SSIS Version 13.2 Pilot Checklist 
	Admin – County Preferences
	Make any necessary modifications to the County Preferences tabs. Ensure that entry can be completed without errors displaying. 

	Admin – Programs and Services
	Verify that you can find needed information on programs, services, activities, etc. Enter a county subservice, if applicable. Enter or change County Settings on Services as applicable. HCPCS/Modifiers – view the Associated Purchased Services. Add/update Staff Provided Rates as needed.

	Admin – Users
	Add/Update Qualifications as needed. Add new Users as needed. 

Add/edit Document Credentials or Local agency contacts for documents as needed.

	Admin – Units, Departments, Locations and Roles
	Add/edit Units, Departments, Locations and Roles as needed.

	Adolescent Services (MNYTD)
	Enter MNYTD IL Services and MNYTD Survey/Contact information. Test the MNYTD-related searches.

	Adoptions
	Complete Child Ward/Adoption screens and complete verifications. Complete an SAE Registration if applicable. 

	Alerts and Reminders
	Verify that Alerts and Reminders are being generated for workers. Use the new feature for supervisors/managers, allowing them to view/edit/create Reminders for their staff. 

	Approval Log
	Access the Approval Log for SDM Tools, Service Arrangements, Service Arrangement Amendments, and Payment Batches and make the necessary approval/denials.

	Bus Org
	Enter bus orgs and, in conjunction with the county accounting system, enter vendors. Merge bus orgs. Enter a License on a Bus Org.

	Chart of Accounts
	Enter a new COA Code and COA Maximum.

	Charting and Analysis
	Test both Federal and State outcomes to ensure that each outcome generates data. Review data for appropriateness.

	Chronology
	Enter and edit case notes, documentation records, time records, and test as many state documents as possible. 
Try the Copy Document feature. Print Case Notes and Documents. Review the Chronology Summary Report. 

	Claiming
	Create/generate claim batches for all claim categories. Use Proofing Reports and create/generate reports. Submit claims. 


	Client and Collateral Entry
	Enter clients and collaterals and complete all related entry screens. Add existing clients and collaterals to an intake or workgroup. Associate addresses and telephone numbers.

	Client Clearing – SWNDX
	Clear clients to the county and to SWNDX and Reconcile clients, if applicable/

	Close Workgroups
	Complete Data Cleanup and close workgroups.

	CMH Assessment Tool/Reports
	Create new CMH Assessment tool(s) for a client/ child.
Review CMH reports, specifically the CMH Screening Detail Report and CMH Assessment Exception Report

	Court Actions
	Enter Court Actions records at both the case level and the client level.

	Data Cleanup
	Use Data Cleanup for placement, maltreatment, clients, and closing a workgroup.

	Delete Workgroup
	Delete a workgroup if appropriate and verify that proper warning messages display. 

	DOC Assessment
	Complete a DOC Assessment record.

	Document Templates
	Create a custom template in the Template Editor.

Create header/footer and attach to local and/or state templates. 

	Eligibility
	Complete supplemental eligibility screens such as CW-TCM and MH-TCM. Verify Health Care Eligibility information from MMIS.

	External Document Search
	Verify that links to DHS eDocs work properly. Add a new link. 

	General Reports
	Review and print many general reports as possible. 

	Grids
	Test grid related features including creating customized settings and printing reports using Manage Grid Settings and using the Preview menu option to view Proofing messages. 

	Intake
	Enter intakes for varied programs, services, etc. Refer an intake to a current workgroup. Complete a search on the intake log for varied timeframes. Delete an intake.

	IV-E Submission
	Complete the IV-E eligibility worksheet and IV-E reimbursability worksheet and submit the data to MAXIS. Submit initial information and also submit updated information to MAXIS.

	Keyboard shortcuts/navigation
	Verify that keyboard shortcuts function. Provide feedback to 
SSIS on navigation.

	Licensing
	Create Licensing workgroups and use applicable screens such 
as License, License Actions, and Tracking Lists. Associate/Setup the Case Provider. Enter Licensing Training for Participants.

	Maltreatment
	Create child protection assessments for all tracks and complete desired screens. Complete a maltreatment report from start to finish. Close the Assessment workgroups.

	Payment and Payment Approval
	From Payment Batch Search, Advanced Search or the Approval Log perform Approval actions (e.g., Send for Approval, Resend, Approve, Cancel, Suspend, Deny), for a single payment and for multi-selected payments. Enter payments and review payment reports. Create Cancellations, Refund/Recovery, Adjustment Reversals, and Correcting Entry Adjustments. Use the Payment Batch Edit Report. Verify functionality with county accounting system.

	Payment Reports
	Review payment reports such as the Board Approval Report. Generate Paid Payment Audit Report for payments containing county-defined dates. 

	Person Search – county and state
	Conduct county and state person searches with various filters (e.g., Soundex, Last name only, SSIS WG#). Use the Expanded Statewide Search; on the State Detail screen view the TPR, Offender, PRISM, AP Reports, CP Reports and Workgroups tabs for clients in your county as well as other counties. Verify that the expected data displays on the tabs. Try the Copy Client feature. 

	Permanency
	Enter a variety of placement scenarios including location and absence. Enter both voluntary and court order placement authorities. Change placement information such as the bus org or status to pre-adoptive. Use the Extension Conditions screen and review Data Cleanup messages for foster care extensions and extension reviews. 

Review Placement Reports, specifically the Continuous Placement Report and Placement Reviews. 

	Professional Collateral
	Enter and search for professional collaterals. Create a duplicate record and then merge the two professional collaterals. Associate health care providers.

	Purge
	Conduct a purge of applicable workgroups and intakes.

	Reassign Workgroups
	Reassign workgroups and verify that reassignment was successful. 

	Relationships
	Enter relationships at both the case level and also the workgroup level.

	Repository
	Conduct a read of the Repository. Verify that errors no longer display after data cleanup is completed.

	SDM Tools
	Complete and finalize SDM Tools. Send some tools to the Approval Log and later approve/deny them. Print SDM tools.

	Searches
	Test saving a customized search and using it again later. This can be done on Bus Org Search, Service Arrangement Search, etc. 

	Service Arrangements
	Search for existing and enter Service Arrangements from the Service Arrangement Search and Advanced Search, Client, Business Organization, Service Agreement Search, Service Arrangement Group Search and Payments. Approve from the Service Arrangement Search, Client, Business Organization, Service Agreement Search, Approval Log and Payments. Print Voucher batches and individual vouchers and individual arrangements. 

	Service Arrangement Amendments
	Users with Service and/or Fiscal Approval “roles”: create a new Amendment for an existing Service Arrangement. Perform Approval actions (Send for Approval, Resend, Approve Service Info, Approve for Payment, Cancel Approval, Deny Approval using the Approval Log, Service Arrangement Search, Amendment Search or Advanced Search (when available). Search for Amendments from Amendment Search. 

	Service Arrangement Groups
	Search for existing and enter Service Arrangement Groups.

	Service Agreements
	Search for existing and enter Service Agreements. Print an agreement.

	Service Plans
	Create/edit/print each type of service plan. Change the status of plans such as activate, inactivate, discard, etc. Try the Copy Service Plan feature for any service plan, and the Move Service Plan on the Out-of-Home Placement Plans.  

	Staff Activity
	Enter a variety of contact/activity records in Chronology and in the Staff Activity Log. Enter time for another worker.

	Staff Assignment
	Move intakes and workgroups to the Assignment Log and assign to a new worker. Reassign workgroups.

	Statewide Case Access
	If appropriate, request access only to another pilot agency. Approve requests only from other pilot agencies on the Approval Log. 

DO NOT attempt to access workgroups in another agency except those in another V12.4 pilot county. 

	Transfer Workgroup to a different Case
	Transfer a workgroup to a different Case.

	Vulnerable Adult/Central Entry Point
	Create an adult protection intake and assessment; enter alleged victim, allegations, and determinations. Open and refer maltreatment reports to lead agencies for investigation and forward information to the agencies via SSIS.

	Workgroup Change Log
	Use the log to create a Case Management workgroup from an Assessment workgroup. 

	Workgroup Create
	Create a new workgroup from an intake. Create a new case and new workgroup from the Case level.


SSIS Fiscal V13.2 Pilot Tasks
	Group Provider Search
	Fiscal: 

· Run some searches for your group facility and Rule 4 foster care providers. 

· Is the information there that you need?
Worker:  

· Run some searches for Rule 4 and group providers that you might place a child with or to look up/verify facility IV-E eligibility and rate.

	Service Arrangements
	Fiscal and/or worker: 

· Create a substitute care Service Arrangement for a group facility that has a IV-E sub code and one that does not have 
a IV-E sub code.
· Compare the sub code drop-down to the Group Provider Search results.

	Payments
	Fiscal: 

· Create a payment request for a group facility that has a IV-E sub code and one that does not have a IV-E sub code.
· Compare the sub code drop-down to the Group Provider Search results.

	IV-E Abstract Report
	Fiscal: 

· Generate/re-generate a Q2 2013 IV-E Report.  

· How is the speed of the generate process?

· Run all three proofing tabs and look for the new proofing  messages:

· Payment Proofing: #’s 1147, 1148, 1207, 1154, 1157, and 1197  

· Claimed Payment Proofing: #’s 1154, 1157 and 1197 (1191 and 1192 new only to claimed Payment Proofing)

· Child Count Proofing: #’s 1154 and 1157 as warnings

· Print grids for each tab of the IV-E Report.  

· The title of each report should print on every page and include: [ReportDescription] – [Period] [Year] [Status] – [TabName].  Example: Title IV-E Abstract Report – Q2 2013 Draft – Payment Proofing
· Verify the Report Filters/Search Criteria section displays. The default is for this section to display on the first page only.   
· Look for a IV-E Tribally Licensed/approved Family foster home placement and check to see if it displays correctly on the IV-E Report or if it displays on Proofing. 

· Look for Continuous Placements that started as Supervised by  County Social Services and switched to Corrections or Tribal Social Services and check to see if they display correctly on the IV-E Report or if they display on Payment Proofing.


	TCM-CSR
	Fiscal: 

· Generate/re-generate a Q2 2013 TCM CSR Report.
· How is the speed of the generate process?

· Print grids for the Client Summary, Adjustments, RTC and Time Proofing tabs of the TCM CSR Report.  

· The title of each report should print on every page and include: [ReportDescription] – [Period] [Year] [Status] – [TabName].  Example: TCM CSR Report – 2013 Q2 Draft – Client Summary

	SEAGR

(Please follow these steps in order.)
	Fiscal:
· Enter the report header information for Q2 2013 (do not generate) and save.
· Enter a SEAGR Adjustment. (should not be able to do this)

· Generate a Q2 2013 SEAGR Report.  

· How is the speed of the generate process?

· Enter a SEAGR adjustment before you enter a value in the Staff provided social service expenditures field on the Cost Alloc. tab. (should not be able to do this)
· Enter a value in the Staff provided social service expenditures field on the Cost Alloc. tab. 
· Enter a Direct Allocation SEAGR Adjustment for BRASS code 181. This service is set up as vendor provided only in Admin. (Delete the adjustment when you are done.)

· Print grids for each tab of the SEAGR Report.  

· The title of each report should print on every page and include: [ReportDescription] – [Period] [Year] [Status] – [TabName].  Example: SEAGR Report – Q2 2013 Draft – SEAGR Adjustments

	IV-E Placements by Date Range with DOC Assessments Report
	Fiscal: (this may not be ready for the first release)

· Select the report from Tools>General Reports>Placement.
· Review the placements and DOC assessments that display to verify the expected placements and DOC assessments are included. 

· How is the speed of the report?

	Print Grids
	Fiscal:
· Select Print grid for a Payment Search, Service Arrangement Search and Healthcare Claim Search, using at least one filter.  

· The title of each report should print on every page.  Example: Advanced Payment Search Results
· Verify the Report Filters/Search Criteria section displays. The default is for this section to display on the first page only.  Example: 

Payment Status: Paid

Warrant / eff. Date: 1/1/2013 – 1/31/2013 
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