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Introduction

The MnCAT Step 3 Guide Book will help qualified candidates complete the training for MnCAT Step 3.
MnCAT Step 3 has three parts and each part has distinct objectives that, when combined, support the
candidate to successfully use MnCHOICES to conduct assessments. Listed below are the three parts and
their learning objectives:

MnCAT Step 3 — Part 1: Access and Navigation
e Candidates will learn:
o How to access and navigate the MnCHOICES website
o About the documents and functions of the MnCHOICES Assessment

MnCAT Step 3 —Part 2: Content
e Candidates will become familiar with the:
o Content of the MnCHOICES Assessment
o Functions and features of the MnCHOICES Assessment

MnCAT Step 3 — Part 3: Practice
e (Candidates will demonstrate the ability to:
o Complete a MnCHOICES Assessment and determine eligibility
o Analyze and discuss the results of a completed MnCHOICES Assessment
o Utilize a multidisciplinary team approach to increase their professional expertise and
broaden their knowledge specific to person-centered assessment and support planning

Each of the three parts requires you to use the MnCHOICES Training Zone, or MTZ, to complete specific
exercises. This guide will help you through all of the exercises.



Rules

The MTZ is a replica of the MnCHOICES Production (PROD) website. The difference is that the data in:
e MTZis not real
e PROD is real

There are two important rules to remember:
1. Never enter real data about real people like names and addresses in MTZ
2. Never use PROD to practice

Before you begin Step 3, obtain a username, password and the URL for the MTZ from your MnCHOICES
Mentor. After you are certified, you will get a new username and password. You will also get the URL
for PROD or access PROD through SSIS.

About MnCAT Step 3

As you work your way through Step 3, you will have opportunities to access and use the MnCHOICES
Assessment. You will be using MnCHOICES in the Training Zone or MTZ. After viewing certain training
sessions, in Step 3 - Part 1, you will be directed to complete specific exercises. Each exercise builds upon
the previous one until you have:

e lLogged in to the MnCHOICES Assessment

e Searched for and added a person to MnCHOICES

e Created an Intake document

e Created and assigned an Assessment document

Later, in Step 3 - Part 2, you will be directed to:
e Logintothe MnCHOICES Assessment
e Locate the Assessment you created
e Enter an Assessment date
e Open the Assessment
e Explore the content and features of the Assessment document

When you begin Step 3 - Part 3, you will receive a scenario about a person with long-term service and
support needs. You will be directed to:
e Logintothe MnCHOICES Assessment
e Locate the Assessment you created
e Open the Assessment
e Complete the Assessment by documenting within it:
o What is important to the person
o Needs, strengths and preferences of the person
o Implications for support planning
o Referrals you plan to make



o Professional conclusions
o And other information specific to your scenario
e Use the eligibility summary function along with resulting reports and products
e Analyze and discuss the results, in a facilitated discussion, with your multidisciplinary team
e Review and complete an online training module in TrainLink titled: “What Would You Do?”
e Discuss workflow and strategies with your supervisor or mentor who will provide you with some
tools and work aids
The final component of the MnCAT Step 3 training is to complete a short test.

This guidebook offers step-by-step instruction for the exercises you will be asked to complete in
MnCHOICES. If you have problems or questions, contact your MnCHOICES Mentor.

We hope you enjoy your hands-on experience and remember to practice!
“...A professional Ls someone who has a combination of competence, confidence and belief.,..”
Bunker Roy



Instructions for MnCAT Step 3 - Part 1:
Access and Navigation (Counties and Tribes)

Person Search and Person Maintenance
1. Complete these training modules:
a. Introduction
b. Logging in through the MnCHOICES URL (Internet) or SSIS
c. Person Search
d. Person Maintenance
2. Login to the MnCHOICES Training Zone (MTZ) using the instructions you received from your
Mentor:
a. Use the MnCHOICES Training Zone (MTZ) URL
b. Select the Agency you were assigned by your Mentor
c. Enter the Username you were assigned by your Mentor
d. Enter the Password you were assigned by your Mentor
3. Conduct a Person Search using Name, DOB, Gender option
a. Click radio button next to Name, DOB, Gender
b. Make up a fictitious name that includes:

H |
E Currently we are |
| only using fruits or '
| H
| vegetables :

c. Select agender: Male or Female
d. Enter a date of birth by using your own birthday without the year — Example: If you
were born on July 9, 1975, enter 07/09. For the year:

ii. If you chose a name that is a fruit or vegetable, enter a year that will make the
person’s age between 40 and 45, like 1971.



e. Click Search MnCHOICES
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f. Click Add Person
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g. Re-enter demographic information: name, date of birth, gender and add marital status

h. Click Insert Person
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Click Address & Phone tab
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Add fictitious Address and Effective Date
Add fictitious Phone Number(s)

Click Insert/Update Addresses

Click Insert/Update Phone
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Click Race & Language tab
Enter information about the person
Click Insert/Update Races
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g. Click Main tab
r. Click Update Person button

”ﬁ! Minrasts Daparmeaont of Musas Serian MalHOICOEE
I T

Forar et et e Ly Mg

| LT 'J_-lﬁ-hlnl.l_ il l_—l-i-_-llh-.l.-l

Tt s sy i e PO Lmthiems | WS IS - |
e o ] g LIS Perion KD LTS - P prer— -]
148 Suite o n MDA B L]
“oandar 1 iiple ) gl Chrarrg s £

0 1] v
| oty pcat | et Baapmers | | ek o

s. Wait for horizontal blue barber shop pole to finish
t. Click Add Intake button
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4. Click Intake on MnCHOICES Main Menu bar
5. Locate your Intake Document in the Intake Queue
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Stop now and return to MnCAT Step 3 — Part 1 training




Intake

11

1. Complete these training modules:

a.
b.

Intake
Assignment

2. Login to MnCHOICES using the instructions you received from your MnCHOICES Mentor:

a.

b
C.
d

Use the MnCHOICES Training Zone (MTZ) URL

Select the Agency you were assigned by your Mentor
Enter the Username you were assigned by your Mentor
Enter the Password you were assigned by your Mentor

3. Click Intake on the MnCHOICES Main Menu bar

a.

d.

Click View to open the Intake document
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Use the scenario you received to enter information about your person into the Intake
Document.

Click on question groups on the left navigation panel to move around in the document
or use the “Go To” buttons at the end of the questions and documentation areas on
each screen.
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When you are done entering information, click the Disposition tab on the Intake menu

bar.
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Select the disposition “Assessment Accepted”
Make sure your name is on the Assigner button.
Click Assign

Click OK

Sm oo

"«I Minnesota Department of Human Services MnCHOICES

Perscn Intoke Astignment Assessment  Uicer Profle  Dats Export Logout
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Assignment
1. Click Assignment on the MnCHOICES Main Menu bar
2. Notice the Workload grid
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3. Find the Assignment grid and the Intake for your person who agreed to have an Assessment
4. In the first column on the left, labeled “Assign To,” click in the empty field cell
5. Use the drop down to choose your name. Your name will be filled into the empty cell

12



13

6. Click Assign

7. Click Assessment on the MnCHOICES Main Menu bar and Assessment Queue

8. Notice the “Check Out for Offline Use” button that you will use when you go out to conduct an
assessment interview.

9. Notice the Assessor button with your name onit. If you click the drop down, you can see others
in your agency who have security access as a Certified Assessor in MTZ.

10. Find the column labeled Assessment Date and click under the column on the line that identifies
the Assessment you just created. Use the drop down to enter an Assessment Date. Notice that
the column next to it is the Result Date and the same date is also entered there.

Peryon Intske Avsgnment  Auueussent haw Peoile Dots Export  Logou

You will use this assessment later in your Step 3 — Part 2: Content training. You will also use it in Step 3 —
Part 3: Practice training. Now, return to MnCAT Step 3 — Part 1 and take the remaining training
modules.
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Instructions for MnCAT Step 3 - Part 2:
Content (All Lead Agencies)

Introduction

There are eighteen separate training sessions in Part 2. Most of the sessions include instructions to
access MNnCHOICES so you can explore the content and features of the assessment. First, click “Play” to
listen to and view a summary of the instructions. When you click the button to access MnCHOICES, you
leave the bulleted text and are taken to MTZ. It is possible to click back and forth between MTZ and the
training text by using the button labeled “Training” at the top of the screen and to the left of the
“MnCHOICES” button. However, this guide should allow you to focus on the exercise without flipping
back and forth between MTZ and the instructions provided on the screen in the training.

Click the F|-‘!:,' button to start this page

The guide is organized in the same order as the MnCAT Step 3 — Part 2: Content training sessions. While
the order is recommended, you are not required to take the training sessions in the order they are listed
in TrainLink. The basic instructions when instructed to Try It! during MnCAT Step 3 — Part 2: Content
training are:

O Click the MnCHOICES blue button on the top of the screen

U Loginto MnCHOICES using the lead agency, username and password given to you by your
Mentor

After you are logged in, you will be on the MnCHOICES Person Screen

Find the dark gray MnCHOICES main menu bar under the DHS logo

Click “Assessment” and then “Assessment Queue”

o000

If this is the very first time you are opening the assessment, you must enter an assessment date
before you can open the assessment
Click “View” to open the assessment

(MR

NOTE: if you are instructed to Try It! more than once during the same session, your assessment
will already be open when you click the blue MnCHOICES button to return.

14
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Introduction and Overview

1. Click the MnCHOICES button displayed on the training screen. This opens MnCHOICES to the
logon screen. Login.

3. Atthe top of the screen is the dark gray MnCHOICES main menu bar.
4. Click Assessment on the main menu bar and then click Assessment queue.

5. You should see the assessment you created. If not, stop now and contact your Mentor.

Minmesota Departmsent of Human Services MpCHOICES

] Dats Expedt Logout

| Rabnesh Dats | Check Out for Cfine Lise Risedion | Masidur, Cathy

e p—

Py Wy Bt Bkt F2E04 34 I0FIASLOES  SdyTe F

T4 e Sally For | By ASSESMENE I TRANG Ty T

When you have finished, click the Next button to continue.

=g = D= )

15



16

Person Information

1. Click the MnCHOICES button

)

2. Login using the information provided to you by your MnCHOICES Mentor
3. Click Assessment on the main menu bar and then click Assessment queue

4. Locate your assessment and click view

't«’ Minnesots Department of Muman Services

-m_»-es,m AT a4 Mating
5. Find and click the Person Information domain on the left navigation panel

"&f Minnesota Department of Human Service
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6. Go into each of the question groups we just reviewed and enter data. Try different things to see
what happens:

a. In Reason for Contact and Referral Source select“calling about myself”. Then, change it
to “someone else”

b. Indemographic information, try to enter or update information. Go to the bottom of
the screen to select phone service and contact preference

c. Inthe lead agency and communication information question group, try different ways to
enter lead agency information. Try to update the ethnicity and language information.

16



d. Under decision making and emergency contact answer questions with no and then
change to yes. See how that makes the conversation flow differently.

When you have finished, click the Next button to continue.

<l eEwellm
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Person Information (continued)

7. Click the blue MnCHOICES button
Lead Agency: |Z|
Csan |
)

8. You should still be logged into MnCHOICES.

9. Find and click the Health Insurance, Payers and Providers question group on the left navigation
panel. Answer the first few questions NO. Go back and change the answers to YES and see
what happens. Next, review the two tables and enter some information.

& P B gt e 14

Raason for Contsct & IV

Refemal Sourne

Demographic information ()

L Agangy B 4

g R
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Bt 2t

R L d
DevEoreTsny Doy

or Bwigted Congtion

:55&.:.-.—.-::---:-1: 3

Referry Beasoe otk )

Tttty

10. At the bottom of the Health Insurance question group screen, click the “Go to OBRA level |

11.

12.

13.

Developmental Disability or Related Condition” button on the right to move to that question
group.

Review and answer the questions. Note the instructions at the bottom along with the signature
area and print button.
Click the OBRA Level | — Mental lllness question group and do the same thing.

Last, click the Referral Reason and Intake summary question group and explore the types of
information that can help prepare you for the assessment.

When you have finished, click the Next button to continue.

O ealwellm eI

18



19

Quality of Life

1. Click the MnCHOICES button at the top of the page.

[l MnCHOICES

2. Login using the information given to you by your MnCHOICES Mentor.
3. Click Assessment on the MnCHOICES main menu and then click Assessment Queue.

o = S
. e
=¥ I

5. After the Assessment opens, click the Quality of Life domain on the left navigation panel.
H‘t! R ]

A vt gy My et
et | ity ey O

| Sty o e ] i

6. When the question groups are displayed, click Relationships.
4 Cuadity of Lde [

About tis Domain o
[Quaiy of Life]
Bicutines pod Preferences 1

Strengins and 1
mllﬂl'z-b"“l}
Relaticrships 1
Tradithors and Rituak 1
Futung Piang 1
Referas & Goas [Qualty 1

of Litg)
7. Answer questions and watch the question indicator number go down.
8. Find the table called “Keeping in Touch.” If a person indicates that typically they do things as

often as they would like, there may not be a need for additional follow-up.

19



20

NOTE: If the person you created an assessment for is a child, there is no “Keeping in Touch”
table. If your person is a child, simply explore all the question groups in Quality of Life.

9. If a person indicates they don’t talk to friends, relatives or others on the phone, you can follow
up with additional questions to explore if the person would like to talk on the phone more often
and whether they might need some support.

10. If the answer changes from “Not at All” to “Would Like to Do More Often,” you will be prompted
to complete the level of needed support. Under the table is a comment box to describe the
specific support.

When you have finished, click the Next button to continue.

“w eETmelsw

Activities of Daily Living (ADLSs)

1. Click the MnCHOICES button at the top of the page.

Lead Agency: B3

Username:

Login |

[ MnCHOICES

2. Login using the information given to you by your MnCHOICES Mentor.

3. Click Assessment on the MnCHOICES main menu and then click Assessment Queue.

“‘ll MD!P‘. cant f P o~ MACHOICES

BT ISR |

4. Click View on the person you created and who is in your assessment queue.

't«' Minnesota Department of Muwman Services
Foowon Iabe Assagrvwed  Auasamand  Usaw Profie
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5. After the assessment opens, click ADLs on the left navigation panel.
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6. Choose several ADL and equipment question groups to discover what is contained in
each of them.

4 ADLs ]
About this Domain (ADLs)
Eating 1
Eating Equipment 1]
Bathing 1
Bathing Equipment 1]
Dressing 1
Dressing Equipment 1]
Personal Hygiene/ 1
Grooming
Personal Hygiene/ 0
Grooming Equipment
Toilet Use/Continence 1
Support

When you have finished, click the Next button to continue.

o eamelln e

Instrumental Activities of Daily Living (IADLs)

1. Click the MnCHOICES button at the top of the page.

Lead Agency: v \
oo [ ]

3 rcrons

2. Login using the information given to you by your MnCHOICES Mentor.

3. Click Assessment on the MnCHOICES main menu and then click Assessment Queue.

21



™
o

"&I Minrssots Dope" oo of riwman . . MACHOICES
g e

B ittt Aty
Search By 2

N

i, DOB, Gerder

Seanch Infarmation |

4. Click View on the person you created and who is in your assessment queue.

"ﬁl opar o Muman
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5. After the assessment opens, click IADLs on the left navigation panel.

H&j Minnesota Departms
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6. Choose several IADL question groups to discover what is contained in each of them.

4 JADLs B
About this Demain QADLE) 0
Medication Mansgement 1
Medication Manasgement [

Equpment)

Kl Prepanation 1
Trarspornation 1
Housework 1
Telephone Lise 1
Shopping 1
Finances 1

Referrais & Goals ([ADLs) 1

When you have finished, click the Next button to continue.

Health

1. Click the MnCHOICES button at the top of the page.

e
tsrame —

[ MnCHOICES

2. Login using the information given to you by your MnCHOICES Mentor.

3. Click Assessment on the MnCHOICES main menu and then click Assessment Queue.

Seanch Infarmation |

5. Find and click the Health Domain on the left navigation panel

23
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6. First, explore the General Health question group and answer some questions.

0
0
o

L]

o
o

a. Notice the types of preventative services listed.
b. Inthe Risk Screening section, answer YES to at least one question about using the

ER, staying in the hospital or spending time in a nursing facility. Don’t forget to

include the number of times.

4 Health

Abaout this Domain
[Health)

0

General Health

HELPS Brain Injury Screen

Medications

Symptoms, Conditions &
Diagnosis

o |lo o |o

Treatments & Monitoring

Therapies

Assessment of Feet

Assessment of Pain

Assessment of Sleep

Referrals & Goals {Health)

o o lo |o o |o

7. Now, explore the HELPS Brain Injury Screen

When you have finished, click the Next button to continue.

Ewell EO»
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Health (continued)

8. Click the MnCHOICES button at the top of the page.

QL FnCHOICES

9. You should still be logged in and the assessment should still be open.
10. The Health domain should still be expanded.
4 Health 0

About this Domain W]
[Health)

General Health

HELPS Brain Injury Screen

Medications

L= L=~

Symptoms, Conditions &
Diagnosis

Treatments & Monitoring

Therapies

Assessment of Feet

Assessment of Pain

Aszessment of Sleep

o e 1o o o |2

Referrals & Goals {Health)

11. First, click on the Symptoms, Conditions and Diagnosis question group to see the types of
symptoms, conditions and diagnoses listed in this question group. If you are unsure of what fits
into which symptom, condition or diagnosis, select YES and read the list of options. For
example, if you aren’t certain what is included in Neurological/Central Nervous System, select
YES. You can see a list starting with Alzheimer’s. This is a good way for you to learn which
symptoms, conditions and diagnoses fit where on this screen.

12. Next, click the Treatments and Monitoring question group. Scroll through the entire table to
begin to get familiar with the treatments and monitoring you will find listed here. Select one of
the treatments and see what happens.

13. Last, click the Therapies question group and explore the therapy table. Select at least one

therapy to see what happens.

When you have finished, click the Next button to continue.
w“Cl Elwell e
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Psychosocial

1. Click the MnCHOICES button at the top of the page.

[l MnCHOICES

2. Login using the information given to you by your MnCHOICES Mentor.

H“ll Minresots Deps~ . ot feman o, . MnCHOICES

T -

Farnsn Seaich Reigaigrroieel ot

B st Adtry
Search By o) e
N

4. Click view to open the assessment in your queue

”‘ﬂ Minnesota Departmen | oo oporeciy 0

Perion [ntake Assgrment A

About this Domain 0

B arbmermrl st

Aszessments Mathandel Test93  Assessm
BeharviorEmation 0

| Assessment | Eligibdity Summany || C Symptems

Pediztric Sympted ]

P Infarmation o Checidist [PSC-17)
Quasty cf Life o Suitide Sereen 0
Adis [}
. AlcohalSubstance AbuseS ()
s o Tobsooa/ Gambling
Haamh n
Referrals & Goals 0
Pepchasocial L] [Peychosedial
5 Moy i Coprition [i]

5. Click the Psychosocial domain on the left navigation panel

6. Click the Behavior, Emotion Symptoms question group.

7. Review the list of behaviors, emotions and symptoms by scrolling down through the
list

8. Answer YES to at least one behavior area

9. Review and respond to the additional questions

10. Notice the question pattern for the behavior which is the same or very similar for
each behavior in the table
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Psychosocial (continued)

When you have finished, click the Next button to continue.

@ eaImel &

3 rcrorces
11. Click the blue MnCHOICES button at the top of the page.

12. You should still be logged in to MnCHOICES and the assessment should still be open.
13. The Psychosocial domain should still be expanded.

4 Psychasocial i}
About this Domain 0
[Paychosocial)
Behavior/Emotion/ o
Symptoms
Pediatric Symptom o
Checidist (PSC-17)

Sulcide Screen i}

Alcohol/Substance Abuse/ )
Tobaoto/Gambiing

Referrals & Goals 0
[Pepchosocial

14. Depending on the age of your person, click on and explore the screening tool available to
you:
a. Pediatric Symptom Checklist;
b. Patient Health Questionnaire; or
c. Geriatric Depression Scale.

15. Enter answers and see how the table tabulates the score.
16. Then, review the interpretation of the score.

When you have finished, click the Next button to continue.

@ EImell O
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Memory & Cognition

1. Click the MnCHOICES button at the top of the page.

Lead Agency: E
R —

Lagin

[l MnCHOICES

2. Login using the information given to you by your MnCHOICES Mentor.

3. Click Assessment on the MnCHOICES main menu and then click Assessment Queue.

4. Click view to open the assessment in your queue

Minnesota Department of Meuman Services

v Iviabe Assagreed  Auasamend |

5. Click Memory & Cognition on the left navigation panel.

Person Intake Ssugrment  Asse

Asiesiment: Mary Merry  Asseismen |
] Assessmert | Elbgibility Summary || |

Person [nfperaton
ity o Lfe

o o I O O o O o

| Uarony & Coprition
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6. Click the Functional Memory and Cognition question group and explore these three
activities.
4 Memaory & Cognition 0

Aot this Domain 0
(Memory & Cognition)

Functional Memory and 0

Cogniticn
Mental Status Evaluation 0
Referrals & Goals o

Memory & Cognition)

7. Answer “Undetermined” to the first question which is about psychological results and is
specific to the determination of a Developmental Disability or Related Condition. Then,
change the answer to YES, due to developmental disabilities or a related condition.

8. Record that the person has a documented diagnosis of brain injury and review the
additional questions.

9. Answer YES to the third question down about cognitive problems at home school or
work. See how the table works by selecting one of the impairments by clicking in the
check box in front of it.

When you have finished, click the Next button to continue.
=l el Wl

Memory & Cognition

3 ircriorces
Click the blue MnCHOICES button at the top of the page.
You should still be logged in to MnCHOICES and the assessment should still be open.
The Memory & Cognition domain should still be expanded.
Click on the Mental Status Evaluation question group.

Click YES and complete the test.

vk W -

When you have finished, click the Next button to continue.

i &EImel &
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Safety/Self Preservation

1. Click the MnCHOICES button at the top of the page.

Lead Agency: E

Lagin

N incroces |

2. Login using the information given to you by your MnCHOICES Mentor.
Click Assessment on the MnCHOICES main menu and then click Assessment Queue.
4. Click view to open the assessment in your queue

w

"‘\l Minnetots Department of Muman Services
Feron Iriabe Asagremeet  Auasmand U Profie

H‘II Minnevots Daps— ..o of reman o MAnCHOICES
Ty - .
Parain Sabrih | Airisrraed Qo
. AR Averiame—t Aty

areh B ¥

seaL MU 1272014 Mating

4 Safety/Self Presenvation 0

Anuarmars | gty Sommary

e J About this Domain 0
::: :-_.I : : [SafetysSelf Presenvation

:I: A ] Personal Safisty 0
Wi L]
e o Seif Preservation 0
Frpcmaiad @ ]
R — Referrais B Goals [Safety/
St oy [ Self Preservation)

1 s
6. Click any, or all, of the question groups and explore how you will document information in this
domain. Make sure to try the following:

a. Inthe Personal Safety question group, choose NO and then choose YES to the first
guestion. Notice that a comment box appears if you click YES and provides you with a
place to explain any limits placed on decision- making for the person.

b. Inthe Personal Safety question group, scroll down below the first several comment
boxes to the list of questions. Notice that sometimes if you select NO you will see
additional probing questions and sometimes you get the additional questions if the
answer is YES.

When you have finished, click the Next button to continue.

= Ly )
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Sensory & Communication

1. Click the MnCHOICES button at the top of the page.

Lead Agency: E

3 rcrorcs

2. Login using the information given to you by your MnCHOICES Mentor.
3. Click Assessment on the MnCHOICES main menu and then click Assessment Queue.
4. Click view to open the assessment in your queue

"‘\l Minnesots Department of Muman Services
Assersment Queve

H“l! Minrasots Daps— . or rieman o, . MnCHOICES Sefreah Data Chch Out Sov Ofiee e

T et ST messcamrocs il

— R — T T T

AR At Actrly
Search By [ vew | =3
Hiwne DO8 Gatder ~—— — _
C ST DN oo Wsting

5. Click the Sensory & Communication domain group on the left navigation panel. Explore the
entire domain.

P
4 Sensory & Commun cm{% i

Azt i Doman o
(Sengorny &
Pgyrhosocis [} Communig bion
Wemaony & Cogrition i Wision o
Safetv/iet Preseration D0 Hearing o
Sensony & Caserorication Eunctiona 0
Commamicathon
g ey
£ Trakning Sensory Infegration i)
Houtirg & Ervinghanent ] Supoons Meeced a

Referriis & Goals (Sensery 0
& Communication)

6. Make sure to:

a. Click the Vision, Hearing and Functional Communication question groups and see the
difference between clicking NO, the person does not have problems and YES the person
does. See why it is important to choose YES if the person does not have issues but uses
a device.

b. Click the Sensory Integration question group and see the difference between checking
NO and Unsure. See why it is important to choose Unsure if the person has issues but
no diagnosis.

When you have finished, click the Next button to continue.

& @i
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Employment, Volunteering & Training

1. Click the MnCHOICES button at the top of the page.

Lead Agency: E

[l MnCHOICES

2. Login using the information given to you by your MnCHOICES Mentor.
3. Click Assessment on the MnCHOICES main menu and then click Assessment Queue.

't«l Min o of Homan 5
Fervon Iriabe Assagrvwed  Auseswmend Uy Profie
H‘ll Minmatots Dape- o ot rommtn ..~ WnCHOICES Satresh Duta Check Ot Yov Oe L
e I N
P i | ISR
AR Ausriamend Aty
Suarch 8y @ Rt =3
L] e TN
Hiwne DO8 Gatder —_—
T | Q | vow BT oo REEEET Muasting

4. Click view to open the assessment in your queue.
> Empioyment, Yolureering 0

& Training
Safety/Self Preservation 0 o =
Canrnn: §) Cammunicstian _n Ermnilauman
Empicyment 0
Employment, Volunteering 0
& Training Volurteer Activities 0
NOUSING & Crivironment v Eoation/Training 0
: Sarrier
Self.Direction 0 o ¢
Summary & Supports 0
Referrais & Goals 0

[Empioyment

Click Employment, Volunteering and Training on the left navigation panel.
Click the Employment question group on the left navigation panel.

Look at the first question. Answer NO and review the conversation.
Change the answer to YES and see how the conversation changes.

O N WU

When you have finished, click the Next button to continue.
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Housing

33

There is no specific exercise for this domain. Feel free to access MnCHOICES and explore the Housing

domain and question groups to review the contents and features.

Self-Direction

There is no specific exercise for this domain. Feel free to access MnCHOICES and explore the Self-
Direction domain and question groups to review the contents and features.

Caregiver

1. Click the MnCHOICES button at the top of the page.

2. Login using the information given to you by your MnCHOICES Mentor.

Lead Agency:
Usemane:

Password:

[l MnCHOICES

=
L ]

L ]

Lagin

3. Click Assessment on the MnCHOICES main menu and then click Assessment Queue.

4. Click view to open the assessment in your queue.

5. Click the Caregiver domain on the left navigation panel

Seif-Direction 0
o Caregiver 0
» Assessor Conclusions 0

About this Domain

ee TNEENS . ... -
- g .

Caregiver Intaniew

Referrals & Goals
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6. Click the Caregivers question group.

7. Explore the Caregivers table including the drop down menus for Relationship and
Caregiver Role.
a. Enteraname
b. Decide if they live with the person
c. Use the drop downs to select the Relationship of the caregiver to the person and
their role and
d. Check all the types of care they provide for the person

When you have finished, click the Next button to continue.

O eawells e

Assessor Conclusions
There is no specific exercise for this domain. Feel free to access MNnCHOICES and explore the Assessor
Conclusions domain and question groups to review the contents and features.

Eligibility Summary

There is no specific exercise for this function. Feel free to access MnCHOICES and explore the Eligibility
Summary tab to review the contents and features. Remember, because you have not completed an
assessment, you will not be able to use this function now. You will see how this works during MnCAT
Step 3 —Part 3: Practice.

Documents

1. Click the MnCHOICES button at the top of the page.
2. Login using the information given to you by your MnCHOICES Mentor.

Lead Agency: T‘
Login |

[ MnCHOICES

3. Click Assessment on the MnCHOICES main menu and then click Assessment Queue.

't«] Minnesata Department of Muman Services
Assersment Queve
H'ﬁ - fefreah Dt Chck Out Sor OFiew L
i Blemrarunta Drps ot rieman .t MRCHOICES
| Parsan Saarch . ;:m:.:-w:.;ﬂ | Uﬂ’:&-ﬁ “=='L—_"‘"“""n “‘)‘d
=W | = =
anrme, DOR, Garder a —
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4. Click view to open the assessment in your queue.

Caregiver ]

Assessor Conclusions 0

DO Seresning Document 0
LTC Scresning Document 0

PCA Senvice Agreement 0

5. Locate the three Document Domains at the end of the left navigation panel.
6. Click each one to open it.

7. Explore the questions in each of the three documents by choosing YES, you want to complete a
document.

“‘ii Minsessts Department of Human Services MrCHOICES Drecument Saved

Pormon Inlake Asignmend  Asessmend  Lser Profile  Data Export Logout

Asperument Mary Mierry  Asveiament bl 3864 Certifeed Assessesn Assessor, Cathy | eadl Ansare Mol HON TS Trainiss

Assessmert | Higitiity Summary || Disposition | Event Log || Elgibility Log || F int || 0O Soreening Docs | LTC Soeening Docs || POA Service Agresment I

NOTE: At this time, you will not be able to use the Document function by clicking one of the three
Document Assessment tabs. This is because you have not yet run the Eligibility Summary so the data to
complete the document is not filled in. You will get to see how this works when you complete MnCAT
Step 3 —Part 3: Practice.

When you have finished, click the Next button to continue.

[~ = o= )

Disposition

There is no specific exercise for this function. Do NOT go in to MnCHOICES and explore the Disposition
tab. If you do, you will risk losing the assessment you created. You will see how the disposition function
works during MnCAT Step 3 — Part 3: Practice.
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Instructions for MnCAT Step 3 - Part 3:
Practice (All Lead Agencies)

Introduction
MnCAT Step 3 — Part 3: Practice, is the final component in your training to become a Certified Assessor.

During Part 3, you have several specific tasks:

Q

oooo0dooog

COoo0o0o

Complete an assessment in MNnCHOICES using the scenario provided by your Mentor or
Supervisor (p. 36)
Run Eligibility (p. 39)
Review and analyze the results (p. 40)
Make notes about findings including any determinations that don’t seem appropriate
Attend an agency multidisciplinary team meeting and discuss your findings with the team (p. 38)
If necessary, revise any documentation based on discussion
Re-run Eligibility
Complete any required documents (LTCC/DD screening documents and PCA service agreement)
NOTE: At a minimum the LTC question group must be completed and the document produced
(p. 40)
Print and/or save assessment, eligibility reports and documents (p. 41)
Close assessment with appropriate disposition and closing notes
Find the closed assessment and review it
Complete an online course in TrainLink called “What Would You Do?”
Work with a “coach” (supervisor, mentor or colleague) to learn:
o Agency workflow and process
o Program and service regulations, practices and policies
o Who within your agency has special knowledge/expertise about certain programs,
services, processes or populations
o “Tips” of the trade that will help you become comfortable with using MnCHOICES

O Take the Step 3 — Part 3 test and pass with at least 80% proficiency

Before getting started, make sure you:

COoo0o0o

Completed Parts 1 and 2 of MnCAT Step 3

Completed a Person Search and added your fictitious person to MnCHOICES
Created an Intake for your person

Created an Assessment for your person and assigned it to yourself

Received a copy of the scenario you will use to complete your assessment

If you have not completed the steps above, stop now and contact your Mentor.
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Getting Started

Log in to the MnCHOICES Training Zone (MTZ) using the information you received from your
Mentor:

URL (web link)

Lead Agency

=

Username

(I R Ry W

Password

The log in screen looks like this:

H_R_f Minnesota Department of Human Services MnCHOICES Training Zone (MTZ)

Lead Agency: \I|

2. After logging in click Proceed:

H‘ﬁf Minewsots Bepartaent of Human Services MnCHOIEES Training Zone (MTZ)

Perion Inlike Acigarment  Asseament Ul Profils Logoat

36
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3. Click Assessment and then click Assessment Queue:

A Rsgessment Activity

Search By (& ml
D
ame, DOE, Gender
‘Search Information
e
Search MCHOKES. Coear Indy

Person Search Rests

MACHOICES Search - 0 Recordis] Found

4. Find the Assessment you created in Step 3 — Part 1. Click View to open the assessment

”&f Minsspota Department of Human Servioes MaCHDICES Training Zons [MTI) Documsem Saved

ke Asmigrment  Amesment

5. Use the scenario you received and your professional experience to fill in information about the
person. Although the scenario is a male, if you created a female, it does not matter.

37



H‘.i Minnascts Departmant of Human SengessimS5558 Traning Tons (MTD)
Feron Infabe Assgement Asement L Pros
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= Poruos Information
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CaSMiaarrine
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Hiniony & Bt L

L

Cimpemition | Ewvent Log || ERgslfy Lo | Prink | DD Goresing Docy || LTC Seresning Docs | POA Ganvics Agr

Reason for Contact & Referral Sowrce

Wkt b i o for you call todin?

Fpfavad Somatd
[ 2 Pl Btk P Fabt LAL8 K raag wha Pt bl wihi Pty o0 e wanthe. Shat of Gepanid etk T e 3t wha b oot |
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A v il adecast pmmir o e shet

Haalth st Papess 3
B Prosiars Wil (=) Soereons s
DEAL Lrwrd | 4
Coropmenis Calton
Conataiety o Foptated

[ — b Haprrar (1 Lmt Hame
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Keep entering information until you complete an assessment for your person. You will know
when the information is complete because all the question indicators will be zero.
If you do not enter all the information at one time, simply click logout on the main menu bar.
When you want to return to the assessment and enter more information about your person:

a. Loginto MTZ

b. Click Assessment and Assessment Queue

c. Click View on your person’s assessment

d. Continue to add information until all the question indicators are zero
Always click Logout on the main menu bar. This assures data entered on the last screen is saved
You will use this completed assessment to:

a. Run eligibility;

b. Analyze the results; and

c. Discuss findings with your peers during a multi-disciplinary team meeting

Participating in a Multi-disciplinary Team (MDT)
As a Certified Assessor, you need to have a command of many things such as:

Understanding about the needs of people with many different types of needs and conditions
How certain conditions impact the day to day needs of people

What community resources are available to best meet the specific needs of each person
Eligibility requirements for programs and payers to help people afford the services and supports
they need
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There is so much to learn and to know, that it can feel overwhelming. But, don’t worry. This knowledge
comes over time through experience, research and relationships. An important key to your success will
be your participation in your agency’s multi-disciplinary team (MDT). The MDT is required by statute. It
may be comprised of all staff from your agency, or your MDT may consist of a collaborative team of
members from two or more lead agencies. At a minimum the team must have a social worker and
registered nurse who are MnCHOICES Certified Assessors.

The MDT is a place to bring questions and ask for consultation. It is a place to share concerns, practices,
questions, strategies and successes. It is a place to hold each other accountable to a consistent and
professional standard of practice. The value of your MDT will be discovered during this last component
of MnCAT Step 3.

After the Assessment is Complete

After you enter all the information from the scenario about what is important both to and for your
person, and all question indicators are set to zero (0), you are ready to move on to the last items to
check off your training list. These last items can be completed in any order that makes sense for you,
your supervisor, your mentor and your MDT:

O Using the Assessment you created and completed, click the Eligibility Summary tab and then the
Determine Eligibility button.

e i

_:;- vIJ 15 1.min-dhsl.co.dhs ﬂj *§ ) Assessment Page xl I

= M MACHOICES M imstead Work Plan B GovDelvery Admin » Login Y% (2) Yammer Home (| MACHOICES Support Plan L... R
nk! Minnesota Department of Human Services MnCHOICES QA Area Zone (MQZ)

Person Intake Assignment Assessment  User Profile  Data Export Logouwt

Assessment

Assessment [d: 5866  Certified Assessor: Griffin, Cathy € Lead Agency: DHS

Eligibility Sumamary Risposition || Event Log || Eligibility Log || Print | DD Screening Docs || LTC Screening Docs | PCA Service Agreement

Determane Eligibalety Planming Summary

Level of Care [ie "
Level of Care Institutional Risk

Service Eligibility
Senices Eligibility 5tatus Home Care Rating

Program Elgibility

| Pragram Eligibslity Status

_{'.wr' My

| Program Eligibslity Status ~ Classification

Activities of Daily Living

| Type Dufficulties CuingySuperdasion Physical Assistance Ability to Manage PLA Dependency LTCE Dependency LTCLC Score
Eghavior/EmotionSymptoms

| Type Fresent Inferventicn Frequency PCA Levell LG Sgone il cone

Assessed Needs and Support Planning Implications

O After the processing indicator (barber pole) stops spinning the Eligibility Summary is complete and
ready to view. Click on the plus symbols to reveal eligibility information. Click on minus symbols to hide
the information.
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e » - TwEY TR P T, W) W S vgeareys
Assessment Eligibility Summary Disposition Event Log Higibility Log Print DO Saeening Docs LIC Screening |
Determine Ehgibility Print Full Eligibility Summary Planning
Level of Care Determanation
vol of Care Instdtutional Risk

Yes

hspital-as defined by the CAC waiver

U Use the information within the Eligibility Summary to analyze the results of the Eligibility
determination.

Expand the sections by clicking on the items and/or the “+” symbol. Notice the information that
is provided as to what eligibility criteria was met or not met based on the assessment response
selections.

Are the results as you expected?

If not, locate information and responses entered into the Assessment that may need to be
changed. You can make necessary changes in the assessment by returning to the Assessment
document. Note: you will need to run the Determine Eligibility function after any changes.

Additional Documents

At a minimum, complete the Long Term Care (LTC) Screening Document domain

In the Assessment at the bottom of the left navigation panel, locate the LTC Screening
Document domain and click to open

Notice that information needed for the LTC SD that was entered into the Assessment is
populated into the domain

Answer the remaining questions needed for you or another staff person to do the data entry of
the LTC SD into MMIS (Note: Ask you supervisor, mentor or coach about how you can get any
needed MMIS training)

Go to the Eligibility Summary tab and click Determine Eligibility

Click the LTC Screening Document Tab on the Assessment menu

Review the information provided for completing the LTC SD in MMIS
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e Practice printing the LTC SD by clicking the Print LTC Screening Document button
o Print to a local printer and get the paper document to review
o After clicking the Print button, also practice making the LTC SD into a PDF and send to
someone else or save to your computer (see instructions below)
o Inthe same manner, practice using the Microsoft XPS Document Writer to save the LTC
SD to your computer
Lo M MRCHOICES M Olmstead Work Plan B GovDelvery Admin » Login Y (2) Yammer Home (| MACHOICES Support Plan L. e

Assessment Willow Rosenberg  Assessment Id: 5866  Certified Assessor; Griffim, Cathy € Lead Agep

| Assessment || gigibility Summary || Disposition || Event Log || Eigibility Log || print || DD gDocs | LTC Sereering Dees | | pea

Pl LTC Soreemng Documisnt

Field 0 Field Mame Field value NOTE

00l Client Last Mame Rosenberg

002 Clierit First Mame Wilkow

003 Kicddle Dnitial Doreen

04 PRl Mumber Mo angwer prosided
005 Reference Numbser Mo answer provided
008 Date Submitted M Figld i auto populated by MMIS when the case is entered
007 Barth Date 113/15%81

008 Sex F

009 Referral Date F2T/2015

010 Mext NF Visit Mo answer provided
011 Activity Type 02 - Face to Face Assessment (F)

012 Actrety Type Date 73142015

013 CFR (County of Finanaal Responsibility)  Goodhue - 025

013 COR (County of Residence) Goadhue - 025

013 CO5 (County of Senvice) Goodhue - 025

014 LTCC County Goodhue - 02%

015 a0al Beg Statys 01 - Is & roennetend adult

U Return to the Eligibility Summary tab and practice creating both an Eligibility Summary and a
Planning Summary (Hint: If you left MTZ and return later to work on MnCAT, you will need to first
Determine Eligibility again)

e  Click the Print Full Eligibility Summary or Planning Summary button

e C(Click the printer icon to create a paper document

e C(Click the PDF icon to create and save a PDF of the Summary

Perion Inkake Asiageemenl  Adgessmeni  User Prolile  Dabs Dxporl Loged

Willow Resenberg A id: 5888  Certified Assessor: Griffin, Cathy €  Lead Agency: DHS

Asracrment | Bligibility Summary |_ Dispoaition | Event Log

Print. Full Ehgabaity Summary

Lewel of Care Datarminataon

Liewel ol Caare
* | Mursing Faclity Wies
#| Meurchehavioral HOSDIE ]
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Person [l Aisgrment Asusvimen? U Profils Debs Bport Logout

A Wilom Rosenberg A Id: 5366 Certified Adseisor: Geiffis, Cathy € Lead Agency: DHS
Assisamant | Ehplslicy Summary | Dipnition | Ewinl Log | gty Lisg | Frirt || O Seriating Do || LTC Screaning Docs PRCA SO Agariiamiel
Ctairvvane Ebgiaity Cheri Fuull Ebgrbe Plastfuing Sty
& B pagewil] & =
MnCHOICES Eligibility Summary For: Willow Rosenberg Assessor: Cathy Griffin, DHS
Azsessment ID: 5866  Status: Open Eligibllity Run Date: 12/28/2015
Date of Birth: 11/03/19E1 PMI: DOOSE000
Acsessment Date: 07/31/2015% Result Date: O7/31/2015

Assessed Needs and Support Planning Implications:
Quality af Life

Having access to computer, technolegy and the internet. Since her recent surgery, she is feeling very isclated
as it is difficult for her to get out and access the community.

U Click the Print tab on the Assessment which reveals two useful products: Assessment Report and
PCA Printout for Providers

e Practice selecting and deselecting Assessment domains

e Practice printing and making a PDF for some or all of the Assessment

e Click the PCA Printout for Providers

e Practice printing and making a PDF of the Provider report

forur iild Avigmesl  Avrirend Ui Profle Duls Exod Lisged

Gty of Life
W

seath

Frychosocal

thgmOry & PO
Sl Ll Preseratien

+
L
Ea
F
¥
L
L
o

U Check with your supervisor or coach and find out when the next scheduled MDT meeting is

scheduled. Request time during the meeting to review the work you have done in Step 3. Be prepared
to discuss your findings from the scenario and the results of your assessment with the team members.

U Schedule one or more sessions with your supervisor, mentor and/or coach to discuss important
elements about your role as a Certified Assessor that are intrinsic to MnCHOICES but not part of MnCAT
such as:

e Your agency workflow, process requirements and expectations

e Other related training you may need such as MMIS, SSIS, data practices, etc.

e Resources, aids and tools to help you be successful in your new role
O Take the online course in TrainLink: “What Would You Do?”

e Discuss these situations with your supervisor, mentor or coach
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e Think about other situations you’ve encountered in the past or are concerned might happen in
the future. Discuss these with your supervisor, coach or MDT and receive guidance on how to
best handle them in a person centered practice

O When you and your supervisor determine you are ready to become a Certified Assessor:

e Get the link to the Step 3 — Part 3 final test
o Take and pass the test with at least 80% proficiency
e Follow the instructions to obtain your certificate

Producing a MnCHOICES Assessor’s Certificate

After you complete MnCAT and pass the final test and your supervisor indicates you are ready to have
MnCHOICES Assessments assigned to you, the first thing you need to do is obtain your certification. To
receive your certificate:

e Ask your MnCHOICES Mentor/Supervisor for the Step 3 test link
e Loginto TrainLink

e Take the short true/false MnCAT Step 3 Test

e Pass with at least 80% proficiency

After you pass the test:
e Print your certificate
e Have the designated agency administrator sign it
e Scan the signed copy and save it to a PDF
e Provide your Mentor/Supervisor with a copy
e Send a copy to HR for your personnel file
e Display a copy proudly in your workspace
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Step-by-Step Instructions to Take the Test and Obtain Your Certificate
1. Click the Step 3 Test link (URL) given to you by your Mentor
2. The TrainLink screen below appears and is labeled MnCHOICES Step 3 — Test
3. Click Sign On in the upper right hand corner

Fe B3t Vew Favortes Toos Hep

b S | Trantnk Home Page (2) || Countylink Sebmasons - L., | Wekome 0 HCBS Qualty L. 2 MTZ & | MoCHORES |, | Home - Special Needks Purch... " Ml v o v Pages Saety - Tock- - i
in |

£ & o fevoren | Acd This Couris T by Trining Plan

Courie Dala
Comsir Code: MNCHRID
Caiirse Daacription: WNCHOICES STEP 3 - TEST
Delivery Wehod: Vel Based Tinining

4. Sign On using your Unique Key

5. Click OK
rajn
vlinnesota Department of Human Services n Training Resource
Home

earning Center Sign On

Please sign on (Unique Keys can be requested from the TrainLink Home Page):

Unique Ke l—
(oK) Signl}ﬂl

EE R EEIE

Copyright 1996-2013 SumTotal Systems, Inc. All rights reserved.

6. Locate the MnCHOICES Step 3 — Test on the right side of the screen
7. Click on the MnCHOICES Step 3 — Test option
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=
Hg‘f ﬁa nm “On Traeh™
Minnesota Department of Human Services n Training Ressurce

Home

Search Learning Activities

Select the category of the course you want. You can also optionally search the names of courses for specific words.

» MNCHOICES STEP 3. TEST

Soarch For: ‘ [Ssah] Post Searches © » MNCHOICES STEP 4: RECERTIFICATION
» MNCHOICES STEP 3 - PART 2
Find training that has: © Al of these words » MANAGING SECURITY INFORMATION PRO...

# One or more of these words

% Allow partial word matching

Additional Search Options

Category: [All Continuing Care Leaming Activites =]

Limit scheduled training to the following date range

From ftoday or later) [1230201 [ To [2/252015  [TH)

8. You will be on the MnCHOICES Step 3 — Test screen showing you the Course Detail
9. Click Start Course to begin the test

Lo & Trmindink Home Page () |, | Countylink Submsions - AL 4| Wekome bo HCBS Gualty L., ' MTZ © MACHOICES |, | Home - Specl Noeds Purch... "X cE) v v Pages Ssetys Todk- )

utra.' Ieparimeni of Human Services ;Efﬁ an-:"

Hoama + Seach Learsing Activities
MHCHOICES STEP 3 - TEST
Here is more information about
Yo einiun be il

this courss:

a Counee |

Course Code: MHCHIS
Courna Description: MNCHOICES STEP 3. TEST
Delivery Mathed Web Bated Training

10. First, you may want to click on the Prerequisites tab
11. To take the test, you must see an indication that you completed MnCHOICES Step 3 — Part 2

M ...
Mimnrsats iipartment of Human Services g By
Homee > Search Leacning Acthvities SlgnOm 1 5§
MNCHOICES STEP 3 - TEST MARY
Here is more infarmation about this eourse: i ek o Ao o4 | Ackd Thes Conrae To by Traseing b
esar sttus i this, eurse is: Fink Eatns Cruss
Warning If you have o pop wp i Py PRt Gl o0 Pt hoam eaching,
Gourss Datai |
Mot 100%
The fellowing prerequisites have been met:
T
.
LANCHENTS MRCHOICES STER 3 - PART 2 | ummyciapons MRCHOICES STEP 3 - PART 2 O

12. When you click Start Course, and if you met the Prerequisites, you will see the first screen of the
MnCAT Step 3 —Test

13. Before starting, click the Settings button
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€ start - Windows Internet Explorer

Minacwes Depariment of Human Services

M- CHOICES

MnCHOICES Part 3 - Step 3

Check Your Knowledge

=

Click the Start button to begin this module,

-

14. The first option is the default. (red arrow) If you don’t select a Speed Setting the training
automatically requires the learner to first click Next and then click Start to begin each page

15. Selecting the second option (green arrow) requires the learner to first click Next to advance the
page, but the new page begins without needing to click Start

16. The Settings button appears at the bottom of each page so the learner can change the setting at
any time during the test

17. Click back to return to the title page

£ start - Windows Intemet Explorer

MnCHOICES Settings

Speed

< Pause at the beginning of each page (default)

2 Start playing each page automatically after [ click the Next
ton

18. The next slides provide simple instructions for taking the test and navigating within it
19. If you do not score at least 80% correct, go back to the TrainLink screen with course detail,
content and prerequisites. Choose Restart Course in the upper right corner of the screen
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20. Passing the test brings up the screen below. Click the View Certificate button in the bottom

€ start - Windows Internet Explorer

a. You can take the test as often as needed to pass the course

47

b. If you pass the test, never click Restart Course or your test answers are deleted and you

need to take the test again

middle of the screen

Test Results

21. You should see your personal certificate. It includes:
Your name as it appears in TrainLink
The date your certification begins
The date your certification ends
Signature from DHS indicating you successfully completed your MnCHOICES Certified

Student Name
Correct Questions
Total questions:
Accuracy:

Course:

MARY GRIFFIN

12

13

92%

MnCHOICES Training

Congratulations, you passed the test!

Click the View Certificate button to view your certificate.

View Certificate

Q 0 T W

Assessor Training

e. A PDF button, in the lower right corner, that allows you to save the certificate to your

computer

€ Start - Windows Internet Explorer

MnC

HOICES Assessors: CHOICES
Communicate effectively

% Honor personal choice

< Observe abilities

3 Eapempats s Certification
% Empower individuals
% Synthesize information

This acknowledges that

Is a MnCHOICES Certifed Assessor for Counties and Tribes
Beginning: 12/30/2014 Ending: 1/1/2018

7
12/302014

M r.\nwﬂmm mp@or Human Services

Date
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22. After you save the PDF of your certificate, print out a copy
a. Take the copy to your designated agency administrator (supervisor/manager)
b. Your agency administrator will co-sign your certificate to indicate that:
i. You meet the education requirements to be a Certified Assessor
ii. You met the experience requirements to be a Certified Assessor
c. Once co-signed, your certificate is official

23. In addition, you should receive a certification by email from TrainLink that you completed the
MNCAT Step 3 — Part 3 test. Print and/or save the confirmation in case it is needed for future

reference.
From: *DHS_DHS Training-Administrator Sent: Wed 10/22/2014 1103
To: # Griffin, Cathy C (DHS)
Ce
Subject (ump\etmn Certification: MNCHOICES STEP 3 - PART 3: TEST

Minnesota Department of Human Services
PLEASE DO NOT REPLY TO THIS AUTOMATED E-MAIL. INSTEAD, USE THE "CONTACT US" OPTION IN THE LEARNING CENTER IF YOU HAVE QUESTIONS
To: MARY C GRIFFIN

Unique Key: 01064438

From: Continuing Care
Congrawlations! You have successfully completed the following waining:

Course Name: MNCHOICES STEP 3 - PART 3: TEST

Start Date 47172014
Total Hours:  0.00
Instructor:

Course Description
Step 3 — Part 3: You need to take and pass this test to demonstate that you can access and navigate MnCHOICES, complete an assessment and analyze the results. Passing the test completes your training to be a MnCHOICES Certified Assessor.

Leaming Objectives

Instructor:

This class is now part of your raining ranscript.

24. Your list of MNCHOICES Courses will also show your status in the Step 3 — Part 3 Test as Finished

Course Code Name Status

MNCH8010 MNCHOICES STEP 3 - PART 3: TEST Finished
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After the Celebration is Over

After the fireworks have ended and the confetti is swept away, it’s time to begin your practice as a
Certified Assessor. Your agency will decide when it is appropriate to provide you with access to the
MnCHOICES Production (PROD) site including instructions about how to access it. See your mentor for
this information.

The most important thing you can do is to continue to use MTZ to practice. The more experience you
have exploring and entering information into MnCHOICES before you go out and conduct your first
“real” assessment is invaluable. We know it feels awkward in the beginning, but with continued use you
will be using MnCHOICES like the pro you are. Even when you are a seasoned veteran, you may want to
return to MTZ to try out a new function or feature of MNnCHOICES before doing it in the field.

Congratulations on all the hard work You did to become a
MWCHOICES Certifled Assessor!

Minnesota Department of Human Services

- CHOICES
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