Changing An Incorrect Eligibility Designation

A designation can be changed/corrected provided it does not have either the Complete or
Finalized status.

1. Navigate to the Additional Forms >Create/View screen shown below:

(SS Basic screen > Main Menu > Determinations of Eligibility > Eligibility Details >
Additional Forms > Create/View)
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Click Reopen.

Complete
If the button displays Complete \— you are okay. Then exit.

2. Return to the Determination Designation tab.
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Reopen if it has already been Finalized.




3. Return to the Determination Designation tab again.
Correct the designation. As you can see, | have changed this from Chronic Health to
Learning Disability.
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4. You will now have to go through the above process of going to Additional Forms >
Create/View, Complete. Then Finalize, and your designation will be changed. Remember
to exit back to the Start Screen and then re-enter the Designation screen in order to

refresh the changes.
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