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USER GUIDE 

 

Provider Assessment: Home and Community Based Settings (HCBS) Check List 

 

Overview: 

The Home and Community Based Settings Check List is an assessment to ensure that individuals receiving services and 

supports through the HCBS programs have full access to the benefits of community living and are able to receive services 

in the most integrated setting. 

Providers will have access to only create the HCBS Check List Assessments screen.  Only access to the particular provider’s 

own listing will be granted.    

Upon completing the assessment, the Provider cannot edit the assessment.  The Regional Office role may edit the assessment 

by making a copy of the provider’s completed assessment.  

The assessment is accessible by providers along with the regional and central office staff. 

 

 

How to use the HCBS Check List Assessment screen: 

On the My ADIDIS page, click on the Providers chapter. 
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Next the “Providers” screen is displayed.  Only the information for your particular provider will appear.  

 

 

 

 

Select the Assessment tab.  The “Add Assessment” option appears at the top in the Menu Bar.  Select “Add Assessment.” 
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The Assessment screen displays the File Menu in two areas.  The File Menu in the upper left corner of the screen offers 

the same menu options that are shown in the menu below it. 

 

 

 

 

All fields with the * are required fields where data must be entered.   
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The drop down menu lists several Assessments.  Click on the dropdown   to display the list then select the HCBS 

CheckList Assessment. 
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Below is the screen shot for the “HCBS CheckList.”  This assessment screen contains the “Provider Assessment” which is 

the provider’s identifying information and three sections with the assessment questions.  The questions’ sections are Section 

I - HCBS CRITERIA, Section II - RESIDENTIAL SETTING SPECIFIC and Section III - SETTINGS THAT ARE NOT 

HOME AND COMMUNITY BASED. 

Complete each field below.  All fields with the asterisk * are required fields where data must be entered.   

 

 



Page 6 of 31 
 

The “Review” drop down menu lists several options.  Click on the dropdown   to display the list then select 

Assessment. 
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In the Provider Assessment area, several fields will automatically populate.  To edit the “Review Date”, type the new date 

using MM/DD/YYYY or dates may be selected from the calendar icon.  The “Worker” is automatically populated with the 

worker’s name.   In the “Status” field, the dropdown offers several choices.  Select the appropriate item.  The “Fund Code” 

is always MR.   

The fields such as “Approved By”, “Approved Date”, and “Expiration Date” are grayed out and access is not granted in 

the Provider’s role. 
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Set the Fund Code to “MR” and change Status to “Complete.”  
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As a reminder, all fields with the asterisk * are required fields where data must be entered.  Complete each field. 

Select the appropriate “Region” by clicking on the dropdown    and choosing from the dropdown.   

Select the radio button that defines the “Provider Type.”  
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By clicking on the ellipse   button, a list of Provider and Certified SubContractor names will appear. 

The “Provider and Certified SubContractor” dropdown will only show the workers’ providers.  
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A dialog box will appear.  Type in the provider’s full or partial name then click the Search button.  
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A list of vendors’ names will appear.  Select from the list by clicking on the vendor’s name.  
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After selecting the provider’s name, the name of the provider will appear in the field.  
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The Site # field is a required field.  Type the Site # information in the available area. 
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The Service Type field is also a required field.  Select the appropriate “Service Type” by clicking on the dropdown    

and choosing from the dropdown.   

The dropdown options are: 

 Residential < 6 pp,  

 Residential HUD Homes,  

 Residential > 6 pp Not Health/Behavioral Homes 

 Day Hab 

 Pre Vocation (Workshop) 

 Employment (Workcrew) 
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The Size/Capacity field is required.  
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Below the Provider Assessment information is the beginning of the assessment questions.  There are four sections with the 

assessment questions.   

The questions’ sections are  

 Section I - HCBS CRITERIA,  

 Section II - RESIDENTIAL SETTING SPECIFIC  

 Section III - SETTINGS THAT ARE NOT HOME AND COMMUNITY BASED 

 Remediation Plan 

 

Section I and Section II’s questions are formatted the same with a checkbox to indicate the answer to the question and a 

comment field that is required.   

If the response is YES, the box is checked.  If the response is NO, the box is not checked.   See examples below. 

 

 

 

 

 

In Section I and Section II, the Comments field is a required field.  There is an asterisk * displayed next to the field’s 

name.   

If the response is YES, the box is checked and evidence to support the response is required in the comments area. 

If the response is NO, the box is left unchecked and an explanation of why is required in the comments area. 
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Section III is formatted using radio buttons to acquire the answer to the questions.   

As a reminder, all fields with the asterisk * are required fields where data must be entered.   

In this case, a radio button for the answers of YES or NO must be selected. 

 

 

 

 

In Section III, the Question and Comments fields are required fields.  There is an asterisk * displayed next to the field’s 

name.   

If the response is YES, meaning the site automatically does not meet the HCBS requirements, an explanation of why 

waiver funding is being used to support the site is required.  If the response is NO, then briefly explain evidence. 
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The last section, Remediation Plan, is also a required field.  A Remediation Plan must be entered for any item that is not 

met in the entire assessment.  If ALL requirements are met enter “N/A” in this area. 

 

 

 

 

After all required fields are completed, go to top of screen.  Under the Provider Assessment information, change the 

Status to “Complete.” 
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*** IMPORTANT *** 

After the Status is change to “Complete”, select the Save Assessment or Save and Close Assessment. 

Note:  All required fields must be completed before ADIDIS will allow the assessment to be saved in the system. 
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After an assessment is completed and saved, editing access is denied. 
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Please Note:  The following guidelines are for the Regional Office only. 

The Regional Role is granted access to “duplicate” and “reverse status” for the HCBS CheckList Assessment. 

The “duplicate” function is used to make any corrections to an assessment.  Needed for maintaining the history of each 

assessment record. 

The “reverse status” places the record in “pending” status for the user to return to the assessment to update the record. 

 

 

 

Enter the provider’s name. 
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The names of providers meeting the search criteria will appear.  Select the provider by clicking on the name. 

 

 

The provider’s demographic information screen will appear. 
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Click on the Assessment tab to view the provider’s assessments. 

 

 

 

Select the assessment by clicking on the line with the HCBS Checklist listed. 
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The original assessment cannot be edited.  All fields are grayed out.  The purpose is to maintained a record of all 

information entered for the Assessment. 
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Use the “Duplicate Assessment” feature to make a copy of the assessment to enter changes. 
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A new copy of the assessment is displayed.  The assessment’s fields are not grayed allowing access to update 

information as needed. 
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Select “Assessment” from the Review dropdown.  Information may be updated. 

 

 

 

Use the “Reverse Status” feature to place the record in edit mode for user updates. 
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The assessment’s status will be changed to “Pending.” 

 

 

 

Fields are placed in edit mode.  Updating can be made at this point or the document may be saved for user to update. 
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After the assessment is completed, place Status at “Complete” and “Save” assessment. 

 

 

The newly created assessment is displayed in the grid. 
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This is the end of the User Guide. 


