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AGENDA

01
Homepage
Orientation to the Homepage 

02
Individual Plan (IP)
Entering details to complete an Individual Plan 

03
Quarterly Report 
Entering details to complete a Quarterly Report 

04 Access to the Provider Portal 
How to get access to the Provider Portal 



PHASE IN OF INDIVIDUAL 

PLANS AND QUARTERLY 

REPORTS  
❖ If the participant’s Individualized Service Plan (ISP) meeting is 

7/1/26 and after, complete the IP and Quarterly Reports in the 

Provider Portal 



LOGIN 
h t t p s : / / b h a p r o d . d y n a m i c s 3 6 5 p o r t a l s . u s /

https://bhaprod.dynamics365portals.us/


HOMEPAGE 

❖ IPs that are due in the 
next 7 days 

❖ IPs needing revision 



INDIVIDUAL PLAN (IP)

❖ Following the ISP meeting, the Case Manager 
will enter the goals, outcomes, action steps, 
and risks in INSPIRE

❖ The Case Manager also enters in the 
Rendering Provider to tie the plan to a 
specific Service Supervisor 

❖ Shell IPs are generated from the Case 
Manager 

❖ IPs ready for providers to complete, will be 
displayed in Provider Plans



INDIVIDUAL PLAN (IP)

Date of Plan = Date the plan is being drafted
Rendering Provider: Service Supervisor completing the report



Selecting Rendering Provider



INDIVIDUAL PLAN (IP)

Monthly

❖ Select “No” or “Yes” to indicate if Telehealth Supervision is allowed per the ISP

❖ Complete the Supervision Frequency field based on the ISP



INDIVIDUAL PLAN (IP)

6/19/2026

Mon-Fri 3 hours per day

❖ Providers do not need to submit evidence of 
DSW training on IPs, unless a DSW started 
mid plan year.  

❖ Enter Duration and Frequency of the service 
as listed in the ISP.

❖ If the IP is sent back for revisions, Case 
Manager’s comments for these fields will be 
displayed here



VISUAL OF IP CONTENT



ENTERING OUTCOME DETAILS

❖ Choose the outcome

❖ For each outcome 
complete fields for:  

- Outcome Continuity 

- Risk Mitigation 



ENTERING METHODS AND MEASUREMENTS 

❖ When starting a new IP, you will not see anything listed here.

❖ To add in new method and measurements for an Action Step, click + create 



ENTERING METHODS AND MEASUREMENTS 

❖ When returning to a draft, your work will be displayed here

❖ To make edits to a method, measurement, risk mitigation or outcome continuity 
sections, click on “Edit” 



ENTERING METHODS AND MEASUREMENTS 

❖ Choose the Action Step you would like 
to add method and measurement 
details for 



ENTERING METHODS AND MEASUREMENTS 

❖ If the IP is sent back for 
revisions, Case Manager’s 
comments for these fields 
will be displayed here



ATTACHING DOCUMENTS TO THE IP

❖ To attach a document to the IP, navigate to the 
Customer tab

❖ Select the participant 

❖ Click on Customer Provider Documents 

❖ Click on IP folder

❖ Upload the document to the folder titled with the year 
and service type



SUBMITTING THE IP

❖ To submit the IP, use the 
mouse to sign 



LOCATING IPS

❖ To locate a list of IPs and their 
status for a participant,  
navigate to the Customers 
tab, select the participant:
❖ In progress
❖ Approved



QUARTERLY REPORTS

• To find a Quarterly Report click on the Customers tab.

• Find their name listed or run a search.

• Scroll to the bottom to find Quarterly Reports that 
  are ready to be worked on.



QUARTERLY REPORTS

The Homepage will list reports that are are due in the Next 7 Days and reports that need revision.
Click to open the report you wish to work on.



Quarterly Report

Here you will fill in all blank fields.
For instructions you can hover over each item or refer to the Instructions manual.

( Rendering Provider = Service Supervisor)



Quarterly Report template



Quarterly Reports

•Documents Uploaded
•Here you can find uploaded documents and add new files

• Save Draft / Save and Finalize can be found at the bottom left of the page.



SERVICE SUPERVISOR ACCESS TO THE PROVIDER PORTAL
doh.dddproviderhelpdesk@doh.hawaii.gov



TIPS FOR USING THE PROVIDER PORTAL

❖ Recommended Browser: Chrome

❖ Help Desk: (808) 733-9309 



THANK YOU
doh.ddd.crb@doh.hawaii.gov

mailto:doh.ddd.crb@doh.hawaii.gov
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