RQINANDA 

lndivoduall.ast Name 

0 AAC< 

lnchw::lualF,rstName 

Ii ROWANDA 

TASS ID 

Ii 864S2 

Dynamics 365 Workp lace v Documentat ion Sub.. . > Documentat ion Sub.. v 

Common 

Act ivities 

Closed Act ivit ies 

Process Sessions 

m.l Background Processes 

~ Real-t ime Processes 

Dynamics 365 Workp lace v Documentat,on Sub.. > Documentat,on Sub.. > 

DOCUMENTATION SUBMISSION: INFORMATION 

Documentat ion Submission for RAMSHOOK, CASSON 

nlink From This Form I •.tJ Edit I 'l.i Refresh I iii FAQ 

Name File Type Document Class Type 

Once the form has been completed, click Save. This will allow for documents to be 
uploaded. 

1. Click on the down arrow next to the Documentation Sub…
2. Click on the Supporting Documents tile.

3. The Supporting Documents for Documentation Submission will appear.
4. To upload a document, click “New”

Note: Prior to uploading, ensure the name of any document adheres to the standard 
naming convention below. This is necessary to ensure all users can easily find a 
document within a person’s record. 
Naming Convention: Last name_first name_TABS ID_YYYY_MM_DD_Document Name 

Example: Peterman_Jacopo_201249_2018_02_28_PsychologicalEvalJP 

4. A dialog box displays, click the “Click Here to Upload a File…” button to begin.

1/25/2023 8 



   

 
 

   
 

   
 

 
 

   
   

   

 
  

Dynamics 365 Workplace ~ Documentat ion Sub > Documentation Sub > 

Drr• ,~ C"-

D 
i3 File Upload - Work - Microsoft Edge ... - □ X 

C:J https://csitechoicesuato--ny.gov/SupportingDocuments/FileUploadControl/FileUpload.aspx?orgname=&use ... A~ 

~ Supporti ng Documen~ d Control 7 
~ 

Click Here to Uploa~ ~ II Na - I 
Please verify the nam e of your file mat ches t he followin g convention : 'LastNam e_ f irstNam e_TABSIO_YYYY_MM_DD_Docum entName', 

Ma ke sure you do not use a ny specia l c haracters in the fi le na me. Note t hat the dat e is the dat e t he document itse lf was created. 

[Allowe d File Types - .txt ; .pdf;.doc; .docx; .wps; . rtf; .xls ;.xlsx;.wks; .grf; .jpg;.jpeg; .png; . t if; .tiff] 

I [Max imum File Size Allowe d - 50 MB] [Invalid Characters in File Name - {}~"lo/.;:-\ :&*?•< > 1 • © !S" ; = , ] 

Message from webpage 

The file has been uploaded. You must add additional information 
about this document to continue. 

DOCUMENTATION SUBMISSION: INFORMATION 

Documentation Submission for RAMSHOOK, CASSON -

Dorument Class 

I 

A “browse” dialog box displays for the user.  Find the document to upload. 

5. Once the document has finished uploading, a message will display noting the user 
will need to categorize the document, click OK. 

6. Click the check box next to the document and then edit to categorize per the standard 
for the reason for submission either Eligibility Determination or Service Authorization.  If 
unsure, please check with your supervisor or the DDRO. 

1/25/2023 9 



   

     
      

     
 

   
 

   
      

 
   

 
   

   
 

 
  

  

SUPPORTING DOCUMENT: INFORMATION 

test_test_ TABS ID_type of docu 

The 'Save a -id Cl:J.s.e funct ion does not work on this particula r form. P eas.e use the s.ave button afte r mak·ng your chang es, and t he n eit her click t he 'X' ::;r hit ALT +F4 

~ General 

Document Name i test_test_TABS ID_type of document.doc, 

1) Document Class • Eligibil ity Determination 

Individual i---------------·-------------------------------------

COCUMEHTATIO~ SUEf',O:,SION : IJ1,FC(lf,1ATICN 

) c,:1__.1~:1tztk:n ~Lbn· iss·c,n t::,, ,t. .. .:..( 11.10\·VANDA ·= 

M"'"' fl" l\,.., 

U J1·t &woo· '!el"' ' P ' ,~ 1 .. 1•11c,, .. D~o.:, , 

r

1•~• ,..,, -,,., " " "' ,, .. , " ~"'•11(h , 

2) Type • Psychological Evaluation Report 

3) Subtype i---------------- ·------------------------------------

File Type i .DOCX File 

File Size (KB) 

7. Select a Document Class, Type and Subtype. 
Type is dependent on the Class chosen. 
Subtype is dependent on the Type. For some Types, there are no Subtypes. 

In the example below, the document is for the DDRO to establish OPWDD Eligibility. 
Class:  Eligibility Determination 
Type: Psychological Evaluation Report 
Subtype: This Type has none, so the field is locked. 

8. Click the Save & Close button 

The popup above closes. The classification may or may not be readily displayed. You 
may need to click on refresh to display the classification. 

To add more documents, repeat the above steps. 
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Dynamics 365 Workplace v DocumPntat1on Sub > Documf'ntat on Sub > ,P 

"'~"Ul:on">-brnissicn DoC-'ll~nta~ionS~orr·,ionfo•AACHR0\',A'-.DA - Nork 1''crc,c'tEdg~ - 0 ~ 
DOCUMENTATION SUBMISSION: INFORMATION 

. . . https:/ / choicesuat.opwdd.ny.gov/main.aspx?etn =omr _supportingdoa..1ment&id =97007829-dl 9e-4e4 9-a053-cb 1 a 12d77140&pagetype=entityrecord... A\ . 
Documentation Subm1ss1on for A 

Dynamics 365 Workplace v Documentat1on Sub > Documentat1on Sub > 

13SAVE ldlSAVE&ClOSE E!SAVE& NEW +NEW Gonm r.»EMAlt AUNK C(]WORDTEMPLATES • 

DOCUMENTATION SUBMISSION: INFORMATION 

Documentation Submission for. 

• Individual Lookup 

.. General 

Individual Information 

Individual 

i AACH,ROWANOA 

Individual Last Name 

i AACH 

Submission Information 

Reason for Submission * 

Eligib il ity Determ ination 

Active 

Individual First Name 

i ROWANDA 

TABS ID 

a s6452 

0050 

BROOME DDSO 

Dynamics 365 Workplace v Documentat,on Sub... , Documentation Sub... > 

DOCUMENTATION SUBMISSION : INFORMATION 

Documentation Submission for RAMSHOOK, CASSON 

New I Unlink From This Foom I . .li Edit I ~i Refresh I iQi FAQ 

0 test test TABS ID !1me of document docx 

DOCUMENTATION SUBMISSION : INFORMATION 

File Type 

.DOCX File 

Document Class 

Eligibility Oetemiination 

f SUBMIT 

Documentation Submission for AACH,ROWANDA _ 

► Individual Lookup 

• General 

" 

Type 

Psychological Evaluation Report 

How to Submit the Form 
When finished uploading documents to return to the Document Submission form, a 
second window will be open allowing you to return to this form. 

If the second window is not open, you can also return to the form by clicking the last 
Documentation Sub….  

On the General page, click the “Submit.” icon.  
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Message from webpage 

You must specify a DDSO before you can submit this form. 

Microsoft Dynamics 365 

Go to home page. 

_,,, Act ive Documentation Submissions v 

0 I Name'!' TABS ID 

Documentation Submission for AACH,ROWANDA 86452 

OK 

Agency Reason for Submissio . I Tra nsaction Date I Status Reason 

PRIME CARE COORDINATION, .. Service Authorizat ion 12/8/2022 Submitted 

Modified On 

12/8/2022 11 :54 .. 

Note: If the DDSO field or Reason for Submission is not completed, an error message 
will display.  Click, OK and complete that field. Then click “Submit” 

The user is returned to the Active Documentation Submissions List and the form now 
appears with a “Submitted” Status Reason. 

Note:  Once a form has been submitted no additional documents can be added. If an 
attempt is made, the document will not upload. 

Processing Documentation Submission Forms 

The DDRO now has a copy of the Documentation Submission form. The CCO can 
monitor the progress by checking the either the Active or the Inactive list of the 
Documentation Submission list. 

1/25/2023 12 
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