SSIS Training

Minnesota Assessment of Parenting Children and Youth:
Approver Functions

After a Minnesota Assessment of Parenting Children and Youth (MAPCY) Assessor
completes entry of a MAPCY tool, they refer it for approval and it will display in the
Approval Log, in the MAPCY Assessments folder. Approvers must have the Approver
MAPCY role in SSIS; Information on roles is available in the Security Administration —
General Security module. When the MAPCY status is ‘Pending agency approval’ it will
appear in the approval log under MAPCY Assessments folder. A Standard MAPCY can
be approved from either the Setup tab or the Score tab

You cannot approve a MAPCY that you’ve assessed. Additionally, Approvers should:
determine if the Child’'s Needs and Parenting Indicators are congruent within each
Domain, ensure documentation within the MAPCY is sufficient, and communicate and
collaborate with the assessors and other approvers to ensure consistency across the
agency. Approvers should aim to review and approve a MAPCY within 5 days of it being
sent for approval.
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To view MAPCY Assessments and Extraordinary Levels (EL) folder on the
Approval log:

1. Select Searches/Logs
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2. Select Approval Log. Two MAPCY folders now display: MAPCY Assessments and
Extraordinary levels.

Approvals- MAPCY Assessments, Extraordinary Levels, And Extraordinary levels
for State Approval folders
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To Approve a standard MAPCY:
1. Expand the MAPCY Assessments folder in the Approval Log; the Standard
MAPCY's waiting for approval display.
2. Highlight the desired MAPCY in the grid; that MAPCY then displays in the detail
panel below. Review the Document tab and the Scoring tab.
3. From the Scoring tab, access the Action menu, and select Approve.

e Once the MAPCY has been approved the status will change from ‘Pending
agency approval’ to ‘Agency approved'.

e When an Agency Approver changes the status for Standard MAPCY from
Pending Agency Approval to Agency Approved the System creates Reminder for
the Assessor.

o Reminder: “MAPCY (Eff. Date) is Agency Approved. Send MAPCY
Assessment Notice to caregiver. If this agency is not making the payment
to the caregiver, also send written notice of benefit level to the paying
agency.”
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MAPCY Approver- Reset to Draft
MAPCY Assessments
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Reset to Draft of a Standard MAPCY is also an option in the Action menu for an
Approver. This should be used if the approver does not approve the MAPCY
Assessment and indicates that changes may be needed in the MAPCY by the
Assessor.

1. Expand the MAPCY Assessments folder in the Approval Log; the Standard
MAPCY's waiting for approval display when this folder is expanded.

2. Highlight the desired MAPCY in the grid; that MAPCY then displays in the detail
panel below. Review the Document tab and the Scoring tab.

3. From the Scoring tab, access the Action menu, and select Reset to Draft.

Hint: When an Agency Approver changes the status for Standard MAPCY from Pending
Agency Approval to Draft (System creates Reminder for the Assessor. Reminder:
‘MAPCY (Eff. Date) is reset to draft. Review the comments and resubmit for Agency
Approval.”

Extraordinary Level Certification
For eligible children with the highest needs, extra-ordinary level increases can be

requested by the responsible agency and must be approved by DHS. When the
Extraordinary Level is ‘Pending agency certification’ it will appear in the Approval log
under the Extraordinary Levels folder. The Extraordinary Level can only be approved
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from the Score tab. The approver has the option of: Send for State Approval, Reset
Extraordinary Levels to draft, Deny Agency Certification, or Withdraw.

Approvals- Extraordinary levels folder — Pending Certification
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To Certify an Extraordinary Level request:
1. Expand the Extraordinary Levels folder in the Approval Log; the extraordinary
levels pending agency certification display. MAPCY's waiting for approval display.
2. Highlight the desired extraordinary levels; that MAPCY then displays in the detail
panel below. Review the Document tab and the Scoring tab.
3. From the Scoring tab, access the Action menu, and select Send for State
Approval.

Hint: Once the Extraordinary Level has been sent for state approval the status will
change from ‘Pending agency certification’ to ‘Pending state approval’.
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Action menu - Extraordinary Levels Approver options
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Extraordinary Level Approval by the State
Once an Extraordinary Level has been Sent for State Approval, a notification is sent to

the State SSIS database letting the state approver know that there is an Extraordinary
Level to be reviewed. The state approver goes into the appropriate county database
and reviews the Extraordinary Level from the approval log.

The Extraordinary Level appears in the approval log under Extraordinary Levels for
State Approval folder. The Extraordinary Level can be approved only from the Score
tab.
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Approvals- Extraordinary Levels for State Approval
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The state approver has the options of: Approve Extraordinary Level, Request
Clarification, or Deny Extraordinary Level. If the state approver requests clarification,
the Extraordinary Level will need to be reset to draft, the necessary changes made and
it is resent for agency certification. If the state approver denies the Extraordinary Level
it can be reset to draft, changes made and send for agency certification.
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— Action menu - Options for State Approver
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Reminders for Extraordinary Levels

1. When an Agency Approver changes the EL status for Extraordinary Level from
Pending Agency Certification to Reset to draft, system creates Reminder for the
Agency Assessor.
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Reminder: MAPCY (Eff Date: <mm/dd/yyyy>) Extraordinary Level Request was
reset to Draft. Review the comments and resubmit for Agency Certification if
appropriate.

2. When an Agency Approver changes the EL status for Extraordinary Level from
Pending Agency Certification to Not Agency Certified, system creates Reminder for
Agency Assessor.

Reminder: MAPCY (Eff Date: <mm/dd/yyyy>) Extraordinary Level Request is Not
Agency Certified.

3. When an Agency Approver changes the EL status for Extraordinary Level from
Pending Agency Certification to Pending State Approval, system sends Reminder to
the Agency Assessor. (And Notification to the State Approver, which is handled
separately).

Reminder: MAPCY (Eff Date: <mm/dd/yyyy>) Extraordinary Level Request is
certified and has been submitted to DHS for review. Extraordinary Level response
will be available within 15 days.

4. When State Approver changes the EL status for Extraordinary Level from Pending
State Approval to Clarification Needed, system creates a Reminder to the Agency
Assessor and Agency Approver.

Reminder: MAPCY (Eff Date: <mm/dd/yyyy>) Extraordinary Level Request status:
Clarification Needed. Review the comments and either recertify the EL Request and
resubmit to DHS, or withdraw the request by <mm/dd/yyyy>, or the request will be
denied.

5. When State Approver changes the EL status for Extraordinary Level from Pending
State Approval to State Approved, system creates a reminder to the Agency
Assessor and Agency Approver.

Reminder: MAPCY (Eff Date: mm/dd/yyyy) EL Request is State Approved.
“Extraordinary Level Approval Notice” was sent to the caregiver and saved in Person
Documents. Notify paying agency of Final Benefit Level if applicable, unless that
agency is DHS.
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6. When the State Approver changes the EL status for Extraordinary Level from
Pending State Approval to Denied, (State Approver Denies) system creates a
reminder to the Assessor and Approver.

Reminder: MAPCY (Eff Date: <mm/dd/yyyy>) Extraordinary Level Request is
Denied. DHS will send “Extraordinary Level Denial Notice — Requirements Not Met”
to the caregiver, and save it in Person Documents.

7. When SSIS system does an automatic denial after 30 days (Timed Out Denial —
when clarification needed is not recertified), system creates a reminder to the
Agency Assessor and Approver.

Reminder: MAPCY (Eff Date: <mm/dd/yyyy>) Extraordinary Level Request was
Auto-Denied; 30 day deadline expired. DHS will send “Extraordinary Level Denial
Notice — Auto-Denial” to the caregiver and save it in Person Documents.

8. When the Agency Approver changes the EL Status from Pending State Approval to
Withdrawn, system will send a reminder to the Agency Assessor. (and Notification to
the State Approver, which is handled separately)

Reminder: MAPCY (Eff Date: <mm/dd/yyyy>) Extraordinary Level Request has
been withdrawn by the Agency Approver. Send “Extraordinary Level Withdrawal
Notice” to caregiver.

9. When the Agency Approver changes the EL Status from Clarification Needed to
Withdrawn, system will send a reminder to the Agency Assessor (and Notification to
the State Approver, which is handled separately)

Reminder: MAPCY (Eff Date: <mm/dd/yyyy>) Extraordinary Level Request has
been withdrawn by the Agency Approver. Send “Extraordinary Level Withdrawal
Notice” to caregiver.

Alerts

10.When State Approver changes the EL status for Extraordinary Level from Pending
State Approval to Clarification Needed, system creates an Alert to the Assessor after
15 days.
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Reminder: MAPCY (Eff Date: <mm/dd/yyyy>) Extraordinary Level Request status:
Clarification Needed. Review the comments and either recertify the EL Request and
resubmit to DHS, or withdraw the request by <mm/dd/yyyy>, or the request will be

denied.
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