
Suffolk County Department of Social Services 
 

Online Shelter Independent Living Plan 

Labels with asterisks (*) indicate required fields.  

Labels with two asterisks (**) are dependent on a  selection of another field’s value. 

Login Form 
 

 User Name - Enter User 
Name assigned to you by 
Suffolk County Department 
of Social Services. 

 

 Password - The first time 
signing into the application, 
you will use the default 
password provided to you by  
DSS, enter the default 
password and you will then be 
asked to create your  own 
password. Follow directions 
on the screen. 

Passwords Requirements: one capital letter, one number and must be 8 – 12 characters in length total.  



Once selected, your shelter  
appears with its client  
placement(s) (if any). 

Online Shelter Independent Living Plan 
Lookup and Data-Entry Forms 

Placement Form 
 

Facility Selection-  select 
your facility from the drop  
down menu.  Search by 
Last Name /Case Number 
after facility is chosen 
(if placements exist). 



Select a placement record and click on Enter/View ILP Plan link button. 

Online Shelter Independent Living Plan 

Edit and View ILP  

Note: If you get a pop-up blocker click on Allow Once and if you get another window click on Retry 

Page Indicator- 
Click on the 
page number 
to advance 
through the 
pages. 



Online Shelter Independent Living Plan 
Add a New ILP Record 

The ILP Plan form is shown and No ILP record have been found. Press OK command button to proceed. Press Add command  
button to add ILP plan record. 

Once the Add command button is pressed, some information is pre-entered. Continue with making selections and once  
completed press on Save New ILP command button.  If required field(s) is missing value, an alert message will pop-up to inform  
you about missing value. (see below) 



Online Shelter Independent Living Plan 
Add a New ILP and Service Needs Record 

Once saved, the record appears on the ILP plan grid view.  "Record(s) updated successfully;" click OK 



Online Shelter Independent Living Plan 
Add a New ILP Service Needs Record 

To enter Service Needs , select ILP record and press Add link button.  Enter desired information on Service Needs grid.  If a  
required field’s value isn’t entered, an alert message will  pop-up to notify you about missing information. 

Once required fields are filled in the Service Needs press Save link button.  If a required field’s value isn’t entered, an alert message 
will pop-up to notify you about missing information, see below. 



Online Shelter Independent Living Plan 
Add a New ILP Service Needs Record 

“Record(s) updated successfully; press OK.  Once saved, select the ILP record and the record will appear on the  Service Needs  grid 
view.   



Select an ILP Plan record by clicking on a specific record.  If date entered is today’s date, edit mode is allowed as shown for  
ILP Plan section.  If date entered is not today’s date, edit button is hidden.  Press Edit link button. 

Online Shelter Independent Living Plan 
Edit an Existing ILP Record 

Once the changes are completed click Save Current ILP link button. Pop-up message window will display “Record(s) updated  
successfully; click OK .  To view the changes, select the ILP  Record. 



To Edit the Service Needs, select the ILP Record , press Edit make the changes,  and press the Update link button.  
A related ILP service need record(s) shows up. 

Online Shelter Independent Living Plan 
Edit an Existing Service Needs  Record 

Pop-up message window will displayed “Record(s) updated successfully;” click OK 



Online Shelter Independent Living Plan 
Copy and Add Records 

To create a new bi-weekly ILP, you can copy an exiting ILP record with all its service needs.  Select a desired ILP plan record.  
Press Copy and Add command button to copy ILP and all service need records.   “Records(s) updated successfully;” click OK 

The newly copied and added record is added to the ILP grid view. 



Online Shelter Independent Living Plan 
Deletion of ILP Service Need Record 

Only records entered on the same day are allowed to be deleted. If date entered is not today’s date, delete button is 
hidden.  Select the record and Press Delete link button. A  pop-up message window will displayed “Do you want to 
delete this record;” click Ok. 

Record is deleted from the service needs grid view.  “Record(s) updated successfully;” Click OK 

Record is now deleted from the Needs Grid 



Online Shelter Independent Living Plan 
Display ILP Report 

Select  the ILP record and Press ILP Preview command button to view the report. 


