Parent/Guardian Therap Guide

LOGGING ON

1. With your Username and Password, go to www.Therapservices.net. Click Secure Login.

*Do not use protected health infarmation in

search

Downtime Notice for
Release 2019.4.0

Therap is Hiring
Join our support team

| Learn more | Potentlal User i

2. Enter your user name and password. The Provider code is DDDSOS-DE. You will be
prompted to change your password. Sometimes during login the first thing you may see is a
notification from Therap.

Login

Case Note Octaober 18, 2019

(10 am ET/7 am PT)
Tracking Behavior Events in Therap: Plans and Behavior Octaber 18, 2019 Login Name
Event Records (2:30 pm ET/11:30 am PT)
Release Overview 2019.4.0 Oclober 22, 2019 fisssio

{1 pm ET/10 am PT)
DDDSOS-DE

Forgot Trouble Logging
Password? In?

Excel for Beginners: Reviewing and ldentifying your Datain ~~ October 25, 2019
Excel {2:30 pm ET/11:30 am PT)

Using the Individual Support Plan for Comprehensive Annual  November 8, 2019
Planning and Tracking . €2:30 pm ET/11:30 am PT)
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2. (continued) Click the box “Do not show this message again”. Then, click the Dashboard
Button

Therap' Getogou

Therap 2019.4.0 Release Coming Soon!

Dear User,

Therap will B2 unavailable for a maintenance period starting at 10:15 pm Eastern, Friday, October 25, 2019 Therefore, the system will be
unavailable for 10 hours until 8:15 am Eastern, Saturday, Oclober 26, 2019 A full list of time zones is listed below:

Atlantic Timwe: 11:15 pm (Octeher 25, 2019} to 09:15 am (October 25, 2019)

Eastern Time: 10:15 pm {October 25 2019) to 08:15 am (October 26, 2019)

Central Time: 99:15 pm (October 25, 2019 to 07:15 am {October 26, 2013}

Mountain Time: 05:15 pm {October 25, 2019 to 05:15 am {Qctober 26, 2019}

Pacific Time: 1 (Octebar 25 20190 to 0S:15 am (October 26, 2019)

115 prr {Gctober 25 2019) to G4:15 am {October 26, 2019)
Hawaii-Aleutian Time: 15 pri fOclober 25 2019) te D215 am {October 26, 2019)
Samoa Tinte: D3:15 pm | ber 25, 2019 to 01:15 am {Octoher 26, 2019)

Chamorro {Guam) Time: ¢:i:15 pm {Octaber 26, 20t9) to 11:15 pm {October 26, 2019)

To learn moi# about the rew featuiss induded in this 1elease pisase view the Release Notes for Therap 2019.4.0

Giver: the extended nawsre of this daswntime we strongly encourage vou to prepare for this downtime by taking actions such as printing MARS
and vsing offline forms

We regret anv inconpveriance this mav cause vou.
Thank vou

Therap Customer Suppart

Message 1 0f 1

3. You are now logged into the State of Delaware-Oversight Account. The page you see is the
Oversight Account Dashboard.

> State Of Delaware - Oversight Account
Jennifer Tozer, Empleyment Navigator
FirstPage | Quick Links Logout

Provider: State Of Delaware - Oversight Account

Profile:  Initial
e e e e S e N B e N e S My Account
T-log General Event Reports {GER) Personal Details
High Medium Low High Medium Low  SuperAdmin List
o b ey — . T Change Passward
view 200+ 200+ 200+ View Refresh Priviiege
Search Review s} 56 L1l
;z;’:‘:p 50 . (i Agency Reports
) Multi-Provider Event Summarigs
Staff Report
Last Lagin tnfomation
Report Library
GER Resolution Document Storage
Open Resolutions individual Agency Secure Communications
pen Investigations Aew New Compose
Search Search Search nbox
Sent tems
Drafs
Trash
Settings
Custom User Group
Individual Data Individual Home Page Test FirstPage
Search Individual List Switch to Tast mods

Archived Data

Super Role Arphive
User Privilege Amchive



Navigating Therap:
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To view Provider documentation you will have to switch to that Provider’s Dashboard page.
You will do this from the State of Delaware — Oversight Account Dashboard. If the Individual is
receiving services from more than one agency you will need to repeat this process to view
documentation of services delivered by each Provider.

4a. From the State of Delaware — Oversight Account, click ‘Switch Provider’. You will then see a
list of Providers that are delivering services to the Individual.

l ------- ' FirstPage | Quick Links

i Provider: State Of Delaware - Oversight Accou
Iritial

Profile:

GER Resolution

Zpen Resolutions
Tpen Inwestigations
Szerch

Individual Data
Seerzh

High Medium

200+

2130=

Low

200+

State Of Delaware - Dversight Account
Jennifer Tozer, Empioyment Mavigator

Switch Provider | |

Logout

!

General Event Reports (GER)
High Medium Low

5

Document Storage
Individual Agency

Mew
S=arth

A

Seaith

Individual Home Page
[ndividual List

4b. Select the Provider Name you would like to view.

Sersonai Details
Super sdmin List
Change Passward
Refresh Privitlege

Agency Reports

-Srovider Event Summanas
Sls art
Last Lagin infarmation
Repornt Library

Muk

Secure Communications

Settings
Custom User Group

Test FirstPage
Swith to Test maode

Archived Data

Super Reole Archwee
Jzer Privilege &nchive

Switch Provider

Active Provider

Key

Provider Name
Keystone Human Services

Merakey Allos

Logged In Lsers Provider Home

Keystone Human Services (HARVEY-DE)

(12

HARVEY-DE

NHSMID-DE

Showing 1 to 2 of 2 entries (filtered from 58 total entries)

Provider Code >

Provider Type
Provider

Provider

v Records
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4c. You are on the Provider Dashboard Page. From here you will be able to search for
documentation of services to the Individual. You will see navigation buttons on the left hand
side of the page. Parent View will only show the functions you will need to view documentation
and information relating to the person (see arrows).

” The Chimes
Jenmufer Tozer, Empioyment Mavigator
-------- Dashboard | Quick Links Logout

Provider: The Chimes Switch Provider
Program: No Program Selected Choose Program
Praofile: Initial

Module:

— — 15sue Tracking i}

My Issues
T-Log New | arch rchive 1 wee
Se A

Agency General Event Reports (GER) New | Search Overdue
Due
Billing GER Resolution Open Resalutions | View Sign ups

Open Investigations | Search .
View Results/Notes

Training History

Admin Multi-Individual Event (MIE) New | Search
Training Profile
Agency Witness Report (GER) Search
Reports
ISP Data New [ Search | Report | Wednesday

Search Report

ﬁ Individual .
Home Page New [ Search | Review | 1 6

Delaware Lifespan Plan Acknowledge | Archive

. Settings
New | Search | Archive | Oclober 2019

ASEIRragram Acknowledgement Report

5. Using the Navigation buttons on the left hand side click “Individual Home Page”. Then enter
the Individual’s name into the search feature.

The Chimes
Jennifer Tozer, Employment Mav:gator
-------- Dashboard | Quick Links Meeed

Provider: The Chimes Switch Provider
Program: No Program Selected Choose Program
Profile: Initial
Module:
Individual Issu Tracking 't
Name
Advanced Search

Heatth
L) Recently Accessed Individuals Overdue

Due
Billing View Sign ups

View Results/Notes
Admin Training History

Training Profile
Agency
Reports

Wednesday
Individual
> Home Page 1 6
Settings
2 October 2018
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6. This is the Individual Home Page where you will be able to search for documentation
entered by the Provider you selected to view. Each Provider account will have an ‘Individual
Home Page’ for the individual in their Provider account.

Therap ouons = b

Billy Joe

Home Profile Plans Case Slatus

Modules ISP Programs

» Attendance m

» General Event Reporis {GER)

» GER Resolution -5z i
» Health Tracking

» ISP Data

> ISP Program

> T-Llog Service Authorizations (Professional Claim)

Name Dale Range New
Go Te

Viewing Documentation in Therap — Service plans and “Case Notes”

7. Services and Goals are documented through an Individual Service Program (ISP). The ISP
Program will describe the service being delivered and identify the outcome/goal the service is
supporting. Current ISP Programs will be on the Individual Home Page. Click the name of the
ISP Program you wish to view. (example: Supported Employment)

W Daslboard = el

Billy Joe

Home Profile Plans Case Status

Modules ISP Programs

I Name ]

Service Authorlzations {Professional Claim)

Nameg Date Range New
Go To
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8a. To view the daily (or routine) documentation you will click ISP Data. This is where you can
find documentation entered by the Provider. Providers enter data for each ISP Program.

Modules ISP Programs
» Attendance
Name
» Document Storage
» General Event Reports (GER) Day Racatation Supports (FPawer Day Hakihtation) New
*» GER Resolution
Individual Supoat Emoloyment : Power Supporsed Emoiayment: New
» Health Tracking
| » 1SP Data
» ISP Program
» Tlog Service Authorizations {Professional Claim)
ISP Data Search
[ 3
v |SP Data
i i
‘- % ’ § A
-‘ e W Program (Site)
Individual B|||y Joe
e Ta s 30 Entered By
Tocay
Form ID
i ¥ 5 E4 ISP Program
_ast ‘" ee"- /./
/ * Data Collection Date From 09143019 &
=t
// To
D9/26,2014 =
-~ ~
Search -
Status Please Selecl

8b. Using the ISP Data Search will allow you to search for specific documentation. This can be
helpful if you only want to see information for one ISP Program or to view a specific day or
date range. (Example: What did they do at Day Program today?). Using your curser, click the
data entry you wish to view. Continued on next page.
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8b. continued:

; 0 L = _ )
M Dashboard = Mena L coniffor (EEDELDE), B Logaut
ISP Data Search

15 * Recards
Data
Individual  {SP Collection
Form iD « Program Name Site Name 3 2 Program ¢ Entered By + Date + Sfatus < Time Zone
|SD-ESDELDE- NC Facility-Based 61 Corporale pilly Day / Program 09/30/2019 Submitted US/Eastern
HCB4REVZF5PQ6 Aclivilles - 61CC Commons Joe Habilitation ~ Support Specialist intern
ISD-ESDELDE- NC Facility-Based 61 Corporate Billy Day { Program 09/25/2019 Submilted US/Easlem
HC44S4DXMSRNH Activities - 61CC Commons Joe Habilitation ~ Support Specialist Intem
ISD-ESDELDE- NC Faclity-Based 61 Corporate Billy Day 1/ Program 09/26/2019 Submilted US/Easlem
HC44S4ADXHSRNJ Aclivilies - 61CC Commons Jce Habilitation ~ Support Specialist Intem
ISD-ESDELDE- NC Facility-Based 61 Corporate pilly Day f Program 0972312019 Submilted  US/Eastem
HC4484D225RN7 Activities - 61CC Commons Jo= Habilitation  Support Specialisi Intem
ISD-ESDELDE- NC Facility-Based 61 Corporate Billy Day { Program 09/18/2019 Submilted US/Eastem
HBT5EYBZUFKRD Activities - 61CC Commons. Joa Habilitation  Support Specialisi interm
|ISD-ESDELDE- NC Facitity-Based 61 Corporate Billy Day Program 09/16/2019 Submilted US/Eastern
HBTSEYBZHFKRN Activities - 61CC Commons Joe Habititation  Support Specialis! Intemn

Showing 1to 6 of 6 entries Previous

n Next

9a. To view documentation from another Provider, return to the Agency Dashboard by clicking
Dashboard at the top of the screen. You can do this at any time to return to the Agency
Dashboard.

Therap vumwon

Billy Joe

Swatch Indi

[RETER IR PER RS

Home Profile Plans Case Status

Modules ISP Programs
» Attendance

Name
» Document Storage
» General Event Reports {GER) Day Habilitation Supports (Paower Day Habilitatior} New
» GER Resolufion

Individual Support Emgloymient {(Power Supportec Emplayment) New

» Heaith Tracking
» Individual Care Plan
» 18P Data
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9b. From the Agency Dashboard, click “Switch Provider”. Select the Provider from which you
wish to view documentation. Follow the steps to navigate to the Individual Home Page (step
4).

a Autism Delaware

Jennifer Tozer, Employment Navigator
S lanstecnssiese Dashboard | Quick Links | Individual Home Logout
Provider: Autism Delaware Switch Provider
Program: No Program Selected CThoose Brogram
Profile: Initial
Module:
Individual Issue Tracking =:

Name
Advanced Search s
Health
Classes it

Other Documentation: Incident Reporting

Critical events will be documented in a General Event Report (GER). An example of a critical
event could be an injury, medical emergency, or behavior crisis. From the Individual Home
Page (steps 4 & 5), click General Event Reports (GER) Use the Search function to view past
GER’s. GER’s may not be available for view for 24 hours.

Modules ISP Programs
» Attendance
Name
. t 1":‘””“""’ qllihi“?

¥ General Event Reports (GER) Day Balimfation Scepports 1Power DAy Hasitation: New
New Ingdividual Sugoort Emolo;ment (Poaer Sugpones Emoiayment) New
Last Neei
Last dionth
=0 Service Authorizations (Professional Claim)

» GER Resolution
» Health Trackin
cring Name Date Range New
» Individual Care Plan
» ISP Data
» ISP Program

» T-Log
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Other Documentation: T-Logs

T-Logs are another type of case note. Providers are not required to keep documentation here
but some Providers use T-Logs. You will need to confirm with your provider if they use the
function. You can view this by clicking T-Log

Therap’ cuneas = e

Billy Joe

Home Profile Plans Case Status

Modules ISP Programs

Nam

Service Authorlzations (Professional Claim)

Name Dale Range New

Go To

Glossary of Terms.

Provider: This is the name of the Agency that is providing the service.

Therapservices.net: Therap is a company that manages a secured Electronic Case Record Systems (ECR).
Therap is used in 50 states.

Dashboard: Therap's Dashboard is what users see when they log on to the Therap system. Think of it like a
“home” page. You will begin navigating from the DDDS-Oversight Account Dashboard to the Provider
Dashboard.

ISP: This stands for Individual Service Plan. The ISP describes the service being provided and lists the outcome
or the goal of the service. The goal

ISP Data: ISP data is documentation of the service being provided. This is where ‘day to day’ documentation
will be captured. Individuals may have more than one ISP with their Provider. Documentation will be specific
to the ISP.

GER: GER stands for General Event’s Report. This is the form that is used to document incidents. “Incidents”
does not mean






