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Before You Begin

Before you submit an application for this program, please verify that you or the individual you are
submitting the application for is currently on the Developmental Disability (DD) Waiver Waiting List.

You can verify this information by contacting your support coordinator/case manager at your local

Community Services Board (CSB). To find your local CSB, please visit https://tinyurl.com/mlImc-
csbbha.

If at any point you need help completing the application or you have questions, please contact My
Life, My Community/Senior Navigator at (844) 603-9248.

For Non-English Speakers

To see the application in another language, use the

Spanish: Para ver la aplicacion en otro

“Translate our site into” function at the bottom of idioma, use la funcién "Traducir nuestro sitio en'
en la esquina inferior derecha de la pagina web.

https://ifsponline.dbhds.virginia.gov. Using the drop-

down arrow, select the language you need. You do not Usando la flecha desplegable, seleccione

d h his back lish bef . el idioma que necesita. No es necesario
need to change this back to Englis erore saving your que vuelva a cambiarlo a inglés antes de guardar

draft or submitting the application for review. el borrador o enviar la solicitud para su revisién.
French: Pour voir |'application dans une autre la

ngue, utilisez la fonction «Traduire notre site da
ns» dans le coin inférieur droit de la page Web.

A l'aide dela fleche déroulante, sélectionnez la la
Translate our site into: ngue dont vous avez besoin. Vous n'avez pas bes
oin de changer cela

en anglais avant de sauvegarder votre brouillon
ou de soumettre la candidature pour révision.

English

Sowered by ¢ Translate . .
; ; Vietnamese: Dé xem (*rng dung bang ngon ngit k

héc, hay st dung chirc nang "Dich trang web cua
chiing t6i vao"

@ gbc dudi cung bén phai cda trang web. S dun
g mii tén tha xuéng, chon ngdn ngit ban can. Ba
n khéng can phai thay d&i diéu nay vé tiéng Anh
trwdc khi lwu ban nhép cla ban hodc gtri don da
ng ky dé xem xét.
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Step 1: Accessing the IFSP Application Portal

- The IFSP online application portal works best using the latest version of all common web
browsers.

The application portal is also optimized for mobile devices including tablets and smart
phones.

To get to the portal, type or copy/paste the following link into your web

browser: https://ifsponline.dbhds.virginia.gov.

The webpage you see will look like the one pictured below.

The maximum amount of funds you may request for the program is $1,000. The
minimum amount is $200.

The Individead and Farmily Seppoct Pragram [IFSP) esigreed 10 aset 0

2l 00 the DO Wakver Walt Ut snd thesr Larmdies 1o »

Getting Help

If at any point you need help, select the down arrow next to the word “Help” listed in the top bar of
the web page as shown below.

Individual and Family Support Program
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Step 2: Registering to Fill Out an Application

- You will need a login account for the IFSP-Funding Portal to complete an application.

- Click the link in the top right corner of the page that says “Register”. See the picture below as a
guide. This will begin the registration process for submitting an online application.

NOTE: You only need to register ONCE to log in to the IFSP Application Portal.
If you have previously registered, you should use that same login. One
person may submit applications for multiple individuals using the same login
information. If you forgot your login information or no longer have access to
the previously registered email address, please either reset your password or
register using any email address that you regularly check.

- To create a login, look for the “Register” link on the IFSP Portal. The
picture here shows the location on the portal page where the #lozin & Register  ©Help~
“Register” link is located. The information for the Responsible Party
is what you should use when you register. The Responsible Party is
the person applying for an individual who is on the DD Waiver
Waiting List and who will be responsible for the received funds.

You will also need a valid email address. Make sure to use an email address that you check

regularly. Type your email address in the “Email” field, circled in red in the image below. Please
make sure your email address is correct, since this is the email address that IFSP staff will use to
send all communication about your application(s).

Register

- After you type in your email address, create a
password for accessing the Application Portal. Your

password needs to meet all the following
requirements: ' —

. At least 8 characters in length

. Utilize at least 3 of the following 4:
1. Special characters,
2 Alphabetical characters,
3. Numerical characters, and
4 Combination of upper case and lower-case letters.

Confirm passwerd
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- Once you have created your password, you will need to re-enter the same password into the
field titled “Confirm Password”.

- After you have created a password and entered an email address, you will see an email
confirmation screen that say that you will receive an email with instructions on how to confirm
your email address.

Confirming Your Account

- Confirming your email is the last step of the registration process. Go to your email mailbox. Look
for a message from “IFSP- (do not reply)” with the subject line of “Confirm Your Account”. The
email will look like the example below.

- m
—nimi Meajr —

Frem TRAD. it gl <fipsppnt 5 A v 0

Snleri Cmimm o o

.“;Zl: TOU 3 REEaL B .: W Mo, v vl e ol T dhorl ?.".i\' OV DF Eahie I X 08 O N 10 (IR I | Sivan ] AR

Petse confrm oar emad addoen by chckog oy

}

- Included in this message is a link titled “here”. Click the link to confirm your email address and
complete your registration. The red arrow in the image above shows where the link is.

- Once you click the “here” link, your internet browser will launch and you will see a pop-up to let
you know that this process is complete. You are now able to log in to the portal using your email
address and password.

P R L.

- ﬁ Individual and Family Support Program

See the example:

Thaari; yoa) oot cowsbirrreng o evvesll Fleass Tk Fere: 90 Lig i

‘.

- After confirming your email address, you will also receive a “Welcome to IFSP” email letting you
know that you have successfully registered. A sample message is below:
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Your e-madl addrew has been confirmed.

sk vou for seglitering aad cosficalag youor o mad 3d&ms Yo Ve Raw © your tegl ws the [FSP fiadag spplicaion

- Tologin to the IFSP Application Portal, go to https://ifsponline.dbhds.virginia.gov and use the
email address and password you just created.

Resetting Your Password and Security Timeout

NOTE: If you forget your password, click on the “Forgot Password” link that is
located on the main login page to generate an email link to reset the password.

Log In

NOTE: For security purposes, the application will time out after 30 minutes of
inactivity. Be sure to save draft applications so you do not lose what you have
entered.
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Step 3: Creating and Drafting a New Application

NEW APPLICATION FEATURE: Eligibility Checker

IFSP has added a new step to the IFSP-Funding process to help make sure only eligible
individuals are able to complete an IFSP-Funding request. The new function will check
applicants’ eligibility against Waiver Waiting List data and instantly let applicants and
responsible parties know if they are eligible for IFSP-Funding. After successful meeting the
eligibility criteria, eligible applicants will be sent to the remaining application sections that ask
about need. If you feel that the system has incorrectly identified the applicant as ineligible,
please follow the instructions provided in the Portal.

- After logging in, look for the “Application” link on the black (3 Application
bar at the top of the page. The picture below shows the
location on the portal page where the link is located.
My Eligible Applicants

Click the link circled in red that is labeled “Check My Applications
Eligibility”.

Entering the Applicants’ Identification Information
To determine eligibility, applicants will be asked to provide the following information:
e Email address for the Responsible Party

e Applicant’s Date of Birth
e Applicant’s Social Security Number

The information provided in this section must match what was provided at the time the person was
placed on the Waiver Waiting List. If the information does not match, the applicant will be
determined as “not active on the DD Waiver Waiting List” and you will not be able to access the rest
of the application.
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Aopiort Sadgraure rormaton

imad b7 Repomsdte Party Pease corfrm emai tor e Reporsbie Paty

Appicant’y Date of Brth DOB) ~ Yy Apphcant’y Sockl Securtty Number [SSN) A

Completing the Eligibility Checker

irdiial and Camni Criimnavé Dramvar

B Aspicaton - Qg -

IFSP Eligibility Checker

Is the Applicant currently 1) receiving or eligible to receive Targeted Case Management, and/or (2) receiving
COCPhus Waiver Sarvices?

Note: Please note, your responses will not impact you eligibility for 52 Funding. The information gathered from your
responses will assist us with future planning.
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- Complete the questions in the “Eligibility Checker” (pictured above) and select “Next”.

- If the Applicant meets all the eligibility requirements, then you will be able to complete the
remainder of the application and save a draft.

If the applicant does not meet the eligibility requirements, a pop-up message will appear,
instructing the applicant to contact their local CSB.

NOTE: IFSP is not able to resolve Waiver Waiting List Eligibility issues.
Applicants must contact their CSB to resolve these issues.

Part I: Applicant Information

In this section, the

Applicant’s Background
Information will be pre-
populated with Applicant Background Information
information from the
Waiver Waiting List. First Name

Mede Bacom PR v g

You will not be able to \
change the Applicant’s
First or Last Name. This
information is taken
directly from the WaMS
system and any Chck 1o updute phone mumber
correction that are :

Note: i you updated any of the information on this page. please COntact your case manager/support coordinator to update your Information in the
needed mUSt be made by Walver Managesent Syatem [WaMS| 33 300n st possiie

Chick to update addrens

contacting your local
CSB.

Address and contact information will also be pre-populated. This information may be updated.

To update an address or phone number, please check the corresponding box.

NOTE: Any new address or phone information provided in the
application only applies to the IFSP Application. Please make sure to
contact your local CSB to update the case file for the applicant so
that the correct information is in the WaMS System.
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Saving Eligible Applicant Background Information

Applicants who are eligible to —

apply for funding will see a G | Individual and Family Support Program
confirmation page like the screen e
to right. As of 08/20/2021, the applicant is eligible to apply for IFSP-Funding. Please review the
IFSP-Funding Guidelines to understand the funding priorities.

To proceed with the other parts of
the application draft, you will need
to select the “Save Applicant

Background Information” button.

Completing this section only saves
part of your application. Applicants
will need to complete the steps listed under the “Create Application Draft” section of the
application.
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Creating an Application Draft

After you save the applicant’s Vi T A -
background information, you will be [P
directed to a page to complete the ° Individual and Family Support Program

remaining application sections:

Responsible Party
Relationship Information
Assistance and Resources
Needs

To access the remaining sections, look
for the name of the applicant that you

want to create a request under the
header name “Applicant Name”. It is circled on the image on the right.

Next, click on the button labeled “Create Application Draft”.

Verifying Applicant Information

- After selecting the “Create - Sun- Gabe Sl A

Application Draft” button you @ individual and Family Support Program
will see the screen on your right.

IFSP Application Form (FY21)
Most of the information in the
“Applicant Information” will be
pre-populated from the entries
from the “Eligibility Checker”
section.

For the items that are not complete, specifically the “Gender” and “Confirming Your
CSB” (in the images below), please enter your information in this section.
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- . Piease select (58 option

Male * Fermale
C58 Point of wa\ Nome

C5B Point of Contact Emall {H known)

Part Il: Responsible Party

This section is about the person who is responsible for receiving the Applicant’s IFSP funds and
purchasing the requested items/services.

If the Responsible Party is the SAME
PERSON as the Applicant, then you
will need to check box labeled
“Applicant is Responsible Party”, as
shown in the diagram on the right.

-> Fill out each of the fields listed on the page. You will need the Responsible Party’s first, middle,
and last name. Be sure to type each entry into the corresponding field correctly (upper case first
letter, spelling). This is how the person’s name will be listed and saved.

- Fill out the Responsible Party’s date of birth, Social Security Number, and gender. Be sure to use
the format in the example below.

Seial Beourity Mumbar e Dot

- Fill out the Responsible Party’s street number and name in the “Address Line 1” field. If there is
an apartment or suite number, enter this information in the “Address Line 2” field.

- Type the Responsible Party’s zip code in the “Zip Code” field. Next, type the Applicant’s city in
the “City” field.
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Part Ill: Relationship Information
The next section is also about the Responsible Party.
If the Responsible Party is the SAME PERSON as the Applicant, then this section will be

automatically completed, and you will be sent to Section IV. Below is how the answer will appear in
Section lll. Remember, you will be skipped to Section IV, and this will be automatically completed.

| am an individual with a developmental disability who is on a waiting list for services. é

- If the Responsible Party is NOT THE SAME PERSON as the Applicant, then you will need to check
the second box as seen below:

| am a family member of 2 child or individual with a developmental disability who is on a waiting list for e

services

The next question is about whether the Responsible Party lives with the Applicant. The
Responsible Party does not have to live with the Applicant, but a description needs to be
provided if they do not live in the same household.

If you are a family member, does the individual live with you on a permanent basis?

¥ Yas No If no, please give details:

Use the section shown below to describe the relationship the Responsible Party has with the
Applicant.

I you listad yoursalf abova as 3 family membar, what iz your relatiornship to the individual for which you are applying ¥

= pother Fathar Principal Careglver
Steprmather Suep fatkyer Legal Guardian
Wifa Husband MiAlM ot Applicable)
Grandmother Grand father Cther
Sistar Brother
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- Review all the information you have entered on this page to
make sure it is correct, and then select the “Next” button in the _9
bottom right corner.

NOTE: You will be able to make changes to this and any of the other sections
before you submit the final version of your application. See “Editing Your
Application” for instructions on how to do this.

Part IV: Assistance and Resources

This section helps the IFSP staff understand the assistance and financial resources the Applicant
currently uses. This information will help DBHDS collect data on ways to better assist individuals on
the DD Waiver Waiting List.

- On the “Assistance and Resources” page, select the best answer that describes how you learned
about IFSP.

How did you hear about the Individual and Family Support Program?

¥ (Case Manager/Support Coordinator Consumer Directed Services Facilitator
Center for Independent Living List serve
Parent fAdvocacy Group Website
DBHDS Website Other

- Next, select any assistance the Applicant is currently receiving. Check all that apply.
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Are you eurrently receiving other financial assistance?
Select all that apply.

[] Private Insurance [ special Education Services (Part B)
] TriCare Military Insurance [] Local Community Service Board Family Support Funding
[] Medicare [J EDCD Waiver
(] Medicald [ Tech Waiver
(] Insurance Settlement [ Employment
[ Center for Independent Living [] None
] Comprehensive Services Funding (FAPT) ] Other
| Early Intervention Services [Part C)

- Review all the information you have entered on this

page to make sure it is correct, and then select the )
“Next” button in the bottom right corner.

NOTE: You will be able to make changes to this and any of the other sections before
you submit the final version of your application. See the section called “Editing Your
Application” for instructions on how to do this.

Part V: Needs

Use this section to describe what the Applicant needs the IFSP funds for.

Part V: NEEDS

Please select cate
anticipated to be

gories and specific items/services for supports that are planned or
needed over the next 12 months.
o Please include the estimated expense for each i

» Total Requested Amount cannot be greater than $1000.00.

To see a complete listing of eligible needs that may be supported with IFSP-Funding, please see the
IFSP Program Guidelines.

- Select the drop-down menu titled “Needs” to find the item that the Applicant will purchase with
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IFSP funds. Then select the item in the drop-down menu.

Torbad Mecpueeibed Armcaanl =
S

Meed Cate oy Typs Hegueyted Arvso Uit

- Once you have selected the “Need Category Type”, enter the approximate cost of the item in
the “Requested Amount” field.

- The amount you enter into
the “Requested Amount” i
field will automatically be ool Requested Amowt : 3580
added to the number listed
in the “Total Requested
Amount” ribbon of this Need Gategory Type Requested Amount
section, as shown in the A w
next picture.

If the Applicant is requesting more than one item, click on the “Add Another Need” button on
the bottom left side of the section, as pictured below.

Fotal Bequasted Amourd ; $500

ik hare bo adkd
anctter naod’
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NOTE: The total minimum amount you may request is $200. The maximum
amount you may request is $1,000. If the amount you are entering into the
“Requested Amount” field is more than the total allowed amount for the
program, you will get a pop-up message/alert letting you know that you are
going over the annual funding limit.

- To change a request that is more than the annual limit, click “OK” on the pop-up message. The
“Requested Amount” field will remove the amount you entered and allow you to enter a new
amount that is within the maximum amount allowed for this program.

=
ifsgordi neechesw dibnhd s, wirpinmea o Says
Yimes erest cecps et rrezre T e rrumes e e srrecaen] of § LD

P e f S S T road Type Ctheer Specrly

-

NOTE: Each “Need” entered must be more than $0. Amounts SO or less will return an
error message like the one below:

ifsponlinedev.dbhds.virginia.gov says.

Each Meed reguested amount must be greater than (.

0K

- In the event you ever need to delete a “Need” that you have (3
entered, just click on the “X” that is located next to the specific = a

need section, as seen on the right.

- Review all the information you have entered on this page to
make sure it is correct, and then select the “Next” button in the >

bottom right corner.
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NOTE: You will be able to make changes to this and any of the other sections
before you submit the final version of your application. See “Editing Your
Application” for instructions on how to do this.

Saving a Draft of Your Application

- If you are only saving a draft of your application, click the “Save As Draft” button as seen below.

You can save a completed Application form as a draft.

Save As Draft You can LATER SUBMIT the drafted application during the submission period.

- This will save a draft of the application you just finished. You will be able to go back and edit
your draft any time before you submit.

NOTE: Remember, you will not be able to submit a draft before the
submission period opens. Once a draft is submitted, you cannot make
changes to it. Please contact ifspsupport@dbhds.virginia.gov if you have
any questions or concerns.

Once you have saved your —

drafted application, you wil @ | Individual and Family Support Program
receive the confirmation .

message pictured below.

If you select the option to “Go
Back to My Applications”, you
will be returned to the list of @
your saved applications in the
IFSP Application Portal.

The draft application was saved successfully

Editing a Draft of Your Application

- To edit a draft application, select “Application” from the menu on the ribbon at the top of the
page. Click the “My Applications” option in drop-down menu as shown in the image below.
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Create New

My Applications

- Once you are on the “My Applications” page, you will see a list of your saved applications.
Under the “Edit” column, click on the green “Resume” button for the application that you want
to edit. The picture below shows an example.

Draft Applications

Applicant First Name Applicant Middle Name Applicant Last Marme Fr Last Modified Date

Sample 3 Sample Uil ] @ A e D

- When you are in the application that you would like to edit, choose the section you need to
change and follow the steps for completing that section and make the necessary changes.

Viewing and Deleting Saved Drafts

To view a draft application, select “Application” from the menu on the ribbon at the top of the
page. Click the “My Applications” option in drop-down menu as shown in the image below.

To delete a draft application, click the red “X” under the table column titled “Delete”. This action
will permanently remove this draft.

To edit a draft application, click the green “Resume” button under the table column titled “Edit”.
This action will allow you to return the draft and make any needed edits.

Draft Applications

pplicant First hame Applaart Middie ame Applicart Last Mame B Last Modified Date Edit Dedete

Fulatiie B Fultitht

Step 4: Submitting Your Application
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NOTE: The “Submit” function will not be available on the application until the submission period
opens.

- When the IFSP submission period opens, go to your saved application(s) and select the
“Resume” button as seen in the image below.

Draft Applications

Applicant First Name Applicant Middle Name

Review each section carefully to ensure you have entered everything correctly and completely.

Once completed, click the “Submit” button to submit the application. The Program Agreement
will appear, and you will be asked to sign.

NOTE: The signature field will NOT appear until you check the “Program
Agreement” box.

READ THE AGREEMENT BELOW CAREFULLY:

Signing Your Application

You will now be asked to sign the application. In the box, please type your name to sign the
document.
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Review each section carefully to ensure you have entered everything correctly and completely.

READ THE AGREEMENT BELOW CAREFULLY:

This Is an agreement between the
Applicant/Responsible Party and DBHDS. The

Applicant is eligible only If the individual with an
Be sure to check the box to indicate

intellectual or developmental disability is residing in
his own home or the family home and is on
Virginia's Developmental Disability (DD) Waiver that you have read the agreement'
Waitlist

have read, understood and agree to the terms and conditions of
€ Individual and Family Support Program and affirm that all the
information provided in this application is true and accurate to the best

of my knowledge.

NOTE: The signature field will not appear until you check the “Program
Agreement” box.

- Inthe box, please type your name to sign the document.

Please sign below by TYPING your name.

Minnd

NOTE: After you type your signature, a “Submit” check box will appear.
Once it appears, please click the “Submit” as see in the image below.
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READ THE AGREENENT BELOW CAREFULLY.

B 1 have read, understood and agres 50 the S and CONGItIons of the Individus! snd
Famiy SuPPon Program and fvm 1t al e IManmnaton provided N e 20PACATON IS Due
AN Ko a0 T e Dest of try Anewledge

Please sign below by TYPING your name,

Confirm Your Application Submission

- After you type your e
signature and submit @ | Individual and Family Support Program
your application, you S
will see a
Confirmation Screen
like the one to the
right.

The application was submitted.

A confirmation emadl has been sent to the email address you provided us. Please ensure you have received the
confirmation emall address that indudes your Application id. You do not need to contact us.

You will receive an
email confirming that [ hock o Mysocatons |
we have received
your submitted

application. The
message will have your Application ID number. Please keep this number on file to use as a
reference for your records and future communication.

All applications submitted for review will be listed in the “Signed and Submitted Applications”

section of the “My Application” page of the Application Portal. An example of a submitted
application is pictured below.
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Signed and Submitted Applications

Frig £100.00 Subm itted : Pending 8/9/2017 5:54:23 PM

Just like the drafted and saved applications, you will be able to view your submitted applications.
However, you will NOT be able to make changes to the request once you have submitted it for
review and approval.

If you need answers to IFSP-related questions, please
visit the My Life, My Community website at

https://mylifemycommunityvirginia.org.

Virginia Department of /\
| l " Behavioral Health & My Life,

Developmental Services My Community
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