Staff Action Plan Upload Guide

This document outlines the process for finalizing and signing a Staff
Action Plan.

1. From the Dashboard for a Participant, select the Staff Action Plan tab.
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2. Click the Draft Plan button.
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This is the current Staff Action Plan and is not editable.
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3. Finalize the plan
1. Select an option for Care Coordination Organization
2. Fill in Review Date and Distribution Date.
3. Click Finalize.
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Draft Staff Action Plan For Thomas Thompson DEMO

This Staff Action Plan is in draft mode and is editable.
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4. Add broker signature
1. Sign or type a signature for Broker Signature
2. Click Save Signature.

Signature Method

Sign Type

Broker Signature

Sign above with your finger or mouse

Clear

Approve Download Draft PDF
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5. Get Participant Signature:

There are two options for this: an electronic signature, or print and sign.
1. Option 1: Electronic Signature

o If the Participant has login credentials to the portal and are present, they can enter
their credentials in the form fields to validate.

Vs~

2 11, 2019 @ 14:46

Broker Signature

Johnny Broker DEMO, title: Support Broker signed on Ju

Rather print and sign?

If you are with the participant or designee, please have them login and below. Otherwise

choose the print and sign option.

Participant Login

Participant Password

rove Download Draft PDF

2. Option 2: Print and Sign
1. If the participant does not have login credentials to the portal or is not

present, select Rather print and sign?
Rather print and

If you are with the participant or designee, please have them login and below. Otherwise

choose the print and sign option.

Participant Login

Participant Password

2. Click Print & Sign.

Rather sign electronically?

If you choose this option, your signature will not be stored online but

rather the date you select this option.

Print & Sign

3. Click Approve.
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Broker Signature

Vs~

Johnny Broker DEMO, title: Support Broker signed on June 11, 2019 @ 14:46

Participant Signature
Upon approval, you agree to download the document, print it off, collect the participant's signature, and upload a signed copy of
the plan.

Johnny Broker DEMO, title: Support Broker selected print and sign on June 11, 2019 @ 14:48

Download Draft PDF

4. Click Download PDF to Sign.
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Download PDF to Sign Upload Signed Plan

5. Print the PDF.
6. Have the Participant or Advocate sign the printed plan.

6. Upload the Signed Plan

1. Scan the singed plan.
2. From the Current Staff Action Plan page in the portal, clickUpload Signed Plan.


https://help.issny.org/uploads/images/gallery/2020-11/5wV8.png
https://help.issny.org/uploads/images/gallery/2020-11/zW59.png

Current Staff Action Plan For Thomas Thompson DEM

This is the current Staff Action Plan and is not editable.
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3. Drag and drop or click to select the scanned document.
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Upload Signed Plan

Drag and drop your document here to upload, or click here to

choose a document.

(Max file size: 20MB; Accepted file types: PDF)

7. Download Signed Plan

1. To download the signed plan that was uploaded, clickDownload Signed Plan.

Current Staff Action Plan For Thomas Thompson DEM Ol

This is the current Staff Action Plan and is not editable.

Document uploaded successfully!
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