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Service Plans Folder 

(Old Plan format) 
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Before Creating a FA or CP Plan: 
Enter all Clients and 

Collaterals in the 
Participants folder. 

Enter a Phone for each 
Participant as applicable. 
(Currently, only Home and 

Work numbers merge.) 

May complete a Strength 
and Needs Assessment 
(and a Risk Assessment 

for CP Plans only.) 
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New Family Assessment and    
Child Protective Service Plans 

Access these plans       
by selecting                   

New State Service Plan. 

Template search   
is not required. 

These are the plans 
in the revised 
‘new’ format. 
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CW-TCM Hint  

The FA and CP Plans Setup tabs do not have a CW-TCM? field.   
DHS recommends that if the agency plans to claim for CW-TCM 

services for a child that is not in placement, that the specific      
CW-TCM Plan be used. The FA and CP Plans do not ask the same 
questions that are asked on the CW-TCM Plan. Only use the FA 
and CP Plans for CW-TCM purposes if the exact same language 
that is on the CW-TCM plan is copied into the FA or CP Plan.    

Each OHP Plan has a CW-TCM? 
field on the Setup tab. This field is to 
indicate if the OHPP is the identified 
plan documenting CW-TCM services 
to the child. When yes is selected in 

this field, the words ‘CW-TCM Plan’ 
print at the top of the plan.   
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Strengths and Needs Merge Fields 

Select the 
tool… 

…then select the check 
boxes for the Strengths and 
Needs to include in the plan. 
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Risk Merge Fields 

Select the           
Risk 

Assessment 
based upon the 

name of the 
Primary 

caretaker.     
The Risk Level 

autofills and 
merges into the 

service plan. 

Only the revised ‘new’           
SDM Tools merge into the          

FA or CP Plans. Legacy SDM 
Tools will not merge. 
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Participants Merge Fields 

Clients and Collaterals in 
the Participants folder 

merge into the Participants 
section of the Setup tab. 

Home and Work Phone numbers can be selected here to 
merge into the plan.  Addresses are not available. 
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Complete the Setup Tab 

Save the Setup tab to         
access the Document tab.   

It is important to complete all applicable            
fields on the Setup tab.   

Ensure that the Primary worker’s name  
displays in the Staff field and that the  
Phone is correctly entered in Admin. 
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Document Tab Title Page 

Reflects both FA and CP Plans – other nodes are different. 
Blue arrow indicates the screen reflected. 

Clients and Collaterals display as Family members  
with DOB and Home/Work Phone as selected. 

Click Complete to indicate this screen should print. 
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FA Plan Document Tab Screens 
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Safety Concerns Screen 

Red checkmark indicates Complete was selected. 
Type any Safety Concerns identified with the family. 
*SDM Safety Assessment does not merge into plans. 
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Safety Concerns Screen 

Strengths and Needs that display may be changed 
here if the plan is in DRAFT status by returning to 

the Setup tab and making other selections in the 
Strength and Needs check boxes.  

Right-click on red text to access Spellchecker.    
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Goals and Services Screen 
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CP Plan Document Tab Screens 
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Risk Factors Screen 

Specific to the CP Plan is the Risk Assessment screen.  
Type the Reasons for protective services that include 
considerations for Risk and Safety factors. Risk level 

may be left blank if not desired in plan. 
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Goals Setup Screens 

Goals  
specific to 

Safety, 
Permanency, 

and            
Well-being 
are entered    

in the 
corresponding 

CP Plan 
Editor boxes. 
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Child Needs Screen 

The Child Needs (for all children in the family) are 
entered in the corresponding Editor box. 
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Plan Concerns Screen 
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Service Plan Hints 
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Service Plan Hints 

Change the 
Status field to 

Active on 
complete service 
plans to satisfy 
the SSIS Alerts. 

Customize the AutoCorrect and   
Spelling Options features in all         

boxes from the File menu. 

Click Display Setup if you exit 
the service plan, return to it,   
and wish to view the fields. 
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Properties Tab Template Status 

22 

The word Active in 
the Template Status 

field on the 
Properties tab 

indicates that this 
service plan template 
is Active… and can 

be copied in its 
entirety.   

This field does NOT mean that the service plan is in 
Active status. The status of a service plan is reflected 

on the Setup tab in the Status field. 
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Print From the Document Tab 
Right-click on the 

Document tab to print 
the completed plan. 

Email Plan 
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Print a Blank Plan From the Tree View 

Right-click on the highlighted plan (the title of the plan 
does not immediately display unless the Refresh button          
   is selected) to access the Action menu. Select Print 
Service Plan, and then select Blank Plan. The blank 

service plan displays in its own Print Preview window.  

Right-click on the 
Service Plans folder 
and select New State 
Service Plan. Expand 

the Service Plans folder 
and highlight that plan.   
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Print a Blank Plan From the Tree View 
Blank plans can also be      

printed from                                  
Tools – External Documents.  

Note that each of the           
OHP Plans display, as well as 
sections of OHPP’s, such as 
the Help text and separate 

Signature Page.                          
New SDM Tools Definitions 

are also now available in 
External Documents.    
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Questions? 
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