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1. Right-click on the Service Plans folder. 
2. Select New State Service Plan.

Hint:  Service plans contained in the ‘New Plan’ 
selection are the ‘old’ service plans. Each is 
being revised; as the revisions occur each 
moves into the New State Service Plan 
selection. 2
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1. A Setup tab displays. 
2. Click the Document template menu and 

select Independent Living Plan. 
3. The Display Setup button displays only if 

returning to a previously-opened service plan.  
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1. Enter the Review Date on the Setup tab of the 
IL Plan. The Review Date is the date the plan 
will be reviewed with the child, which may or 
may not be the same as the Effective from 
date.  

2. Click Yes to display the Language block at the 
end of the plan. (The language block provides 
information about interpreter services in 
several different languages.)
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3.  Enter the date the IL Plan is 
     Effective from.
4.  Enter the date the IL Plan is Effective to.
   
The IL Plan must be reviewed at least 180 days 

from the Effective to date, but may be 
reviewed earlier per request of any party. 
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5. Select the name of the identified child for 
the     IL Services in the Participant field. If the  
desired child’s name doesn’t display, click the 
word Participant; the cursor moves to the 
Participants folder in the Tree View where 
the child may be entered as a Client.  

6. The name of the primary caseworker for the 
child’s IL services should be selected in the 
Staff field. Click Save.
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The Documentation credentials and Phone 
number displaying for the caseworker selected 
autofill from Admin.  If this information is missing 
or incorrect, contact your agency’s Admin staff.  

It is recommended that an overall agency Phone 
be entered versus a specific worker Phone in the 
event the caseworker changes locations within 
the agency and/or telephone numbers.
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1. When the Setup tab of a New State Service Plan 
is complete, the Document tab is accessible.  
The Document tab contains a Navigation bar 
that functions just like the SSIS Tree View.  

2. The screen currently selected is reflected by the 
blue arrow on the Navigation bar.

3. The screen contains merged information and 
allows for some data entry.

4. A red checkmark in the Navigation bar indicates 
that this screen will print on the service plan.
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1. Review the merge fields on the Title page 
for accuracy.

2. Select the assessments used to develop the 
plan in the corresponding check boxes, 
and/or enter other/additional assessments 
in the Editor box. 

3. Note: Ansell Casey Life Skills has been changed
to Casey Life Skills. This name change will be 
reflected in a future SSIS Release.
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3. Enter the names of the individuals developing 
or reviewing the plan in the Editor box.  

4. Select Yes, No, or Not Applicable to indicate 
whether all applicable parties have been 
informed of Extended Foster Care Benefits. 

5. Select the check boxes for those individuals 
provided notice of Extended Foster Care.  

Note: The Guardian ad litem is one of these 
required individuals. This check box will be 
added in a future SSIS Release. Indicate the 
GAL’s notice in the above Editor box.  

15
SSIS V12.4 Release TrainingDecember 2012



6. Note the blue hyperlinks on this screen. Click 
on a particular hyperlink to learn more about 
the statutory requirements associated with 
the data entry on this screen.

7. Note: Section 260C.212 Subd 7 is changed to 
260C.203 Subd b(2).

Click the Complete box at the bottom of the 
screen if you want the information on this 
screen to display on the printed IL Plan.

7. Click the double arrow buttons at the bottom 
right of the screen to advance the screen 
forward or back. 16
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1. Screens that will 
print on the 
service plan are 
those displaying 
with a red 
checkmark next to 
the node in the 
Navigation bar.

2. The blue arrow 
indicates the 
screen currently 
displaying.17
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1. Each screen on the IL Plan provides Editor 
boxes where questions regarding a particular 
topic are to be answered by the primary 
caseworker and the youth. Click directly in the 
Editor box to type text, or click the blue E 
button to open a larger Editor screen providing
more editing options. 

2. Click the Education and Training Voucher 
hyperlink to move to the ETV page on the 
DHS website.   
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3. The ETV page displays in its own window.
4. Additional information is provided regarding 

the ETV program, as well as links to related 
information for youth. 

5. Review the links to the right of the screen for 
additional youth information.

6. Note the keyword search feature available on 
the webpage.  
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For each topic on the IL Plan, a corresponding grid 
displays with the following fields:  
1.Enter the Provider reflecting each identified 
service. 
2.Indicate the Timeframe for identified services.  
Click on the Progress header for a drop-down 
menu to select plan progress during a review.  The
divider line between columns can be adjusted by 
clicking it and dragging.  
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3. Enter a Description of each identified service.
4. Indicate the youth’s Comments or Feedback 

in the corresponding Editor box. 
5. At the bottom of the screen, click the 

Complete box to ensure that this information 
displays on the printed service plan. Click the 
double arrow buttons to advance the screen 
ahead or back.  
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1. Seven topics 
are listed on 
the IL screens.

2. Note the 
hyperlink for 
the Money 
Management 
screen.

3. Click it to 
review statute 
required in this
topic area.
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1. Click the check box next to each Vital 
Document provided to the youth.  

2. The Vital Documents hyperlink references 
MN Statute 260C.212 Children in Placement.

3. The youth’s social and medical history 
hyperlink references MN Statute 259.43.  
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1. The names of the youth and social worker 
autofill in the corresponding Signature Page 
fields. 

2. Click Save. 
3. Ensure that each screen you wish to print has a

red checkmark next to the corresponding node 
in the Navigation bar.   
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1. Print the complete plan by right-clicking on the 
Document tab and selecting Print, OR

2. Expand the IL Plan in the Tree View and right-
click on the Document node and select Print.
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Example of Printed Independent Living Plan:
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1. Review all of the merge fields for accuracy.
2. Note that only the check boxes selected display

in the Print Preview.
3. Text displays as it is entered.
4. Text with altered FONTS, colors, or sizes displays 

in Print Preview just as it does in the Editor 
box.
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Example of Printed Independent Living Plan:
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5. The hyperlinks are still noted by blue, 
underlined text in Print Preview.

6. Note that all Vital Documents display. Those 
selected – indicating that they have been 
provided to the youth – display with an  

asterisk* next to the name of the document. 
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Example of Printed Independent Living Plan:
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7. The Independent Living Plan automatically 
displays the name of the identified youth and 
the primary caseworker in the Signature fields. 

For every other New State Service Plan, these 
names must be typed into the Signature fields.

8. This is an example of how the Language block 
displays at the end of the service plan. 
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