
1) When the CEO/Delegate logs in, they see their main portal page.   Below is an example of a CEO main 

page. 

 

2) To assign a DDP assessor, first select the facility from the list and click the Assign DDP button on 

the Facilities ribbon. 

 

 

 

 

  



 

3) The Assign DDP pop up opens.  Select a name from the dropdown list. 

 

 

4) Click Assign 

 

 

 



 

5) The DDP Assessors will be listed on the facility’s main page. 

 

 

 

 

 

 



 

 

6) NOTE:  DDP Assessors can only be assigned to ICFs.  If the user tries to assign a DDP Assessor to 

a DC, the following error message will appear. 

 



7) CEOs and Delegates can monitor the work of the DDP Assessors through the RPED Roster page.  

Navigate to this page by clicking the DDP Roster button on the Individuals ribbon.

 

 

 

 

 

 

 



8) The RPED Roster page allows the user to view the list of individuals residing the facility as of 

either the current or future RPED.  Selecting an RPED from the dropdown list will vary the list of 

individuals based upon their admission and discharge dates.   

This page also shows the attestation status for all residents for the current RPED.  Possible values 

include 

• Unassessed – indicating the individual does not have a current, submitted ICF DDP  

• Unattested – indicating the individual has a current, submitted ICF DDP but has not yet been 

attested for the current RPED 

• Attested – indicating the individual has been attested for the current RPED 

Next to the Attestation Status is an indicator concerning Significant Change of Condition (SCOC) requests 

submitted to the state.  “No” under Pending Review means that the individual does not have a SCOC 

request pending with the state.  “Yes” indicates that the state is currently reviewing a SCOC request. 

 

 

9) Selecting an individual’s name from the RPED roster page navigates to the individual’s main 

information page.  From this page the user can navigate to the individual’s DDP History page. 

 



 

10) This example shows an individual with a submitted ICF DDP but no SCOC requests. 

 

11) This example shows an individual with a submitted ICF DDP and a SCOC request. 



 

12) This example shows an individual with a submitted ICF DDP, SCOC request and a 

Reconsideration for the Initial DDP. 



 

 

 

13) The ICF DDPs can be reviewed by clicking the View hyperlink next to any submitted ICF DDP.   

The DDP assessment opens.  The user can navigate around the various DDP sections to review 

the answers for the individual. 
 



 

14) At the bottom of the DDP assessment page are buttons that allow the user to print the 

assessment or return to the individual’s DDP History page. 

 

15) Clicking the View hyperlink next to a SCOC will take the user to a page that allows them to 

review the information entered on the request. 



 

16) Clicking the View hyperlink next to a Reconsideration will take the user to a page that allows 

them to review the information entered on the request. 

 

 



 

 

 


