
AssessmentPro  User  Guide  
Serv iceMat ters  Reviews  

©  2 0 2 4  M a x i m u s .  A l l  r i g h t s  r e s e r v e d .   
2 5 5 5  M e r i d i a n  B l v d .  /  S u i t e  3 5 0  /  F R A N K L I N ,  T N  3 7 0 6 7  

w w w . m a x i m u s c l i n i c a ; s e r v i c e s . c o m  

Maximus provides this user guide as an overview of system operations. Maximus will always support the 
current and most recent versions of Google Chrome or Microsoft Edge. Maximus recommends Adobe Reader 
10 or later. 

Ensure that your firewall does not block our URL. 
Contact your state’s Helpdesk for assistance 

To maintain proprietary content protection, this user guide does not capture all system fields. 
All information appearing in this guide does not represent true and actual individuals. 

Serv iceMat ters  Reviews 
(NF Providers Only) 
From the AssessmentPro Home Page  
STEP  1 :  
Click the ServiceMatters 
Review tab. 

STEP  2 :  
Click the arrow to claim the 
review. This will open the 
ServiceMatters assessment. 

STEP  3 :  
Review the Facility 
Information. 
Click Next to go to the 
General Questions page. 

STEP  4 :  
Indicate if the person is a 
current or recent resident in 
your facility. 
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STEP  5 :  

If you selected NO in Step 
4, skip to Step 11 
Enter the Admission date. 
Indicate the care plan status. 

Enter the MDS date 

Click Next to proceed 

S T E P  6 :  
Complete the Care Plan and 
Delivery of 
Services/Supports page. 
Select the Service/Support 
Status from the dropdown. 

The remainder of the 
questions will change based 
on your selection. 

Continue through the page, 
responding to each PASRR-
identified service and support. 

S T E P  7 :  
Indicate the NF Discharge 
Planning Activities. 

Click Next to proceed. 
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S T E P  8 :  
Review the information about 
required documents. 

To Upload supporting 
documents: Click Select 
files… to locate the 
Documentation of Services 
and Plan of Care on your 
computer. 

To Fax supporting 
documents: click I cannot 
upload all required 
documents and print the fax 
cover sheet. 

S T E P  9 :  UPLOAD  
Locate the documents on your 
computer. 

Click Open to attach the 
documents to the record. 
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S T E P  10 :  UPLOA D  
Select the document type(s)… 

Include as many document 
types as are in the uploaded 
document. 

Click Next to proceed. 

STEP  11 :  Submit 
Review your Submitter 
Information 

Check the Attestation box 

Add any additional 
comments you want us to 
know about this person. 

Click Submit to complete the 
review. 
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Adding the  Serv iceMat ters  Respondent  Role  
(NF Providers—AP Admin Users Only) 
From the AssessmentPro Home Page   
STEP  1 :  

Click the gear icon in the 
header. 

Select Manage Users from 
the dropdown. 

STEP  2 :  

Locate the user that needs the 
ServiceMatters Respondent 
role added. 

Click the Name to open the 
profile. 

STEP  3 :  

Click the pencil icon in the 
Facilities list to open the 
person’s Facilities information. 

STEP  4 :  

Click in the Facility Roles: field 
and select the ServiceMatters 
Respondent role. 

If other roles are present, this 
will not remove them. 

Click the X next to the role 
type to remove a role from a 
user. 

Click Save to retain the 
changes. 
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