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Setup Tab 

The style of the Setup tab has not changed,                          

but several new options have been added: 
 

1. There are fewer required fields. 

2. Check boxes have replaced many of the drop-down fields. 

3. The CW-TCM  selection has no direct connection to the 

Supplemental Eligibility screen. 

4. The Relatives section is new and replaces merged 

information from Parents 1-4 fields.   



Service Plans Folder – New State Service Plan 

V12.1    

service plans 

are 

accessible  

by selecting 

New Plan. 

All revised service plans are accessible by selecting              

New State Service Plan. These include five of the six OHPP’s.  
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Setup Tab – New OHPP - Safety 

The five revised OHPP’s are immediately  

available from the Document template field.  

It is not necessary to Search for these plans. 
 

The revised OHPP for Delinquency will be available in the next 

SSIS release. It remains available in its current 12.1 format, and 

is accessed by selecting New Plan from the Action menu. 
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Health Care Providers and Relationships 
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Occupations 

identified as a                        

Field of Practice        

are not only reflective 

of a Physician.          
MH Providers 

should also be 

entered here.    

Health Care 

Providers        
merge into       

Provider fields on 

the OHPP Setup tab.    

Identifying a 

connection 

between the child 

and another 

person within the 

Relationships 

folder merges that 

person -- 

regardless of the 

type of 

relationship --      

into the OHPP  

as a Relative.      

Note that not all 

relationships are 

familial.   



Setup Tab Merge Fields 
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This Tree View Folder   Merges This Data. 

Select yes to print the 
letters CW-TCM at the 
top of the OHP Plan.   

If          displays, click 
to update the data in 
that particular section.     



Setup Tab Merge Fields 
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This Tree View Folder   Merges This Data. 

Checked boxes expand with 
more data. Only checked boxes 
merge into the OHP Plan’s 
Document tab and will print. 

The                             text box does 
not merge here.  Only text from 
these three text boxes displays.  The 
OHPP Document tab has a screen 
where meds are separately entered.   



Setup Tab Merge Fields 
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This Tree View Folder   Merges This Data. 

Physician name means    
the Provider name.      
Include the Address and 
Phone and click check box 
to merge this information  
into the OHP Plan. 

Permanency fields are not 
required to open the OHPP. 



Setup Tab Merge Fields 

9 

This Tree View Folder   Merges This Data. 

XX persons 
intended     
to visit       

the child. 



Setup Tab – New Display Setup Button 

If you exit the Setup tab and later return to it, click the 

Display Setup button to view the Setup tab.                            

If you only wish to view the Document tab,                          

skip this step to avoid waiting for the                                 

Setup tab fields to display.   

This button is on all V12.2 service plans and documents. 
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Document Tab 

 

1. Revisions were completed with input from agency 

caseworkers who regularly use OHP Plans. 

2. The new OHPP is in a ‘report’ format with its own        

‘Tree View’ which is called a Navigation bar.   

3. Merge fields still pull into the Document tab from            

the Setup tab.  

4. There is a new Editor in the Document tab that replaces 

what is called a Text Area in the V12.1 service plans.   



Document Tab – New OHPP Navigation Bar 

Navigation in the new OHPP’s Document tab is          

very similar to navigation within SSIS.                              

Each revised OHPP has its own Navigation bar           

that functions just like the SSIS Tree View;  

whatever is highlighted in the Navigation bar  

displays in the screen to the right.    
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The        
blue arrow 
indicates 
which 
screen 
currently 
displays. 



Document Tab – Title Page 

CW-TCM, Child, and Relatives field selections made on the       

Setup tab display on the OHPP’s initial Title Page.  13 

Selecting either of these two boxes 
indicates the Sibling Separation 

Detail Screen must be completed.   



Document Tab – New Editor 

V12.1 Text Areas are 

replaced by V12.2 

new Editor boxes. 
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Document Tab – Current OHP and Complete Box 

The Complete 

check box 

must be 

selected in 

order for that 

screen to print 

-- even if text 

is entered. 
 

  The screen will 

still SAVE even if 

Complete is not 

selected. 
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Document Tab 

Family Needs 

Family Needs 

are identified by 

answering the 

questions in new 

Editor text box, 

and making the 

appropriate 

selections in the 

corresponding 

check boxes. 
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Document Tab 

Services for 

Parent 

Check the Services for the parent and add 

additional information in the Provider column. 
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Document Tab – Parent Services Detail 

Parent Detail is added by answering the three corresponding 

questions in the New Editor boxes. Changing how the typed  

text displays helps to differentiate it on the printed plan. 
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Changes made in the 

Editor are specific only 

to that service plan.   



Document Tab – Sibling Separation Detail 

Sibling 

Separation 

Detail                

is completed only 

if relevant to the 

circumstances.  

It may be 

skipped by 

leaving the 

Complete check 

box blank. 
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When siblings are separated in foster placement,         

this section should always be completed.  



Document Tab – Permanency Plan 

Reasonable 

(Active)        

Efforts are 

entered on the 

Permanency 

Plan screen.       
 

The last two 

options indicate 

two concurrent 

plans in the 

same selection. 
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Document Tab – Child Functioning and Behaviors 

Any diagnoses selected on the Setup tab merge into the 

Child Functioning and Behaviors screen. The child’s  

Needs and Strengths are also identified on this screen.   
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Document Tab – Child Functioning and Behaviors 

Editor boxes 

are provided 

beneath 

check boxes 

to allow 

additional 

detail to be 

provided 

regarding the 

selections 

reflective of 

the child.   
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Document Tab 

Medical Needs  

 Text is merged into 

the Medical Needs 

screen from the 

New Other Health 

folder. Only the 

                    textbox 

does not merge 

because there is a 

specific screen on 

the OHPP 

designated to list  

all medication. 
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Document Tab – Educational Needs  

 

The school that 

merges on the 

Educational 

Needs            

screen may be 

deleted and 

changed to reflect   

a different             

or additional 

academic setting. 
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Document Tab – Developmental Needs  

 Each screen 

in the 

Placement & 

Permanency 

section 

identifies data 

regarding the 

child at the 

top, and data 

specific to the 

provider at the 

bottom. 
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Document Tab 

Services 

The Services   

and Provider 

columns function 

for the Parent   

just as they do  

for the Child.  
 

Include specifics 

about service 

provision.  
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Document Tab – Youth Ages 18-21 

Check the Youth Age18-21 box if applicable indicating 

that a separate IL Plan will also be completed. 27 

This  XX    would most likely 
be selected when an 

 
is selected.     



Document Tab – Child \ Youth Preference 

Indicate      

the          

Child           

or         

Youth’s 

Preferences 

regarding 

placement 

as 

applicable.  
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Document Tab – Placement Stability 

Document       

any provisions 

towards 

Placement 

Stability           

and provide 

corresponding 

details in the 

Editor box.  
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Document Tab – Health Care Provider 

Medical, 

Dental & 

Mental 

Health 

Providers 

selected on 

the Setup 

tab merge 

here.  

These providers only reflect those professionals                   

entered within the Health/Insurance folder                                               

as New or Existing Health Care Providers. 30 



Document Tab – Health Information 

Answer the 

questions     

on the 

Healthcare 

Information 

screen to 

document two 

requirements:   

1. Does the agency have a copy of the immunization record, and 

2. Has that record been provided to the foster parent or facility? 
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Document Tab – Medication 

The Medication screen provides a specific location for the 

child’s medication to be documented. The columns include the 

Date, Reason, and by whom the medication is prescribed. 
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When clicked, the          
Psychotropic medication column 

displays a Yes/No selection.  



Document Tab – Medical Responsibilities 

The Medical Responsibilities screen is condensed.                

Type the name of each individual with a medical role. 
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Document Tab – Education Detail 

Much of the Navigation Bar’s 

contents is derived from the    

Eight Best Interest Factors 

which are required 

considerations in determining 

the child’s needs while in 

placement.  
~Minnesota Statutes Section 260C.212, Subdivision 2 (b).  
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If the Current School field is changed on 

one screen, it will automatically update on 

the other Current School field in the 

Document tab. It will NOT update in the 

Education folder in the Tree View.   



Document Tab – Visitation Limits 

The Visitation 

plan is very 

different.             

It allows for 

customized 

content.          

The first screen 

documents any 

Visitation Limits 

and the 

corresponding 

reasons. 
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Document Tab – Face to Face Visits 

Face to     

Face Visits          

are outlined   

in a column 

format that 

documents   

the 

Frequency, 

Supervision, 

and     

Location for 

each Visitor. 

Transportation and Other details are typed below. 
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Document Tab – Other Contacts 

Other types of 

contacts and           

related details 

are typed in the   

Other Contacts 

screen. 

Remember to 

click the 

          

     

box to print.    

Other contacts may include text messaging, X-Box, FaceBook… 
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Document Tab – Final Issues 

The Final Issues screen allows for any disagreements 

regarding plan contents to be documented. 
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Document Tab – Signature Setup 

The Signature 

Setup Page             

is at the end of 

the document.  

Note the xxx red 

checkmarks that 

display next to 

completed 

screens in the 

Navigation Bar           

The names of required signers, and anyone else as applicable, 

may now be typed within the Signatures text boxes.  
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Signature 
lines display 

on the 
printed    

OHP Plan.   



Properties Tab 

There are no changes to         

the Properties tab. 
 

1. The Properties tab still  

reflects the names and dates   

of persons creating or editing  

the service plan. 

2. As long as the   

Template Status field  

reflects ‘Active,’ the entire 

service plan may be copied.   

A V12.1 service plan   

cannot be copied to            

a V12.2 service plan.   



Printing a Complete New OHP Plan 

Right-click on the     

Document node         

beneath the desired      

OHPP in the Tree View                 

and select Print                 

from the Action menu… OR 

Right-click on the       

Document tab and select    

Print from the Action menu.  

Either method displays            

the service plan Print Preview 

in its own window. 
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New OHP Plan Print Preview and Email 

The Print Preview toolbar has a number of features to change the 

view of the document.  Use the blue single arrow keys to advance 

the plan forward or back by a single page, or use the blue double 

arrow keys to advance to the first or last page of the plan.  
 

Remember – only screens with the Complete box checked  

will display and print. Note the Email Report option to send  

the plan electronically, if permissible by your agency.   
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New OHPP 

Safety   
(Example Page 1/13) 

Text displaying in red 

was changed in the 

New Editor to a       

larger font and 

bolded to indicate 

where typewritten 

text was added              

in the document. 
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Note that in the    

Parents Services    

grid, only those 

services selected in 

the Document tab 

display. All 

corresponding text 

typed in the Provider 

column also displays. 

New OHPP 

Safety   
(Example Page 2/13) 
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Both diagnoses 

selected from the    

Setup tab display on the 

printed document as 

shown in the   

Document tab.  

Typewritten details 

display below from 

select Editor boxes.   

New OHPP 

Safety   
(Example Page 3/13) 
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The Visitation plan 

displays as outlined in 

the Document tab.  

Limits to visitation are 

specified, followed by   

a simple grid that 

provides for each 

participant’s individual 

visitation details.   

New OHPP 

Safety   
(Example Page 10/13) 



Setup Tab – Active Status 

Once complete, return to the Setup tab                            

and select Active in the Status field.  
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New 12.2 OHPP                        
Action Menu Features 

: 

The new OHPP’s also have new features                                 

within the Action menu: 
 

1. In addition to current copy features, new OHP Plans can be 

copied from one format (Safety) to another format (Adoption). 

2. New OHP Plans can be moved between workgroups if the 

identified child is an Active client in both workgroups.   

3. The fields on the Setup tabs of the new OHPP’s are identical. 

4. A blank OHPP may be printed from the Service Plans folder in 

the Tree View. A blank Signature Page may also be printed.  

5. Revised Help Text is available from the Tree View regarding all 

of the new V12.2 OHP Plans. 



New Action Menu Features – Copy 12.2 OHPP 

Right-click on the desired OHPP and select                            

Copy Service Plan. Service plans may be copied for review        

of the plan and to copy an OHPP between siblings. 
 

A new copy feature allows different OHPP templates to be copied 

to each other – such as a Safety OHPP to an Adoption OHPP.  
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New Action Menu Features – Copy 12.2 OHPP 

After selecting Copy Service Plan, a dialog box 

displays allowing either the same – or a different –                  

Document template to be selected.   

To copy the same OHPP, select the same template          

(which defaults in the Document Template field).                     

To change the type of OHPP being copied,                       

select a different template. 50 



New Action Menu Features – Copy 12.2 OHPP 

Following 2012 Session Law, Chapter 216 permanency 

dispositions changed. These changes are reflected in the   

revised OHPP’s. A Continuing Foster Care OHP Plan               

is used when the permanency disposition (judge’s findings) 

continues the child in foster care.  
 

*A Legislative Training Update with Ann Ahlstrom covering this statutory change  

   and others is offered June 2012 and is available for registration on TrainLink.   

This new copy feature is only 

available in the five new    

V12.2 OHPP’s. It will be 

available to each new OHPP 

in the new V12.2 format.    
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New Action Menu Features – Copy 12.2 OHPP 

Once the    

Document template                 

is selected, click OK 

in the dialog box.          

Click OK again          

to edit the           

Setup screen.   
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Information is not lost when navigating between SSIS       

Tree View folders, tabs, or screens. If SSIS is uncertain 

whether or not to ‘save’ the information entered, it displays     

a dialog box asking if changes are to be saved.   



New Action Menu Features – Copy 12.2 OHPP 

Example: Copy same OHPP template to same child for review. 

Example: Copy same OHPP template to sibling. 

Example: Copy different OHPP template to same child. 
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New Action Menu Features – Move 12.2 OHPP 

A second new Action menu feature associated with the    

revised V12.2 OHPP’s is Move Service Plan. This selection 

moves the desired OHPP from the current workgroup to a 

different workgroup. The identified child on the OHPP         

must be an Active participant in the other workgroup                

in order for the Move Service Plan feature to work.   
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New Action Menu Features – Move 12.2 OHPP 

After selecting Move Service Plan   

from the Action menu, a dialog box 

displays listing any other workgroups in 

which the child is an Active participant. 

Select the workgroup you wish to move the service plan to,    

and click OK.  As per the Warning, the selected OHPP                   

will be removed from the current workgroup and placed              

in the other workgroup as indicated.   55 



New Action Menu Features – Move 12.2 OHPP 

It is strongly 

recommended 

that before 

Moving an 

OHPP, Copy 

it to maintain 

a record in     

the original 

workgroup. 
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New Action Menu Features:                            

Print Blank OHP Plan – Safety 

A new V12.2 blank OHPP can be printed from the         

Service Plans folder in the Tree View, and also                   

remains available from Tools – External Documents.   



58 

Blank OHP Plan – Safety  (Page 1 of 26) 
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Action Menu: Print Blank Signature Page 
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Action Menu: OHP Plan Help 



The new OHP Plan-Safety screens have been                     

profiled on the previous screens. 

Noteworthy changes to screens on the remaining                      

new OHP Plans are shown on the next screens. 
 

Additionally, every new OHP Plan 
 

~Adoption/Guardianship          ~Continuing Foster Care          ~Child 18-21 

~Safety Plan & Services          ~Access Treatment         (~Delinquency -  coming in 12.3!) 
 

in V12.2 has the same Setup tab fields. 

Features Unique to 
Other V12.2 OHP Plans 



Setup Tab – New OHPP – Access Treatment 

Every new OHP Plan 
 

~Adoption/Guardianship      ~Continuing Foster Care     ~Child 18-21 

~Safety Plan & Services      ~Access Treatment          (~Delinquency -  coming in 12.3!) 
 

in V12.2 has the same Setup tab fields. 
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Document Tab - Access TX and Services Detail 

OHPP 

Treatment 

Access 

Treatment 

and 

Service 

Details 

screen. 
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Setup Tab – New OHPP – Adoption Guardianship 

Because all OHP Plans have identical Setup tabs,         

any new OHP Plan copied to an OHPP-Adoption will    

also copy the biological parents' names.   

These names need to be de-selected from the Setup tab.   
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A/G Document Tab – Commissioner Consent 

OHPP-A/G 

Commissioner 

Consent 

Screen 

65 



A/G Document Tab – Court Consent Approval 

OHPP-A/G Court Consent Approval Screen 
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A/G Document Tab – Relative Search 

OHPP-A/G 

Relative 

Search  

Screen 
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OHPP-A/G 

Finalization 

Efforts  

Screen 

A/G Document Tab – Finalization Efforts 



The          

Continued 

Efforts for 

Permanency 

screen is     

unique to the          

OHPP-Continued 

Foster Care.   
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Continuing Foster Care Document Tab –

Continued Permanency Efforts 

The check boxes function like the Medical Responsibilities screen;  

selections print in a list rather than in the grid format.   



Child 18-21 Document Tab – Eligibility Condition 

The OHPP-18-21 has an Eligibility screen on the Document tab  

reflecting the same data entry required on the                   

Extended Foster Care tab within the Permanency folder.   
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Child 18-21 Document Tab–Preserve Connections   

Another Document tab screen unique to the OHPP 18-21 records: 

Agency Efforts to Preserve Connections for the youth. 
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Future OHPP Features 

OHPP-Delinquency will be available in V12.3.   
(Its current V12.1 format remains available in SSIS.)  

 

*A new OHPP-Trial Home Visit will be available in V12.3!   
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12.1 AutoCorrect and 
Spelling Options Features 

AutoCorrect and Spelling Options features       

were part of the V12.1 SSIS release.                   

They are currently available to all SSIS users.   

Each feature may be customized by             

individual users to their own desktops.   

 

AutoCorrect and Spelling Options work within all 

SSIS screens, and is where Spell Check         

originates for the new V12.2 OHP Plans. 



File Menu: AutoCorrect Options 

The File menu  

contains     

AutoCorrect Options 

and  

Spelling Options.   

Both are currently           

available in V12.1. 

These features allow each SSIS user to customize how Spell 

Check and AutoCorrect features operate on his/her own desktop. 
 

The next three screens give examples of AutoCorrect Options.  
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File Menu: AutoCorrect - Capitalize Exceptions 

AutoCorrect Exception 

examples are listed to 

the right…  
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File: AutoCorrect - Replace Text as you Type 

AutoCorrect       

Replace and With 

examples are also   

listed to the right. 

Replacements are 

made from acronyms   

to words… but will not 

replace the case of    

any acronym.                   

For example, 

AutoCorrect would     

not replace             

‘adhd’ with ‘ADHD.’   
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File Menu: Automatic Spell Checker 

To prevent words from 

being ‘autocorrected,’ 

de-select the 

‘Automatically use 

suggestions from 

spelling checker’       

check box. 
 

To completely disable 

spell check, click in the 

‘Disable automatic 

spell checking’      

check box.   
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Consider adding proper names to your custom dictionary 

before deciding to Disable Automatic Spell Checking.   



File Menu: Spelling Options 

The next two screens    

provide examples of  

Spelling Options.  

Both AutoCorrect and Spelling Options are available by 

right-clicking on any typewritten word in an SSIS screen.             

If the Spell Checker is enabled, words SSIS views as     

misspelled display with a red line underneath.   
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File Menu: Spelling Options 

Review and customize     

the General Options   

check boxes. 

Click the Edit button to add words you wish the Spell Checker to 

ignore, e.g., abbreviations and unusually-spelled names. 
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File Menu: AutoCorrect and Spelling Options 

This screen shows Spell 

Check examples from 

the Health/Insurance 

folder. Right-clicking on 

the misspelled word 

generates Spell Check. 
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It is recommended that the V12.2 new OHPP’s        

be utilized since a V12.1 service plan template   

cannot be copied to a V12.2 service plan template…                

and because eventually all service plans will       

reflect the same new V12.2 format.   

Final Details 

Both V12.1 and available V12.2                                 

Out-of-Home Placement Plans will be available   

until V12.3 is released. Users can select which 

version of the five new OHPP’s to complete. 



Questions? 
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